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Introduction

The New Jersey Department of Environmental Protection has developed an electronic data
interchange (EDI) reporting program that is intended to provide NJPDES permit holders a
simple, easy interface to submit monitoring report forms (MRFs) via the Internet. This web-
based system is an innovative reporting system that allows permittees to submit certain reports to
the NJDEP over the Internet. Use of the system is voluntary and provides permittees with an
alternative to submitting paper forms.

The basic steps include:

= Logging into the EDI application,

= Establishing an electronic signature
= Downloading the MRF forms,

= Entering data into the of MRF shells,
= Uploading completed forms, and

" Certifying the forms with an electronic signature (PIN).

The NJPDES EDI program relies heavily on e-mail. Every user given access to the NJPDES
EDI program is required to provide us with a valid e-mail address. E-mail is the EDI
application's main communication tool. Users may receive e-mail messages from NJDEP when
forms are:

= Ready for download,
= Submitted,
= Ready for electronic signature, and

®  Postmarked as received by the Department.

Guidance Topics

This reference manual will guide EDI participants through a step-by-step procedure in
submitting MRFs through the NJDEP Online Web Site. Following the instructions in this
document should ensure the successful electronic submission of your MRFs. Guidance in the
following areas is provided:

Logging into the NJDEP Portal — The URL address is http://www.state.nj.us/dep/online



Creating a User Profile — The user profile consists of creating a logon ID and PIN. This
combination of logon ID and PIN constitutes your electronic signature.

Security Options - Discussion of the available types of security; General, Responsible
Official and Facility Administrator.

Downloading a Monitoring Report Form — How to download MRFs from the Web Portal
to your PC.

Completion of a Monitoring Report Form - There are three types of MRFs: Discharge
Monitoring Reports, Waste Characterization Reports, and Residual Transfer Reports.

Uploading a Monitoring Report Form — How to upload an MRF.

Monitoring Report Form Certification — How to certify an MRF using your electronic
signature.

Resubmittal of a previously submitted electronic Monitoring Report Form — How to
resubmit a corrected form.

Common Reporting Mistakes - Mistakes to look out for to ensure the information is exactly
what you intend it to be.

Monitoring Report Form Signature Requirements - The sign-off procedures for facilities,
including "local agencies".
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Chapter 1 - Things to Know

This chapter assists the user in getting started to work in the NJPDES EDI application.
Recommendations are offered along with pointing out several of the EDI application features.
We hope to minimize your start up time and help accelerate the learning curve process.

Monitoring Report Forms

Monitoring Report Forms are those documents that are provided to a permittee so that they may
record data in them as required by their respective permits. These forms are more commonly
known as Discharge Monitoring Reports or DMRs, Waste Characterization Reports or WCRs
and Residual Transfer Reports or RTRs. Collectively these reports are referred to as Monitoring
Report Forms or MRFs. Throughout this manual we will refer to all reports as MRFs unless
addressing a specific individual form type.

File Management

Before you begin downloading forms we suggest you create some folders on your hard drive to
store the electronic monitoring report form files. Create one folder and call it NJPDES EDI, then
within this folder three sub-folders, Downloaded, Uploaded Locked and Uploaded Unlocked

The Downloaded folder is used to store the downloaded monitoring report forms.

The Uploaded_Locked folder will be used to store the uploaded locked copies of monitoring
report forms that have been uploaded (sent to NJDEP Online).

The Unlocked Copies folder will be used to store unlocked copies of the monitoring report
forms that the system saves.

MRF Retention

While you will be using a new medium to submit your MRFs the NJPDES rules that govern the
record keeping requirements have not changed. Please see N.J.A.C.7:14A-6.6 Recordkeeping.
The electronic files should be made available at all times. These files will replace your paper
copies and should be made available for the Bureau of Enforcement and Compliance. We
strongly suggest you create backup copies of all of your electronic MRF files.



ToolBoxes

When logged onto NJDEP OnLine a couple of toolboxes are made available that may help surf
through the screens a bit more efficiently.

=  Generic Toolbox

[Private Well Testing Act
selettatepe.. .

(Underground Storage Tanks

= NJPDES EDI Toolbox

Identification

Edit Tlser Profile
Guidance Documents
NJPDES

The toolbox is always located to the left of your screen. It
contains hot links to certain screens for easy access. There
are two versions of the toolbox available. The first toolbox
that a user will see will list options that are generic in scope
for all of the individual programs within the Department,
which have EDI capabilities.

The second toolbox you will come across and probably
become most familiar with is available to you upon
accessing the Monitoring Report Form Pending Folder.
All of the options made available in this toolbox are
relevant to the NJPDES EDI application.



The following choices are available from the NJPDES EDI application toolbox:

= Identification - Contains a dropdown with the following options, only the first four
options are pertinent to the NJPDES EDI application:

Identification

Select atopic. .. -

Edit Trser Profile
Change FIIT
Select Parility

Farility Security Admin

Request Alr Program Mew Facilit
SEP Responsible Official Form
Request for Facility Admin
Lib Admin Request Form P T a-0

Select atopic. ..

Edit User Profile - takes the user to the User Profile page where they may make
changes to their user profile

Change your PIN - takes the user to the User Profile page where they may change
their PIN

Select Facility - takes the user back to the NJPDES Permit Selection page

Facility Security Administration - this takes the Facility Administrator to the
system's administration screens.

* Guidance Documents NJPDES — Contains a dropdown with the following options:

Identification

Select atopic. .. -

Guidance
Documents

NJPDES

select atopic -

About MIPDES EDIL
EDI RegistrationfAgreement

About NJPDES EDI - Gives the user a short description of the NJPDES EDI
application

EDI Registration/Agreement - This is a copy of the NJPDES EDI Agreement
form that individuals need to complete and return to the Department, if they
would like to sign up for the NJPDES EDI application



= MREF Tools — This is a navigation tool that will help the user go directly to certain
folders from any page in the EDI application. MRF Tools contains a dropdown with
the following options:

Identification

Selectatopic... -

Guidance
Documents

NJPDES

selectatopic...

IRF Dowrndoad
MEF Upload
Request Individual Spreadshest

= Edit Facility Profile - Not used please disregard

=  MREF Pending Folder - Takes the user to the MRF Pending Folder

= MRF Submitted Folder - Takes the user to the MRF Submitted Folder
= MRF Download - Takes the user to the MRF Download Folder

=  MRF Upload - Takes the user to the MRF Upload Folder

= Request Individual Spreadsheet - Takes the user to the Monitoring Report Form
Resubmittal Request page

= Certification — This will take you right to the MRF Certification screen.

Identification

Guidance
Documents

NJPDES

select a topde -

MRF Tools
Certification

ificatio:




Folders

There are five folders in the NJPDES Monitoring Report Form program:

Monitoring Report Form Pending Folder — This folder contains all the MRFs that have not
been uploaded.

Monitoring Report Form Spreadsheet Download — This folder contains all the MRFs that
are available for download.

Monitoring Report Form Spreadsheet Upload - This folder contains all the MRFs that are
awaiting upload.

Monitoring Report Form Submitted Folder — This folder contains all the MRFs forms that
have been submitted. Currently all submitted forms will continue to display for a period of 1
year.

Monitoring Report Form Certification - This folder contains all of the MRFs that are
ready to be certified. Once certified the forms are no longer available in this folder.

Folder Column Descriptions

Permit Number — NJPDES Permit Number.

Report Type — Report type being submitted.

Monitored Location — The monitored location and monitored location description.
Monitoring Period — The monitoring period for the report type.

Status column — This column informs you of the status of the MRF. The status of each form
will change as you move through the submittal process. More information may be found in
Appendix C - Statuses.

Date — The date of the status of a specific report.

Due Date — The date form is due to NJDEP.



Compromised Ids and PINs

If a user's ID and PIN have been compromised, Facility Administrators should revoke their
access as soon as possible. If warranted the user may need to create a new ID and PIN. If the ID
and PIN of a Facility Administrator has been compromised you must notify us as soon as
possible so that we may revoke the access. If warranted the Facility Administrator may need to
create a new ID and PIN.

Changes to Information in the NJPDES EDI Agreement

If the current Facility Administrator of the facility has been replaced a revised NJPDES EDI
Agreement form must be filled out and sent to the Department advising of the change so that
their access may be revoked and access be granted to the newly designated Facility
Administrator. The NJPDES EDI Agreement form may be downloaded from the NJDEP Online
web site.
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Chapter 2 - Establishing a NJDEP Online ID and PIN

If you are a Facility Administrator and have already been approved by the Department, you have
already created a Login ID and PIN and do not have to read this chapter. See Chapter 3 -
Monitoring Report Form Access for Monitoring Form Access and also Appendix B - Facility
Administration for directions on how to grant, revoke and change access to Responsible Official
and General users.

Establish a Login ID and Password

Prior to accessing the NJPDES EDI application you must establish an ID and a Personal
Identification Number (PIN). The PIN in combination with your Login ID is your electronic
signature in the system.

= Access NJDEP Online
Access the NJDEP Online Login screen by getting on the Internet and typing in the following

URL: http://www.njdeponline.com. You will be taken to the NJDEP Online main menu. (You
may want to save this URL in your web browser's favorites folder).

The second bullet is the NJPDES EDI option.

ﬂjdeponme = your portal 10 e-government services ?“

njdep home | about dep | dex by topic | programsiunits | dep online
Welccena o e Jereey Departmsat of Envlroamanta] Frotection (MIDEF) [y
Online.

HJDEP Onllee 2 an expanding series of modules developed to facilitate Industry/DEP transactions via the [nternst,
The goal was to provide a simpln, sasy tausn, interfce to parfem yer basiness.

Currently you can perform the following fanctions on line:

» Eagistor to submit Private Well Test Resalts

+ Download and submit DMEs, WCRs and BTES,
Curmantl; auaiizhla omb fo piiar program fester:

» Frocess Alr General Permi

+ Downlsad & 53 Ernlssion Regurts

+ Subrit iggh ) Inventory Surveys

w Frocess Alr Berenit/Cortificats Renawals

= Submit Undergrousd Storage Tank Clmures

+ Sabrit Tank Initial

« Pubmit ‘Tank Regi

= Frocess Undergroand Storage Tank Renerals

+ Fabmit Ralease and Follution Fravention Reports (RFPR)

= Sabmit Pellution Prevention Flan Summaries (F2)

The Air e, s, Alr ST, , and UST Ranssvalt have arcockoed fes. A Wia,
MasterCand, Do, Anvirican Sxpress credit card, or v chacking account i reguired for onlive payrent of the

MNoda: For usa with Nestreape Nawigater 6,0 or highar ar Mizrasaft Intermnat Explorer 5.5 v highar,

Ta hagin neing ¥1 DEF On-lise click the continue hatton balow

U p—

" wti it b | bt e (Al oo totte funits Hezsnlize
FateviSe RBome | DT TOCATRNE | pasnle |RRADASE LTl | ApATimants Loearsh
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Click the Continue button in the upper right hand corner to get to the NJDEP Online screen.

Upon depressing the Continue button you will be presented with a message box indicating that
the next web pages are viewable only by you by way of a secure connection.

njhome | my new jersey | people | business | government | departmonts

ewjersey ,
departmént of énvironmental protection

nj depo nl l.ll e your portal to e-government services '/,‘_Y

nidep home | about dep | index by topic | programs/units | dep online

‘Welcome to New Jersey Department of Environmental Protection {NJDEP) m
Online.

Important Message for Release and Pollution Prevention Program Users

Due to technical problems with the Release and Pollution Prevention (RPFR) section of the NJDEP
Online Portal, the RPPR system will be taken off line for repair until August 1, 2002. We will make
every effort to minimize this downtime. Please check back periodically to determine system
ava)lahll)ty Tu al:l:ummmlate users submitting electronically through this portal, the deadline for
1, 2002. Please note that this extension nnly applies to users

g

NJDEP Online is an expand
the Internet. The goal was

‘fou aie about (o view pages over 2 secure connection.  |/DEP transactions via
our business.

Any information you exchange with this site cannot be
viewed by anyone else on the et
Currently you can perform th PE

I~ Inthe future, do net show this warning

| Moeinto

o Download and submit I

Currently available

Process Air General Per

Download and Submit s TN T

Subrait Right To Know Chernical ]nventary Surveys
Process Air Permit/Certificate Renevrals

Hit OK

The Login screen should display

mjhume | ey new jarsay | people | business | guvsrnmest | depariments

" riibe troma. | et ey | imn by b | -----...u.a [

Follow these 3 steps ta Login

Step 1: * Enter Your DEF User LI [ Bleed an [0

_I Step 2: * Enter Your FIN [ Forgot Your FINY
Swp: [ |
T |
MNOTE: Required fields are indicated with an Asterick (™.
Click here to learn more about NIDEP Online

Community Right To Know

For v with Netscape Navigater 6.0 or hightr-or Microcoft biarnet Bxplorer 5.5 or
ingiar.

T — |
NJPDES
I |

Release & Pollution
Preventien Reporting
Polluticn Prevent
Planning

Underground St Tanks

comtact i 1 polvcy mtien | lngasstement (§)
dapartreant: nidas hom | about dao lindus br fapde | onacama/units | dapanling
eratewides nihosna | san wose |eosle | business Lesrarnmaat | anartmants Lssaach

s any, 1096-2002
tal Pratwstion

Last Updated May 14, 2002
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Hit the Need an ID hyperlink

njhome | my new jersey | people | business | government | departments

|1ith‘]'°u[‘.ne
njdep home | about dep 1 index by topic | programs/units | dep online

help
Identification
Select atapic Follow these 3 steps to Login
Guidance Documents Step 1: * Enter Your DEP User ID Sond an o
Air General Permits ) ’
Step 2: * Enter Your PIN Fotgot Vour FIN?
Air Excess Emissions Step 3:
o
Comuunity Right To NOTE: Required fields are indicated with an Asterisk (*).
selectatagic.. Click here to learn more ahout NJDEP Online
You should be taken to the Access Information Screen.
g b | et s | b o biape | g nitn | e sl

[Fyo don't have a DEP User D) and Persona Identéicaton Mumber (PIH), you may register now Y ou will create a user proflle to idestfy the regulatory  Create New User Brofile

progracns vathin DEF with which you wil transact busmess. Please bave the regdatory p detfiers avadable. Bl , this PIN is dilTerent than
the RADIUS FI¥ used to certily Air Permits and Emission Statements.

TDEF-Cifine system allows facibties to enable exbameed security and user adbrenistzation an therr regeest. This secwty Rmetion i enabled trough the
regimration of a Facibty Acewenistrator. Onee regintered, only the Facibiy Admoristrator will be able to grant urers accest to th e fior mare

this form:

Do are & Mew JTersay cortfied lsboeatory subaniting well test dabs in compliance with the Drvats Wel Tasting Act Begilsons, the Reposting Laborstory  (PWIADOL)
Mamnger or Desgmee mist regster with the Depastenest as & Laboratory Admimarater. You may repaer by dewnloading and complesng the Laboratory

Admizistrason Request Form (PWTA-001), Once registered the |aboratory manager or designee will be able create a user profile within this site and also

Tiae the abdity to grast other users ofthe sanss sk access 1o the Depastment's caling portal

HOTE Tse of an electronie PIN by a repestng laboratesy shal be used as i elecirome signatwe certfyng that ol smimplmg, analyses and qaality costrol

procedures were conducted in accordance wih NI A C 79Ead NTAC T18 Please print and complete this form and mail to the address at the top of

the form. Please note that you will not be able to create an onkne I untl the Department recenves and rewews the Laboratory Admeestranon Request Form

(FWTA-001)

Create User Profile

For ust vith Motscape Navigator 6.0or igher or Microcaft Duternet Sxplorer 5.5 or highor.

SO YRR — )

homa | hanbiaz |dszenlins

XX -
Tranten, K 04350002

Lt U iteds Dasusnbar 20, 002

yAdministration Hequest Form

i SHF Responsible Official (SRF.001) Form

Frogram-faporting Labaratary Manager ar Desighee Lahnratory Admisistration Request Form

Access the User Profile Screen

Hit the Create New User Profile hyperlink located in the upper right side of the screen.
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The next screen is the User Profile screen. Here you will need to provide information in sections
1,2 &3.

it hus | alveut dup | irsben by Supin | programansite | dep sniee
el
User Profile mformation 1s revewed by the New Jersey Department of Protection to vahd access and & 4 The eNJEMS
Postal System Admmmtrator reierves the rght o coatact you asdfor the compmy for which you me requesting electrone access @ order to vabdals your
Tser Profile
1. Eter 5 Dear Profile Name (i, Jakn Swith)
* User Hame: Up to 40 charsctess
2. Avess
“UseiD Uy te 30 charsetens
* User FIb Miast byt Ienst 6 charactess
* Retype Usee FIN
B 3. User Malking Adress Contact Infirmation
Adderss Line I I * Phane =
Addves Line T I Fa
Addess Line s I " Emal
tur. I Cuganztioe:
T [Fiew Jarsey =]
op I
i Fegistration. In srder o transaetbusiaess (submdt a permit, Bl auta
ort. mahe ith « IEF Regulatory Pragram, thr i

Section 1- User Name

Enter your full first and last name.

1. Enter a User Profile Name (i.e. John Smith)

* Tser Mame: Joe DR Up to 40 characters.

Section 2 - Access

User ID - The system will not create an ID for you. You must provide one. We suggest the first
initial of your first name, followed immediately with no spaces in between, by your last name.

User PIN - The system will not create a PIN for you. You must provide one. Your PIN must be
at least 6 characters long and can be an alphanumeric combination.
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For security purposes please do not share your ID or PIN with anyone. Should a Facility
Administrator password be compromised, the user must contact the DEP immediately.

2. Access

* Usger ID: IJdmr Up ta 30 characters.
* Jger PIN I“"M Iust be at least 6 characters
* Retype User PIN: I““'““”‘

Section 3 - User Mailing Address/Contact Information

Enter your mailing address, if appropriate please include PO Box designation, phone number, fax
number, e-mail address and the name of the organization you work for and/or represent.

It is essential that you include your e-mail address. The NJPDES EDI application will use your
e-mail address, as it's primary means of communicating with you.

3. User Mailing Address Contact Information

Address Line 1 [T Estmest *Phone: [im0aaa4-aaza wa |
Addesss Line 7 — Fax [Eogrrroazn
Address Line 3 I— * E-mail: chu\lazu@dep state.nj.us
City [rrenton Organization: [NIDEP-CWa - BPM

State: [Newlersey =]

Zip: W

Submit Request

When sections 1, 2 & 3 have been filled out hit the Submit Request button in the lower left-hand
corner of the screen.

A Responsible Official is defined in N.J A C 7:27-1 415 as follows:

A president, secretary, treasurer, or vice-president of the corporation; any other person who performs similar
policy or decision making functions for the corporation; or a duly authorized representative responsible for the
overall operation of a facility (plant manager, etc.)

= For a corparation

= For a partnership A general partner.
= For a sole proprietorship The proprietar
= For a government agency: Either a principal executive officer or ranking elected official

Submit Request
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= ID and PIN created

If everything was filled out correctly and no required fields were left blank a message indicating
the successful establishment of your ID and PIN will be displayed.

njhome | my new jersey | people | business | governmant | departments

W<ty fine
njdep home | about dep | index by topic | programs/units | dep online

o[ cnvironmental protection

help

Identification

select atapic -

Guidance Documents Your eNJEMS User Profile, ID and PIN Request has been granted. Your User ID and PIN are now active and youn may

log into the eNJEMS Portal.

Air General Permits

select atepic.. -

Air Excess Emissions

Centinue

selectatapic

Hit the Continue button.

= Login

You should be taken to the Login screen. Enter your newly created ID and PIN and hit the Login
button.

w jersey | people | business | government | departments

njdep, _ 42
U nline
mjdep home | about dep | index by topic | programs/units | dep online

of énvitonmental protection

help

Identification

select a topic . =

Guidance Documents

Follow these 3 steps to Login
Step 1: * Enter Your DEF User ID

okt Heed an [D?

Air General Permits

selact atopic =

Air Excess Emissions

Community Right To Know

NJPDES

selact atopic =

Release & Pollution

L

The NJDEP Electronic Data Transfer Web Site web page should be displayed.

Step 2: * Enter Your PIN o] Forgot Vour PIN?

NOTE: Reqrared fields are indicated with an Asterisk ()
Click here to learn more ahout NJDEP Online

For use with Netscape Navigator 6.0 or higher or Microsaft Iniernet Explorer 5.5 or
higher.
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After logging in, the NJDEP Electronic Data Transfer Web Site page will always be your starting
point into the NJPDES EDI application. Place your cursor on the radio button for the NJPDES
Monitoring Reports (DMRs, WCRs, RTRs) option.

ome | my new jersey | people | business | government | departments

njdep.
vironmental protection UPonline
njdep home | about dep | index by topic | programs/units | dep online

MDME

. help | mainmenu 1 logout
[Version 4.0

Identification
Guidance Documents
Air General Parmits

Air Excess Emissions
Comununity Right To Know
NJPDES

Release & Pollution
Prevention Reporting
Pollution Prevention
Planning

Underground Storage Tanks

select atepic.. -

NJIDEP Electronic Data Transfer Web Site

Select the electronic submittal area that you wish to access by selecting a radio button and clicking on the Continue hutton.
Access to these individual areas is granted through the User Profile Screen.

Air General Permits

Air Excess Emission Reports

Air Permit/Certificate Renewals

Community Right To Know Survey

NJPDES Monitoring Reports (DMRs, WCRs, RTRs)

Release and Pollution Prevention Report and Pollution Prevention Plan Summary
Underground Storage Tank Closures

Underground Storage Tank Initial Registration

Underground Storage Tank Registration Modification

Underground Storage Tank Renewal

joTe e e Hie T T0e Bile e Hke |

Continue

For use with Netscape Navigator 6.0 or higher or Microsaft Internet Explorer 5.3 or higher.

Hit the Continue button at the lower right hand corner.

The NJPDES Permit Selection page should be displayed. However, since no NJPDES permits
have yet to be authorized for EDI submission, you will not be able to access any forms for any
permit.

njdep home | about dep | index by topls | programsiunits | dop online

help | main monu | legout

MJFDES Permit Selection

The MIDEF Electronc Data Transfier Web Ste allows users to access multiple MIFDES Permuts prowded that each MIFDES Pernut Mumber i entered in the Uzer's
Profile. There are currently no MIPDES Permits in your user profile availible for thés submittal type

Edit eer Profile

You have successfully created your Login ID and PIN!
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Chapter 3 - Monitoring Report Form Access

Individual's with a valid ID and PIN may access the NJPDES EDI application however, they will
soon find that they will not be able to do much of anything, because MRFs have yet to be made
available to them. In order to make MRFs available for EDI purposes, access must be granted.
A user will need to know the type of access needed and what NJPDES permit(s) contain the
MRFs they are seeking access to.

This chapter will discuss the different types of Security and how a user may obtain access to the
NJPDES EDI application.

Security Types

The NJPDES EDI application offers three distinct security access types. They are:
= Facility Administrator

The Facility Security Administrator is the person in the company who will manage user access to
the facility's NJPDES MRFs. This person will grant or revoke access to both responsible official
users and general users. Facility Administrator access also gives the user the ability to download,
fill out, upload, review and certify MRFs. The Facility Administrator must be an employee of
the company.

= Responsible Official

The Responsible Official has full access to MRFs. They may download, fill out, upload, review
and certify MRFs. Facilities may need more than one individual with Responsible Official user
access depending on their NJPDES permit and/or MRFs. For definitions of Responsible Official
please see N.J.A.C. 7:14A-4.9. An instance of when a facility would need more than one
Responsible Official to certify it's MRFs would be if it were classified as a "local agency". For
more information on local agency signatory requirements please see Appendix E - Local
Agency MRForm Signature Requirements. It is important to note that if more than one
Responsible Official is created for a permit it's corresponding MRFs will not be considered
certified until all Responsible Officials have accessed the specific MRF and certified it.

=  General

A General user may only download, fill out and upload MRFs. A facility may have more than
one General user per facility or permit.
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Access

Once a determination has been made about the type of security needed, individuals may request
access in 1 of 2 ways:

= Individuals designated on the NJPDES EDI Agreement form as Facility
Administrator will have their access rights assigned to them by the Department upon
approval and initial setup,

= Responsible Official and General user access requests will be handled by and made
directly to the Facility Administrator through the User Profile screen.

= Facility Administrator Access

Upon EDI approval, NJDEP will grant the individual designated as the Facility Administrator on
the NJPDES EDI Agreement form, the appropriate access rights.

The Facility Security Administrator is the person in the company who will manage user access to
the facility's NJPDES Monitoring Report Forms (MRFs). This person will grant or revoke
access to Responsible Official users and General Access users. Facility Administrator access also
allows the user to download, filling out, upload, and certify MRFs. *Note: This person must be
an employee of the company.

After a Facility Administrator is given access they may Login to the portal and see the permit
number for the MRFs they have been given access to in the NJPDES Permit Selection screen.

TEIDI o

Identification NJPDES Permit Selection

selectatopic...

Emnidmines The NIDEF Electronic Data Transfer Web Site allows users to access muliple NTPDES Permits provided that each MIPDES Permit
Documents Mumber is entered in the Ueer's Profile. In order to access the appropriate NIPDES Permit, please select it frotm the menu below.

Air General Permits

select atopic... * NJPDES Permit: ] v BREFINERY -NJ0001611
Air Excess Emissions .
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If a user has been given access to MRFs for more than one permit, clicking the dropdown data
window button will reveal all of the permit numbers made available to them.

Identification NJPDES Permit Selection
select atopic. ..
The MIDEP Electrome Data Transfer Web Site allows users to access multiple MIPDES Perrmts prowded that each NIPDES Permit

Documents Mumber is entered in the Uzer's Profile. In order to access the appropriate NIPDES Permit, please select it from the menu below

Air General Permits

select atopic. .. * NJPDES Permit:

Air Excess Emissions

select atopic. ..

Community Right To
Know

SOUTHERM 'WATER POLLUTION CONTROL FACILITY - NJOD26076
NORTHERMNWATER POLLUTION - MN.J0028142

QCEAMN CNTY LIA-NJ0029408

OCEAM SPRAY CRANBERRIES INC - NJ0103529

QCEAMN CNTY LA -NJ0T04249

BUENA BOROUGH MUA - N.J0104337

SOUTHLAND CORP - NJGO0BR532

QCEAM SPRPAY CRANBERRIES INC - MJGO104272

Select atopic. ..
NJPDES

select atopic. ..

At this point the Facility Administrator has access and may continue to work in the application as
appropriate. For directions on how to grant, revoke and change access to Responsible Official
and General users please see Appendix B - Facility Administration

= General User and Responsible Official Access

General and Responsible Official user requests to access permit MRFs will be directed to the
appropriate Facility Administrator. Requests will be created and submitted via the User Profile
screen of the EDI application. The online certification process triggers the movement of the
uploaded electronic shell from the EDI application into the Department's New Jersey
Environmental Management System (NJEMS) database and acknowledges it's receipt.

Before a user is granted access to the EDI application, they will have to establish a Login ID and
a Password. Please see Chapter 2 - Establishing a NJDEP Online ID and PIN and follow the
instructions up until Submit Request. Instead of submitting the request please continue and
provide the information for line item 4.

In the User Profile screen a user must provide the NJPDES permit numbers for the MRF shells
they want access to. This is accomplished by entering the NJPDES permit number(s) into one of
the two Access data entry boxes provided under line item number 4, under the Division of
Water Quality - NJPDES Permits - Monitoring Report Submission heading.

You will have to scroll past the different Department programs until you reach the correct
heading, "Division of Water Quality - NJPDES Permits - Monitoring Report Submission"'.
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Private Well Testing Act (FWTA) Analytical Rosults

Faciliy [

Division of Water Quality - NJFDES Permits - Monitoring Report Submission
Hota: Generad access allows scoess 1o the faclity infomation. Users who requess iesponsible official sccess must mest the reqairenents brdow to gain addisionad privieges.

Geearal Access Besponsible Official Access

ruomsa?a |
=

Mote: IF o have mork tsan ot HIPDES Pemit Humber, plasss sntss s e mors NIFDES Pormit rimbiet i th spacs provided Plaass sepasits +ach HIPDES
P s weih 8 3pase.

HWIFDES Permut #

The individual seeking access to the NJPDES EDI application should enter the NJPDES permit
number(s) for the MRFs they are seeking access to into the appropriate Access data entry box;
General Access or Responsible Official Access. You may only have one Access type defined for
a particular NJPDES permit number per user, do not input the same NJPDES permit number into
each Access box.

If the Access type desired is Responsible Official Access, enter the permit number for the MRFs
you are seeking access to in the corresponding Data Entry Box under the heading, "Responsible
Official Access".

Eesponsible Official Access

NIGO104272 =]

If the Access type desired is General User Access, enter the permit number for the MRFs you are
seeking access to in the corresponding Data Entry Box under the heading, "General Access".

Ceneral Access

NJOO01511 WNJO0Z1016 MNJOOZ6018 ﬂ
NJIO0Z5142 NJOO0Z924058 NJO1033Z9
NJO104299 NJO104337 NJGOO06653E

|-
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If seeking access to MRFs for multiple permits please enter each permit number side by side
leaving a space in between them.

NJOOO1511 NJO0Z21016 WNJOOZ6015 ;I
NJOO02814Z NJO029403 NJO103529
NJO104299 NJO104337 MNJIGO0G66532

o

Submit Request

When sections 1, 2, 3 & 4 have been filled out hit the Submit Request button in the lower left-
hand corner of the screen.

A Responsible Official is defined in M.T A C. 7:27.1 4 s as follows:
= For a comporation: A president, secretary, treasurer, or vice-president of the corporation; any other person who performs similar
policy or decision making functions for the corporation; or a duly authorized representative responsible for the
overall operation of a facility (plant manager, etc)

= For a partnership: A general partner.
= For a sole proprietorship: The proprietor
= For a government agency: Either a principal executive officer or ranking elected official

Submit Request

The user will be taken to the following screen, which informs them of the creation of their ID
and PIN. The user is also informed that their request has been forwarded via e-mail to the
Facility Administrator for access consideration.

ﬂ]hnmﬂ | my new jersay | people | business | government | departments

ntof environmes
njdep home | about dep | index by topic | programsiunits | dep online

help

Identification
Cuidance Your eN.JEMS User Profile, ID and PIN Request has been granted. Your User ID and PIN
PR—— are now active and you may log into the eNJEMS Portal. One or more of the facilities you

Air General Permits have requested access to requires approval by the Facility adminitrator. An e mail request
Salect _ _ has been sent. You will be notified by e-mail when your request is processed.
elect atopic...

Air Excess Emissions

salectatopic... Conlinue
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After a review of the request the Facility Administrator will notify the user and advise them on
whether or not they have been approved or denied.

Upon approval the General or Responsible Official user may Logon to the portal using their
previously created Login ID and PIN. Upon accessing the NJPDES Permit Selection Screen the
permit(s) number(s) for those MRFs they have been approved for should now be available in the
NJPDES Permit data drop down window.
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Chapter 4 - Downloading a Monitoring Report Form

From the Monitoring Report Form Pending Folder click the Download button located in the
lower left-hand corner of the page.

Choose Monitoring Report Form (MRF) to Download

You should be taken to the Monitoring Report Form Spreadsheet Download page.

ﬂqhwm I my new jersey | people | business | government | departments

njdep. s,
of énvitonmental protection Y%Tonline

njdep home | about dep | index by topic | programs/units | dep online

NJPDES Monitoring Report Forms
JOME ID:NJO000019

help 1 main menu 1 legout
Varsion 4.0 Facility Name: ISP ENVIRONMENTAL SERVICES INC
Identification Monitoring Report Form Spreadsheet Download
Below i a list of Monitoring Report Form spreadsheets that are available for download. If you do not see a spreadsheet listed, it may have not vet been generated or
Guidance Documents it may have already been uploaded onto the Portal. To download a spreadsheet to your computer, click on the link in the first column below.
IS Permit # Report Type Monitored Location Monitoring Period Status
MRF Tools HI0000018  Residuals DMR SI64 QAR Sample Location 01/01/2002 - 12/31/2002 Available
Selert atopic. - NI000001%  Residuals Transfer SI6A SQAR Sample Location 01/01/2002 - 12/31/2002 Available
Certification WI0000018  Residuals WCR - Annual SI6A SQAR Sample Location 01/01/2002 - 12/31/2002 Available
MI0000018 Sutface Water DME 0014 5W Cutfall 0014 07/01/2002 - 07/31/2002 Available
MI000001% Sutface Water DME 0014 5W Cutfall 0014 08/01/2002 - 08/31/2002 Ayailable
HI0000018  Surface Water DMR 0014 SW Outfall 0014 05/01/2002 - 08/30/2002 Available

* The spreadsheets that are dewnloaded from this page contain macres which were created by the State of Mew Jersey Departtent of Environmental Pretection.
TWhen the spreadsheet is opened, vou will be prompted to choose whether or not to enable the macros. The macros must be enabled in order for the spreadsheet to
function properly.

contact us | privacy notice | legal statement @

department: pidep home | sbout dep | index by topic | precrams/units | deponline
statewide: nihome | my new jersey | peopls | business |zovernment |departments |ssarch

Copyright ©State of New Jersey, 1996-2002
Department of Environmental Protection
P.0.Box 402

Trenton, NJ 03625-0402

Last Updateds May 14,2002

The Monitoring Report forms are listed horizontally by NJPDES Permit # first, followed by the
Report type, Monitored Location, Monitoring Period and finally the Status column.

Place your cursor on the hotlink for the row containing the Monitoring Report form you would
like to download, double click.
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Save MREF file

You will be presented with a dialog box asking, ""What would you like to do with this file?"
The radio button will be defaulted to the, ""Save this file to disk' option.

Click the OK button.

jdey H
%nline
njdep home | about dep | index by topic | programsiunits | dep online

NJPDES Monitoring Report Forms

JOME N ID: NJOOO0O19 nolp 1 maimmeny 1 togout
Version 4.0 Facility Name: ISP ENVIRONMENTAL SERVICES INC
Identification Monitoring Report Form Spreadsheet Download
Below is a list of Monitoring Report Form spreadsheets that are available for download. If you do not see a spreadsheet listed, it may have not vet been generated or
Guidance Documents it may have already been up [FNTT ] x| I:k on the link in the first column below.
LHRES Permit#  Report T ez sl Rl s Monitoring Period Status
MRF Tools MT0000018  Residuals DR xlskrepoitFormiD=87405 from audubor.oit state 01/01/2002 - 12/31/2002 Available
NI0000019  Residuals 01/01/2002 - 12312002 Available
Certification 100000018 Residuals i A 01/01/2002 - 12/31/2002 Available
© Dpen this fie from its cuent location
MI000001  Surface % & 55 F 070112002 - 03/31/2002 Available
MI0000018 Surface W 08/01/2002 - 08/31/2002 Available
HI0000019  Surface W L gyt bsions s s g i o 09/01/2002 - 09/30/2002 Available
* The spreadsk that are ate of New Jersey Department of Environmental Protection,
When the spreadsheet is op :. The macros must be enabled in order for the spreadsheet to
function properly 0K | Cancel More Info

contact us | privacy notice | legal statement @

dep home | about dep | indes by topic | programsunits | deponline
statewidesnihome | my new jersey | people | business |gavernment |dspartments |zearch

The Save AS dialog box will be displayed. The spreadsheet file will have a default name
associated with it. Do not change the name of this file, save it as is.

The file name format is:
= NJPDES permit number followed by
= the monitoring period,
= pipe designator,
= type of monitoring report form and finally
= the excel file extension
* ie.- NJ0000019 07-01-2002_07-31-2002_001A_Surface Water DMR.xls

TR T - — I Tz T
D 20 iAot Aadatle
Surface Wats Sam i m EI EI m ,ﬁﬂ OT0L2002 - OT312002 Avatlable
o 2 TL R Y ———) - (B/E1/2002 Avalable
Surface Wa .45":“”“1Lm! OBEOR002 Avalable
* The spreadsheets that are do te of Mew Jersey Department of Enaronmental Protection.
When the spreadsheet is opene The macros must be enabled in order for the spreadsheet 1o
Eunctien properly.
Flages:  [02.07.31 20020014, Sutace, wales_DHA
Savn aa e | Microsoit Encel Wodk theet =] Carvel B
e T 1 i 3]
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Choose the folder labeled Downloaded and click the Save button, the standard download

information box will display advising you of the progress of the download. Once complete the
information box will indicate that the download is complete.

rhems 1 my naw fersay | propls | beiness | geeramant | departmants

i Ty fine
iiep B 1wt dep | irdan by fopt | prearamareis | fap oaliee
ring Report

Batp | mainmens | logout

Monitoring Report Form Spreadsheet Download

Below is a kst of Monsonng Report Form spreadshests that are avadable for download I you do not see a spreadshest brted, £ may have not yet been generated or
it mary bave already been uploaded onto the Portal To downdoad a spreadsheet bo your computer, chck on the nic i the first colume below

Fermit # Repart Typ|

I Moshortag Pariod Srarus
HID000019  Resdusls DI S| bt =] @] )| 8] I 1) 1 Aol
HIN000 o MGR ] el et Avudable
Qws Avidable
Aovadable
Avadable

Aurdable

Frepee  [ERSECERETRT TTA TRATIET
*Tee spreadsbests that e | g - i of Hew Tersey Department of Environsenial Protection
When the spreadsheet is open T EER | Mcsaioh Excel Wi dheet B L e mcrcs st b enabied i arder for the spreadsieet to

Enctioa peoperty

it 4 pebvay ot § syt sistoment ()

If you examine the Monitoring Report Form Spreadsheet Download page closely you will notice
that the status of the file that has just been downloaded has changed to, " Awaiting Upload".

jhome | my new jersey | people | business | government | departments.

jdle .
Y %nline
njdep home | about dep | index by topic | programsiunits | dep online

NJPDES Monitoring Report Forms

JOME N 1D: NJO0O00015 hadp 1 main mesu 1 logeut
Version 4.0 Facility Name: ISP ENVIRONMENTAL SERVICES INC
Identification Monitoring Report Form Spreadsheet Download

Selectatopic = Below ie a list of Monitoring Report Form spreadsheets that are available for download. Ifyou do not see a spreadsheet listed, it may have not yet been generated or
it may have already been uploaded onto the Portal To download a spreadsheet to your computer, chick on the lnk in the first column below

Guidance Documents

NUEDES Permit # Report Type Monitored Location Monitoring Period Status
MERF Tools HIO000018  Residuals DR 2164 QAR Sample Location 01/01/2002 - 12/31/2002 Awailable
Selert atopic. - HI000001%  Residuals Transfer 3164 SQAR Sample Location 01/0172002 - 12/31/2002 Awailable
Certification WI0000018  Residuals WCE - Annual SI64 SQAR Sample Location 01/01/2002 - 12/31/2002 Available
select atopic -
HJ0000018  Surface Water DMR 0014 SW Outfall 0014 070152002 - 07/31/2002 Awaiting
Upload
HIO00001%  Surface Water DMR 0014 SW Outfall 0014 08/01/2002 - 08/31/2002 Awalable
HI0000018  Surface Water DMR. 0014 SW Outfall 0014 09/01/2002 - 09/30/2002 Available

You may exit the web portal, click the Logout option in the upper right-hand corner of the page.

You are ready to begin entering data into the MRF spreadsheet.
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Chapter 5 — Opening and Completing MRF Spreadsheets

This chapter will give the user a description of the actual MRF Spreadsheet including
functionality and how to open and fill out the form.

Opening A MRF Spreadsheet

To access a downloaded Monitoring Report form, access the file from within the NJPDES EDI
Downloaded folder and double-click on the file name.

&0 C:\NJPDES EDI\Downloaded

- [5]x]
B B0 Vew Bo Foeiles e ‘i
& o= | ¥ B o= | X .
Back  Fomud Up Cut  Copy  Paste | Undo | Delete Propetties | Views
Addess [ CAMIPDES EDI\Davnloaded |
Mame [ Size | Type [ Modiied [
B HI0000013_07-01-2002_07-31-2002 101, Surlace, Waler DM s 227KB  Microsoft Excel Workshesl — 7/18/0212:14 PM

Downloaded

Select an item to view its description

The file will open with an answer box. You will need to decide to enable or disable the macros
that are associated with the downloaded spreadsheet. You must depress the Enable the
Macros options button. If you do not the spreadsheet will be useless!

™ Microsoft Excel

File Edit Yiew Insert Format Tools Data Window Help
DEH|ZRY| iR o-=- e[ rtujmea -2 A 2
Microzoft Excel

The workbook you are opening contains macros.,
Some macros may contain viruses that could be harmful to your computer,

If vou are sure this workbook is from a trusted source, click
‘Enable Macros', IF you are not sure and want to prevent

ary macros from running, click 'Disable Macros', Tell Me Mare |

¥ glways ask hefore opening workbooks with macros

Enable Macros Do Mot Open
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Click on Enable Macros options button and the spreadsheet will open.

Worksheet Tabs

Each Monitoring Report form consists of three worksheets:

= Report Administration,

=  Submittal Form

= Discharge Monitoring Data, Residual Transfer Data, or Waste Character Data
(depending on form type).

You access each spreadsheet by clicking on the tabs at the bottom of the MRF spreadsheet.

I_H [k (W Fepart Administration £ Submittal Farm b, Discharge Monitoring Data / JL”

All three tabs list the same header information:

= DEP Name

* Program Interest Number - A number assigned to this site indicating that there is
NJPDES activity

= Shell Generation Date - the date this specific form was created by the NJEMS
database system

» Facility Name

=  NJPDES permit number

= Pipe Designator

Monitoring Period

AT H T ¢ [0 [ E [ F 6 T A P S P O O 5~
Pl 46916

N State of New Jersey Shell Generation Date: 47102

\ Department of Environmental Protection

Surface Water Discharge Monitoring Report

]u‘m‘m‘b‘m‘m‘A

SOUTHLAND CORP - NJG0066532 - 001B SW Outfall 001B - 06/01/2002 - 06/30/2002

= Report Administration
This portion of the workbook spreadsheet is used to validate and lock the spreadsheet from

further updates. You will also receive your confirmation code for the spreadsheet upon locking
the spreadsheet from this screen.
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Although this is the first screen you are greeted with, this is actually the last tab you will access
before submittal.

)
A B [+ {v] E F G H | Jd K L M N Q |
1 Pl 46916
2 State of New Jersey Shell Generstion Date: 44102 |
3 Department of Environmental Protection
]
5 Surface Water Discharge Monitoring Report
]
7 SOUTHLAND CORF - NJGO0G653Z - 001B SW Outfall 0018 - 0610172002 -
]
a After ling the ‘Di: '] itaring Data’ tab, retumn 1o this tab to validate the repont by clicking
10 the Valldate Spreadsheet’ bution. After the spreadsh has bean valldated, lock the spreadshest by
1 clicking the ‘Lock Spreadsheet For Submission® button. After Locking the Spreadsheer, proceed to
12 your nrganization’s MEF Upload seoeen to upload the sprsadshieet and then cerity the submittal,
13 C If you have any ions or please contact the Dureau of Pretreatment and
14 Reslduals at [$09) 633 3823
15 —
16
17 Validate Spreadsheet Lock Spreadsheet for Submission
10
]

We will skip this tab for now. The Report Administration tab will be discussed fully in Chapter
6 - Validating and Locking Spreadsheets.

=  Submittal Form Tab

The Submittal Form spreadsheet mimics the Monitoring Report Submittal Form. In addition to
the repeating header information the Submittal Form display the following information:

A ] B T ¢ T 0 [ _E T F T 6 [ H T [ K [ L [ ™ [ N [ © [

12| State of New Jersey Shell Generation Date 41102
13 - Department of Environmental Protection
N )
B Surface Water Discharge Monitoring Report
LE |

7 | SOUTHLAND CORP - NJG0066532 - 001B SW Qutfall 001B - 06/01/2002 - 06/30/2002
| &
| 3 Permittee:
|10
LoD
Lz |
113
141
| 15 Location of Activity: Report Recipient:
| 16 | SOUTHLAND CORP EMZR
| 17 | ABANDOMNED CITGO STATION 2005 CABQT BLVD WEST
| 18 /754 WY CKOFF AVE & FOREST RD ATTN: MIKE MERIMNEY
| 19 MAHWAH TWP, M 074300000 LAMGHORME, PA, 19047

20
| 21 NJPDES Permit Number: MJGO0BES32
| 22 |Monitoring Period: 06012002 To 06/30/2002
| 23 |Monitored Location: 0018 SW Outfall 0018
| 24 | Monitored Location Group:
| 25 Region / County: Marthetn / Bergen
E3
| 27 |Check if Applicable: [~ Mo Discharge This Manitoring Period

28
| 29 |Monitoring Report Comments:
E0 -
31
Ea
| 33 | .
a4 » [W}\_ Fepont Adminisuation ), Submittal Form 4 Discharge Mornioring Dzt 7 [} 1 ﬂj“
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= Permittee Name
= The Location of Activity
= The Report Recipient Name

= Monitored Location Group - Name associated with a specific group of Monitored

Locations grouped because of like monitoring requirements
= Region/County
= No Discharge This Monitoring Period check box
=  Monitoring Report Comments field

If there is no discharge from the monitored location, indicate by clicking the check box.

Comments are entered in the Monitoring Report Comments Box.

= Discharge Monitoring Data

The Discharge Monitoring Data spreadsheet mimics an actual DMR. As with the paper DMR all

boxes must be completed to be in compliance.

)
A B c D E F G H J K L LU
1 Pl 46916
2 State of New Jersey Shell Generation Date: 4102
3 Department of Environmental Protection
4
5 Surface Water Discharge Monitoring Report
5]
7 | SOUTHLAND CORP - NJG0066532 - 001B SW Qutfall 001B - 06i01/2002 - 0613042002 |
g
9 |Discharge Monitoring Data:
10 No Frequency Sample
11 Parameter Quantity or Loading Units Quality or Concentration Units Ex. |of Analysid Type
12 |Flowe, In Concluit or Sample 25 25 EEERL L HEEEE 1
13 | Thru Trestment Plant Messurement i ot METER
14 |s00501 Permit REPCRT REFORT | GFD wkn 2 = ante
15 |Effluert Gross Yalue Requirement O1hACEY O1DAMA 1Month METER:
Tk MDL
17 |Flowe, In Concluit or Sample 2 M2 EEERL L HEEEE 1
18 | Thru Treatment Plant hWeasurement 0 Marth METER:
19 |s00501 Permit REPORT REFORT | GFD = 2 wearn ante
20 [Effluent Gross Yalue Requirement O1h0&Y 01D &M 1 Month WETER
21 MDL
22 pH Sampla *************** q ‘ ’:‘
23 Meazuremert CODE=E Analysiz Mot Done  CODE=E Analyziz Mot Done 1] Guarter GRAB
24 o400 4 it e preens e 5 s g s
25 |Effluent Gross Yalue Requirement 01RO 07 MO 1fQuarter GRABR
i) WDL
2? pH Sampla aaaaaaaaaa 54 | e 5.4
28 Measurement i
29 no400 4 it e preens e 5 s g s
30 |Effluent Gross Value Reguirement 01RO 01 WSt 1 Quarter GRAB
41 DL
32 |Solids, Total Sample kE ek Faka
33 | Suspended Measuremert 0
34 |oos301 Pesmit nnts ntan was = REFORT 40 MG
35 | Ffilyent Gross Walis Renuirsment O b A M M4 hifs 1 hdimrith HRAR =
4[4 [¥ | M}, Feport Administration 4 Submittal Form j, Discharge Monitoring Data / |41 f Al

The loading and concentration boxes should be completed with your lab results.
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Each box consists of two stacked cells. The top cell is for the reporting of test results,

Discharge Monitoring Data:

Parameter Quantity or Loading
Flovwy, In Conduit or Sample 25 {
Thru Treatment Plant heazurement '
500501 Permit 0.350 REPORT
Effluent Gross Yalue Fequirement DAY 01D AN

MDL

the bottom cell consists of no discharge codes specific to DMRs.

Discharge Monitoring Data:
Parameter Quantity or Loading Units

Flawy, In Conduit or Sample
Thru Treatment Plant leasurement -
500504 Permit 0.350 ZODE=E .C\n.: ElN]
Effluent Gross Yalue Requiremert mmMosy | CODE=S  Fro

MOL CODE=F Ins
BOD, 5 Day (20 o) Sample | DA

leasurement NODI Mo Di

03101 Fermit waass CODE=M N [P
Effluent Grozs Walue Reguirement CODE=N Mo ™

WDL |

Users enter a result or a no discharge code, but not both. Also, if you select a no discharge code
for one box, be consistent and use that no discharge code in all the other boxes for that particular
parameter. Note: When leaving a cell where a No Discharge Code has been chosen, be aware
that the No Discharge Code information will display across the other boxes on the row.

Discharge Monitoring Data:
Parameter Quantity or Loading Units
Flowy, In Conduit ar Sample
Thru Treatment Plant Measurement CODE=E Analysiz Mot Done
50050 1 Permit 0.350 REPCRT aeln
Effluent Grozs Walue Recuirement O1MOAY 01 DA
MOL [ |
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There are built in drop downs for the Frequency of Analysis and Sample Types. The Frequency
of Analysis box is also split into two cells, with the number of frequencies in the top cell and the
time period description in the bottom cell. Where there are drop downs available in a cell, you
must choose from that list. You cannot type freely in these cells.

Frequency Sa Sample
of Analysid T Type
-
< [EATCH -
Eri— i CALCTD T
] 2 Hours B il CKREQ
™ 2 Months = COMP-1
2 Weeks A COMP-3
H £ ears - COMP-4
3 Days U COMP-6
Days _ THC COMP-8 ¥

= Residual Transfer Report

The Residual Transfer Report mimics the paper RTR form.

A B & i E F G [ H =

1 FI: 45318

2 State of New Jersey Shell Generation Date: 1043102
a Department of Environmental Protection

4

5 Residuals Transfer Report

5

7 | BAYWAY REFINERY - NJOOO1511 - SI8A SQAR - 07101/2000 - 071312000

g

9 Residuals Transfer Data:

10 Sent Rec'd Amount Transferred Intra-Facility

1M # To From Facility ID Number Quantity Units Monitored Location

12 1 # 46162 1000000 GALLONS

13 2 S 74274 56,5457 WWET METRIC TONS PER MONTH

“[ 3 ¥ 45318 2500 BALLONS SIEA SOAR =

15 4

1B 5

176

18| 7

19§

20 9

21 10

2= n

23 12

24 13

25| 14

26 15

27 16

|| 17

289 18

30| 19

31| 20 -
14 [« ¥ [Wify_ Feport Administration 4 SubmittalFarm_p, Residuals Transfer Data / |4 Al

32



There are drop downs to accommodate the Sent To, Rec’d From, Units, and Intra-Facility
Monitored Location.

" Units l
SE“t F REC d YWET METRIC TONS PER MONTH |ntra-FaCi|it]|l'
F rom F GALLONS ~ | H
To K = i i
e IJ_ | Monitored Location
GALLOMS PER ACRE —
GALLONS PER BATCH | | -
GALLOMS PER DAY .
GALLOMS PER MINUTE F— Y001 Composting Process
Lot b WL «  [|0024 Surface Waker Qutfall

As with the DMR, where there are drop downs available in a cell, you must choose from that list.
You cannot type freely in these cells. The Intra-Facility Monitored Location cell will only be
available if you have an intra-facility occurrence.

Whenever possible you should use a Facility ID number in the Facility ID Number cell.
However, if you do not have the Facility ID and need to enter a permit number or facility name,
please be aware the column width is limited to 40 characters. Entering more than the allotted 40
characters will cause the information to not transmit correctly into the NJEMS database.

=  Waste Characterization Data

The Waste Characterization Data screen mimics the paper WCR form.

A B c D E F G H =|

1 Pl 46318

2 State of New Jersey Shell Generation Date: 10/31/02

3 Department of Environmental Protection

7

5 Residuals Waste Characterization Report

B

7 | BAYWAY REFINERY - NJO001511 - SISA SQAR - 07/01/2000 - 07/31/2000

g

9 [Sample Date: {mm/dd/yyyy) [ 07/15/2000]

10

11 Waste Characterization Data:

12 P: Reported Value Units Remark Code Sample Type

13 Sludge Landfilled DMT/MO CALCTD

14 "ASDL 18 Industrial Residuals CODE=M Mo Sludge

15 Sludge Land Applied DMTAO CALCTD

16 "ASLA 18 Industrial Residuals CODE=M Mo Sludge

17 | Sludge Disposed Out-of-State DMTAMO CALCTD

18 [*ASPO 18 Industrial Residuals CODE=M Mo Sludge

19 |Amt Sludge Rrvd, Wet Cubic Yards 25 WEYMO CALCTD

20 |*ASR1 18 Industrial Residuals C Calculated value

21 |Amt Sludge Rmvd, Wet Metric Tons B.25 WTMO CALCTD

22 |*ASR2 18 Industrial Residuals

23 Amt Sludge Rmvd, Gallons GALMON CALCTD wl
24 |"ASR3 18 Industrial Residuals CODE=M Mo Sludge

25 |Sludge Bene Use Out-of-State DMTAMO CALCTD

26 |"ASR4 18 Industrial Residuals CODE=D Lost Sample

27 |Sludge Sorface Disposed 23000 DMTAIO CALCTD

28 "ASSD 18 Industrial Residuals

28 Total Amount of Sludge Removed DMTAMO CALCTD

30 [*ASUD 18 Industrial Residuals ~|

31 | Sludge Incinerated DMTMO CALCTD

32 |*MAS] 18 Industrial Residuals

33 | Sludge Disposed- Other Methods DMTMO CALCTD

34 |*8P0OM 15 Industrial Residuals =
4 (4 [p [pih_ Fiepor Administration £ Submittal Farm s, Waste Characterization Data K] vl
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As with the DMRs, the Reported Value box is two stacked cells, the top cell is used for the
reporting of test results and the bottom cell is a drop-down containing no discharge codes
specific to WCR forms. Users enter either a result or a no discharge code, not both. The
Remark Code column is also a drop-down.

Reported VYalue Reported Value | Remark Code S
22 [ =
i hat K Ackual walue is < reported val .
CODE=E  Analysis Not Done & | L Actual value is = reporked wall—]
CODE=S  Frozen Conditions U Analyzed For buk not deteckec
CODEiF Insuﬁf&uent Flow € Calculated value I
CODE=H  Invalid Test M Detecked in blank also
CODE=D  Lost Sample ) :
NOD No Discharge D Indicates field measurement
CODE=M Mo Sludge - S Laboratory test H
CODE=MN Mok Required - # Mean of 2 or more determinat ¥
| I T

Once you are confident your forms are complete, you are ready to validate the spreadsheet and
lock the spreadsheet for submission.
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Chapter 6 — Validating and Locking Spreadsheets

Before a user may electronically submit a MRF the spreadsheet must go through a Validation
process to ensure that the information is entered correctly. There are no scientific validations
occurring. The validations are based on business logic. An example of a Validation scenario
could be the following: if a user has Checked the No Discharge Monitoring Period Check Box
on the submittal form and but also inputs data in the spreadsheet cells, upon depressing the
Validation button , a message will be presented to the user indicating a conflict.

Once the through the validation process a user has to Lock the spreadsheet. Locking the
spreadsheet prepares the spreadsheet for uploading purposes. In the process the user will save 2
copies of the electronic submittal, one locked for submittal and file retention purposes and one
unlocked for possible resubmittal purposes. In addition the system will create a unique
confirmation code for the corresponding spreadsheet to be used when uploading.

Let's begin the validation process. Click the Report Administration Tab.

Validate Spreadsheet

Click the Validate Spreadsheet button. Invalid entry messages are displayed and validation
may not proceed until certain errors are resolved. Be aware however, the system does allow you
to leave blanks and only leave cells blank if that truly is your intent. Just keep in mind any blank
cell will create an omission violation in the NJEMS database.

Pl 46370
State of New Jersey Shell Generstion Date;  7U2i02
Department of Environmental Protection

Surface Water Discharge Monitoring Report

ISP ENVIRONMENTAL SERVICES INC - NJ0OOQO19 - 001A SW Qutfall 0014 - 07/01,/2002 - 07/31/2002

After completing the 'Discharge Monitoring Data’ tab, return to this tab to validate the report by clicking
the '"Validate Spreadsheet' button. After the spreadsheet has been validated, lock the spreadsheet by
clicking the 'Lock Spreadsheet For Submission' button. After Locking the Spreadsheet, proceed to
your organization's MRF Upload screen to upload the spreadsheet and then certify the submittal.
Comments: If you have any questions or comments, please contact the Bureau of Pretreatment and
Residuals at (609) 633-3823

Validate Spreadsheet Lock Spreadsheet for Submission

MY ALID EMTRIES: (* indicates required data)

Dizcharge Monitoring Data: D1 2 can not be filled when the MODI value iz checked.
Discharge Monitoring Data: L12 can not be filled when the NOD! value is checked.
Discharge Monitoring Data: K13 can not be filled when the NCDI value is checked.

¥ [#]*,Report Administration / Submittal Form # Discharge Monitoring Data /|4 | 3|
Lt . .
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Access the correct tab to make the necessary adjustments. Once errors are resolved you will
need to validate the spreadsheet again. If error messages still display repeat the process. Invalid
entry messages cease to display once the user has addressed all of the errors. If you do not
receive any invalid entry messages, the validation process has been completed. An answer box
will be displayed advising the user that the spreadsheet has been validated. The answer box also
directs the user to proceed to lock the spreadsheet and then submit it to NJDEP. Click Ok.

Lock Spreadsheet for Submission

Click the Lock Spreadsheet for Submission button to lock the spreadsheet. A message box
appears indicating that the spreadsheet has been validated and can now be locked.

5]
7 | ISP ENVIRONMENTAL SERVICES INC - NJOOO0O019 - 001 A SW Outfall 001A - 07/01/2002 - 07/31,/2002
| & |
=R After completing th x ing
i the "Validate Sprea Spreadsheet Vahdated B by
i ;:;E‘:I:?gt:;zla_g;:': The zpreadsheet haz been walidated. It can now be locked and submitted ta the DEP.
|13 | Comments: f you | d
| 14 | Residuals at (609) 6
15
16 ) N B
17| Validate Spreadsheet | Lock Spreadsheet for Submission |
18
19
20
21
27

Click on the Lock Spreadsheet for Submission button. You will receive a message box stating
this action will lock the spreadsheet form further updates. In addition, the message advises the
user that they will be prompted to save an unlocked copy of the spreadsheet. Click OK.

ISP ENYIRONMENTAI SERWVIMES INF - WLIAANANAG - AN A SIM Nutfall MM A - AT 900% - 0731,2002
Lock Spreadsheet

After comple . . . i
the "Validate ! Thiz action will lock the spreadsheet so that no further changes can be made. If you continue, you

will be prompted for a filename to save an unlocked copy. Keep this unlocked copy after the
spreadsheet haz been submitted in the event that a change needs to be made and the spreadshest
needs to be re-submitted, If this unlocked copy iz not kept, the spreadsheet will have to be
completely re-done. Are you sure you want to continue?

(=1

-y

clicking the 'l
your organiz:
Comments: h
Residuals at (

(%}

Ly

=

i

El
[
e

Cancel

Valid:

-1

o

=5

AGAIN you will be advised that the spreadsheet has been validated and is ready to be locked.
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Click the OK button.

T ISP ENVIRONMENTAL SERVICES INC - NJ0OOOQ0019 - 001A SW Outfall 0014 - 07/01/2002 - 07/31/2002
| & |
| 9 | After completing the "Dischar m ort by clicking
10| the "Validate Spreadsheet’ b bl ke ) Lreadsheet by
i ;:;ztI:?gt:;z;?;ﬁ.gi;:zd;;z The spreadsheet has been validated and iz ready to be locked. 2:::&:10
113 | Comments: If you have any q tatment and
114 | Residuals at (609) 633-3823
15

1 B - - N
17 | Validate Spreadsheet Lock Spreadsheet for Submission
18

Upon Hitting the OK button you will be presented with Save Unlocked Copy AS save box. The
system will provide a default file name for the spreadsheet, please retain this filename and do not
alter it. Save a copy of the spreadsheet in the Unlocked_Copies subfolder under the NJPDES
EDI folder. The system will save a copy of the spreadsheet in an unlocked format and attach the
word "Unlocked" to the end of the file like:

NJG0109100_06-01-2002_6-30-2002_001A_Surface_Water_ DMR_Unlocked.xls

T FT 47 oo _I

| 2 State of New Jersey Shell Generation Date: 7724
3 Department of Environmental Protection
4
5 Surfara Water Rierharna Monitarinn Rannrt

- Save Unlocked Copy As EE
B
7 | 7-ELEVEN CONy Svein: [ Unlocked Copies [ I=iES oal Fi311
g %NJGDD&&SSZ_DS—DI-2DD2_03-31—2002_DD1B_SurFace_Water_DMR_UnIocked.xls; Save I
9 After compl BB nI1G0066532_06-01-2002_06-30-2002_001B_Surface_Waker_DMR_Unlocked.xls
10 the Validat sEhuauosssaz_mf-m-2002_0?-31-2002_001B_Surf.ace_\v\fater_DMR_unlockecl.><Is LCE'I
11 clicking the P8 N160109100_08-01-2002_06-30-2002_0014_Surface_Water_DMR_Unlacked, xls
12 your organi
13 Comments:

14 Residuals a
15
1B .

17 Valic on
18 File name: I?-SI-ZDDZ_DD1A_Surface_Water_DMR_UnIocked.xls d —
19 Save as type! IExceI File {*.xls) j I

| 20 | INWALID EN

Once saved the system an information message will be displayed. The message will advise the
user that the spreadsheet is locked and ready to be submitted. In addition, the message will
provide the user with a Confirmation Code that is specific to the locked spreadsheet. This
Confirmation Code will be used by the system to identify which form is being uploaded. Please
WRITE DOWN THE CONFIRMATION CODE it will be needed in the uploading process.
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8]

1EID Discharge Monitoring Dz Microsoft Excel < |
Tequen ample
iy

112 Flowﬁ:rc:aorn::;:ittirr = The spreadsheet hasz been locked and i; ready to he sub_mitted. The Confirmation Code for this Type =
13 | Thru Treatment Plant [Measu spreadsheet is 104046, To Upload, retain your _Eonflrmatlen Code an_d proceed to wour company's I_I
T4 | 50050 1 —Far MRF Upload Folder found at the DEP's electronic data transfer website.

E Effluent Gross Value | Requin 1] Continuousl METER

16 [0

| 17 |pH Sam

| 15 | IVleasul

ploent L ] I w1 |

Click OK and close out of Excel. The system saves the locked spreadsheet in the Downloaded
Folder (its original location). You are ready to upload.

Note: If you followed these procedures you should have two copies of the spreadsheet, one

unlocked copy of the spreadsheet in the Unlocked Copies folder and the original copy (which is
now locked) in the Downloaded folder.
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Chapter 7 - Uploading a Monitoring Report Form

Once the user has completely filled out their MRF, validates and locks it, it is ready to be
uploaded to the Department. This is accomplished by logging back onto the web portal and
transmitting it through the NJPDES EDI application.

Monitoring Report Form Pending Folder

Access the NJDEP On-line web portal. Log-in and go to the Monitoring Report Form
Pending Folder.

NJPDES Monitoring Report Forms
JDME. ID: HJ0000019
Version 4.0 Facility Name: ISP ENVIRONMENTAL SERVICES INC

Identification [Monitoring Report Form Pending Folder

The following is a list of the facility's pending Monitoring Eeport Forms. In order to download a Generated spreadsheet, please
click on the Download button below or on the Download link on the menu to the left. In order to upload a Downloaded
spreadsheet, please click on the Upload butten below or on the Upload link on the menu to the left

help | mainmenu 1 logout

Permit # Report Type Monitored Location Monitoring Period  Status Date Due Date
I000001% Residuals DMR - SI6A SQAR Sample Location 01/01/2002 - Available 070212002 03/02/2003
12/31/2002
—— II000001% Residuals Transfer SI6A SGAR Sample Location 01/01/2002 - Available 070212002 03/02/2003
Certification 1243142002
Select 2 topic NIDOO0019 Residuals WCR - SI6A SQAR Sample Location 01/01/2002 - Available  07/02/2002 03/02/2003
Antual 12/31/2002
MI0000019 Surface Water 0014 SW Outfall 0014 07/01/2002 - Awaiting  07/18/2002 08/26/2002
DMR 07/31/2002 Upload
MI0000019 Surface Water 0014 SW Outfall 0014 08/01/2002 - Available 070212002 09/26/2002
TME 08/31/2002
MI000001% Surface Water  00TA SW Cutfall 0014 0%/01/2002 - Available 070212002 10/26/2002
DME 09/30/2002

Upload Resubmittal Request

The primary purpose of the Monitoring Report Form Pending Folder is to inform the user of the
status of specific MRFs. For more information on Statuses please see Appendix D -

Statuses. Since you are interested in uploading a MRF you previously downloaded, a status

of Awaiting Upload in the Status column should be displayed on the row corresponding to your
specific MRF.

Permit # Report Type Monitored Location Monitoring Period Status Date Due Date
MI0000019 Residuals MR SI6A SQAR Sample Location 01/01/2002 - Available 070202002 03/02/2003
123172002
IT0000019 Residuals Transfer SISA SQAR Sample Location 01/01/2002 - Available 07/02/2002 03/02/2003
123172002
II0000018 Residuals WCR - SI6A SQAR Sample Locaton 01/01/2002 - Available 07/02/2002 03/02/2003
Annual 123172002
HI0000018 Swface Water 0014 W Cutfall 0014 0740172002 - Avaiting 7182002 08/26/2002
DR 07/31/2002 Uplead
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Click the Upload button found at the bottom left of the page.

You will be taken to the Monitoring Report Form Spreadsheet Upload page.

Monitoring Report Form Spreadsheet Upload Screen

The Monitoring Report Form Spreadsheet Upload screen is used to transmit MRFs to the

Department. Only MRFs that have a Status of Awaiting Upload will be displayed.

Your MRF should be listed.

Identification

[Monitoring Report Form Spreadsheet U

TTse this screen to post vour completed spreadsheets to the DEP Online Portal For each spreadsheet that you would like to
upload, you much do three things. First, chick on the checkbox for the appropnate Montormg Eeport Form. Then, enter the

spreadsheet resides. Tou can use the Browse button to help in this process

Confirmation Code that you received upon locking that particular spreadshest. Mext, enter the location on your computer where the

Once you have entered the information for all of the spreadsheets that you wish to upload, click the Upload button at the bottom of

the screen
Certification Select Permit # Report Type Monitored Location Monitoring Period Status
select atopic
r NJ0000019  Surface Water DIME. 0014 3%W Outfall 0014 07012002 - Awaitng Upload
073172002
Confirmation Code: File Location:
Browse.. |

IFyou did not record your confirmation code, reopen the locked spreadsheet and rerun "Lock Spread Sheet For Submussion” from
the Admin Tab, taking note of the confirmation code

Upload Pressing the Upload button will transfer your spreadsheet to the eNITEMS server. Please be patient, as this may

talkee a few minutes

There could be multiple Monitoring Report forms available for upload. The forms are listed

horizontally. Verify that you are choosing the correct form by reading across and comparing the

information with the file name of the locked spreadsheet you are about to upload.

Check the Select box for the form you would like to upload.

Certification Select Permit # Report Type Nonitored Location Nonitoring Period Status
3 NIOOOO019  Surface Water DIME 0014 3%W Oufall 0014 070/2002 - Aaiting Tpload
0731/2002

Enter the Confirmation Code for the spreadsheet in the Confirmation Code field.

Confirmation Code: File Location:
104046

| Browse.. | ‘
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You may now enter the path of the spreadsheet file you want to upload in the File Location field.
If you know the path by memory just enter the information in the File Location field. If you
don't remember the path just click the Browse button and locate the NJPDES EDI folder and
the Downloaded folder and choose the correct locked spreadsheet.

3 MAF Spreadsheets Outbox - Microsalt Intemet Explorer |

=
Look jr |‘T_‘] Downloadsd j gl ‘;g @v '«__5 W o
- Histom b il Print il DellHome
NJODDO0TS 07-01-2002 07-31-2002 0014 Surtace *water DMA ulsi

j & Go |JLimks 2%

njdep home | about dep 1 index by topic | programs/units | dep online B

IMonitoring Report Forms
10: NJ0000019

help | mainmenu 1 logout
I5F ENVIRONMENTAL SERVICES INC
File name:  [NJ000GT9_07-01-2002_07-31 2002 0014_Su gpen | eadsheet Upload
| d dsheets to the DEP Online Portal F h dsheet that uld like t
Fiesoibpe: o s -] | = spreadsheets to the e Portal For each spreadsheet that you wo eto
| gt click on the checkbox for the appropriate Monitoring Report Form. Then, enter the
LOCUIIELLS Conhrmaton ode that you recewved upon locking that particular spreadshest. Mext, enter the location on your computer where the

After locating the file select it and click the Open button.

Confirmation Code: File Location:

104046 IC:\NJPDES EDLDownloaded\N10000019_07-01-2002_07-31-

i Browse,

You are now ready to upload.

Upload

Click the Upload button in the lower left-hand side. If the server is up and running you should
be successful. You should receive an acknowledgement online of the status of your transaction.

jhome | my new jersey | people | business | government | departments

N9 fine
njdep home | about dep | index by topic | programs/units | dep online

NJPDES Monitoring Report Forms
JDME 1D: MJ0000019

R help | mainmenu 1 logout
Version 4.0 Facility Name: ISP ENVIRONMENTAL SERVICES INC

Identification

Guidance Your MEF Spreadsheets have heen fully uploaded. The Eesponsible Official has been
e sent an e-mail directing him/her to access the web to Certify the uploaded MREF(s) online.

NJPDES

Selectatopic... x i
MRF Tools
Lart 2 tomi |
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It is important to note that although the user has uploaded the MRF it is not considered
fully transmitted and accepted by the Department until it is Certified.

Click the Continue button.

You will be taken to the Monitoring Report Form Submitted Folder.

Monitoring Report Form Submitted Folder

Here you can verify the status of your uploaded form. The forms are listed horizontally with the
NJPDES permit number displayed in the very first column on the left-hand side of the screen.
Each report form is represented by a row.

ﬂqhum I my new jersey | people | business | government | departments
=)

njdep,  4s
{of environmental protection V%Tonline
njdep home 1 about dep | index by topic | programsfunits | dep online

NJPDES Monitoring Report Forms

JCOLLAZO ID: NJ0052950 help 1 mainmenu | logout
WVersion 4.2.08 on NJEMEDEY Facility Name: CAPE MAY COUNTY MUA
Identification Monitoring Report Form Submitted Folder
Seectaop = The following is a list of electronically submitted Monttorng Report Forms at this facthty. In order for an Uploaded spreadsheet to be recerved by DEP, it must be
Guidance Documents fully certified. To certify an Upleaded spreadsheet, please select the Certify button below or the Certification menu option to the left.
Permit#  Report Type Monitored Location Monitoring Period Status Date Due Date
MRF Tools HI0052590 Residuals DME SL44A SQAR Belt Filter Press 10/0172002 - Uploaded 121672002 12/31/2002
103172002
HI0052590 Residuals DME SL44A SQAR Belt Filter Press 11/01/2002 - Post-Marked 12/10/2002 01/30/2003
Certification 11/30/2002
Selastaepic _ HIN052990 Residuals DMR SL44A SQAR Belt Filter Press 12/01/2002 - Post-Marked 12/10/2002 03/02/2003
123172002
WIN052990 Residuals Transfer 3144 SQAR Belt Filter Press 0710172002 - Post-Marked 12/17/2002 0%/30/2002
0713172002
NI0052990 Residuals Transfer SL44 SQAF Belt Filter Press 10/01/2002 - Uploaded 1211072002 12/31/2002
10/31/2002
NI0052990 Residuals Transfer SL44 SQAF Belt Filter Press 11/01/2002 - Post-Marked 12/10/2002 01/30/2003
11/30/2002
NI0052990 Residuals Transfer SL4A SQAT Belt Filter Press 120172002 - Post-Marked 12/10/2002 03/02/2003
1213172002
NI0052990 Residuals WCR - SL4A SQAT Belt Filter Press 10/01/2002 - Uploaded 1211672002 12/31/2002
Ionthly 10/31/2002
NI0052990 Residuals WCR - SL4A SQAF Belt Filter Press 12/01/2002 - Post-Marked 12/10/2002 03/02/2003
Ionthly 123172002

The status of this uploaded form should now indicate that the Monitoring Report form is
"Uploaded". It is now ready to be certified.

Forms will continue to display in the Monitoring Report Form Submitted Folder for a period
of up to one year from the time it is uploaded.

The uploaded form is now ready for Certification.
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File Maintenance

Once the MRF has been uploaded you need to move it out of the Downloaded Folder and
into the Uploaded Locked Folder. Also verify that the unlocked copy has been saved to
the Unlocked Copies folder (remember the file will actually say unlocked) if it isn't
there please move it there.

The locked uploaded files once certified are recognized as your official MRF files and

should be kept for 5 years and available at all times for review by the Office of
Compliance and Enforcement.
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Chapter 8 - Certifying Monitoring Report Forms

Uploading a MREF is only part of the NJPDES EDI acceptance process. The Department
does not technically accept the MRF until a Responsible Official certifies it.

Responsible Official Certification Notification

Upon the successful uploading of a Monitoring Report form an e-mail message is sent to
the Responsible Official(s) informing them that a form is ready to be certified.

== Mail From: <DEP{@state.nj.us> _ O] x|
File Edit Yew Achon: Toolz ‘Window Help
B SH . (= a e HE | EE
Fran: |<DEP@state.ni.u$> CC | x
Tar | <jcollazo@dep. state. nj. us>
B Cloze
Subject: IMDnitDring Feport Forms Upload Motification
-
Message: [The: following MJPDES EDI Spreadshest has been uploaded onto the MJDEP =5
_ Online Partal. For the report to be conzidered poztmarked. it must first be -
certified. 'r'ou can access the Portal at Reply
http: //audubon, oit. state. nj us/MASApp/eMJEMS /Logind
Perrnit Mumber - HJ0000019, Repart Type - Surface W ater DMB, Monitored %
Location - 0014 S Outfall 0014, Maonitored Period - 07/01/2002 -
073142002 w
Forward
¥
Delete

The Responsible Official(s) should access the web portal and certify the spreadsheet(s)
listed in the e-mail.

Monitoring Report Form Certification

Once logged in the certifier may access the Monitoring Report Form Certification
page from the Monitoring Report Form Pending Folder
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There are several ways a user may access the certification page, however, since the
Monitoring Report Form Pending Folder is the first screen the user sees when they
login they may access the certification page from there. From the menu on the left-hand
side of the page access the Certification menu item and choose the Certification option.

JDME
Varsion 4.0

NJPDES Monitoring Report Forms
10 NJO0O0019
Facility Name: ISP ENVIRONMENTAL SERVICES INC

help | mainmenu 1 logout

selectatopic

[Monitoring Report Form Pending Folder

. The followmng 15 a list of the faciliy's pendmg Momtonng Report Forms. In order to download a Generated spreadsheet, please
Guidance click on the Download button below or on the Download link on the menu to the left. In order to upload a Downloaded

Documents spreadsheet, please click on the Upload button below or on the Upload link on the men to the 1eft.
NJPDES
selezt a topie Permit#  Report Type Monitored Location Monitoring Period Status Date Due Date
NIONOO01% Fesiduals DME. SI6A SQAE Sample Location  01/01/2002 - Awvailable  07/0272002 03/02/2003
MRF Tools
12f31/2002
Select atopic
. _. : WIONOO01% Fesiduals Transfer SI6A SQAE Sample Location 01/01/2002 - Awvailable 070272002 030272003
Certification 1243142002
Select atople. I000001% Residuals WCOR - 5164 SGQAR Sample Location 01/01/2002 - Available 070212002 03/02/2003
1 ’ Annual 12/31/2002
WIONOO019 Suface Water 0014 SW Cutfall 0014 08M1/2002 - Available  O07/02/2002 09/26/2002
DiE 083172002
WIONOOO1S Suace Water 0014 3W Cutfall 0014 090172002 - Awalable 070272002 1002672002
DNE 0930/2002

Upload Resubmittal Request

Once the Certification option is selected the system will take you to the Monitoring
Report Form Certification page. The MRF that is ready for certification is displayed in
a horizontal interface beginning with a select checkbox as the first item in the row of the
corresponding report form.

Identification

Guidance
Documents
NJPDES

select atopic B
MRF Tools

Select 2 topic. . -

Certification

select atopic. . -

[Monitoring Report Form Certification
Check the document(s) that you wish to certify, then complete the section below.

To review a specific Monitoring Report Form hefore Certification please click on the NJFDES permit number under the
Permit # column.

Select  Permit # Report Type Monitored Location Monitoring Period
- MI0Oo001% Surtace Water DIWE. 0014 5W Outfall 0014 07/01/2002 - 07/31/2002
CERTIFICATION

*I certify under penalty of law that | have personally examined and am familiar with the information submitted in this document and all
attachments, and that, based on my ingquiry of those individuals immediately responsible for obtaining the information, | believe that the
information is true, accurate and complete. | am aware that there are significant penalties for submitting false information, including the
possibility of fine and/or imprisonment, pursuant to N.JAC. 71446 9(B). The New Jersey Water Pollution Control Act provides for
penalties up to §50,000 per violation. "

Name of Certifying Party: JDME
* Personal Identification Numher:
fy

Ceriification of your PIN constifutes an slactronic signature of ihis document in accordance with the qforementionsd

=l
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= MRF Review

Prior to certifying the MRF, the Responsible Official may want to review the information
that has been uploaded. If the Responsible Official has not completed the data entry of
the MRF, it is probably good practice to review the report prior to certifying it.
Remember you are applying an electronic signature to the form indicating your
agreement with what is being submitted.

To view the specific form, click on the permit number of the form you would like to
view. This hotlink will open up the file you are about to certify. The user has the option
of saving the file to their PC and then opening it up or opening the file immediately
online and reviewing it.

If you would like to save a copy of the report, when the File Download answer box is
displayed choose the, "Save this file to disk" option and hit OK. For demonstration
purposes we will choose to view the report online. Choose the, "Open this file from its
current location" option.

Identification File Download ]
‘You have chosen to download a file from this location. Mm

Check the doc ...et_OMR »lstreportFomnlD=87405 from audubon.oit state

To review a 5]

the NJPFDES permit numher under the
Permit # colur

what would you like to do with this file?

MRF Tools :: ED :IS:I‘Ieflo‘;nllt:cunent Incafior
Select  Pert Savethisfisto ds cation Monitoring Period
Cartification ~ N0 all 0014 070172002 - 07/31/2002
¥ | lias ask Before cpening this ipe- afifie
CERTIFICAT
"I cedify under @tion submitted in this document and all
attachments, ar Ok I Cancel More Info pbtaining the information, | believe that the

information is tr, submitting false information, including the

s =

The File Download process will commence and keep you abreast of the download status.

Selectatopic... T ——— e T El caﬁon
Guidance
Documents Check the dncumes £ i Plow.
WHIPDTESS To review a specifi @ ck on the NJPDES permit number under the
selactatopic... B pening:
MRF Tools Perrit # column. L0014 Surface ‘wWater DR xls from audubon.oit state.nj us
Select atopic Select  Permit#  Estimated time left d Location Monitoring Period
~ FI00000° Download to: Temparary Folder Cnatfall 0014 07/01/2002 - 0773172002
Transfer rate:

select atopic

¥ Llose this dialog box when download completes

CERTIFICATION
per [ per Eolder | Cancel I

"I cedify under penalty nformation submitted in this document and all
attachrments, and that, based on my inguiry of those indviduals immediately responsible for obtaining the information, | believe that the
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Once the download is complete the spreadsheet will be opened and an answer box will be
displayed asking you whether or not you want to enable the macros associated with this
sheet. You should choose the Enable Macros option.

Microsoft Excel x|

The workbook you are opening contains macros,
Some macros may contain viruses that could be harmful ko your computer .

If you are sure this workbook is from a trusted source, click
‘Enable Macros', IF you are not sure and wank ta prevent

any macros from running, click 'Disable Macros', Tell Me More |

¥ &lways ask before opening workbooks with macros

Disable Macros Do Mot Open

The certifier may review the information by clicking on each of the tabs. If the
Responsible Official is satisfied with the information on the MRF, the spreadsheet may
be closed and proceed with the certification process.

The Responsible Official may not make any changes to this file. If the form needs to
have changes made to it, the Responsible Official will need to notify the individual
who uploaded the form and advise them of the needed changes. The form will have
to be recreated by the Department and made available again in the web portal for
download purposes again. For more information see the Chapter 9 - Requesting a
Resubmittal.

= Certification

Select the form(s) you want to certify by clicking in the check box under the Select
column, of the row corresponding to the desired MRF. You may select multiple boxes.

Select  Permit # Report Type Monitored Location Monitoring Period
Certification 1 NI000001% Surface Water DMR. 0014 SW Outfall 0014 07/01/2002 - 073172002

Your ID will already be displayed in the Name of Certifying Party field, Enter your
PIN in the Personal Identification Number field.

Name of Certifying Party: JDNE.
* Personal Identification umber: I"“""““““"

Certification qf your PIN coxstitutes an electronic signature of this document in accordarce with the aforemsntionsd
statement.
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Click the Certify button at the bottom of the page. If certification is successful you will
receive a message immediately after indicating as such. The message will indicate that
the forms chosen for certification have been certified and have been postmarked and
submitted to the Department.

njdep, _ s,
Vonline
njdep home 1 about dep | index by topic | programs/units | dep online

NJPDES Monitoring Report Forms

JOME. ID:NIo0o0019 W .
R - elp | mainmenu | logout
Version 4.0 Facility Name: ISP ENVIRONMENTAL SERVICES INC
Identification
Guidance Omne or more of the reports you selected now has a statns of Postmarked and has been

Documents submitted to NJDEP.
NJPDES

selectatopic - "
foctapic =] 0K

MRF Tools

select atopic |

Click the OK button. You should be returned to the Monitoring Report Form
Submitted Folder page.

The status of the Monitoring Report form that has just been certified should indicate a
status of, "Postmarked". "Postmarked" means that the submittal transaction has been
completed and accepted by the NJDEP.

ﬂ]hm | my new jersey | people | business | government | departments
-

. . njdep, _ .
NvIronmental protection 1Tanline
njdep home | about dep | index by topic | programsiunits | dep online

NJPDES Monitoring Report Forms

JDMR 10: NJ0000019 melp 1 maimmens 1 logout
Version 4.0 Facility Name: ISP ENVIRONMENTAL SERVICES INC

Identification [Monitoring Report Form Submitted Folde

The following is a list of electromically submitted Wonitoring Eeport Forms at this facility. In order for an Uploaded spreadsheet to
Guidance be recewed by DEP, it must be fully certified. To certify an Uploaded spreadsheet, please select the Certify button below or the
Documents Certification menu option to the left

NJPDES

celazt aopiz Permit#  Beport Type Monitored Location Monitoring Period  Status Date Due Date
MREF Tool MIOOO001S Surface Water 0014 STW Outfall 0014 07012002 - Post- Q72202002 08/26/2002

go.s DMR 07/31/2002 Marked
Certification

selectatopic
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An e-mail message will be sent to the Responsible Official advising that the form has
been Postmarked via the NJDEP Online Portal.

FE2Bw [ oas BE[E 25
Fram |<DEP@State.ni.u3> CC I x
Ta: |<Del:ul:uie.ESpoxti@dep.xtate.ni.u[...]
a Cloze
Subject: [MRF Certified
Message: The following MAF spreadsheet has been postmarked wia the NJDEP Online
Portal -
MJFDES Permit Nurber: NJGOT09100 Reply
Monitared Location: Surface Water Outfall
tonitoring Report Type: Surface Water DMR %
tonitoring Period: 06-01-2002 to 06-30-2002 -
‘"ol can access the MJDER Online Portal at: Farward
hittpe: A, state. nus/MAS App/eMJEMS ALogin/
¥
Delete
|Date: 211403 11184k
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Chapter 9 - Requesting a Resubmittal

There are many reasons you may want to resubmit a form to the Department. In these
instances you will need to access the web portal and ask for a particular MRF to be made
available again so that you may revise all or a portion of the data and resubmit it to the
Department. The MRFs that are made available are new forms and do not have any
information that you may have previously entered in them. Only those forms that have
been created since your acceptance into the NJPDES EDI program are available for
resubmittal through the web portal.

Resubmittal Request

Log into the NJPDES EDI application. Upon accessing the Monitoring Report Form
Pending Folder click the Resubmittal Request button.

Tdentification
The following is a list of the facility's pending Monitoring Report Forms. In order to download a Generated spreadsheet, please
Guidance click on the Dowload button below or on the Download link on the menu to the left. In order to upload a Downloaded
Documents spreadsheet, please click on the Upload button below or on the Upload link on the menu to the left.
Permit#  Report Type Monitored Location Monitoring Period  Status Date Due Date
pp— NI0000019 Residuals DMR. SI64 SQAR Sample Location 01/01/2002 - Available 0700262002 03/02/2003
. 1213172002
bl I = NI0000019 Residuals Transfer SI6A SQAR Sample Location 01/01/2002 - Available  07/02/2002 03/02/2003
Certification 12/31/2002
Selectatopic _ NIO00001% Residuals WCR - 5164 SQAR Sample Location 01/01/2002 - Available 07/02/2002 03/02/2003
Anmmal 12/3172002
NIO00001% Surface Water 0014 SW Outfall 0014 08/01/2002 - Available 07/02/2002 0%/26/2002
DIME. 08/31/2002 -
NIO00001% Surface Water 0014 SW Outfall 0014 0%/01/2002 - Available 07/02/2002 10/26/2002
DIME. 038/30/2002

Upload Resubmittal Request

=  Monitored Location Selection

The Monitoring Report Form Resubmittal Request - Monitored Location Selection
page will be displayed.

Identification

Selact atogic.. = [Monitoring Report Form Resubmittal Request - Monitored Location Selection

Guidance

D TS The following is a list of Menitored Locations for each of the NTPDES Permits registered for your organization. Select the
Monitored Location for which vou would lilce to re-submit a MMonitoring Report Form spreadshest,

NJPDES

Select Permit Number Monitored Location

MRF Tools (o] NI0000019 001A SW Outfall 0014

[ NI0000019 SI6A SQAR Sample Location

Certification

select atapic =
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You will need to select the Monitored Location for which you want to resubmit a form
for. Click on the radio button corresponding to your choice. Click the Continue button.
= Report Type Selection

The Monitoring Report Form Resubmittal Request - Report Type Selection page
will be displayed.

Identification
Selectatopic... - Monitoring Report Form Resubmittal Request - Report Type Selection

The followmg 15 a lst of Wonmtormeg Report Forms avalable for resubrmittal for the selected NIPDES Permut and Momtormg
Location Select the Report Type and Monitoring Period for which you would like to request a MEF spreadsheet

felectatopic... ~ NJFPFDES Permit: INJ000001%
MRF Tools Monitored Location: 0014 W Cutfall 0014
Certification Select Report Type
- « Surface Water DIME.

Continue

A list of the available Report Types for the selected Monitored Location is displayed.
Click the radio under the Select column for the row corresponding to the Report Type of
your resubmittal form. Click the Continue button.

= Monitoring Period Selection

The Monitoring Report Form Resubmittal Request - Monitoring Period Selection
page will be displayed.

Identification

Monitoring Report Form Resubmittal Request - Monitoring Period Selection

The followmng 15 a list of WMonmtormeg Report Forms available for resubimittal for the selected NIPDES Permut, MMomtored Locaton
and Report Type. Select the Monitoring Periods for which you would like to request a MRF spreadsheet.

NJFDES Permit. MI000001%
Monitored Location: 0014 3W Outfall 0014
Report Type: Surface Water DIE.

Select Monitoring Period

r 0%/01/2002 - 0H30/2002
r 08/01/2002 - 08/31/2002
r 0710172002 - 07312002
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A list of the available Monitoring Periods will be displayed. Click in the box under the
Select column for the Monitoring Period you are interested in resubmitting. Click the
Request Spreadsheet button.

A message will be displayed indicating that the request has been sent and that an e-mail
will be sent to the requester upon its creation and posting on the web portal.

Identification

selectatopic... -

Guidance
Documents

Omne or more spreadsheets have been requested. An e-mail notification will be sent out when
the spreadsheets are ready to pick up in the MRT Download screen.

NJPDES

Select atopic... = ——

MRF Tools

Click the OK button. You will be taken to the Monitoring Report Form Pending
Folder Page. The form that you have requested is now listed in the folder with a status
of "Requested".

You may logout and await the e-mail notification that the MRF is now available.

Form Corrections

= DMRs & WCRs

When submitting a correction on a DMR or a WCR, it is not necessary for the user to
completely fill out the whole MRF again. The user only needs to input data into all the
cells for those parameters whose information is being revised. The example below
indicates a change to the Ph parameter. The Ph minimum had a value that needed to be
corrected. Only the cells corresponding to the Ph parameter row need to be fully
completed on the resubmittal form, this includes the sample type and frequency of
analysis fields.

SOUTHLAND CORP - NJG0066532 - 001B SW Qutfall 001B - 06/01/2002 - 06/30/2002
Discharge Monitoring Data:
Ng
Parameter Quantity or Loading Units Quality or Concentration Units Ex
Floeey, In Concluit or Sample Fakak HhERE EhARE
Thru Trestmerit Plant Meazurement 1]
500501 Permit REFORT REFORT | GPD FHE SRR =R i
Effluent Grozs Value Requirement 01 MDA 010 AR
ML
Floeey, In Concluit or Sample Fakak HhERE EhARE
Thru Trestmerit Plant Meazurement 1]
500501 Permit REFORT REFORT | GPD FHE SRR =R i
Effluent Grozs Value Requirement 01 MDA 010 AR
MOL
ot Sample T A 55 i a9
Measurement 1]
00400 4 Permit ey ran freen 5 i 3 =
Effluent Grozs Yalue Requirement 01 MR 01 MM
MOL
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When a DMR or WCR form is resubmitted to the Department the NJEMS database will
know that the form is a resubmittal and review only those rows that have a positive entry
in them. However, if you have left a cell in the row blank a non-reporting violation will
be generated by the system.

If comments have to be changed the user should include everything that is pertinent to the
whole report. The system will supercede comments that were submitted in the earlier
submittal. If you'd like to include new comments please either append at the beginning
or at the end of the existing comments.

Parameter additions will not be accepted by the NJPDES EDI application. If you believe
your MRFs are not correct please contact the NJPDES permitting bureau listed in the
comments section of your MRFs to have your concerns addressed.

= RTRs

Unlike the DMRs and WCRs when making a correction on a resubmittal for an RTR the
whole form needs to be completed filled out and resubmitted. You may cut and past into
the resubmittal form from the unlocked form you saved on your hard drive. Make the
necessary corrections or additions and resubmit. In the example below Sludge Farm data
needed to be added to the form.

A E C 1] E F G =]
1 Pl 46318
2 State of New Jersey Shell Generation Date: | |
3 Department of Environmental Protection
4
5 Residuals Transfer Report
B
7 | BAYWAY REFINERY - NJ0001511 - SIBA SQAR - 07/01/2000 - 0713112000
8
9 |Residuals Transfer Data:
1o Sent Rec'd Amount Transferred Intra-Facility
11 # To From Facility ID Number Quantity Linits Monitored Location
12 1 ¥ 46162 1000000 JGALLONS
13| 2 k3 F4274 55,5487 WWET METRIC TOMS PER MCNTH
14| 3 ¥ 46318 2500 GALLONS SI3A SOAR
15| 4 A 45035 200 GALLORS
6| 5 A Sludge Farm 25000 WWET METRIC TONS PER MONTH
17| &
18 7
19| &
20 (=]
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Appendix A - e-mail Messages

NJDEP Access Request - The message advises the Facility Administrator that a user has established an ID
and PIN and is requesting access to a specific NJPDES permit's Monitoring Report forms.

Subject: INJDEP Access Request
=
Message: it Joseph at 12600 FAIR LKS TRENTON, M) has requested access to the =35
— folloving faciliby, MJO091213 -
m] 1

NJDEP Access Granted - This message advises a user that his/her access has been granted.

Subject: MJDEP Access Granted
Message: Julio Collazo haz been granted access to the folowing facilty: KEARFOTT [=35
- GUIDANCE & NAVIGATION MJO141003 by: Brian Sage -

NJDEP Access Revoked - This message advises a user that his/her access has been revoked.

Send
Subject: MJDEP &ccess Revoked
Message: Deborah Esposti no longer has access rights to PASSAICWVALLEY SEMWERAGE COMM NJODZ1076 x
= they have been revoked by: Julio Collazo
Cancel

MRF Spreadsheet Generation - This message advises the user that Monitoring Report form(s) have been
made available in the web portal.

» i Close
Subject: IMHF Spreadsheet Generation
Message: Dt or mare Monitoring Feport Forms [MRFs) for NJPDES Permit MJOO34118, have been made available =35
— for download by the Department of Environmental Protection at -
hittp: /A eqovd, oit state. nj us AMAS AppfeMIEMS ALogin. Reply
The NJPDES MRFs that have been created could cover the zame monitoring period as previously
provided MRFs. Please be aware that permit actions, such as renewals and/or modifications, may %
change your repoiting requirements. It iz important that you take the time to review your MRFz and use
the forms that reflect the reporting requirements in effect at the time of sampling. >
Faorward
Cuestions about vour MAFs should be directed to:
FPermitting lssues - Please see the comments section of your monitoring report form for the phone number @
to contact your case manager. -
Erforcement lssues - Please see the submittal section of your monitoring repart form for the enfarcemment Delete
region that handles your facility and call ane of the fallowing nurmbers:
Central Enfarcement Region - [B09)584-4200
Morthern Enfarcement Region - [97.3]293-75592
Southern Enforcement Region - [856)614-3855
Periodically updates to the EDI application are posted to the main menu at
hittp: /A eqovd. oit state. nj us AMASApp et EMS AL ogind
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Appendix A - e-Mail Messages - continued

Monitoring Report Forms Upload Notification - This message advises a user that Monitoring Report
forms have been uploaded and are available for certification.

CIOSE
Subject: IMonitoring Report Forms Upload Natification
- -

Message: The following MJPDE 5 EDI Spreadshest has been uploaded onta the HJDEP Online Portal. For the [=35
_ report to be considered postmarked, it must first be certified. v'ou can access the Portal at -

hitp: /Aoy, ait stake. b us/NASApp/eMJER S ALoging : Reply

Permit Mumber - 0022845, Report Type - Residual: DMR, Monitored Location - SL34 S0AR - Belt

Filter Press, Monitored Period - 10/01/2001 - 12/31,/2001 ,i_‘

MREF Certified - This message advises the Responsible Official (Certifier) that a Monitoring Report form
has been postmarked.

- i Close
Subject |MAF Cartiied
Message: IThe: following MRAF spreadsheet has been postmarked via the NJDEF Online Portal =25
-
MJFDES Permit Humber: MNJ00Z22545 Reply
Monitared Location: SQAR - Belt Filer Press
Monitoring Report Type: Fesiduals DA
Manitaring Period: 10-01-2007 ta12-31-20010 %
r'ou can access the NJDEP Online Portal at: http: /fegov0d. oit state. v us/MNASADDSeRJE MS ALogind v
Eorward

EDI MRF Deletion E-Mail Notification - This message advises the user that a form has been deleted for
the web portal and is no longer available for download, upload and/or certification.

CISE
Subject: IEDI MRF Deletion E-Mail Moatification
Message: 4 change in the reporting requirements for ASTARIS LLC under MJPDES MJ0000248 has made the [=35
= Surface Wwater DMR Monitaring Report Form (MBF) far monitaring period 08/01 /2002 to 08/31/2002 no -
longer valid. The MAF has been deleted from the MJEMS database and is no longer awailable for Eienl
Py
Download or Upload.
Questions about your MAFs should be dirscted to: %
Permitting lssues - Please see the comments section of your manitoring repart form far the phone number x
to contact your case manager. Fanward
Enforcement lszues - Please zee the submittal section of wour monitoring report form for the enforcement
region that handles your Facility and call one of the following numbers: @
-
Central Enforcement Region - [509]584-4200 Delet
Northem Erforcement Region - (373)299-7592 SIEte
Southemn Enforcement Region - (856)614-3655
Periodically updates to the EDI application are posted to the main menu at
hittp: # feqov0d. oit state njus/MAS APk E M S ogind
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Appendix B — Facility Administration

The NJPDES EDI application has been developed to give the participant the flexibility to
maintain a list of those individuals who have access to the portal. Users are provided
with this ability upon approval to participate in the EDI program. Once set up, your
Facility Administrator will be able to maintain who accesses your portal. Individuals
seeking access to your MRF information will be required to submit a request through the
EDI application's User Profile screen. The request will be sent to your Facility
Administrator in the form of an e-mail.

Send
Subject: INJDEF’ Access Request

Message: Deborah Esposti at 401 E State 5t Trenton, MJ has requested access to the following facility: X
- MJO02101 Ef

Cancel

The Facility Administrator will address the request abiding by their organization's unique
guidelines on granting, changing or denying access.

The Facility Administrator can be anyone the Responsible Official designates. In

addition, a Responsible Official if so desired, may also function as their own Facility
Administrator.

Facility Administration - Generic Steps

The following steps are to be followed when addressing an Access request:
= Access the Login Screen

Log into the NJPDES EDI application.

m me | my new jersey | people | business | government | departments

. njdep, _ s,
1ol envitonmental protection V% nline
njdep home | about dep | index by topic | programs/units | dep online

help

Identification
Follow these 3 steps to Login
Guidance Step 1: * Enter Your DEP User ID icollazo Heed an 107

Documents

Air General Permits Step 2: * Enter Your FIN - Forgot ¥our PIN?

select atopic
Stp [ oin |

Air Excess Emissions
| AOITE » Reauired felds are indicated with an Astarizl (]
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Appendix B — Facility Administration - continued

You should be taken to the NJDEP Electronic Data Transfer Web Site screen.

= NJDEP Electronic Data Transfer Web Site screen

ﬁn}humﬂ | my new jersey | people | business | government | departments

njdep, _ s,
Vonline
njdep home 1 about dep | index by topic | programs/units | dep online

JCOLLAZO

. help
Version 4.2.08 on NJEMEDEY

1 logout

Identification

selectatopic... -

select atopic
Edit Tser Frofile
Change

iFaril: v Admin

Request Alr Program Hew Facilit
SRF Resporsible Official Form
Request for Facility Admin

Lab Admin Bequest Form (BT TA-
AII LXCeSS LINISS10NS

Community Right To
Enow

gelect atopic. .. =
NJPDES

selectatopic...

NJDEP Electronic Data Transfer Web Site

Select the electronic submittal area that you wish to access by selecting a radio button and clicking on the Continue

hutton.
Access to these individual areas is granted through the User Profile Screen.

* Adjr General Permits

[l Air Excess Emission Reports

[l Air Permit/Certificate Renewals

ol Community Right To Know Survey

A generic toolbox should be on the left side of the screen. Choose the Identification
option and open up the data drop down window and pick Facility Security Admin. You
should be taken to the Facility Selection screen.

= Facility Selection screen

JCOLLAZO
Version 4.2

=

D

jhome | my new jersey | people | business | government | departments

W4Ty n fine
njdep home | about dep | index by topic | programsiunits | dep online

environmental protection

help

1 logout

selectatopic...

Guidance
Documents

Air General Permits
gelect atopic...
Air Excess Emissions
select atopic...
Community Right To
Enow
select atopic...
NJPDES

select atopic

Release & Pollution

Facility Selection

Please select the facility for which you wish to administer security.

* Facility ID/Program Interest ID:

| PAZSAICWALLEY SEWERAGE COMM - NJO0Z21016
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Appendix B — Facility Administration - continued

Access the Facility ID/Program Interest ID data drop down window and pick the
appropriate Facility and NJPDES permit number corresponding to the request for General
Access. If you are the Facility Administrator for multiple facilities and/or NJPDES
permits, the Facility ID/Program Interest ID data dropdown window will present you
with all of the facilities in your domain. The list is displayed in NJPDES permit number

order. The name of the facility is listed first followed by its corresponding NJPDES
permit number.

me | my new jersey | people | business | government | departments

- . njdep, g
of énvironmental protection b online
njdep home | about dep | index by topic | programsjunits | dep online

JCOOLLAZO .
N help 1 mainmenu | logout
Wersion 4.2

Identification Facility Selection

Guidance
Documents

Please select the facility for which you wish to administer security.

Air General Permits
Air Excess Emissions

Community Right To
Enow

* Facility ID/Program Interest ID:

SOUTHERN WATER POLLUTION CONTROL FACILITY - NJO0ZE018
MORTHERM WATER POLLUTION - M.J00281 42

OCEAMN CNTY UA - M.J0029408

OCEAN SPRAY CRANBERRIES INC - NJ0103029

OCEAN CNTY UA - MNJ0104299

Once you have picked the appropriate Facility/NJPDES permit number combination click
the Access Facility button.

You should be taken to the Facility Security Administration screen.

= Facility Security Administration screen

The Facility Security Administration screen will present you with two lists.

To select multiple values, The first list represents those individuals who
press the CTRL key while clicking on the value

have requested General Access to the NJPDES
EDI application and is located on the left-hand
side of the Facility Security Administration

screen under the heading of Available Users.

Dehborah Esposti
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Appendix B — Facility Administration - continued

To select multiple valaes,
The second list represents those individuals press e SR Koy e sheing en e vee
who currently have General Access security ek
and is located on the right-hand side of the
Facility Security Administration screen i
under the heading Assigned Users.

Grant Access To A General User

To grant an individual's request for General Access hi-lite the individuals name in the
Available Users box and hit the Grant Access option arrow.

Availahle Users

Assigned Users
To select multiple wahaes,

To select multiple walues,
press the CTEL key while clicking on the value.

press the CTRL key while clicking on the value.

PHIL HABRUKOWICH
Grant Access 9 Thomas Wasilewski

'@ Revoke Access

Resp. Official Status

As the arrow indicates the name originally located in the Available User box will move to
the Assigned Users box.

Available Users
To select multiple wahaes,
press the CTEL key while clicking on the vahae.

Assigned Users

To select multiple walues,
press the CTRL key while clicking on the value.

MNaowalues availahle

Deborah Esposti
PHIL HABRUKOWICH

Thomas "Wasilewski
@ Revoke Access

(8].9

Resp. Official Status
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Appendix B — Facility Administration - continued

Hit the OK button in the lower left-hand side.

You should be taken back to the NJDEP Electronic Data Transfer Web Site screen.

ﬁn}hum | my new jersey | people | business | government | departments

njdep, 5
of énvironmental protection 1online
njdep home | about dep 1 index by topic | programsiunits | dep online
JCOOLLAZED

: help | mainmenu | logout
Version 4.2

Identification

[NJDEPF Electronic Data Transfer Weh Site

Select the electronic submittal area that you wish to access by selecting a radio button and clicking on the Continue
hutton.

Air Excess Emissions © e -
Access to these individual areas is granted through the User Profile Screen.

selectatopie...

Community Right To

Ty (o Air General Permits

select atopic... s Air Excess Emission Reports
NJPDES - Air Permit/Certificate Renewals
Selectatopic... i« Community Right To Know Survey

An e-mail message will be sent to the user advising them of their approval.

Send
Subject: MJDEP Access Granted
Meszage: Debbie Espozh haz been granted access to the following facility, PASSAIC WALLEY SEWERAGE x
- COMM MJO0Z1076 by Julio Caollazal
Cancel

You may logout of the application.
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Appendix B — Facility Administration - continued

Revoke A General User's Access

To revoke an individuals' access hi-lite their name in the Assigned Users box.

Availahle Users
To select multiple vahies, To select multiple values,
press the CTEL key while clicking on the vahae. press the CTRL key while clicking on the value.

Assigned Users

MNaowalues availahle

Dieborah Esposti

PHIL HABRUKOWICH
Thomas Wasilewski
@ Revoke Access

(8].9

Resp. Official Status

Click the Revoke Access arrow option and the individuals' name should be moved to the
Available Users box.

Available Users Assigned Users
To select multiple values, To select multiple values,
press the CTRL key while clicking on the value

press the CTRL key while clicking on the walue

Dehorah Esposti

PHIL HABRUKCWICH
Grant Access 9 Thomas Wasilewski

@ Revoke Access

Resp. Official Status

Hit the OK button.
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Appendix B — Facility Administration - continued

You should be returned to the NJDEP Electronic Data Transfer Web Site page.

jhome | my new jersey | people | business | government | departments

njdep. .
of environmental protection J Ion,[me
njdep home | about dep | index by topic | programsiunits | dep online
JCOLLAZO

Version 4.2 help 1 mainmenu | logout

selectatopie...

[NJDEF Electronic Data Transfer Weh Site

Guidance
Documents

Air General Permits
Select the electronic submittal area that you wish to access by selecting a radio hutton and clicking on the Continue

hutton.
Access to these individual areas is granted through the User Profile Screen.

salect atopic...
Air Excess Emissions

Selent atopic...

Enow o Air General Permits
Select atopic... © Air Excess Emission Reports
NJPDES o Air Permit/Certificate Renewals

i~ Community Right To Know Survey

selectatopic...

The individual's rights have been revoked. The individual whose privileges have been
revoked is sent an e-mail advising them of their new status.

Send
Subject: MIDEP &ccess Revoked
Message: Deborah Ezposti no longer has access rights to PASSAIC VALLEY SEWERAGE COMM NJOD2T016 XX
= they have been revoked by: Julio Collazo

Cancel

The revocation process is complete. You may logout of the system.

Grant Responsible Official Access To A User

The steps involved in granting or revoking access privileges for a Responsible Official
user are basically the same as for the General User. The difference is that you will grant
and deny access through the Responsible Official Security Administration screen.

Follow the steps outlined in the Facility Administration - Generic Steps section of this
chapter up until the General Access section.
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Appendix B — Facility Administration - continued

When a user enters a NJPDES permit number in the Responsible Official Access box in
the User Profile screen and clicks on submit,

Privats Wall Tasting Act (PWTA) Analytical Rasulte

Facibiy ID

Monitoring Heport Submission

Nata: Genersd access slows sccess 10 the faclity ifomation Users Mcial sccess must mert the

sl b guin

Geearal Access Besponsible Official Access

0001511 HIDOZ1016 RIDOZGDLD = 10104272 -
HI0028142 NODDZS408 RIDIDIEZS
HMTPLES Permit # HI0104295 HIDLD4I3T RIGODGESIZ

‘Niste: 1Fypens Bave mors tsan sb HIPDRS Pamit Humber, plases sntés sest e mars NIFDES Pannit numhoet i th space provided Plasss sepanits sach HIPDRS
Feemit exeno.s wekh & space

the individual's name will appear in the Available Users box of the Responsible Official
Security Administration screen located on the left-hand side of the page.

ﬂjhnm I my new jersay | people | business | government | departments
=)

jdep_ g,
irtmient of environmental protection - "Ion_tme
njdep home | about dep | index by topic | programsiunits | dep online
JCOLLAZO ID: NJGO104272 melp | mainmenu 1 logout
Wersion 4.2 Facility Mame: OCEAN SPRAY CRANBERRIES INC
Identification Responsible Official Security Administration for
OCEAN SPRAY CRANBERRIES INC

TTze the below tool to maintain the list of users with responsible official access to your facility. The lst on the left comprises those
users who currently de not have responsible official access to your facihty on the Portal The hst on the nght comprises those users
who do have responsible official access to your facility. The buttons in between the two lists will move selected users from one
category to another.

Available Users Responsible Official Users
To select multiple walues,

To select multiple watues,
press the CTEL key while clicking on the walue. press the CTEL key while clicking on the walue.

Julio Collazo Joanne Maxwell

Grant Access ¢ M. Sue Stockum

g Revoke Access

64



Appendix B — Facility Administration - continued

To access the Responsible Official Security Administration screen you must click the
Resp. Official Status button located on the right-hand side of the Facility Security
Administration screen underneath the Assigned Users box.

ﬁn]hum I my new jersey | people | business | government | departments.
=)

jdep, g
ment of énvironmental protection N Yonline
njdep home | about dep | index by topic | programs/units | dep online
JCOLLAZO B ID: MIGo104272 help | mainmenu | logout
Wersion 4.2 Facility Name: OCEAN SPRAY CRANBERRIES INC
Identification Facility Security Administration for

OCEAN SPRAY CRANBERRIES INC
Tse the below tool to maintain the list of users with access to your facility. The list on the left comprises those users who have
requested the ability to access your facility on the Portal The list on the right comprises those users who have been granted access to
your facility. The buttons in between the two lists will move selected users from one category to another.

Availahle Users Assigned Users
Ta select multiple walues, To select multiple values,
press the CTRL key while clicking on the value press the CTRL key while clicking on the value.
Mo values available Joanne Maawell

M. Sue Stockum

« Revoke Access

You should be taken to the Responsible Official Security Administration screen

ﬂ]hum | my new jersey | people | business | government | departments
=)

njdep. 4.
nt of environmental protectic 1 Tonline

njdep home | about dep | index by topic | programsiunits | dep online
JCOLLAZO I NIGO104272 help | mainmenu | logout
WVersion 4.2 Facility Mame: OCEAN SPRAY CERANBERRIES INC

Identificati Responsible Official Security Administration for
OCEAN SPRAY CRANBERRIES INC

Use the below tool to maintam the hst of users with responsible official access to your facility. The list on the left compnses those
users who currently do not have responsible official access to your faciity on the Portal. The list on the rght comprises those users
who do have responsible official access to your facility, The buttons in between the two lists will move selected users from one
category to another,

Avwailable Users Responsible Official Users

To select multiple vahues, Ta select mulliple values,
press the CTRL key while elicking on the value. press the CTRL key while clicking on the value
Julio Collaza Joanne Mawwell

Grant Access 9 M. Sue Stockum

@ Revoke Access
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Appendix B — Facility Administration - continued

To grant an individual's request for Responsible Official Access hi-lite the individuals
name in the Available Users box and hit the Grant Access option arrow.

Identification Responsible Official Security Administration for
OCEAN SPRAY CRANBERRIES INC

Tsze the below tool to maintain the list of users with responsible official access to your facility. The list on the left comprises those
users who currently do not have responsible official access to your factlity on the Portal. The hst on the nght compnses those users
who do have responsible official access to your facility. The buttons in between the two lists will move selected users from one
category to another.

Availahle Users Responsible Official Users
To select multiple values, To select multiple wahies,
press the CTEL key while clicking on the wahae. press the CTEL key while clicking on the value.

Joanne Measawvell
Grant Access Q M. Sue Stockum

@ Revoke Access

As the arrow indicates the name originally located in the Available Users box will move
to the Responsible Official Users box.

Responsible Official Security Administration for
Select atopic - OCEAN SPRAY CRANBERRIES INC

Tse the below tool to maintam the ist of users with responsible official access to your faciity. The list on the left comprises those
users who currently do not have responsible official access to your facility on the Portal. The list on the right comprises those users
who do have responsible official access to your facility. The buttons in between the two lists will move selected users from one
category to ancther.

Available Users Responsible Official Users
To select multiple values, To select multiple values,
press the CTRL key while clicking on the value. press the CTREL key while clicking on the value
Mo values available Joanne Maxwell

Julio Collazo

. Sue Stockum
@ Revolke Access
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Appendix B — Facility Administration - continued

Hit the OK button in the lower left-hand side.

You should be taken back to the NJDEP Electronic Data Transfer Web Site screen.

jhome 1 my new ji | people | business | government | departments

. njdep,
ental protection 1% Tonline
njdep home | about dep | index by topic | programsiunits | dep anline

JCOLLAZO

. help | mainmenu | logout
WVersion 4.2

Identification

. [NJDEP Electronic Data Transfer Web Site
Guidance
Documents

Air General Permits
Select the electronic submittal area that you wish to access by selecting a radio hutton and clicking on the Continue
. = hutton.

Air Excess Emissions

Access to these individual areas is granted through the User Profile Screen.

selectatopic =

Community Right To i .
Know « Air General Permits

An e-mail message will be sent to the user advising them of their approval.

Send
Subject: INJ DEP Aceess Granted
Message: Julio Collazo hag been granted access to the following facility OCEAN SPRAY CRANEERRIES INC x
— MJGO104272 by Deborah Ezpost|
Cancel

You may logout of the system.

Revoke A Responsible Official User's Access

To revoke a user'sResponsible Official access, hi-lite their name in the Responsible
Official Users box located on the right-hand side of the Responsible Official Security
Administration screen.
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Appendix B — Facility Administration - continued

Identifi Responsible Official Security Administration for

OCEAN SPRAY CRANBERRIES INC
Use the below tocl to maintain the st of users with responsible official access to your facility. The list on the left comprises those
uzers whe currently do not have responsible official access to your facility on the Portal The list on the right comprizes those users
who do have responsible official access to your facility. The buttons in between the two lists will move selected users from one
category to another.

Available Users Responsible Official Users

selact atopic -

To select multiple values, To select multiple values,
press the CTRL key while clicking on the value. press the CTRL key while clicking on the walue,
Mo values available Joanne Maxwell

M. Sue Stockum

'@ Revoke Access

OK

Click the Revoke Access arrow option and the individuals' name should be moved to the
Available Users box.

Available Users Responsible Official Users
To select multiple values, To select multiple values,
press the CTRL key while clicking on the walue. press the CTRL key while clicking on the walue.
Julio Callaza Joanne Maowell

Grant Access Q k. Sue Stockum

@ Revoke Access

OK

Hit the OK button. You should be returned to the NJDEP Electronic Data Transfer Web
Site page.
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Appendix B — Facility Administration - continued

jhome | my new jersey | people | business | government | departments

njdep. _ z.
of énvitonmental protection Y%online
njdep homa | about dep | index by topic | programsiunits | dep online
JOOLLAZO

: help | mainmenu | logout
Version 4.2

Identification
[MJDEP Electronic Data Transfer Weh Site

Air General Permits

selacta topic Select the electronic submittal area that you wish to access hy selecting a radio button and clicking on the Continue
hutton.
Air Excess Emissions

Access to these individual areas is granted through the User Profile Screen.
select atopic...

Community Right To . .
Enow & Air GGeneral Permits

selectatopic... | s Air Excess Emission Reports

The individual's rights have been revoked. The individual whose privileges have been
revoked is sent an e-mail advising them of their new status.

Send
Subject: MJDEF Access Revoked
Message: Julio Collaza no longer has access rights to the following facility JCEAM SPRAY CRANEERRIES INC x
— MJGOT104272 they have been revoked by Deborsh Esposti
Cancel

The revocation process is complete. You may logout of the system.
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Appendix C - Statuses

= Requested - A request to recreate a form that was previously made available on the
web has been submitted. As soon as the system creates the form it will be made
available for downloading purposes again.

= Available - A form is available to be downloaded.
= Awaiting Upload - A form has been downloaded and has yet to be uploaded.
= Uploaded - A form has been uploaded and ready for certification.

= Certified 1/2 - Multiple certifications are needed. The first number indicates how
many certifiers have certified the specific Monitoring Report form. The second
number indicates how many individuals need to certify the form before it is
considered Postmarked. This will most likely come into play if you are a "local
agency". The highest-ranking licensed operator will need to sign off on the
Monitoring Report Form in addition to the facility's Responsible Official. For more
information on Monitoring Report Form signature requirement please see Appendix E
- MRF Signature Requirements.

= Postmarked - A form has been certified and considered submitted and acknowledged
by NJDEP.

* Submitted via Paper — The form has been submitted via Paper.
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Appendix D - Modifying a User Profile

From time to time, for various reasons, you may find the need to modify some of the
information in your User Profile. If you need to modify your User Profile, log onto the
web portal NJDEP Online. Access the NJPDES Permit Selection screen and select the
Edit User Profile from the Identification data drop down window in the toolbox located
on the left-hand side of the screen.

/"‘:\‘{qhum I my new jersey | people | business | government | departments
L

Lo | = - . njdep. _ s.
of environmental protection 1Tonline
njdep home | about dep | index by topic | programs/units | dep online
DESPOSTIZ

help | main menu 1 logout
Fersion 4.2

Identification NJPDES Permit Selection

Edit Teer Profile

The NIDEF Electronic Data Transfer Web Site allows users to access multiple NMIPDES Permits provided that each

- 2 HIPDES Permit Humber is entered in the User's Profile. In order to access the appropriate NIPDES Pernit, please select
mmmﬂw‘.ge Sacurity Adm it fromm the menm beloar.
Eequest Afr Progrm Hewr Facility ITVE.
SEP Responsible Official Fom

+ NJPDES Permit: | SOUTHLAND CORP - NJGDDEES32 ~|

Continue

All of the information on the User Profile screen can be changed. The following is a
breakdown of the sections of the User Profile screen along with some possible reasons
you may have that would make you want to change the existing information:

= Section 1 - Your Name. This should never change, that is unless you have legally
changed your name.

Identification User Profile mformation is reviewsd by the New Jersey Departsnent of Environmental Protection to vabdate user access and dats entered. The sMIEMS Portal Spstesn Administrator reserves the
right to contact you andlar the company for which you are requesting electronic ascess in crder to waldate your Trer Profle

Guidanee Documents

1. Enier a lser Profile Name (is. John Smith)

* User Name: I.||I||: Callaza Up %o 40 chiracters

ral Permils

Make the change to your User Name and

[dentification

User Profile information is reviewed by the New Jersey Department of Environmental Protection to validate user access and
data entered. The ebTEMS Portal System Administrater reserves the right to contact you andfor the company for which
Suidance ¥ou are requesting electronic access in order to validate your User Frofile

Documents

INTPC PN P SN | . Enicr a User Profile Name (i.e. John Smith)

[ e * User Mame: Julius Collazo Up to 40 characters.
Air Excess Emissions
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Appendix D - Modifying a User Profile - continued

Submit the request by hitting the Submit button at the bottom of the screen.

A Rtsponsible Oficialis defined in LA C. 7271 Ais as Follows:
+ For & carparatian: A prasidant, Socrotary, toasirer, o vice-peosident of tho coraration: any other parson who pedamms sinilar
policy o decrsion making funcions for the corporation, or a duly sutborized represertative responsible for the
ovarall operation of & facilny (plas manages, eic.)

+ For a partnarship: A general partnar

+ For a s peopriotonship Thet proprietor

+ For & gevemment agency: Either & principal executive ofices or ranking elected oficial

Submit Request

comactun 1 vy nase 1 et smment ()

You should receive a message confirming that your User Profile has been saved.

{qhnm | my new jersey | people | business | government | departments

LA . . njdep 4.
f envitonmental protection ; online

njdep home | about dep | index by topic | programsiunits | dep online
JCOLLAZD

. help | mainmenu | logout
Wersicn 4.2.08 on NJEMSDEWY

Identification

Guidance Profile for user JCOLLAZO has been saved.
Documents

Air General Permits

Continue

Air Excess Emissions

Section 2 - allows for the change of your PIN. If you find that your PIN has been
compromised please change as appropriate.

2. Access

* User [D: JCOLLAZO

To change your User PIN, enter your old PIN, new PIN, and validate your new PIN below. To keep your current User PIN, leave the
NJPDES following three flelds blank

select 2topic... Old User FIN

Release & Pollution

User FIN: Must be at least 6 characters.
Prevention Reporting
fetype Hser PN '
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Appendix D - Modifying a User Profile - continued

Establish a new PIN and

2. Access
* User [D:

Community Right To

Know JCOLLAZO

To change your User PIN, enter your old PIN, new PIN, and validate your new PIN below. To keep your current User PIN, leave the
NJPDES following three flelds blank

select 2topic... Old User FIN [oiskeisis

Release & Pollution

User PIN: i Must he at least & characters
Prevention Reporting
salectatopic... Retype User FIN:

Submit the request by hitting the Submit button at the bottom of the screen.

A Rtsponsible Oficialis defined in LA C. 7271 Ais as Follows:
+ For & carparatian: A prasidant, Socrotary, toasirer, o vice-peosident of tho coraration: any other parson who pedamms sinilar
policy o decrsion making funcions for the corporation, or a duly sutborized represertative responsible for the
ovarall operation of & facilny (plas manages, eic.)

+ For a partnarship: A general partnar

+ For a s peopriotonship Thet proprietor

+ For & gevemment agency: Either & principal executive ofices or ranking elected oficial

Submit Request

comactun 1 vy nase 1 et smment ()

You should receive a message confirming that your User Profile has been saved. The
message also indicates that your password has been successfully changed.

ome | my new jersey | people | business | government | departments

rtient of envitonmental pro

njdep home | about dep | index by topic | programs/units | dep online

JCOFLAZO help | mainmenu | logout
Wersion 4.2.08 on NJEMSDEY

Identification

Guidance Profile for user JCOLLAZO has been saved. Your p d has been fully changed.

Documents

Air General Permits

Continue
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Appendix D - Modifying a User Profile - continued

= Section 3 - Mailing Address and Contact Information. It is very important to keep
this information up to date. The information in section 3 is what allows the system to
communicate with you via e-mail.

2, User Mailing Address Comtact Infrmation
Address Line 1 [orEsTATEST * Phons: T Y
Addiesa Lzme 2 Fax ,—

AddressLime 3 — " Emal [ulie Cotaza@aap stae njus

City | Crganization [NIDEF-Twa-BFm

Sate [Fowdorey =]

Private Well Testing Act

Underground Sterage Tanks

Make your changes and

L APALUALINFLE B ATV AR LANAL

Planning . .
3. User Mailing Address Contact Information
Select a topic

Private Well Testing ittt TNt *Phone: [E02a844420 B |
Act #ddress Line 20 IFIDDrS Fax
gelect atopic... . . —
Address Line 3 I * E-mail: IJuho.CDIIazo@dep state.nj.us
Underground Storage
Tanks City: ITRENTON Organization: IDWQ—E Phd
St Trrera—
Zip: IDEEZS

Submit the request by hitting the Submit button at the bottom of the screen.

A Rtsponsible Oficialis defined in LA C. 7271 Ais as Follows:

+ For & carparatian: A prasidant, Socrotary, toasirer, o vice-peosident of tho coraration: any other parson who pedamms sinilar
policy o decrsion making funcions for the corporation, or a duly sutborized represertative responsible for the
ovarall operation of & facilny (plas manages, eic.)

+ For a partnarship: A general partnar
+ For a s peopriotonship Thet proprietor
+ For & gevemment agency: Eiher & principal executive oficer or ranking elected oficial

Submit Request

comactun 1 vy nase 1 et smment ()
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Appendix D - Modifying a User Profile - continued

You should receive a message confirming that your User Profile has been saved

home | my new jersey | people | business | government | departments

. njdep, 4,
nental protection 1%online
njdep home | about dep | index by topic | programsiunits | dep online

JCOLLAZOD
Wersion 4.2.08 on NIJEMSDEY

help | main menu

1 logout

Identification

Select a topic -

Profile for user JCOLLAZ( has been saved.

Air General Permits .

Air Excess Emissions

= Section 4 - allows the user to request General User or Responsible Official access to
NJPDES permits of their choice or change the type of access they currently have for

one or more NJPDES permits.

= General User or Responsible Official Request

Division of Water (Juality - NJPDES Permits - Monitoring Report Submission

MNofe: General access allows access to the facility information. Users who recuest responsible official access st meet the requirements
below to gain additional privileges.

General Access Responsible Official Access
| ;I MNIO001333 NJO001511 NJOOO49595 =
MIFDES MNJOD0Z21326 NJOOZZ110 NJODZ4015
Permit # MNJODZ6671 NJOOZ29190 NJOOSZ2950
LI MNI0101451 NJO104272 NJO140996 j

WNofe: If wou hawe mote than one NIFDES Permit Number, please enter one ot more NIFDES Permit numbers in the space
provided. Please separate each NIPDES Permit number with a space.

Type in the NJPDES permit in either the General Access box or in the Responsible

Offical Access box. For illustration purposes we will enter a NJPDES permit number in

the General Access box.
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Appendix D - Modifying a User Profile - continued

When entering multiple NJPDES permit numbers please separate them by entering a
space between them.

Division of Water (Quality - NJPDES Permits - Monitoring Report Submission

Nofe: General access allows access to the facility information. Users who request responsible official aceess st meet the requirements
below to gain additional privileges.

General &ccess Responsible Official Access
MJI0142123 ;I LJO001333 MNJO0001511 MNJOO04995 =
NIPDES MJO0Z1326 MNJOOZ2110 NJOO24015
: NJOO0Z6671 NJOOZ9190 NJOOS2990
Permit #
LI MJ0101451 NJIO104272 NJO140996 ;I

Mofe: If wou have more than one MIPDES Permit Mumber, please enter one of more HIPDES Pertit nmbers in the space
provided. Pleasze separate each MIPDES Petmit namber with a space.

Submit the request by hitting the Submit button at the bottom of the screen.

& Responsible Official is defined in I A C.7:27-1 45 as follows:
= For a corporation: A president, secretary, treasurer, or vice-president of the corporation; any other person who perfarms similar
policy or decision making functions for the corporation; or a duly autharized representative responsible for the
overall operation of a facility (plant manager, etc.)

= For a partnership: A general partner.
= For a sole proprietorship: The proprietor
= For a government agency: Either a principal executive officer or ranking elected official

Submit Request

contact us | privacy notice | legal statement @

You should receive a message confirming that your User Profile has been saved and that

the request has been forwarded to the facility administrator for access consideration via e-
mail.

ﬂ jhome | my new jersey | people | business | government | departments
=)

. njdep, _ s
nial protection 1“Tonline
njdep home | about dep | index by topic | programsiunits | dep online

JCOLLAZO .
: help | mainmenu 1 logout
Version 4.2.08 o NJEMEDEWY

Identification

ek Profile for user JCOLLAZO has been saved. One or more of the facilities you have
Documents requested access to requires approval by the facility administrator. An e-mail request has
Air General Permits heen sent. You will be notified by e-mail when your request is processed.

Air Excess Emissions Conlinue
i |
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Appendix D - Modifying a User Profile - continued

The facility administrator will notify the requestor once it is reviewed with an approval or

denial.

Section 4 - continued. In addition to the above request situation, a user may request
for a change in the type of access they currently have for a specific NJPDES permit.

= Access Request Change

Division of Water Quality - NJPDES Permits - Monitoring Report Submission

Mofe: General access allows access to the facility information. Users who request responsible official access must meet the requirements

below to gain additional privileges.
Eesponsible Official Access

General Access

NI0001511 NJOOZ1016 NJOOz601s [ =
MNIPDES [WJ0028142 NJOD2Z9408 NJIO103829
Dermitd  [MJ01042959 NIO104337

MIGO066532 HNIG0104272 =l =

Nofe: If you have more than one HIPDES Permit Humber, please enter one or more NIPDES Permit munbers in the space
provided. Please separate each NIPDES Permit mamber with a space.

Delete or cut the NJPDES permit number from the General Access box and

Division of Water (uality - NJPDES Permits - Monitoring Report Submission

Mote: Genersl access allows access to the facility information. Tsers who request responsible official access must meet the requirements

below to gain additional privileges.
General Access

Responsible Official Access

B

& NI00Z6018 =]

MIFDES g NJO1038z29
-

Permit # .

Copy ez H |
ore MIFDES Permit Mumber, please enter one or more MIFDES Permit mambers in the space
ach MIFDES Fermit number with a space.

Wrde

Easte

MNote: If
Delete

provided.
Select Al
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Appendix D - Modifying a User Profile - continued

type or paste it into the Responsible Official Access box.

Division of Water Quality - NJFDES Permits - Monitoring Report Submission
MNofe: General access allows access to the facility information. Users who request responsible official access must meet the requirements
below to gain additional privileges.

General Access Eesponsible Official Access

NJ0021016 NJOOZ 6018 = MIO001511 =
INTPDES [W70028142 NI00D29408 NIOD103829
Permit# |W0104299 NIO104337

MIG0066532 NIG0104272 = =l

MNotfe: If wou have mote than one NJFDES Permit Mumber, please enter one or more NIPDES Permit numbers in the space
provided. Please separate each NIPDES Permit ramber with a space.

Go back to the General Access box and ensure that there is a space between all of the
existing NJPDES permit numbers remaining or delete and leading spaces in the first entry
in the box.

Division of Water Quality - NJPDES Permits - Monitoring Report Submission

Mofe: General access allows access to the facility information. Users who request responsible official access must meet the requirements
below to gain additional privileges.

General Access Responsible Official Access

NJ0021016 NJOOZ6O1s NJOOzs14z =) MJDD01511 |5
HIPDES [MI0029408 MIO0103825 NIO104295
Dermit#  [MI0104337 NIGO0EE532

MNIGO104272 =l =l

Mate: If you have more than one NIPDED Permit Number, pleasze enter one or more NIPDES Permit mumbers inthe space
provided. Please sepatate each NIPDES Permit mumber with a space.

Submit the request by hitting the Submit button at the bottom of the screen.

A Reaponaible Official ia definedin N1 A C T27.1 4ia as follows:

« For a comaration A presdend, secelary, leasurer, or vce-presdent of the corparation, any ather person whis pedorms similan
policy or decizion rmaking functions for the corporation; or & duly suthorized representative responsible for the
averall operation of a facility (plant manager, atc.)

= Far a parnirshp A genieral pardnis

» Far a sole proprietorship: The proprigtor

« Far a govamment agency: Either a principal executive officer or ranking alected official.
Submit Request
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Appendix D - Modifying a User Profile - continued

You should receive a message confirming that your User Profile has been saved and that

the request has been forwarded to the facility administrator for access consideration via e-
mail.

{|]hmnn | my new jersey | people | business | government | departments

LA . . njdep 4.
f environmental protection ; online

njdep home | about dep | index by topic | programsiunits | dep online
JCOLLAZO

Version 4.2.08 on NJEMSDEV hete

| mainmenu | logout

Identification
Guidance Profile for user JCOLLAZO has been saved. One or more of the facilities you have

Documents requested access to requires approval by the facility administrator. An e-mail request has
Air General Permits been sent. You will be notified by ¢-mail when your request is processed.

Air Excess Emissions Continue

The facility administrator will notify the requestor once it is reviewed and determined to
be approved or denied.
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Appendix E - Local Agency MRF Signature Requirements

If your facility is a “local agency,” then the signatory requirements for your monitoring
report forms have changed.

A “local agency” is a political subdivision of the state, or an agency or instrumentality
thereof, that owns or operates a municipal treatment works (e.g. municipal or county
sewage authority, school board, state department, etc).

For a local agency, the highest-ranking licensed operator of the treatment works shall
sign the Monitoring Report Submittal Form that accompanies each Discharge Monitoring
Report (DMR), Waste Characterization Report (WCR) or Residuals Transfer Report
(RTR). In the case where a local agency has contracted with another entity to operate the
treatment works, the highest-ranking official who signs the certification on the form shall
be an employee of the contract operator.

If the highest ranking licensed operator of the local agency does not have the ability to
authorize capital expenditures and hire personnel, a person at the local agency having that
responsibility must now complete and submit a Supplemental Certification (copy
enclosed) with each DMR, WCR, and RTR. This new certification only indicates that a
person has received and reviewed the accompanying monitoring reports. Also, in the
case where a local agency has contracted with another entity to operate the treatment
works, the person submitting the certification shall be an employee of the permittee and
not of the contract operator.

If you are not sure whether your facility is a “local agency” or not, please contact the
permitting bureau identified on your preprinted reporting forms for confirmation at one of
the following phone numbers.

Bureau of Point Source Permitting, Region 1: (609) 633-3869
Bureau of Point Source Permitting, Region 2: (609) 292-4860
Bureau of Nonpoint Pollution Control: (609) 633-7021
Bureau of Pretreatment and Residuals: (609) 633-3823
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Appendix F - Common Reporting Mistakes

A review of all types of monitoring reports submitted over a period of six months has
been performed. This document was created to highlight the most common reporting
mistakes identified. It will be necessary to refer back to the yellow “Your Monitoring
Report Forms Have Changed!” document dated 7/20/00 for supporting information.

Your attention to the problems identified will result in better data submitted electronically
and improve permit compliance.

Discharge Monitoring Reports (DMRs) — All Types

Do not forget to report the Laboratory Certification numbers(s) in the space(s)
provided. Enter only one lab ID per block. It is not necessary to enter the same lab
ID more than once. On the DMR use the open fields running horizontally across the
DMR on the PARAMETER ROW labeled LAB CERTIFICATION #. No alpha
characters should be entered, this means do not write the name of the lab. Start the
first LAB ID in column one. (For example, do not start in column 3, and do not enter
the lab ID in the parameter description column.) Unused LAB CERTIFICATION #
fields may be left blank. Do not make up a LAB ID and do not use 99999. If you
need to know your lab’s ID call your respective permitting Bureau.

DO NOT LEAVE BLANKS — A result or applicable DMR Code must be provided in
all open fields on the DMR form (except for the Lab Certification # fields as noted
above). Either an applicable code or analytical results must be entered consistently
across a row. When only one result is available, this result will be entered in more
than one field in a row, for example daily maximum and monthly average.

Do not use “ND<” on DMR. Use “<” and the detection level.

WCR remark codes can not be used on DMR forms. “CODE M” is only valid on a
residuals DMR or a residuals WCR.

Waste Characterization Report (WCRs) — All types

Do not forget to report the Laboratory Certification Numbers(s) in the space(s)
provided. Enter only one lab ID per block. It is not necessary to enter the same lab
ID more than once. On the WCR use the vertical “Reported Value” column to enter
the lab ID on the PARAMETER ROWS labeled LAB CERTIFICATION #. No alpha
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Appendix F - Common Reporting Mistakes - continued

= characters should be entered, this means do not write the name of the lab. Start the
first LAB ID in row one. (For example, do not start in row 3, and do not enter the lab
ID in the parameter description column.) Unused LAB CERTIFICATION # fields
may be left blank. Do not make up a LAB ID and do not use 99999. If you need to
know your lab’s ID call your respective permitting Bureau.

= DO NOT LEAVE BLANKS — A result or applicable WCR code must be provided in
all open fields on the WCR form (except for the Lab Certification # fields as noted
above).

= Either an applicable code or an analytical result must be entered consistently down a
“CODE M is only valid on a residuals DMR or residuals WCR.

Discharge Monitoring Reports (DMRs) — Surface Water

= (alculating Pollutant Loadings — Data should not show the monthly average as a less
than value or the daily max as a real reported value. If you need assistance in
calculating pollutant loading, pleas call the Bureau of Point Source Permitting Region
1 (609) 633-3869, or Region 2 at (609) 292-4860.

Waste Characterization Report (WCRs) — Ground Water

= Unless specifically indicated in your permit, analyses for metals shall be conducted
and reported as TOTAL not dissolved. The Ground Water Quality Standards
(GWQS) in N.J.A.C. 7:9-6 is based on total metals. If you have any questions you
may contact your case manager in the Bureau of Nonpoint Pollution Control at (609)
292- 0407.

=  When monitoring for petroleum hydrocarbons in ground water monitoring wells, a
quantitative analysis may be required to be performed with the results reported in
mg/1. However, many times the permit requires a visual analysis instead. The
GWQS for petroleum hydrocarbons is “none noticeable”. If your permit requires a
visual analysis, report whether there was a visual sheen. The Department uses the
results of the visual
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Appendix F - Common Reporting Mistakes - continued

analysis to determine whether additional quantitative analyses are required. If you
believe that your permit requires a quantitative analysis, and/or that your electronic
WCR form is in error, or if you have any additional questions, please contact your

case manager.

Waste Characterization Report (WCRs) — Residuals

Minimum of four items must be filled out (total amount of sludge removed — wet,
total amount of sludge removed — dry, at least one management method, and the
percent total solids). No blanks may be left in the “Reported Value” column. For
those fields that are not applicable during the reporting period use “CODE M”. (Do
not use CODE N or “0”.)

Report “CODE M” in the “Reported Value” Column only. Do not report “CODE
M” in the “Remark Code” column.

If sludge has been removed for the monitoring period, the “Total Amount of Sludge
Removed” (Dry Metric tons) and at least one management method (dry Metric ton)
must be reported. If only one management method is used, only one management
method row must be filled out. For example, if an out-of-state landfill is used, use the
“Sludge Disposed Out-of-state” row only, and do not also use the “sludge Landfilled”
row. More than one management method row may be used only when more then one
type of management alternative is used (for example, land application and
incineration.) The sum of all sludge management method rows must equal the
amount recorded in the “Total Amount of Sludge Removed” row.

“Sludge Disposed — Other Methods” should be rarely used. One of the few instances
where this management method may be used is for the quality sent to Phragmites
Reed Beds. Industrial treatment works that are more likely to utilize unique
management alternatives may also use this management method more often. If using
another POTW for sludge management services, use the same management method as
the receiving POTW. Contact the receiving POTW to clarify what management
method they report. For example, if sludge is removed to PVSC, currently report
“Amount Sludge Removed Beneficial Use Out-of-State” as the management
alternative instead of the “Other Methods” row.

Three sludge production rows for reporting information on a wet basis are provided
(that is, wet cubic yards, wet metric tons, and gallons). Only one of the three, needs
to be completed unless more than one type of sludge is removed (for example,
dewatered and liquid).
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Appendix F - Common Reporting Mistakes - continued

= Use calculations for dry weight which have been provided on the “yellow instruction
package”, and which are attached (use total solids as a percent, not as a decimal in
those calculations).

Residuals Transfer Report (RTRs)

= Use proper units and use wet units only. Do not report dry metric tons on this form.
The units must be entered as wet metric tons per month, wet cubic yards per month or
gallons per month for a monthly requirement, or wet metric tons per year, wt cubic
yards per year or gallons per year for an annual requirement. Use the same wet
weight information on the residuals WCR.

= Use only the 5 digit NJEMS facility ID Number under the “Facility ID Number”
column. In addition, do not use any prefixes or suffixes (for example, do not use # or

No.). If you are not sure of the Facility ID Number contact the Bureau of
Pretreatment and Residuals at (609) 633-3823.

= Report only the total for the month of sludge “sent to” or “received from” a specific

management facility or generator. Do not report each daily amount received or
generated.
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