
Universal Recycling Ordinance
Organics Diversion Plan Instructions
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Para asistencia en español, por favor contáctenos a commercialrecycling@austintexas.gov o (512) 974-9727. 1
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www.austintexas.gov/odp

Click the Start ODP button to get started
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Step 1: Log In or Create Your Account
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1. Get started by entering your 
email address. If you have 
registered in previous years, be 
sure to enter the email address 
linked to your Re-TRAC account. 2. If you already have an 

account,  you will be taken to 
the log in page to log in.

3. Once logged in, click 
ARR under “Programs 
I’ve Joined,” and move 
on to step 3.



Step 1: Log In or Create Your Account
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1. You will see the screen at right.  Enter your 
information and click “Get Started.”

2. Check your email for an activation link and click 
“Activate.”

3. Proceed to Step 2 to add your property or business to 
your account.

Don’t already have an account?



Step 2: Add Your Business

Select Commercial Property 
then type the business name

Type in the business 
address

Click “Join” to add your 
business to your account

If you don’t see this 
screen, search for 

“Universal Recycling 
Ordinance” using the 

find programs tool
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Step 3: Open the Organics Diversion Plan (ODP)

Click “New” to open the ODP

Click on your business to 
open the workspace.
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Business Information

Enter the food permit number and 
Property ID. You can find both of 

these numbers on URO letters from 
the City. 

Select the business type that best 
describes your business

7



Signage and Education

Select “Yes” or “No” to indicate 
compliance with the sign and 

education requirements.

Free signage and educational 
materials can be found online

www.austintexas.gov/uroresources
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http://www.austintexas.gov/uroresources


Organics Diversion Options

Click the links for explanations.

Answer the next six questions to 
describe how your business 

diverts organic material.

Provide details about your 
program when prompted
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Organics Diversion Options

Provide additional details when 
prompted.

Complete tables where quantities 
are required.

Totals are calculated for you.Add additional rows 
to the table if 

necessary.
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Organics Diversion Options

Complete all of the questions and add 
detail when required.

Add information in drop-
down fields as prompted.
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Summary

The summary section indicates how 
many options were reported and 

whether your business is compliant.

If you see this message, you are not 
meeting the requirements. Please 

review or contact ARR for assistance.
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Sign & Submit

Complete the E-signature section 
and check the certify box.

Click “Mark Complete” when the 
ODP is ready to submit.

Click “Mark Complete” again to 
confirm submittal.
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Saving a Draft

If you see any of these messages when 
saving, you have missed a required field. 

Check your responses and ensure all 
required fields are complete.

You can save a plan with errors and 
complete it later, but you cannot mark it 
complete until all errors are corrected.
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Page with errors



Report for Another Business

If you have additional businesses to add to your account follow these steps. 

Click “Home”

Click on the Annual 
Diversion Plan Program
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Add Another Business to Your Account

Click “Add Member”

Click “Create New” in the 
pop up message box and 
follow the steps to add the 
additional property
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