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GN4: Section 2 – System 
Management 

 

2.1. Introduction 
 

This guidance note is intended to provide an overview of the functions of the 
“Management” section within the “Data Manager” part of the WDF website. 
The Management drop-down contains the following options: 
 

• User Administration; 

• Change password; 

• Authority Administration; 

• Selection List; 

• Material List; and 

• My Authorities. 
 
The options available to you will vary depending on your access rights, as 
shown below. 
 
Figure 1: Management section options 

  
LA Admin 
User 

LA Data 
Entry User 

LA Report 
Only User Public User 

User Administration ✓ ✓   

Change password ✓ ✓ ✓  

Authority Administration ✓ ✓   

Selection List ✓ ✓   

Material List ✓ ✓   

My Authorities ✓ ✓ ✓  

 

2.2. User Administration 
 
When you arrive at the User Administration page you will be presented with a 
list of users that you are responsible for managing. If you have the required 
permissions as a Local Authority Administration User (LA Admin User), you will 
be able to edit an existing user for your local authorities, add a new user up to 
Data Entry level, and issue new passwords.  
 
Figure 2: The User Administration page 
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2.2.1. Edit an existing user 

 
A LA Admin User can edit an existing WasteDataFlow user (up to Data Entry 
level) for the Authority(s) they are responsible for by clicking on “Edit” next to a 
user’s details. 
 
Depending on the Admin User’s editing rights, they will then have access to a 
range of options from changing their colleague’s user level to allowing access 
to edit facility selection lists. For further details please contact the helpdesk. 
 
Once the required amendments have been made to the user’s profile, click on 
“Update” to apply and save changes. If you need to remove a user who no 
longer uses the system click “Delete”. 
 

2.2.2. Add a new user 
 
A LA Admin User can add a new user (up to Data Entry level) by clicking on 
“Add”. They must then complete the following: 
 
◼ Name; 
◼ User Log-in – this should always be the user's email address; 
◼ Select the required User Levels;  
◼ If applicable, select “Create/Edit local lists” if you want the user to manage 

the material list and facility lists; 
◼ Click on the relevant Levels for the user to receive notifications of return 

level changes (see section 2.5 for more information); and 
◼ Select the data for the user to access (usually Annual Data and Quarterly 

Data). 
 
Once you have completed this, click on “Update”. The User will be sent an 
automatically generated email containing their username and password. For 
details on the email notification system see section 2.5.  
 
Alternatively you can contact the WasteDataFlow Helpdesk to request a 
new user be added. 
 
If you need a new Admin User for your local authority, you will need to arrange 
for an email to be sent by a current Admin User to the WDF helpdesk providing 
details of the person’s name, email address and the level of access they 
require. If they also need to be able to access the separate WasteDataFlow 
Fly-tipping Module, the helpdesk will need authorisation from the Admin User 
for that module, who may be different from the Admin User for the main part of 
WasteDataFlow.  
 

2.2.3. Issuing a new password to a user 
 
An Authority Administrator User can also issue Data Entry users with a new 
password by clicking the “Edit” link next to a user’s details. Once in the user’s 
profile, click on “Password”, and an automatically generated email containing 
the new password will be sent to the user. 
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2.3. Change Password 
 
You will be given an automatically generated password when you register to 
use the “Data Management” section of WDF. This will be made up of a random 
selection of letters and numbers and after you have used this to log onto the 
system, you will need to change this to a password that is known only to you. 
To change your password, go to the “Change Password” option under the 
“Management” section. Enter your old password and then enter your new 
password twice. Then click on “Update”. 
 
This process can also be followed if you think your password may have been 
compromised. You are responsible for keeping your password secret.  

 
2.4. Authority Administration 

 
The “Authority Administration” page gives you access to various centrally 
managed (by WasteDataFlow) details for the authorities you are responsible 
for. This will usually mean there is only one authority in this section; your own.  
 
By clicking the “Edit” button next to the authority, you will be taken to a page 
where you can view this data including a number of code identifiers as well as 
information on your local authority, including Population and Dwelling Stock 
figures, which are both updated annually.  Note that other metrics are listed but 
are no longer updated in WDF.   
 
WDF Tip – As a local authority user you will only be able to view data here, even though 
it is accessed via a link titled “Edit”. This data is managed centrally by WDF and is 
based on published data as per the source reference.  

 
 

Figure 3: The Authority Administration page 
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2.5. Data Level Emails 

 
The “User Administration” and “Authority Administration” pages both contain 
sections relating to sending emails when data reaches specific levels within the 
system.  
 
Figure 4: Automatic notification selection 

 
 
WasteDataFlow can be set up to email users once data has reached a specified 
level as a way of notifying them that the data is now at a point where their input 
may be required. 
 
For local authority users the system can be set up to automatically email in the 
following situations: 
 

• Level 10 – When data moves from Level 0 to Level 10, Data Entry users will 
receive an email to let them know that they have successfully approved the 
data to Level 10.  

 

• Level 20 – When data moves from Level 10 to Level 20, all Admin Users 
associated with the authority will be notified that the data is ready to be reviewed 
and approved to Level 30. Approval requires you to go through any validation 
checks raised online and correct any incorrect data or confirm data are correct 
and add any further information required.  

 

• Level 30 – When data moves to Level 30, the Admin User who authorised the 
data and, if the authority is a WCA, then any WDA Admin User associated with 
that WCA, will be emailed. This confirms that the data has been submitted to 
Level 30.  

 

• Level 35 – When data moves from Level 30 to Level 35, the Admin User who 
authorised the data to Level 30 will be sent confirmation that the data has 
reached level 35. This occurs once the validation process managed by the WDF 
team has been completed. (N.B. Level 35 isn’t used by the Scottish validation 
process: instead data is kept at a lower level until it is published to Level 40). 
 
WDF Tip – You may notice that you have the ability to tick boxes at any level; 
however as a local authority user you will still only receive emails in line with the 
situations listed above.  

 
You can apply these changes to your own profile, or to the profiles of those 
users you manage, via the User Administration page, or to all users in the 
authority (if you are an Admin User), via the Authority Administration page. 
Alternatively, contact the helpdesk for further support.  
 

2.6. Selection Lists 

 
The selection list function on WDF is provided so that you can create lists of the 
facilities where you send your waste for treatment.  
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Other than those required by Scottish LAs, sites that operate under an 
exemption will not appear on the selection list as by their nature these sites are 
exempt from a waste management licence. Information on how to report waste 
tonnages which are sent to exempt facilities is provided below (see section 
2.6.3) and (for English LAs) in the “Question 100 Data Entry guidance; GN63”. 
 
The Environment Agency manages changes to the WDF selection list, including 
adding new facilities and activating and deactivating existing listings. Please 
see the guidance note “EA Selection list update procedure” (which includes an 
email template) to ask the EA to make a change, if needed.  
 
There are two key aspects to consider when populating your selection lists – 
Duty of Care and Final Destinations.  
 
Duty of Care 
 
Local authorities have a Duty of Care for waste, which is laid down in section 
34 of the Environmental Protection Act 1990. Under the duty of care a local 
authority (LA) must ensure that they have made the necessary checks to 
determine who is handling their waste and how it is being kept, treated or 
disposed of. If, for example, a LA is using a reprocessor or a transfer station, 
then the LA must check that the site is licensed to take all the types and 
quantities of wastes being delivered. The LA is also expected to check what 
happens to the waste leaving the facility, including checking that anyone 
transporting, handling, keeping and treating their waste is licensed to do so. 
This extends as far as the final destinations for ALL the waste streams leaving 
the original facility. Further information on the duty of care is available at 
www.gov.uk. 
 
Final destinations 
 
WDF is used to:  
 

• to monitor progress towards national and local targets; 

• to produce National Statistics on municipal waste; 

• to provide an evidence base to guide government policy. 
 
It is important that the facilities handling, treating, sorting, or disposing of 
municipal waste are correctly recorded in WDF.  
 
Local authority waste authorities need to ensure that their waste is being 
diverted from landfill, where possible, and that it is being recycled and 
recovered legitimately. In order to monitor these functions, accurate information 
on the final destination of waste i.e. the name and address of the final 
destination facility where the waste is handled in the UK is important. If waste 
is sent outside the UK (either directly or via an Exporter) it is very helpful to 
record the overseas final destination, where possible, of the material.  
 
Final destinations should be kept updated in the WDF system through 
management of the selection lists and this information should be reported in 
quarterly returns.  
 

https://www.wastedataflow.org/documents/guidancenotes/Specific/GN63_Question_100_Data_Entry.pdf
https://www.wastedataflow.org/documents/guidancenotes/Specific/EA_Selection_list_update_procedure.pdf
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2.6.1. Creating/Editing Selection Lists 
 
Local authorities manage their own lists of facilities for use in Q100 based on 
the entries in the WDF Facilities list. Once set up, these facilities become 
available to use in Q100. 
 
You can edit your own facility lists for the following sub-sections: 
 

• Recycling Destinations (for Q019 & Q100): 

• Reuse Destinations (for Q035 & Q100): 

• Waste Treatment and Disposal facilities (Q051 to Q065 & Q100): and 

• Transfer stations (Q051 to Q065 & Q100). 
 

 

WDF Tip – To be able to edit selection lists, your account must have the “Create/Edit 
Local Lists” option within your user account settings ticked. See section 2.2.2.  

 
To edit your facility lists, chose the “Selection Lists” option from the 
“Management” menu. Initially the screen does not show the contents of a list.   
 
Figure 5: The Selection List page 

 
 
The drop-down at the top of the page: “Please select a list to edit” shows you 
the lists you can manage. Only one list can be amended at a time. Once 
chosen, the “Selected Facilities” box will populate with your existing list. 
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Figure 6: Selected facilities 

 
 
The table displays details about each facility including its address, licence 
number, type designation and whether it is currently active on the national list. 
If the facility is not currently active on the national list it will be displayed in red 
text (see section 2.6.2). If it has been locked the listing will be shaded in red. 
You will not be able to roll up your return if a locked facility has been used. See 
section 2.6.2 below for further details.   
 
WDF Tip – It is possible for a facility to carry out a number of functions, for example to 
be a MRF and a Transfer Station. However the system will only show one designation 
per facility. 
 

Removing facilities from a list 
 
You can edit the facilities list by adding or removing facilities. To remove a 
facility already on your list, select the tick box in the “Selected Facilities” and 
then click “Remove Facilities”. You can remove multiple facilities by selecting 
multiple boxes.  
 
Figure 7: Removing facilities from the selected list 
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Adding facilities from a list 
 
To add new facilities to your list, you need to use the “Facility Search” 
function, at the bottom of the selection list page. 
 

Figure 8: Facility search 

 
 
There are several search criteria that you can use. Any combination of one, 
more or all of these can be used at once, with most facilities identifiable with a 
combination of Name and Postcode.  
 
WDF Tip – Using more detail in your searches can avoid having to scroll through pages 
of returns. For example, searching only against the name of some of the big waste 
management companies can return over 150 results. You may also have success from 
breaking a name down, for example, if searching against an address of “Crosshill 
Road” doesn’t return your facility, try “Crosshill” (without the Road) or simply “Cross”. 

 
Once you have entered the search criteria you wish to use, simply press the 
“Go” button, (pressing “Enter” won’t work). Your search results are shown just 
below the “Facility Search” section.  
 
Figure 9: Search results 

 
 
The search results can be sorted by clicking on the column heading, (Facility 
name, Licence, Post Code etc). Either from lowest to highest entry, (shown by 
an upward pointing arrow next to the heading) or from highest to lowest (shown 
by a downward pointing arrow).  
 
Depending on the number of results returned and your screen resolution, only 
the first 10 or so search results will be displayed. To move to the next group of 
results, scroll to the bottom of this list and select the results page you wish to 
view. 
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To add a facility to your list, tick the box next to the details and then press the 
“Save” button. You can then press “Reset Search” to search for the next facility 
you wish to add. 
 

WDF Tip – If you move away from the page before pressing “Save” any searching and 
selecting of facilities will be lost. There will be no prompt for this. However, if you try to 
load another list you will be prompted to “Save” and that if you do not you will lose any 
unsaved changes.    

 
2.6.2. Active, Inactive and locked Facilities 

 
The National Facility List never has a facility deleted. Old facilities are simply 
flagged as inactive and after a period (12 months for England and Wales, 18 
months for Northern Ireland and 20 months for Scotland), are “Locked”. This 
ensures that data entered in historic periods is never orphaned as a result of 
the site no longer existing on the system, whilst also identifying where sites are 
no longer active and should not/cannot be used. 
 
The status of a site can be identified on the selection list page and in Q100. On 
the selection list page, inactive sites are marked with “N” in the “Active in Nat 
Lists” column. Locked sites are shown with a “Y” in the “Locked” column. 
 
The default facility search on the selection list page is set to only look for active 
sites. Therefore unless you change this setting it may be that you can’t find a 
facility because it is inactive. Waste should not be going to a facility that is 
inactive. However, to enable a full searching capability there is an option to 
search under “both” active and inactive facilities. This is via the “Active on 
National Lists” drop-down. 
 
Figure 10: An inactive facility 

 
 
Locked facilities will not be returned by the facility search, no matter the setting 
on the “Active on National Lists” drop-down, however it may be that there are 
some locked sites within your selection list if they were added prior to them 
being locked. As returns cannot be rolled up if they contain locked sites it is 
best practice to remove them from your selection list. 
 
Figure 11: A locked facility 

 
 
In Q100, when you click on the “Select” link in a facility node’s “Waste Details” 
box, the “Select Facility” box appears. By default, it does not return locked 
facilities, but you can include them in the search if you wish. If you do, they are 
identified by red text and highlighted in light red.  
 
WDF Tip – you will not be able to roll up your return if a locked site is being used in 
Q100.  
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2.6.3. Facilities not on the list 

 
If you cannot find the facility you are looking for after trying a number of different 
search criteria it may be that the site holds an exemption licence for its activities. 
In this case you will need to record the tonnage against the “Other/Exempt” 
facility, (NB for Scottish LAs, please contact SEPA before using this facility 
type). It is likely that “Other/Exempt” is already on your established list, however 
if it is not you can find it by searching on “Other/Exempt” in the facility name 
box. If reporting tonnages against other/exempt facilities you should always 
ensure that the Address details box is completed with the name of the facility, 
the address, and postcode.  
 
If an English site you believe to be licensed is not present on the selection list, 
please contact the EA using the email template in the EA Selection list update 
procedure guidance note on the England Guidance page of the WDF website. 
In the meantime you should report this tonnage using the facility: 
“Other/exempt” and ensure that the Address details and comments boxes are 
completed with the relevant facility details.   
 
WDF Tip – When using “Other/Exempt”, you will need to enter a description in the 
“Waste Details” box, including the facility name, address and postcode. Further 
information such as the licence number of the site can be included in the comments. 
Note: Address details are carried over when a previous Q100 tree is uploaded to a 
new quarter’s return but the comments are not.  
 

2.7. Material Lists 
 

Several of the questions completed quarterly in WasteDataFlow relate to 
specific materials such as different grades of plastics, types of cans, colours of 
glass, food waste, or garden waste. 
 
There are currently almost 70 different material categories against which data 
can be recorded in WasteDataFlow but it is unlikely that you will need to have 
all of them displayed all the time. To reduce the amount of scrolling you have 
to do, you can create a personalised list containing only the categories you use 
regularly. 
 
WDF Tip – if you are entering data for an English LA, please do not record any 
tonnages against the material category of “Aggregates”. It’s a good idea to exclude 
this from your Material List.  
 
To access the list, select “Materials List” from the Management menu.  
 

https://www.wastedataflow.org/documents/guidancenotes/Specific/EA_Selection_list_update_procedure.pdf
https://www.wastedataflow.org/documents/guidancenotes/Specific/EA_Selection_list_update_procedure.pdf
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Figure 12: The Materials List page 

 
 
The materials list page contains a full list of the materials which can be selected 
to appear on your personalised lists. To remove any materials you no longer 
use, untick the box next to it, whilst ticking any new ones not currently shown. 
Once complete, make sure you click the “Save” button at the bottom of the list, 
(confirmation of Save is given by a red message under the button once 
pressed). If you navigate away from the page without saving your changes will 
be lost. 
 
By default the material specific questions (e.g. Qu10) will now display your 
defined list.  
 
WDF Tip – The list of selected materials is for the authority for which you currently 
enter data. If you enter data for several authorities you will be able to construct a 
different list for each authority. Any other users who enter data for the authority will 
also see the same list of default materials. 

 
It is possible to make the question show the full list of materials at any time by 
clicking the “show all materials” button in the upper right hand corner of the 
question, (circled in the screenshot below). 
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Figure 13: An example of a personalised material list and show all materials option 

 
 

2.8. My Authorities 

This section allows you to create and manage groups of authorities which you 
may wish to regularly report against within the Summary Reports section of 
the website.  
This functionality is covered in detail in the WDF System Manual Section 5 – 
Reporting.  
So now you know how to manage and set up your WDF users, selection lists 
and materials lists. Now it is time to start entering data. Guidance on this is 
covered in the WDF System Manual Section 3 – How to Enter, Authorise and 
Validate Data.  
 

https://www.wastedataflow.org/documents/guidancenotes/SystemManual/GN4_Section_3_WDF_Manual_Enter_Authorise_Validate_Data.pdf
https://www.wastedataflow.org/documents/guidancenotes/SystemManual/GN4_Section_3_WDF_Manual_Enter_Authorise_Validate_Data.pdf

