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In this section you will be shown how to access the portal.

Your pathway will depend on whether you are a newly contracted 
Beverage Manufacturer joining the scheme and signing in for the first 
time, are already a member and participating in similar schemes in other 
States.

Click a button below if you want to skip to a specific section of the guide.

I’m a new user who 
hasn’t signed in before

I have a Username and 
Password 

Back to Contents
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New Users
If you have been nominated by your employer to use the Product Registration Portal, you will receive a ‘Welcome’ 
email from Containers for Change.



New Users
Open the email and click the Sign In button to activate your new profile for the first time and create your password.
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You will be prompted to enter a New Password. The password must meet certain eligibility criteria as shown. 

New Users
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The link to the Product Registration portal 
is https://business.containersforchange.com.au.

New Users can access the portal with the username 
provided in your welcome email and the password you 
chose.

Existing Users' normal log in details will remain 
unchanged.

Enter these and click Sign In.

Sign In

https://business.containersforchange.com.au/
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If you forget your sign in details, or see an error, click 
the link at the bottom for help.

Sign In
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Upon successful sign in, you will be prompted to select a Scheme..

Note: if you are only registered to a single 
scheme, you will not see this.

Sign In



Portal Overview
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In this section you will be shown how the portal looks when you first log in, 
and how to check your details are correct.  

Click a button below if you want to skip to a specific section of the guide. 

Product Portal 
Navigation My Profile

Back to Contents
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Product Portal Navigation
After signing in, you will land on this Dashboard. 

Key:

1. My Profile and Scheme

2. Product Portal tab

3. Filters

4. Export Product Data

5. Bulk Upload Product Data

6. Single Product Registration

7. Transfer Product Ownership

8. Product Summary View

2

3
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My Profile
In the top right-hand corner you can view your Profile information and see which 
Scheme portal you are currently working in.
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My Profile
You can switch between Scheme portals in the drop-down menu.

Note: If you are only registered to a single 
scheme, you will not see other Schemes listed.



View Product Registrations
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Product Filter Check Product Details

Back to Contents
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Product Filter
The Product Filter can help you find Products by certain criteria or make a list for export. Each row of the Product 
Summary View relates to a Registration Application. Click in the Statuses field to filter Products by Status, or click 
More Filters for additional options.
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Product Filter
Products can be filtered by any of these data points. Enter your parameters and click Apply. 
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Product Filter
The Products that meet your criteria, as defined by the Filters applied, will be shown below the Filter Panel in the 
Product Summary View.  
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Product Filter
There are also four buttons above that specifically filter by the type of action that produced the record. From the left, 
All Applications show all records, this is followed by filters to show only registrations, amendments, or only transfers.
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Check Product Details
The status of each Product is shown in the STATUS column of the Product Summary View. Each row provides a 
quick view condensed view of the product. Additional information of the product can be found by expanding it using 
the Plus button to its left.
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Export
It’s possible to export the list of products in your catalog by clicking on any one of the two export buttons. When 
clicked, the export file is generated based on the filter that’s applied.
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Bulk Upload

Single Registration

Back to Contents

In this section you will be shown how to submit product registration 
applications in single and bulk. Bulk is especially useful if you are joining a 
scheme and have several products to register. 

Click a button below if you want to skip to a specific section of the guide. 

Importing from a different 
scheme

Register Products
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Register a Product (Bulk)
Select Bulk Upload on the Dashboard. You can also select Bulk while on the Product Registration page.
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Register a Product (Bulk)
Download the Pre-formatted Approval/Transfer template from the Bulk Upload window.
Complete this Excel document using your Product data to ensure all the necessary information for the application 
present and is correctly formatted. 
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Register a Product (Bulk)
The file consists of four tabs. Each tab is discussed below:
The Data Field Instructions tab is where information about how to fill out the file is located. It’s good to read this if 
it’s your first time to get acquainted to the type of information needed on each column and what fields are 
mandatory.
The Template is one of the most important sheets as this is where your data will go. Each row will be treated as 
one registration and will be evaluated by the system subsequently. 
The Instructions sheet discuss how you will transform this template so that it’s readable by the system. It’s 
important to note that you need to choose the Application Form Template tab as you export it to CSV as the active 
tab will be the one Microsoft Excel uses.
The Picklist values tab stores all values in the dropdowns available on the Application Form Template. The 
information stored here is important to help you have a more seamless experience filling out the form.
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When filling up the template, make sure you have the correct Scheme ID.

Once the template is complete, Save As in CSV format.   

Register a Product (Bulk)
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Drag the file into the upload box or click the box and search for your file using file manager, then click Upload. All 
successful submissions are considered pending in registration. The Scheme Coordinator will be notified to begin 
review.

Register a Product (Bulk)
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You can check your registrations back at the Registry by using any of the filters or by manually searching for it.

Register a Product (Bulk)
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Import Products to a New Scheme
If you have access to product registries in multiple states (e.g. Queensland & Victoria), you can export registrations from 
one state and upload them to another using the export and bulk upload features. Start by exporting products in Excel from 
the source Scheme (e.g. Victoria). Exporing in Excel ensures all formatting is retained as you will copy data from one Excel 
file to another. Use Filters to select specific Product data. Then click Export Excel and wait for it to finish and automatically 
download to your device.



29

The downloaded file will look like this.
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Import Products to a New Scheme
Go to the destination State, in this case, Queensland, using the Scheme Selector. 
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Import Products to a New Scheme
Navigate to the Bulk Upload page, then download the Bulk Upload template.
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Import Products to a New Scheme
You will now need to fill up the Bulk Upload template with your product details from the Export file. This is done by copying 
or moving the data from the columns below. Then, you’ll need provide the accurate values into the remaining mandatory 
columns for each of the products.
• Barcode
• Product Name
• Product Group *

• Product Group – Other
• Material Type *

• Material Type – Other
– Other Material Type Specified

• Glass Colour *
– Glass Colour – Other *

• PET Colour *
– PET Colour – Other *

Note:
* Check to ensure that you are applying the correct value in the Bulk Upload template as there may be differences between States.

Some fields may have a child field that may become mandatory depending on the value of its parent. For example, choosing Other on Product Group makes the Product 
Group – Other field mandatory.

• Height with Cap (in mm)
• Largest Diameter (in mm)
• Weight – Empty (g)
• Designed Capacity (ml)
• National Refund Mark



33

Import Products to a New Scheme
You’ll now need to provide the corresponding Scheme IDs for each of the products in the destination Scheme. 
Refer here in case you’re unsure where to find the Scheme ID. Then set the Go-Live dates for all products as 
necessary. Finally, follow the steps to upload your registrations into the destination Scheme here.
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Back to Contents

Register a Product (Single)

In this section you will be shown how to submit an individual product 
registration application. You may do this in the event of a new product 
being released. 
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When Product Registration is required for single products at a time, this is done via the Register button. Click 
Register to open the Product Registration page.

Register a Product (Single)
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Complete the Product details, all those marked with 
an Asterisk (*) are mandatory, and click Submit. 
Your Product Registration Application will be 
recorded, and the Scheme Coordinator will be 
notified. 

You will be notified of Application outcomes by email. 
Approved Products will be added to the database for 
Reverse Vending Machines and the scheme coordinator’s 
website. 

Register a Product (Single)
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Once submitted and all validations passed, you will be taken to the 
Product Summary page (sample below). Please review to make sure 
all information is accurate. The registration and its details are also 
visible on the Registry dashboard (see right). Use the filters as you 
wish in case the product isn’t outright visible.

Register a Product (Single)
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Back to Contents

Transfer Product Ownership

In this section you will be shown how to transfer a registered product to 
another Beverage Manufacturer in the portal.  

Examples of when this may be required are in the event of a merger or 
acquisition. 
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Transfer Products
If you’d like to transfer Products to another Manufacturer, you can do that in the Transfer tab. Choose the approved 
products you wish to transfer using the tickboxes then click on the Transfer button.
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Transfer Products
Confirm the Recipient Consents to the Transfer, before adding the Scheme ID. Then confirm their Details are 
correct. Once all confirmed, click Submit to initiate transfer.
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Transfer Products
Once successful, the page will update with the number of successfully initiated transfers (see below). You’ll also see on 
the dashboard (see right) the recipient Manufacturer on the product record.
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Back to Contents

Amendment

In this section you will be shown how to amend a registration. This can be 
helpful for times when a characteristic needs to be changed from a 
product.
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Amendment
If you need to introduce an update to a product, 
please find it using the appropriate filters and 
click on the ACTION(S) button to the right of the 
Product Summary View.
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Amendment
Your product’s details will appear on the registrations 
page and will have an Application Type of Amendment. 
You can now introduce your update and click Submit 
once satisfied.
Don’t forget to make sure that all mandatory fields are 
provided for.
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Amendment
You will be taken to the Summary page, similar as to 
how it is with a Single Registration (see right).
The amendment appears as a new record in pending 
status (see below). You will be notified of the decision 
once it’s been provided.



Portal Access
How can I gain access to the product portal?
I didn’t receive my welcome email, where can I find it?
The welcome email has expired, how do I reset it?
How can I reset my password?
I’ve successfully logged in but don’t see the registry.
I have access to QLD, but I seem to have lost access to VIC products.
How do I know which states I have product portal access to?

View Product Registrations
How can I view all my product and its details all at once?
Where can I see my product’s details in the portal?
I have a large catalog of products. Can I view it all on the portal?
I want to export my products for later use. Which format should I use for exporting?
Where can I find my Scheme ID?

Register Products
I only have a handful of products. What’s the quickest way to register them?
I have a large catalog to register. Can I register them all in one go?
I tried registering products, but I saw an error saying the barcode is already 
registered. What do I do?
My bulk upload failed. What should I do?
I made a mistake in my registration. How can I change the details?
My registration wasn’t accepted, what should I do next?
I chose a product to transfer on the view product page, but I don’t see it on the 
Transfer page

The product is approved but I don’t see it approved on the website. What can I do?
What do the statuses on my products mean?
I saw a red banner pop-up over the page. What should I do?

Others

FAQs



How can I gain access to the product portal?
You must first be nominated by your organisation to gain access. This is primarily done through the contracting 
process. Additional users may also gain access through the organisation’s nomination when needed. If you 
believe you should have access, please contact your organisation’s administration.

Before you do, please have a look at your spam or junk mail folder as it may have accidentally been moved there. 
You can also search the sender Containers for Change or the subject line CDS Business Portal. Otherwise, you 
may reach out to the contact centre to ask them to resend the email.

I didn’t receive my welcome email, how do I get it resent?

The welcome email has expired. How do I reset it?
Please contact your Scheme Coordinator to ask one to be resent to you.



There are two places where you can reset your password. The first is on the login screen below the Sign In button 
(see below left). It will take you to the reset password page (see below centre) for you to enter your user name. Once 
provided, click Next so that the system can send the password reset email and confirm to you that it’s sent.

How do I reset my password?



You should then receive a password reset email (see below left). Click the Reset Password link for you to be taken to 
the password reset page (see below right) where you can nominate a new password for your login.

How do I reset my password?



How do I reset my password?
Another way is when you’re logged in. Click on your profile to reveal the menu and click on the Change Password 
link.



How do I reset my password?
This will bring you to the Change Password page. From here, you will need to input your current password then 
nominate a new one. The criteria indicators on the right will turn green once any of them are satisfied. The Confirm 
button will enable once all criteria and the nominated password match on both New Password and Confirm Password 
fields. Click the Confirm button when you’d like to save the new password.



I’ve successfully logged in but don’t see the registry
The dashboard should display in a few seconds after logging in successfully. In case it doesn’t go past loading like in 
the screenshot below, please contact your Scheme Coordinator explaining what you’ve experienced so that a ticket 
can be filed.

I have access to QLD but I seem to have lost access to VIC products
If you previously have access to VIC or a different Scheme but no longer see it on the Scheme selector. Please 
contact the Scheme Coordinator to which you had access to to file a ticket with them.



How do I know which states do I have product portal access to?
There are two ways to which you can confirm this. The first is after logging in where you’re presented with a Scheme 
chooser. The other is when you’re in one Scheme, the Scheme Selector should be visible beside your Profile on the 
top right.



Yes, you can by using the pagination feature available on 
the portal. Scroll down to the bottom of the screen to see 
the page buttons as well as the pagination dropdown. 
Click it to see several options of how many records you’d 
like to see in a page, which ranges from 10 to 100. The 
screen immediately adjusts based on the number you’ve 
chosen, along with the available pages based on the 
number of products.

I have a large catalog. Can I view it all on the portal?



Exporting can be a helpful feature, especially for users who manage a large inventory. On the registry’s summary 
view, there are export buttons that are available depending on your preference of format. Click either of them to 
download the list of products available to your view. More information can be found here.

How do I look at my products and its details all at once?



There are two ways by which you can determine if you have access to another Scheme or State in the portal. The 
first is if you’re presented with a Scheme selector after login (see below left). The second is while you’re in the 
registry. A scheme switcher dropdown is visible beside your profile if you have access to another Scheme.

How do I know which states I have product portal access?



I made a mistake in my registration. How can I change the details?
Changes to a product can be introduced through amendments. It can be done by selecting a product in the 
registry’s summary view and clicking the menu on the right then selecting Amend. More information can be found 
here.



Where can I see my product’s details in the portal?
You may expand a Product Summary View by clicking on the plus button to its left. This expands it to show all 
relevant information. Once expanded, the plus symbol becomes minus. Clicking it collapses the view.



Where can I find my Scheme ID?
Your Scheme ID is a unique ID assigned to your site. You may find it on the dashboard by expanding the Filters then 
look for the Manufacturer Site dropdown (see lower left). Click on it and find your site by scrolling or by typing in the 
name. Once found, click on it and the Scheme ID will appear on the next field. The dropdown is replaced by a static 
text (see below right) if you’re assigned to only one site.



The quickest way to register multiple products will be through Bulk Uploading. Using Excel’s filters and copy-
paste features allows you to provide information to each or a group of products with ease. Please review the 
steps of doing Bulk Uploading here.

I only have a handful of products. What’s the quickest way to register 
them?



I have a large catalog to register. Can I register them all in one go?
The quickest way to register multiple products will be through Bulk Uploading. Using Excel’s filters and copy-
paste features allows you to provide information to each or a group of products with ease. Please review the 
steps of doing Bulk Uploading here.

Alternatively, if you have access to a different Scheme and wish to import those products here, you can export 
your catalogue in bulk and Bulk Upload them to the destination Scheme. Please review the steps here.



You’ll receive an email when a decision has been made (see below left). Click the View Registrations button to take you 
back to the scheme registry. Please use the filters to find the product and review the decision. If the decision is not what 
you’ve expected, feel free to reach out to your Scheme Coordinator for your questions.   

My registration wasn’t accepted, what should I do next?



There are situations where the upload fails due to information not certain validations. Upon upload, the page 
immediately provides feedback on any records that didn’t upload. Each record will have its own row listing each of 
the issues found, as demonstrated below.

My bulk upload failed. What should I do?



The system would have downloaded an error file to your computer in case the page is no longer accessible. It 
would be named as <YourFilename>withMessages.csv. This is exactly the original file uploaded but with the 
error messages appended after the final column. Each error message will be delimited with the pipe symbol “|”.

Please review each error message and apply the changes as necessary on your original file. You may also update 
the file with messages directly and delete the ERROR(s) column as well. Then reupload the file when you’re 
satisfied with your changes.

Note: Successfully uploaded filed need not be reuploaded or retained on 
the CSV when attempted to upload ones that were unsuccessful. 

My bulk upload failed. What should I do?



Only approved products are eligible from transfer. 
There may be instances where you may have included 
a non-approved product intending for transfer.
In cases like this, the system will automatically filter out 
ineligible products on the transfer screen.

I chose a product to transfer on the view product page, but I don’t see it on 
the Transfer page



Once on the transfer page, review the message on the lower portion of the screen to see if any of the chosen 
products were filtered out. You will also only see eligible products on the Products to transfer section of this page.

I don’t see my products on the Transfer page. Why was it removed?



What do the statuses on my products mean?
There are a few statuses you may see on any of your products. Below are the list of statuses and their definitions:
PENDING: This is the initial status for any registration. The registration undergoes a review process between the Scheme 
Coordinator and the State. You will be notified via email once a decision is made.

APPROVED: This status indicates that the registration has been approved. The product will now be available for redemption and on 
all public searches if it’s past its go-live date. 

REJECTED: This status means the State has decided not to accept the registration. Products with this status will not be eligible for 
redemption in the Scheme.



There may be instances during your registration where you see the error below through Bulk Upload (left) or 
single registration (right).

This is due to the barcode already existing as an active registration in the scheme. You should first check your 
organisation’s catalogue within the registry in case a teammate had already registered it on your behalf. If not, 
then another organisation may have registered it. If your organisation manages the barcode, then please contact 
the Scheme Coordinator so that this can be rectified.

I tried registering products, but I saw an error saying the barcode is 
already registered. What do I do?



First, check your product’s go-live date. This can be done by finding the product using filters and expanding the 
Product Summary View then find the go-live date. If it has passed and the product is still no visible, it’s best to 
contact your Scheme Coordinator and ask.

The product is approved but I don’t see it approved on the website. What 
can I do?



There are two formats available for you when exporting your products from the dashboard. These are in CSV or 
in XLSX. The system takes the results of any active filter, when you click either button, and produce the exports in 
the chosen format. Choosing either format will depend on your future use. If you wish to manage the export 
further in Excel, then it’s recommended to use XLSX. It will be beneficial to use CSV if you wish to import the data 
directly to an application that requires it.

I want to export my products for later use. Which format should I use for 
exporting?



I see a red banner pop-up over the page. What should I do?
If you ever see an error like the one below, please contact the scheme coordinator with the following information:

• Actions you were performing on the portal.

• The product details you were trying to register.

• Bulk upload file you were trying to upload, if applicable.

• ErrorCode number and message you saw on the red banner.



Thank you!
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