Complete the following steps to register as a Producer on the

Exchange for Change Phase 1 Registration Portal.

EXGHANGE
FORGHANGE




BEFORE YOU START

Before beginning your registration, ensure you have the following information to hand:
D Your company registration number

D Your registered company address, as recorded with Companies House

D Your primary contact’s name, email address and job role

D Your business name and, where applicable, trading name

C] Your business address and mailing address

TIP:

Click on the information
icons throughout the
portal for guidance

on completing the
different fields.




GREATE AN AGCOUNT

TIP:
If using the portal for the first time, you .
will need to sign up for an account If you are already registered,

before starting your registration. sign in using your existing
login details to update your

1. Select Register on the portal organisation, business and

premises details at any time
from the dashboard.

homepage.

Register m

Welcome to Phase 1 Registration

Welcome to the Exchange for Change registration portal. If your business is a mandated
Producer, Return Point Operator, or both, you must complete registration in two phases.

This Is Phase 1, which must be completed as soon as possible and by 31 December 2026. Phase 2 will open in January 2027, when you will provide further
information including product details, voluntary return points and collections. Mot sure which registration applies to your business? Use our eligibility checker
before you begin,

What you'lldo in Phase 1

1. Create an account. Set up your business account and complete two-factor authentication.

2. Complete your registration. Provide your Producer information, Return Point Operator information, or both if your business carries out both
roles.

3. Review and submit. Check that the information you have provided is correct before submitting your registration.

Once submitted, you will receive a registration reference number on screen and by email. Your confirmation email will also include a link back to the portal and
contact details for our Helpdesk.
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PHASE 1 REGISTRATION:
EXCHANGE FOR CHANGE

iimail address

No account? Create one

€

Enter code

We just sent a code to

Enter code

Resend code

PHASE 1 REGISTRATION: EXCHANGE FOR CHANGE

Account verification code

To access PHASE 1 REGISTRATION: EXCHANGE FOR CHANGE's apps and
resources, please use the code below for account verification. The code will only
work for 30 minutes.

Account verification code:

31223970

2. Select No account?
Create one.

3. Enter your email address.

4. Retrieve the verification code
from the email sent to you.

TIP:

If you did not receive

the code, check your
spam or junk folder.




Enter code

Enter the code we sent you 5. Enter the verification code into
ﬁtti the portal and click Verify.

Resend code

6. Add a secure password to your account.

7. Complete your profile by entering your name and selecting Continue.

PHASE 1 REGISTRATION - DEPOSIT RETURN SCHEME

Complete your profile

Before you continue, please confirm your name so we can personalise your registration.

First name * Last name *




SELEGT YOUR
REGISTRATION TYPE

PHASE 1 REGISTRATION - DEPOSIT RETURN SCHEME

Choose Your Registration Path

Choose the route that best matches your organisation's role in the Deposit Return Scheme.

Step1of 4

Registration Path

O Groceries Retailer / Return Point Operator

Select this if you sell drinks directly to consumers and will operate return points.

Select this if you place drinks containers on the UK market.

‘ Producer

O 1amnot sure

Show guidance so | can choose the correct route before continuing

Signed in as Continuing will open the in-app registration steps.

Already registered?
You do not need to start again to change something. Update your organisation, business and premises details at any time from the dashboard.
Manage your existing details

NOTE:

If your organisation operates
as both a Producer and a
Groceries Retailer, please

2. Select Continue. submit a separate registration

for Groceries Retailer once

you have completed
this registration.

1. If you place drinks containers on
the UK market, select Producer.




ENTER ORGANISATION DETAILS

Organisation Detalils

Enter your organisation details and confirm the primary contact for this registration.

Step 10f 3

Organisation details

[:] My organisation does not have a Companies House
registration number (for example, a sole trader)

Company registration
number * ©)

8 characters. Include any letters or leading zeros.

Enter a company registration number to search Companies House.

A. If your organisation has a company registration number:
1. Enter it into the company registration number field.
2. Select Find Company.

The portal will then retrieve and populate your organisation information from

Companies House.




My organisation does not have a Companies House
registration number (for example, a sole trader)

B. If your organisation does not have a company registration

number:
1. Tick the checkbox at the top of 2. Complete the form with your
the form. organisation’s details.

Organisation name *

Exchange for Change

Registered office address

Address line 1*

27 0ld Gloucester Street

Address line 2 (optional)

Address line 3 (optlonal)

|
Town * County *
|

London Greater London

If you have an existing

Post code *

WCIN 3AX registration, the portal will pull
through the details and
ask you to confirm that

these are correct.

Country *

United Kingdom)




VAT number (optional) (i)

3. Enter your VAT number, if
applicable.

4. Update the contact details for your primary contact, if required, and add in their
role and phone number.

Your contact details

You are the primary contact for this organisation. Your name and sign-in email cannot be changed here. Changes to your phone number or role are saved to your
contact record when you select Continue.

First name Last name
John Smith
Email
Phone number * n Role * )

5. Complete all mandatory fields marked with an asterisk (*).

6. Check the information shown.

7. Select Continue.




ENTER BUSINESS DETAILS

_. ' . . Registration Porta Dashboard RE

PHASE 1 REGISTRATION - DEPOSIT RETURN SCHEME

Business Details

Provide the business details for this registration route before moving to the next step.

Step 2 of 3

Organisation detalls Business details

Information

(O Business name Is the same as the organisation name
(Exchange for Change)

Business name * () Trading name = Business type * © Phone number *

1. Enter the details of the business
you are registering.

2. Select the relevant checkbox to ]
Information

[:] Business name s the same as the organisation name

entered details. (Exchange for Change)

automatically populate previously




3. If the primary contact for the business has not yet been entered, tick the
checkbox in the Business Primary Contact section and complete the
Alternate business primary contact details section.

Business primary contact
The business primary contact is someone else

You (the signed-in user) will remain the organisation contact for this registration either way. If you check this box, the alternate contact you
enter below will be recorded as the business primary contact, but they will not get portal access unless you invite them separately.

Alternate business primary contact details
First name * Last name * Company role * Email *

Phone number *

4. Add in details of another contact, if preferred.

Other contact

Optionally add another person we can contact about this business. If you start entering their
details, all fields are required to save them. They will not get portal access unless you invite
them separately.

Other contact details
First name Last name Company role Email

Phone number

5. Check that all mandatory fields marked with an asterisk (*) have been completed.

6. Select Continue.




REVIEW AND SUBMIT

-. . . . Registration Porta Dashboard

PHASE 1 REGISTRATION - DEPOSIT RETURN SCHEME

Review and Submit

Route selected: Producer. Review the details captured in the previous steps before

submitting.

Step3of 3

Organisation details Business details Review and submit

Summary

Organisation details Edit Primary contact: John Smith
Organisation: Exchange for Change Email:

Company number: No CRN (scle trader) Phone: 07777 777777
Registered address: Role: CEO

Business details Edit
Business: Exchange for Change
Trading name: Exchange for Change

Business type: Producer

1. Review all information before 3. Once all information has been
submitting your registration. reviewed, select Submit
Registration.

2. To make changes, select
Edit or Back to return to the

previous screen.




A confirmation message will appear on screen, and a confirmation email will be sent
to the inbox of the primary user.

Confirmation Screen

(© Registration received
Registration number REG-01104 has been recorded. Your registration details have been captured and you can continue from the dashboard if further
updates are needed.

Open dashboard { Start Another Registration

After submitting your registration, you can:

« Start another registration as a Groceries Retailer by selecting
Start Another Registration.

* Go to your dashboard by selecting Open Dashboard.




AGGESS YOUR DASHBOARD

My Dashboard

iew your organisation details and track your registrations.

Organisation details Edit

Organisation: Exchange for Change
Company number: No CRN (sole trader)
Address:

BUSiHBSS details Add a business

Business: Exchange for Change Edit

Type: Producer
Registration reference: REG-01108

Route: Producer

Within your dashboard, you can:

» Manage your organisation’s details.  Review registration information.
* Manage business details and add a * Invite additional users to access or
business. manage records.

* View your business withdrawal
requests, if applicable.

If you are experiencing issues registering, please contact us at
producers@exchangeforchange.co.uk




