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0) General Introduction
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The Smart Waste Management Tool (建築廢料智慧管理工具) is a web portal that digitalises input, analysis, 

validation and storage of C&D waste data on construction sites. 

Daily Record Summary

• Allow client/ consultant and 

contractor to input, review 

and approve daily disposal 

records

• Support data validation and 

error detection

Waste Forecast Table

• Update waste forecast

• Suggest waste reduction 

strategies and tips based on 

forecast

Analytics & Dashboard

• Visualise waste disposal 

data for easy monitoring and 

tracking 

• Provide industry benchmark

Monthly Waste Flow 

Table 

• Consolidate daily record to 

compile the monthly 

summary

• Support submission to 

iBEAM (for BEAM+ projects)

Smart Waste Management Tool

Waste Management 

Plan

• Provide waste management 

plan template

• Support submission to 

iBEAM (for BEAM+ projects)

Monthly Report

• Support submission to 

iBEAM (for BEAM+ projects)
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Functional modules

Users

Contractors Consultant/ Client

Foreman Environmental Officer
Environmental 

Manager

Clerk of 

Works

BEAM 

       Pro

1. Daily Record Summary

Input data and 

upload 

documents

Input data, upload 

documents and review
View

Review and 

approve
View

2. Monthly Waste Flow 

    Table

Upload 

documents

Input data, upload 

documents and review
View

Review and 

approve

View and share 

with iBEAM

3. Waste Forecast Table -

Input forecast table and 

obtain good practice 

tips

Review View View

4. Waste Management 

    Plan
-

Download template and 

upload waste 

management plan

Review View
View and share 

with iBEAM

5. Monthly Report - Upload monthly report Review View View

6. Analytics & Dashboard -
Analyse and 

benchmark

Analyse and 

benchmark
-

Analyse and 

benchmark

Serves as admin to set up project and add users 

to the project

Tool Functions and Roles
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Login (1/2)

Input user email

Input password

Click to login

Click to reset password
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Login (2/2)

Login to your email mailbox 

and copy the one-time 

password

The tool will send a one-

time password to your 

email mailbox

Insert the one-time 

password, the tool will 

redirect to the home page
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Navigation (1/2)

Daily Record Summary

Monthly Waste Flow Table

Waste Forecast Table

Waste Management Plan

Daily Record Item

Select project

Select contract

Dashboard

Home page

Notifications

Project settings (for 

Environmental Officer/ 

Environmental Manager only)

User settings Sign out

Monthly Report
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Save record

Delete record

Section navigation

Comments

Record history

Navigation (2/2)
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Record Status (Chit Record)

Pending to be included in DRS

Completed

Rejected

Included in DRS
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Record Status (Daily Record System)

Drafting

Pending for review

Approved Part 1

Approved Part 2
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Notifications

Click on a notification 

to view the record

Filter 

notifications

Mark all 

notifications as read

Show all 

notifications



1) Project and User Set-up

1.1 Project Application

1.2 Account Activation

1.3 Invite Users to Organisation

1.4 Create Project

1.5 Invite Users to Project

1.6 Remove Users from Project



14Arcadis | User Guide for Smart Waste Management Tool

Fill in and Submit Application Form (1.1)

Step 1: Fill in the 

application form 

according to the 

instructions

Step 2: Submit the 

application form to 

smartwaste@cic.hk for 

review and approval

Step 3: Once the 

application is approved, 

an email will be sent to 

your mailbox to activate 

your account. Refer to the  

next page to activate your 

account

Organisation Admin

mailto:smartwaste@cic.hk
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Activate Account (1.2.1) All Users

Step 1: After receiving the 

activation email, click 

“Activate Account”

Step 2: Click to set up 

your account password
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Activate Account (1.2.2) All Users

Step 3: Enter your 

password and re-enter 

your password, then click 

“Next”

Password requirements

Step 4: Click to continue, 

the activation process is 

complete. Please use this 

link to login

https://smartwaste.cic.hk/
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Invite Users to Organisation (1.3) Organisation Admin

Step 1: Click on 

“settings”

Step 2: Click on “My 

Organisation”

The messages 

indicate the 

user has been 

successfully 

invited

User Role Title

EO Environmental Officer

CoW Clerk of Works/ RSS

FM Foreman

EM Environmental Manager

Step 3: Scroll to the bottom of the 

page, input the user’s information 

and select the correct user role 

from the dropdown

Step 4: Click to confirm
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Create Project (1.4.1) EO/EM

Step 1: Click on 

“settings”

Step 2: Click on “My 

Organisation”

Step 3: Click 

“Create”
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Create Project (1.4.2) EO/EM

Step 4: Input all fields 

accordingly, the fields 

indicated on the right are 

compulsory

Step 5: Click to 

create the 

project

The project has 

been created

If project information has to be 

edited after project creation, 

please contract support
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Add Users to Project (1.5) EO/EM

Step 1: Click on 

“settings”

Step 4: Click to 

add the user

Step 2: Click on “My 

Organisation”

Step 3: Type the user’s 

name to select the user 

from the dropdown

Users added to the 

project are shown here
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Delete Users from Project (1.6) EO/EM

Step 1: Click on 

“settings”

Step 2: Click on “My 

Organisation”

Step 3: Click to 

remove the user 

from the project



2) Daily Record 

Summary (DRS)

2.1 Submit Chit Records (Batch Create)

2.2 Submit Chit Records (C·Easy)

2.3 Submit DRS Part 1

2.4 Resubmit DRS Part 1

2.5 Approve/ Reapprove DRS Part 1

2.6 Submit DRS Part 2

2.7 Approve/ Reapprove DRS Part 2

2.8 Export DRS
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For input of Chit tickets

For consolidating all Chits 

for the date of disposal

Steps to prepare a DRS
Go to “Chit Record”

Input Chit tickets for e.g., 01-01-2023 

Go to “Daily Record Summary”

Create DRS for 01-01-2023 

Chit records will automatically appear in 

this DRS – Part 1

Submit Part 1 for approval

(When EPD transaction records are 

available) Open DRS for 01-01-2023 again

Click to autofill DRS Part 2

Submit Part 2 for approval
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Submit Chit Records (Batch Create) (2.1.1)

Step 1: Click “Chit 

Record"

Step 2: Click 

“Create"

Foreman / 

Environmental Officer
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Submit Chit Records (Batch Create) (2.1.2) Foreman / 

Environmental Officer

Step 4: Select 

inert/ non-inert

Step 5: Select 

designated disposal 

ground

Step 3: Select the date of 

disposal, or click “current time” 

to select the date of today

Step 6: Click 

to proceed
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Submit Chit Records (Batch Create) (2.1.3)

Step 9: Input or select data for all 

columns and rows. 

Step 8: Click to 

delete the row
Step 7: Click to add rows Step 10: Indicate the 

area of the project site 

the waste is generated 

from (optional)

Step 11: Click 

to proceed

Foreman / 

Environmental Officer
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Submit Chit Records (Batch Create) (2.1.4)

Step 12: Click to 

sign

Step 15: Input signature

Step 16: Click to submit

Step 13: Click to select 

users to assign (optional)

Foreman / 

Environmental Officer

Step 14: Click to select/ 

remove users to notify 

(optional)
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Submit Chit Records (Batch Create) (2.1.5)

Chit tickets have been 

successfully submitted

Repeat steps 1-16 to 

submit other Chit tickets

Foreman / 

Environmental Officer
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Submit Chit Records (C·Easy) (2.2.1)

Step 1: Click “Chit 

Record"

Step 2: Click 

“C·Easy "

Step 3: Click to upload .csv 

file exported from C·Easy

Foreman / 

Environmental Officer
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Submit Chit Records (C·Easy) (2.2.2)

Step 4: Data from 

the file is imported

Step 5: Click 

to proceed
Input other data manually 

in Daily Record Summary 

Part 1 (2.3)

Foreman / 

Environmental Officer
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Submit Chit Records (C·Easy) (2.2.3)

Step 6: Click to sign

Step 9: Input signature

Step 10: Click to submit

Step 7: Click to select 

users to assign (optional)

Foreman / 

Environmental Officer

Step 8: Click to select/ remove 

users to notify (optional)
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If the C·Easy export does not include all 

Chit tickets, follow the procedures here to 

submit Chit tickets manually

Submit Chit Records (C·Easy) (2.2.4)

Chit tickets have been 

successfully submitted

Foreman / 

Environmental Officer
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Submit DRS Part 1 (2.3.1)

Step 1: Click "Daily 

Record Summary"

Step 2: Click 

“Create"

Foreman / 

Environmental Officer
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Submit DRS Part 1 (2.3.2)

Step 3: Select the date of 

disposal, click “current time” to 

select the date of today

Step 4: Select 

designated disposal 

ground(s)

This function is temporarily 

unavailable Step 7: Click 

to proceed

Step 5: Insert document link or 

indicate the document storage 

location

Foreman / 

Environmental Officer

Step 6: Click 

“Save” once
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Submit DRS Part 1 (2.3.3)

Step 12: Click 

to proceed

Step 8: Submitted Daily Record 

Items are automatically 

transferred to the DRS

Step 9: If Daily Record Items are 

submitted after the DRS is 

created, click to update the DRS

Step 10: Click to remove 

the Daily Record Item to 

be included in the DRS

Step 11: Select multiple 

rows to exclude in the 

DRS at the same time

Foreman / 

Environmental Officer
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Submit DRS Part 1 (2.3.4)

Step 13: Click 

to sign

Step 16: Insert 

signature

Step 17: Click 

to submit

Foreman / 

Environmental Officer

Step 14: Click to select 

users to assign

Step 15: Click to select/ remove 

users to notify (optional)
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DRS Part 1 has been 

successfully submitted

Submit DRS Part 1 (2.3.5)

Click to view the details

Foreman / 

Environmental Officer
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Resubmit DRS Part 1 (2.4.1)

Click to filter records

Step 1: Click "Daily 

Record Summary"

Step 2: Click “My 

Actions"

Step 3: Click to edit

The record’s status will 

indicate it has been rejected

Environmental Officer

My Actions
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Resubmit DRS Part 1 (2.4.2)

Step 5: Click to 

proceed to resubmit 

the record

Step 4: Edit the data 

as required

Environmental Officer
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Approve/ Reapprove DRS Part 1 (2.5.1) Clerk of Works

Step 1: Click "Daily 

Record Summary"

Step 2: Click “My 

Actions"

Step 3: Click to view 

details
The record’s status will indicate 

it is pending for Part 1 approval

My Actions
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Approve/ Reapprove DRS Part 1 (2.5.2)

Document link/ indication of 

supporting document storage

Step 4: Click 

to proceed

Clerk of Works
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Approve/ Reapprove DRS Part 1 (2.5.3)

Step 5: Click 

to proceed

Clerk of Works



43Arcadis | User Guide for Smart Waste Management Tool

Approve/ Reapprove DRS Part 1 (2.5.4)

Step 6: Click 

to sign

Step 7: Click to 

approve/ reject

Click to expand and 

review submission history

Step 10: Insert 

signature

Step 11: Click to 

submit

Clerk of Works

Step 8: Click to select users to 

assign

Step 9: Click to select/ remove 

users to notify (optional)
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Approve/ Reapprove DRS Part 1 (2.5.5)

The record’s status 

is updated

Clerk of Works
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Submit DRS Part 2 (2.6.1)

Step 1: Click "Daily 

Record Summary"

Step 2: Click “My 

Actions"

The record’s status will indicate 

Part 1 has been approved

Step 3: Click to edit

Click to filter records

Environmental Officer
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Submit DRS Part 2 (2.6.2)

Step 4: Click to proceed

Environmental Officer
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Submit DRS Part 2 (2.6.3)

Step 5: Click to import EPD 

transaction records

A message will pop-up to 

indicate successful data import

Data imported from EPD 

transaction records

The tool will automatically 

check whether the truck is 

overweight

Step 6: Click 

to proceed

Environmental Officer
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Submit DRS Part 2 (2.6.4)

Step 7: Click to sign

Environmental Officer

Step 10: Insert 

signature

Step 11: Click 

to submit

Step 8: Click to select 

users to assign

Step 9: Click to select/ 

remove users to notify 

(optional)



49Arcadis | User Guide for Smart Waste Management Tool

The record’s status 

is submitted

Submit DRS Part 2 (2.6.5) Environmental Officer
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Approve/ Reapprove Part 2 (2.7.1)

Click to filter records

Step 1: Click "Daily 

Record Summary"

Step 2: Click “My 

Actions"

The record’s status will indicate 

it is pending for Part 2 approval

Step 3: Click to view 

details

Clerk of Works

My Actions
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Approve/ Reapprove Part 2 (2.7.2)

Step 4: Click to proceed

Clerk of Works



52Arcadis | User Guide for Smart Waste Management Tool

Approve/ Reapprove Part 2 (2.7.3) Clerk of Works

Data imported from EPD 

transaction records

The tool will automatically 

check whether the truck is 

overweight

Step 5: Click 

to proceed
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Approve/ Reapprove Part 2 (2.7.4)

Step 6: Click 

to sign

Step 7: Click to 

approve/ reject

Click to review 

submission history

Clerk of Works

Step 10: Insert 

signature

Step 11: Click to 

submit

Step 8: Click to select users to 

assign

Step 9: Click to select/ remove 

users to notify (optional)



54Arcadis | User Guide for Smart Waste Management Tool

The record’s status 

is updated

Approve/ Reapprove Part 2 (2.7.5) Clerk of Works
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Export Records (2.8.1) All

Click to download 

individual records

Select multiple records, 

then select “Export 

selected item(s)”



3) Monthly Waste Flow 

Table (MWFT)

3.1 Upload Documents

3.2 Submit MWFT

3.3 Resubmit MWFT

3.4 Approve/ Reapprove MWFT

3.5 Export MWFT
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Upload Documents (3.1.1) Foreman / 

Environmental Officer

Step 1: Click “Monthly 

Waste Flow Table”

Step 2: Click ”Upload”
Step 3: Click to 

upload documents
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Upload Documents (3.1.2)

Step 4: Click to upload documents

Acceptable file format: JPG/ PNG/ PDF

Foreman / 

Environmental Officer
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Upload Documents (3.1.3)

Step 9: Click to 

submit documents

Step 10: Click to 

confirm submission

Step 6: Select the 

waste flow category 

for each document

Step 7: Click to 

upload additional 

documents

Step 8: Click to 

delete the document

Step 5: Select the 

reporting month for 

each document

Foreman / 

Environmental Officer
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Upload Documents (3.1.4)

All documents uploaded are displayed here

Click to edit or delete 

the document

Click to download the 

document

Foreman / 

Environmental Officer
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Submit MWFT (3.2.1) Environmental Officer

Step 2: Click “Create”

Step 1: Click “Monthly 

Waste Flow Table”
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Submit MWFT (3.2.2)

Step 3: Select the reporting month

Step 4: Select the construction stage, 

only one stage can be selected for 

each record

Step 5: Select the reporting unit，
only one unit can be selected for 

each record

Step 6: Click to proceed

Environmental Officer
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Submit MWFT (3.2.3)

Step 7: Input data. All fields are 

compulsory except “Imported Fill”

Click to upload 

additional documents if 

needed

Environmental Officer
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Submit MWFT (3.2.4)

Step 8: Input data. All fields are compulsory

Environmental Officer

Click to upload 

additional documents if 

needed
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Submit MWFT (3.2.5)

Summary of inputted data

Step 10: Click 

to proceed

Step 9: Toggle to lock document 

uploads for this record

Environmental Officer
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Submit MWFT (3.2.6)

Step 11: Tick the box Step 12: Click to proceed

Environmental Officer
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Submit MWFT (3.2.7)

Step 13: Click to 

sign

Record status is 

updated to pending

Environmental Officer

Step 16: Insert 

signature

Step 17: Click 

to submit

Step 14: Click to select 

users to assign

Step 15: Click to select/ remove 

users to notify (optional)
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Resubmit MWFT (3.3.1)

Step 1: Click “Monthly 

Waste Flow Table”

Step 2: Click ”My Actions”

Step 3: Click to 

edit the record

Click to filter 

records

Environmental Officer

My Actions
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Resubmit MWFT (3.3.2) Environmental Officer

Step 4: Edit incorrect data in Part A - B

Step 5: Toggle to “Unlocked” to submit 

additional documents. After editing 

documents, toggle to “Locked” for submission.

Step 6: Proceed 

to resubmit



70Arcadis | User Guide for Smart Waste Management Tool

Approve / Reapprove MWFT (3.4.1) Clerk of Works

Step 1: Click “Monthly 

Waste Flow Table”

Step 2: Click ”My Actions”

Step 3: Click to 

review the record

Click to filter 

records

My Actions
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Approve / Reapprove MWFT (3.4.2)

Step 4: Click to proceed

Clerk of Works
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Approve / Reapprove MWFT (3.4.3)

Summary of C&D materials
Non-inert C&D 

materials generated

Inert C&D materials generated

Step 5: Click 

to proceed

Clerk of Works

Click to view uploaded documents
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Approve / Reapprove MWFT (3.4.4)

Step 7: Click to sign

Clerk of Works

Step 11: Insert 

signature

Step 12: Click to 

submit

Step 9: Click to select users to 

assign

Step 10: Click to select/ remove 

users to notify (optional)

Record status is updated

Step 6: Click 

to proceed

Step 8: Click 

approve/ reject
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Export MWFT (3.5.1) All

Click to download 

individual records

Select multiple records, 

then select “Export 

selected item(s)”



4) Waste Forecast Table

4.1 Submit/ Resubmit WFT

4.2 Export WFT
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Submit/ Resubmit WFT (4.1.1) Environmental Officer

Step 3: Click 

to proceedStep 2: Click “Create”

Step 1: Click “Waste 

Forecast Table”
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Submit/ Resubmit WFT (4.1.2)

Step 4: Click 

to add rows

Step 6: Select or input all 

columns. For estimated quantity, 

fill in either by weight (tonnes) or 

volume (cubic metres) 

Step 5: Click 

to delete rows

Step 7: Based on the 

material and 

management method, 

the tool will suggest 

waste management 

tips
Step 8: Click 

to proceed

Environmental Officer
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Submit/ Resubmit WFT (4.1.3)

Step 9: Click to sign

Environmental Officer

Record is submitted. Repeat steps 1-

13 to submit a new version of the 

Waste Forecast Table

Step 12: Insert 

signature

Step 13: Click 

to submit

Step 10: Click to select 

users to assign (optional)

Step 11: Click to select/ remove 

users to notify (optional)
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Export WFT (4.2.1)

Click to export

Environmental Officer



5) Waste Management 
Plan

5.1 Download WMP Template

5.2 Submit/ Resubmit WMP

5.3 Export submitted WMP
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Download WMP Template (5.1.1) Environmental Officer

Step 2: Click 

“Template”

Step 1: Click “Waste 

Management Plan” Step 3: Click 

to proceed
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Download WMP Template (5.1.2)

Step 4: Select waste mitigation measures for 

construction phase to include in the template
Step 5: Click 

to proceed

Step 6: Select waste mitigation measures for 

operation phase to include in the template

Step 7: Click 

to proceed

Environmental Officer
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Download WMP Template (5.1.3)

Step 8: Click to 

download template

Template is downloaded 

to your device

Environmental Officer
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Submit/ Resubmit WMP (5.2.1)

Step 2: Click “Upload”

Step 1: Click “Waste 

Management Plan”

Step 3: Click to upload 

document

Acceptable file format: PDF

Step 4: Click 

to proceed

Environmental Officer

If a document has been submitted 

previously, click on this button to 

remove the document and upload 

a new document



85Arcadis | User Guide for Smart Waste Management Tool

Submit/ Resubmit WMP (5.2.2)

Step 5: Click to sign

Document is 

submitted

Environmental Officer

Step 8: Insert 

signature

Step 9: Click to 

submit

Step 6: Click to select 

users to assign (optional)

Step 7: Click to select/ remove 

users to notify (optional)
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Export submitted WMP (5.3.1)

Step 2: Click “All 

Records”

Step 1: Click “Waste 

Management Plan”

Step 3: Click 

on the record

Environmental Officer
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Export submitted WMP (5.3.2)

Step 4: Click 

to download

Environmental Officer



6) Monthly Report

6.1 Upload Monthly Report
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Upload Monthly Report (6.1.1) EO

Step 1: Click “Monthly 

Report”

Step 2: Click “Upload”

Step 3: Input start and 

end dates of the 

reporting period

Step 4: Click to upload 

document

Step 5: Click to 

proceed
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Upload Monthly Report (6.1.2) EO

Document is 

submitted

Step 9: Insert 

signature

Step 10: Click 

to submit

Step 7: Click to select 

users to assign (optional)

Step 8: Click to select/ remove 

users to notify (optional)

Step 6: Click to sign



7) Dashboard & 
Analytics

7.1 Project Dashboard
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Project Dashboard (7.1.1) All users

Step 1: Click “Project 

Dashboard”

Click to view 

different diagrams

Click to apply filters
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Project Dashboard (7.1.2)

Click to view the 

recycling rate for your 

own project and 

industry average

All users



8) Support
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Support

To report any technical issues, click the 

“Feedback” button and submit the 

form. Alternatively, send an email to 

smartwaste@cic.hk.
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0) General Introduction
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The Smart Waste Management Tool (建築廢料智慧管理工具) is a web portal that digitalises input, analysis, 

validation and storage of C&D waste data on construction sites. 

Daily Record Summary

• Allow client/ consultant and 

contractor to input, review 

and approve daily disposal 

records

• Support data validation and 

error detection

Waste Forecast Table

• Update waste forecast

• Suggest waste reduction 

strategies and tips based on 

forecast

Analytics & Dashboard

• Visualise waste disposal 

data for easy monitoring and 

tracking 

• Provide industry benchmark

Monthly Waste Flow 

Table 

• Consolidate daily record to 

compile the monthly 

summary

• Support submission to 

iBEAM (for BEAM+ projects)

Smart Waste Management Tool

Waste Management 

Plan

• Provide waste management 

plan template

• Support submission to 

iBEAM (for BEAM+ projects)

Monthly Report

• Support submission to 

iBEAM (for BEAM+ projects)
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Functional modules

Users

Contractors Consultant/ Client

Foreman Environmental Officer
Environmental 

Manager

Clerk of 

Works

BEAM 

       Pro

1. Daily Record Summary

Input data and 

upload 

documents

Input data, upload 

documents and review
View

Review and 

approve
View

2. Monthly Waste Flow 

    Table

Upload 

documents

Input data, upload 

documents and review
View

Review and 

approve

View and share 

with iBEAM

3. Waste Forecast Table -

Input forecast table and 

obtain good practice 

tips

Review View View

4. Waste Management 

    Plan
-

Download template and 

upload waste 

management plan

Review View
View and share 

with iBEAM

5. Monthly Report - Upload monthly report Review View View

6. Analytics & Dashboard -
Analyse and 

benchmark

Analyse and 

benchmark
-

Analyse and 

benchmark

Serves as admin to set up project and add users 

to the project

Tool Functions and Roles
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Login (1/2)

Input user email

Input password

Click to login

Click to reset password
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Login (2/2)

Login to your email mailbox 

and copy the one-time 

password

The tool will send a one-

time password to your 

email mailbox

Insert the one-time 

password, the tool will 

redirect to the home page
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Navigation (1/2)

Daily Record Summary

Monthly Waste Flow Table

Waste Forecast Table

Waste Management Plan

Daily Record Item

Select project

Select contract

Dashboard

Home page

Notifications

Project settings (for 

Environmental Officer/ 

Environmental Manager only)

User settings Sign out

Monthly Report
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Save record

Delete record

Section navigation

Comments

Record history

Navigation (2/2)
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Record Status (Chit Record)

Pending to be included in DRS

Completed

Rejected

Included in DRS
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Record Status (Daily Record System)

Drafting

Pending for review

Approved Part 1

Approved Part 2
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Notifications

Click on a notification 

to view the record

Filter 

notifications

Mark all 

notifications as read

Show all 

notifications



1) Project and User Set-up

1.1 Project Application

1.2 Account Activation

1.3 Invite Users to Organisation
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Fill in and Submit Application Form (1.1)

Step 1: Fill in the 

application form 

according to the 

instructions

Step 2: Submit the 

application form to 

smartwaste@cic.hk for 

review and approval

Step 3: Once the 

application is approved, 

an email will be sent to 

your mailbox to activate 

your account. Refer to the  

next page to activate your 

account

Organisation Admin

mailto:smartwaste@cic.hk
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Activate Account (1.2.1) All Users

Step 1: After receiving the 

activation email, click 

“Activate Account”

Step 2: Click to set up 

your account password
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Activate Account (1.2.2) All Users

Step 3: Enter your 

password and re-enter 

your password, then click 

“Next”

Password requirements

Step 4: Click to continue, 

the activation process is 

complete. Please use this 

link to login

https://smartwaste.cic.hk/
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Invite Users to Organisation (1.3) Organisation Admin

Step 1: Click on 

“settings”

Step 2: Click on “My 

Organisation”

The messages 

indicate the 

user has been 

successfully 

invited

User Role Title

EO Environmental Officer

CoW Clerk of Works/ RSS

FM Foreman

EM Environmental Manager

Step 3: Scroll to the bottom of the 

page, input the user’s information 

and select the correct user role 

from the dropdown

Step 4: Click to confirm



2) Daily Record 

Summary (DRS)

2.1 Approve/ Reapprove DRS Part 1

2.2 Approve/ Reapprove DRS Part 2

2.3 Export DRS
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For input of Chit tickets

For consolidating all Chits 

for the date of disposal

Steps to prepare a DRS
Go to “Chit Record”

Input Chit tickets for e.g., 01-01-2023 

Go to “Daily Record Summary”

Create DRS for 01-01-2023 

Chit records will automatically appear in 

this DRS – Part 1

Submit Part 1 for approval

(When EPD transaction records are 

available) Open DRS for 01-01-2023 again

Click to autofill DRS Part 2

Submit Part 2 for approval
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Approve/ Reapprove DRS Part 1 (2.1.1)

Step 1: Click "Daily 

Record Summary"

Step 2: Click “My 

Actions"

Step 3: Click to view 

details
The record’s status will indicate 

it is pending for Part 1 approval

My Actions
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Approve/ Reapprove DRS Part 1 (2.1.2)

Document link/ indication of 

supporting document storage

Step 4: Click 

to proceed
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Approve/ Reapprove DRS Part 1 (2.1.3)

Step 5: Click 

to proceed
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Approve/ Reapprove DRS Part 1 (2.1.4)

Step 6: Click 

to sign

Step 7: Click to 

approve/ reject

Click to expand and 

review submission history

Step 10: Insert 

signature

Step 11: Click to 

submit

Step 8: Click to select users to 

assign

Step 9: Click to select/ remove 

users to notify (optional)
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Approve/ Reapprove DRS Part 1 (2.1.5)

The record’s status 

is updated
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Approve/ Reapprove Part 2 (2.2.1)

Click to filter records

Step 1: Click "Daily 

Record Summary"

Step 2: Click “My 

Actions"

The record’s status will indicate 

it is pending for Part 2 approval

Step 3: Click to view 

details

My Actions
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Approve/ Reapprove Part 2 (2.2.2)

Step 4: Click to proceed
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Approve/ Reapprove Part 2 (2.2.3)

Data imported from EPD 

transaction records

The tool will automatically 

check whether the truck is 

overweight

Step 5: Click 

to proceed
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Approve/ Reapprove Part 2 (2.2.4)

Step 6: Click 

to sign

Step 7: Click to 

approve/ reject

Click to review 

submission history

Step 10: Insert 

signature

Step 11: Click to 

submit

Step 8: Click to select users to 

assign

Step 9: Click to select/ remove 

users to notify (optional)
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The record’s status 

is updated

Approve/ Reapprove Part 2 (2.2.5)
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Export Records (2.3.1)

Click to download 

individual records

Select multiple records, 

then select “Export 

selected item(s)”



3) Monthly Waste Flow 

Table (MWFT)

3.1 Approve/ Reapprove MWFT

3.2 Export MWFT
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Approve / Reapprove MWFT (3.1.1)

Step 1: Click “Monthly 

Waste Flow Table”

Step 2: Click ”My Actions”

Step 3: Click to 

review the record

Click to filter 

records

My Actions
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Approve / Reapprove MWFT (3.1.2)

Step 4: Click to proceed
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Approve / Reapprove MWFT (3.1.3)

Summary of C&D materials
Non-inert C&D 

materials generated

Inert C&D materials generated

Step 5: Click 

to proceed

Click to view uploaded documents
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Approve / Reapprove MWFT (3.1.4)

Step 7: Click to sign

Step 11: Insert 

signature

Step 12: Click to 

submit

Step 9: Click to select users to 

assign

Step 10: Click to select/ remove 

users to notify (optional)

Record status is updated

Step 6: Click 

to proceed

Step 8: Click 

approve/ reject
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Export MWFT (3.2.1)

Click to download 

individual records

Select multiple records, 

then select “Export 

selected item(s)”



4) Dashboard & 
Analytics

4.1 Project Dashboard
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Project Dashboard (4.1.1)

Step 1: Click “Project 

Dashboard”

Click to view 

different diagrams

Click to apply filters



39Arcadis | User Guide for Smart Waste Management Tool

Project Dashboard (4.1.2)

Click to view the 

recycling rate for your 

own project and 

industry average



5) Support
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Support

To report any technical issues, click the 

“Feedback” button and submit the 

form. Alternatively, send an email to 

smartwaste@cic.hk.



www.arcadis.com

Arcadis. Improving quality of life.



User Guide for Smart Waste 
Management Tool

Construction Industry Council (CIC)

V4

15 April 2024

Environmental Officer (EO)



Contents
Ta b l e  o f

General Introduction00

Project and User Set-up01

Daily Record Summary (DRS)02

Monthly Waste Flow Table (MWFT)03

Waste Management Plan05

Monthly Report06

07

08

Dashboard & Analytics

Support

Waste Forecast Table04



0) General Introduction
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The Smart Waste Management Tool (建築廢料智慧管理工具) is a web portal that digitalises input, analysis, 

validation and storage of C&D waste data on construction sites. 

Daily Record Summary

• Allow client/ consultant and 

contractor to input, review 

and approve daily disposal 

records

• Support data validation and 

error detection

Waste Forecast Table

• Update waste forecast

• Suggest waste reduction 

strategies and tips based on 

forecast

Analytics & Dashboard

• Visualise waste disposal 

data for easy monitoring and 

tracking 

• Provide industry benchmark

Monthly Waste Flow 

Table 

• Consolidate daily record to 

compile the monthly 

summary

• Support submission to 

iBEAM (for BEAM+ projects)

Smart Waste Management Tool

Waste Management 

Plan

• Provide waste management 

plan template

• Support submission to 

iBEAM (for BEAM+ projects)

Monthly Report

• Support submission to 

iBEAM (for BEAM+ projects)
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Functional modules

Users

Contractors Consultant/ Client

Foreman Environmental Officer
Environmental 

Manager

Clerk of 

Works

BEAM 

       Pro

1. Daily Record Summary

Input data and 

upload 

documents

Input data, upload 

documents and review
View

Review and 

approve
View

2. Monthly Waste Flow 

    Table

Upload 

documents

Input data, upload 

documents and review
View

Review and 

approve

View and share 

with iBEAM

3. Waste Forecast Table -

Input forecast table and 

obtain good practice 

tips

Review View View

4. Waste Management 

    Plan
-

Download template and 

upload waste 

management plan

Review View
View and share 

with iBEAM

5. Monthly Report - Upload monthly report Review View View

6. Analytics & Dashboard -
Analyse and 

benchmark

Analyse and 

benchmark
-

Analyse and 

benchmark

Serves as admin to set up project and add users 

to the project

Tool Functions and Roles
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Login (1/2)

Input user email

Input password

Click to login

Click to reset password
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Login (2/2)

Login to your email mailbox 

and copy the one-time 

password

The tool will send a one-

time password to your 

email mailbox

Insert the one-time 

password, the tool will 

redirect to the home page
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Navigation (1/2)

Daily Record Summary

Monthly Waste Flow Table

Waste Forecast Table

Waste Management Plan

Daily Record Item

Select project

Select contract

Dashboard

Home page

Notifications

Project settings (for 

Environmental Officer/ 

Environmental Manager only)

User settings Sign out

Monthly Report
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Save record

Delete record

Section navigation

Comments

Record history

Navigation (2/2)
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Record Status (Chit Record)

Pending to be included in DRS

Completed

Rejected

Included in DRS
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Record Status (Daily Record System)

Drafting

Pending for review

Approved Part 1

Approved Part 2
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Notifications

Click on a notification 

to view the record

Filter 

notifications

Mark all 

notifications as read

Show all 

notifications



1) Project and User Set-up

1.1 Project Application

1.2 Account Activation

1.3 Invite Users to Organisation

1.4 Create Project

1.5 Invite Users to Project

1.6 Remove Users from Project
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Fill in and Submit Application Form (1.1)

Step 1: Fill in the 

application form 

according to the 

instructions

Step 2: Submit the 

application form to 

smartwaste@cic.hk for 

review and approval

Step 3: Once the 

application is approved, 

an email will be sent to 

your mailbox to activate 

your account. Refer to the  

next page to activate your 

account

Organisation Admin

mailto:smartwaste@cic.hk
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Activate Account (1.2.1)

Step 1: After receiving the 

activation email, click 

“Activate Account”

Step 2: Click to set up 

your account password
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Activate Account (1.2.2)

Step 3: Enter your 

password and re-enter 

your password, then click 

“Next”

Password requirements

Step 4: Click to continue, 

the activation process is 

complete. Please use this 

link to login

https://smartwaste.cic.hk/
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Invite Users to Organisation (1.3) Organisation Admin

Step 1: Click on 

“settings”

Step 2: Click on “My 

Organisation”

The messages 

indicate the 

user has been 

successfully 

invited

User Role Title

EO Environmental Officer

CoW Clerk of Works/ RSS

FM Foreman

EM Environmental Manager

Step 3: Scroll to the bottom of the 

page, input the user’s information 

and select the correct user role 

from the dropdown

Step 4: Click to confirm
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Create Project (1.4.1)

Step 1: Click on 

“settings”

Step 2: Click on “My 

Organisation”

Step 3: Click 

“Create”
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Create Project (1.4.2)

Step 4: Input all fields 

accordingly, the fields 

indicated on the right are 

compulsory

Step 5: Click to 

create the 

project

The project has 

been created

If project information has to be 

edited after project creation, 

please contract support
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Add Users to Project (1.5)

Step 1: Click on 

“settings”

Step 4: Click to 

add the user

Step 2: Click on “My 

Organisation”

Step 3: Type the user’s 

name to select the user 

from the dropdown

Users added to the 

project are shown here
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Delete Users from Project (1.6)

Step 1: Click on 

“settings”

Step 2: Click on “My 

Organisation”

Step 3: Click to 

remove the user 

from the project



2) Daily Record 

Summary (DRS)

2.1 Submit Chit Records (Batch Create)

2.2 Submit Chit Records (C·Easy)

2.3 Submit DRS Part 1

2.4 Resubmit DRS Part 1

2.5 Submit DRS Part 2

2.6 Export DRS
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For input of Chit tickets

For consolidating all Chits 

for the date of disposal

Steps to prepare a DRS
Go to “Chit Record”

Input Chit tickets for e.g., 01-01-2023 

Go to “Daily Record Summary”

Create DRS for 01-01-2023 

Chit records will automatically appear in 

this DRS – Part 1

Submit Part 1 for approval

(When EPD transaction records are 

available) Open DRS for 01-01-2023 again

Click to autofill DRS Part 2

Submit Part 2 for approval



24Arcadis | User Guide for Smart Waste Management Tool

Submit Chit Records (Batch Create) (2.1.1)

Step 1: Click “Chit 

Record"

Step 2: Click 

“Create"
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Submit Chit Records (Batch Create) (2.1.2)

Step 4: Select 

inert/ non-inert

Step 5: Select 

designated disposal 

ground

Step 3: Select the date of 

disposal, or click “current time” 

to select the date of today

Step 6: Click 

to proceed



26Arcadis | User Guide for Smart Waste Management Tool

Submit Chit Records (Batch Create) (2.1.3)

Step 9: Input or select data for all 

columns and rows. 

Step 8: Click to 

delete the row
Step 7: Click to add rows Step 10: Indicate the 

area of the project site 

the waste is generated 

from (optional)

Step 11: Click 

to proceed
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Submit Chit Records (Batch Create) (2.1.4)

Step 12: Click to 

sign

Step 15: Input signature

Step 16: Click to submit

Step 13: Click to select 

users to assign (optional)

Step 14: Click to select/ 

remove users to notify 

(optional)
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Submit Chit Records (Batch Create) (2.1.5)

Chit tickets have been 

successfully submitted

Repeat steps 1-16 to 

submit other Chit tickets
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Submit Chit Records (C·Easy) (2.2.1)

Step 1: Click “Chit 

Record"

Step 2: Click 

“C·Easy "

Step 3: Click to upload .csv 

file exported from C·Easy
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Submit Chit Records (C·Easy) (2.2.2)

Step 4: Data from 

the file is imported

Step 5: Click 

to proceed
Input other data manually 

in Daily Record Summary 

Part 1 (2.3)



31Arcadis | User Guide for Smart Waste Management Tool

Submit Chit Records (C·Easy) (2.2.3)

Step 6: Click to sign

Step 9: Input signature

Step 10: Click to submit

Step 7: Click to select 

users to assign (optional)

Step 8: Click to select/ remove 

users to notify (optional)
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If the C·Easy export does not include all 

Chit tickets, follow the procedures here to 

submit Chit tickets manually

Submit Chit Records (C·Easy) (2.2.4)

Chit tickets have been 

successfully submitted
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Submit DRS Part 1 (2.3.1)

Step 1: Click "Daily 

Record Summary"

Step 2: Click 

“Create"
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Submit DRS Part 1 (2.3.2)

Step 3: Select the date of 

disposal, click “current time” to 

select the date of today

Step 4: Select 

designated disposal 

ground(s)

This function is temporarily 

unavailable Step 7: Click 

to proceed

Step 5: Insert document link or 

indicate the document storage 

location

Step 6: Click 

“Save” once
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Submit DRS Part 1 (2.3.3)

Step 12: Click 

to proceed

Step 8: Submitted Daily Record 

Items are automatically 

transferred to the DRS

Step 9: If Daily Record Items are 

submitted after the DRS is 

created, click to update the DRS

Step 10: Click to remove 

the Daily Record Item to 

be included in the DRS

Step 11: Select multiple 

rows to exclude in the 

DRS at the same time



36Arcadis | User Guide for Smart Waste Management Tool

Submit DRS Part 1 (2.3.4)

Step 13: Click 

to sign

Step 16: Insert 

signature

Step 17: Click 

to submit

Step 14: Click to select 

users to assign

Step 15: Click to select/ remove 

users to notify (optional)
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DRS Part 1 has been 

successfully submitted

Submit DRS Part 1 (2.3.5)

Click to view the details
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Resubmit DRS Part 1 (2.4.1)

Click to filter records

Step 1: Click "Daily 

Record Summary"

Step 2: Click “My 

Actions"

Step 3: Click to edit

The record’s status will 

indicate it has been rejected

My Actions
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Resubmit DRS Part 1 (2.4.2)

Step 5: Click to 

proceed to resubmit 

the record

Step 4: Edit the data 

as required
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Submit DRS Part 2 (2.5.1)

Step 1: Click "Daily 

Record Summary"

Step 2: Click “My 

Actions"

The record’s status will indicate 

Part 1 has been approved

Step 3: Click to edit

Click to filter records
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Submit DRS Part 2 (2.5.2)

Step 4: Click to proceed
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Submit DRS Part 2 (2.5.3)

Step 5: Click to import EPD 

transaction records

A message will pop-up to 

indicate successful data import

Data imported from EPD 

transaction records

The tool will automatically 

check whether the truck is 

overweight

Step 6: Click 

to proceed
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Submit DRS Part 2 (2.5.4)

Step 7: Click to sign

Step 10: Insert 

signature

Step 11: Click 

to submit

Step 8: Click to select 

users to assign

Step 9: Click to select/ 

remove users to notify 

(optional)
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The record’s status 

is submitted

Submit DRS Part 2 (2.5.5)
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Export Records (2.6.1)

Click to download 

individual records

Select multiple records, 

then select “Export 

selected item(s)”



3) Monthly Waste Flow 

Table (MWFT)

3.1 Upload Documents

3.2 Submit MWFT

3.3 Resubmit MWFT

3.4 Export MWFT
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Upload Documents (3.1.1)

Step 1: Click “Monthly 

Waste Flow Table”

Step 2: Click ”Upload”
Step 3: Click to 

upload documents



48Arcadis | User Guide for Smart Waste Management Tool

Upload Documents (3.1.2)

Step 4: Click to upload documents

Acceptable file format: JPG/ PNG/ PDF
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Upload Documents (3.1.3)

Step 9: Click to 

submit documents

Step 10: Click to 

confirm submission

Step 6: Select the 

waste flow category 

for each document

Step 7: Click to 

upload additional 

documents

Step 8: Click to 

delete the document

Step 5: Select the 

reporting month for 

each document
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Upload Documents (3.1.4)

All documents uploaded are displayed here

Click to edit or delete 

the document

Click to download the 

document
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Submit MWFT (3.2.1)

Step 2: Click “Create”

Step 1: Click “Monthly 

Waste Flow Table”
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Submit MWFT (3.2.2)

Step 3: Select the reporting month

Step 4: Select the construction stage, 

only one stage can be selected for 

each record

Step 5: Select the reporting unit，
only one unit can be selected for 

each record

Step 6: Click to proceed
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Submit MWFT (3.2.3)

Step 7: Input data. All fields are 

compulsory except “Imported Fill”

Click to upload 

additional documents if 

needed
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Submit MWFT (3.2.4)

Step 8: Input data. All fields are compulsory

Click to upload 

additional documents if 

needed
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Submit MWFT (3.2.5)

Summary of inputted data

Step 10: Click 

to proceed

Step 9: Toggle to lock document 

uploads for this record
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Submit MWFT (3.2.6)

Step 11: Tick the box Step 12: Click to proceed
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Submit MWFT (3.2.7)

Step 13: Click to 

sign

Record status is 

updated to pending

Step 16: Insert 

signature

Step 17: Click 

to submit

Step 14: Click to select 

users to assign

Step 15: Click to select/ remove 

users to notify (optional)
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Resubmit MWFT (3.3.1)

Step 1: Click “Monthly 

Waste Flow Table”

Step 2: Click ”My Actions”

Step 3: Click to 

edit the record

Click to filter 

records

My Actions
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Resubmit MWFT (3.3.2)

Step 4: Edit incorrect data in Part A - B

Step 5: Toggle to “Unlocked” to submit 

additional documents. After editing 

documents, toggle to “Locked” for submission.

Step 6: Proceed 

to resubmit
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Export MWFT (3.4.1)

Click to download 

individual records

Select multiple records, 

then select “Export 

selected item(s)”



4) Waste Forecast Table

4.1 Submit/ Resubmit WFT

4.2 Export WFT
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Submit/ Resubmit WFT (4.1.1)

Step 3: Click 

to proceedStep 2: Click “Create”

Step 1: Click “Waste 

Forecast Table”
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Submit/ Resubmit WFT (4.1.2)

Step 4: Click 

to add rows

Step 6: Select or input all 

columns. For estimated quantity, 

fill in either by weight (tonnes) or 

volume (cubic metres) 

Step 5: Click 

to delete rows

Step 7: Based on the 

material and 

management method, 

the tool will suggest 

waste management 

tips
Step 8: Click 

to proceed
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Submit/ Resubmit WFT (4.1.3)

Step 9: Click to sign

Record is submitted. Repeat steps 1-

13 to submit a new version of the 

Waste Forecast Table

Step 12: Insert 

signature

Step 13: Click 

to submit

Step 10: Click to select 

users to assign (optional)

Step 11: Click to select/ remove 

users to notify (optional)
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Export WFT (4.2.1)

Click to export



5) Waste Management 
Plan

5.1 Download WMP Template

5.2 Submit/ Resubmit WMP

5.3 Export submitted WMP
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Download WMP Template (5.1.1)

Step 2: Click 

“Template”

Step 1: Click “Waste 

Management Plan” Step 3: Click 

to proceed
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Download WMP Template (5.1.2)

Step 4: Select waste mitigation measures for 

construction phase to include in the template
Step 5: Click 

to proceed

Step 6: Select waste mitigation measures for 

operation phase to include in the template

Step 7: Click 

to proceed
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Download WMP Template (5.1.3)

Step 8: Click to 

download template

Template is downloaded 

to your device
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Submit/ Resubmit WMP (5.2.1)

Step 2: Click “Upload”

Step 1: Click “Waste 

Management Plan”

Step 3: Click to upload 

document

Acceptable file format: PDF

Step 4: Click 

to proceed
If a document has been submitted 

previously, click on this button to 

remove the document and upload 

a new document
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Submit/ Resubmit WMP (5.2.2)

Step 5: Click to sign

Document is 

submitted

Step 8: Insert 

signature

Step 9: Click to 

submit

Step 6: Click to select 

users to assign (optional)

Step 7: Click to select/ remove 

users to notify (optional)
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Export submitted WMP (5.3.1)

Step 2: Click “All 

Records”

Step 1: Click “Waste 

Management Plan”

Step 3: Click 

on the record
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Export submitted WMP (5.3.2)

Step 4: Click 

to download



6) Monthly Report

6.1 Upload Monthly Report
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Upload Monthly Report (6.1.1)

Step 1: Click “Monthly 

Report”

Step 2: Click “Upload”

Step 3: Input start and 

end dates of the 

reporting period

Step 4: Click to upload 

document

Step 5: Click to 

proceed
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Upload Monthly Report (6.1.2)

Document is 

submitted

Step 9: Insert 

signature

Step 10: Click 

to submit

Step 7: Click to select 

users to assign (optional)

Step 8: Click to select/ remove 

users to notify (optional)

Step 6: Click to sign



7) Dashboard & 
Analytics

7.1 Project Dashboard
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Project Dashboard (7.1.1)

Step 1: Click “Project 

Dashboard”

Click to view 

different diagrams

Click to apply filters
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Project Dashboard (7.1.2)

Click to view the 

recycling rate for your 

own project and 

industry average



8) Support
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Support

To report any technical issues, click the 

“Feedback” button and submit the 

form. Alternatively, send an email to 

smartwaste@cic.hk.



www.arcadis.com

Arcadis. Improving quality of life.
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0) General Introduction
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The Smart Waste Management Tool (建築廢料智慧管理工具) is a web portal that digitalises input, analysis, 

validation and storage of C&D waste data on construction sites. 

Daily Record Summary

• Allow client/ consultant and 

contractor to input, review 

and approve daily disposal 

records

• Support data validation and 

error detection

Waste Forecast Table

• Update waste forecast

• Suggest waste reduction 

strategies and tips based on 

forecast

Analytics & Dashboard

• Visualise waste disposal 

data for easy monitoring and 

tracking 

• Provide industry benchmark

Monthly Waste Flow 

Table 

• Consolidate daily record to 

compile the monthly 

summary

• Support submission to 

iBEAM (for BEAM+ projects)

Smart Waste Management Tool

Waste Management 

Plan

• Provide waste management 

plan template

• Support submission to 

iBEAM (for BEAM+ projects)

Monthly Report

• Support submission to 

iBEAM (for BEAM+ projects)
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Functional modules

Users

Contractors Consultant/ Client

Foreman Environmental Officer
Environmental 

Manager

Clerk of 

Works

BEAM 

       Pro

1. Daily Record Summary

Input data and 

upload 

documents

Input data, upload 

documents and review
View

Review and 

approve
View

2. Monthly Waste Flow 

    Table

Upload 

documents

Input data, upload 

documents and review
View

Review and 

approve

View and share 

with iBEAM

3. Waste Forecast Table -

Input forecast table and 

obtain good practice 

tips

Review View View

4. Waste Management 

    Plan
-

Download template and 

upload waste 

management plan

Review View
View and share 

with iBEAM

5. Monthly Report - Upload monthly report Review View View

6. Analytics & Dashboard -
Analyse and 

benchmark

Analyse and 

benchmark
-

Analyse and 

benchmark

Serves as admin to set up project and add users 

to the project

Tool Functions and Roles
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Login (1/2)

Input user email

Input password

Click to login

Click to reset password



7Arcadis | User Guide for Smart Waste Management Tool

Login (2/2)

Login to your email mailbox 

and copy the one-time 

password

The tool will send a one-

time password to your 

email mailbox

Insert the one-time 

password, the tool will 

redirect to the home page
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Navigation (1/2)

Daily Record Summary

Monthly Waste Flow Table

Waste Forecast Table

Waste Management Plan

Daily Record Item

Select project

Select contract

Dashboard

Home page

Notifications

Project settings (for 

Environmental Officer/ 

Environmental Manager only)

User settings Sign out

Monthly Report
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Save record

Delete record

Section navigation

Comments

Record history

Navigation (2/2)
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Record Status (Chit Record)

Pending to be included in DRS

Completed

Rejected

Included in DRS
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Record Status (Daily Record System)

Drafting

Pending for review

Approved Part 1

Approved Part 2
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Notifications

Click on a notification 

to view the record

Filter 

notifications

Mark all 

notifications as read

Show all 

notifications



1) Daily Record 

Summary (DRS)

1.1 Submit Chit Records (Batch Create)

1.2 Submit Chit Records (C·Easy)

1.3 Submit DRS Part 1

1.4 Export DRS
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For input of Chit tickets

For consolidating all Chits 

for the date of disposal

Steps to prepare a DRS
Go to “Chit Record”

Input Chit tickets for e.g., 01-01-2023 

Go to “Daily Record Summary”

Create DRS for 01-01-2023 

Chit records will automatically appear in 

this DRS – Part 1

Submit Part 1 for approval

(When EPD transaction records are 

available) Open DRS for 01-01-2023 again

Click to autofill DRS Part 2

Submit Part 2 for approval
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Submit Chit Records (Batch Create) (1.1.1)

Step 1: Click “Chit 

Record"

Step 2: Click 

“Create"
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Submit Chit Records (Batch Create) (1.1.2)

Step 4: Select 

inert/ non-inert

Step 5: Select 

designated disposal 

ground

Step 3: Select the date of 

disposal, or click “current time” 

to select the date of today

Step 6: Click 

to proceed
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Submit Chit Records (Batch Create) (1.1.3)

Step 9: Input or select data for all 

columns and rows. 

Step 8: Click to 

delete the row
Step 7: Click to add rows Step 10: Indicate the 

area of the project site 

the waste is generated 

from (optional)

Step 11: Click 

to proceed
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Submit Chit Records (Batch Create) (1.1.4)

Step 12: Click to 

sign

Step 15: Input signature

Step 16: Click to submit

Step 13: Click to select 

users to assign (optional)

Step 14: Click to select/ 

remove users to notify 

(optional)
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Submit Chit Records (Batch Create) (1.1.5)

Chit tickets have been 

successfully submitted

Repeat steps 1-16 to 

submit other Chit tickets
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Submit Chit Records (C·Easy) (1.2.1)

Step 1: Click “Chit 

Record"

Step 2: Click 

“C·Easy "

Step 3: Click to upload .csv 

file exported from C·Easy
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Submit Chit Records (C·Easy) (1.2.2)

Step 4: Data from 

the file is imported

Step 5: Click 

to proceed
Input other data manually 

in Daily Record Summary 

Part 1 (2.3)
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Submit Chit Records (C·Easy) (1.2.3)

Step 6: Click to sign

Step 9: Input signature

Step 10: Click to submit

Step 7: Click to select 

users to assign (optional)

Step 8: Click to select/ remove 

users to notify (optional)
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If the C·Easy export does not include all 

Chit tickets, follow the procedures here to 

submit Chit tickets manually

Submit Chit Records (C·Easy) (1.2.4)

Chit tickets have been 

successfully submitted
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Submit DRS Part 1 (1.3.1)

Step 1: Click "Daily 

Record Summary"

Step 2: Click 

“Create"
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Submit DRS Part 1 (1.3.2)

Step 3: Select the date of 

disposal, click “current time” to 

select the date of today

Step 4: Select 

designated disposal 

ground(s)

This function is temporarily 

unavailable Step 7: Click 

to proceed

Step 5: Insert document link or 

indicate the document storage 

location

Step 6: Click 

“Save” once
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Submit DRS Part 1 (1.3.3)

Step 12: Click 

to proceed

Step 8: Submitted Daily Record 

Items are automatically 

transferred to the DRS

Step 9: If Daily Record Items are 

submitted after the DRS is 

created, click to update the DRS

Step 10: Click to remove 

the Daily Record Item to 

be included in the DRS

Step 11: Select multiple 

rows to exclude in the 

DRS at the same time
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Submit DRS Part 1 (1.3.4)

Step 13: Click 

to sign

Step 16: Insert 

signature

Step 17: Click 

to submit

Step 14: Click to select 

users to assign

Step 15: Click to select/ remove 

users to notify (optional)
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DRS Part 1 has been 

successfully submitted

Submit DRS Part 1 (1.3.5)

Click to view the details
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Export Records (1.4.1)

Click to download 

individual records

Select multiple records, 

then select “Export 

selected item(s)”



2) Monthly Waste Flow 

Table (MWFT)

2.1 Upload Documents

2.2 Export MWFT
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Upload Documents (2.1.1)

Step 1: Click “Monthly 

Waste Flow Table”

Step 2: Click ”Upload”
Step 3: Click to 

upload documents



32Arcadis | User Guide for Smart Waste Management Tool

Upload Documents (2.1.2)

Step 4: Click to upload documents

Acceptable file format: JPG/ PNG/ PDF
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Upload Documents (2.1.3)

Step 9: Click to 

submit documents

Step 10: Click to 

confirm submission

Step 6: Select the 

waste flow category 

for each document

Step 7: Click to 

upload additional 

documents

Step 8: Click to 

delete the document

Step 5: Select the 

reporting month for 

each document
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Upload Documents (2.1.4)

All documents uploaded are displayed here

Click to edit or delete 

the document

Click to download the 

document
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Export MWFT (2.2.1)

Click to download 

individual records

Select multiple records, 

then select “Export 

selected item(s)”



3) Dashboard & 
Analytics

3.1 Project Dashboard
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Project Dashboard (3.1.1)

Step 1: Click “Project 

Dashboard”

Click to view 

different diagrams

Click to apply filters



38Arcadis | User Guide for Smart Waste Management Tool

Project Dashboard (3.1.2)

Click to view the 

recycling rate for your 

own project and 

industry average



4) Support
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Support

To report any technical issues, click the 

“Feedback” button and submit the 

form. Alternatively, send an email to 

smartwaste@cic.hk.



www.arcadis.com

Arcadis. Improving quality of life.
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