
STEP-BY-STEP INSTRUCTIONS FOR USING 

GREEN HALO 

The Public Works Recycling portion of your New Construction, Re-roofing, Remodel, 
Tenant Improvement, Demolition, etc. permit requires you to submit your waste plan as 
described below.  

If you are having difficulty proceeding through the steps below, please contact the Public Works 

Department at the City of Brea at (714) 990-7691 or email recyclebrea@cityofbrea.net. If a 
page is malfunctioning or you are experiencing other issues with the website, please 
contact Green Halo customer service at 1 (888) 525-1301. 
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Scan the QR Code below to visit the 

City of Brea’s Green Halo Portal: 

Scan the QR Code below to visit the City of 

Brea’s Construction & Demolition Webpage: 



CREATING AN ACCOUNT  
1. Go to Brea.WasteTracking.com to create a waste management plan. 

a. If you already have an account, click “Log In”. 

 
b. To create a waste management plan, click “Create Your Debris Recovery Plan” and 

fill in the Project Name, Street Address, and select a Zip Code fields. 

 
c. If you do not have an account, select “New Account” then click “Create”. 

i. You will be prompted to create an account, enter your email, password, and 

re-enter your password then click “Create”. 

 

 

 

 

https://brea.wastetracking.com/


2. Select your plan – FREE PROJECT TRACKER (default). Then click “Next Step”. 

a. Note: The charges listed on the free plan only apply to individuals who request that 

Green Halo upload weight tickets for them. All tickets uploaded solely by the 

individual will come at no cost. Should a paid plan be chosen instead of the free plan, 

the fee is at the discretion of the applicant. 

 
 

 

 



3. Enter your company information to complete your User Profile. Once complete, click “Next 

Step” at the top or bottom right of the page. 

 
 

 

 



4. Review the information and click “Confirm” to submit and create your account. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. To start using your account, you must verify your email address. 

a. You should receive an email from Green Halo within the next 10 minutes. Click on 

the link in the email to activate your Account and start using Green Halo. 

i. If you do not receive an email within 10 minutes, please contact Green Halo 

via their website (https://greenhalosystems.com) or call 1-888-525-1301.   

 
6. After clicking “ACTIVATE ACCOUNT” in the email from Green Halo, it will lead you back to 

their webpage to add a new project. Click on “Start Using Green Halo Now!”. It will take you 

to the Green Halo webpage to enter information for adding a project. 

 

https://greenhalosystems.com/?page=ghs/contact
https://greenhalosystems.com/


ADDING NEW PROJECTS 
7. If you already have an account, sign in to Green Halo and click “Add Another Project”.  

 
a. You will be prompted to enter a Project Name and Street Address. Click “Add 

Project” once complete. 

 
b. Verify the Project Zip Code. 

 
 

 

 

 

c. You will be prompted to filling out additional information on your project (refer to step 

8 below). Fill out all required fields. 

 



8. If you clicked “Start Using Green Halo Now!”, it will direct you to the Adding New Projects 

screen where you will fill out the PROJECT INFORMATION section. 

a. Review the General Information previously noted for the project and fill out the 

Project Information section. 

b. Click “Save Plan” to save your progress and click “Next Step” in the upper right-hand 

corner of the page to move to the next section of the form. 

 
 



c. Include the Project Manager for this project.  

i. Click “add/edit”. 

1. If the project Manager’s information is already present, click the check 

mark to the left of their name and click “Save Selected Project 

Managers”. 

2. If there is an alternative Project Manager, refer to the Add Project 

Manager section and fill out the required fields. Once complete, click 

“Add User”. 

 



d. If you are NOT using the City’s franchise waste hauler, Republic Services, or if your 

Contractor is NOT hauling project debris and you are subcontracting, this information 

MUST be provided. Please add the Sub Contractor(s) information. If you fail to 

provide information, this could result in your WMP not being approved. 

 

 
 

e. Once all information has been provided, click “Next Step” at the bottom right of the 

page. 

  

 



 

9. MATERIAL SELECTION 

a. In the Materials List section, select whether data will be in cubic yards or tons. 

b. Go through the webpage and estimate the amount of Mixed C&D Debris or Source 

Separated Materials generated from your project. Once complete, click “Next Step” 

at the bottom right of the page. 

 

 



10. TRANSPORTER METHOD

a. Check the box for whether you will use a “Hauling, Trucking, Deconstruction, or

Demolition Service” (the City’s Franchise Waste Hauler – Republic Services) or

“Self-Hauling to an Approved Recycling Facility”.

i. If you check the Debris Box/Roll-Off Service, you must also check the

Exclusive Franchise Agreement option directly below it, as this is the only

other hauler authorized to provide these services in the City of Brea.

ii. If you check the Self Haul option, you must also check the Self Haul

Guidelines where you agree/acknowledge the listed requirements.

b. Once the Transporter Method has been selected, proceed to the following page by

clicking “Next Step”.

salvaged



11. FACILITY SELECTION 

a. This page is to identify the facility(ies) that will be utilized for disposing of project 

debris. 

i. If you selected to use the City’s Exclusive Franchise Waste Hauler – Republic 

Services, the Facility Selection page will already check the Republic Services 

– CVT MRF. You may click “Next Step” to proceed with completing and 

reviewing your Waste Management Plan. 

ii. If you selected Self Haul, review the list of Available Registered Facilities and 

check the facility(ies) you will use for disposing of project debris. 

b. Once the facility(ies) have been selected, click “Next Step”.  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12. COMPLETE & REVIEW 

a. This is the FINAL step for submitting your project to the City for approval. 

i. Read the Terms and Conditions. 

ii. Acceptance and Signature 

1. Once you have read the Terms and Conditions, select the checkmark.  

2. If there is additional information that you would like to provide, please 

write this in the Note field. 

3. Verify your name. 

4. Select your title. 

5. Send a text confirmation to your phone (Optional). 

b. Once the above is complete and filled out, click the “Submit Project for Approval” 

button. 

 



13. Green Halo will provide a final notification that your project will be submitted and that you 

will be unable to make revisions once submitted.  

a. If you are ready to submit, click OK. 

 
 

14. Once your Waste Management Plan is submitted, you will be provided a message from 

Green Halo: “Congratulations, your waste management plan has been submitted for 

Approval to the jurisdiction of Brea, California” 

 
 

15. When your Waste Management Plan is approved by the City of Brea – Public Works 

Department, you should receive an email notification from Green Halo. 

 

City of Brea 



ADDING WEIGHT TICKETS/REPORTS/RECEIPTS 
 

16. Once you begin collecting weight tickets for the project, log into your Green Halo account, 

select your project, and select “Add Tickets”. 

 

 

 

 

 

 

 

 



17. Using the weight ticket/tonnage report/weight receipt you received from the facility where 

project debris was disposed, fill out the information on the Add Ticket page. Please make 

sure all fields are completed prior to submitting. 

 
 

 

 

 

 

 

 

 



 

 

 

 

 

a. For Ticket Type: Recycle and Dispose 

i. Select the material recycled and disposed. 

ii. Select the facility the material was taken to. 

1.  The facility originally selected for the project will appear at the top. 

 
iii. Select/input who hauled the project material (i.e., Republic Services or Self 

Haul). 

iv. Input the ticket number, upload the image of the ticket, input the weight and 

select the units (tons, cubic yards, pounds). 

v. Select the percentage that this ticket covers for the project (5%-100%). 

vi. Notate who is submitting the ticket and then click Submit Ticket at the bottom 

of the page. 

 

b. For Ticket Type: Salvage and Reuse 

i. Select what items were salvages/reused. 

ii. Specify if the material was donated, reused on-site or salvaged for reuse. 

iii. Select the facility the material was taken to. 

iv. Upload supporting documentation (Ticket #, Donation receipt, Ticket Date, 

Weight/Qty). 

v. Select the percentage that this ticket covers for the project (5%-100%). 

vi. Include a description of how the materials were salvaged and include any 

additional documentation. 

vii. Notate who is submitting the ticket and then click Submit Ticket at the bottom 

of the page. 



 

 

IF YOU HAVE MORE THAN ONE (1) TICKET, REPEAT THE PROCESS UNTIL ALL 

TICKETS ARE ENTERED FOR THE PROJECT. 

 

 



 

EXAMPLE OF WEIGHT TICKET:  

 

 

Make sure your weight ticket/report is legible and includes at a minimum: 

- Facility Name & Address 

- Ticket # 

- Project Address 

- Origin: BREA 

- Debris Type 

- Debris Weight 

 

 

 

 

Address 



 

SUBMIT FOR FINAL 
 

18. Once all tickets are uploaded, proceed to the home page and select “Submit for Final”. 

 

19. Verify that all information has been uploaded for your project. Once verified, click “Submit for 

Final”. 

 



a. If you have any additional documents or comments, you may note them in this section. 

Otherwise, click the “Submit for Final” button on the bottom of the page. 

 

b. A box will pop up to confirm that you are sure you want to submit for Final. Select “Yes” to 

submit. 

 



c. You will then be directed to a Congratulations screen from Green Halo notifying you that your 

waste management plan was submitted for the City of Brea to review.  

i. Once your project is given the Final Approval from the City of Brea, you will receive a 

no-reply email from Green Halo and given notification that you can schedule a final 

inspection with the City of Brea - Building and Safety Division at (714) 990-7668. 

 

 City of Brea 


