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User Guide: 

How to submit and adjust summary 

returns 
 

Overview 

As per the Waste Reduction and Recycling Act 2011 on a monthly basis, the operator of a levyable waste disposal site must report 

to the department two waste data returns, this includes summary data returns and detailed data returns. 

Detailed data files include waste transactions of all materials coming onto and out of their waste disposal site, in a given levy period, 

into the Queensland Waste Data System (QWDS). 

Once the relevant detailed data has been uploaded, QWDS will: 

• Validate the detailed data file to ensure it complies with the file specification requirements and doesn’t result in exemption 

limit exceedances. 

• Automatically generate the corresponding summary return from the detailed data upload. This can be reviewed before it is 

submitted by the waste operator, and  

• Generate an invoice to the waste operator based on the levyable waste in their return. 

Please ensure QWDS user roles have been allocated to waste operator staff that are responsible for uploading detailed data files 

and submitting returns. Refer to the Allocate User Roles user guide for more information on how to allocate QWDS user roles to 

staff. 

This user guide provides step-by-step instructions on how to (click the links to go to your preferred instructions): 

• Upload a detailed data file – of your monthly weighbridge data, and 

• Upload a detailed data adjustment file – to adjust previously submitted monthly weighbridge data due to errors in the 

original file or based on compliance directions issued by the department. 

Note: detailed data adjustment files can only be uploaded for a single reporting period (e.g. August 2025). To submit 

adjustments across multiple reporting periods, please submit an adjustment file for each reporting period. 

Any questions denoted with a blue asterisk (*) on all screens throughout your summary return submission are mandatory fields that 

require a response. 
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Upload a detailed data file 

1. Select the Queensland Waste Data System tile on the Online Services Home Page. 

Note: for support on how to use Online Services, please refer to the Online Services support page. 

 

2. Select your Customer Record (e.g. Acme Landfill). 

Note: for support on Customer Records, please refer to the Online Services support page. 

 

3. Under the Records section on the QWDS Home page, click the Summary Return link. 

https://www.business.qld.gov.au/running-business/environment/online-services
https://www.business.qld.gov.au/running-business/environment/online-services
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4. In the Summary Return screen, filter the Status search dropdown menu by Awaiting Return and select the reporting month 

link to upload your detailed data file (e.g. August 2025). 

Note: 

• The previous month’s link is added to the Summary Return page on the 1st of each month to enable waste operators to 

upload their detail data files (e.g. August 2025 will display on the 1st September 2025, then September 2025 will display on 

the 1st October 2025, and so on). 

• To search for your month in the Summary Return page, simply use the View Type dropdown menu to filter by Action 

Required and Status dropdown menu to filter by Awaiting Return to display months that require submission of summary 

returns. 

 

5. In the Summary Return screen, click on Manage Summary Return button. 

Note: the Summary Return screen also displays the Return Status (e.g. Awaiting Return) and four additional sections shown 

below. This information will update through each step of your summary return. 

• General Information, displaying the Return Name (e.g. RET-100787827), Reporting Period (e.g. August 2025) and 

Return Status (e.g. Awaiting Return). 

• Detailed Data Info, displaying detailed data and documents attached by the user 

• Sites List, displaying when the detailed data for each site has been updated 
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• Site Return Details, displaying summaries organised by zone of origin for each site.

 

6. In the Upload Detailed Data screen under the Detailed Data section, check the box to certify your data is accurate. Next click 

the Upload button to browse files on your computer and once located, double-click to upload the CSV file with the relevant 

detailed data (e.g. LEVY_W001048_20250802_1200). Once your file is uploaded, click Validate. 

Notes: 

• Only Data Entry and Verifier roles can upload and validate detailed data files. 

• Only one file may be uploaded at a time. You must wait for a file to complete validation before further action (e.g. submit a 

summary return). 

• Click Cancel to if you wish to discontinue the detailed data upload and upload another file. 

 

7. In the Upload Detailed Data screen under the Validation Results and Site Details section, click Refresh to prompt the 

validation to complete. 

Note: larger detailed data files will take longer to complete validation. 
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8. Once the detailed data file validation has completed, you will be notified whether your validation has been successful and the 

file is accepted. If you’re happy to progress, click Next. 

Note: 

• If Validation Errors display, then your detailed data validation has been unsuccessful and the file is not accepted. 

• If Validation Warnings only display, then your detailed data validation has been successful and the file is accepted. A 

pop-up message will also display, click NO to display the warnings about the detailed data you’ve uploaded or, if you’re 

happy to progress, click OK to confirm. 

 

• If validation errors are detected, export a list of the errors via the link and correct the detailed data. The corrected data can 

then be uploaded. 

• If you cannot resolve your detailed data validation errors or you have concerns about your validation warnings, please 

contact your weighbridge software provider or QWDS support at QWDS.Enquiries@detsi.qld.gov.au. 

 

9. Continuing in the Upload Detailed Data screen under the Validation Results and Site Details section, click the Site Details 

chevrons to collapse or expand each section. 

The site details sections include waste received for each levy zone – metro, regional, the non-levy zone and interstate – and 

waste movements on site from each levy zone.  

mailto:QWDS.Enquiries@detsi.qld.gov.au
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Review each section for all sites and, if you’re happy, click Next 

Note: 

• Only one site at a time is displayed on the Site Details page. If you have multiple sites, click the arrow keys at the bottom 

of the page to make sure you review all sites. 

• Once the detailed data file has been uploaded, it will automatically populate the summary return for your review. 

 

 

10. In the Upload Detailed Data screen under the Summary Return Review section, review the Total Levy and Reporting 

Summary by Site segments and, if you’re happy, check the Accept box to declare your Summary Return is true and correct 

and then click Submit. 

Note:  
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• You will need to check the Accept box before you are able to click Submit. 

• Optional comments (up to 2000 characters) and supporting documents uploads are available if you would like to submit 

additional information with your summary return. 

• Only personnel with the Verifier user role can submit the summary return. 

• Click Cancel and then Withdraw Return in the General Information section if you wish to remove the detailed data file 

for the selected reporting period. Once you withdraw the file, your summary return Status will revert back to Awaiting 

Return. 

 

 

11. After you click submit, a Return has been successfully submitted message displays and you can click Finish to return to 

your Applications screen. 

Note: You must click Finish to ensure the correct status is updated in QWDS. 
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12. The Summary Return screen displays updated information, such as Status (e.g. Finalised Return), Landfill Tonnes (e.g. 

53.50) and Levy Liability (e.g. $6,687.50). 

Note: to search for your recent summary return submission in the Summary Return page, simply filter by Action Required 

dropdown menu and select Finalised Return. 

 

13. In the Summary Return screen, click on the Reporting Period link (e.g. August 2025) to see more detail, including: 

• General Information which displays more detailed data information than you previously saw on the Summary Returns 

screen. Additional information includes your Return Status workflow (e.g. Finalised Return). 

 

• Detailed Data and Documents which displays uploaded detailed data documents for the Summary Return. 

Note: check the Download box and then click Download to view and save the document on your local drive. 
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• Sites List displays the list of sites that are included in the summary return. 

 

• Site Return Details displays the uploaded detailed data by site and zone. 

Note: click the chevrons to expand or collapse each section. 
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Back to Top 
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Upload a detailed data adjustment file 

If you need to correct an error in your detailed data, create a detailed data update CSV file containing the necessary changes and 

take the following steps: 

1. Under the Records section on the QWDS Home page, click the Summary Return link. 

 

2. In the Summary Return screen, select the Reporting Period link that you wish to adjust (e.g. June 2025). 

Note: to search for your recent summary return submissions in the Summary Return page, simply filter by Status dropdown 

menu and select Finalised Return. 

 

3. In the Summary Return screen, click on Manage Summary Return button. 

 

4. In the Upload Detailed Data screen under the Detailed Data section, check the box to certify your data is accurate. Then click 

the Upload button to browse files on your computer and once located, double-click the adjustment file (e.g. 

LEVY_W001048_20250910_1000). Once your file is uploaded, click Validate. 

Notes: 

• Only Data Entry and Verifier roles can upload and validate detailed data files. 

• Previous uploaded detailed data files are displayed at the top of the Upload Detailed Data screen. 

• Click Cancel if you wish to discontinue your detailed data adjustment upload. 
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5. In the Upload Detailed Data screen under the Validation Results and Site Details section, click Refresh to prompt the 

validation to complete. 

Note: larger detailed data files may take longer to complete validation. 

 

6. Once the detailed data file validation has completed, you will be notified whether your validation has been successful and the 

file is accepted. If you’re happy to progress, click Next. 

Note: 

• Once a detailed data adjustment file has been validated, no further files can be uploaded. 

• If you need to upload a new adjustment file after it has been validated, then click Cancel and then Withdraw Return in the 

General Information section and start the adjustment again. 

• If Validation Errors display then your detailed data validation has been unsuccessful and the file is not accepted. Please 

export the list of the errors using the link and correct the detailed data. 

• If Validation Warnings display then your detailed data validation has been successful and the file is accepted. The 

warnings provide cautionary information about the detailed data you’ve uploaded. 

• If you cannot rectify your detailed data file due to validation errors or you have concerns about your validation warnings, 

please contact your weighbridge software provider or QWDS support at QWDS.enquiries@detsi.qld.gov.au. 

mailto:QWDS.enquiries@detsi.qld.gov.au
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7. Continuing in the Upload Detailed Data screen under the Validation Results and Site Details section, click the Site Details 

chevron to review the adjustment by site and zone and, if you’re happy, click Next. 

Note: 

• Individual sites are displayed on the Site Details page. Click the arrow keys to move between sites if your waste operation 

has multiple sites. 

• A Waste Operator Comments column is also available for you to add supporting text for each adjusted site detail. To 

ensure you don’t lose your comments, click Save next to relevant site under the Sites section before moving onto another 

screen. 
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8. In the Upload Detailed Data screen under the Summary Return Review section, review the Total Levy and Reporting 

Summary by Site segments. If you’re happy, check the Accept box to declare your summary return is true and correct and 

then click Submit. 

Note:  

• You will need to check the Accept box before being able to click Submit. 

• You can insert optional or requested comments, if you’ve been asked to supply additional information (up to 2000 

characters) and supporting document uploads if you would like to submit additional information to support your summary 

return adjustment. 

• Only the Verifier user role can submit summary returns. 
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9. Finally, a Return has been successfully submitted message will display and you can click Finish to return to the QWDS 

home page. 

Note: You must click Finish to ensure the correct status is updated in QWDS. 

 

10. In the Summary Return screen, your recent adjustment summary return submission displays updated information, such the 

Status set to For Assessment, Land Fill Tonnes (e.g. 3.80) and Levy Liability (e.g. $169.20). 

Note: to search for your recent summary return submission in the Summary Return page, simply filter by Status dropdown 

menu and select For Assessment. 
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11. Once the department has assessed and finalised your adjustment request, you will be notified of the outcome and the Status 

field will be updated. There are three possible outcomes when the department reviews your adjustment request, including: 

1. A request to supply additional information supporting the adjustment and / or revise the detailed data. In this case, please 

search for your reporting status where the Status equals On Hold and then follow the instructions from step 1 to resubmit 

your detailed data adjustment,  

2. The detailed data adjustment is accepted. In this case, the Status updates to Finalised Adjustment and QWDS will either 

issue an invoice for the new balance owing or a credit will be applied to a subsequent summary return, 

3. The detailed data adjustment is declined.  

Note: please ensure your detailed data adjustments are submitted by the original summary return’s due date to minimise 

interest penalties. 

 

Back to Top 
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