
Online Pickup Request System 101 
Grain Bag Collection Sites
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Online Pickup Request System 101

1. Overview – the basics & logging in

2. Navigating the system

3.   The pickup request process
- Submitting a pickup request
- Adding photos & trailer information
- Invoicing & reimbursement
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Online system overview – the basics

• Who: all Cleanfarms grain bag collection sites across Canada
• What:  manage the pickup request process online
• Where: www.gbcollection.cleanfarms.ca
• When:  anytime
• Why: easy to use & keep documents organized 
• How: desktop and mobile phone

• no app download necessary

http://www.gbcollection.cleanfarms.ca/


4

• Your login info was sent to you by email 
• If you did not receive your login info:

 Check your junk mail folder, then
 Contact info@cleanfarms.ca or call 877-622-4460

• Steps to logging in:
1. visit gbcollection.cleanfarms.ca
2. enter username, password, business ID
3. click ‘remember me’
4. click login

Online system overview – logging in

mailto:info@cleanfarms.ca
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Navigating the System
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Dashboard – Layout
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Dashboard – welcome to the portal!

Look here 
for 

updates & 
info 

Hover 
over dark 

area to 
expand

Quick 
links to 

frequent 
actions

Click 
anywhere 

here to 
set target 
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Dashboard – welcome to the portal!

Look here 
to see 

pickups 
over time

Hover 
over dark 

area to 
expand

Click here 
for 

Cleanfarms 
phone & 

email (click 
the 3 lines)

Colour
coded by 

year
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Pickup Requests – where the actions happen

Sort by 
Pending & 
Complete

Edit 
request 

that hasn’t 
been 

picked up

Submit 
new 

requests

Upload 
docs for 

picked up 
loads
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User Accounts– update contact & login info

This is 
your 

Business 
ID for 

logging in

Add as 
many 

users as 
you need!

Add 
another 

user

Edit your 
contact info
(click the 3 

dots)
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On-Hand Inventory – not enough for a load

Types of 
inventory 
to track

Inventory-
on hand 
helps us 

fill partial 
trucks

Click the 
eye icon to 
open your 
camera on 
your phone

Be sure to 
hit Save 
when 
you’re 
done

Click square 
to add 

photos of 
the 

inventory 
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Q&A– a place to look for more information

Click the 
Question 
to see the 

answer

Question 
not here? 
Contact 

Cleanfarms 
(click the 3 

lines)
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The pickup request process
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The pickup request process

• Pickup request process:
 Phase 1 – requesting a pickup
 Phase 2 – day of collection & upload required documents
 Phase 3 – invoicing & incentive reimbursement
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Phase 1: Requesting a pickup



Submit a new 
request:

From 
Dashboard: 

‘Submit New 
Request’
- or    –



Submit a new 
request:

From Pickup 
Requests tab: 

‘Add New Pickup 
Request’



Enter the # of 
grain bags, site 
conditions, and 

notes to driver & 
click ‘Submit’

Please note that:
• Min. of 120 rolls are required for pickup (= 

1 full load)
• Site Conditions refers to environmental 

conditions leading to or at the site 
• Notes To Driver will also be seen by 

Cleanfarms Admin



Review info & 
click ‘Send 
Request’

Please note that:
• The request will now be sent to 

Cleanfarms Admin



Review info & 
click ‘Send 
Request’

Please note that:
• The request will now be sent to 

Cleanfarms Admin
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Pre grain bag collection

Cleanfarms 
receives 
request

Cleanfarms 
reviews 

Summary Info 
(# of rolls, site 

conditions)

Cleanfarms 
arranges with 

Loading 
Contractor & 

Shipper

Collection site 
is notified of 

the date & time 
of collection by 

email  

The Collection Site submits the request online, then...

Please note that:
• You will receive a confirmation email that the request was submitted
• The date and time of the confirmed pickup will also be displayed on the Pickup 

Request tab under ‘Arranged Pickup Date’
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Phase 2: Uploading required 
documents on the day of 

collection 
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Day of collection 

• On the day of collection, Cleanfarms asks that the site:
 Tracks the 

• Seal/Trailer License Plate # & take photo 
• Container/Trailer # & take photo

 Takes photos of the loading process (x4 photos)
• Trailer/container ¼ full 
• Trailer/container ½ full
• Trailer/container ¾ full 
• Trailer/container full 

 “Nice to haves” 
• # of rolls loaded into the trailer/container
• # of rolls remaining on site 

Please note that:
• Seal & Container #s & photos 

required for ALL loads

• Photos of loading process are 
required by customs for 
international shipments

• Not sure if loading containers 
are required for your load? 
Contact Cleanfarms



To upload required 
documents:

From Dashboard: 
‘Upload 

Documents to 
Pending Request’

- then/ or  -



- then/ or  -
From Pickup 

Requests tab: 
‘Upload 

Documents’



Check marks to 
indicate that  
requirements 

are met



Upload required 
docs:

- loading photos
- seal # & photo
- container # & 

photo 
Then click ‘Save’

Please note that:
• Click tile to upload photo from saved 

files

• Click eye icon to open camera app in 
mobile device

• Click trash icon to delete

• If there is no seal or container:
• Record the trailer license plate 

number in seal field and take a 
photo of the license plate; and,

• Record the trailer number in 
the container field and take a 
photo of the trailer number.



Check marks to 
indicate that  

requirements are 
met



Check marks to 
indicate that  

requirements are 
met



If there are rolls 
remaining onsite, 

select Rolls 
remaining to update 
inventory on hand

- then  –
click ‘On-hand 

inventory’, enter info 
into the pop-up, & 

save

Please note that:
• If there are no rolls remaining on site, or if 

the amount is negligible, you can skip this 
step



If you have a scale 
ticket from the load:
1. Select  ‘Upload 

Scale Ticket’ tab
2. Select ‘Upload

3. Find the 
document in 

your files
4. Select ‘Upload 

Please note that:
• If there is no weight scale on site, you can 

skip this step
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Post grain bag collection

Truck crosses 
weigh scale

Cleanfarms 
receives/ 

reviews the 
scale ticket & 
enters weight 
into system

Collection Site 
receives 

request for 
invoice by 

email

Collection Site 
prepares 
invoice & 

uploads invoice 

The pickup request is completed, then… 

Please note that:
• The user who submitted the pickup request will receive the invoice request email
• The incentive information and total invoice amount will be included in the invoice 

request email (calculated by weight x eligible reimbursements)
• Contact Cleanfarms if invoice requested appears to be incorrect
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Phase 3: Invoicing & incentive 
reimbursement



To upload invoice:
From Dashboard: 

‘Upload Documents 
to Pending Request’

- then/ or  -
From Pickup 

Requests tab: 
‘Upload Documents’



To upload invoice:
1. Select ‘Submit 

Invoice’ tab
2. Enter the invoice 

number, date, & 
total

3. upload a copy of 
the invoice

4. Click ‘Submit’ Please note that:
• The Invoice Number & number on the invoice must match
• The Invoice Total and incentive total in table above must match
• Enter the Invoice total without symbols or commas (ie 1900 not $1,900)
• Click the 3 dots icon to delete the invoice 
• Contact Cleanfarms if reimbursement rates need updated
• Click View Scale Ticket to verify weight used for reimbursement calculations
• The Submit Invoice tab will only be available once Cleanfarms Admin confirms 

the weight of the load in the back-end.
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Cleanfarms 
receives the 

invoice

Payment is 
issued

Collection Site 
receives 
payment

The request is 
moved from 
Pending to 
Complete

The Collection Site uploads the invoice, then… 



Pickup 
Request 

Complete! 
Please note that:
• View all completed pickups in the ‘Completed’ tab
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Questions?
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