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Copyright © 2018, WASTELINQ, LLC and/or its affiliates. All rights reserved.  

This software and related documentation are provided under a license agreement containing restrictions on use and disclosure and 
are protected by intellectual property laws. Except as expressly permitted in your license agreement or allowed by law, you may 
not use, copy, reproduce, translate, broadcast, modify, license, transmit, distribute, exhibit, perform, publish, or display any part, 
in any form, or by any means. Reverse engineering, disassembly, or decompilation of this software, unless required by law for 
interoperability, is prohibited.  

The information contained herein is subject to change without notice and is not warranted to be error free. If you find any errors, 
please report them to us in writing.  

If this document is in public or private pre-General Availability status:  

This documentation is in pre-General Availability status and is intended for demonstration and preliminary use only. It may not be 
specific to the hardware on which you are using the software.   

WASTELINQ, LLC and its affiliates are not responsible for and expressly disclaim all warranties of any kind with respect to this 
documentation and will not be responsible for any loss, costs, or damages incurred due to the use of this documentation.  

If this document is in private pre-General Availability status:  

The information contained in this document is for informational sharing purposes only and should be considered in your capacity 
as a customer advisory board member or pursuant to your pre-General Availability trial agreement only. It is not a commitment to 
deliver any material, code, or functionality, and should not be relied upon in making purchasing decisions. The development, release, 
and timing of any features or functionality described in this document remains at the sole discretion of WASTELINQ, LLC.  

This document in any form, software or printed matter, contains proprietary information that is the exclusive property of 
WASTELINQ, LLC. Your access to and use of this confidential material is subject to the terms and conditions of your WASTELINQ 
Master Services Agreement, WASTELINQ Software License Agreement, WASTELINQ Software as a Service Agreement, WASTELINQ 
Referral Partner Agreement, or other license agreement which has been executed by you and WASTELINQ, LLC and with which you 
agree to comply. This document and information contained herein may not be disclosed, copied, reproduced, or distributed to 
anyone outside WASTELINQ, LLC without prior written consent of WASTELINQ, LLC. This document is not part of your license 
agreement nor can it be incorporated into any contractual agreement with WASTELINQ, LLC or its subsidiaries or affiliates.  

Beta Features  

WASTELINQ, LLC may make available to Customer certain features that are labeled “beta” that are not yet generally available. To 
use such features, Customer acknowledges and agrees that such beta features are subject to the terms and conditions accepted by 
Customer upon activation of the feature, or in the absence of such terms, subject to the limitations for the feature described in the 
User Guide and as follows: The beta feature is a prototype or beta version only and is not error or bug free and Customer agrees 
that it will use the beta feature carefully and will not use it in any way which might result in any loss, corruption or unauthorized 
access of or to its or any third party’s property or information.  

Customer must promptly report to WASTELINQ, LLC any defects, errors or other problems in beta features to 
support@wastelinq.com or other designated contact for the specific beta feature. WASTELINQ, LLC cannot guarantee the continued 
availability of such beta features and may substantially modify or cease providing such beta features without entitling Customer to 
any refund, credit, or other compensation. WASTELINQ, LLC makes no representations or warranties regarding functionality or use 
of beta features and WASTELINQ, LLC shall have no liability for any lost data, incomplete data, re-run time, inaccurate input, work 
delay, lost profits or adverse effect on the performance of the Service resulting from the use of beta features. WASTELINQ, LLC’s 
standard service levels, warranties and related commitments regarding the Service shall not apply to beta features and they may 
not be fully supported by WASTELINQ, LLC’s customer support.  

These limitations and exclusions shall apply until the date that WASTELINQ, LLC at its sole option makes a beta feature generally 
available to its customers and partners as part of the Service without a “beta” label.  
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SET-UP TOOLS 

The WASTELINQ Set-Up Tools section is extremely important to the functionality of the application. The Set-Up 
Tools section contains the tables (default and configurable) that will populate the drop-down menus and other 
company specific information throughout the application. The Set-Up Tools section is specific to Administrator 
users only.   

ACCESSING THE SET-UP TOOLS 

To access the Set-Up Tools, click on the arrow next to the username in the top right corner of the screen.  
Click on “Set Up Tools.”  The user will be redirected to the Set-Up Tools section.  

The Set-Up Tools are organized into several categories.  The categories are listed in tabs across the top of the 
page.  Some tabs will have sub tabs listed in the green bar containing additional information. Click on the tab 
to access the tables for each category.  

COMPANY CONFIGURATION 

The Company Configuration tab contains basic information about the Environmental Service Company, 
including the company name, company address, company contact information, company logo, facilities and 
warehouses, company-specific marketing and customer service category information, and company specific 
generator category information.  
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COMPANY CONFIGURATION 
 

Environmental Service Company Set-Up 
This section houses all the information of the Environmental Service Company using WASTELINQ. 

Complete all fields described below.  Click Save before moving on to the next section. 

• Corporate Billing Information – The name of the Environmental Service Company.
• Short Name – The Environmental Service Company’s abbreviated name, if applicable. This name will

appear on internal documents and reports.
• Remit to Address – The physical address to which payments will be sent. This address will appear on

invoices.
• All Caps – Check this box if all capital letters are preferred.  Any typed information will automatically

convert to all capital letters.
• Phone – The main phone number of the Environmental Service Company.
• Emergency Phone Number – The phone number associated with the Environmental Service Company

to be used for emergencies.  This number will appear on all manifests (Section 3 of the Hazardous
Waste Manifest) and paperwork as the Emergency Response Phone number.

• Company Slogan – Enter a Company Slogan. This will print on invoices and other documents.
• Logo – Add a logo by clicking “Choose File” and attaching a file.  The logo will be used within the

WASTELINQ application and will print on all paperwork (80x50 pixel image is highly recommended).

Company Transportation  
This box displays information about a Transportation Company is owned and/or operated by the 
Environmental Service Company. This information may be the same as the Environmental Service Company 
information. Note: Do not enter information for 3rd Party Transportation vendors in this space. 
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Company Personnel 
This section houses information about the personnel of the Environmental Service Company. 

Company Personnel 
The Company Personnel Section lists all personnel for the Environmental Service Company except for 
drivers. Driver information is managed in the Driver table under Company Logistics.  Information from the 
Company Personnel table will populate the drop-down menu in the Account Assignments Section of the 
Generator Data account page. This table will also populate the list of employees eligible for training in the 
Training module.  

To add Personnel, click “Add” on the right side of the table. Complete the information requested in the 
pop-up and click “Save.”   Personnel can be labeled as “Active” (employee is an active employee for the 
company) or “Inactive” (employee is no longer employed by the company). 
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Personnel Roles 
The Personnel Roles table allows for the creation of custom roles that may be used in assigning personnel 
to generator accounts. For example, the Environmental Service Company may create a Personnel Role 
called Sales Representative. A maximum of six Personnel Roles can be added.   

To add a Personnel Role, click “Add” in the right side of the table. Enter a Role title then choose the display 
order.  The Display Order drop down allows the user to choose the order in which the Account Assignments 
will appear. Previously selected Display Orders will no longer be available for selection. The next available 
Display Order position will be listed. Click “Save” once all fields are populated.  The Personnel Roles can be 
changed or updated at any time.  

Example Account Assignments Table in Generator Account:  
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Training Curriculum 
The Training Curriculum table establishes training plans that will be assigned to Company Personnel and 
Drivers in the Training module.   

To add a Training Curriculum, click “Add” on the right side of the table. Type in the name of the training 
curriculum, then click “Save.”  

To remove a training plan from the list, click “Delete.” 

Company Defaults 
The Company Defaults section holds various default settings. 

• Default Unit of Measure – Choose either Pounds or Gallons from the drop-down for the default
shipping unit used on all orders. This will also print on all manifests where applicable.

• Profile Certification Language – Generators will certify that the information contained in the
WASTELINQ generated profile is accurate. WASTELINQ populates default language to be printed
on the profile (see below), but the language may be edited or replaced by the Environmental
Service Company.
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• Requested Date Default Setting – This field defines the default number of days to be added to
the Order Creation Date in generating the Requested Date.

• Generator Custom Fields – The Environmental Service Company may create custom fields for use
within a generator account.  A maximum of four fields may be created. Click “Add” in the middle
of the table.  Enter a Label for the field in the pop-up and click “Save.”  The fields will be available
in the Generator Data page.

• Order Custom Fields – The Environmental Service company may create custom fields for use on the
Order screen.  A maximum of two fields may be created. Click “Add” in the middle of the table.
Enter a Label for the field in the pop-up and click “Save.”  The fields will now be available in the
Order page.
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Profile Approval Levels 
The Profile Approvals section allows the Environmental Service Company to establish approval levels for 
profiles based on user role and/or individual users.  Further, the defined users or roles can be given Write 
Access (the ability to edit the profile while in a particular status) or Profiles Status (the ability to move a profile 
to a particular status). The profile edits and status changes are restricted to only the users or roles defined in 
this section.  

To create a role and associate users with a role, click the “Add” button on the right side of the Roles table. 
Enter the title of the role and add users to the role by selecting each user from the User drop down list. Once 
all users have been added to the role, click “Save.”  Repeat this process for each role.  

Three profile approval levels – Approved, Expired and Cancelled -  are sacred and cannot be changed.  Any 
additional levels are configurable by the user.  

To add an approval level, click the “Add” button on the right side of the Profile Approval Levels table. Enter 
the title of the profile approval status in the text box. Give user roles or individual users Write Access for the 
profile approval level by selecting the role or user from the selection boxes.  Click on the box next to user role 
or user then select each role or user to be added. To give a user or role the ability to move the profile status 
to this status select the role or user from the selection boxes.  Once all users are roles have been assigned, 
click “Save.” 
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To edit an existing Role or Profile Status, click on the Role or Status to edit. In the pop up, add or remove 
users and roles as needed. Click “Save” to save all updates.  

To delete a Role or Profile Approval Level, click delete on the right side of the table on the row associated 
with the role or level.  

Note: Profiles approval levels Approved, Cancelled, and Expired are sacred and cannot be deleted due to their 
relationship with other functionality.  

FACILITY 

Company Facility Locations 

This section lists all the facilities owned or managed by the Environmental Service Company.   The information 
provided here will print on order paperwork and reports.  

To add a facility, click “Add” on the right side of the table. Complete all information requested in the pop up 
and click “Save.” 

Facilities are an important component in Scheduling, Inventory Management, Outbound Shipments, and 
Waste Tracking.  Generator accounts should be assigned to the facility that is primarily responsible for 
servicing the Generator account. Order lines may be assigned to a facility upon reconciliation. 

Adm
ini

str
ato

r G
uid

e



11 | P a g e

In the Schedules tab, orders are grouped according to the servicing Facility. Inventory management and 
Outbound shipments, including facility transfers, are also tied to the Facility assignments.  

Facility Warehouse 

This table establishes Warehouses or specific areas within a facility to which a waste shipment can be 

assigned.  Warehouse locations play an important role in Inventory Management,  Advanced Waste 
Tracking and Product Inventory functionality. Each line item on an order can be assigned to a Warehouse. 

To add a warehouse, click “Add” on the right side of the table. Complete all information requested in the 
pop up and click “Save.” 
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MARKETING 

Call Action Log Type 

The Call Action Log Type table allows the Company to create a standard list of call types for use in 
documenting communication with a Generator.  These types are used in the Generator Data Page under 
Communication. 

WASTELINQ’s default settings include the following Call Action Log Types: 

• Sales
• Collections
• Customer Service
• Scheduling

To add a Call Action Log Type, click “Add” on the right side of the table. Enter the title of the Call Action Log 
Type in the pop-up and click “Save.” 

To edit an existing Call Action Log Type, click on the Call Action Log Type title in the table.  Make changes in 
the pop-up and click “Save.” 

To delete a Call Action Log Type, click the “Delete” button associated with the entry to be deleted.  To delete 
all entries, click “Select All” then click “Delete.” 
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Customer Category 

The Customer Category is designed to assign the Company’s generator accounts into various categories based 
on the type of business.  This function can help the Environmental Service Company analyze the overall 
business.  The Customer Category is selected from a drop-down menu on the Generator Data page for each 
generator.  

WASTELINQ’s default settings include the following Customer Category selections. The selections can be 
added, edited, or deleted. 

To add a Customer Category, click “Add” on the right side of the table. Enter the title of the Customer 
Category and the Business Relationship Description then click “Save.”  

To edit an existing Customer Category, click on the Customer Category title in the table.  A pop-up will appear 
where the change can be made. Click “Save.” To delete a Customer Category, click the “Delete” button 
associated with the entry to be deleted.  To delete all entries, click “Select All” then click “Delete.” 
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Customer Business Segment 

The Customer Business Segment is designed to assign the Company’s generator accounts to various 
categories based on the type of business segment.  This function can help the Environmental Service 
Company analyze the overall business.  The Business Segment is selected from a drop-down menu on the 
Generator Data page for each generator.   

WASTELINQ is prepopulated with the following business segments: 

To add a Customer Business Segment, click “Add” on the right side of the table. Enter the title of the 
Segment and the Segment Description then click “Save.”  

Adm
ini

str
ato

r G
uid

e



15 | P a g e

To delete a Customer Business Segment, click the “Delete” button associated with the entry to be deleted.  
 

To delete all entries, click “Select All” then click “Delete.” 

To edit an existing Customer Business Segment, click on the Customer Segment title in the table.  A pop-up 
will appear where the change can be made. Click “Save.” 

Customer Size Code 

The Customer Size Code is designed to assign the Environmental Service Company’s generator accounts 
into various categories based on the Generator’s financial value to the Company. This function can help the 
Environmental Service Company analyze the overall business and make strategic pricing or sales coverage 
decisions.  The Customer Size Code is selected from a drop-down menu on the Generator Data page for 
each generator.  
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WASTELINQ is prepopulated with the following Customer Size Codes.  Customer Size Codes can be added, 
deleted, or edited.  

To add a Customer Size Code, click “Add” on the right side of the table. Enter the title of the Customer Size 
Code and the Business Financial Value to Company then click “Save.”  

To edit an existing Customer Size Code, click on the Customer Size Code title in the table.  A pop-up will 
appear where the change can be made. Click “Save.” 

To delete a Customer Size Code, click the “Delete” button associated with the entry to be deleted.  To 
delete all entries, click “Select All” then click “Delete.” 

Contact Type 

The Contact Type allows the Environmental Service Company to indicate the function of the various 
account contacts associated with the Generator.  
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WASTELINQ is populated with the following Contact Types.  Contact types can be added, deleted, or edited. 

To add a Contact Type, click “Add” on the right side of the table. Enter the title of the Contact Type then click 
“Save.”  

To edit an existing Contact Type, click on the Contact Type title in the table.  A pop-up will appear where the 
change can be made. Click “Save.” 

To delete a Contact Type, click the “Delete” button associated with the entry to be deleted.  To delete all 
entries, click “Select All” then click “Delete.” 

GENERATOR INFORMATION 

The EPA Generator Status Category identifies the EPA Generator Status of each generator.  If the generator 
is not an Industrial Generator, these categories do not apply.  For non-industrial generators, click “N/A” as 
the Status Category.  Adm
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WASTELINQ is prepopulated with the EPA Generator Status Categories. Because the categories are defined 
by EPA regulations, this section is not configurable.  
 

 
 

COMPANY LOGISTICS 
 

The Company Logistics tab contains all information related to the logistics function of the Environmental Service 
Company.  

 

 
DRIVERS 
 

The Drivers tab houses information about the Company’s employed drivers. The information in this tab is 
used in Scheduling to assign drivers to orders and to complete the transporter information on all shipping 
documents assigned to that driver.  Each driver is assigned to one of the Environmental Service Company’s 
facilities.  Facility information (i.e. - EPA IDs) is populated on shipping documents when a driver is assigned to 
an order.   
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To add a driver, click the “+Create a Driver” button on the right side of the page.  Complete the required 
fields the click “Save.”  The driver will now appear in the Drivers table.   
 

 
The Drivers table houses the following information: 

 

• Driver ID – This is a WASTELINQ generated number assigned to the driver.  
• Driver Name – Enter the first and last name of the driver. 
• Driver Code – An internal company code to identify the driver. This is a required field.  
• Transportation Name – This field assigns the Transportation Company to the driver. Transportation 

Company or Companies are added on the Company Configuration Page.  All transporter information 
associated with this driver and his/her assigned Transportation Company will be automatically added 
to the manifests on the orders the driver is assigned to.  Note:  This is not 3rd Party Transportation 
Companies.  

• Transportation State ID – This is automatically pulled from the Company Transportation set up in 
Company Configuration. 

• Transportation EPA ID – This is automatically pulled from the Company Transportation set up in 
Company Configuration. 

• Transportation Phone – This is automatically pulled from the Company Transportation set up in 
Company Configuration. 

• Status – Choose a status of the driver.  Current drivers will have an Active Status.  Change the status 
to Inactive for all drivers who are either no longer with the company or have changed roles. This will 
prevent the driver from being chosen on an order.  

• Delete – To delete a driver entry, click “delete” on the row associated with the driver.  Note:  Deleting 
a driver that was assigned to a completed order will cause data integrity issues.  It is recommended 
that a driver’s status be changed to “Inactive” if the driver is associated with any transactions.  
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3rd PARTY TRANSPORTATION COMPANIES 
 

The Third-Party Transportation Companies tab contains information about any third-party transporter 
employed by the Environmental Service Company. The information provided for each transporter will be 
used in the shipping documents associated with the orders to which the transporter is assigned.  
 

 
 
To add a 3rd Party Transporter, click the “+Create new 3rd Party Transportation Company” in the top right 
corner of the page.  
 

Complete all information requested about the Transporter.  Attach documents (i. e. - price lists or insurance 
documents) by clicking the “Choose Files” button.  

 
To edit an existing 3rd Party Transportation Company, click on the Transportation Company Name, make all 
necessary changes, then click “Save.”   
 

To delete a 3rd Party Transportation Company, click the “Delete” button on the transporter’s line within the 
grid.  
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To set a 3rd Party Transporter to inactive, click on the Transportation Company’s name and then change the 
status to Inactive. This will preserve any historical data associated with the Transportation Company but will 
restrict the use of the transporter on any future orders. 
  
 
FUEL SURCHARGE 
 

The Fuel Surcharge table allows the Environmental Service Company to calculate a Fuel Surcharge based on 
variables whose values are set by the Environmental Service Company.   
 

Note: The formula is displayed for informational purposes. 
 

 
Enter the following values to calculate a Fuel Surcharge and click “Save.” 
 

• Fuel Surcharge Threshold Price – This is the price of fuel threshold that activates a fuel surcharge. Once 
the price of fuel goes above this amount, the fuel surcharge rate will apply.  

 

• Fuel Surcharge Fleet MPG – This is the average miles per gallon for the fleet.  
 

• Fuel Surcharge Adjustment Factor – This is the amount by which the Environmental Service Company 
would like to adjust the Fuel Surcharge. The value used is generally a percentage.  
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The grid on the second half of the page holds the diesel rates for each week.  The diesel rate can be obtained 
from the Department of Energy National Diesel Average, which is published weekly.  Click “Add” to enter a 
value.  The entry date is automatically populated.  Enter the Diesel Rate obtained from the DOE website and 
click “Save.”  

 
Once a value is entered, the rate will automatically calculate using the formula.  This value will be pulled into 
any orders, if designated.  
 

 
TRANSPORTATION LOGISTIC ZONE 
 

The Transportation Logistics Zones section allows the Environmental Service Company to create and assign 
transportation zones for route efficiencies.  This feature is generally used with less than truckload (LTL) 
schedules and routes.  

 
A transportation zone is assigned to a Generator based upon the zip code of the Generator’s site address.   
 

To add a Transportation Zone, click “Add” on the grid.  
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Enter the following information: 
 

• Zone:  A title or code for the Transportation Zone. 
• Region:  The Company Region the zone is in. 
• Zip Code:  The zip code associated with the Transportation Zone. Including a zip code helps with 

automatic zone assignment. 
• State: Select State from the drop-down menu. 
• County: Type in the County associated with the Transportation Zone.  

 
To delete a Transportation Zone, click “Delete” on the row associated with the Transportation Zone. To 
quickly search for a Transportation Zone, begin typing key words associated with the Transportation Zone in 
the Search box at the top of the page.  
 
LOGISTICS 
The Logistics tab houses logistical data for the servicing of the Customer and will be used in Orders and Service 
Profiles.  
 

Transportation Equipment 
The Transportation Equipment table houses a list of the Environmental Service Company’s transportation 
equipment. This information will be used when assigning pieces of equipment to an order.  
 

 
 
To add a piece of equipment, click “Add” on the right side of the table. Enter an Equipment Code, which is 
typically the name of the equipment, then enter an Equipment ID for the piece of equipment. If a piece of 
equipment is on rent or lease, choose the leasing Vendor from the drop-down menu.  

 
Note: The Vendor must be set up in the Vendors module. Choose the Type of equipment from the drop-
down menu then click “Save.”  
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The information provided will then be available to be assigned to an order in the Schedules module or the 
Schedules/Transportation Tab within the order.  To delete a Transportation Equipment entry in the set-up 
table, click “Delete” on the row associated with the piece of equipment.  
 

 
 

Transportation Equipment Code 
 

The Transportation Equipment Code table lists equipment that will be used in the Service Profile to indicate 
which equipment can be used in providing service to a Generator. This equipment list may include any 
piece of equipment used to service generators, including equipment belonging to third parties.   

 

 
  

Adm
ini

str
ato

r G
uid

e



 

25 | P a g e  
 

 

    

To add a Transportation Equipment Code, click “Add” on the top right side of the table. Type in the name 
of the Equipment and click “Save.” 

 
To delete a Transportation Equipment Code, click “Delete” on the row associated with the equipment. 

 

This list is used to populate the equipment drop-down for the Generator Transportation Equipment 
Requirement Table in the Service Profile.  
 

 

 
Order Logistics Status 
The Order Logistic Status describes the stage of the order process. These statuses are not configurable.  

 
• Order Pending – An order record has been created but not yet scheduled.  
• Order Scheduled – The order has been assigned a date and time of service and resources have been 

allocated.  
• Service Complete – The order has been completed. Each line has been reconciled. 
• Cancelled – The order has been cancelled. 

 
Order Line Status 
The Order Line Status table describes the stage of each line item within an order. These statuses are not 
configurable.  
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• Profile Pending – Indicates a profile has a Pending status and is not fully approved. 
• Reconciled – Indicates that waste has been received from the generator and that all quantities, 

weights, and other information agree to those listed on the order. Typically, this status is used when 
a manifest comes through a 10-day facility. Once a line has a status of Reconciled, the line is added 
to the Waste Tracking tab and can be selected for an outbound shipment.  

• Fully Scheduled Outbound – Indicates that waste has been scheduled for shipment to a disposal 
facility.  

• Fully Shipped to Disposal – Indicates that the waste has been shipped to a disposal facility.  

• Direct Bulk/Package Outbound – Indicates waste that ships directly from the generator to the 
disposal facility. This waste does not enter the Environmental Service Company’s inventory.  

• Transferred – Indicates waste that is transferred from one location or facility to another location or 
facility within the Environmental Service Company.  

• Rejected – Indicates waste that has been rejected at the facility or the disposal site.  
 

PRODUCTS AND SERVICES 

The Products and Services tab houses information regarding products and services provided by the 
Environmental Service Company and various billing functions.  

 

PRODUCT & SERVICES 
The Products and Services table houses all products and services provided by the Company in servicing their 
customers.  This list includes, but is not limited to, transportation, supplies, labor and fees.  
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Each column of the table can be sorted by clicking the arrows in each column header. To delete an entry, 
click “Delete” in the row associated with that entry.  
Note: If a Product or Service has been used on a transaction, the item should be set to “Disable” instead of 
deleted.  

 

The list can be exported by clicking “Export to CSV.”   
 

To add a Product or Service item, click “Add a New Product/Service.” Enter the following information: 
 

• Product Item – This is typically an item code number. 
• General Description – A description of the product or service. 
• Type – The category that describes the type of product/service. This drop-down list is populated in the 

Set-up Tables under Product & Service – Billing – Billing Services – Product & Service Type.  
• Price – The list price for the Product or Service.  
• Unit of Measure – The unit of measure used in charging for the product or service.  
• General Ledger Revenue Code – The GL code associated with the revenue of the Product or Service.  

This is used in exports to provide information to the General Ledger. 
• General Ledger Cost Code – The GL code associated the cost of the Product or Service. This is used in 

exports to provide information to the General Ledger. 
• Check Boxes: 

- HazMat – Indicates the product is a Hazardous Material and requires a DOT shipping name. 
- Non-Inventory Control Item – Inventory level will not be maintained on this item.  
- Sales Tax – Indicates the product or service is subject to Sales Tax.  
- Disable – The item is no longer an active Product or Service. It can still be referenced by an existing 

order but cannot be selected on a new order.   
• DOT Description:  If the product is a hazardous material, type in the proper DOT description.  
• Volume: This is the estimated volume of the product for purposes of loading a truck. This is 

informational only.  
• Weight:  This is the estimated weight of the product for purposes of loading a truck. This is 

informational only.  
• Vendor Table – The Vendor table houses the information regarding the vendors from which the 

Environmental Service Company purchases the product.  Click “Add” to add vendor information. 
Choose a vendor from the drop-down menu and enter the cost per unit the Environmental Service 
Company pays for the product. Click “Save.” 

 

Once all information is entered, click “Save” to complete the Product/Service entry.   
 
 

Billing – Services 
 

Product & Service Type 
This table describes the type of Product and Service.  
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 WASTELINQ is prepopulated with the following types: 
 

• Administrative 
• Transportation 
• Supplies 
• Disposal 
• Equipment 
• Labor  
• Fee 

 
To add a Product or Service type, click “Add” in the top right of the table. Enter the type in the text box, then 
click “Save.” 
 
 

To delete a Product or Service Type, click “Delete” on the row of the type to be deleted.  
 

Product & Service Unit of Measure 
This table describes the unit of measure for Products and Services.  WASTELINQ is prepopulated with the 
following units of measure: 

 

• % 
• Each 
• Per Container 
• Per Day 
• Per Hour 
• Per Load 
• Per Pallet 
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To add a Product or Service Unit of Measure, click “Add” in the top right of the table. Enter the unit of measure 
in the text box, then click “Save.” 
 
 

To delete a Product or Service Unit of Measure, click “Delete” on the row of the unit of measure to be deleted.  
 

Customer Payment Terms 
 

This table describes the payment terms for the customer.  WASTELINQ is prepopulated with the following 
Customer Payment Terms: 

 

• Net 15 
• Net 30 
• Net 45 
• Net 75 
• Net 90 
• On Receipt 
• Paid When Paid 

 
To add a Customer Payment Term, click “Add” in the top right of the table. Enter the payment term in the 
text box, then click “Save.” 

 

To delete a Customer Payment Term, click “Delete” on the row of the Payment Term to be deleted.  
 
Order Type 
Order types allows the company to group orders into different categories to help with order/revenue 
analysis.  
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WASTELINQ is prepopulated with the following Order Types: 
 

• Bulk 
• Delivery Only 
• Packaged 
• Project 
• Transportation Only 

 
To add an Order Type, click “Add” in the top right of the table. Enter the payment term in the text box, then 
click “Save.” 

 

To delete an Order Type, click “Delete” on the row of the Order Type to be deleted.  
 

Accounts Receivable Status 
The Account Receivable Status describes the payment status of invoices.  

 

 WASTELINQ is prepopulated with the following Accounts Receivable Status: 
 

• Bad Debt 
• Invoiced 
• Paid In Full 
• Partial Payment  
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To add an Accounts Receivable Status, click “Add” in the top right of the table. Enter the status in the text 
box, then click “Save.” 
 

To delete an Account Receivable Status, click “Delete” on the row of the status to be deleted.  
 

Accounts Payable Status 
The Account Payable Status describes the payment status of a bill.  Note: This function is part of Advanced 
Accounting.  

 
WASTELINQ is prepopulated with the following Accounts Payable Status: 

 

• Bill In Review 
• Bill Received 
• Paid 
• Reconciled 

 

To add an Accounts Payable Status, click “Add” in the top right of the table. Enter the status in the text box, 
then click “Save.” 

 

To delete an Account Payable Status, click delete on the row of the status to be deleted.  
 

Order Delay Reason 
The Order Delay Reason is used on an order to note the reason for a delay in completing the order.  

 
WASTELINQ is prepopulated with the following Delay Reasons: 

 

• Profile Pending 
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To add an Order Delay Reason, click “Add” in the top right of the table. Enter the reason in the text box, 
then click “Save.” 

 
To delete an Order Delay Reason, click “Delete” on the row of the reason to be deleted.  

 

Cost Category 
The Cost Category table describes the various categories to group cost. This is used in orders under the 
Costs tab to categorize the various costs against an order.  

 

 
WASTELINQ is prepopulated with the following Cost Categories: 
 

• Disposal 
• Supplies 
• Transportation  

 
To add a Cost Category, click “Add” in the top right of the table. Enter the category in the text box, then click 
“Save.” 
 
To delete a Cost Category, click “Delete” on the row of the category to be deleted.  
 
Billing – Transportation 
The Billing – Transportation tab helps define most of the billing items relating to Transportation services.  
 

Transportation Billing Rates 
The transportation billing rates table defines the various units used in billing transportation services. This 
is used in the Service Profile for Auto Generate functionality.  
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WASTELINQ is prepopulated with the following Transportation Billing Rates: 
 

• Bulk-Hour (CM)  
• Bulk-Hour VacTrk (TT)  
• Bulk-Trip (CM)   
• Bulk-Trip (DT)   
• Bulk-Trip (TT)  
• Bulk-Trip VacTrk (TT)  
• Empty Drum  
• Empty Tote  
• Package - Container  
• Package - Flat Rate  
• Package - Pallet (202) 

 

 
 
 

To add a Transportation Billing Rate, click “Add” in the top right of the table. Enter the following in the popup: 
 

• Transportation Type Description – The name or description of the type of transportation. 
• Product Service Code – Products and Services code that is associated with type of transportation. 
• Bulk Only – Click Yes or No if the transportation type is bulk only. 
• Package Only - Click Yes or No if the transportation type is packaged only. 
• Inactive – Click Yes, if the rate is inactive, or No, if the rate is active.   

  

Adm
ini

str
ato

r G
uid

e



 

34 | P a g e  
 

 

    

To edit an existing Transportation Billing Rate, click on the Transportation Type Description and complete 
the questions listed above.  
 

To delete a Transportation Billing Rate, click “Delete” on the row of the rate to be deleted.  
 
 
 
 

Note – If a Transportation Billing Rate has been used in an order, it is best to make the Transportation Billing Rate 
inactive to preserve data integrity.  
 

 
Transportation – Container Size Conversion  

 

The Transportation Container Size Conversion table defines the billing conversion rates of containers based 
on a 55-gallon drum.   

 
WASTELINQ is prepopulated with the following conversion table: 

 

 
To add a Container Size Conversion, click “Add” in the top right of the table. Enter the following in the popup: 

 

• Transportation Product Codes – Products and Services code that is associated with type of 
transportation. 

• Container Size – Size of the container. 
• 55 Base Conversion – The rate of conversion based on 55-gallon drum. 
• Type – The type of transportation rate. 

 
To edit an existing Container Size Conversation, click on the Transportation Product code and complete the 
questions listed above.  

 

To delete a Container Size Conversion, click “Delete” on the row of the conversion to be deleted.  
 

Washout Type 
The Washout Type table defines the types of washouts that can be added to an order. This Washout type 
is assigned to a profile in the Service Profile and is part of the Auto Generate functionality.   
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To add a Washout Type, click “Add” in the top right of the table. Enter the following in the popup: 

 

• Washout Type Description – Description of the type of Washout. 
• Product Service Code – Products and Services code that is associated with type of transportation. 
• Inactive – Click Yes, if the rate, is inactive or No, if the rate is active.   

 

To edit an existing Washout Type, click on the type and complete the questions listed above. To delete a 
Washout Type, click “Delete” on the row of the type to be deleted.  

 
Billing – Service Profile 
 

The Billing - Service Profile associates an item from the Service Profile to a product and service code.  This 
plays a key role in the Auto Generator function on orders and the service profile.  
 

 
In each category, choose the appropriate product and service from the drop-down menu. Once all are 
populated, click “Save.” 
 
 
 
 
 
 
 
  

Adm
ini

str
ato

r G
uid

e



 

36 | P a g e  
 

 

    

Billing – Financials 
The Billing – Financials tab establishes sales tax categories.   

 
To add a Sales Tax item, click the “Add” button on the right. Enter the Type and Default rate, then click “Save.”’ 
 
To edit an existing Sales Tax Item, click on the Name/Type of the item to be edited.  Make the appropriate 
changes, then click “Save.” 
 
To delete a Sales Tax Item, click the “Delete” button associated with that item.   
 
The Custom Fee box allows the Company to add a custom fee to be applied to the entire invoice or only on 
disposal.  Type the name of the Custom Fee in the text box.  

 
The rate for the Custom Fee is established in the service profile within the Generator account under Service 
Profile.  Here the rate is entered along with the choice of applying the fee to the entire invoice or only to the 
disposal cost.  A generator can also be exempted from the fee by clicking the “Exempt” check box. The fee 
will now show up on an order and invoice. 
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MATERIAL MANAGEMENT 
 

The Material Management tab is a critical part of the WASTELINQ application functionality. 
 

PROCESS CODE 
This section houses all the process codes that define how and where waste is managed.      

 

Process Code Disposal Method  
 

The Disposal Method Lookup List defines various methods of waste disposal or material management for final 
disposition and processing of waste and recycle materials.  WASTELINQ provides a prepopulated list of 
common disposal methods, but the list is fully configurable by the user.   
  

To add a disposal method, click the “Add” button on the right side of the table. Enter the disposal method in 
the text box, then click “Save.” 

 
To delete a disposal method, click the “Delete” button on the row of the disposal method. To delete all 
disposal methods in the table, click the “Select All” check box, then click “Delete.” 
 
Waste Types 
The Waste Types define the various types of waste and are associated with the Process Codes. WASTELINQ 
is prepopulated with a list of common Waste Types.   
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To add a waste type, click the “Add” button on the right side of the table. Enter the waste type in the text 
box, then click “Save.” 

 
To delete a waste type, click the “Delete” button on the row of the waste type. To delete all waste types in 
the table, click the “Select All” check box, then click “Delete.” 
Process Codes 
 

Process Codes Look Up List provides for the association of Waste Types and Disposal Methods, the 
designation of TSDF’s and allowable packaging (Container Type & Size) for a given material.  TSDF Processing 
Cost and List Pricing data is also provided for in the Process Code for each method of shipment and unit of 
measure.  Process Codes are ultimately used in Material Profiles to define the Disposal Requirements, 
Shipment Methods and Pricing Information.  
 

WASTELINQ provides a prepopulated list of common Process Codes, but the list is fully configurable by the 
user.  The Screen Displays below illustrates each of the elements that go into defining a Process Code and 
how they are ultimately used in the Material Profile. To Search the process code table, type in the process 
code or key words into the Search box at the top of the table.  
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To add a process code, click the +Add a Process Code in the top right corner of the table. Add a process code 
by filling in the following fields: 

 

• Process Code – Typically a process code is combination of numbers and/or letters that have some 
significance to the type of waste and disposal method.  

• Waste Type – Choose the Waste Type from the drop-down menu. This drop-down is populated from 
the Waste Type table.  

• Waste Category/Examples – Enter examples of the waste or material. 
• Disposal Method – Choose a Disposal Method from the drop-down menu. This drop-down is 

populated from the Disposal Method table.  
• Specific Gravity – Enter an average Specific Gravity for this type of waste.   
• General Ledger Cost Code – Enter the GL Code for this waste material. 
• General Ledger Revenue Code – Enter the GL revenue code for this waste material.  
• Grade – If applicable, a Grading Criteria Definition can be associated with a Process Code to allow for 

the grading of each container that is assigned a given Process Code in an Order.  The Grading Process 
allows for the assignment different disposal pricing/cost to a container based on Grade (e.g.. Sludge 
in Fuel).Grading criteria is established in the Grades section under the Material Management section.   
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• Status – Choose a status of the Process Code from the drop-down – Active or Inactive. A process code 
must be Active in order to be added to a Profile.  If a process code is no longer needed, it is 
recommended to change the status to “Inactive” to preserve any historical data associated with the 
Process Code.  An inactive process code cannot be used in a profile or order. 

• Sales Tax – Click the Sales Tax check box if the type of waste is subject to Sales Tax.  
 

Process Code and Pricing Information 
 

The Process Code and Pricing information table within each process code associates all the approved TSDF’ 
that this type of waste can ship to and defines the acceptable container types and sizes.  
It also houses cost information for that waste type to each TSDF and allows the Company to establish a list 
price.  The information within this table is used in Profiles and Orders.  

 

 
To add a TSDF, click the “Add” button on the right side of the table. Enter the following information for each 
field: 

  
• Final TSDF - Choose the TSDF from the drop-down menu.  The drop-down menu is populated from 

the Disposal Facility table under the Vendors tab in the Set-Up Tools. If a TSDF is not in the drop-
down menu, return to the Vendors tab to enter the Disposal Facility information.  

• Vendor Process Code – Link the process code from the final TSDF to this Process Code by entering it 
into this field. 

• Container Type – Choose the container type from the drop-down menu. *Note – One container type 
and size per TSDF line. 

• Container Size – Choose the container size and units from the drop-down menus. The choices for 
container size are determined by the Container Type. 
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• Cost Basis – From the drop-down menu, choose the cost basis by which the TSDF will bill this 
waste/material.  

• Cost – Enter the cost charged by the TSDF for this container type and size. 
• Min Cost – If applicable,  enter the minimum cost the TSDF charges for this container type and size.  
• Price Basis – From the drop-down menu, choose the price basis by which the Environmental Service 

Company will bill its customers for this waste/material.  
• List Price – Enter a List Price to charge customers for this waste/material.  
• List Minimum – If applicable, enter the minimum price to charge customers for this waste/material 

in this container type and size.  
• Click “Save.” 

 

Repeat this process for every container type and size for each TSDF.  
 
 

After changes are made to the process code page/table, click “Save” at the bottom of the page.  

 
 

GRADE 
 

Grading Criteria Definition can be associated with a Process Code to allow for the grading of each container 
that is assigned a given Process Code in an Order.  The Grading Process allows for the assignment different 
disposal pricing/cost to a container based on Grade (e.g.. Sludge in Fuel). 
 

 
 

To add grading criteria, click the “Add” button at the top of the table.  Enter the Grade name in the text box 
and click Save.  Repeat this process for each Grade.  
Note – Grading criteria can be established for different materials such as used oil and paint waste.  
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Once the grade categories have been established, a series of qualifying questions can be added for each 
grade. To add a question, click “+Add New Question” at the bottom of the screen.  Double click the text box 
and enter the question.  Click out of the text box to save the question.  To add answer choices, click “+Add 
Choice” under the question.  Double Click the text box to enter the answer choice.  Click X to remove any 
entries not needed.  Continue this process until all questions and answers have been entered. Click “Save” to 
save all changes.  
 

 

The Grading Criteria will now be available within an order under the Weight/Grade section for that order. 
This section allows for a manual entry of the grades.  In addition, Grading functionality is included in Advanced 
Waste Tracking scanner functionality.  
 

 

VENDORS 

The Vendors Tab houses information about vendors, including disposal facilities, transporters, suppliers, etc.  
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The tab is divided into two lists, Vendors and Disposal Facilities. 
 

• Disposal Facilities – all disposal/recycling facilities to which the company sends waste/material.   
• Vendors- all non-disposal facility vendors.  

 
VENDORS 
The Vendors list houses all non-disposal facility vendors.  

 
To add a Vendor, click the +Create a Vendor button on the right side of the page.  Complete the Add Vendor 
form fields: 
 

• Vendor Name 
• Address  
• Phone 
• Email 
• Website 
• Attach Documents 
• Vendor Contacts 

Documents - This function allows for documents such as vendor contracts, price sheets, etc. to be uploaded. 
The documents will be housed in the Documents module in a file for that Vendor.  
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To attach a document, click the “Choose Files” button. Choose the file from the appropriate documents 
folder, then click “Upload.”  To view the uploaded document, click View Files or go to the Documents module 
folder for that Vendor.  
 

Add Vendor Contacts by clicking “Add” in the right side of the Vendor Contacts grid.  To add a contact that 
already exists in WASTELINQ, search for the name in the Search box and click on the name.  To add a new 
contact, click “Add New” and complete the information requested.  Click save once all contact information 
has been entered.  
  

 
Once all Vendor information in added, click “Save.”  To view or edit information for an existing vendor, click 
the underlined Vendor Name.  
 
DISPOSAL FACILITIES 
 

The Disposal Facilities tab lists all disposal facilities to which the Environmental Service Company sends waste.  
The information provided here will carry over into process codes, profiles, and order paperwork.    
 

 
 

To add a disposal facility, click “+Create a Disposal Facility” on the right side of the table.  
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Complete the following information: 
 

• Facility Name 
• Profile Approver – The profile approver box identifies the user that can approve the profile. This is 

for WASTELINQ approvals only.  This is not a required field, but it can be used to restrict who can 
move a profile designated for this disposal facility to Approved Status. 

• Portal Default – For Portal users only.  Check this box to add the disposal facility to the approved 
disposal facility lists within the Customer Portal.   

• Address 
• State ID (if applicable) 
• EPA ID 
• Phone/Fax/Email 
• Status – The status box allows for a disposal facility to be marked as  

 

- Active – The facility is approved to ship waste to. 
- Inactive – The facility is not approved to ship waste to.  This facility will not be able to be added 

to Process Codes or profiles.  
- Pending – The facility is in the process of being approved. This facility will not be able to be added 

to Process Codes or profiles until the status becomes Active.  
 

• Audit Approved – Choose the person who approved the audit from the drop-down menu. This person 
must be listed in the Company Personnel table to be available in the drop-down.  

• Attach Supporting Approval Documents -  Attach any documentation (i.e. - approvals and price lists) 
by clicking “Choose File” and selecting the document from the files.   The files will be stored in the 
Documents module in a folder for this Disposal Facility.  

• Additional Information Form – If applicable, choose the disposal facility from the drop-down menu.  
This will add additional profile questions needed to complete that disposal facility’s profile. 

• Contacts – Add any contacts associated with the disposal facility by clicking “Add” in the right side of 
the Contacts table.  To add a contact that already exists in WASTELINQ, search for the name in the 
Search box and click on the name.  To add a new contact, click “Add New” and complete the 
information requested.  Click save once all contact information has been entered.  
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Once all Disposal Facility information is entered, click “Save.”   To view or edit information on an existing 
disposal facility, click the underlined Vendor Name.  

Once a Disposal Facility has been used in a profile/order, it can no longer be deleted.  Instead, change the 
status of the disposal facility to “Inactive” to preserve data integrity of all orders shipped to the disposal 
facility.  

PORTAL 

The Portal tab is available if the Environmental Service Company purchased the Portal/Workflow Modules.  See 
the Portal User Guide for more details.  

WORKFLOW 

Coming Soon! 

DATA EXPORT 

The Data Export Tab houses various files to export for review.  To download a file, click on “Download XLSX file” 
and save the document. Once downloaded the document can be edited to show the desired data.  
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LOGGED IN USERS 

The Logged-In Users tab shows all users currently logged into the system.  The system allows the administrator 
to “Force Logout” of the users in the system in the case the user forgot to log out.  

USERS 

The Users Tab is a function of the Super Administrator log in.  See the Super Administrator User guide. 

PRINT OPTION 

The Print Option tab allows the user to adjust the printing margins for the Hazardous Waste Manifest. 
WASTELINQ has preset margins but allows for editing.  

 To change a setting, type in the adjust the pixels listed for the x coordinate (left/right) and the y coordinate 
(top/bottom) as needed until the alignment is correct for the document and printer.  More information on 
printer configuration can be found on our Support Site at www.wastelinq.com. 
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Thank you for choosing WASTELINQ Enterprise!  
 
 
 

For additional help, please visit us at www.wastelinq.com and click Support from the menu or go 
directly to https://wastelinq.com/support.  
 
 

Resources include: 
 

• Full user guides for all WASTELINQ products 
• The WASTELINQ Knowledge Base: A forum for asking questions, receiving answers, and 

reviewing the accumulated experiences of the WASTELINQ user community 
• Access to the WASTELINQ Help Desk support system 
• Training videos and information about future releases 

 
 
To view the Professional Services offered by WASTELINQ, please visit: 
 https://wastelinq.com/professional-services/ 
 
 
To review the WASTELINQ Privacy Policy, please visit: 
 https://wastelinq.com/privacy-policy/ 
 
 
To review WASTELINQ’s standard Service Level Agreement, please visit: 
 https://wastelinq.com/legal/ 
 
 
To contact WASTELINQ directly, please use one of the following routes: 
 

• E-mail us at info@wastelinq.com 
• Call us at 1-888-962-7799 
• Use the contact form at https://wastelinq.com/contact/ 
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