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Portal Access
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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 Exporter 
joining the scheme and signing in for the first time, or you 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’m a new user who 
hasn’t signed in before

I have a Username and Password

I have a Username and 
Password 

Back to Contents

Back to Contents
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New Users
If you have been nominated by your employer to use the CDS Business 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.

5
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New Users
You will be prompted to enter a New Password. The password must meet certain eligibility criteria as shown. 
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Sign In

The link to the portal to submit exporter volumes 

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.

https://business.containersforchange.com.au/
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Sign In

If you forget your sign in details, or see an error, click 

“Forgot Password?” to request a password reset.



Exported Volumes overview
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In this section, you will learn more about the portal and available features 
within in.



Overview
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The following are the elements you’ll 

see on the Exported Volumes page.

1. Status filter – selecting one of more of these 

statuses will enable/disable as filters.

2. Date selector – this allows you to choose 

among available month-year periods to manage 

volumes.

3. Current month button – allows you to jump to 

the latest open period.

4. Bulk upload switch – brings you to the bulk 

upload page or back.

5. Period card – Shows an overview of each 

period’s submission, if any, status, and last 

modification date.

6. Page selector – Displays the number of 

available pages depending on the chosen 

period length.
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Volume submission
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Single

Single

Bulk Upload

Bulk Upload

Back to Contents
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In this section you will be shown how to submit Exported Volumes in 
single and bulk. Bulk is especially useful if you are submitting for multiple 
periods and/or suppliers you’re linked to.

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



Single submission
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The expanded period card will reveal information on that period. It will display the message saying no 

exported volumes have been saved yet if nothing is present. Click on the Add Entry button below to 

start your submission.

You will be asked to select a manufacturer you’re exporting for as well as a state you’re exporting to. 

Select the appropriate combination for and then click on Select.



Single submission
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You will now see your chosen manufacturer and state as a collapsable card and the available material 

types and corresponding unit fields for you to provide your volumes in. Please review your exports prior 

to submission as you won’t be able to add new exports after.



Single submission
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You can also add another manufacturer and state combination should you need to by clicking on the 

Add Entry button.



Single submission
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Proceed to input the volumes you have for each 

Manufacturer and State as well as the containers for each 

listed material type. Providing no number on any of the units 

will be treated as zero.

Click on Save if you wish to come back later or Save & 

Submit to submit the volumes to the Scheme.



Single submission
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Once submitted, the aggregated containers will be displayed 

on the card as well as the status Submitted. You may 

expand the period card along with its related Manufacturer 

and exported state combination cards to see your submitted 

volumes.



Bulk submission
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Click on the switch found at the top of the Exported Volumes page to go to the bulk upload page.



Bulk submission
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Click on the pre-formatted template link found on the page to download the latest version of the template.



Bulk submission
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The template will look as below. The columns resemble the available information required when 

submitting via the portal with the addition of the Exporter ID. Each row is a submission that corresponds 

to the Exporter ID, Manufacturer ID, Exported state, and Period combination. 

The Instructions sheet on the template will show you how to provide the information. Save the file in CSV 

UTF-8 format to proceed with the upload.



Bulk submission
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Once back on the portal, click on the upload box and find your file or drag the file into it to select it for 

upload.

Note: 
Upon successfully uploading through this method, the system will automatically submit the claim for the periods found in the file. 

Hence, it is recommended to add all your exported volumes in a single upload file for a given month 



Bulk submission
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You will see the submission when 

the upload is successful.



Bulk submission - Errors
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When errors in the upload file exist, the portal will identify them and present it. Some examples are listed below 

The records in the upload file can be corrected and uploaded again.



Bulk submission – Records with partial errors
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• When the portal identifies an upload file 

with a combination of valid and error prone 

records, it will continue to upload all valid 

records. 

• The result will be presented as shown in 

the image

• The partial upload will lead to the exported 

volumes for the relevant period to be 

submitted. 

• You can choose to adjust the volumes and 

correct them manually. However, you will 

not have the option of entering volumes 

related to a manufacturer not already in the 

list. If this happens, please lodge a service 

desk ticket.



Volume adjustment
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In this section you will be shown how to adjust exported volumes. This 
may be the case when you want to update your submissions.



Adjustment
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The adjustment button is available on any submitted period. Expand the period to see it on the lower 

right corner.



Adjustment
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Clicking it will open the period for adjustment. Each 

material type in each section will have new column for 

you to input the updated volumes.

At the bottom will be a space to choose an adjustment 

reason and to provide a commentary as well as 

supporting documentation you’d like to share to the 

Auditor.

Click on Submit once you’re satisfied with the changes.



Adjustment

27

The adjustment has now been submitted.

The Auditor will review the presented adjustment and 

provide a decision. An accepted adjustment will reflect 

on the next billing cycle.

If additional exports are needed in your adjustment, 

please contact your Scheme Coordinator.



Submissions

When can I start submitting my Exported Volumes?

A period is overdue in status, what does this mean?

Where can I find the price for each material type?

Can I nominate to change my invoicing frequency?

How do I read my invoice?

Can I submit an adjustment for a previously invoiced period?

My adjustment was approved. When can I see it reflect on my 

invoice?

My adjustment was rejected, what can I do next?

More information is required from my adjustment. What should I do?

Adjustments

FAQs

Portal Access
How can I gain access to submit my Exported Volumes?

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 portal.



How can I gain access to submit my Exported Volumes?

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 portal
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.



When can I start submitting my Exported Volumes?
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You may start submitting your volumes as soon as the new month arrives. From there, you can access 

the submission from the Exported Volumes page.

A period is overdue in status, what does this mean?
This means that it’s now past the point where you’re expected to submit your monthly exported 

volumes. The Scheme Coordinator may have already started invoicing exporters. Your submission or 

adjustment for this overdue period will reflect on the following billing cycle.



Where can I find the price for each material type?
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The scheme pricing is usually found on your Scheme Coordinator’s website. If you’re having difficulty in 

finding it, feel free to reach out through relevant support channels.

Can I nominate to change my invoicing frequency?

No. The billing cycle is set at a monthly interval. Should you have any adjustments, feel free to submit 

them as necessary, with all the relevant information to support it. Those that are accepted will be 

calculated accordingly on the next cycle.



How do I read my invoice?
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On the right is a sample of an invoice you may 

receive after your exports have been processed. It 

will have the following components:

1. Payor details

2. Payee details

3. Invoice number and date

4. Rebate breakdown – includes the periods 

generated for each material type, quantity, and 

resulting calculations. 

2

3

4

1



Can I submit an adjustment for a previously invoiced 

period?
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Yes, you may. Please find the previously submitted period by using the date selector or supplier, if you 

are linked to more than one. Once found, expand the period and follow these steps.

My adjustment was approved. When can I see it reflect 

on my invoice?
If an adjustment is approved before the middle of the month, it will typically appear on the next invoice. 

Otherwise, it will be reflected in the following billing cycle.



My adjustment was rejected, what can I do next?
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You will see the adjustment rejected on the portal. From here, you may reach out to your Scheme 

Coordinator to discuss and eventually resubmit, if agreed.



More information is required from my adjustment. What 

should I do?

40

In some cases, the Auditor may request for more information. This can be seen on the period card as 

Information Required. When expanded, you will see a comment from the Auditor that you’ll need to 

fulfill. Please update the relevant commentary on your end and provide any pertinent documents as 

needed then resubmit.



Thank you!
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