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Creating a Facility to Report CME Data

How do I report CME data for a facility that is not in CERS?

Answer: This FAQ presumes that you have CME data to report but the facility has not yet been created
in CERS. It further presumes that the facility is not part of an existing business organization in CERS.

If the facility is part of an existing business organization you should contact the business to create
the facility or request that the business add you as a lead business user to their business
organization. If neither is possible, you will need to contact CalEPA Help (CERS@calepa.ca.qov) to
add you to the existing business organization as a lead user in order to create the new facility. You
will need to delete yourself as a lead user for that business organization once the facility has been
created.

1. You cannot create a facility or a business in the Regulator Portal. If you select the ‘adding
business’ tab in the Regulator portal Business tab you will see the following text box referring
you to the Business portal to add a business/facility.

C E RS Reg u | a to I /ﬁ\ Submittals Fadilities Businesses Regulators Compliance Responders

CERS Businesses/Organizations: S

Home » Business Search

—Search:

Business Name

Starts with v ||

Organization Headquarters Status

| || Active

Business Lead Regulator &

Alameda County Env Health ¥

Show Advanced Search »

Adding Businesses...
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Add A Business

—How/When Regulators Should Add a CERS Business.

In general regulators should direct facility owners/operators to add/maintain their business and
facility(s) through the CERS Business Portal, which includes extensive code to reduce the
likelihood of duplicate entries.

However, there are situations where regulators may need fo create a new CERS Business,
such as when a facility needs to be transferred to a new owner/operator who is not cooperative
or readily available to use CERS. In this case, the a lead user for the Regulator should sign in to
CERS Business Portal, immediately select the "Tools" menu, and at the bottom of the page use
"Create CERS Business/Organization (no facility added)" feature to create an "empty" CERS
business.

If a facility needs to be created as well, then the regulator can just use the Business Portal's
standard "Add New Facility" feature, initially acting on behalf of the business, inviting users to
the CERS Business, and then ultimately downgrading or remaving the regulator's rights to the
business.

2. Loginto the Business portal. If you are already associated with a business/facility this screen will
be displayed. Select the ‘Add a new facility/business’ tab. If you are not associated with a facility
as a business user you will be prompted to search for an existing facility/business or create a
new one. Select create new facility/business option.

CERS Business

Select Your Business

Below is a list of the CERS Businesses (not facilities) associated with your CERS Account. \
Select one of the businesses below to view its facility(s)

Business Name Y Headquarters (City, State) Y Facilities Y Users T Created On
12/29/2011
5M16/2012

=
=

Dans Test Site Business Organization Soquel, CA
Lampsons auto body Kirkwood, CA

2 INI

3. Enter the facility address and select ‘next’ button

CERS Business wome N P B

Add New Facility: Provide Address

—Provide Address:

Please enter your facility's physical address below.
Address &

City @ State ZipCode @&

[ Ga |

Diagnostics | Conditions of Us

Version 2.22 0182 | Enhancements | CERS Central
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4. Enter the facility name. Select ‘Add New Business to CERS’ from the drop down menu and select
‘continue’.

E-IE Edit Wiew History Bookmarks. Tc Help
'_nndress Mo Matche CERS Busin .

4 | & nopeyy PlaBa ¥ a =

e ca.gav) Train

> Mirvtia Hotwire P Pandara | Personal || Wark OUdiu:ilf:it CERS || Vacatiors Sitefinity 5.1 - Login | Refirernent Related 2073 Cal Fire Code

Training -
Calfornia Environmenial Reporting Systes: Business Bullg: 2.22.0182 5 )

Add New Facil rovide Facility Name

—Provide Facility Name—

Facillty Addrass
1111 Mahn 51, Soguel CA 98072

| Your Facilitys Name

| SelactiAdd Business that Owrs/Cperales your Faciity
| Add New Business 1o GERS hd
Add Mew Business 1o CERS
Dians Tast Site Business Organization (Soquel, TA)
| Lampsons awo body (Kirowood, GA)

ftast business? [(saqual, GA)

ACEH (alameda, CA)
e’l'eat Sile #101 (Soquel, DA)
ICans Test (Ben Lomand, CA)

New Tes! Business Organization (Soquel, CTA)
Dian's Mew Business (ielon, CA)

IDan'g March 2014 new business (Soquel, CA}
99 Main St Mew (Saqual, CA)

Wunother new test business (Soquel, CA)

Dians Palo Alte Tast Site (Palo Alto, CA)

5. Enter your phone number and title. Verify that the business name and city are correct. Then
select ‘submit’. This creates the facility (and the business organization) and a CERS number for
the facility.

C E R S B LISI ness Submittals Facilities Compliance My Business

Add New Faciiity: Add/Your; Business/Organization to CERS

Your Facility Information———— —Your CERS Business Information-
Dans CME Test Site Provide/Update Your CERS Business Name*
1132 Harbor Pl Dans CME Test Site |

Alameda , CA 94502

e.g., the legalicorporate name of your businessforganization

Provide/Update Your Business Headquarters City/State
Alameda, CA ‘
e.g., Los Angeles, CA

* Single facility Businesses: If your business will repart on only one facility, your GERS Business Name should be the same as you
facility name.

B Multi-facility Businesses: Please modify your CERS Business/Organization Name to something applicable to all of your facilities,]
typically your corporatefiegal name. Once your have established your CERS Business, you can add
additional facilities and/or users as necessary.

-Add Yol Contact Informati i

Your Phone Number (Required) Your Title (for this CERS Business)

Contact *

Diagnostics | Conditions of Use | Privacy Policy |
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6. Note the CERS ID number. Select the ‘Continue’ button’ to open the Business Activities data

entry screen.

| CERS Business

Facility Added:

Add Facility Home »

AddNew Eacility: Eacility’/Added

Submittals Fadilities Complia

—Facility Added to CERS

Your facility has been added to CERS.
Please select the "Continue” button below to begin preparing your reports.

Dans CME Test Site
1120 Harbor Pkwy
Alameda, CA 94502

CERS Business/Organi
ACEH

/
CERSID
10157960

Continue

Nianractics | Condit

7. Select ‘Cancel’ to stop the data entry process for this new facility. You do not need to enter

anymore facility information.

CERS Business

Business Activities: :
Home » Prepare Submittal (10157957) » Facility Information: Business Activities (Draft)

Program. CERS will provide guidance on completing the reporting requirements for these business activities.

Submittals

Use this form to identify the activities occuring at your facility that are regulated under California’s Unified Hazardous Waste and Hazardous Materials Management Regulatory

Fadilities Comphiance My Business

Business Site Address |_gdit
1130 Harbor Pkwy
Alameda , CA 94502

Site Identification: =
- i |
Facility Name | Edt | CERSID -
Dan's CME Test Site 10157957 @

County: Alameda
View/Edit Location Mﬂ[{}
Hazardous Materials 3

Does your facility have on

8. The facility home page opens. This completes your process for creating the facility.
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CERS Business

Prepare Draft Submittal:

Home » Prepare Submittal (10157

@ Instructions/Help

Fadilities Compliance My Business

&

LS

Use this page to prepare draft submittals for your facility to fransmit to your local regulator(s). Make sure to review any status and guidance messages for your forms or submittals by

selecting the guidance icons @ . @

 Select “Start” button to create a submittal from scrafch or copied from a previous submittal.

 Select “New” and “Edit” buttons to complete specific submittal forms or provide supplemental documentation.

 Select "Discard” button to delete a draft form/documentation when you need to re-start a form or it is no longer relevant for your draft submittal.

 Select “Not Applicable” if you believe the submittal element is no longer relevant for your facility (e.g.. closed UST tank).

 Select “Submit” when you are ready to transmit one or more submittals to your local regulator(s). ALL submittals must include a Facility Information element.

A Training Use Only! Perform Official Submittals Here A

Facility Infermation ©

7] Business Activities

E- Business Owner/Operator |dentification

@ Discard Draft Submittal % Miscellaneous State-Required Documents

4 Add Comment To Regulator

button:

CERS Regulator A submictas

Facility Search

Home » Facility Search

DRAETOct 30,2014 | F

@ Form Needed New
@ Form Needed

Diagnostics | Condilions of Use | Privacy Policy | Contaet !

9. Sign-out of the Business Portal and login to the Regulator Portal.

10. In the Facilities tab, search for the new facility and select the site using the CERS ID number

Regulators Compliance Responders

3

—Search
CERSID & Facility Name Submittal Element Reporting Requiremen;
10157957 | [Siate vt v || —Any Submittal Element— v —All Statuses— v,
Facility ID/Key & Facility Street Address & City = ZIP Code ®
[t i | | |
EPA ID Number @ Last Submittal Date Range O Limit To Remote Facilites @
‘ ‘ ‘ ‘ @m! ‘ E |:| Limit To Small Quantity Generators '«
County ~ Regulator . Local Facility Grouping @
All Counties v Alameda Coun v Health |

Drag a column header and it here to group by that column

CERS ID T Street Address Y| ZIP Facility ID T Last Submittal
Dan's CME Test Site 1130 Harbor Pkwy Alameda 94502

* Non-Regulated

Export to Excel (Details) Export To Excel (Brief) ™

11. Select the Reporting Requirements tab.
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C E RS Re g U | a to r ﬁ Submittals Fadiities Businesses Regulators Compliance Responders Reports

Facility:

Home » Facility Search » Facility Summary: 1015

Summary Facility Summary for CERS ID: 10157957

Submittals T

—— Facility Name: Dan's CME Test Site

Reporting Business Name: ACEH (alameda, CA)

Requirements CUPA: Alameda County Environmental Health

Compliance Facility Information |—Owner Information i
5 = Dan's CME Test Site Remote Facility

Notificatinris 1130 Harbor Plwy Mo | Edit rSecondary Emergency Contact j

Manage Facility NEILELERRER, RS Small Quantity Facility

Mo | Edit Other Identifiers

Changg UP)

12. Select the ‘change’ button, set the appropriate submittal elements to ‘applicable’ and select the
‘save changes’ button.

Eacility’Reporting Requirements by Submittal Element

Submittal Element Regulator Reporting Requirement Negit Due Date
Facility Information Alameda County Environmental Health Applicable
Hazardous Materials Inventory Alameda County Environmental Health Not Applicable
Emergency Response and Training Plans Alameda County Environmental Health Not Applicable
Underground Storage Tanks Alameda County Environmental Health Not Applicable
Tiered Permitting Alameda County Environmental Health Not Applicable
Recyclable Materials Report Alameda County Environmental Health Not Applicable
Remote Waste Consolidation Site Annual Notification Alameda County Environmental Health Not Applicable
Hazardous Waste Tank Closure Certification Alameda County Environmental Health Not Applicable
Aboveground Petroleum Storage Act Alameda County Environmental Health Not Applicable
California Accidental Release Program Alameda County Environmental Health Not Applicable

hange CUPA/PA's for this Facili
W
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Eacility’ Reporting Requirements by Submitial Element

Reporting Requirement Due Date Save Changes
Submittal Element Regulator i Reporting Requirement fext Due Date
Facility Information Alameda County Environmental Hea[t- ! Q-Applicable v . ]W‘H |
Hazardous Materials Inventory Alameda County Environmental Healt | Applicable M IFW' =
Emergency Response and Training Plans Alameda County Environmental Health ;A_PP“HG v| ’;WM =
Underground Storage Tanks Alameda County Environmental Healf Applible v [7 =
Tiered Permitling Alameda County Environmental Heall N ot Applicabie G I7| &
Recyclable Materials Report Alameda County Environmental Hea Ncﬁ Appllca i_q__ v l | =
Remote Waste Consolidation Site Annual Notification Alameda County Environmental Healt Not Applicable v.' [ I | |
Hazardous Waste Tank Closure Certification Alameda County Environmental Hea t ;Nm Applicable v [ | [
Aboveground Petroleum Storage Act Alameda County Environmental Health ::ND‘E Applicable v l | 1 ®E
California Accidental Release Program Alameda County Environmental Health :_Nways Applicable v [ | ﬂ

Save Changes

A

13. Select the Compliance button and use the Inspections link to open the Inspection Search
feature.

LANCHNR ENVIFONMENTAl REPOITNG SYSTem: Keguiator BUND: R UAN HITS AC00UNT. SONAAT  IDGS. HEDOMS Hep

CE RS Reg u Ia tor ﬁ Submittaks Facifities Businesses Regulators Comphance Responders Reporks

* Inspections
Inspection Search Violations
= Enforcement Actions
Upload CME Data

14. Select ‘Create Inspection’.

C E RS Reg u I a to r ﬁ Submittals Fadilities Businesses Regulators Compliance Responders

Inspection Search

Home » Inspection Search

Regulator [Alameda County Environmental Health Vj Data Status e
ORoutine

Program Element | b Type JOther

CERS ID @] | EPaID@| Facility D &

1 to
Facility Name @ | |Date Range (
RTC Date Status |All v|
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15. Find the facility and proceed from there....
C E RS Reg u I a to r ﬁ Submittals Fadilities Businesses Regulators Compliance Responders Reports
Facility Search
Home » Facility » Search
Create Inspection: Search for Inspected Facility
Regulator | Alameda County Environmental Health v |
Facility Name w! | Find the facility for the new Inspection record using tf}
——— - ] form fo the left. Click on the CERS ID to create an
CERSIDE I—/ EpRIDS l:F“""" L2 |g Inspection record for the chosen facility.
Address | | ciy® Zip Code @ | |
Drag a column header and drop it here to group by that n é
. CERS ID * | Facility Name T | Street Address T City T | ZIP Code
y —
‘( Dan's CME Test Site 1130 Harbor Pkwy Alameda 94502
AAmirr Inc. 7249 Village Pkwy Dublin 94568
AMERICAN CHEMICALS 5901 Christie Ave Ste 502 Emeryville 94608
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