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User Guide for ADF Returns
in PICTUS

PICTUS is a "self-serve" application that allows you to submit your ADF Returns
and payment, monitor your account balance, manage your company's contact
information, and determine who in your company has access to your ADF data.
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1. Getling Started — Access




Getting Started — Access

TSBC e-Commerce

A) General System Requirements:

1. Thisis a web application, accessible through most common web browsers.

2. Use the latest version of: Google Chrome, Microsoft Edge, Mozilla Firefox or Safari as your internet browser. (Do NOT use

Internet Explorer as that browser is not supported through the application). Note: You may need to refresh your browser or

use one of the other recommended browsers to be able to access the application.

3. The system link is: https://tsbc.pictus.online Sign-in using the e-mail address that was used to set-up your account, either from

the “Invite"” you received from an existing User, or from the Self-Service Registration process you initiated.

4. Your e-mail address is your system account “User Naome" and once created it cannot be changed.

B) Access to the System: There are 3 ways to get access to the e-Commerce system:

5. If your business is already registered with TSBC, we have already given you access to the system, so you do NOT need to Re-

register for access. Use your existing User ID (e-mail address) to log info the system.

6. If someone from the Agency or from one of your Businesses has “Invited” you to use the new system, you will have received
an “Invite” e-mail with a link fo Reset your Password. Once you reset your password and log-in, you need to complete your

Contact information. Once that is completed, you will be logged into the system.

7. You canrequest access to the system using the “Self-Registration” process by clicking on “REGISTER” from the Log-in Page.

i. “Create Account”: Provide your E-mail address (must be unique and not already used in the system).
ii. "Contact Details”: Provide your First and Last Name and Phone Number.
ii. “Create Organization”: Provide the name of the Business and add “(Org)” to the end of if.

iv. ~ Once your account is set-up (which includes your Organization), you will be directed to the main Summary Page. You

can then submit your registration information using the “Create Business” function.
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Getting Started — Access

TSBC e-Commerce

C) Register a New Location:

8. Once you have access to the system, and you want to apply to Register a new location, you must apply online:

a) Complete the online “Self-Registration” process by entering your information and attaching a completed “Terms and

Conditions” form directly in the system (there is a link fo the form from within the system).

b) Refer to the “Registration” sections in this document.

Note: You must complete all of the steps at once in order to “Submit” the application. Partial information will not be saved.

Contact TSBC at 1-866-759-0488 or via e-mail at registrations@tsbc.ca if you require further assistance.

D) Self-Registration Process - Overview:

9. The quickest way to apply to Register a new location, is to complete the online “Self-Registration” process by entering your

information online and attaching the completed form directly in the system.

10. As you complete each step in the online submission process, you will need to provide specific information, so have it handy.

You must complete all of the steps at once and cannot save partial (“draft”) information.

11. During the “Create Business” process, you will see a link near the top for the “Terms & Conditions” file. Click on the link fo

open the fillable form. Download the form, complete and sign it then scan it to your machine, as you will need to attach the

file as part of the online process.
12. If you already have an account, Login and click on the blue “Create Business” bufton.

13. If you do NOT yet have an account, click on the “REGISTER"” from the Log-in page. This allows you to first create an Account
and then you can use the “Create Business” function. Follow the steps listed under the section in this document called “Self-

Registration — Create Account”.
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Getting Started — Access

TSBC e-Commerce

D) Self-Registration Process — “Create Business’:

14. To Register a new Location (“Create Business”), from the main Summary Page, you need to:

a) Select the Organization that the new Business will be related to. If you only have 1 Organization, it will be the default for

your new Business registration.
b) Click on the blue button labelled “Create Business” then select “Create Remitter”.

c) There are several steps to submitting your Business for registration. You will need to provide the following information.
Each area (“tab”) will have a green check mark once the necessary data has been provided.

i Business Name (the “Doing Business As” name), Legal Name, Type of Business, Operations Start Date.
i.  Address(es) and any other Contacts.

ii. Creatfe a “Notes & Files” and atftach the completed “Terms & Conditions” form (follow the link to open the filla
form).

iv. Once all the tabs have green check marks, click on the “Submit” button. This completes the process and the
form is sent to TSBC for processing.

15. Once the registration application has ben submitted, the Agency will review your submission and process the application,
You will be advised of the registration decision and provided additional details on how fo file your ADF Returns.

16. Please refer to other sections of the document for screenshots and step-by-step process for submitting a “Self-registration”
application.
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Getting Started — Access

TSBC e-Commerce
E) Passwords:

17. Set (or re-set) your Password using the “Forget?” function on the Log-in page.

18. You will receive an e-mail from ecofees@tsbc.ca with alink to set (or reset) your password. You may also receive e-mails
from one or more of our other e-mail addresses, such as: registrations@tsbc.ca or compliance@isbc.ca .

19. If you don't receive an e-mail in your Inbox, check your “Junk” folder in case your system does not recognise the e-mail ID
(and mis-takes it for junk).

20. Also, if possible, add the domain of “@tsbc.ca” to your “safe list” so all e-mails from us are accepted by your system. If you

are still having issues logging in, please contact TSBC at 1-866-759-0488.
21. Passwords must be at least 10 characters long and contain 1 upper case letter, 1 lower case letter and 1 number.

F) Once Logged in:

22. You should “bookmark” the e-Commerce log-in page (hitps://tsbc.pictus.online) for future reference, as you will need to sign

in each month and File your ADF Return.

23. Once you log-in you can “Change Password” at any time from the Summary page menu (upper right corner). If you forgot

your Password, click on the “Forgot2” text on the log-in page.
24. Refer to the “Filing” section of this Guide on how to submit your ADF Returns online.

25. Refer to the “Quick Reference Guide” for a short 2-page reminder on the basic steps to use the system. The Guides are all
available from the “Participant Resources” section of the TSBC website: https://tsbc.ca/participant-resources/
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2. Log-in, Home Page & Passwords




*

Log_in que +  Enteryour Email ID and Password (minimum of 10 characters) and click the blue “Login” button. TIRE

hitps://tsbc.pictus.online + Toinifially Set or to Reset a Password if you have Forgotten your Password, enter your E-mail ID then ' NWWWBC
click on “Forgot?” link. You will receive an e-mail and instructions on how to set your password.

+ Referto the "Self-Registration” sections of the "User Guide” for details on using the “REGISTER” function.

Note: Below the "Register” function are 2 lines which display your browser type and version (e.g. Firefox
122.0), and the current version of PICTUS (e.g. App 4.7.1.3). You may need this info if you require support.

Email

( Email

This field must be formatted like an e-mail

Password Forgot?

{ Password }

This field is required

Not registered? Please visit our website
and refer to Registering with TSBC to
see if your business should be
registered with TSBC. If you are unsure
or have questions please contact Karen
by email at registrations@tsbc.ca or by
phone at 1-866-759-0488.
REGISTER NEW BUSINESS

Browser Firefox 122.0
App 4.71.3

Welcome to Tire Stewardship BC's "e-Commerce"
system called PICTUS!

PICTUS is an online application that allows TSBC registered Retailers to file their
Advance Disposal Fees (ADF) returns and access all their account details,
including remittance history. PICTUS is also the place to submit a Registration
Application to register with Tire Stewardship BC.

To Login: Enter your TSBC contact e-mail and password and click on “Login".

No Password? You can reset your password using the "Forgot?" link. You'll
receive an e-mail with a link to reset your password, and then you can log into
the system.

| Need To Register: If you have read all the materials on the TSBC website and

have determined you need to register with TSBC, please click here. If you have
any registration questions email Karen at registrations@tsbc.ca or by phone at
1-866-759-0488.

Questions? Please visit our website at www.tsbc.ca If you have questions,
please e-mail: jbutler@tsbc.ca or call 1-866-759-0488 (Mon-Fri
8:30am-4:30pm Pacific).
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+ The "Home" or landing page is the communication and launching point into other parts of the application. TIRE
Home Page . N : : g . Stewardship
Login > Home + This page shows a Summary of your Filings so you can see if any are outstanding or waiting to be paid. evseonctis BN

* Notfifications may be general (for all users) or could be specifically for you.

« To File your ADF Return, click on the blue “View Filings” button.
+ To Edit your company information, click on the “Participants” tab at the top (to the right of the “Home” tab).
*  Your Email ID are displayed in the upper right corner beside the menu icon.

UIDE

\
X

+ To edit your personal Contact information, select “Profile” from the drop-down menu in the top right-hand corner of screen.

Home lParllclpants

March Filing OnlineCreated On 2020-04-07
The filing for March 2020 is now online so please complete your ADF filing and payment electronically. With the current
COVID-19 situation and for evervone’s safety it is more important than ever that vou complete vour filinas and pavment

R C

ol V]

joe@ijoestire.com w

Notifications Show Archived

Step 1: File Step 2: Pay

Complete this step by clicking "View Filings' for each organization you 9 Click 'View Invoices' to see unpaid invoices. Payment should be completed
manage. Complete and approve the filing for each business in the through your bank by EFT or bank debit. Once paid it can take 3- 5
organization. business days for your invoice to be processed.

1010Tires.Com (Org)

© 1Filings To Do @ 1Filings To Approve © 1Invoices To Pay @ Org. Balance: $31.50
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@ Black rubber can help green thumbs. TIRE -
Stewardship
See how we are helping communities at the TSBC website.

Quick Tip: Want to see old Notifications? Click Show Archived on the Home Page.




Home - Profile & Change Password SenSEdship

Login > Home T

+ The "Home" page is the communication and launching point into other parts of the application.
*  Your Email ID are displayed in the upper right corner beside the menu icon.
+ If you click on the Summary page menu, you can also edit your “Profile”

* You can “Change Password” also (once you have your initial Password setup). Passwords must be at least 10 characters long and
contain 1 upper case letter, 1 lower case letter and 1 number.

+ Some organizations require employees to change passwords on a regular basis for security purposes.

joe@ioestire.com ~
i Profile
Home Participants
Change Password

Notifications Logout
March Filing OnlineCreated On 2020-04-07

The filing for March 2020 is now online so please complete your ADF filing and payment electronically. With the current
COVID-19 situation and for evervone's safety it is more important than ever that vou complete vour filinas and pavment < Change Password

The password you select should meet these
minimum criteria:

1. At least 10 characters.

Step 1: File Step 2: Pay 2. Minimum one upper case, one lower case,
Complete this step by clicking 'View Filings’ for each organization you 9 Click 'View Invoices' to see unpaid invoices. Payment should be completed one number.
ge. Complete and app: the filing for each business in the through your bank by EFT or bank debit. Once paid it can take 3 - 5
i) Bt Password
organization. business days for your invoice to be processed.
0000000000

1010Tires.Com (Org) New Password

O 1Filings To Do @ 1Filings To Approve © 1Invoices To Pay @ Org. Balance: $31.50 New Password

Confirm Password
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Confirm Password

(B e s Stewardship

See how we are helping communities at the TSBC website.

‘Quick Tip: Want to see old Notifications? Click Show Archived on the Home Page.




3. ADF Returns - Filing: Individual Returns




+ The "Home" page shows a summary of your Filings so you can see if any are outstanding or waiting to TIRE
Home que be paid. Stewardship

New value from aun'mBC

Login > Home
+ To File your ADF Return, click on the blue "View Filings” button.

« This will take you to another screen where you can select one or more of the outstanding Filings (ADF
Returns) that you want to complete.

joe@joestire.com

Home  Participants

Notifications Show Archived

We didn't find any notifications.

Step 1: File Step 2: Pay

Complete this step by clicking "View Filings' for each organization you 9 Click 'View Invoices' to see unpaid invoices. Payment should be completed
manage. Complete and approve the filing for each business in the through your bank by EFT or bank debit. Once paid it can take 3 - 5
organization. business days for your invoice to be processed.

1010Tires.Com (Org)

© 1Filings To Do @ 1 Filings To Appmve\ © 1Invoices To Pay @ Org. Balance: $31.50
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Quick Tip: Want to see old Notifications? Click Show Archived on the Home Page.




ili - H + The "File” function is the core of the system and what you will use mostly. Your outstanding filings TIRE %
Flllng Main Page will be shown in the “File” tab (on far left). Stswﬁ%};gShlp
Login > Filing App BC

+ To complete afiling, click the “File” button to the right of the row.
+ Complete 3 easy steps: File, Approve and Pay!!
NOTE: You must file a “Nil” Return even if you have paid your wholesaler the ADF Fees.
¢ Joe's Tire Empire joe@joestireempire.com v

File JApprove Open Invoices Closed Invoices

Joe's Tire Empire ¢ Filings

6/6 .
Remitter & Province & Type & Amount Reporting Period & Due Date Status Hj
14820 Joe's Tires Ltd. -3
BC Regul 0.00 2020-J 2020-07-15 : =
(Victoria) eguiar $ Hn New File =
4R20 uets Tires, 9. BC RIV Importer $0.00 2020-Jun 2020-07-15 New File 5
(Victoria) fg
14820 Joe's Tires Ltd 3
oe's Tires Ltd. - 5
(\istoris] BC Regular $0.00 2020-Jul 2020-08-15 New File >
S
14820 Joe's Tires Ltd. E ]
(Vicioris} BC RIV Importer $0.00 2020-Jul 2020-08-15 New File S
14820 Joe's Tires Ltd. - i)
Wisioris} BC Regular $0.00 2020-Aug 2020-09-15 New File S
14820 Joo's Tires Lid. BC RIV Importer $0.00 2020-Aug 2020-09-15 New File

(Victoria)




F"ing an ADF Rei-urn + The blank ADF Return form is shown below. nglglr‘:‘:dship

Login > Filing > File « Simply fillin the Quantity of each product sold for that reporting period and click “Save and ot fom i B (S
Submit”.

+ Thereis a “Save” bufton if you aren’t quite ready to Submit. This keeps the filing “In Progress”
until you go backinto the screen, make any changes and then click on “Save and Submit”.

« If the remitter sold no fires in the period, check the box next to “Nothing to report this period.” and then “Save and Submit” (a “Nil

|| Nothing to report this period @

Note (will show on invoice)

38
Return”). NOTE: You must file a “Nil” Return even if you have paid your wholesaler the ADF Fees. 8=
N D
* You can optionally add a “Note” to the Filing if you want to highlight anything related to the Return. The Note will show on the Invoice, 5 O
so it remains there for future reference. 2 ;

&~

. ~<#

< 14922+ Joe's Tire Shop Ltd. New >

338063 2021-Jan  Regular

Product Size Quantity Rate $ Total N

v Tires $0.00 ’—‘::

£

Passenger & Light Truck Tire each $5.00 /each $0.00 é

Medium Truck Tire each $9.00 /each $0.00 'f:A

Agricultural Drive Tire each $15.00 /each $0.00 é

2

Logger / Skidder Tire each $35.00 /each $0.00 &}

g

Amount before Tax $0.00 I

Cancel Save And Submit




4. ADF Returns - Filing: Download & Import
(Multi-Remitter Orgs)




File - Download & Import -

Login > Remitters > File

+ If you have more than 1 Remitter, you can click on “Download” to open a pre-formatted Excel spreadsheet (for a single Filing period)
that lists all of the Remitters within your Organization. Save the file and then populate the volumes of each tire for each location.

+ Once the datais all entered and checked, you can “Import” the completed file into the system. That will then populate the ADF

Returns for each Remitter.

The "Download” and “Import” functions are only available if you have 2 or more
Remitters within an Organization. (These buttons do NOT appear if you are a single
Remitter Organization.)

File

¢ Joe's Tire Empire

Approve Open Invoices Closed Invoices

Joe's Tire Empire ¢ Filings

Remitter & Province ¢ Type &
14821 Joe's Tires (Vancouver) BC Regular
14821 Joe's Tires (Vancouver) BC Regular
14821 Joe's Tires (Vancouver) BC Regular
14821 Joe's Tires (Vancouver) BC Regular

14820 Joe's Tires Ltd.
(Victoria)

BC Regular

14821 Joe's Tires (Vancouver) BC Regular

Amount

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Reporting Period &

2020-Feb

2020-Mar

2020-Apr

2020-May

2020-Jun

2020-Jun

Due Date

2020-03-15

2020-04-15

2020-05-15

2020-06-15

2020-07-15

2020-07-15

joe@joestireempire.com v

Import Download ]

Status

New

New

New

New

New

New

File

File

File

File

File

File

13/13
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Remiﬂ-ers — File Download - If you are a multi-Remitter Organization, you can click on the “Download” button to TIRE

*
create an Excel spreadsheet with the Remitters listed for a given Filing Period. Stgwﬁ%};gll%}gp

Login > Remitters > File
* You need to specify which Filing Period and which Filing Type you want to download

and import.

* You can then complete the ADF details for each Remitter for that period and then
“Import” the file (to populate the Filing records).

< Joe's Tire Empire joe@ioestireempire.com v

File §Approve Open Invoices Closed Invoices

Regular

1 . . ope [ (

Joe's Tire Empire ¢ Filings mport | | Download |
L L ) S
13/13 ,5‘
Remitter & Province $ Type & Amount Reporting Period ¢ Due Date Status é
2
14821 Joe's Tires (Vancouver) BC Regular $0.00 2020-Feb 2020-03-15 New 5
14821 Joe's Tires (Vancouver) BC Regular $0.00 2020-Mar 2020-04-15 New ‘:
(2]
ore &y
Download Filings E
14821 Joe's Tires (Vancouver)  BC Regular $0.00 2020-Apr 2020-05-15 New £
5
ore . D
14821 Joe's Tires (Vancouver) — BC Regular $0.00 2020-May 2020-06-15 New Filing Period »
—
< Ti 2020-Au |
14520:doeis Tires!Lud. BC Regular $0.00 2020-Jun 2020-07-15 New Eile d -
(Victoria) =
. an
Filing Type -
14821 Joe's Tires (Vancouver)  BC Regular $0.00 2020-Jun 2020-07-15 New =
=
=




Remiﬂ-ers — Complete Filing + The snapshot below shows an example of a downloaded file for “Joe’s Tire Empire” ngl%];;dship

Login > Remitters > File organization and lists each of its 2 Remitter locations. e Te

« Thisis for the August 2020 Filing Period, and for Regular Filings only. You can
download one file for each period and for each Filing Type (Regular or RIV).

* Note the total at the bottom for cross-checking volumes and payment calculations.

« This also provides the Organization with a record of what they submitted, without
having to download each invoice.

USER GUIDE

Fill in the product quantities in the colored areas, where applicable.

To submit a nil filing enter 0 in any one of the product quantity fields, leaving the other
fields blank.

To skip a filing leave the product quantities blank.

Tire Stewardship BC

Once completed, save this sheet and import this file by clicking the "Import" button on
the filing page in Pictus. Once imported these filings will be ready for approval. Please

Advance Disposal Fee - Filing Import Sheet
note that these filings are only for the period of 2020-Aug. Taxes and other fees will be
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Organization: loe's Tire Empire added on filing approval when an invoice is created.

Reporting Period: 2020-Aug Each PLT Each MT Each AG Each LS

Filing Type: Regtiar $5.00 $9.00 $15.00 $35.00

Registration No. Remitter Name PLT & MT & AG # LS # Total Product $

14820 Joe's Tires Ltd. (Victoria) $0.00

14821 Joe's Tires (Vancouver) S0.00
7 @)

Totals 0 0 0 0 $0.00




Remitters - File Import -

Login > Remitters > File

Once you have completed the Downloaded file, and confirmed that the information is
correct, you can use the “Import” function to upload the file.

The “Import” button allows you to select the file from a location on your computer.

Once you confirm the file, it will upload the data and populate the Filings for each
Remitter, so you can then “Approve” them.

¢ Joe's Tire Empire

Remitter &

14821 Joe's Tires (Vancouver)

14821 Joe's Tires (Vancouver)

14821 Joe's Tires (Vancouver)

14821 Joe's Tires (Vancouver)

14820 Joe's Tires Ltd.
(Victoria)

14821 Joe's Tires (Vancouver)

File JApprove Open Invoices

Closed Invoices

Joe's Tire Empire ¢ Filings

Province $ Type &
BC Regular
BC Regular
BC Regular
BC Regular
BC Regular
BC Regular

joe@joestireempire.com v

Import Download
13/13

Amount Reporting Period & Due Date Status

$0.00 2020-Feb 2020-03-15 New File
$0.00 2020-Mar 2020-04-15 New File
$0.00 2020-Apr 2020-05-15 New File
$0.00 2020-May 2020-06-15 New File
$0.00 2020-Jun 2020-07-15 New File
$0.00 2020-Jun 2020-07-15 New File

nglgl;’dship
New value from old ntC
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5. ADF Returns - Filing: Approve, Adjust & Pay




Approve Filing(s)

Login > Filing > Approve

nglz{l];'dship
New value from old ntC

All Submitted filings collect on the “Approve” page (tab). A user with the “Filing Approver” role can approve or reject one or
more filings (i.e. can be done as a group for multiple filings). To reject a filing, check the Filing then “Reject Filing” at the bottom.

Click on the Filing(s) to approve and click next to “I certify...” then click on “Approve”. This moves the Filing to the “Open
Invoices” tab. To Approve all Filings at once, click on the box next fo the *Amount” in the upper right side of the Filings list, then

certify and “Approve”.

Once Approved, the Filings cannot be changed and become Invoices. The invoices show up on either the “Open Invoices” tab if
payment is required, or the “Closed Invoices” when payment is not required (e.g. Nil Returns).

Contact TSBC if a mistake has been made and they will create an Adjustment Filing.

< Joe's Tire Empire

Remitter

14820 - Joe's Tires Ltd. (Victoria)

14820 - Joe's Tires Ltd. (Victoria)

14820 - Joe's Tires Ltd. (Victoria)

14820 - Joe's Tires Ltd. (Victoria)

Amount before Tax

Applicable tax will be added to invoices.

File § Approve Open Invoices Closed Invoices

Joe's Tire Empire ® Approve Filings

Reporting Period

2020-Mar

2020-Apr

2020-Apr

2020-May

new tires and the remittance of the Advance Disposal Fees.

Type

RIV Importer

Regular

RIV Importer

RIV Importer

joe@joestireempire.com v

Amount ’
$36.00
$840.00 <
Nil Return
Nil Return
$36.00

| certify that the amounts indicated above are the amounts of the Advance Disposal Fees that | am required to remit for the reporting period indicated. | certify and
agree that | hold Advance Disposal Fees in trust for Tire Stewardship B.C. Association (TSBC) and that TSBC is entitled . .

¥ g \

| certify that all of the informatiln contained within the filings is correct.

Reject Filing

Click to approve
All Filings listed.

OR

= Click one or more
Filings to approve
(including Nil Returns).

Certify then
Approve or

/ Reject the
selected Filings

v4.7 (Feb 15, 2024)

S
=i
—
!
=i
o
o
o]
=
=
=)
—
o
N
++
~
p=
<
a
=]
nN
=
[}
e

©

UIDE

\
-

USER C



Filing — Adjustments & Payment SenSEdship
FAQs e B

1. Q: How do | make adjustments to my ADF Return once it has been submitted?
A: Once an ADF Return has been approved it cannot be adjusted. However, TSBC is able to adjust a Filing (ADF
Return) if necessary, so please contact them if you require a Filing adjustment.

2024)

5,2

USER GUIDE

2. Q: How do | setup TSBC as a “Payee” in my online banking system?

A: To setup TSBC as a bank “Payee” log into your banking system and go to where you setup a new “Payee”
(usually under “Bill Payments”). Search on “tire”. They will be listed as "“Tire Stewardship BC Association”.

Enter your 5-digit TSBC Registration # as your Account #.

v4.7 (Feb 1

3. Q: What is TSBC’s banking information so | can setup payments to them by EFT?
A: You will need to contact your bank to ensure your accounts allows EFT transactions. Then use the following
payment routing instructions to setup TSBC for EFT Payments:

Victoria, BC V8W 1Cé

Pay: Bank of Montreal §
Bank ID Codes: S.W.LE.T BIC CODE: BOFMCAM?2 2
Account with BMO Bank of Montreal ﬁ
Institution: 2219 Oak Bay Avenue 3

Victoria, BC V8R 1G4 2
Beneficiary Tire Stewardship B.C. Association ::r
Customer: 300 — 536 Broughton Street é_

Bank Account: Transit: 27060
Institution: 001
Account: 8900-427




é. Invoices - Open and Closed




Invoices - Open (Unpaid) -

Login > Filing > Open Invoices

+ Once paymentis confirmed by TSBC (EFT or Bank payment), these will show as “Closed Invoices”.

*+ You can download the invoices by clicking on the blue download arrow to the right of the row.

NOTE: Nil Refurns are shown on the "Closed Invoices” tab as they do notf require payment.

These are the
Invoices which
are still “Open”
and have not ben
paid. Please
ensure you make
the required
payment to TSBC.

< Joe's Tire Empire

File  Approve Open Invoices Closed Invoices

Joe's Tire Empire ® Open Invoices

Q Invoice No. Registration No. Remitter
Reporting
Invoice No. & Remitter $ Province & Type Period $
292771 E‘:z&;‘t’::a;"“ BC Regular 2020-Jan
292773 1:‘:2(?/;“’5:3)7'@5 BC Regular 2020-Feb
292774 1?:2(%;‘:::;"“ BC RIV Importer 2020-Feb
292775 14820 JoeisTiips:  go Regular 2020-Mar

Ltd. (Victoria)

Invoice Summary - British Columbia

This is not a payment. Please ensure the promised payment actions are
completed as described. Invoices on this page will moved to closed once we
have received your payment and manually gone through the process of closing
your invoice.

joe@joestireempire.com v

Start Date ) EndDate 5

Total
Invoice Date & Amount Tax Amount Balance

2020-09-27 $25.00 $1.25 $26.25 $26.25 _{ﬂ
2020-09-27 $90.00 $4.50 $94.50 $94.50 _&n
2020-09-27 $16.00 $0.80 $16.80 $16.80 _&a
2020-09-27 $30.00 $1.50 $31.50 $31.50 _&ﬂ
$169.05

Here are some links that give you quick access to your banks so you can go and

pay.
Royal Bank of Canada (RBC)

Toronto-Dominion Bank (TD)

Scotiabank

Canadian Imperial Bank of Commerce (CIBC)
Bank of Montreal (BMO)

Hongkong and Shanghai Bank (HSBC)
Credit Unions of B.C.

If your bank is not on this list, open up a new browser tab and search for it.

The "Open Invoices” tab lists invoices that have been approved and require
payment or where payment receipt has not yet been confirmed by TSBC.

Click on the blue
“download” icon
to open or save
the invoice (in PDF
format).

There are links to
some of the more
common banking
sites (click on the
link to go to the
bank’s main
website).

ng%l;'dship
New value from old ntC

v4.7 (Feb 15, 2024)
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Invoices - NIL Filing Invoice ng%l;dship

Login > Filing > View, Print, Download Invoice R (@}

« If you are filing a “Nil Return”, when you “Approve” it, a "Closed Invoice” will be created as no payment is required.

*  You will see a pop-up confirming the Invoice has been created, including the Invoice # and a download icon (downward arrow)
5o you can download the Invoice in PDF format, if required.

NOTE: You must file a “Nil” Return even if you have paid your wholesaler the ADF Fees.

Nil Filings Approve Success

All nil filings were approved successfully
The following nil invoices were created:

e 2021-Apr - 318865 &
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InVOiceS _ View, Prinf, Download * You can view, print or download a PDF of the invoice by clicking on the ngl%l;dship

blue download arrow icon to the right of the invoice line.

Login > Filing > View, Print, Download Invoice R (@}
» Invoices are also created for “Nil Returns” ($0) so there is a record of the
ADF Return.
S dshi i
tewarasnip Advance Disposal Fees o
New value from old tires =
BC 5
Joe's Company Ltd. Business:
1234 Main Street 14820
Victoria BC V8V 0A0 Joe's Tires Ltd. (Victoria)
No.: 292771 Date: Sept. 27, 2020
Type: Regular Period: 2020-Jan
Submitted By: Tire Stewardship BC From: Jan. 1, 2020
Approved By: Joe Smith To: Jan. 31, 2020 "
Products Sold é
Code Name Size Quantity Rate Product Total ;5
PLT Passenger & Light Truck Tire 5 $5.00/each $25.00 'I:A
Product Total $25.00 5
GST 877270900 RT0001 5% $1.256 vf
ic
Total $26.25 2
Payments g]
Date Source Status Amount —;:,
No Payments Found E
$26.25 5
Payment is due by the 15th day of the month following the Reporting Period.
Please pay by EFT or online bank payment.
Tire Stewardship BC
PO Box 5366
VictoriaBC V8R 6S4




Invoices - Closed (Paid) -

Login > Filing > Closed Invoices

The “Closed Invoices” tab shows invoices which are paid (remittance receipt has
been confirmed by TSBC) and those Invoices requiring no payment.

Any “Nil Returns” (reporting periods where the business had nothing to report for the period) do not require payment, so the
invoices are also “Closed".

Closed Invoices can also be downloaded, to view or print in PDF format, by clicking on the blue down arrow icon to the right of the

invoice.

< Joe's Tire Empire

File  Approve

Open Invoices

Closed Invoices

Joe's Tire Empire ¢ Closed Invoices

Q, Invoice No.

Invoice No. &

292770

292775

292773

292774

292771

292772

Remitter 2

14820 Joe's Tires
Ltd. (Victoria)

14820 Joe's Tires
Ltd. (Victoria)

14820 Joe's Tires
Ltd. (Victoria)

14820 Joe's Tires
Ltd. (Victoria)

14820 Joe's Tires
Ltd. (Victoria)

14820 Joe's Tires
Ltd. (Victoria)

Registration No.

Province & Type

BC Regular

BC Regular

BC Regular

BC RIV Importer
BC Regular

BC RIV Importer

Remitter

Reporting
Period 2

2020-May

2020-Mar

2020-Feb

2020-Feb

2020-Jan

2020-Jan

Invoice Date &

2020-09-27

2020-09-27

2020-09-27

2020-09-27

2020-09-27

2020-09-27

Start Date

Amount

$0.00

$30.00

$90.00

$16.00

$25.00

$0.00

i

Tax

$0.00

$1.50

$4.50

$0.80

$1.25

$0.00

joe@ijoestireempire.com v

End Date

Total
Amount

$0.00

$31.50

$94.50

$16.80

$26.25

$0.00

Balance

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

fe le le le Qe

ke

Stewardship

Newvalue from old ntC

v4.7 (Feb 15, 2024)
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7. Filing Reporis




Filing — Repor‘l's + To see a summary of your account balance or all of the products you have reported, go to the main nglgl;‘dship
Login > Remitters > Actions Remitter page and click on the “edit” (pencil) icon beside your business’ name. ot fom i B (S
» Under the "Actions” section on the lowerright, there are buttons to run 5 different Reports:

o The “Registration Cerlificate” is the TSBC Certificate of Registration, now available to download directly.

o The “Remitter Statement” is a PDF file that shows details of your account balance, including all payments, credits and adjustments.

o The “Invoices Report” is a 3-tab Excel file that shows Invoice totals, details and taxes for all invoices within a certain data range.

o The “Collections Report” is available for Remitters that are also Collection Locations and lists all Collections (pick-ups).

o The “Products Filed Report” shows details of all of the products you have reported, including quantity, type and fees.

UIDE

3
X

USER C

Remitter JAddresses Contacts Notes & Files History

Update Remitter

Registration Number: 12367 Current History Values
Business Name: 1010tires.com @
Status: Active

Type: Tire Dealer
Reason Code: None

Legal Name: 1010tires.com @ =
Regular Filer: True @

Registration Date: 2007-01-01
RIV Importer: False @

Registration Confirmation Date:
Filing Frequency: Monthly

De-Registration Date:
Operations Start Date: 2007-01-01 @

Is Collection Location: True

General Telephone No: @ \
1l > +1604 270 4721 Actions

o
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Business Link @ Download Registration Certificate ‘

Remitter Balance: $0.00 Download Remitter Statement ‘

Jurisdiction Province @: British Columbia .
Download Invoices Report \

Agency: Tire Stewardship BC

Download Collections Report ‘

Download Products Filed Report \




R R ore + On the main “Remitter” page, you can “Download Registration Certificate” to get a copy of RE
ReQISer‘I'IOn Certificate  yourbusiness' TsBC Registration Certificate (without having to contact TSBC). Stewardship

Login > Remitters > Actions +  You can either “Open” the file to view/print the certificate, or “Save” it as a file. et BC
+  An example of a Registration Certificate is shown on the next page.

Remitter  Addresses Contacts Notes & Files History

Update Remitter

Click on “Download

Registration Number: 12367 Current History Values Registration Certificate” then

Business Name: 1010tires.com @ i
Status: Active either Open or Save the file.

Type: Tire Dealer
Reason Code: None

Legal Name: 1010tires.com @
4 Regular Filer: True @

Registration Date: 2007-01-01
RIV Importer: False @

Registration Confirmation Date:
Filing Frequency: Monthly

De-Registration Date:
Is Collection Location: True

Operations Start Date: 2007-01-01 @
General Telephone No: @ /

11~ +1604 270 4721 Actions

Business Link @ ‘ Download Registration Certificate

Remitter Balance: $0.00 TOWTTOS RETTEteT Statenen

Jurisdiction Province @: British Columbia
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Download Invoices Report

Agency: Tire Stewardship BC

b2

Download Collections Report \

‘ Download Products Filed Report ‘




Regisfrqﬁon Cer‘l‘ificqi‘e +  Shown below is an Example of a "Registration Cerlificate. St’EXIN%]rEdShip

Login > Remitters > Actions +  The certificate shows the business name and address and its TSBC Registration Number. ~ “™""“"BC

GUIDE

R

ngfztifridship
New wilue from \NWGBC

,
Jj

USF

Certificate of Registration

1010tires.com

12291 Bridgeport Road
Richmond, BC
VeV 1J4

Registration No. 12367

This number should be used in all correspondence with TSBC and provided to the
hauler for scrap tire collection.
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Remitter Statement

Login > Remitters > Actions

+  On the main “Remitter” page, you can “Download Remitter Statement” to see a listing of all
Filings for that Remitter to explain the Balance on the account.

* You can either "Open" the file to view/print the statement, or “Save” it as a file.

*  An example of a Remitter Statement is shown on the next page.

Remitter ~ Addresses Contacts Notes & Files

Update Remitter

Registration Number: 14922
Business Name: Joe's Tire Shop Ltd. @
Type: Tire Retail Chain
Legal Name: 1234 Tire Company Ltd. @
Registration Date:
Operations Start Date: 2021-01-01 @
General Telephone No. @

iI+1 ~ +1250477 0000

Business Link @

Remitter Balance: $1,042.65
Province: British Columbia

Agency: Tire Stewardship BC

History

Current History Values
Status: Active

Reason Code: None

Regular Filer: true @

RIV Importer: false @

Filing Frequency: Monthly

Actions

Download Remitter Statement

Download Invoices Report

Download Products Filed Report

Click on “Download Remitter
Statement” then either Open
or Save the file.

Stewlgl;'dship
New value from old ntC

v4.7 (Feb 15, 2024)
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+ Shown below is an Example of a “Remitter Statement”.

i TIRE
Reml“er quteme nt + All Filings and Payments are shown (latest first), as well as any other adjustments on the Stewal‘dship
Login > Remitters > Actions account, T

+  The overall Account Balance and # of Missing Filings are shown near the Statement date.

UIDE

TIRE . .,
Stsmar“d]%%p Statement

G

)
¥

1234 Tire Company Ltd. Business:
1234 Main Street 14922
Armstrong BC V3V 4X4 Joe's Tire Shop Ltd.
Statement Date: May 14, 2021 Account Balance: $0.00 .
Missing Filings: 0 &
"
Period: 2021-Apr From: April1,2021 :  April 30, 2021 é
Type Status Number Date Amount Balance =
Regular Filed 323294 May 12, 2021 $299.25 $0.00 '{é
Payments 0869406661 May 13, 2021 -$299.25 E
Period: 2021-Mar From: ‘March 1, 2021 :  March 31, 2021 2
Type Status Number Date Amount Balance (&)
Reguiar Filed 320048 April 13, 2021 $252.00 $0.00 =
Payments 0869594748 April 14, 2021 -$252.00 i
Period: 2021-Feb From: Feb.1, 2021 : Feb. 28, 2021 _gf
Type Status Number Date Amount Balance a
Regular Filed 317740 March 11, 2021 $173.25 $0.00 'j
Payments 0869663078 March 12, 2021 -$173.25 <
2021-Jan From: Jan.1, 2021 :  Jan. 31, 2021
Type Status Number Date Amount Balance
Regular Filed 314956 Feb. 12, 2021 $320.25 $0.00

Payments 0869415745 Feb. 12, 2021 -$320.25




. +  On the main “Remitter” page, you can “Download Invoices Report” to see a listing of all the Remitter’s RE
Invoices Repori Invoices for a date range of when the Invoices were created (NOT the Filing Period dates). and if they Sewardship
Login > Remitters > Actions are Paid or Unpaid. T
« After you select the Date Range and Invoice Status, you can either “Open’ the 3-tab Excel file to edit,
view or print the worksheet(s), or “Save” it as afile.

*+ An example of an Invoice Report is shown on the next page.

Remitter ~ Addresses Contacts Notes & Files History

Click on “Download Invoices Report” then
Update Remitter select a Date range of when the Invoices
were created (NOT the Filing periods).
Select whether you want Paid or Not Paid
Registration Number: 14922 Current History Values Invoices (or both). Then either Open or

Business Name: Joe's Tire Shop Ltd. @ Save the file.
Status: Active

USER GUIDE

Type: Tire Retail Chain

Reason Code: None
Legal Name: 1234 Tire Company Ltd. @

Regular Filer: true @

Registration Date:

RIV Importer: false @
Operations Start Date: 2021-01-01 @

Filing Frequency: Monthly

General Telephone No. @ Invoices
i+1 ~ +1250477 0000
i Invoice Date
Business Link @ Actions
YYYY-MM-DD (]

Download Remitter Statement
Status

Remitter Balance: $1,042.65 Not Paid

Province: British Columbia Download Invoices Report Paid

Agency: Tire Stewardship BC Expand Assemblies

Download Products Filed Report
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. +  Shown below is an Example of an “Invoices Report” (in Excel format).
|nVO|CeS Report + lItlists all invoices created within the data range selected, and consists of 3 tabs: nglgl;’dship
Login > Remitiers > Actions o Invoices (tofal) - Lists the total of each invoice, balance owing, efc. T BC
o Invoice Detdils - Lists the details reported on each Invoice, and

o Invoice Taxes - Lists the applicable taxes for each Invoice

24)

Pictus Report - Invoices

20

T
¢
, &

| Report Date: 2021-05-05 | Participant: Joe's Tire Shop Ltd. | Start Date: 2021-04-01 | End Date: 2021-05-05 | Status: Not Paid, Paid |

Total Balance
Invoice Date Organization Reg. N- Business Name Filing Peri-- Type CE Total ==, Total T~~~ = | Status Reasg~  Nil Ret--= Created/Approved ™~ Payme Not
B - - - - - - | - - Ame ~ | Outstanc + ~ - | - ~.] E
318863 2021-05-05  Joe's Tires (Org) " 14922 Joe'sTire Shop Ltd. 2021-Jan Regular N $993.00 $49.65 $1,042.65 $1,042.65 Paid N joe@joestires.com
r 318864 2021-05-05 Joe's Tires (Org) r 14922  Joe's Tire Shop Ltd. 2021-Mar Regular N $0.00 $0.00 $0.00 $0.00 Paid ¥ joe@joestires.com
r 318865 2021-05-05 Joe's Tires (Org) r 14922  Joe's Tire Shop Ltd. 2021-Apr Regular N $0.00 $0.00 $0.00 $0.00 Paid ¥ joe@joestires.com
Totals $993.00 $49.65 $1,042.65 $1,042.65

- - 5
Pictus Report - Invoices s
:{‘;
| Report Date: 2021-05-05 | Participant: Joe's Tire Shop Ltd. | Start Date: 2021-04-01 | End Date: 2021-05-05 | Status: Not Paid, Paid | 3
=
5
T =
Invoice [ Date  Organizatior Reg. '~ Business Nam¢ Filing Typr cr Category agory | Profiy Product Name Sour-- £*-= Quan***-- Fee R-*- Total "-~ Tax C~-'~ = Item T ',L:
. M - - ~ | Perig ~ | - ~ |(top) w |(sub) ~ | Cod ~ - - ||+ - - - - Amd - =3
318863  2021-05-05 Joe's Tires (Org) " 14022 Joe'sTire Shop Ltd.  2021-Jan  Regular N TIRES PLT  Passenger & Light Truck Tire Base 120 $5.00 $600.00 G $30.00 $630.00 4;:
[¢ 318863  2021-05-05 Joe's Tires (Org) T 14922  Joe's Tire Shop Ltd.  2021-Jan ~ Regular N TIRES MT  Medium Truck Tire Base 2 $9.00 $18.00 G $0.90 $18.90 E
=
£ 318863 2021-05-05 Joe's Tires (Org) r 14922  Joe's Tire Shop Ltd.  2021-Jan Regular N TIRES AG Agricultural Drive Tire Base 25 51500 $375.00 G $18.75 $393.75 'E
iy
)
Totals 147 $993.00 $49.65 $1,042.65 @
Pictus Report - Invoices “
o0
| Report Date: 2021-05-05 | Participant: Joe's Tire Shop Ltd. | Start Date: 2021-04-01 | End Date: 2021-05-05 | Status: Not Paid, Paid | :
<)
2
Invoice No. Date  Organization Reg. No. Business Name Filing Period Type Tax Type Rate Net Amount Tax Amount
318863 2021-05-05 Joe's Tires (Org) 14922 Joe's Tire Shop Ltd. 2021-Jan Regular GST 5.000% $993.00 $49.65

Totals $993.00 $49.65




Co"echons Reporl- +  On the main “Remitter” page, you can “Download Collections Report” (in Excel) to see a

*
listing of all collections (pick-ups of used tires) from your location. Stgymgglggp

Login > Remitters > Actions
* Remitters who are “Collection Locations” will have data on this report, if they have had any

pick-ups for used fires.
* An example of a Collections Report is shown on the next page.

UIDE

G

>}
Y

Remitter  Addresses Contacts Notes & Files History

Update Remitter

Registration Number: 12367 Current History Values

Business Name: 1010tires.com @

Status: Active
Type: Tire Dealer

Reason Code: None
Legal Name: 1010tires.com @

Regular Filer: True @
Registration Date: 2007-01-01
RIV Importer: False @
Registration Confirmation Date: »

Filing Frequency: Maonthly

De-Registration Date: s . i Click on “Download
s Collection Location: True .
Operations Start Date: 2007-01-01@ Collections Report”.
General Telephone No: @
11~ +1604 270 4721 Actions
Business Link @ ‘ Download Registration Certificate /

Remitter Balance: $0.00 ‘ Download Remitter Statement

Jurisdiction Province @: British Columbia <
Download Invoices Report ‘

Agency: Tire Stewardship BC
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Download Collections Report ‘

‘ Download Products Filed Report ‘




Collections Report ng%l;'dship

Login > Remitters > Actions T

+  Shown below is an Example of a “Collections Report” (in Excel format)

+ Thereportis a 2-tab Excelfile. 1 lists the “Collection” information on one tab and the “Collection Details” information on the other
tab. Collection Details include the count of each tire type collected.

]

=
=)
. - - —
+ If the business has not had any Collections, the tabs will be blank. 5
&}
o2
8
" " =
Pictus Report - Collections =
| Report Date: 2023-01-28 | Jurisdiction: BC | Remitter: Abbotsford Hyundai |
4 s - . .| FromReg . By Reg .
Prﬁ | Document”™ Collection Datr | Collection ™ Summa; = | StartD I fo ‘me Organization _ |From Business = ‘ From City - |BY Organization ‘ =) R i ‘ By Business [~ J By Vel *
BC I 9766381 2010-03-26 0:00:00 r 120638 N 13466 (R) Abbotsford Hyundai (Org) Abbotsford Hyundai Abbotsford Tire Gone (Org) r 806  Tire Gone any
! ! } L. !
sc | o7essss 2010-05-170:0000 | 122924 N 13466 (R)  Abbotsford Hyundai (Org) |Abbotsford Hyundai Abbotsford Tire Gone (Org) 806 |Tire Gone L
sc | 9768285 2010-05-250:00.00 | 123011 N 13466 (R) | Abbotsford Hyundai (Org) Abbotsford Hyundai Abbotsford Tire Gone (Org) " 806 TireGone any
Bc | 9777373 2010-06-280:00:00 | 124085 N 13466 (R) | Abbotsford Hyundai (Org) Abbotsford Hyundai Abbotsford Tire Gone (Org) 7 806 TireGone any .
BC r 9771884 2010-07-16 0:00:00 r 216875 N | 13466 (R) | Abbotsford Hyundai (Org) Abbotsford Hyundai Abbotsford Tire Gone (Org) r 806  Tire Gone any ;:1
1 I 1 =]
BC [ 9773213 2010-08-16 0:00:00 r 125462 N | 13466 (R) Abbotsford Hyundai (Org) .Abbutsford Hyundai Abbotsford |Tire Gone (Org) [ 806  Tire Gone any L
Bc | 9773032 2010-08-27 00000 | 125549 N 13466 (R) | Abbotsford Hyundai (Org) Abbotsford Hyundai Abbotsford Tire Gone (Org) 7 806 TireGone any 2
| ] =
BC | 9769617 2010-09-17 0:00:00 | 125911 N 13466 (R)  Abbotsford Hyundai (Org) |Abbotsford Hyundai Abbotsford Tire Gone (Org) T so0s Tire Gone | any 2
BC [ 9769199 2010-09-28 0:00:00 r 218586 N 13466 (R) Abbotsford Hyundai (Org) Abbotsford Hyundai Abbotsford Tire Gone (Org) r 806  Tire Gone any ‘5
v r T 4 T
BC 9765288 2010-11-10 0:00:00 127271 N 13466 (R)  Abbotsford Hyundai (Org) Abbotsford Hyundai Abbotsford Tire Gone (Org) 806 Tire Gone any ’_‘:
r r T r T o
BC 9765795 2010-12-20 0:00:00 129040 N 13466 (R)  Abbotsford Hyundai (Org) Abbotsford Hyundai Abbotsford Tire Gone (Org) 806 Tire Gone any d
b 1 I ) ] ]
BC 9765819 2011-01-03 0:00:00 I 171484 N 13466 (R)  Abbotsford Hyundai (Org) Abbotsford Hyundai Abbotsford Tire Gone (Org) I 806  Tire Gone any ‘:
BC [ 9770903 2011-01-17 0:00:00 I 220806 N 13466 (R)  Abbotsford Hyundai (Org) Abbotsford Hyundai Abbotsford Tire Gone (Org) r 806  Tire Gone any E
ac " oveecss antinsnononan 7 sh0gay n 222200 Muindai tes) Shouaciatl ricaConainen Y 2o mieac '}’:'
" A I5
Pictus Report - Collections o
&)
| Report Date: 2023-01-28 | Jurisdiction: BC | Remitter: Abbotsford Hyundai | D
—
Document Collection  From Re Coll d Included S
Prc- Collection Datr E  From Business —From City— By Reg I~ By Busin--~ Delivery Date — Used Categor-  Used Product T [ | T r B
B4 No. ~ - | No. v  Neo. v | » | - | v | Rd R4 Ne. |~ Quantiti ~| Quantity v +
BC | 9766381 2010-03-260:00:00 | 120638 13466 (R)  Abbotsford Hyundai Abbotsford | 806 Tire Gone 2010-03-27 0:00:00  Used Tires Used Passenger and Light Truck Tires No Ticket 10 10 . ’C_{
r T r r T T T <
BC 9768485 2010-05-17 0:00:00 122924 13466 (R)  Abbotsford Hyundai Abbotsford 806 Tire Gone 2010-05-29 0:00:00  Used Tires Used Passenger and Light Truck Tires No Ticket 10 10 ;
BC r 9768285 2010-05-25 0:00:00 r 123011 13466 (R) | Abbotsford Hyundai Abbotsford r 806 Tire Gone 2010-05-29 0:00:00  Used Tires Used Passenger and Light Truck Tires No Ticket 14 14 %
BC | 9777373 2010-06-280:00:00 | 124085 13466 (R)  Abbotsford Hyundai Abbotsford | 806 Tire Gone 2010-06-29 0:00:00  Used Tires Used Passenger and Light Truck Tires No Ticket 13 13 ©)
r r r |
BC 9771884 2010-07-16 0:00:00 216875 13466 (R)  Abbotsford Hyundai Abbotsford 806 Tire Gone 2010-07-27 0:00:00 | Used Tires Used Passenger and Light Truck Tires No Ticket 17 17 ©)
sc | 9773213 2010-08-160:00:00 | 125462 13466 (R)  Abbotsford Hyundai Abbotsford | 806 Tire Gone 2010-08-300:00:00 | Used Tires Used Passenger and Light Truck Tires No Ticket 11 11
r 4 r T
BC 9773032 2010-08-27 0:00:00 125549 13466 (R) | Abbotsford Hyundai Abbotsford 806 Tire Gone 2010-08-30 0:00:00  Used Tires Used Passenger and Light Truck Tires No Ticket 25 25
8c | 9769617 2010-09-170:00:00 | 125911 13466 (R)  Abbotsford Hyundai Abbotsford | 806 Tire Gone 2010-09-18 0:00:00  Used Tires Used Passenger and Light Truck Tires No Ticket 12 12
BC r 9769199 2010-05-28 0:00:00 r 218586 13466 (R) | Abbotsford Hyundai Abbotsford r 806 Tire Gone 2010-09-30 0:00:00 | Used Tires Used Passenger and Light Truck Tires No Ticket 9 L}
2. & a0I0 3 A AONON ¥ ELLILTY A2accio) Lk focd b lai N Tl r 20, LT anan 313 32 A.00.00 .| 4 Lleod ol 1ok i Ao Tickos 23 223




Products Filed Report

Login > Remitters > Actions

On the main “Remitter” page, you can “Download Products Filed Report” (in Excel) to see a
listing of all products you have filed for one or more Filing periods, and the amount of fees

associated with those products.

Once you select the Filing(s) you want to include, you can either “Open” the file to edit, view

or print the worksheet(s) or “Save” it as a file.

An example of a Products Filed Report is shown on the next page.

Remitter ~ Addresses Contacts Notes & Files History

Update Remitter

Registration Number: 14922
Business Name: Joe's Tire Shop Ltd. @
Type: Tire Retail Chain
Legal Name: 1234 Tire Company Ltd. @
Registration Date:
Operations Start Date: 2021-01-01 @
General Telephone No. @

iI+1 ~ +1250477 0000

Business Link @

Remitter Balance: $1,042.65
Province: British Columbia

Agency: Tire Stewardship BC

Current History Values

Status: Active

Reason Code: None
Regular Filer: true @

RIV Importer: false @
Filing Frequency: Monthly

Actions
Download Remitter Statement

Download Invoices Report

Download Products Filed Report

Click on “Download
Products Filed Report”.

Select one or more Filings. To
select more than one, hold down
the “Ctrl” key and click on those
Filing Periods you want to select.
To select all, click on the 15 one,
then hold the “Shift” button, scroll
to the bottom, then click the last
one. You can then either open or

save the file.

Stewlg'dship

Newvalue from old umBC

UIDE
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Select Filing

Filing
2021-Apr - Regular
2021-Mar - Regular
2021-Jan - Regular

Cancel
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Products Filed Report sgvlﬁ?dship

Login > Remitters > Actions T

+ Shown below is an Example of a “Products Filed Report” (in Excel format)

+ Thereportis asingle tab worksheet that shows the fotal quantity and type of products reported for the selected reporting period(s),
regardless of whether or not they have been paid.

+ The total quantities and fees are also included.
NOTE: To see the Types and Quantity of Tires reported for each Reporting Period, look at the 279 tab of the "Invoices Report™.

Pictus Report - Products Filed

| Report Date: 2021-05-05 | Business: Joe's Tire Shop Ltd. | Filings: 2021-Jan Regular, 2021-Mar Regular, 2021-Apr Regular |

Category (top) Category (sub) Product Code  ItemUnits  Item Size Quantity Fee f
- ‘ - ‘ | w | ‘ - - ‘ - | v] E

Tires Passenger & Light Truck Tire PLT Each 120 $600.00 f;

Tires Medium Truck Tire MT Each 2 $18.00 o

Tires Agricultural Drive Tire AG Each 25 $375.00 j:j

Totals 147 $993.00




8. Manage Your (Remitter) Information




Manage Your Information (“Self-Serve”) StnSEdship
ewardshi

1. TSBC's e-Commerce system (“PICTUS") is a “self-serve” application which gives you the ability to:

a) Enter your ADF Reports online (as explained in the “File” section)

USER GUIDE

b) Maintain your company’s information (address, phone #, Contacts, etc.), using the
“Businesses” (Remitter) function within the “Participants” section

v4.7 (Feb 15, 2024)

c) Grant and manage access to your records for any or all of your Contacts, using the “Users
function

d) Delete contacts and/or “Deactivate” Users who are no longer with your organization

2. This application is designed to allow you access to the business(es) that you are authorized for,
without having to sign in to multiple accounts (known as a “single sign-on”).

3. Refer to the “Terminology & Navigation” section of this document to understand the terms and
definitions in this section.
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+ The "Home" or landing page is the communication and launching point into other parts of the TIRE
Home que application. Stewardship
Login > Home R (@}
+ This page shows a Summary of your Filings so you can see if any are outstanding or waiting to be paid.
* Notfifications may be general (for all users) or could be specifically for you.
*  Your Email ID are displayed in the upper right corner beside the menu icon.
» To File your ADF Return, click on the blue “File” button.

+ To Edit your information, click on the "Participants” tab at the top (to the right of the “Home™” tab).

joe@joestireempire.com v

Home || Participants

Notifications

March Filing OnlineCreated On 2020-04-07
The filing for March 2020 is now online so please complete your ADF filing and payment electronically. With the current
COVID-19 situation and for everyone’s safety it is more important than ever that you complete your filings and payment

Joe's Tire Empire

© 3 Filings To Submit © 1 Invoices To Approve © 2 Invoices To Pay © Org. Balance: $6,132.00
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Manage - Remitter (Participant/Business) InNformation s%g%fgls;}gp

Organization vs. Businesses (Remitter) level Information:
» Each Participant (Remitter) is part of an Organization, and an Organization may have 1 or more businesses (Remitters).
+ Access to an Organization allows the user to see information for ALL Remitters within that organization.
* Access to a Remitter (only) allows the user to ONLY see information for that specific Remitter.

‘eb 15, 2024)

+ Accessis managed through the *“Manage Users” function described in this document.

joe@joestireempire.com v

Click on the “Organizations” tab to

view the Organization level data Defaults o all Statuses

except “Inactive”. To see
all Remitters (including
Inactive), click on the

Home | Participants

Z

Businesses  Organizations arrows on the right of the ;5

[ “Status” column. =

Businesses =

Q,  Reg.No. Organization Business All Provinces 3 All but Inactive 3 All reasons * S

Reg. No. Business Name Agency Prov. Status ‘E]

-

=

5,

19107 Joe's Tires - Victoria TSBC BC Active = == Remitter o
19110 Joe's Tires - Courtenay TSBC BC Active EI;

1911 Joe's Tires - Duncan TSBC BC Active =




. + The "Businesses” page shows a list of the Organization’s Remitters (locations). Each location is related TIRE

Businesses Page to a registered retailer. Stewardship
Login > Parficipants «  Remitters need to complete a Filing for each eligible Filing Period. et BC
+ You can Edit Remitter information by clicking the pencilicon on the right of the line.

* You can also store contact information at the Organization level, for people who manage
information for all of the individual Remitters (retailers).

UIDE

\
x

R C

joe@joestireempire.com v

{

,
v}

USI

Home | Participants

Businesses  Organizations

Businesses
Q, Reg.No. Organization Business All Provinces $ All but Inactive s All reasons $ "5
i
Reg. No. Business Name Agency Prov. Status ;
2
3
19107 Joe's Tires - Victoria TSBC BC Active EI: - =
19110 Joe's Tires - Courtenay TSBC BC Active EI,' ;

19111 Joe's Tires - Duncan TSBC BC Active E,/




R R + Onthe “Businesses” (Remitters) page, clicking Edit allows you to view remitter details and edit certain TIRE
Edlf Remlﬂers information such as addresses and contacts. Click on each of the 5 “tabs” to view or edit the information. Stewardship
Login > Remitters > Edit “Update” to save and “"Cancel” to go back without saving the changes. evseonctis BN

* You can edit some or all of the "Address” or “Contacts” information by clicking on the tab. Red tabs
indicate there is missing information.

NOTE: You cannot edit your Business Name nor your Physical Address online (only your mailing or other
addresses). Contact TSBC directly if you have changes to your Business Name or Physical Address.

+ The "Noftes & Files” tab allows you to enter messages, as well as attach files; for example, a registration
document if you applying online o register a new Remitter (location).

+ The "History” tab shows all changes that were made to your Remitter details (and is “read only”). The light
blue highlighted line is the current information.

USER GUIDE

v4.7 (Feb 15, 2024)

< | Joe's Tire Empire / 19107 - Joe's Tires - Victoria joe@joestireempire.com v

Remitter § Addresses Contacts Notes & Files History

You can see both the Organization and the
. Remitter (Business) tabs at the top, and toggle
Update Remitter between them by clicking on the name.

Registration Number: 19107 Current History Values

Business Name
© Is Regular Filer: true @

Joe's Tires - Victoria
RIV:true @

Type: Tire Retail Chain N/A: false @

Legal Name: 12345 Tires Ltd. @ Filig Frequency: Marithly

Operations Start Date: 2019-09-09 @ Status: Active

Registration Date: Reason Code: None
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Province: Tire Stewardship B.C.

(@)

Agency: Tire Stewardship B.C.
Remitter Balance: $6,132.00 Actions

Cancel Update Download Remitter Statement




o o + Each Remitter must have a Physical address in file. You can also have other types of RE
Ed“ Reml“er - Address Addresses, such as Mailing or Accounting addresses on file. Stewardship

Remitter > Edit > Address N i B

* An Address could also be more than 1 Type (e.g. the Physical address is also the
mailing address). To select more than 1 value, hold down the “Ctrl" key to highlight
the value(s).

+ To edit your Address, click on the pencil icon beside existing address lines.
NOTE: If you need to Change your Physical Address you will need to contact TSBC.

< Joe's Tire Empire / 19107 - Joe's Tires - Victoria joe@joestireempire.com v

Remitter | Addresses Contacts Notes & Files History

Addresses

— [Create Address

v4.7 (Feb 15, 2024)

Level Address Town Province Type
Suite 303, 987 - 88th Street - * - . ) Line1
Org. 16,166 TifeS R Seattle WA Filing/Accounting r4
Line 2
Remitter 477 Hill Street Victoria BC Mailing, Physical ®
Country

Select Country 3

Province

Select Province *

Town

Postal Code

Type ©
Filing/Accounting
Mailing
Physical
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Edit Remitter - Contacts

Remitter > Edit > Contacts

Each Remitter must have at least one contact person, and one must be the Owner
or Manager contact. Use the “Create Contact” button for new contacts.

+ The contact can be one or more types of: Owner, Filing/Accounting or Manager. To
select more than 1 value, hold down the “Ctrl” key to highlight the value(s).

+ To Edit Contact information, click on the pencil icon beside the contact that are
listed (in the screenshot below there are no contacts yet).

< Joe's Tire Empire / 19107 - Joe's Tires - Victoria

Remitter ~ Addresses Contacts Notes & Files History
Contacts

Level Name Email

Org. Joe Joshua joe@joestireempire.com

Remitter  Eileen McDonald eileen@joestireempire.com

joe@joestireempire.com v

Create Contact

Telephone No. Type User Roles

(778) 435-4355 Owner Master User, Data Entry, g
Filing Approver

Filing/Accounting,

Master User, Data Entry, »
Manager El'

(250) 356-5678 Filing Approver

\A iCreate Contact

NOTE: When entering phone numbers, just enter
the numbers themselves and do NOT enter
parenthesis or dashes. The system will
automatically format the phone numbers.

If it does not show the format automatically, you
may need to refresh our browser.

When you are finished and hit the “Create”
button, the system will store the correct format.

Email

First Name

Last Name

Telephone No.
HHUH-HHH-HEHH

Fax No
HH-HEH-HEHE

Cellphone No
HiH-HIHH-HEHE

Type ©

Filing/Accounting
Manager
Owner

ng%l;'dship
New value from old ntC

USER GUIDE
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o o o * You can also add a Note or attach Files to your TSBC record by clicking on the
Edit Remitter — Notes & Files ~ ‘Noces fioimb, SenSEdship

H H H New value from old tires
Remifier > Edit > Notes & Files + Thisis an optional field and can be left blank. BC

< Joe's Tire Empire [ 19107 - Joe's Tires - Victoria joe@joestireempire.com v

Remitter ~ Addresses Contacts Notes & Files History

Notes & Files

Q Text Type s Category s

Level Date Type Text Attachment Category

Create Note

We didn't find any notes. ik
2020-02-27 i

Note Category: User Note
Note Type @

Select Note Type s
File

Select File

Text
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The History screenis a “view only” screen, so you cannof change the values.

Edit Remitter — History

.l ianifi i i Stewardshi
Remitter > Edit> History Itis a record of all significant changes to a record, including Status changes, etc. p

. . . . . . Newvalue from aldn’mB C
+ The active line is highlighted in pale blue..

< Joe's Tire Empire [ 19107 - Joe's Tires - Victoria joe@joestireempire.com v

Remitter  Addresses Contacts Notes & Files History

Empire

History g
5

Is . ‘;

Filing Regular Tax %

Effective Date Status Reason Code Frequency Filer RIV N/A Exempt Organization Changed By Change Date ‘5

5 Joe's Tire {;

2019-10-01 Active ® None Monthly true true false false Empire Unknown 2020-02-14 ko)
i

. Joe's Tire I~

2019-09-09 Submitted None Monthly true true false false Unknown 2020-02-14 N




9. Manage Your Users’ Access




quqge -— User Access REMEMBER: You can “invite” a person to be a User (e.g. their e-mail ID is used to ngl%];‘dship

create their User record). but they will need to be either: e i B

o dlready listed as a Contact on the Organization or Remitter record, or
Contacts vs. Users: o enter their Contact information the 15 time they log-in.

+ Each Remitter and each Organization must have at least one Contact record (name, e-mail, phone #).

024)

+ Initially, each business (registered location) has been assigned one or more Users (with all Roles) based on contact
information on file at TSBC.

)

5,2

+ The “Master User” role can grant access to other people or change their access level (“permissions”) by editing the User’s
“Role” (Master User, Data Entry, Approver),including the ability to add other Users.

USER GUIDE

v4.7 (Feb 1

+  When you are signed info the application, you can review the Users by going to the Organization line (grey) and clicking the
“Edit” button (pencil) on the right side of the line. The “Users” tab (at the Organization level) shows all users and their Role
(permission level).

in the Organization

recore Users

Registration No. Remitter User Roles

Reg. No. Business Name Agency Prov. Status 5
=
Joe's Tire Empire # || = EIRST: Edit the Organization @
S)
E
19107 Joe's Tires - Victoria TSBC BC Active EI" %
)
+©
19110 Joe's Tires - Courtenay TSBC BC Active EI: _THEN: Ed“ the Usel's i
=
ric}
)
< Joe's Tire Empire joe@joestireempire.com v Z
x
& ”
Go to the “Users” tab Organization ~ Remitters ~ Addresses  Contacts  Notes & Files || Users =
o0
£
:,
)
(@)

(@)

Anna van Buren @ anna.jones@joestireempire.com @ Last Login: No Record |:I,'

19110 Joe's Tires - Courtenay Master User, Data Entry, Filing Approver




+ The Master User can edit an individual's access (role) on the “Users” page by clicking on the pencil icon. TIRE
Us,ers pqge Data Entry Users and Filing Approver Users will have view access only. StewardShiP
Login > Users R (@}

+ The Master User can “Invite New Users”, and can designate their roles: another Master User, Data Entry
User or Filing Approver User.

+ Referto the Terminology section to understand the permissions for each User type.

< Joe's Tire Empire joe@joestireempire.com v

Organization  Remitters Addresses Contacts Notes & Files Users

USER GUIDE

Invite NEW

Users e

Registration No. Remitter User Roles OR
Annavan Buren @ anna.jones@joestireempire.com @ Last Login: No Record E,I’ S
—
2}
19110 Joe's Tires - Courtenay Master User, Data Entry, Filing Approver Ed“ 1he Users E
£
) . N ) . S Roles or E
Eileen McDonald @ eileen@joestireempire.com @ Last Login: No Record E,I Remove User f
2
o
19107 Joe's Tires - Victoria Master User, Data Entry, Filing Approver <
l]
Frank Voor @ frank@joestireempire.com @ Last Login: No Record E,I’ 2
>
19102 Joe's Tires - Sooke Master User, Data Entry, Filing Approver ()
N
=
Joe Joshua @ joe@joestireempire.com @ Last Login: 2020-02-27 @ Member of the parent organization E,I’ Ef
2,
19100 Joe's Tires - Cumberland Master User, Data Entry, Filing Approver ,3

19102 Joe's Tires - Sooke Master User, Data Entry, Filing Approver

19107 Joe's Tires - Victoria Master User, Data Entry, Filing Approver




quqge Users - InV“'e (NeW) + The Master User can “Invite New User"” to log-in to the system and create an nglezll;ldship

. . account ,
Login > Users > Invite New User T

* The new user will receive an e-mail with further instructions. Once they
confirm acceptance, the Master User can define their role (type of user).

* Referto the Terminology section to understand the permissions for each User
type.

[Invite New User

A Master User can enter the email address of a new
user to invite to use the application. The new user will
receive further instructions in their email inbox.

Once they confirm acceptance, the Master User can
define roles for the new user.

[7 Invite to the whole organization

Remitters

19110 - Joe's Tires - Courtenay
19100 - Joe's Tires - Cumberland
19111 - Joe's Tires - Duncan
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Manage Users - Invite (Existing)

Login > Users > Edit

Users will have the same Roles (permissions) for any and all Remitters they have access to.

If the User that you “Invite” already exists in the system, because they have access to a different Remitter or
Organization, they will have the same level of access to your records.

If you add a User and give them the “Master User” role, you will see a pop-up asking you to confirm this, as Master User

has full rights fo update all data for the Organization.

Invite User

You've invited an existing user in the system, who has
the following roles: Master User, Data Entry, Filing
Approver

Roles belong to the user, and cannot be different across
various Organizations. Are you sure you want to invite

this existing user to your Organization?
Cancel

You will see this pop-up if you are giving a User /

the role of “Master User”.

~

v

You will see this pop-up if you Add an existing
User to your Remitter.

Update User Roles

Are you sure you want to give this user the Master User
role? This conveys full rights to update all data for the
organization (including security). ¥

Cancel

ng%l;'dship
New value from old umBC

UIDE
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USER C
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Manage Users-Edit/Remove’

Login > Users > Edit

The Master User can “Update User Roles” by clicking on one or more roles of: Master
User, Data Entry User, Filing Approver (or all 3). When done click on “Update”.

You can “Remove” a User ID to revoke the person’s access. This should be done for
anyone who leaves your organization fo prevent them from accessing your records.

Refer to the Terminology section to understand the permissions for each User type.

< Joe's Tire Empire

Organization ~ Remitters Addresses Contacts Notes & Files Users

Users
Registration No. Remitter
Accounting Contact @ accounting@gmail.com @ Last Login: No Record
19110 Joe's Tires - Courtenay
Anna van Buren @ anna.jones@joestireempire.com @ Last Login: No Record

19110 Joe's Tires - Courtenay

joe@joestireempire.com v

Invite New User

User Roles

r

Edit the Users

roles or
/ Disable User

Stewardship

Master User, Data Entry, Filing Approver

Master User, Data Entry, Filing Approver

The pop-up window
allows you to edit the
User’s Role and also

define their Filing
Roles. \

Update User Roles

Name: Accounting Contact
Email: accounting@gmail.com
Last Login: No Record
| Member of the parent organization

Remitters

19110 Joe's Tires - Courtenay "
19100 Joe's Tires - Cumberland
19111 Joe's Tires - Duncan

19102 Joe's Tires - Sooke v
User Roles: Filing Roles:
| Master User Regular
Data Entry | RIV

Filing Approver

Remove Cancel Update

Newvalue from old ntC

v4.7 (Feb 15, 2024)
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10. Register New Locations




Register - New Location

Register register a new location, you can apply online or mail in the completed paper

application form. To apply online, you must first have an Account in PICTUS.
1. Existing Retailer — Online application:

a) If you are already a registered Retailer with TSBC, you do NOT need to Re-register to use the e-Commerce application.
You have already been set-up with a User ID, as described in the “Manage Users” section of this document so you

already have a PICTUS Account.

b) To apply online to register a new location for one of your existing Organizations: Log-in to the system, click on the blue
“Create Business” and select “Remitter” from the drop-down list. Then Select which Organization you want to add the
new Business to and begin the process.

c) If you want to register a new location for a NEW Organization, contact TSBC and they will create the Organization for
the new Business. Then you can “Create Business” for the new Organization.

d) Refer to the “Self-Registration” sections of this document for detailed step-by-step instructions to “Create Business”.

2. New Retdailer — Online application:

a) If you are a new ftire retailer business in BC who has NOT YET registered with TSBC, please go to the “Participant
Resources” section of the TSBC website and review the information on “Registering with TSBC":
https://tsbc.ca/participant-resources/

b) You canregister online using our “Self-Registration” process described in this document (including the Terms and
Conditions form which you can access once you create an account online).

c) The “Terms and Conditions” (self-registration) form can be downloaded from the TSBC website once you are logged in.

During the “Create Business” process, there is a link to the Terms & Conditions fillable form, so you can download it.
You'll need to complete the form and attach online to your application for registration.

3. Questions?: If you have any questions, please contact TSBC at: 1-866-759-0488 or registrations@tsbc.ca

TIRE, ..
Please also refer to the section in this document called “Getting Started - Access” To Stewardship

Newvalue from old rmBC
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11. Self-Regisiration — Overview




Self-Register - Overview

Register > Create Account and/or Create Business

+ If you require access to TSBC's e-Commerce application to register a new
location so you can submit your ADF Retfurns, you can now register directly
online by submitting the necessary information.

ng%l;'dship
New value from old umBC

+ The diagram below shows the overall process and the steps for the Applicant (you), PICTUS (the system) and the Agency (TSBC).

+ The new "Self-Registration” process includes the ability to “Create Account” (Steps 1-3) and, once you have an account, you can
submit a registration application using the “Create Business” (Step 4) function. Steps 5 and é are done by TSBC (the Agency).

S =
H i H ” N A
« If you already have an Account, you do NOT need to complete Steps 1-3, but can go directly to “Step 4 — Create Business™. a g
N D
. . . o B
+ Referto the next sections for step-by-step directions on how to complete each part of the process. i$ O
o2
o'
= M@
2 @
)
=
[
N
NOTES: “Self-Registration” includes both: [
Decide to Register A) Creating a New User Account (Steps 1-3) and Receive
with Agency B) New & Existing Users Submitting New Business Registrations (Step 4). Resistration
The Agency will continue to process Registration applications using current processes (Steps 5 & 6). Res::“se
Go to Agency Website & User requesting new PICTUS Accounts must pass reCAPTCHA before getting any access to PICTUS. User Accounts
Reviiew Registration created by either the Agency or “Invited” by registered Businesses do not require reCAPTCHA. S
Requirements ]
o =
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I
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Self-Register - Login Page

Register > Create Account

The main system page is the starting point for all users of the e-Commerce (“PICTUS”) application.

If you have a system account already, enter your Email ID and Password and click “Login”. If you have forgotten your password, or
do not have one yet, click on the blue "Forgot2” link. Then follow the instructions in the e-mail to reset your password and Login.

To create a new system account, click on the word “REGISTER” and follow the instructions.

NOTE:

1.

Before beginning the “REGISTER”
process, refer to the "Participant
Resources” section of the TSBC
website https://tsbc.ca/participant-

resources/ and click on

“Registering with TSBC" for relevant
information.

You should have already reviewed
the “Registering with TSBC”
checklist to confirm your business
needs to be registered with TSBC

Part way through the online
registration process, there will be a
link to the “Terms and Conditions”
form. You will need to complete it
and attach to your online request,
as it is required for this process.

If you have questions, please
contact TSBC at
registrations@isbc.ca.

Stewardship
BC

\

Email

Email

Password

Password

Not registered? Please visit our website
and refer to the TSBC Registration
Checklist to see if your business should
be registered with TSBC. If you are
unsure or have questions please contact
Karen by email at registrations@tsbc.ca
or by phone at 1-866-759-0488.

REGISTER

Browser Firefox 88.0
App 3.0.3.2

Welcome to Tire Stewardship BC's "e-
Commerce" system called PICTUS!

Pictus is an online application that allows TSBC registered
Retailers to file their Advance Disposal Fees (ADF) returns
and access all their account details, including remittance
history. Pictus is also the place to submit a Registration
Application to register with Tire Stewardship BC.

To Login: Enter your TSBC contact e-mail and password and
click on “Login”.

No Password? You can reset your password using the
"Forgot?" link. You'll receive an e-mail with a link to reset
your password, and then you can log into the system.

I Need To Register: If you have read all the materials on the
TSBC website and have determined you need to register
with TSBC, please click here. If you have any registration
questions email Karen at registrations@tsbc.ca or by phone
at 1-866-759-0488.

Questions? Please visit our website at www.tsbc.ca If you
have questions, please e-mail: joutler@tsbc.ca or call
1-866-759-0488 (Mon-Fri 8:30am-4:30pm Pacific).

USER GUIDE
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Self-Register — Create Account - Step #1 -4 SenSEdship

Register > Create Account remsn B
+ If yourequire access to TSBC's e-Commerce application to register a new location in order to submit your ADF Returns, you can now
register directly online by submitting the necessary information using the Self-registration function.

+ To access the system, you need to first have an Account for the system. If you already have an account, go directly to the section
called “Step 4 - Create Business’.

024)

9

5,2

« If TSBC has NOT created an account for you, or if you have not been “invited” to use the system, you can create your own account
by following Steps 1 — 3 shown on the following pages.

USER GUIDE

o Step #1: E-mail and Contact

v4.7 (Feb 1

o Step #2: Set Password
o Step #3: Create Organization

+ Once you have an Account and an Organization, go to the section called “Step 4 - Create Business”. This step is fo submit
information for a registration application for a new business location.

Self-Reg: New Accounts Self-Reg: New Business
STEP 1: STEP 3:
e STEP 2: e STEP 4:
N Create PICTUS User Account ) Create PICTUS TR
& Contact Record (with ’ S:;::Ezt::l Organization g Eus'lns:sbsraret T;\;tion ——
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12. Self-Regisiration — Step #1: E-mail & Contact




Self-Register - Create Account - Step #1: E-mail & Contact SenSEdship

Register > Create Account T

« The Diagram below shows the process to complete the 15t step “E-mail & Contact”. Screenshots are also shown on other pages.
» In this step you will create an account using your E-mail ID and provide your Contact information.

o
c
3 Clicked on “Create
a Account”
o
<
2 Enter E-mail as UserlD
> for New Account &
2 Contact Details Open E-mail &
- a0 Click on Link
is =
o A
)
o
=
5]
T
pif
c
o Display New UseriD
o & Contact Details ) STEP 2:
= Entry Screen (with dsting Usel Ej Useris v Go to PICTUS SeLRiGHIS
2 reCAPTCHA test) Account? “Active"? Login Screen Password
3
> A
g N
] io
o
g No Display Error—
= Contact Agency to
n 9 Re-activate User ID
]
g |&
2 B Send “Invite” E-mail
a Tegitimate User e mde s el
to New User with
% (reCAPTCHA)? ek
o
=
o
& No
a
w
= ‘cannot Create an
17
|
c
o
2
©
£
=}
R]
a0
)
%
% NOTES: This process is for New Users only, who do not have a PICTUS Account, and are setting up their User ID for the 1% time.
[} There are different screens and different process flows for Users being “Invited” by either the Agency or another User.
>
9
§° All New User Remitter Applicants will be automatically assigned the “User Manager” and both “Filing - Entry” (for “Regular” filing
< only) and “Filing - Approval” roles through the Self-Registration process, so they do not have to add those when they first get
access. The Agency will update User Roles to add “Filing - Entry” for RIV Filing, if applicable.




Self-Register - Create Account - Step #1: E-mail & Contact
Register > Create Account
» To create a new system account, click on the word “REGISTER” and follow the instructions.
*  You will need to have the following information ready to input:
o A completed and signed “Terms and Conditions” form (available from a link within the “Create Business” process).
o The Legal and Business Name (s) of the company, its Operations Start Date, Contact Names, E-mails and Phone numbers,
o The company’s Physical address and addresses for Mailing or Accounting (if different than the physical address)

USER GUIDE

7 (Feb 15, 2024)
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~TIRE, . Welcome to Tire Stewardship BC's "e-
ﬂﬁgﬁﬁ;@ig@%@jﬂp Commerce" system called PICTUS!

Pictus is an online application that allows TSBC registered
Retailers to file their Advance Disposal Fees (ADF) returns
Email and access all their account details, including remittance
Email history. Pictus is also the place to submit a Registration
Application to register with Tire Stewardship BC.

Password Forgot?
Password To Login: Enter your TSBC contact e-mail and password and
click on “Login”.

No Password? You can reset your password using the

"Forgot?" link. You'll receive an e-mail with a link to reset

Not registered? Please visit our website your password, and then you can log into the system.

and refer to the TSBC Registration I Need To Register: If you have read all the materials on the
Checklist to see if your business should e TRy

be registered with TSBC. if youare T$BC website and hgve determined you need to .regls.ter
unsure or have questions please contact with TSBC, please click here. If you have any registration
Karen by email at registrations@tsbc.ca questions email Karen at registrations@tsbc.ca or by phone
or by phone at 1-866-759-0488. at 1-866-759-0488.

REGISTER Questions? Please visit our website at www.tsbc.ca If you
have questions, please e-mail: jbutler@tsbc.ca or call

Browser Firefox 88.0 1-866-759-0488 (Mon-Fri 8:30am-4:30pm Pacific).
App 3.0.3.2
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Self-Register - Create Account - Step #1: E-mail & Contact

Register > Create Account

+ The "Welcome” page provides additional information on the program and explains requirements of the Advance Disposal Fee
program. There are 4 greyed out arrowed tabs at the top of the screen. Each tab will furn blue to indicate which section you are

using.

+ Click on any of the blue words (“hypertext links") in the text on the screen to be taken to the TSBC website for further information and

explanation.

+ If you have confirmed that your business is eligible to be registered, and have the other necessary information ready, then press the
blue “Start” button. Partway through the “Create Business” process you will also need to complete the “Terms and Conditions” form

(available from a link you'll see during that process).

+ If you are unsure about having o register, or are not yet prepared to register online, click on the "Cancel” button. This will fake you

back to the main Login page.

Account Password Organization Businesses

Welcome to TSBC's E-Commerce system for the Registration of Retailers and
the filing of monthly Advance Disposal Fees (ADF) Returns. Anyone that sells
new program tires or equipment with new program tires on it, within and / or
into British Columbia, is required to register with TSBC.

If you have read all the information about registering with TSBC please click on
the Start button to begin the registration process.

ng%l;'dship
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Once you click “Start” you will be taken to
the “*Account” tab to enter information
about the account you are requesting
(Step 1 of 4).

The e-mail for the account must be unique
and cannot one already used by the
system.

To complete the form:

o Enteryour e-mail ID, First & Last
name and Telephone No. (number).

o Fax No. and Cellphone No. are
optional.

o Select the "Type” of role the contact
has in the organization.

o The click on the blue “Create
Account” button.

Click on the black bubbles beside the cell
titles to see an explanation of what is
required. An example is shown for “Type".

If there are any errors or omissions on the
system, the system will include the issues
and you can edit the information and
click "Create Account” again.

NOTE: Some of the common errors are shown
in the following pages.

Please contact TSBC if you are having
issues completing this form.

Self-Register - Create Account - Step #1: E-mail & Contact

Register > Create Account

Please complete the blank fields.

When complete, click on the “Create Account”
button.

By providing your information, you agree to
receive the necessary e-mails required to do
business with us.

Once the Create Account button is clicked, the
supplied email will receive an email from
“ecofees@tsbc.ca”. Be sure this e-mail address
is in your safe list otherwise it may incorrectly be
flagged as spam and go to your junk folder.

Follow the instructions in the email to continue
the application process. The link in the email will
expire in 24 hrs., if the link is not used within that
time period your information will be lost and you
will have to start over.

Clicking the Cancel button will take you back to
the Log In/Sign Up page and the submitted
information will be lost.

Organization

Businesses

Request Account

S’[’E‘I/V%E'dship
New value from old tires B C

Email

joe@joestires.com

First Name

More than on:

Joe selected with Ct

Last Name

Smith

USER GUIDE
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Telephone No. @
I+I~ +7250477 0000

Fax No @

1ol ~  +71 #i# ### #8548

Cellphone No @

Type @

Filing/Accounting
Manager

protected by reCAPTCHA Privacy and Terms

Cancel Create Account
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Self-Register — Create Account - Step #1: Error Messages SenSEdship

Register > Create Account remsn B
« If you complete the “Request Account” form and get errors when frying to submit it by hitting the blue “Create Account” button, it
means there is an issue with the form.

+ Ared "bubble” with text will appear in the upper right hand corner of the screen and text will appear below the “Email ID” field, as
shown below.

+ Referto the next page which shows the 3 types of errors and steps to resolve them.

Please complete the account setup X
process. Click the Cancel button to
return to the login screen, then

click on "Forgot Password?".

v4.7 (Feb 15, 2024)

Please complete the blank fields. ReqUGSt Account
When complete, click on the “Create A &l "
button. Email

By providing your information, you agree to joe@joestireempire.com

receive the necessary e-mails required to do
business with us.

A user with that e-mail already exists

Once the Create Account button is clicked, the
supplied email will receive an email from

“ecofees@tsbc.ca”. Be sure this e-mail address Joe

is in your safe list otherwise it may incorrectly be

flagged as spam and go to your junk folder. Last Name
Follow the instructions in the email to continue Smith

the application process. The link in the email will
expire in 24 hrs., if the link is not used within that
time period your information will be lost and you Telephone No. @

will have to start over.
I+1 ~ +1250 477 2222

Clicking the Cancel button will take you back to
the Log In/Sign Up page and the submitted FaxNo @
information will be lost.

Bol >+ HEH HiEE HEEE
Cellphone No @
Bl > + HEH HH8 gH8E

Type @

Filing/Accounting
Manager

Owner

protected by reCAPTCHA Privacy and Terms

Cancel Create Account
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Self-Register — Create Account - Step #1: Error Messages

Register > Create Account

» There are several errors which may occur when trying to create a new Account, as shown below, including how to resolve them.

Error #1: UserlD (Email) Already Exists

This UserlD is already in use by X
another individual. Please use a
different e-mail address, or contact
the Agency for assistance.

In this example, the Email ID is already in use and linked to an existing
business, so you cannot create another account with the same Email ID
(UserlD).

Wording beneath the Email field in the form shows "A user with that e-mail
already exists”.

If you already have an account and want fo register a new Location, go o
“Step 4 - Create Business™.

Error #2: Inactive UserlD (Email)

This UserlD already exists but is x
inactive. Please contact the
Agency to re-activate the UserlD.

In this example, the Email ID exists in the system but has been marked as
“Inactive” so it cannot be accessed. This can occur if the business is sold
or the account was not being used by the business.

Wording beneath the Email field in the form shows "A user with that e-
mail already exists”.

The Email ID must be changed back to "Active” by the Agency before
you can login to that account, so please contact TSBC.

Error #3: Incomplete Account

Please complete the account setup X
process. Click the Cancel button to
the login screen, then click on

"Forgot Password?".

This can happen if you begin the Request Account process, click the “Create
Account” button, but then do noft refer to the New Account email with the
password link to continue the process of self-registration. The UserlD gets
added to the system, but it is not linked to any Organization yet.

Wording beneath the Email field in the form shows "A user with that e-mail
already exists”.

Go to the Login page, enter your mail ID and click on "Forgote” to reset your
password.

nglz{l];'dship
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13. Self-Regisiration — Step #2: Password




Self-Register - Create Account - Step #2: Password SenSEdship

Register > Create Account N i B

+ Once you submit the “Create Account” form, the 2"d step is to Create a Password for your new account.
+ The diagram below shows the process to Set your password and the screens are shown on the following pages.
*  Your password must be at least 10 digits long and contain:

o atleast 1 upper case letter,

o atleast 1 lower case letter, and

o atleast 1 number.

o
g
o i " . . . .
= VETE NZ‘” RICILS) NOTES: This process is for New Users only who are setting their Password for the 1* time. .
UserlD & Contact Y R . (3]
- <Q. There are different screens and different process flows for existing Users who need to Change <]
= )
o 5 ‘ or Reset their password.. L}
()
I o
g Enter & Verify o
: E New Password y E
5 =
[<}
o No N
o +
o v y 2|
%) Display the STEP3: g
3 Set Password asswas Update Create PICTUS =
~ o Siean Meets the Yes: Account e op}
o =) Criteria? Password Organization i)
ol = fiena; (New User) <}
= 9] &}
%) = Al
| o))
g —
=] x
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Self-Register - Create Account - Step #2: Password

Register > Create Account

Once you submit the "Request Account” form, you will see a screen with the text shown below.

The E-mail of the new Account will receive an e-mail from ecofees@isbc.ca with a link to set your password Click on that link and

follow the directions.

NOTE: The link in the e-mail expires after 24 hours and can only be used one time.

If you do not receive the e-mail after several minutes, please check your “Junk” e-mail folder, in case it was flagged as spam. If that
happens, add the e-mail ecofees@tsbc.ca to your e-mail’'s contact / safe list, so future e-mails are not blocked.

Password Organization

An e-mail from ecofees@tsbc.ca has been sent
to your e-mail address. Click the link within the
email to continue your application. This link will
expire after 24 hours.

If you do not receive the e-mail within a few
minutes, check your “Junk” folder in case it has
been inadvertently flagged as spam.

To ensure you receive messages from TSBC,
please add ecofees@tsbc.ca to your e-mail’s
contact/safe list.

Businesses

ng%l;'dship
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Self-Register - Create Account - Step #2: Password SenSEdship

Register > Create Account T

+ The e-mail below is an example of the “Password Reset” message for new accounts.
+ To set your password, click on the blue “click here” to go to the “Set Password” screen.
NOTE: The link in the e-mail expires after 24 hours and can only be used one time.

Subject: Tire Stewardship BC - New Account

Hello,

Your user information has been received by Tire Stewardship BC.
To continue with your registration application, click here and you
will be directed to the PICTUS application. The first step is to
create a password,

If you did not submit your user information, or believe you have
received this e-mail is error, please contact TSBC at
ecofees@tsbc.ca or by phone at 1.866.759.0488.

Note: The link above expires after 24 hours and can only be used
once, so please ensure that action is taken promptly. If you do not
click on the link, your application information will be lost, you will
not be registered and will need to start over.

Regards,

TSBC

ecofees@tsbc.ca | Tire Stewardship BC

w. 1.866.759.0488 | f. 1.877.598.9119 | www.tsbc.ca
Join us on Facebook & Twitter & Instagram
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Self-Register - Create Account - Step #2: Password SenSEdship

Register > Create Account N i B

+ The “click here” link in the Password Reset e-mail will bring you to the “Password” screen (Step 2 of 4).

+ Enferyour password on both lines, making sure they match each other, and that they meet the criteria. Then press the blue “Set
Password” button.

*  Your password must be at least 10 digits long and contain:

2024)
GUIDE

o atleast 1 upper case letter,
o atleast 1 lower case letter, and

USER (

o atleast 1 number.

+ Once you have set your password, your account will be created. You will then be taken to the “Create Organization” step, which is
the last step to create your account.

v4.7 (Feb 15, 20:

Account Organization Businesses

Password

Please create a password. Set Password

The password you select will be linked to the
email provided and should meet these minimum
criteria:

Password

Password

1. At least 10 characters. .
2. Minimum one upper case, one lower case Confirm Password

and one number. )
Confirm Password

If your password does not meet the criteria a red

error message will show.
Once you set your password you will be asked to Seilia =R

enter your doing business as (DBA) name.
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14. Self-Registration — Step #3: Organization




Self-Register — Create Account - Step #3: Organization SenSEdship

Register > Create Account N i B

+ The last step in Creating your Account is to create an Organization.

+  Organizations are needed to link your account o your Business(es).

NOTE: Your Organization name must be unique so it should contains “(Org)” after the name to indicate it is the organization.
+ The screens needed to complete this step are shown on the following pages.

v4.7 (Feb 15, 2024)
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Self-Register - Create Account - Step #3: Organization

Register > Create Account

NOTE: the Agency may adjust the Organization Name when the application is processed, to ensure it is unique within the enftire system.

The Organization name must be unique and not used by any other Business in the system.

Once you have selected the Organization name, click on the blue “Create” button.

Once you set your Password for a new account, you will be taken to the “Create Organization” screen (Step 3 of 4).

The Organization name can be the same as the Business Name, but fo make it unique, you can add “(Org)” after the name.

Account Password Businesses

In this section, you are being asked to Create an
Organization. This is our way of asking you to
enter the name of your business. For most
retailers this would be your Doing Business As
(DBA) name. Please use your "DBA" name for your
organization, and add (Org) at the end. For
example, Joe's Tires (Org), or Tire Chain (Org).

In the next step, you will be asked to provide
additional details for this business and its
location.

Please note: If you are registering a business with
multiple locations, this name would be the parent
company name and in the next step you add the
details for the first location.

Create Organization

Organization Name @

Cancel
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Self-Register - Create Account - Step #3: Organization

Register > Create Account

An example of an Organization Name is shown below.

If the name you select is NOT unique, you will not be able to submit this form.

The black icon beside the “Organization Name" label has additional information about the field.

Create Organization

In this section, you are being asked to Create an
Organization. This is our way of asking you to
enter the name of your business. For most
retailers this would be your Doing Business As
(DBA) name. Please use your "DBA" name for your
organization, and add (Org) at the end. For
example, Joe's Tires (Org), or Tire Chain (Org).

In the next step, you will be asked to provide
additional details for this business and its
location.

Please note: If you are registering a business with
multiple locations, this name would be the parent
company name and in the next step you add the
details for the first location.

Organization Name @

‘ Joe's Tires (Org)|

Cancel
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Self-Register — Create Account - Step #3: Organization SenSEdship

Register > Create Account N i B

« Once you create an Organization, you will be taken to the “Home" page for new accounts.

« There are 2 tabs on this page: The "Home"” page (note it is underlined to blue to indicate it is the page you are on), and the
“Participants” page (where your Businesses are listed, once they are approved).

+ From the “Home" page, you need to “Create Business”. To do that, follow the “Create Business” process shown as Steps 4 in the next
section.

Home | Participants

Create Business ~

Notifications

You are nearly there!

Please click on the Create Business > Create Remitter button, which is our way of asking you to go to the next step and provide information about
your business location(s). This is a two step process. Once you hit Create on the next page you will have created a remitter record and the following
page will ask you for more details about your business location(s).

So far you have given us your user information as well as your DBA name. Things we will be looking for in
upcoming steps.

Organization

Business 1

. Complete the remitter details with business name, start date, etc.

. Add address information on the Address tab. The business must have a physical address.

Remitter details . Add contacts. You must have an owner or manager contact.

Addresses . On the Notes & Files tab, create a Note with Note Type = Registration Application and attach a signed,

Contact scanned terms and conditions file there.
Registration file
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15. Self-Regisiration — Step #4: Create Business




Refer to the following pages for a step-by-step process to complete this Step.

Self-Register — Create Business — Step #4: Create Remitter

Register > Create Account

The final step to submit your Registration application is to complete Step 4 “Create Business”.

To submit your application, you must provide information about your Business Name, Start Date, Contacts, Address(es) and attach a
completed, signed “Terms & Conditions” form.

Business Applicant

Log-in to PICTUS"
Summary Page

Click on Review List of
“Participants” Tab Organizations

Clickon “Address”
Tab & “Create
Address”

Click on “Notes &
Files” Tab & “Create

Note”

!

Click on “Create
Business”

preanization fo
new Business
Listed?

HNo
v

l

]

Enter Business
Address(es) —> Must
include Physical
Address

Enter Note Info &

Attach Signed
Registration
Application Form

Request Agency to
Create new

siness Name, Type,

Organization & Add Legal Name, Operation Start
User

Complete any Red
Checkmark Tabs

Click on “submit”

P (New Business]

Self-Registration — STEP 4: Submit new Business Registration
PICTUS

:
User has Display List of
Multiple Ve Existing
4 - :

p

Display Error
- Business

Fighlight the

STEP5:

Agency Completes
new Registration

Agency

tires or products with new tires.

NOTES: User will need to set the “Operations Start Date” based on the date they started selling

The “Business Start Date” will be on their completed form, but not captured in PICTUS.
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Self-Register — Create Business — Step #4: Create Remitter

Register > Create Account

Once you have successfully created an Account, you will be taken to the new account Home Page.

You will need to “Create Business” (Step 4 of 4), by following the instructions shown in the “Nofification” section of the page. This
requires you to enter or validate information on 4 tabs. See steps 1-4 in the screenshot below.

To begin, click on “Create Business” and select “Create Remitter”.
Once you create the Remitter record, you need to provide details about the business before you can “Submit” the application.

See the following pages for screens showing the step-by-step process.

Create Business ~

Create Remitter Notifications

You are nearly there!

Please click on the Create Business - Create Remitter button, which is our way of asking you to go to the next step and provide information about
your business location(s). This is a two step process. Once you hit Create on the next page you will have created a remitter record and the following
page will ask you for more details about your business location(s).

So far you have given us your user information as well as your DBA name. Things we will be looking for in
) upcoming steps.

Organization

1. Complete the remitter details with business name, start date, etc.
2. Add address information on the Address tab. The business must have a physical address.

Remitter details 3. Add contacts. You must have an owner or manager contact.
Addresses 4. On the Notes & Files tab, create a Note with Note Type = Registration Application and attach a signed,
Contact scanned terms and conditions file there.

Registration file
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Self-Register — Create Business — Step #4: Create Remitter

Register > Create Account

The first step is to create the Remitter (Business) and provide
some basic information about the company.

The "Business Name" should be the "Doing Business As
(DBA)" name. It must be unique.

NOTE: Once your application is approved, TSBC may adjust
your DBA name to follow Agency standards, by adding a City
name or other identfifiers.

Select the “Type" of business from the drop-down list.

TSBC will fill in the “Registration Date” once your application
is reviewed and approved.

The "Operations Start Date” is defined as the day the
business started selling tires.

Enter the “General Telephone No.” as just numbers (no
parenthesis nor dashes). The system will automatically
format it for you, but you may need to refresh your browser
to see the format.

The "Business Link” is an opfional field. It is used fo locate
your geographic location. You can use Google Maps to
find your Business Link, if one exists, by going to this site and
entering your company name:
https://www.google.ca/maps/

You can copy the URL of your Google Maps Business Link
into this field.

Once the form is complete, click on “Create”. This creates
the basic Business and links it to your Organization and your
Email ID.

Remitter

Create Remitter for Organization Joe's Tires (Org)

Business Name @

Type

Select Business Type

O

Legal Name @

Registration Date:
Operations Start Date @

YYYY-MM-DD =)
General Telephone No. @

el > +1 HE# HiH HHHE

Business Link @

Province

British Columbia

“»

Agency: Tire Stewardship BC

o
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Self-Register — Create Business — Step #4: Create Remitter

Register > Create Business

+  Once the Remitter (Business) is created, you will see the full record for your Business. Each Business has infformation on 5 tabs: Remitter
(the information you entered on the previous step), Address, Contacts, Notes & Files and History.

+ To complete your application, you must enter *Address” data and attached the signed Terms & Conditions file as a “Notes & Files”.

+ The “Update Remitter” section on the left show the data you entered. You can edit the Telephone No., but other fields cannot be
edited until TSBC reviews your application.

+ The “Current History Values” section on the right is for the Agency to enter/change if required. The Business's application Stafus is

“New" as it has not yet been submitted.

Remitter § Addresses Contacts Notes & Files History

~

These 3 steps must go from red to a green check mark before you can click the Submit button. Hover over the icons for more guidance.
Download the TSBC Terms and Conditions form here.
Once you hit submit expect to hear from TSBC within 5 business days. If you have any questions please email Karen at registrations@tsbc.ca.

Physical Address on Business @ Owner or Manager Contact on Org

Update Remitter

File on > Registration Application on

or Business &

Business Name: Joe's Tire Shop Ltd. @
Type: Tire Retail Chain

Legal Name: 1234 Tire Company Ltd. @
Registration Date:

Operations Start Date: 2021-01-01 @
General Telephone No. @

§«1~ +1250 477 0000

Business Link @

Remitter Balance: $0.00
Province: British Columbia

Agency: Tire Stewardship BC

Business @

Current History Values
Status: New

Reason Code: None

Regular Filer: true @

RIV Importer: false @

Filing Frequency: Monthly

Actions

° Submit
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Self-Register — Create Business - Step #4: Create Remitter SenSEdship

Register > Create Business remsn B
+ To complete your registration application, please check / complete each tab until the 3 red or green “check marks” are all green.
When the data is complete the “Submit” button the far right will turn blue and you can “Submit” the application.

« If you hover above the red/green “bubbles” next to the fitles, you will see a pop-up with further explanation as shown in the snapshot
below.

UIDE

\
x

Remitter § Addresses Contacts Notes & Files History

SER G

These 3 iR IEJE L green check mark before you can click the Submit button. Hover over the icons for more guidance.
e Download the TSBC Terms and Conditions form here.

v4.7 (Feb 15, 2024)

Once you h bm TSBC within 5 business days. If you have any questions please email Karen at registrations@tsbc.ca.
Physical Address on Business @ Owner or Manager Contact on Org File on > Registration Application on 1] Sl
or Business & Business @
Update R
ess Name: Joe's Tire Shop Ltd. @ Current History Values
Type: Tire Retail Chain
Status: New

/ Legal Name: 1234 Tire Company Ltd. @

Registration Date:

Reason Code: None

Regular Filer: true @

Operations Start Date: 2021-01-01 @
RIV Importer: false @

Gl Tagghona o 0 Filing Frequency: Monthly

B0~ 41250477 0000

Business Link @
Actions
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Province: British Columbia

Agency: Tire Stewardship BC




Click on the "Address” tab (it will have a blue underline on it to indicate that is the tab you are on).

If the check mark is red, then you need to add the physical Address for the Business by clicking on “Create Address”. Every Remitter

Self-Register — Create Business — Step #4: Remitter Address

Register > Create Business

(Business) must have their physical address entered in the system.

If the mailing address or accounting address is different than the Business’ physical address, you can create an address for each of
them. A business can have several addresses.

This will open a pop-up screen where you can enter the Business’ address.

Remitter | Addresses Contacts

These 3 steps must go from red to a green check mark before you can click the Submit button. Hover over the icons for more guidance.
Download the TSBC Terms and Conditions form here.
Once you hit submit expect to hear from TSBC within 5 business days. If you have any questions please email Karen at registrations@tsbc.ca.

Physical Address on Business @ Owner or Manager Contact on Org

History

or Business @

Addresses

Level Address

Province

We didn't find any addresses.
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File on > Registration Application on
Business @

®  Submit /
Create Address

Location (Lat/Long)
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Self-Register — Create Business — Step #4: Remitter Address

Register > Create Business

When you click on “Create Address” you will see the pop-up screen
below.

The address uses Google addresses so start typing on Line 1 and your
address should appear. Select the correct address then hit “Tab” and
the form should automatically populate the address fields.

If Google does not find your address, you can manually enter the
address into the fields.

For “Province” use the 2-letter short-form of “BC".

For BC, the "“Town" field will include a list of all communities, fowns and
cities in BC.

For other provinces, you will need to type in the fown/city/community
name.

Please format the “Postal Code” to be in the “X9X 9X9" format.

Select one or more of the address “Type". To select more than 1 value,
select one then hold down the “Ctrl” key and click on the other
choice(s).

When finished, click “Create” and you will be taken back to the main
Remitter (Business) screen.

If you want to submit another address, just select “Create Address”
again.

NOTE: Once you create the Physical address, you cannot modify it. Ifitis
incorrect or has changed, please contact TSBC to have them edit the
physical address.

Create Address

New address: Use Google address validation by
typing an address, city, province in Line 1 and select
the correct address when you see it.

Existing address: Please email kvantreight@tsbc.ca
with physical address change requests.

Line 1

Country

Province

Postal Code

Type @
Filing/Accounting
Mailing
Physical

— e
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Self-Register — Create Business — Step #4: Remitter Address SenSEdship

Register > Create Business T

+ Once you have created a physical address for your Business, you are refurned to the Address tab of the main Remitter page.
* You'll notice that the “Physical Address on Business” now has a green check mark, as shown in the screenshot below.

+ If you want to add other address types for this business (mailing of Filing/accounting), click on “Create Address” and complete the
form again.

UIDE

\
oy

« The only outstanding step is to aftach the "File on > Registration Application on Business”, which is still a red check mark.

USER (

Remitter | Addresses Contacts Notes & Files History

v4.7 (Feb 15, 2024)

These 3 steps must go from red to a green check mark before you can click the Submit button. Hover over the icons for more guidance.
Download the TSBC Terms and Conditions form here.
Once you hit submit expect to hear from TSBC within 5 business days. If you have any questions please email Karen at registrations@tsbc.ca.

Business 1234 Main Street V3V 4X4 Armstrong BC Physical EI:

g

RS

2}

=i

Physical Address on Business @ Owner or Manager Contact on Org File on > Registration Application on (1) Subrmit =

: : ubmi =

or Business & Business @ =

Addresses Create Address é
171 %

Level Address Town Province Type Location (Lat/Long) i’
<<

o0




Self-Register — Create Business — Step #4: Remitter Contacts SenSEdship

Register > Create Business remsn B
+ The “Contacts” tab shows a green checkmark because you provided Contact information when you set-up your account back in
Step 1 of 4.
* You can edit the Contact information by clicking on the pencilicon to the right of the line.

« If you want to add other Contacts for the Business, click on the blue “Create Contact” button. A pop-up screen will appear for you
to complete.

UIDE

\
-

NOTE: You must have a Contact who is either the Manager or the Owner. If you created the account and your Contact Type is
“Filing/Accounting”, then you need to create another Contact who is an “Owner” or “Manager” Type in order to make the “check
mark” green, and be able to submit the application..

USER C

v4.7 (Feb 15, 2024)

Remitter  Addresses Contacts Notes & Files History

These 3 steps must go from red to a green check mark before you can click the Submit button. Hover over the icons for more guidance.
Download the TSBC Terms and Conditions form here.
Once you hit submit expect to hear from TSBC within 5 business days. If you have any questions please email Karen at registrations@tsbc.ca.

i)
w0
=}

£

s

Physical Address on Business @ Owner or Manager Contact on Org File on > Registration Application on 1) LR E

. . ubmi )

or Business @ Business @ 3

=

Contacts Create Contact o

(]

1/1 2

Level Name Email Telephone No. Type User Roles f
Org. Joe Smith joe@joestires.com +1 250 477 0000 Owner Mzatar Usar, Fling D”

Approver, Filing Entry




Self-Register - Create Business — Step #4: Remitter Contact

Register > Create Business

To add other contact records, complete the pop-up form and hit
“Create” once done.

The contact’s "E-mail” must be unique and must be in an e-mail
format.

If the contact you are creating already exists in the system, as it is
listed on a different Business, the system will link that person to your
business also.

Please enter the contact’s First and Last Name.

NOTE: Do NOT use the person’s role nor any generic names (e.g.
"general information”) for the First and Last Name.

Enter the numbers for the “Telephone No.” and it will format itself.
You do NOT need to enter parenthesis nor dashes for the Phone
numbers.

NOTE: If the phone number does not auto-format when you enter it, you
may need to refresh your browser. When you “Create” (save) the
record, the system will correctly format the phone number(s).

The Fax No. and Cellphone No. fields are optional, but if you have
that information, please provide it so we can other ways to reach
the contact, if required.

Select the “Type” of contact based on which role most closely
reflects what the person does in the Business.

Once the form is complete, hit the blue “Create” button. This will
take you back to the main Remitter page.

To create additional contacts for your Business, from the Remitter
“Contacts” page, click on “Create Contact” again.

Create Contact

Email

First Name

Last Name

Telephone No. @
I+l v +1 ### #8# #iE#

Fax No @
M+l ~ +1 H## #H# #HiHHE

Cellphone No ©@
Iel >~ +1 ##H# HiH #iHE

Type ©@

Filing/Accounting
Manager
Owner

——
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Self-Register — Create Business — Step #4: Remitter Notes & Files

Register > Create Business

+ Thelast area you need to complete is the “Notes & Files” tab.

+ Each registration application must have completed and signed the “TSBC Terms and Conditions” form, which is available from the

TSBC website. Click on the blue wording “TSBC Terms and Conditions” in the 279 line in the screen.

+ Download the form, read it and complete the section on page 2 to indicate you are authorized and agree with the terms.

*  Whenready, click on the blue “Create Note" button to attach the Terms and Conditions form.

Remitter ~ Addresses Contacts Notes & Files History

These 3 steps must go from red to a green check mark before you can click the Submit button. Hover over the icons for more guidance.
> Download the TSBC Terms and Conditions form here.

Once you hit submit expect to hear from TSBC within 5 business days. If you have any guestions please email Karen at registrations@tsbc.ca.

Physical Address on Business & Owner or Manager Contact on Org File on > Regijstration Application on
or Business @ Business @

“«»

Q  Text Type 3 Category s Select Source Type

Level Date Source Type Text Attachment Source Type Category

We didn't find any notes.

o Submit

Notes & Files
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Self-Register — Create Business — Step #4: Remitter Notes & Files SenSEdship

Register > Create Business T

* An example of the “"TSBC Terms and Conditions” 2-page form is shown below, for your information.

«  Go tothe TSBC website to download the form, read and complete it (by an authorized personnel). Then secan the completed form
onto your computer so you can attach it to your Business record in our system.

=
=
A
TERMS AND CONDITIONS OF REGISTRATION WITH TIRE STEWARDSHIP BC (TSBC) 5
TERMS AND CONDITIONS OF REGISTRATION WITH TIRE STEWARDSHIP BC (TSBC)
Under the nchhmm all @)
retailers who sell or offer for sale the tires described in the Recycling Regulation to consumers within BC to participate in o ~R
a tire product stewardship program approved by the Ministry of Environment, The Tire Stewardship B.C, Association 7. TSRC rmay cancel or suspend registration. o - g
(TSBC) is a not-for-profit association formed as a stewardship agency to represent the tire retailers of British Columbia. The Applicant acknowledges and agrees that TSBC may cancel or suspend the registration of the Applicant if the =
TSBC has had its tire product stewardship program (the Plan), approved by the Ministry of Environment in accordance Applicant: 2
with the Recycling Regulation. a) Does not comply with the Plan or the Rules;
b} Fails to keep the required Records; or,
The Applicant wishes to participate in the Plan, and accordingly agrees to be registered with TSBC and to abide by and ¢) Fails to remit ADFs when due and owing.
comply with the following Terms and Conditions: The Applicant agrees to surrender its TSBC Certificate of Registration to TSBC if the Applicant’s registration is cancelled
or suspended. TSBC will notify the Ministry of Envi of all lled or ded regi i
1. Applicant agrees to remit advance disposal fees (ADFs) as hereinafter set out.
a) An advance disposal fee (ADF) is payable by the Applicant to TSBC at rates set out in Schedule A in accordance 8. Term of Agresment.
with these Terms and Conditions. This Agreement is in force for so long as the Plan is in force.
b) The Applicant acknowledges that the ADF may be changed from time to time in the absolute discretion of
TSBC, provided that the Applicant shall receive 90 days natice before such change takes effect.
¢) The ADF is payable to TSBC at the time of sale to any consumer who is not the holder of a TSBC certificate of The applicant hereby acknowledges that a director, officer, shareholder, or y has read and
registration {Certificate of Registration). e i 5 i wind by ther:
d) The Applicant will remit the prescribed ADF to TSBC or any person as may from time to time be designated by

TSBC and authorized to collect the ADF on behalf of TSBC (the Nominee).

Legal Business Name:l |

2. Applicant holds the ADF in trust for TSBC and is to make payments as required.
The Applicant acknowledges and agrees that all ADFs are held in trust for TSBC.

art Solutions Inc.

The Applicant acknowledges and agrees to complete and file with TSBC or the Nominee an ADF remittance return (the Authogiced signatory Name.l I
Return) for each calendar month summarizing all sales and the ADF payable thereon by the 15™ day following the end of
each month. The Applicant will remit the required ADF to TSBC with the Return. . Title:, [ I
& L4 * =]
=]
3. Applicant agrees to maintain and keep records of tire transactions as hereinafter set out: 'E
a) arecord of all new tires sold, leased or supplied by it during the term of this Agreement in such form and " N Emaile -
fashion as to allow for a confirmation of the monies paid or due and payable by the Applicant to TSBC under o i 3 @
the Terms and Conditions of this agreement and the date when such payments were in fact due (the Records); - o
and Authorisd op]
g Y

b) to allow TSBC to access and inspect all Records.

4. Interest is payable on overdue amounts.
The Applicant hereby agrees to pay TSBC interest on any late payment of the ADF at the rate set out in Schedule A
attached hereto as may be amended from time to time.

5. Assessments may be imposed.

The Applicant acknowledges and agrees that where the Applicant fails to remit ADFs in any Reporting Period, TSBC may
assess the ADF due and payable by the Applicant based on ble estimate (the ). The and
any interest calculated thereon are due and payable at the time the Applicant receives notice of the Assessment. For the
purpose of notices and Assessments, unless otherwise notified, the address provided by the Applicant at the time of
Registration will be the address to which TSBC shall send all notices to the Applicant.

Copyright 201

6. Applicant is bound by applicable TSEC program policies and procedures.
The Applicant acknowledges TSBC's authority to establish program policies and procedures (the Rules) for the
administration and enforcement of the Plan, and agrees to be bound by all Rules made by TSBC.

Page 1of2
Page 2 0of2




Self-Register — Create Business — Step #4: Remitter Notes & Files

Register > Create Business

+ To send your completed "TSBC Terms and Conditions” form, you need to create a note for the Agency to review the form.

When you click on “Create Note” you will see a pop-up screen to complete.

+ The 3images below show the various data fields on the form.

1. The “Date” field automatically show the date you create the note. The “Note Category” also defaults to “User Note”. These cannot

be changed.

The “Note Type" field is a list of possible notes. Select “Registration Application” from the list.

3. The “File" field allows you to select a file from your computer. Follow the prompts to find and select your completed “TSBC Terms and
Conditions” file. This will attach a copy to this note. You must enter something in the “Text” field, so if you have any comments,

please enter them there.

4. Once the formis complete, click on the blue “Create” button.

Create Note

Date
— | | 20210422
Note Category: User Note
Note Type @
Select Note Type
File
Select File

Text

Create Note

Date
2021-04-22

Note Category: User Note
Note Type @

[ Select Note Type

Select Note Type

Comment

Create Note

Date

2021-04-22 8
Note Category: User Note
Note Type @

Registration Application &

File

TSBC Registration Application Form_Feb 15 2010.p
Text

Ts&Cs

ng%];'dship
New value from old ntC
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Self-Register — Create Business — Step #4: Remitter Notes & Files SenSEdship

Register > Create Business T

« Once you have added a “Registration Application” type Note, you will notice that the “File on > Registration Application on Business”

now shows a green check mark.
If this is still red, it probably means you selected a different “Type” of note.

» To edit the Note, click on the pencilicon to the right of the note record.
» To add other notes (with or without file attachments), click on “Create Note” and complete the form again.
* Now that all 3 areas have green check marks, the “Submit” button furned blue so you can “Submit” your application.

+ The “History” tab is “read only” and shown on the following page for your information.

Remitter ~ Addresses Contacts Notes & Files History
g
These 3 steps must go from red to a green check mark before you can click the Submit button. Hover over the icons for more guidance. -
2
Download the TSBC Terms and Conditions form here. S
Once you hit submit expect to hear from TSBC within 5 business days. If you have any questions please email Karen at registrations@tsbc.ca. / ;5
Physical Address on Business @& Owner or Manager Contact on Org File on > Registration Application on (1) SUBMt b
ubmi <
or Business @ Business & / g
2
Notes & Files Create Note z
x
=
Q Text Type s Category s Select Source Type s ir
1 S
Level Date Source Type Text Attachment Source Type Category O
: L o Registration TSBC Registration o )
Business 2021-05-03  Joe's Tire Shop Ltd. Application reg Applicaiion Eorm Fati 15 Participant Note User D[
ONIN ~AF




Self-Register - Create Business — Step #4: Remitter History

Register > Create Business

+ The lost tab of Remitter (Business) information is the “History” tab.

« It displays the Status of the Business and other important fields. It is a “read only” screen so you can view the data but cannot

change it. Only the Agency (TSBC) can change these values.

+ Once TSBC reviews your registration application, they will update the Business Status and possibly some of these other fields, so you

will see the changes on this screen.

« If there are multiple History lines, the one that is shaded light blue is the active line.

*  Now that all check marks are green, you can click on the blue “Submit” button. Once submitted, you cannot change any data unfil

after the Agency processes your application.

Remitter ~ Addresses Contacts Notes & Files History

Physical Address on Business @& Owner or Manager Contact on Org File on > Registration Application on

These 3 steps must go from red to a green check mark before you can click the Submit button. Hover over the icons for more guidance.
Download the TSBC Terms and Conditions form here.
Once you hit submit expect to hear from TSBC within 5 business days. If you have any questions please email Karen at registrations@tsbc.ca.

°

(Org)

joe@joestireempire.com

or Business & Business &
History
1./1
Return to
Regular RIV Retailer Tax
Effective Date Status Filing Frequency  Filer Importer (R2R) Exempt Organization Changed
2021-04-22 New Monthly true false false false Joes lireikmpire AL
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Self-Register — Create Business — Changes after Submission SenSEdship

Register > Create Business T

+ Once you submit the completed application for registration, you will notice the tabs can no longer be edited.
« Thereis a warning also in red text to remind you of that.
+ Once the Agency processes your application, you will be able to edit some data.

NOTE: If you have made any errors in your registration application, or forgot to add something, or have any questions, please contact
the Agency at: registrations@isbc.ca

Remitter | Addresses Contacts Notes & Files History

v4.7 (Feb 15, 2024)

Editing is disabled while submission under review

Update Remitter

Business Name: Joe's Tire Shop Ltd. @ Current History Values
Type: Tire Retail Chain

Legal Name: 1234 Tire Company Ltd. @

Status: Submitted

Reason Code: None
Registration Date:

Operations Start Date: 2021-01-01 @

Regular Filer: true @

RIV Importer: false @

General Telephone No. @ Filing Frequency: Monthly

I+«1 - +1250 477 0000

Business Link @
Actions
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Remitter Balance: $0.00
Province: British Columbia

Agency: Tire Stewardship BC




Self-Register — Create Business - Thank You E-maiil SenSEdship

Register > Create Business T

+  After you "Submit” your online registration application, you will receive a “Thank You” e-mail from the Agency’s reqgistrations@tsbc.ca
e-mail address confirming they have received your application.

+ Ifyou do notreceive the “Thank you" e-mail, please check your “Junk” folder in case it has been inadvertently blocked or marked
as spam. Please ensure your e-mail accepts e-mails from TSBC.

+ TSBC will also be calling you to ensure you receive the e-mail, and in case they have any questions, as part of their review process.

+ They want to ensure they have your correct contact information, and that your system accepts the various e-mails used by the
Agency.

An example of the “Thank You” e-mail is shown below.

NOTE: Once the Agency reviews and approves your application, you willreceive a *“Welcome” e-mail which will
include your TSBC Registration # for your Business, and further information regarding the ADF Return Filing
requirements. An example of the "Welcome" e-mail is included in the next section.

Sample of a "Thank you" e-mail sent from registration @tsbc.ca:

Thank vou for submitting your registration with TSBC. It will be reviewed
within five business days.
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Self-Register — Create Business - Filing after Submission

Register > Create Business

+ Once you submit the completed application for registration, your file is not active until the Agency renders a decision on your
application.

« Although the blue “File” button, shows up, you cannot file anything until the Agency creates new Filing period for your Business.

« If you have any questions about your application, please contact the Agency at: registrations@tsbc.ca

Remitter JAddresses Contacts Notes & Files History

Editing is disabled while submission under review

Update Remitter

Business Name: Joe's Tire Shop Ltd. @ Current History Values
Type: Tire Retail Chain

Legal Name: 1234 Tire Company Ltd. @

Status: Submitted

Reason Code: None
Registration Date:

Operations Start Date: 2021-01-01 @

Regular Filer: true @
RIV Importer: false @

General Telephone No. @ Filing Frequency: Monthly

I+«1 - +1250 477 0000

Business Link @
Actions

Remitter Balance: $0.00
Province: British Columbia

Agency: Tire Stewardship BC
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Self-Register - New Remitter Filings s&%ﬁdsmp

Register > Create Business T

+ From the Home Page, if you click on the blue “File” button, it shows there are no Filings created yet for your new business.

+ Once the Agency processes your registration application, if approved, they will create Filing periods for your business and send you
additional information on how to file.

* Please refer to the “Filing” section of this document also for further information.

File | Approve Open Invoices Closed Invoices

Joe's Tire Empire ¢ Filings

Remitter ¢ Province & Type & Amount Reporting Period ¢ Due Date Status

You have no filings, please come back when you are supposed to file next.
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Self-Register - New Account - Logout SenSEdship

Register > Create Business T

» Once your application has been “Submitted” you can not edit any information, as the Agency is processing your application.
*  You also will have no Filings due until the Agency approves your application.
* You can logout of the system by clicking on the upper right hand menu and selecting “Logout” from the drop-down list.

< Joe's Tires (Org) / TBD - Joe's Tire Shop Ltd. ioe'@i@estires.anr* v

Profile

Remitter  Addresses Contacts Notes & Files History
Change Password

Editing is disabled while submission under review

Update Remitter

Logout L=

Business Name: Joe's Tire Shop Ltd. @ Current History Values
Type: Tire Retail Chain .
Status: Submitted

Legal Name: 1234 Tire Company Ltd. @
Reason Code: None

Registration Date:
Operations Start Date: 2021-01-01 @

Regular Filer: true @

RIV Importer: false @

General Telephone No. @ Eiliig Eregiaancy: Mol

I+1 ~ +1250 477 0000

o

ght 2019 GetSmart Solutions Inc.

Business Link @

Actions
Remitter Balance: $0.00
Province: British Columbia

Agency: Tire Stewardship BC




Self-Register - New Account - Logout SenSEdship

Register > Create Business T

»  The system will ask you to confirm that you want fo Logout.
*  Press “OK” to log off the system. After logging out, we recommend you close the browser.
« Tosign backin, go to the main Login page at: hitps://tsbc.pictus.online/

Logout

Are you sure you want to logout?
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16. Self-Regisiration — How to Start Filing




Self-Register — Create Business — How to Start Filing

Register > Create Business

+  After submitting your registration application, if you Log-out and Log-in again, you will notice that your Home Page has changed.

+ It now shows a summary for your Business, and indicates red or green check marks if you have any:
o Filings to Submit
o Invoices to Approve
o Invoicesto Pay and
o The Organization Balance owing
* You do not have any Filings yet because your registration application is sfill in “*Submitted” status.

+ Once the Agency reviews and approves your application, you will see Filings Created for your new business account.

nglgl;’dship
New value from old ntC

USER GUIDE

v4.7 (Feb 15, 2024)

Home l Participants

Notifications

We didn't find any notifications.

\ Joe's Tires (Org

@ 0 Filings To Submit @ 0 Invoices To Approve @ 0 Invoices To Pay @ Org. Balance: $0.00

=
=,
n
12
g
=
<
g
=]
n
e}
3
&)
O
2}
—
x
-
=
e
o
o
<)
o,
S
©)




Self-Register — Create Business - Welcome E-mail

Register > Create Business

- After the Agency processes your application, if approved, you willreceive a 2-page "Welcome” e-mail from the Agency's
registrations@isbc.ca e-mail (see example below), confirming they have processed your application. If denied, they will also send

you an e-mail.

+ If you do notreceive the e-
mail, please check your
“Junk” folder in case it has
been inadvertently blocked
or marked as spam. Please
ensure your e-mail accepts
e-mails from TSBC.

+  The "Welcome” e-mail
package has critical
information in it to help you
know what is required when
Filing your ADF Returns.

* Please be sure to thoroughly
read and understand the
Welcome package.

« If you have any questions on
the registration of your
Business, or how to File,
please contact TSBC as
soon as possible.

+ Delaysin Filing can result in
additional fines or interest
being charged to your
account.

Stewardsht
Newalue from old ntC

Hellc and Welcome TSBC Retailer,

Your TSBC registration number for business name is #XXXXX. You can download and print off your
certificate of registration from the “notes and files” section of your account when you login to your TSBC
Pictus account

Please note:

You are required to remit the ADF on all new program tire sales (including products with new tires) —
unless your customer has provided you with their 5-digit TSBC Retailer Registration Number. This
number should be recorded on your invoice to explain the exemption.

If you have nothing to report in a month, you must still file a “nil” Return.

Please start reporting for the sales month that you started selling new tires / equipment with new tires.
F g started Jan 14, 2021 then the first sales month to report is January 2021 due February 15, 2021.

For scrap tire pick up of 50 tires or more, easily accessible, off rim and reasonably clean please call
1-866-497-0281 or email BCtirecollections@libertytire.com

If you're interested in becoming a Return to Retailer (R2R) please contact Karen (kvantreight@tshc.ca)

Please see the attached documents for further ADF details:
Schedule A- e-g. for program versus non program tire types and the ADF per tire type
Remitter Guidelines- for remitting ADF

The Tire Stewardship BC (TSBC) e-Commerce application that we call Pictus is now available to you.

IMPORTANT: Please sign into this new system as soon as possible, fill out the online ADF form and
remit your payment all online!

This is a "self-serve" application that allows you to submit your ADF Returns and payment, monitor your
account balance, manage your company's contact information, and determine who in your company has
access to your ADF data. Refer to the attached Guides for further details.

INOTE: We have already created User Accounts for each of you, based on your registration submission
with TSBC. However, this application allows you to manage access to your records, so you can
determine who has access, and which Role{s) / permission they have for your information.

1

2.

3.

Your User Account will be linked to each of the Remitters that you are listed as a Contact on, so
you only need to sign into the system with a single User ID to access all your records.

You have each been given full access (assigned all 3 User "Roles" of Master, Data Entry and Filing
Approval), as a starting point, so you have all permissions to manage your access going forward.
If you need to change your access, or grant anyone else access to the system, please ensure they
are a Contact on the Remitter record and then Invite them as a New User. Refer to the User
Guide in the "Manage Remitter Information” (to add Contacts) and "Manage User Access"
section (to Invite User and define their Role(s).

PLEASE READ ALL OF THE FOLLOWING INFORMATION:

a) Overview:

File your ADF Returns online using this Pictus system and submit your payments through your
online banking. The Filing form will be available on the 1st of each month, for the previous
month's ADF Return.
The new system is available to you NOW, as we have already created your account, based on
the contact information on file at TSBC. Go to: https://tsbe.pictus.online to Login. You can
access the new system using the same e-mail that received this note.

If you are new to the system, you need to first set-up your Password. On the "Login” page,
enter your e-mail and click on the "Forgot your Password?" link on the Login page. The "Forgot
Password?" link will send you an e-mail (from "ecofees@tsbe.ca") with further instructions on
how to reset your Password (must be at least 10 characters long; including 1 uppercase, 1
lowercase and 1 number). You can reset your password at any time, using this same "Forgot
your Password?" link.
Note: If you don't receive an e-mail, check your "lunk" folder, in case it was sent there by your
mail system.
All ADF Returns and payments are due by the 15™ of the following month (Example January
filing is due by Feb 15™).

Payment can be made by Electronic Funds Transfer (EFT) or by online banking, using the bill
"Payee” function of your bank, (Credit cards are not accepted.)

Please refer to the attached "Quick Reference Guide” and "User Guide” for more details,
including screenshots of the processes.

You should use the latest versions of either Google Chrome, Mozilla Firefox, Safari or Microsoft
Edge as your browser, L lorer, may cause issues. If you get a blank screen, hit
‘the "Refresh” button for your browser and it will resolve most issues.

Any existing over-payments or under-payments are reflected on your account in the new
system, so you can include them when you file online. You can also see all of your ADF Returns,
including all "Closed Invoices” for previous Filing Periods.

Once you are signed into the system, you can manage your own Contacts and Users (access to
your records), and no longer have to contact TSBC for these changes. Refer to the User Guides
for further instructions on how to manage your information online.

b) Start Filing in 4 easy Steps!
Once you are logged on to the system, to File your ADF Return, follow these 4 easy steps: "File,

Approve, Remit, Pay"...

1

W

Go to the "File" page and for each business listed, select the blue "File" button on the right side
of the line. On the "File" tab, for each outstanding Filing Period, enter the quantity of each tire
type, then click on the blue "Save & Submit" button. Note: Nil Returns are completed with just
one button! Once you have entered all.of the Filings, go to the "Approve” tab.

On the "Approve" tab, check off the filing(s) that you want to approve, check the "Certify" box,
then click on the blue "Approve” button.

Once approved the Invoice will then show on the "Open Invoices" tab.

Be sure to actually "Pay". The ADF Report is not complete until TSBC receives the funds. Once
funds are received and processed by TSBC, your invoice will move from the "0 ices”

to the "Closed Invoice” tab. This includes all Nil Returns (as they will have an invoice also, for

50).

c) Follow Up & Questions:

We will be following up with a phone call in approximately one month to see if you have any questions
about logging in, tire collections, the R2R program or anything else about the program.

If you have any questions, concerns or other feedback, please contact TSBC at:

Phone: 1.866.759.0488

Solutions Inc.

p




Self-Register — Create Business — TSBC Process

Register > Create Business

Once the Agency (TSBC) reviews and processes your application, they will update your Business record to add certain information
and “activate” your Business. They will add values for:

o Registration Date,
o Assign a Registration Number,
o Set Filing Frequency to “Monthly”, and
o Update your Status (to reflect the registration decision),
If your Business is " Active” and selling fires, the Agency will also generate Filing records for you to complete.
You will be required to submit ADF Returns for the months from your “Operations Start Date” to the current Filing period.
In the example below, the Home screen shows there are now 4 Filings outstanding which need to be completed.
If you click on the blue “File” button you will see the Filing Periods and can complete your ADF Returns (Filings).

Home | Participants

Notifications

We didn't find any notifications.

Joe's Tires (Org)

© 4 Filings To Submit @ O Invoices To Approve @ 0 Invoices To Pay @ Org. Balance: $0.00
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Self-Register — Create Business - Filing ADF Returns

Register > Create Business

+ The list below shows the 4 outstanding ADF Returns (Filings) for this Business.
*  You will notice there are 4 tabs at the top of the screen:

o The “File” tab which lists outstanding Filings

o The “Approve” tab which lists any Filings which were completed but not yet Approved

o The “Open Invoices” tab which lists Filings that were completed but where payment has not yet been received by TSBC, and
o The “Closed Invoices” tab that lists all Filings (Invoices) for ADF Returns that have ben completed and fully paid.
« Referto the "Filing Reports” section of this Guide for the steps to successfully submit your ADF Returns and payments.

ng%l;'dship
New value from old ntC

v4.7 (Feb 15, 2024)

Remitter &

14922 Joe's Tire Shop Ltd.

14922 Joe's Tire Shop Ltd.

14922 Joe's Tire Shop Ltd.

14922 Joe's Tire Shop Ltd.

File | Approve Open Invoices

Joe's Tires (Org) ¢ Filings

Province 2

BC

BC

BC

BC

Closed Invoices

Type ¢

Regular

Regular

Regular

Regular

o

Amount

$0.00

$0.00

$0.00

$0.00

Reporting Period &

2021-Jan

2021-Feb

2021-Mar

2021-Apr

Due Date

2021-02-15

2021-03-15

2021-04-15

2021-05-15

Status

New | Late

New | Late

New | Late

New

a/4

File

File
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17. Self-Registration — How to Edit

your New Account




Self-Register — Create Business — How to Edit your New Account

Register > Create Business

Once you log-in to the system, you land on the “Home" tab.

If you click on the “Participants” tab you can edit most of your Business’ information.

You will see that your Business now shows a Registration Number (Reg. No.) and has a Status of “Active”.

To review your information, and edit some of the data, click on the pencil icon to the right of the line showing your Business.

When you start to Edit your information, you are taken to the main Remitter page, as shown on the next page.

ng%];'dship
New value from old ntC

v4.7 (Feb 15, 2024)

Home |} Participants

Businesses Organizations

Businesses
Q  Reg. No. Business
Reg. No. & Business Name 2
14922 Joe's Tire Shop Ltd.

Bus. Type/Attribute

Type

Remitter

a
-

All Provinces

Attribute

Monthly

a
>

Agency

TSBC

All But Inactive

Prov

BC

Status

Active

Create Business ~

All reasons

N
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Self-Register - Create Business — Edit Information

Register > Create Business

When you want to review or edit your Business' information, you are taken to the main Remitter screen.

It has the same 5 tabs you completed during the Self-Register process, with additional information the Agency has added.
Refer to the “Manage Your (Remitter) Information” section of this Guide for the steps to successfully change your Business information.
Refer to the “Reports” section of this Guide to see examples of the Reports available to you under the “Actions” area in the lower

right section of this screen.

Remitter | Addresses Contacts Notes & Files

Update Remitter

Registration Number: 14922

Business Name: Joe's Tire Shop Ltd. @
Type: Tire Retail Chain

Legal Name: 1234 Tire Company Ltd. @
Registration Date:

Operations Start Date: 2021-01-01 @
General Telephone No. @

i+l ~ +1250 477 0000

Business Link @

Remitter Balance: $0.00
Province: British Columbia

Agency: Tire Stewardship BC

History

Current History Values

Status: Active

Reason Code: None
Regular Filer: true @

RIV Importer: false @
Filing Frequency: Monthly

Actions
Download Remitter Statement
Download Invoices Report

Download Products Filed Report

ng%l;'dship
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18. Log-out




I_og -OU‘I' «  For security, when you are done, sign out of the system by going to the Menu on the upperright corner of TIRE .
Logout the screen, and “Log out” of your account. Stswﬁ%al;g%}gp

joe@joestireempire.com

Profile

Home Participants
Change Password

Notifications

~ Logout
March Filing OnlineCreated On 2020-04-07
The filing for March 2020 is now online so please complete your ADF filing and payment electronically. With the current .
COVID-19 situation and for everyone’s safety it is more important than ever that you complete your filings and payment
Joe's Tire Empire
© 3 Filings To Submit © 1 Invoices To Approve O 2 Invoices To Pay © Org. Balance: $6,132.00
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19. Terminology & Navigation




Termino'ogy + This application uses some specific Terminology and concepts which you should become familiar

with as you use the system. Stsw%“l;g]%}gp

TSBC e-Commerce
The most common terms are explained here for your reference.

1. Access — accounts for registered users to log-in to the system and controls the types of functions they
can perform.

2. ADF - “Advance Disposal Fees” are the eco-fees due to TSBC on the sale of a program tire.

3. ADF Return — areport of the volumes of tires sold for which Advance Disposal Fees (ADF) are due for a
period of time.

USER GUIDE

v4.7 (Feb 15, 2024)

4. Bank Payment - a payment made from your bank account directly to an approved “Payee”, as setup in
your bank account (usually as a “bill payment”).

5. Business — any company that interacts with TSBC is called a “Business” in the e-Commerce application.
Companies who file ADF Returns are a Business Type called “Remitters”.

6. Closed Invoices - invoices for which TSBC has received payment in full and there is no outstanding
balance owing, including Nil returns (shown on the Filing “Closed Invoice” tab).

7. Contact - a person who is listed on record for TSBC to communicate with regarding the Remitter
account. There are 3 types of contacts: Filing/Accounting Contact, Manager Contact, Owner
Contact. (NOTE: A Contact does not have access to the system unless they are set-up as a User.)

8. Data Entry User — the person who enters the data and submits ADF Returns for approval on behalf of the
Remitters and Organizations assigned to the online account.
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9. EFT - “Electronic Funds Transfer” is a function provided by banks for businesses to electronically pay from
their accounts to pre-authorized recipients. This arrangement must be setup through your banking
institution.




Termino'ogy (coni’d) » This application uses some specific Terminology and concepts which you should become

familiar with as you use the system. Stgyml;g]sslgp

TSBC e-Commerce
The most common terms are explained here for your reference.

10. File — the process for reporting, approval, remittance and invoicing of ADF Returns.

11. Filing/Accounting Contact - the person currently on record at TSBC who submits ADF Returns for the
registered retailer location.

USER GUIDE

12. Filing Approver User — the person who approves the submitted ADF Returns and initiates remittance on
behalf of the Remitters and Organizations assigned to the online account.

v4.7 (Feb 15, 2024)

13. Filing Period - this is the month & year in which tire sales occurred.

14. Invoice - this is a verification of the amount payable to TSBC (including taxes), generated for each Filing
(ADF Return), for each reporting period, after remittance has been submitted.

15. Manager Contact - the person currently on record at TSBC who manages the registered retailer location.

16. Master User — the person who has overall access and permissions to manage registrations and user
access and permissions on behalf of the Remitters and Organizations assigned to the online account.

17. Nil Return — an ADF Return where the Retailer has reported zero tires for the reporting month.

18. Open Invoice — an invoice that has been created but where some or all of the amount owing is still
outstanding (shown on the Filing “Remit” or “Payment Pending” tab).
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19. Organization — a convenient grouping of related Remitters whose online accounts are managed by the
same Email ID , or where the Remitters share common corporate address or bank account.
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familiar with as you use the system. Stgyml;g]sslgp

TSBC e-Commerce
The most common terms are explained here for your reference.

20. Owner Contact - the person currently on record at TSBC who owns the registered retailer location.
21. Participant — a business that is registered with TSBC, which for ADF Reporting is the Remitter.

22. Payment Pending — an invoice that has been created and paid, but TSBC has not received or
processed the payment yet (shown on the Filing “Payment Pending” tab).

USER GUIDE

v4.7 (Feb 15, 2024)

23. Registration — the process of registering online with TSBC as a retailer (for new businesses only).
24. Remittance - the payment of one or more approved ADF Returns, through EFT or Bank Payment.
25. Remitter — the registered retailer who is required to submit an ADF Return.

26. Self-Registration — the process which allows Remitters to apply directly online to register a new location
for the purposes of ADF Reporting. It includes the functionality to create a new system account if you
do not already have one, and to submit a registration application online (once you have access).

27. TSBC - Tire Stewardship BC

28. Users — generic term for someone who has access to the system and has one or more roles of Master
User, Data Entry or Filing Approver, each of which have distinct permissions. (NOTE: Users must provide
Contact information when they first access the system, but not all Contacts are Users, as they may not
have access to the system.)
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NGVigqﬁon « This system navigation is quite intuitive and easy to use. TIRE .
TSBC e-Commerce + The mainicons and functions are shown below for reference. Stgwme,ﬁgl;dﬁl'élp

1. User Account information (on the upper right corner of the Summary page, to left of your User ID) allows you to
manage your account, change your password and logout.

024)

joe@joestireempire.com | v

9

5,2

USER GUIDE

v4.7 (Feb 1

2. Back button (on the upper left area of your browser screen) takes you to the previous screen. Pages with multiple
tabs have a “back” button to the left of the tab.

<

3. Where several actions are required, coloured circles are green (for all clear) or red (action required).

© 1 Filings To Submit @ 0 Invoices To Approve @ 0 Invoices To Pay @ Org. Balance: $0.00

4. Buttons along the upper sections of the screen are different pages / functions.
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Navigation (cont'd)

TSBC e-Commerce

This system navigation is quite intuitive and easy to use.
The main icons and functions are shown below for reference.

5. Box with pencil indicates you can Edit the information, whereas the “eye” means you can View the data (but not

6. Tabs indicate different sections of a function that need to be completed. The blue underline indicates the
active tab that you are on.

Notes & Files

History

7. Filters indicate you can search using one or more selection criteria.

Q, Reg. No.

8. Disabled buttons are “greyed out” until required actions are performed (such as approving Filings).

| certify that all of the information contained within the filings is correct.

Approve

nglg?dship
Newvalue from old tires B C
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NdVigqﬁon (coni’d) « This system navigation is quite infuitive and easy to use.
TSBC e-Commerce + The mainicons and functions are shown below for reference.

9. Question marks (or *bubbles”) include additional text to explain terminology (hover over the mark to see text).

(2]

10. Some screens have a “Help Center” button on the bottom right which has further explanation about the page.

®

11. The blue downward arrow icon is to download information, including a PDF of your invoice(s).

3

12. Pop-up windows are used to select one or more values (eg. for User Access) or to confirm an action before
saving the change.

Update User Roles

Are you sure you want to give this user the Master User
role? This conveys full rights to update all data for the

organization (including security).

nglg'dship
Newvalue from old ntC
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20. Frequently Asked Questions (FAQs)
& Other Help




Frequently Asked Questions
FAQs

1. Q: Why is TSBC moving to online “e-Commerce” for ADF Returns?
A: Online submission of ADF Returns will save time for both retailers and TSBC and allow retailers to have direct
access to their ADF information, including updating of contact information and managing access to their records.

2. Q: How do | access the new system?

A: The system is atf: https://tsbc.pictus.online You willreceive an e-mail from ecofees@tsbc.ca inviting you o log
into the system. Click on the link in the e-mail to go to the sign-in page. It will ask you to set your password and then
you can log-in. First-time users will also need to provide their contact information (first and last name and phone
number).

3. Q: What should | do if | didn’t receive the “invite” e-mail from TSBC?

A: The e-mail may take a few minutes to arrive in your Inbox, but if you don’t receive it within a reasonable time, it
may have been blocked by your e-mail. Check your “Junk” folder in case your system does not recognise the e-mail
ID (and mistakes it for junk). Also, add ecofees@isbc.ca to your “safe list” so its e-mails are accepted by your system.
If you are still having issues logging in, please contact TSBC (Monday to Friday from 8:30am - 4:30pm Pacific time) at
1-866-759-0488.

4. Q: Will there be training provided for the new system?

A: TSBC is providing this guide as a training manual for remitters, including screenshots and descriptions of the most
common functions you will use. Refer to the "Getting Started” section for further details on what is needed. The User
Guide and Quick Reference Guide are also available at: https://tsbc.ca/participant-resources/

5. Q: How do | know if my ADF Return was submitted and received by TSBC?

A: On the Summary page you can see if you have Filings to complete, or to approve and pay, or if payment receipt
have been confirmed by TSBC. You can click on the areas to drill down and see more details. The Closed Invoices
tab shows all invoices which have been fully paid.

Stgvlg?dship
New value from old tires B C
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Frequently Asked Questions (contd)

FAQs

6. Q: How do | make adjustments to my ADF Return once it has been submitted?
A: Once an ADF Return has been approved it cannot be adjusted. However, TSBC is able to adjust a Filing (ADF
Return) if necessary, so please contact them if you require a Filing adjustment.

7. Q: How do | setup TSBC as a “Payee” in my online banking system?
A: To setup TSBC as a bank “Payee” log into your banking system and go to where you setup a new “Payee”
(usually under “Bill Payments”). Search on “tire”. They will be listed as "“Tire Stewardship BC Association”.

Enter your 5-digit TSBC Registration # as your Account #.

8. Q: What is TSBC’s banking information so | can setup payments to them by EFT?
A: You will need to contact your bank to ensure your accounts allows EFT transactions. Then use the following

payment routing instructions to setup TSBC for EFT Payments:

Pay:
Bank ID Codes:

Account with
Institution:

Beneficiary
Customer:

Bank Account:

Bank of Monftreal
S.W.LLF.T BIC CODE: BOFMCAM?2

BMO Bank of Monftreal
2219 Oak Bay Avenue
Victoria, BC VS8R 1G4

Tire Stewardship B.C. Association
300 — 536 Broughton Street
Victoria, BC V8W 1Cé

Transit: 27060
Institution: 001
Account: 8900-427

ngl%?dship
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Frequently Asked Questions (contd)
FAQs

9. Q: Why are cheques no longer acceptable?
A: TSBC is moving to an online system for the submission and remittance of ADF Returns to reduce paper handling
and costs for both retailers and TSBC.

10. Q: How do | know if TSBC received my payment?
A: When payments are received and reconciled by TSBC, the invoice will be listed under “Closed Invoices” and
will show the date payment was received.

11. Q: How do I register as a new retailer using the system?

A: Refer to the "Register New Locations” and “Self-Registration” sections of this document. If you have an existing
account (Registration #) with TSBC, you do NOT need to re-register. This system uses your contact e-mail ID as
your account User Name.

12. Q: How do | change which Remitters are in my “Organization”?
A: Your Organization was setup based on information in TSBC's existing system. If you need to change this, please
contact TSBC (see the “Help & Other Contacts” page)

13. Q: How do | close my account using the system?
A: You will need to contact TSBC to close your account, or in the event of a sale or change of ownership.

14. Q: Who do | contact if | have trouble accessing the system?
A: You can contact TSBC by:

Phone: 1.866.759.0488 (Monday to Friday from 8:30am - 4:30pm Pacific time)
E-mail: ecofees@isbc.ca

nglg?dship
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Help & Other Contacts s&%@dship

TSBC e-Commerce T

1. In addition to this User Guide, please refer to the “Quick Reference Guide"” document for a two-
page summary of the key concepts of the e-Commerce system.

2. The "User Guide” (which includes the "Self-Registration” process) and the “Quick Reference
Guide” can be found on TSBC's website under “Participant Resources™ and clicking on either “E-
commerce User Guide” or “E-commerce Quick Reference Guide™: https://tsbc.ca/participant-

resources/

USER GUIDE

v4.7 (Feb 15, 2024)

3. Iffurther Help is needed on how to use the system, contact TSBC, as follows:

* Questions on Filing or general system guidance, e-mail: ecofees@isbc.ca

* Questions on Registration process or business information, e-mail: reqgistrations@tsbc.ca

« Any other question, please call: 1.866.759.0488 (Monday to Friday from 8:30am-4:30pm Pacific
time)

4. |If you need Tire Pick-up, please contact: 1.866.497.0281
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