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The portal gives you quick and easy access to your account information.

Access to Safe Disposal Certificates, proof of delivery, invoices as well as
your latest statement.

You can now place your order online and receive updates on the progress of
your order.

You can also provide feedback on service provided by submitting a
compliment or complaint online. Information submitted will flow into our
Corrective Action Preventive Action (CAPA) system.

System prerequisites

A modern and up to date browser such as Mozilla Firefox or Google Chrome is required to use this
application.

JavaScript needs to be enabled and the Pop-up blocker needs to be deactivated.

To view the documents, you will need Adobe Acrobat Reader.

If you encounter problems in accessing the site, please escalate the matter to your I.T.
Department as there may be security limitations imposed on your network that may not allow you
access to our portal.

Step one

Log onto our website www.compasswasteservices.co.za and click on the “Customer Login” found
at the top right-hand corner of your screen.
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Step two

This will take you to the landing page.

A user manual can be downloaded (link at bottom of page) from the landing page.
Select “Log in” (top right corner) to navigate to the login page.

Insert your username and password into the appropriate fields on the login page.
Your username and password can be found in your welcome letter.

If you do not have your username and password, you can request this from our customer service
team sales@compass.za.net or from your sales executive.

Step three

You have now successfully accessed your account via our on-line document management portal
(DMS).
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1. Landing Page

COMPASS  ees 4 ;

Welcome

¥eicome o the compass medical waste services custiomar portal

You are fopged in under the following Account:

Account Trade Name _
Atcount Number -

Upon logging into the application, you will be met with a page like the image above. The
tradename and account number associated with your credentials will always be displayed on
the landing page, however if your credentials have Group level access, only the associated
group will be displayed.

Note the username “demo1” on the top right-hand corner of the image above, this will always
display the current user, clicking on the username will take you to the settings page.
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If you have not setup an email address you will receive the notification below, which informs you
that an email address has not been setup. An email address is required to place orders.

O Please set an emall address
Inue piaase set a vl eral addiess and varlly ! usng 1he Line thal wil be sent lo you inbax

’m’. b 03 amadl pdornss

mpiele o e 2 vald and virfied amail adcress has bean selug

2. Setting up an email address

To setup an email address click on the button located within the notification as seen above or
alternatively click on your username located on the top right side of the page.

Clicking on the blue “here” button in the notification or the username will result in the page below
being displayed:

EOMPASS : . - it

Settings

Password:
Emall: | =«
Email Verification: [ Flaase sul an emad addiess

Click on the “Set your Email Address” text, this will take you to the email input form as seen
below:

@OMPASS ' : -

Change Emall Adaress

Emad Addenss

Enter the email address that you would like to use and submit it by clicking “Save”.
If done correctly you will be taken back to the settings page as seen below:2

EOMPASS \ ; v

Settings

Password
Emmil: | Attt |

Email Verification: | G (o e

Note that the email address has not been verified, to complete the process, you will have to click
on a link that will be emailed to the address you specified.
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After clicking on the link mentioned above, if you return to the settings page as seen below you
will notice that your chosen email address has been verified.

EOMPASS  tome FlacsOroer  Cros Hitory 01 rolments & Complsnis | Contaet w0 User damot

Settings

Password!
Email;
Emait Verfication:

3. Placing an Order or Requesting a Quote

To get started on placing an order click on “Place Order” (on the Navbar), this will take you to the
product selection page as seen below.

In order to request a quote, you will have to complete the order process described below.

Add products 1o your cart from e pags

Casegory Description
P "
A 2504 Search
Ordler By
Dofaust
Description Unit Price Option
250 Anatomical Contasnes Each ] e
2501 Phaatic pedal bin - md Ench = Aad to Gt
280t Sharps Cantainer Each Bl e
2501 Trocher Cantmner Each ] e AdA 0 Cart

Filter products using the “Category” dropdown or alternatively search by description.

Click “Add to Cart” as seen below, then select a quantity and click confirm to add a product to
your cart.

Quantity Selection

Quantity: 1
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After the product is added you will be presented with the option to continue shopping or proceed

to the cart review page by clicking on the green “View Cart” button.

@ Iitem(s) Added to Cart

™ View Cart Continue shopping

Once you have selected all the products you need, click on the cart icon (navbar) to review your

selections as seen below.
CQ:OMPASS 00 IMS mpinerts & Compiaint PRce Onde

View Cart

Bt are e protutls ane GUANiBSes you have saleslad

« Confirm your quanitees oroered

* Adps! e quaniies aoered by selecting the 'AGusIQTY" buston

* Remave tems ordered by selecling using e Remave' button

o Sedec] the "AQE products’ Bullon 1o sedect adahony products 1o S48 10 your ordes
o Select e Checkout” ophon to confirm your order and begin the check-oul process

Description Quantity Unit Price s wr
1421 Box Sot Dw Cut L SOeSOnE3cm {+ 142050m bag & cabie te) 3 |
2501 Anatamical Cortainer 1 |

Yotal s wr
= .
R -

(2

Add Prooucts

Cart Options

Ramdey  Adpast QTY
Romowy Adpnel QTY

From the cart page you can remove items by clicking “remove” or adjust the quantity by clicking

‘Adjust QTY".
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4. Checkout Process or Saving Quote

If you are happy with your selection, proceed to checkout by clicking the “Select Delivery
Address” button which will take you to the delivery location selection page as seen below.

Select Delivery Address

Plesse sped] Ine sfeaodreasy 10 where your Ordes must De selversed rom the seeclion below
e only adresses pre-regisierod win Compass Medical Waste Services wil be avaiatie for sekeclion
Site Name/Address Seath
Trade Name Site Name Street Address Select

Delivery locations can be filtered by site name or address.

After selecting a delivery site, you will be taken to the order review page as seen below:

Confirm Delivery Site

Account Trade Name _
Account Number -
Street Address _

Payment Term 20 Days

Confirm Internal Reference Add References

Orderad By Flzazs submit the name of the individual placing the order {for communication purposes).
Purchase Order Humber A purchase order number or any alternative reference is required when placing an order

Hotification Email {Optional)

Confirm ltems

Description Cruantity Price s wa Total s vas
142L Box Set Die Cut Lid 50x50x63cm (+1421/50m bag & cable tie) 3 r I r I
25Lt Anatomical Container 1 R - R-
Payment is due 30 Days from invoice date.
Y ! Total
RO

“four order will be submitted and processed. Delivery will take place a5 per your booked days, cpersting hours and in scoordance with our route schedule.
Cnee you heve confirmed your order you will be advised that your order has been successfully placed, inclusive of a reference number.
Flease take note of this reference number and provide to our customer service team in the event you have any gueries in regards to your order placed.

Sae Quowe  Place Ondar
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Use the review page to ensure that all the order details are correct and to provide references as
seen below, by clicking on the “Add References” button.

The name of the person placing the order and a reference number are both required for
correspondence purposes. An example of a reference number could be a purchase order
number.

Note when requesting a quote only the name of the requester’'s name is required.

@WPASS " Ptace Oicksr e ko ” akaits & Coveteni i

Submit References
Your Name

Purchase Ordar Nummber
! Reforence Number

Nouficaton Emall
(Optional)

If you are satisfied with the content of your order, you now have two options.
Option 1: Confirm and Place the order.

Option 2: Save the order as a quote, which will allow you to download and print a
Physical copy, additionally you can accept saved guotes at a later stage.

Accepting a quote will convert it into an order, this can be done from the order/quote details
page.

To proceed with option 1 (placing an order), click on the “Place Order” button.

Confirm Order Placement.

This step is not reversable.

Then confirm on the confirmation dialog.
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After confirmation you will see the page below:

Your order was placed successfully

Order Reference Number: 2048

Thank you for placng your order with Compass

Serace dedivery wil be camed oul in accorcance Wil your Dooke s &

ys far servee

If yOu nave a cashn

during your operaling hours and s per our roule schedule

1 accownt witn Compass, you wil need [0 make payment Defore senice delivery wil De camed out R

DEMDES 10 NOIE YOUr SCCount number &s Ine reference m
order fac your payment 10 be allocated proomplly. Once paymeant has been made forward your prool of payment 1o accounts@eompass 2a net. Our CusStomer Senice team wil release

Youll oroer &S So0n & payment relects in our account

For option 2 (saving a quote) click on the “Save Quote” button as seen below.

Confirm Delivery Site

‘Change Delivery Address
Account Trade Name

]
Account Humber -
Street Address I
Payment Term 20 Days

Confirm Internal Reference

Add References

Ordered By Flaase submit the name of the individual plecing the order {for communication purposes).
Purchase Order Humber A purchase order number or any alternative reference is required when placing an order.

Hotification Email {Optional)

Confirm ltems

Description Cruantity Price v Total s var
1421 Box Set Die Cut Lid 50x50x83cm (+1421/50m bag & cable tie) 3 I R
25Lt Anatomical Container 1 R - rIE
Payment is due 20 Days frem invoice date. Total

“four order will be submitted and processed. Delivery will take place a5 per your booked days, opersting hours and in scoordance with our route schedule.
Cnece you heve confirmed your order you will be advised that your order has been successfully placed, inclusive of a reference number.

Flease take note of this reference number and provide to our customer service team in the event you have any gueries in regerds to your order placed.

S3m Quowe  Place Ordar
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You will be presented with the save quote dialogue as seen below.

Save Quote

After saving you will be able to print this quote.

You will then have 30 days to accept the quote.

Click on confirm to save the quote which will yield the page displayed below.
Your quote was saved successfully

Quote Reference Number: 2048

Chick on e quote number 3bove [0 view more detals

To accept this quote naygate 2o the “Order History” page use the fitening options to ing the guose then accept the quote rom the detals page
Acdiiorally you can ind the guote isted on the "Order History” page by submiing the quole number of using the avatable fitenng ophions
é Downioad Quole

From this page you can download a copy of the quote, another way to download a copy of the
quote is to use the “Order History” page.

From the order history page, you can find order and quotes using the available filters.

To accept a quote simply find the desired quote on the “Order History” page then
Click on the details link of the desired quote as seen below.

Group Accoumt Site
F ] . Please seiect an ALCouNt . s Options Availabie - Search
Date Generated Stant Date Generated Stop OrderiQuote Number
2048
Orger Num Date Generated Account Adaress Description Options
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Clicking on the “Details” link will display the order/quote details page as seen below.

Quote Details Accept Quote  [IE=TSSTNRa Y

Order Humber 2047
Account Trade Hame

Account Humber

Site Name

Street Address

Payment Term 20 Days
Purchase Order Number Mot Specified
Referenced Name test

Notification Email

Quote Contents
Descripticn Cruantity Price aw va Total e var

10Lt Anstomical Container 1 r I R I

Accept Quote

Clicking on the “Accept Quote” button will display the confirmation dialogue, provide a reference
number if one was not previous provided and then click on the “Accept” button as seen below.

Accept Quote

Purchase Crder Humber

Accepting a quote correctly will convert the quote into an order, the page below serves to confirm
that the quote has been converted successfully.

Your order was placed successfully

Order Reference Number: 2048

Thank you for placng your order with Compass

Serace dedivery wil be camed oul in accorgance with your booked days far service, during your operaling hours and s per our roule schedule
If yOu NEve & casn accourn with Compass, you wil N2ed 10 make payment DEfore sence dalivery wil De camed oul. Remember 10 NoIE YOUur SCCount number &s Ine referance mn
order fac your payment 10 be allocated proomplly. Once paymeant has been made forward your prool of payment 1o accounts@eompass 2a net. Our CusStomer Senice team wil rejlease

youll order &S So0n &8 payment refects in our account
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To view updates and track the progress of your order click on the link provided or alternatively
use the “Order History” tab on the Navbar then use the available filters to find your order.

See the “Order History” page below.

Order History

Use the available filters to find the order(s) you are looking for.

=
EOMPASS e pistey -
Manage your ordars 'om s pago
Group Accoum Sie
Date Generated Start Ouate Gonarated Stop Ordar Number
Order Num Outs Gennrated Account Adcruns Dwscription Optices
= 20200804 — =————— 1| Outats | B
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Click on the “Details” button to access a detailed view and track the history of a specific order, as

seen below.

EOMPASS

View Order Details

o Py
Order Detalls
Order Number Il
Accournt Trade Name CE—
Account Number =]
Site Name ol
Street Address P
Payment Torm 30 Daya
Purchase Order Number
Ratersnced Name Jotwy D

Notihcatian Ematl toatmriiiest oo

Order Contlents

Duscription Quentity
1421 Box Set D Cut Ld 50x00x03cm (+142000m bag & cable e 3
1 Ar . Cantmr
Order

Price

= -
 —_—

Total

You can also download a printable version of the order using the “Printer” button on the “Order
History” page or alternatively click on the “Print Order” button located on the “Order Details”

page.
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5. DMS & Reports

Use the DMS tab to access invoices, proof of deliveries, statement, various reports and
correspondence.

EOMPASS bis : =

Safe Disposal Certificates (SDC)

Safe disposal certificates can be searched for using the filters shown below. To reach the SDC
search page click on the “SDC” link found and the main DMS page.

o~
EOMPASS ‘ t -
Date Gormeatad Start Datn Genwrated Stop SDC Number
SoC Customer DocDute Downdoad
K123430 — 20707 S—r

Proof of Delivery (POD)
Proof of delivery documents can be found using the “POD” button.

Note the “Company” column this indicates whether the document pertains to a “Compass” or
“Daniels” order.
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EOMPASS

|
Dats Genarated Stan Date Generatad Stop POO Number
Saw
POD Campany Customur DocDatn Downdoad
y28436 E— 20200701 O
Invoices

Use the “Invoices” link to reach the Invoice search page, as with POD’s the “Company” column
distinguishes between the invoice pertaining to either “Compass” or “Daniels” transactions.

EOMPASS

Invoices

Stan Date End Date

Document Number Company

1234% Compass

67850 Daniels

Statements

Document Numbar

Searcn

Customer Oooument Date Document Total Download

Clicking on the “Compass Statement” or “Daniels Statement” will yield downloadable statements

for the respective companies.

Note clicking on an Invoice number on a given statement will navigate to the selected invoice,
provided you are logged into the application and have the required access.

Reports

A list of available reports can be found by clicking the “Reports” link.

EOMPASS
Avalatio Repons
Dadly Tunnage
3. Avarmage Product Quanifies and Wieghts
4 Monthly Disposal Summary
5. ANl Waste Collectod| 2013-2018)
Correspondence
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Access the latest news, views, announcements, important service delivery information etc. Print
this off and share with the rest of your team or use in your training sessions.

Our permits, Waste Management Licences, B-BBEE certificate, tax clearance certificate and
other pertinent documents can be found here.

To traverse into a directory simply click on the desired folder/button as seen below:

(EOMPASS -

File Nams
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To exit a directory, use the “Back” button as seen below:

COMPASS  rome  Fiace o orMaiory DMS  Compémonts & Corglainis  Conta -
Cotraspondence

Boack

File Name

B BANKING DETAKLS - AUG 2017 pet

6. Compliments & Complaints
In order to file a compliment or complaint click on the “Compliments & Complaints” link found on
the navbar.

Complete the form as displayed below then submit you compliment or complaint.

You can also attach multiple files to your submission, which can be achieved by holding down
the control key when selecting files to upload.

@OMPASS " T v rtwt Hiat Comgtivmnis & Comgdonta . \ "o

We value both postive and negative leochack rom Oour Cusiomarns as we jodd cusiomar feedback is vital 10 e cuccess of oor business This valuabie Information enables us to

SHDOTHNG Cur
customer. Plogos compieta e Helds with e relevant nformabion and atiach ol necossany' portinent documents. You will recene o reference number foloeyg suimisson of your

& 2N procodures 10 ensuro efecive senvico delvery and hofps us 10 CONENUOUSTY SIve 10 develop and IMErove Oor products and senvices to you, our valued

feadback and our foam wil rover! formery with the root Couse and carmecive acton’s Implemansed

Fosdback Type Femcback Type
Provines Please sakict a Frovnos

Group Hasrn snbec! 8 rong

Account number No Opsons Avalabie

Sita nans No OpBons Avaialie

Tide Ploase salect a Titke
First Naime
Surname

Contact numbes
Email Address

incidoat Date

Phase ansure & provide as mudh infonmation and detal in ths Sl to enalfe us to nvastigate this magter horoughly and promplly

Descnption

Pieace attach alf supporting dooumentation 1o anable us 10 invesigate Mia matter thoroughly and prompey.

No files snlecind

Upland Attackment Browse
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After submitting your compliment or complaint you will be directed to the page below:

EOMPASS 7 -

Thank you for logging your Compliment or Complaint.

Reference Number: 11

Please note the reference number.

You now have quick, easy and secure access to your account where you can:

Download your invoices, PODs, Safe Disposal Certificates and statements.

Access various reports to assist you in managing your healthcare risk waste.
Conveniently place your orders for healthcare risk waste products and sundry items.
Obtain information to assist in training healthcare workers on the correct segregation and
containment of healthcare risk waste.

Access important documentation for internal and external audits.

e Log your compliment/ complaint in respect of our products and services.
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