Instructions to join the Missouri Department of Natural Resources Materials
Management Directory
Link to website: https://recyclesearch.com/profile/mo-directory
Directory page below, scroll to bottom to join, see 2nd screen shot.

Click on Join
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The system will walk you through setting up your account. You will need a valid email address,
see the next few screen shots for help, A-E.
A.

B.

C. Click on CREATE ACCOUNT
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D. You will see a screen like below, stating an email was sent to your account.

E. Go into your email, open the email from Re-Trac, then click on the activate link.

Please see the step by step process below you will go through to finish the member information.
Fill out the details for the member, be sure to be thorough and include the physical address for
the location so as people search they will be able to find the location to drop off items.
1. Enter your member details, be sure to choose your member type from the drop down box.
If unsure and is a location to drop off we recommend you use Drop Off Location.
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Details of what member types there are, next 3 screens, this is not all of the choices, but many.

2. Must select the District in Available Groups. The district is based on the address i.e. city,
county to decide which district to select. Be sure to fill out the address in its entirety in
the location details.

3. Verify the address that you entered above in the google map search box. If it was not in
google maps, you may need to re-enter below.
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4. At this point you can either click Join or you may click on an arrow to begin filling out
additional details i.e. profile, hours, materials, etc. See options below (a) & (b)
a. If you chose this option go to page 7 to enter your member details later.

b. If you chose this option go on to 5 below.
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5. Profile Basic Details-fill out as much information as possible.

6. Hours of Operation-fill out as much information as possible.

7. Materials Accepted-fill out as much information as possible.
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8. Frequently Asked Questions-Not being utilized as of now.

9. Once all areas are filled out you will click Join.

NOTE: When you request to Join a member in Re-Trac the District you selected in the Available
Group will need to approve the member as being part of the District. Once you are approved
either by the District or DNR/WMP you will be able to log into Re-Trac using the email &
password when you setup your account. It is possible to join more than one district if you have
multiple locations in different counties that may be in another district. If you are not sure what
district you are in please go to the Solid Waste Management District page and check the map for
the specific county and district. Solid Waste Management District link:
https://dnr.mo.gov/env/swmp/swmd/swmdinfo.htm
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In the future when you log into Re-Trac using your email & password you will see a screen like
below (next 2 screen shots), but should see your name. It’s also known as your dashboard.

If the Directory is the only program you will use or the only program you have joined in ReTrac, you will only see the 1st box below under Programs I’ve Joined tab, see below. Click on the
Directory.

When you click on the program the next page you will see is your member screen. If you have
not added a member yet you should see no members, but if you have added a member you
should that member’s name in the listed. As members are added (approved by the District or
DNR/WMP) you will see their member name listed here.

To add a new member see the steps below. The member is setup by address so if you have
multiple drop off locations for recycling you will need to add a new member for each address. If
multiple locations have the same name noting north, south, etc. is helpful; i.e. Walmart –North or
Walmart– Eastland so they look a little different when citizens are trying to find a place to take
items.
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Click on the + to add more members, see below.

Click on Create New

Next you will see the screen below. Go back to directions above if needed, page 3 & #1, going
through each step.
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To edit member information see below.
You can revise the member material details by clicking on the blue/green member name. To edit
the address of the member click on the edit member in orange/red color. See arrow & circle
below.

Below (a. & b.) is what your member looks like when you you click on the blue/green member
name. You click on each arrow to fill out or edit as needed, refer back to steps 5-8 on page 6.
Then click save at the bottom if information has been changed.
a.

b.
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Please note to go into each member you add, be sure they are marked to public for them to show
up on the map when searching for materials to recycle. If the facility, location, entity, etc. is not
utilized year round you may follow the steps below to have it hidden when not in use. See screen
shots below.

You slide the white button by private over to see the green public below. This makes the member
show up when the map is searched. So you would move it to private if the location is temporary
closed

If you go under Edit Member you will see a screen that looks like below, 2 screen shots below.
Once done, click on SAVE at bottom of page.

11

12

