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Facility Name edit — Business Portal

CERS Central to begin your session in CERS. Open your web browser and enter the following

URL: https://cers.calepa.ca.gov/

Then, select the “Business Portal Sign In” button from the CERS Central Home page.

(By accessing the business portal sign in page from CERS Central, the distribution domain will
assign you to the currently active domain for a faster session. CERS Central also contains the
latest updates and information for current alerts, outages, operating schedule changes, and

announcements.

Update/change the facility name in CERS

1. Sign-in to CERS Business. (https://cers.calepa.ca.gov — select “Business Portal Sign In” button.)

Select Your Business
3. Select the “Start/Edit Submittal” button for the facility in-question — from the “Facilities” section

of the Home page.
4. Select the “Start” button for the “Facility Information” submittal element section.
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Use this page to prepare drat submittals for your faciity to transmit to your lacal regulator(s). Make sure to review any status and guidance messages for your forms or submittals

by selecting the guidance icons @ /4

+ Select "Start” button to create a submittal from scratch or copied from a previous submittal
« Select "New” and “Edit’ buttons to complete speciic 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 Faciity Information element
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5. Start a new Facility Information submittal element.
6. Select the “Business Activities” form link.
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« Select “Start’ button ta create a submittal from scratch or copied from a previous submittal
+ Select"New’" and “EGit" buttons to complets specific submittal forms or provide supplemental documentation
« Select “Discard’ button ta delste 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 belisve the submittal element is no longer relevant for your facilty (¢ 9., closed UST tank)
Select “Submit” when you are ready to transmit ane or mare submittals to your local regulater(s). ALL submittals must include a Facility Information element
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For additional CERS assistance contact your facility’s local regulator
Technical problems can be referred to CERS Technical Support (cers@calepa.ca.gov)
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7. Select the “Edit” button to edit the “Business Activities” form.

8. Select the small “Edit” button, next to “Facility Name”, below the “Site Identification” section.
(Located at the top of the Business Activities form.)
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Business Activities:

Home » Prepare Submittal (10172132) » Facility Information: Business Activities (Draft)

Use this form to identify the activities occuring at your facility that are regulated under Califoria’s Unified Hazardous Waste and Hazardous Materials Management Regulatory
Program. CERS will provide guidance on completing the reporting requirements for these business activities.
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9. Enter a new facility name; then, select the “Done” button.

Edit Facility Name

Warning: Changing the Facility Name should only be done under
specific circumstances (see below). Changes made to the Facility
Name will not be adopted throughout CERS until after your CUPA
accepts your Facility Information submittal.

Reasons for a name change could include: The facility's current
owner/operator is changing the facility name for marketing or other
purposes. Do not change the facility name to reflect a new or different
owner/operator for the facility. Either select the "Add Facility" link below to
create a new CERS Business for this facility, or fransfer this facility to an
existing CERS Business. Contact your local regulator for additional
guidance.
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10. Select the “Save” button — from the top or bottom of the Business Activities form —to save
changes to the facility name.

11. Submit the “Facility Information” submittal element, when completed.

Once the Facility Information submittal has been accepted by the regulator, the new facility
name will then be reflected in CERS.
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For additional CERS assistance contact your facility’s local regulator
Technical problems can be referred to CERS Technical Support (cers@calepa.ca.gov)



