
 
  
 

   
How to Add a New User to an Existing Organization  Page 1 

 

For additional assistance contact your facility’s local regulator: http://cersapps.calepa.ca.gov/Public/Directory/  
Technical problems can be referred to CERS Technical Support (CERS@calepa.ca.gov) 

California Environmental Reporting System 

CERS Business Portal Knowledge Base Help  

Access the CERS Central Home page.  

How to Add a New User to an Existing Organization 

 
1) After signing in to CERS – use the Select button to select your Organization (business).

 

 
2) From the Home page, select the People/Users icon. 
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3) The People section will display a listing of all staff associated with the selected Organization. 

Select the Add Person button to add a new business user.

 

 
4) To add a new user to the Organization, enter and confirm their email address, then select Continue. 

 

 
5) Enter First Name, Last Name, Phone (optional), and Title. 

Then, select Continue. 

 
 

 

 

https://cersapps.calepa.ca.gov/Public/Directory/
mailto:CERS@calepa.ca.gov


   
How to Add a New User to an Existing Organization Last Updated: 8/23/2018           page 3 

 

For additional assistance contact your facility’s local regulator: https://cersapps.calepa.ca.gov/Public/Directory/ 
Technical problems can be referred to CERS Technical Support (CERS@calepa.ca.gov) 

6) Confirm the new user’s first and last name, email, phone, and title. 

Then, select Initiate Invite. 

 
 

7) Select a checkbox next to one of the permission levels, below the Permission Group column. 

Then, select Save & Send Invitation. 
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8) CERS will send an Account Invitation email notification* to the email address specified (in step 4). 

The new user will need to check their email and open the link provided, in order to create their 

CERS user account. 
 

 
 

* If the email notification is not received within 10 minutes, contact CERS Technical Support at: 

CERS@calepa.ca.gov  
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9) After opening the Account Invitation link, the new user will need to complete the Create your CERS 

Account web form, by: 

 Entering an account Username. 

 Entering and confirming the Password for the account. 

 Creating a Password Protection Phrase. 

(A unique phrase to be displayed when signing in to CERS – after entering your username – 

to confirm that you are signing in to your CERS account.) 

 Inputting the verification characters displayed in the image. 
 

  

 
Once all fields have been completed on the web form, select the Create My Account button. 
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10) The new user will then receive a confirmation message, indicating that their CERS user account 

has been activated. 
 

The new user can select the Sign-In to CERS button, below the confirmation message, to return to 

the sign in page. Or navigate to CERS Central: https://cers.calepa.ca.gov and select the sign in 

button from the top of the CERS Central Home page. 
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