Regulators can Create An CERS organization for a businessCalifornia Environmental Reporting System
CERS Regulator Portal Knowledge Base Help	http://cers.calepa.ca.gov/

1) Regulator signs into CERS Business Portal (production)
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1a526e1.PNG]
2) Selects ‘Tool’ in the top tool bar
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1a3d4ed.PNG]
3) Selects ‘Create CERS Business/Organization (no facility added)
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1a69ac4.PNG]
4) Completes the ‘Organization Name’, ‘Headquarters’, ‘Origin’, ‘My Regulator’ fields, selects ‘Save’
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1a7cd1a.PNG]
5) Add Users/People to ‘Organization’
[image: ]

Add the ‘Facility’ to the ‘Organization’ 
6) Sign into the ‘Regulator Portal’ 
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1ac7463.PNG]
7) ‘Facilities’ Tab search for facility
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1afef12.PNG]
8) Select ‘Facility’ to be transferred to the ‘Organization’
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1b21473.PNG]
9) Select ‘Manage Facility’
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1b3adb1.PNG]
10) Select ‘Transfer Facility to Another Business’
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1b4893c.PNG]
11) Enter the ‘Organization Name’ (that you just created in the ‘CERS Business Portal’). Search ‘CERS Organizations’ Select the ‘Business/Organization Name’. 
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1c15d3b.PNG]
12) Enter the ‘Regulator Approving Facility Transfer’ and ‘Comments’
Enter a ‘Check’ ‘Transfer Past Submittals (and any current drafts) to New Business/Organization:’
Select ‘Confirm’
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1c43561.PNG]
13) Select ‘Done’
[image: C:\Users\cgause\AppData\Local\Temp\SNAGHTML1c74a33.PNG]
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CERS Business

CERS is a statewide, web-based system to support businesses and Unified Program Agencies with electronically reporting,
collecting, and managing hazardous materials-related data as mandated by the California Health and Safety Code.
To learn more about CERS and the Unified Program, see CERS Central.

CERS Business Signdn -

Your Username

Forgot your Username or Password?
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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). Add a new fadiity/business

Y Headquarters ) Y _ Faciies Y Users Y.
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CERS Business

Tools
Home » CERS Tools

CUPA Contact Information/Listing
‘Alisting of contact information for all Unified Program Certified Unified Program Agencies
(CUPAS) and Participating Agencies (PAS).

Business/Organization Listing
‘Search a lsting of all businesses in CERS, and request access to your
business/organization.

Search/Restore Draft Submittals Replaced by Regulator Seeding
‘Search a listing of raft submitals that have been replaced by the reguiator seeding
process

CERS Chemical Library.
View, search, and download the chemicalimaterial information available in the CERS
Chemical Liorary.

CERS Violation Library,
View, search, and download the violation information available in the CERS Violation
Library.

Your Browser Software
‘CERS not quite looking right. or having other problems? Use this to page to identiy your
browser software before communicating with CERS Technical Support.

u Facility (or Very Large) Inventory Submittal Elements
Upload draft Hazardous Material Inventory Submittal elements for one of more of your
business' facilies. You will receive an email when processing of your uploaded fie is
completed (normaly less than 24 hours). Any existing dratt inventores for the facilties in
‘your downioad wil be replaced by what s in your mult-facilty upload. The Site Plan fom
the last submitta for & faciityin this file il be Copied to the new draft submitals created
by this tool. This tool can also be used to upload a very large inventory (500+ materials) for
one (or more) faciity(s).

Upload draft Ouner/Operator form data (part of the Facilty Information Submittal Element)
for multple facities. The data in your upload wil replace Ovner/Operator data for any.
existing dratt Facilty Information submittal elements for the facilfies in your download.
Statewide Default ZIP Code--Submittal Element--Regulator Mappin;
View, search, and download the default mappings used to associate a new faciity to
regulators via the facity's ZIP Code. Authorized regulators can change a facilty’s default
regulator assignments by searching for a facilty and selecting the “Change CUPA” left
menu ink.

This section is only available/
Create CERS Business/Organization (no facility added)

ble to regulator lead users

ot 4 =5 e
organization to transfer an existing CERS Facily to

sy Stromroste usedto create  “target”
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Create CERS Business

Home » Regulator Create CERS Business/Organization

Regulator Lead Users can use this form (instead of the new facility wizard) to create a new CERS Organization without creating a new facilty at the same time. This would

typically be useful when an existing CERS Facility needs to be transferred from a past owner/operator to a new ownerloperator that does not yet exist in CERS. When the new
CERS Business is created, the regulator lead user will be added as the firstlead user for the business. The regulator should add/invite the new ownerloperator people as CERS
users, and then the regulator should be removed or downgraded to a lesser role for the newly added business.

Create CERS Business/Organization

New Business Details:

Organization Name @

Headguarters

Origin
CUPA v

My Regulator
California Environmental Protection Unified Program
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CERS Business

My Business: Example
Home » My Business » People

Summary

People

Show All People ¥ |[ All Roles v | | Export To Excel
Action Required

First Name. Y | LastName Y | Email Y| Tite Y | Account Status
Notifications

Email History

Regulators

Manage Facilities

Archive
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CERS Regulator

CERS Regulator Training Portal
Regulators can gain familiarity with CERS by using this training portal o view and actupon businesses, facilties and submittals

created in the CERS Business Training Portal.
Past CERS users can sign in with their previous CERS1 username (email address) and password, while other users can create

2 new CERS account.
To use the CERS Reglator Training Portal, you need to create a CERS Account if you don't yet have one, sign in to this training
portal, and then request access to a particular regulator. You will receive an email once your access is approved by CERS

Technical Support
Announcements. governance, and other CERS information is available at CERS Central

CERS Regulator Sign{n

Your Usemmame
[
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| Regulator Home

Home

Welcome to the CERS Regulator Portal. Review the Dashboard and Action Required Panels below for submittals and requests requiring attention by your agency. Select the links

across the top of the page to access other CERS data. New users may wish to review the

You have 2 acesss request(s) pending approval by the lead user() of your
busiess/organzaton
Reguistor Requested On | Approver(s)
New business Newcast, CA Dec, 2014
Big Dog Newsaste, CA May 23, 2016
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Submittals

Facility Search

Home » Facility Search

Search

Businesses

Regulators | Compliance | Responders

CERSID®@ Facility Name

Sasswin ¥ |[Example

ID/Key @ Facility Street Address &

submittal Element Reporting Requirement
—-Any Submittal Element— ¥ | | Al Statuses-- v

City @ 2P Code @

S v |

EPAID Number ® Last Submital Date Range
[ [ | @@t

County Regulator
All Counties - All Regulators —

Limit To Remote Facilites @
Limit To Small Quantity Generators @
Local Facility Grouping @

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

Jity T Street Address

Example Facility 2000 Fake BIvd

Example Facility Joe Bleu Shop 3665 Johnson Dr
s Ay S,

T ciy

Unknown

Facility ID Y | Last Submittal

10/2/2014
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Businesses

Facility: Example Facility (CERSID: 10142360)

Home » Faciity Search » Faciity Summary: 10142360

Facility Summary for CERS ID: 10142360

Example Facility

Facility Name:

Business Name:
CUPA:

Compliance
Example Facilty

2000 Fake Bivd
Unknown, CA 93452
Manage Facility

Change UPA

Location Map

[No Name Provided]
0-

Mailing Address

- United States

Remote Facility
No

‘Small Quantity Facility
No

Local Facilty ID
No Local Facity ID in CERS

Facility Regulator Key
No Facility Regulator Key in CERS

Local Facility Grouping
No LgnehEasil

EPAID
dsavdfasgfsa

County
San Luis Obispo
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Businesses

Manage Facility: Example Facility (CERSID: 10142360)

Home » Faciity Search » Faciity Summary: 10142360 » Manage Faciliy

Notifications
Manage Facility
Change UPA

Location Map

Trihen a new owner/operator of a facility claims an existing CERS ID (physical address)
feported upon by a prev\ous acilly ownerloperator. Facilty transters are also commonty used to consoldate a Ul facilty business'
faciliies that were established in separate single-facility businesses (due to the CERS1 migration or other issues). Unless the regulator
choses otherwise, any submittals submitted by the previous facility owner/operator (CERS Organization) will be archived

In certain cases Cal/EPA may approve facllty transfers involving many facilties for a multi-jurisdictional business

This can be used to eliminate duplicate facility records for the same business and address. Facilties can only be merged into another
facility for the same business/organization. Use the Facility Transfer function to move and then merge facilities between businesses
Note: The facility being merged into another will be deleted in CERS and all of ts submittals transferred to the destination facilitythis
action is irreversible. Any draft submittal data for the merging facility will be deleted

(Not Applicable Reporting Requirements)

Ifa facility/CERS ID is no longer regulated under some or all CERS submittal elements, the regulator should change the facility's
‘appropriate Reporting Requirements to "Not Applicable” using the faclility's page. Ifthe Facillty Information
submittal element is selected as "Not Applicable”. then all other elements will also be "Not Applicable”

If the facility is not regulated at all under the Unified Program and is no longer owned/operated by the last CERS Organization that
reported on it. the regulator can choose to the faciliy to the regulator's special CERS
Organization

Regulator Lead Users of this facility's CUPA can delete any facility which does not have any submitted submittal elements, inspections
or enforcement actions. Facilities with past submittals would normally be merged into another facility. Regulators can contact CERS
Technical Support for unusual situations where the regulator believes a facility with submittals needs to be deleted
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Facility Transfer: Example Facility (CERSID: 10142360)
Home » Facility Search » Facility Summary: 10142360 » Fadility Transfer

Step 1: Select New CERS Organization for this Facility’

Facility Name: Example Facilty
Facility Address: 2000 Fake Bivd, Unknown CA 93452
Current Business Name: Example Facilty (Unknown, CA)

Notifications Please enter ihe name of the husiness (NOT facility) you wish o fransfer this facility into.

Transfer to my CUPA's Non-Regulated/Not Applicable
Mamge Fsciy | | Srgnzaon Lo oo
Use when 1) facility is no longer owned/operated by facility's current

Ghange upa Terees (CERS rganizaton and new uneroperators acitesat e facity
Location Map Search CERS Organizations:

Business/Organization Name Y | Headquarters

Y | Facilties

EZ8 cxample Example

B8 Example Facilty Name Example, CA

)« > )(m 1-20f 2 tems
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CERS Regu|at0|’ A submittals 3 Businesses | Reguiators | Compliance | Responders

Confirm Facility Transfer:

Summary

Submittals

Compliance

Notifications
Manage Facility
Change UPA

Location Map

» Facilty Summary.

Confirm Transfer: Example Facility

(—Confirm Facility Transfer details-

Source Business/Organization Target Business/Organization
Example Facilty Example

Facility to be Transferred
Example Facilty

Regulator Approving Facility Transfer
California Environmental Protection Unified Program v

Comments

Transfer facility to New Organization

4

¥/ Transfer Past Submittals (and any current drafts) to New Business/Organization: 4

only if you wish these past
submittals to be transferred to the new Business/Organization. Normally a faciliy's past submittals should remain associated with the

business (facility owner/operator) who submtted the reports. —w
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Facility Transfer Confirmation:
Home » Faciity Search » Faciity Summary: 10142360 » Facilty Transfer Confirnation

Facility Transfer Confirmatiol

‘The following faciity has been transferred successfully to another business.

Facility Name: Example Facil
Facility Address: 2000 Fake Blvd, Unknown CA 93452
New Business Name: Example (Example)

Facility Transfer Confirmation Identifier
HLUWFUP The organization (Example Facility, Unknown, CA) the facility was transferred out of
no longer has any facilities and has been made inactive





