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Save This Presentation  
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You will be asked later to close all your browser windows 



IW Annual Report Web Page 

The infectious waste annual report web page has been 
revised to help you: 

• Notify the DNR of contact information changes 

• Notify the DNR of facility changes 

• Prepare to file 

• Access the report (includes tips and troubleshooting) 

• Fix problems with your WAMS ID or password 

• Find out if your facility is exempt 

http://dnr.wi.gov/topic/HealthWaste/IWReport.html  
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STEP 1 
 

Obtain a WAMS ID 
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Obtain a WAMS ID 

Every person who intends to prepare, view or sign* 
your facility’s annual report MUST have a unique 
and personal “WAMS ID” (also known as a 
“Wisconsin User ID”).   

 

*The signer is known as the “Director.” The 
Director is the top administrator who actually 
works in your building.  He or she is not a 
corporate officer who works elsewhere, and is 
not a designee.  
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More about WAMS IDs 

WAMS IDs are personal and linked to YOU,  
not to a facility or to a position within a facility   
 
A WAMS ID is like a driver’s license.   
• You may have one and only one personal driver’s license (WAMS ID).  
• With it you can drive any vehicle  (file reports on behalf of any facility 

or do personal business with any state agency).   
• When you leave your position, you take your driver’s license (WAMS 

ID) with you; you do not leave it for your successor to use because 
whatever they do would show up on your personal driving record.   

• Several employees cannot not share a driver’s license (WAMS ID) and 
corporations do not have driver’s licenses (WAMS IDs).  

  

  Using someone else’s WAMS ID is considered fraud  
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Guard your WAMS ID 

In addition to allowing you to report on behalf of 
your employer, your WAMS ID allows you to do 
personal business with any state agency online,  
such as to obtain personal credentials and 
licenses and (eventually) to file personal taxes.   
 

Choose your User ID carefully. Do not share it or 
your password with anyone.  Guard it like you 
would your social security number.  
 
Already have a personal WAMS ID?  Skip to slide 
18.  
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Close all browser windows 
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Then open your browser again. Opening a fresh browser prevents problems. 



Go to dnr.wi.gov, Locate Switchboard 
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Click “Create WAMS ID” 
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Click Accept 
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Fill Out Required Fields and Submit 
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Receive Confirmation, Close Browser  
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If not activated in 4 days, DNR can help recover your account. 
Email DNRMedicalWaste@wisconsin.gov with your WAMS ID.  

mailto:DNRMedicalWaste@wisconsin.gov


Open Email from 
WAMS@wisconsin.gov, Click Link 

15 



Log In Immediately  
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Receive Confirmation  
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Either click on “Return to previous application” (if there) or close your browser.  
If you don’t receive a confirmation email within 2 hours, email 

DNRMedicalWaste@wisconsin.gov   
 

mailto:DNRMedicalWaste@wisconsin.gov


STEP 2 
 

Register on DNR Switchboard 
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Register on DNR Switchboard 

Every person who intends to prepare or sign an 
annual report must register his/her WAMS ID on 
DNR Switchboard, choose a reporting role for the 
facility (or facilities) and mail his/her signature to 
DNR.   

 

Once registered, you may associate your WAMS 
ID with a different email address (e.g., your work 
email) for future interactions with DNR 
Switchboard.   
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Find Your FID Number(s) 

• Look at previous infectious waste annual report forms  OR 
• Search in the DNR “SHWIMS on the web” database 

http://dnr.wi.gov/sotw/Welcome.do  OR 
• Email the facility’s name and complete address to 

DNRMedicalWaste@wisconsin.gov 

If your facility is new or has moved, first ask for a new FID 
number by emailing DNRMedicalWaste@wisconsin.gov  
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Go to dnr.wi.gov, Locate Switchboard 
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Click “Request Access” 
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Optional: Change Email Address 
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Optional: 
Change 
Your Email 
Address 



Click “Add New Role” 
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Click “Show Roles” for Waste 
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Choose Only One Role 

ONLY SELECT ONE INFECTIOUS WASTE OPTION 
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Note: The Director role can also enter data 



Enter Your FID number, Click Search 
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Check Select Box 
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Do not Submit yet! 



Repeat for any additional facilities  
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Review Information,  
Check Off Box, Click Submit 
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Review email 
address, facilities 
and roles.  

Go back to add more 
facilities, if necessary, 
BEFORE you click submit 

 



STEP 3 
 

Send signature to DNR 
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Print One Signature Page,  
Sign it and Send it to DNR 
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You must send the original signature page to the DNR.  If prompted to print 
more than one signature page, just sign and send one.    
 
Do not send electronic signatures, stamped signatures, scans or faxes.  The DNR 
needs your original signature in ink for legal reasons. 



STEP 4 
 

Ensure DNR emails will reach you 
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Check your spam filter 
If emails from DNR have been or would be kept out of 
your inbox for any reason, do what is necessary to ensure 
they are not filtered out or you may not receive emails 
about when and how to fill out your annual reports.  

DNR staff will email you to confirm your registration on 
DNR Switchboard.   Usually this happens the same day, but 
occasionally there are delays. 

If an email from DNR has not arrived within 3 days after 
you register DNR Switchboard, check your spam filter. 
After 3 days, if you are sure you that an email from DNR 
has not arrived, contact DNRMedicalWaste@wisconsin.gov 
to ask about the status of your Switchboard registration.  
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Include these DNR addresses  
on your “safe senders” list 

• BEST:  Allow all email from the domain 
“@wisconsin.gov” to be delivered to your email 
inbox.   

• OK for now: Allow email from the following 
addresses to be considered safe: 
– DNRmedicalwaste@wisconsin.gov 
– barbara.bickford@wisconsin.gov 
– angela.carey@wisconsin.gov  

• Other addresses may be added as DNR staff 
change 
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Find Out More 

Visit the DNR infectious waste annual 
report web page  

http://dnr.wi.gov/topic/healthwaste/iwreport.html 
The DNR will update this page as needed. 

 

Email the DNR 
DNRMedicalWaste@wisconsin.gov 
Include your FID number in the subject line and all 
relevant details in the email.  
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