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 On-line manifesting system for tires received at the 
county tire site.

 A tool for you to use in monitoring the use of your 
Waste Tire Recycling Grant.

 A tool to use in making on the spot decisions about 
tires brought to you by your tire generators.

 A reporting tool to eliminate mailing of paper 
manifests and administrative time in compiling an 
Invoice for Reimbursement. 



Access the Internet

Type in:

www.my.re-trac.com

Your Username 

Your Password

How Does it Work?

http://www.my.re-trac.com/
http://www.my.re-trac.com/
http://www.my.re-trac.com/


Go to “Residential 

Section”  

Click on “Material 

Information”.

How Do I Create A Manifest?



This screen, shows 

summary of 

county tires 

collected.

Click on “New 

Transaction”.



Current Date

Invoice#

Select Generator

Hauler/Business 

License

Tire Count-no 

scales or grant 

expires June 30, 2011

Tire Weight-only 

those counties with 

scales whose 

contract does not 

expire until June  

30, 2012.

Electronic 
Manifest Page



“Estimated 

Remaining Tire 

Balance,” 

Equals

Tires eligible for  

grant 

reimbursement

How Many Tires Are Eligible
for Grant Reimbursement?



Enter Either Tire 

Count (Number of 

Tire Is Highlighted)

Click on
"Number of 
Tires"

Enter Number of 
Eligible 
Passenger, Truck, 
Agricultural Tires

How To Enter Tire Count



Click on  “Tire 

Weights” 

Enter  tire weight 

(lbs) for the eligible 

tires 

Note: system back 

calculates Tire 

Count based on:

23lbs passenger, 

100lbs Semi Truck, 

125lbs  Tractor, 

Agriculture

How To Enter Tire Weight



Click On

“Save”

n The 

Make Sure To 
Click On The 
Save Button 

Save The Electronic Manifest



The ID number, 

is the “Electronic 

Manifest 

Number,” 

Click on the 

number to see 

the manifest.

Where Is My Manifest Number?



Go to the “File”  

choose “Print” 

and number of 

copies to be 

printed.

Note: Tire 

generator must 

sign County 

copy

How To Print The Manifest



Electronic  Manifest 
looks  like the 
paper manifest 
when printed. 

Print at least 2 
copies: 

One manifest  must 
be signed by tire 
generator and  kept in 
the county's files. 

One manifest is given 
to the tire generator 
showing remaining 
eligible tires. 



 State Invoice for Reimbursement Form

 County Tire Reimbursement Report by Invoice 
Number (ReTRAC)

 Search Transactions (ReTRAC)



Click on “Create 

Reports”

How To Create A County Tire 
Reimbursement Report by Invoice Number



Select County Tire Reimbursement Report by 
Invoice Number



Select Invoice 

Number

Or

Dates of Invoice 

Period

Click On 

Generate Report

Select Invoice Number or  The Dates 
for Invoice Period



After each Invoice, 

You will have a line 

that shows the total 

tire count for the 

invoice as well as the 

tonnage. Use this 

information to 

calculate the 

reimbursement 

amount. 

This Is Your  County Tire 
Reimbursement Report by  
Invoice  Number 



Click on 

“Search 

Transactions”

How To Obtain Search Transaction Records



Enter

Transaction Dates

Invoice #

Display Results

Click on “Search”

Search Transaction Screen



•Total Tires

•Total Tons

•ID Numbers

The Tons and Tire 

Count Should 

Match the County 

Tire 

Reimbursement 

Report by  Invoice  

Number 

Information Obtained from Search Transactions



Click On File

Select Print

Print The Screen



 Copies of State Invoice for Reimbursement

 Signed Copies of Manifest with weight scale 
tickets

 County Tire Reimbursement Report by  Invoice  
Number #

 Search Transactions Report

 Grant Contract (fully executed) 

 Grantee  Contract for Tire Processing

 TDEC Approval of Subcontracting (if 
applicable)

 Maintain documents for three (3) full years 
from the date of the final payment

Records Needed For Audit Purposes




