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An organisation consists of one or more sites. The organisation must be created in the DE-

TEC eGovernment Portal (section 1) and the site must be applied for by the company and 

checked by the canton (section 2). 

 

 

1 Organisation 

There are two services available for creating an organisation: ‘Create organisation’ and ‘Reg-

ister a business partner as a service provider’.  

For cantonal officials wishing to create an organisation, we recommend using the ‘Register a 

business partner as a service provider’ service. The advantage is that, when creating the or-

ganisation, they can add an administrator for the organisation by entering their email ad-

dress. When the administrator then logs into the DETEC eGovernment Portal using that 

email address, the administration rights are automatically transferred from the canton to the 

organisation. 

1.1 Register a business partner (organisation) as a service pro-
vider 

If a company wishes to apply for a site, an organisation must first be created in the DETEC 

eGovernment Portal. 

1. Select and start the ‘Register a business partner as a service provider’ service. 

2. If you wish to create an organisation, select ‘Organisation’. 

 

3. Then continue as described under section 1.2 ‘Create an organisation’. 

4. To complete the process, enter the name and email address of the future administra-

tor for the organisation. Please enter only person-specific email addresses (i.e. not an 

info@ address). 

Organisation

Site A Site B ...
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When the administrator then logs into the DETEC eGovernment Portal using that email ad-

dress, the administration rights are automatically transferred from the canton to the organisa-

tion. 

1.2 Create an organisation 

You must create an organisation before you can apply for a site. 

1. Select 'My organisation' in the menu to see all the services for organisations. 

 

2. Select and start the 'Create organisation' service. 

3. Follow the instructions in the form. We recommend creating your organisation using its 

UID number. If you do not know your organisation's UID, you can find it in the UID regis-

ter (www.uid.admin.ch). 

 

Further details can be found in the detailed information on the service. 

 

4. Once you have created the organisation, you can apply for a site for it. 
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1.3 Set administrator for organisation (incl. site) 

If an organisation or site does not have an administrator, you can set yourself or someone 

else as the administrator for that organisation. You can do this via the 'Set administrator' ser-

vice, which you will find in the service catalogue under 'Approval by the cantons'. 

 

 

 

 

The procedure is as follows: 

 

1. Search for the organisation in question via the site name or company number. 

 
The corresponding organisation with its site is then displayed. 
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2. You can enter either a user whose account has already been activated (e.g. yourself) or a 

user who has not yet registered, in which case the user will be granted access to the DETEC 

eGovernment Portal as soon as they log in for the first time. 

When you enter the user's email address, the system automatically detects whether that user 

already exists. 

 

a. The user is not yet known. Enter additional information about the user.  

 
 

b. The user is already known.  

 
 

3. When you close the service, the rights to the organisation will be activated straight away. The 

users in question are also informed.  
 

NB: The user now has rights for all sites in the organisation and is entered as the organisation's ad-

ministrator. 

 

2 Check the requested site 

Applications for new sites or changes to existing sites (e.g. new waste codes) are made by 
the companies in the Waste and Resources portal. You can find these applications under the 
'Notifications' menu. 
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They are automatically assigned to the competent cantonal environmental agencies via the 

commune of the site in question. 

 

Procedure for having a site checked by the competent cantonal environmental agency: 

1. Open the application or the message under 'Notifications' to view the contents of the 

requested site. 

2. In the message, click ‘Edit business case'. A form showing all the associated infor-

mation is displayed. 

 

3. You can now check the data entered by the company and adapt it if necessary. To do 

this, write directly in the input fields. 

This process is described below.  

 

2.1 Check the general site data 

The following site information is displayed in different sections: 

 

1. Responsibilities of the organisation 
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NB: Changing the data concerning responsibilities may have major consequences. 

You should be careful when changing the following data: 

a. Responsible organisation 

If the site is assigned to another organisation, the person making the applica-

tion may not have rights for this organisation, or you may assign a site to the 

wrong organisation so the applicant no longer has access to their application. 

Only change the organisation's data in consultation with the relevant contact 

person.  

b. Responsible commune (municipality) 

The commune is always linked to the corresponding canton. If the commune 

is changed, the canton may change accordingly and you may end up approv-

ing an application on behalf of the other canton.  

 
 

2. Site address 

 
Unlike changes to the organisation, changes to the site address have no major con-

sequences. Here too, we recommend only making changes in consultation with the 

applicant. 

 

3. Company information 

In the company information, a distinction is made between a waste generating com-

pany (a) and a waste disposal facility (b). 

 

a. Site is a waste generating company:  

Do not check the 'Site is a waste facility' box. You only need to select the in-

dustry under 'Commercial type'. Then complete the application. No further in-

formation is required. 
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b. Site is a waste disposal facility.  

Check the ‘waste facility’ box and fill in the rest of the information. Changing 

the type of waste disposal facility affects subsequent processes, e.g. in rela-

tion to the Ordinance on the Charge for the Remediation of Contaminated 

Sites (CSRCO) or the annual waste reporting (nk), and the mandatory fields to 

be completed (‘Further information on the site’).  

 

 

4. Further information on the site 

This is only shown if the application is for a waste disposal facility. The 'Site is a 

waste facility' box must be checked. 

 
 

Please make sure that the coordinates are entered in the format shown above. 

 

5. Inspectorate details 

There are two different types of inspectorate: 

 
 

a. Inspectorate for the compilation of the declaration 

This inspectorate can only be set by the organisation. The cantons cannot 

change this information. The set inspectorate takes charge of entering data for 
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the annual waste reporting (nk). The organisation itself can view the annual 

waste reporting (nk) but cannot enter any data. 

b. Inspectorate for the examination of the declaration 

This inspectorate can only be set by the canton. Only inspectorates which are 

registered as an organisation in eGOV can be set. To start your search, click 

inside the field and enter the organisation's name.  

 

2.2 Waste disposal facilities: waste codes set 

Waste disposal facilities are waste facilities under ADWO and disposal companies under 

OMW. Waste codes are only entered for ADWO waste (disposal) facilities. Companies that 

only generate waste are neither required nor able to set codes. 

There are several ways to manage the waste codes already entered: 

 

1. Add individual waste codes 

2. Add waste code groups 

3. Delete waste codes 

4. Change the validity date 

5. Change the disposal method 

 

2.2.1 Add individual waste codes 

1. Click the green + sign to add individual waste codes.  

 
 

2. A blank field then appears.  

Click 'Show detailed information' so you can enter all required data. 

 
 

3. Enter the LVA code (purple), the disposal procedure (red) and a validity end date 
(green, no more than five years in the future). 
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As you start typing, suggestions are displayed. 

 

 

2.2.2 Add waste code groups 

You can also enter entire categories of waste codes. To do this, first check the 'Add more 

waste codes' box under 'Waste codes added'.  

 

 

NB: In order for the individual waste codes to be accepted, it is important that you follow the 

instructions below (steps 1–8) exactly.  

You can only search for waste codes of one hazard class at a time. You should therefore di-

vide up the codes to be entered by hazard class (S/akb, ak or nk). Start with S/akb waste 

codes and follow all eight steps described below. Then move on to the next hazard class, 

e.g. ak, and carry out the eight steps again. 

1. Select the hazard class. You can choose between S/akb, ak and nk. 

2. Select the coding system you wish to use to enter the waste codes. There are two op-

tions for entering waste types: 

a. LVA codes 

b. ADWO codes (these are also automatically saved as LVA codes in the back-

ground). 

3. Select the corresponding codes. 

Under point a. below you will see how to enter LVA codes. To enter ADWO codes, 

please go directly to point b. 

After selecting the codes, continue to step 4. 

a. LVA codes: Select either a section or a sub-section.  

You can also type a term directly in the field. Only the search results containing 

that term will be displayed. 
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All LVA codes of the section or sub-section are now included in the selection. 

 

b. ADWO codes: Select a code directly. It is best to type in the term, and the corre-

sponding code will then be displayed. 

 

When you select a code, the associated LVA codes are automatically included in 

the selection. 

 

4. This step applies again to both LVA and ADWO codes. 

Now remove the codes you do not need from the selection. 

 

 

At this point you may also choose to enter more codes manually. Enter either the 

code directly (with spaces, i.e. XX XX XX) or a word from the description. If you want 

to enter more sections, sub-sections or ADWO codes, complete this entry process 

and follow the instructions. 
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5. Now enter the disposal procedures for the waste codes entered. Here, too, you can 

filter by keyword. 

 

The selected disposal procedure will be applied to all previously entered waste codes. 

Only after the waste codes have been accepted (see step 8) can the disposal proce-

dure be changed or additional ones added for each code entered (see step 8). 

6. Please specify the date until which the permit for the waste codes entered is to be 

valid. Note: It is up to the canton to finalise the dates. 

The period of validity may not exceed five years. 

7. NB:  

In order for the waste codes to be accepted, you have to have checked the 'Accept 

selection' box in step 7.  

 

8. All codes are listed individually as shown below and can be edited as required. You 

can show or hide detailed information by clicking the button shown below. 

 

 

NB: Do you want to add more codes? Check the following box and begin the process again 

at step 1. 
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2.2.3 Delete waste codes 

Only individual waste codes can be deleted (not sections or entire groups). To do this, click 

the red cross next to the entry you wish to delete. 

 

 

2.2.4 Change the validity date 

The waste code validity date can be set either for each waste code individually or for all 

waste codes together. 

 

Change the validity date for one waste code 

1. Show the detailed information for the waste code in question (green). 

2. Adjust the validity end date (red). 

 

 

Change the validity date for all waste codes in the application 

1. At the very end of the form, you will see the following function: 

 

2. Enter the new date and check the box (red). 

NB: If this box is not checked, the change will not be applied. 

 

2.2.5 Change the disposal method 

1. Show the detailed information for the waste code in question (green). 

2. Several disposal methods can be selected. To do this, click inside the input field and 

start typing. Matching entries are then shown and you can select one of them. 

You can delete individual codes by clicking the small black cross or all codes by click-

ing the large red cross. 
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2.3 Select waste coding for reporting obligation 

In addition to the waste codes, the canton must specify whether the company is to submit its 

annual waste reporting according to LVA or ADWO. This may also be left to the company's 

discretion. 

 

 

2.4 Comments and comment history 

The comment history shows all of the applicant's comments. If the application has already 

been rejected one or more times, the comments by the cantonal official in charge are also 

visible.  

 
 
 
 
Further comments can be added. It is advisable to enter a comment, particularly in the case 
of rejection. This comment is visible to both the company and the canton. 
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2.5 Take a decision on the application 

One of the following decisions can be taken on the third page: 

1. Reject application 

No company number will be issued. The application is rejected in its entirety and a 

new application must be submitted, if desired. 

2. Accept application 

The company number is issued upon acceptance. The company can use the 'Edit 

site' service to request further changes. The canton will then re-examine the applica-

tion. 

3. Decline application 

The application (or form) is returned to the applicant. The comment is visible to the 

applicant, who can change all details accordingly. The application is then resubmitted 

to the canton responsible for approval. 

 

 
 

3 Find information about the site 

You will find all forms sent and services submitted under 'Business cases'.  

 

 

You can download a PDF showing a summary of the data submitted. 

 

All messages can be accessed under 'Notifications'. You will also be informed about new 

messages by email. 
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3.1 Search for an organisation and site 

Alternatively you can use the 'Search for organisation and site' service. 

This service displays all organisations with sites matching the search criteria. 

 


