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Annual Plan - Screen Navigation
Submitting an Annual Plan

501

On the top Annual Plan menu, click ‘create annual plan’.

Enter data, click Create Plan.  If successful, note annual plan 
ID # (each licensee in a forest district should only use one 
annual plan ID for each year’s surveys and oculars) Annual Plan 
status - Draft.

The three reporting unit options now appear on the screen.  A 
licensee may choose to use any one or all three of the 
reporting unit options.

Aggregate
Option

Enter Dispersed and Accumulated CVs (50-130%)
Click ‘save’.
Repeat for add on RU.
Each RU must have more than one block.
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Annual Plan - Screen Navigation
Cutblock
Option

Enter Dispersed and Accumulated CVs (50-130%)
Click ‘save’.
Each RU must have only one block.
Repeat for additional RU.

Ocular
Estimate
Option

Click ‘Create New’.
Each RU may have one or more blocks.

Next to the created RU, click ‘Details’ to go to 101.  Repeat 
to complete for all RUs.

101 Enter block header data (licence no., cp, block, TM, area), click 
‘save new’.

Repeat for additional block.  Note, for cutblock option only one 
block is allowed for each RU.

Note RU status - ‘Draft’, Block status - ‘Draft’.

When block header date have been completed for all RUs on the 
annual plan, go to 501.
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Annual Plan - Screen Navigation

501 On screen top under Annual Plan, click ‘submit’.
Check box on 303, click submit.

For the Coast forest Region users, the Waste Coordinator in the 
forest district must approve the annual plan before field data can be 
accepted by the system.

For the Interior users, the annual plan is instantly approved.  You may 
proceed to enter field data.

Once the annual plan is approved, the plan and the RU statuses will 
change form ‘draft’ to ‘approved’.  The block status will remain as 
‘draft’.

New blocks and RUs may be added anytime after the annual plan is 
approved.
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Annual Plan 

Click 
‘Create’
Annual 
Plan
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Annual Plan - Waste 501

Enter year, 
FD, click 
dot, dot, 
dot to 
search for 
licensee.
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Annual Plan - Client Search

Enter an 
acronym, eg., 
for 
Weyerhauser, 
enter Weyer
and select the 
appropriate 
company 
division.
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Annual Plan

Click ‘Create 
Plan’.  A 
‘Save 
Successful’
message will 
appear as 
next.
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Annual Plan

Note 
Annual Plan 
number 
created, 
Plan 
stratum is 
‘draft’.
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Annual Plan

Create RUs for 
the Aggregate & 
Cutblock Options 
by entering CUs
for dispersed 
and accumlated.  
Click Save.
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Annual Plan

12

Create 
Ocular 
Estimate 
RU by 
clicking 
‘Create 
New’.



Annual Plan

Note: RU 
numbers 
created 
when clicking 
Save.
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Annual Plan

Click details 
on the RU 
to enter 
block 
header info 
on Screen 
Waste 101.
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Annual Plan

Enter 
block data 
direct or 
click dot, 
dot, dot to 
go to block 
search as 
next.
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Annual Plan
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Annual Plan

Enter at 
least 3 
criteria, 
click 
search and 
select the 
appropriate 
block from 
list.
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Annual Plan

Enter 
appropriate 
block area, 
click ‘Save 
New’.

18



Annual Plan

Note block 
status is 
‘draft’, 
enter any 
additional 
blocks.
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Annual Plan

Once all 
blocks are 
entered 
for all 
RUs, go 
back to 
501.
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Annual Plan

Click 
‘Submit’.  
Waste 303, 
Submission 
Agreement 
screen will 
pop up as 
next.
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Annual Plan

Check box on 
Waste 303, 
enter any 
additional 
comments.  
Click submit.
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Annual Plan

‘Submit 
Successful’
message will 
appear.  Note 
Plan status 
changed from 
‘draft’ to 
‘submitted’.
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Data Entries - Screen Navigation
Entering Field Data and Submitting Blocks

501 Next to RU ID#, click ‘Details’.

101 Note RU status - Approved.  Block status - draft.

Either click on ‘Details’ on the block that has been entered or 
enter a new block.

102 Enter block details, click ‘save’ and proceed to enter 
stratum data.

Must have at least one stratum record before submitting a 
block.

Click save after each stratum record entry, repeat for 
additional stratum.

Ensure the total stratum areas equal to the block net area.  
If not, you won’t be able to submit a  block.
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Data Entries - Screen Navigation
Click Details on the saved stratum to go to waste 205 screen.

Enter data, click ‘save’ after each entry.  When completed, 
click ‘Back’.205

102 After completing all details for all stratum, click ‘Back’.

101 When ready to submit a block, click ‘submit’.

Check box on waste 303, click ‘submit’.

If successful, the block status will change from ‘draft’ to 
‘submitted’ and the ‘approve and reject’ buttons will appear.
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Data Entries

Note, for 
Coast, 
Annual Plan 
status must 
be ‘approved’
as next 
before you 
are allowed 
to enter 
block data.
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Data Entries

When 
Annual Plan 
status is 
‘Approved’, 
click on 
Details on 
the desired 
RU to enter 
block data.

27



Data Entries

Click 
details on 
the 
desired 
block.
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Data Entries

Enter block 
details, 
fields with * 
mandatory.
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Data Entries - Interior

By selecting a 
zone and a 
condition.  
The system 
auto-populate 
the field with 
benchmark 
value which 
can be 
manually 
over-rided.
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Data Entries - Coast

By selecting 
mature or 
immature, 
the system 
will auto-
populate the 
field with a 
benchmark 
value which 
can be 
manually 
over-rided.
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Data Entries - Block Data

Click save 
when all 
the 
required 
fields are 
completed.  
Stratum 
fields will 
appear as 
next.
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Data Entries – Sub-populations

Note the 3 
sub-populations, 
Dispersed, 
Accumlation, 
Standing Trees.

33



Data Entries

For each 
field, select 
the 
appropriate 
entry from 
the drop 
down list.
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Data Entries
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Data Entries

Note the 
four waste 
assessment 
methods.
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Data Entries - Ocular Estimate

Do not input 
a plot size if 
a method 
other than P 
is chosen.
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Data Entries

Note, no 
plot size is 
required for 
ocular 
estimate.
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Data Entries

Click 
details for 
stratum to 
go into 
Waste 205.
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Data Entries

Note, the 
header info 
being 
carried 
over from 
the 
previous 
screens.
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Data Entries

Two 
options, 
use either 
Estimate 
(m3/ha) or 
Estimate 
Volume 
(m3).
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Data Entries

When 
‘Estimate’ is 
entered, the 
value will be 
applied against 
the stratum 
area to drive 
the total 
estimated 
volume as next.
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Data Entries

If the 
‘Estimate 
Volume’
field is 
entered, it 
will be 
divided by 
the 
stratum 
area to 
derive the 
estimate 
(m3/ha).
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Data Entries
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Data Entries

There are 
two 
methods 
available for 
standing 
trees -
Percent 
Estimate 
and 100% 
measure.

45



Data Entries

Input an 
area, click 
details to 
go to 
Waste 205.
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Data Entries

Enter the 
‘Total 
Estimated 
Volume’ .  
Click save.
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Data Entries

Enter the 
appropriate 
Sp, Kind, 
Class, Grade 
and Percent.
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Data Entries

Click 
Save.
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Data Entries
The Estimate 
Volume is 
calculated by 
applying the 
percentage 
against the 
total estimated 
volume saved.  
Total 
percentage 
must equal to 
100.
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Data Entries - Plot

For plot, 
select an 
appropriate 
plot size.
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Data Entries

Select a 
waste level.
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Data Entries

Enter an 
area, click 
‘Save’.
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Data Entries
Record is 
saved, 
enter any 
additional 
stratum.  
Click 
Details to 
go to 205.
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Data Entries - Plot

Enter at least 
a plot 
number, 
measure 
factor is 
defaulted at 
100, and can 
be overrided
by inputting a 
different 
value.
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Data Entries

Click Save.
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Data Entries

Enter any 
additional 
plots.  Click 
details to 
enter piece 
details. 
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Data Entries

Select or 
enter 
appropriate 
values.
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Data Entries

If any of the 
deduction 
fields are 
entered, 
must select a 
decay type 
code, click 
save.
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Data Entries
Enter any 
additional 
pieces.
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Data Entries - Hundred Percent 
Measure

If 
individual 
standing 
trees are 
entered 
using the 
hundred 
percent 
measure 
method, 
enter zero 
for area.
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Data Entries

Click details 
to go to 
Waste 205.
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Data Entries

Enter piece 
details and 
click save.
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Data Entries

Input any 
additional 
pieces.
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Data Entries - Submit Block

When all 
the data 
entries are 
completed, 
go back to 
Waste 101, 
click submit 
to submit 
the block.
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Data Entries

Check box on 
Waste 303 
screen, enter 
additional 
comments, 
click submit.
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Data Entries

If all the 
input 
stratum 
areas equal 
to the block 
net area, 
submit 
successful 
message will 
appear.
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Data Entries

Note, the 
block status 
changed 
from Draft 
to 
Submitted, 
the Approve 
and Reject 
button 
appear.
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Data Entries - Inbox
Instantaneously, 
the submitted 
block will appear 
in the district 
staff Inbox.  
Click on the 
detail of the 
desired RU and 
the block is 
ready to be 
reviewed by 
staff.
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Data Entries

District 
staff can 
click 
Approve or 
Reject on 
the block 
submitted.
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Data Entries - Inbox
Instantaneously, 
the submitted 
block will appear 
in the district 
staff Inbox.  
Click on the 
detail of the 
desired RU and 
the block is 
ready to be 
reviewed by 
staff.
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Data Entries

District 
staff can 
click 
Approve or 
Reject on 
the block 
submitted.
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Parent Block
The timber mark/block showing on Waste 102 is treated as the parent
Block, the ‘child blocks’ are entered on Waste 104.

Complete Waste 
102 screen, on 
Multi-
mark/Parent 
Block, click ‘yes’
and ‘save’.

The enclosed 
screen will come 
on with the 
primary mark 
area defaulted to 
the parent block 
area, and the 
radial button 
defaulted to 
Parent Block.

1.
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Click the ‘Multi-mark/Parent Block box to go into Waste 
104.  Enter ‘child blocks’ which must be 20 hectares or 
less in size.

Parent Block
2.
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Parent Block

For each additional child block, enter TM, Block, Area, 
Survey and Primary Logging Completion Data.

3.

To support electronic billing HBS, a new field ‘Survey 
Date’ is added.  Fore each TM Block entry, use the 
Survey date of the Parent Block indicated on Waste 
102.  Where there is no block, the combination of 
Timber Mark and Survey Date must be unique.

4.

(continued from previous page)
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Multi-mark Procedures
The timber mark/block showing on Waste 102 is treated as 
the primary mark, the additional marks are entered on 
Waste 104.  Follow the procedures below:

Complete Waste 
102 screen, on 
the Multi-
mark/Parent 
Block Field.  
Click ‘yes’.

1.
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Multi-mark Procedures
Click ‘Save’.  The following screen will come on with the 
‘Primary Mark Area’ defaulted to the value entered for

2.
(continued from previous page)

the block net 
area.
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Multi-mark Procedures
Change the ‘primary mark area’ default to the ‘actual’ area of 
the primary timber mark in the cutblock.  

3.

(continued from previous page)
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Multi-mark Procedures
Click the Multi-mark/Parent Block box to go into Waste 104.  
The primary mark data are copied over from Waste 102, as 
below.

(continued from previous page)

4.

The 
primary 
mark data 
are copied 
over from 
Waste 102.
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Multi-mark Procedures
Enter additional marks, area, survey date, primary logging 
completion dates, click ‘Save’ after each row entry.

To support electronic billing in HBS, a new fild ‘Survey Date’
is added for each TM Block entry, use the survey date of the 
MM Parent Block indicated on Waste 102.  Where there is no 
block, the combination of Timber Mark and Survey Date 
must be unique.

5.

6.

(continued from previous page)
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Forest District Users
Note, this annual plan approval is for 
licensees originated from the Coast Forest 
Region only.  Interior Licensees will have the

Continued on
next page

How to Approve or 
Reject Annual Plans

annual plans 
instantly 
approved by 
the system 
upon 
submitting 
the plans.
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From the top Annual Plan menu, click Annual Plan Search 
to go to Waste 502.

Input year, select forest district from the drop menu.  
Input individual licensee or leave as blank to search for 
all licensees.  On status, select ‘submitted’.  Click 
search

Forest District Users
(continued from previous page)
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Forest District Users
Annual Plan 
Search

From the top Annual Plan menu, click annual plan 
search to go to Waste 502.  Complete fields. 
Enter a licensee or leave as blank to search for 

all licensees.  
Select status.  
Click search. 

Continued on
next page
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Forest District Users

Alternatively, if you want to go to a particular annual plan, 
click annual plan details on the menu.  Enter the annual plan 
number and hit ‘GO’ to take you to the annual plan.

(continued from previous page)
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Forest District Users
Click ‘Details’ on 
the selected 
annual plan ID 
will take you to 
Waste 501.  
Review the 
appropriateness 
of the CVs 
selected by the 
licensees for 
the Aggregate 
or the Cutblock
options. Click ‘
Details’ on the

options to go to the Block screen to review the appropriateness 
of the block(s) include under the respective option.

85



Forest District Users
On Waste 
501, click 
‘Approve’ or 
‘Reject’
under the 
top annual 
plan row to 
approve or 
reject the 
plan.
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Forest District Users
If the annual plan 
is approved, the 
status of the 
Plan will change 
from ‘Submitted’
to ‘Approved’.  All 
the RUs that are 
submitted with 
the plan will have 
the statuses 
changed from 
‘Draft’ to 
‘Approved’.
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How to Approve Blocks
From the Reporting Unit menu on top, click on Inbox/Reporting 
Unit search.  Input years, forest district.  On reporting unit

status, select 
‘approved’.  Leave 
licensee blank to 
search for all 
licensees.

Click ‘search’ and 
the following 
screen will come 
on.
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How to Approve Blocks

Click on 
‘Details’ of 
the 
reporting 
unit to go to 
screen to go 
to Waste 101 
screen which 
appears as 
follows:
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How to Approve Blocks
Click ‘Details’ on 
the submitted 
block will take you 
to Waste 102, 
Block Details.  
Review block and 
stratum data.  
Ensure the 
selection of 
maturity is 
correct for the 
coast, or the 
selection of site

type and condition are correct for the interior.  Check waste 
surveyor licence, if WACO, WASI, OR WANNI is indicated, 
check for sponsoring forestry professionals (except ocular 
estimates done in the interior).                 (continued on next page) 90



How to Approve Blocks

If there are standing trees left on the block, ensure the 
standing tree volumes are reported.  Althernately you can go 
the top Report menu and print the Area Summary Report or the 
Block Type Summary Report.  The standing tree strata are 
indicated as either STRE or STRS on thes reports.

If the block is subject to field audit, go to the top report menu, 
request and print a copy of the plot piece listing report.

When checking or auditing is done, click ‘Approve’ or ‘Reject’ to 
either approve or reject the block.  If the block is approved, 
the screen will be changed to as next.

(continued from previous page)
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How to Approve Blocks
The block status 
will be changed 
from ‘Submitted’
to ‘Approved’.  
However if the 
block were to be 
rejected, the 
block status will 
be changed to 
‘rejected’ and the 
licensee needs to 
make corrections 
and resubmit the 
block, as indicated 
next.
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How to Approve Blocks

This is an 
example of 
the rejected 
block, the 
licensee will 
have to make 
corrections 
and resubmit 
this block.
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Forest Region Users
How to Process Waste Billing on Approved Blocks

Go to the Reporting 
Unit menu on top, 
click on 
Inbox/Reporting 
Unit search.  Enter 
years, district.  On 
reporting unit 
status, select 
‘Approved’, as below.

Click search, and 
the screen will 
appear as next.
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Forest Region Users

For the 
desired RU, 
click 
‘Details’ to 
go to Waste 
101, as next.
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Forest Region Users
For this particular 
reporting unit, there 
are two blocks.  The 
forest district has 
only approved one 
block and the other 
block has not been 
submitted.  To 
process waste billing 
on the approved 
block, make a note of 
the RU#, and the 
licence, cp, and block 
numbers.  Go to the

report menu on top and click ‘Reports’.  Enter all required data 
for the block.  On the report drop list, click FS 702, as next.
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Forest Region Users

Click 
‘Submit’ and 
open the 
report and 
print a copy, 
as next.
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(Continued on 
next page)

Forest Region Users
There are 
three specific 
functions 
need to be 
done for 
waste billing, 
and they are:
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Forest Region Users
(continued from previous page)

1.  Enter the species, grade, avoidable, volume data from Waste 702 to HBS.

This part is done as normal until a bridge is built in HBS to capture these
data automatically.  Then, this step will be eliminated.

2.  If the WMRF (Waste Monetary Reduction Factor) on the FS 702 is
0.0000, code stumpage rates on the FS 702 following the procedures
indicated on the applicable Waste benchmark worksheet (see Appendix
A.5 on the new Waste Procedures Manual).

If the WMRF on the FS 702 is above 0.0000, then you need to request
the 12-month average stumpage rate for the timber mark from the HBS.
Use the PLC (primary logging completion date) indicated on the FS 702 
as the end date, the start date will be one-year before this date.  Once
this is done, follow the procedures laid out on the applicable waste
benchmark worksheet to code rates on the FS 702.

3. Once step 2 is done, enter the derived stumpage rates into HBS for the
block.
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Forest Region Users
When the billing functions are completed for the block, go back to  
screen 101 and click ‘Complete’ for the block which just had been

processed for 
waste billing, and 
the screen will 
appear as next.

(Continued on 
next page)
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Forest Region Users

When all the blocks in a reporting unit are processed for 
billing, you need to go to the inbox and click ’Complete’ for 
the reporting unit to close it, as next.

Example, both blocks in RU85 have been processed, go to the 
inbox to search for all approved RUs will have the next 
screen appeared.

(continued from previous page)
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Forest Region Users

Click ‘Complete’
on RU85, a 
message will 
appear to 
indicate the RU 
has been 
successfully 
completed.  
The RU will 
disappear from 
the inbox as 
next.
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Forest Region Users
When billing is 
done for a 
block, click 
‘complete’ at 101 
for the block.  
When billings 
are done for all 
the blocks in 
the reporting 
unit, remember 
to go to the 
inbox to click 
‘complete’ for 
the RU.
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Reports – Adobe Setup

Click on the 
Report on 
Status bar.
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- Start
- All Programs, click Adobe Reader
- Edit, click Preferences
- Categories: click Internet
- Uncheck the first box, display PDF in browser, and the third box, 

For Adobe Reader 7, click:

To have reports appear on a pop-up window, you need to set your Adobe 
Reader Preference.

Reports – Adobe Setup

allow speculative downloading in the background
- OK 
- Restart computer

(continued from previous page)
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Reports – Request Reports
- Click reports menu
- Enter Reporting Unit

- Click Submit

Unit ID number (this 
would bring up all the 
reports within the RU, 
to narrow down to a 
specific block, input 
licence, CP, Block #s 
and timber mark)

- Click drop down
arrow, select one of 
five (Area 
Summary, Plot Piece 
Listing, Block Type 
Summary, Sampling 
Statistics, FS 702 
reports
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Reports – Multi-mark/Parent Blocks
(continued from previous page)

- The Area Summary Report provides a listing by individual
Block and the corresponding area entered into the system

- The FS 702 for mm/pb blocks are found by inputting the 
RU # only (not found under the parent block)
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Reports

This is the 
Area 
Summary 
Report which 
lists the 
number plots 
entered by 
stratum area.
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Reports

This is the plot 
piece listing 
report 
providing 
volumes for all 
assessment 
methods by 
stratum.
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Reports

This is the Block 
Type Summary 
providing the total 
volume breakdown 
by grades, by 
species and all 
species for each 
block.
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Reports

This is the 
Sampling 
Statistics 
Report.

111



Reports

This is the 
FS702, note 
the WMRF, 
Waste 
Monetary 
Reduction 
Factor 
calculated if 
Avoidable 
Waste 
exceeds the 
Waste 
Benchmark.
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The End
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