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Merging Duplicate Facilities

Newsletter Article Updated: March 2022

Question: A new manager unknowingly created a new CERS ID and made a submittal
for an existing facility in CERS. CERS now has 2 CERS IDs for the same site. Can the

two CERS IDs be merged to eliminate the ‘duplicate’ CERS ID created and not lose the
submittal history made?

Answer: A business should not create a new CERS ID unless one has not already
assigned to that location. The Merge Facility feature in CERS can be used to
eliminate duplicate CERS ID for the same location within the same
business/organization. Regulators will first need to use the Facility Transfer function
so that both facilities are in the same business/organization then merge facility records.
The duplicate facility records will be merged into the target facility records and all its
submittals will be transferred to the target facility. After the merge, the duplicate facility
records will be deleted from CERS as part of the merge process — this action is
irreversible.
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10179983 Test Facility existing CERS ID 1234 Main Ave Sacramento 95838 CAL123456789 812712021
TGl | TestFaciity  duplicate CERS ID 1234 Main Ave Sacramento 95838 2/18/2022
. . . g
Organization 1 (Duplicate Facility Record)
—General Inf
Organization Name Business Lead Regulator & Facility/U: c i
CalEPA Test Business Organization Sacramento County Environmental Management Depart acility/User Counts
Edit ment -
Headquarters Multi-Jurisdictional? (MJB) Organization Code
Sacramento, CA No 90036460
. Last Submittal (Any
OE{:lgslilllwess (Organization was established by a Business User in the Business Portal ) facifiviclomenty
e J 021812022
People
First Name T LastName Y  Email Y Tite T | Account Status
Tara van tara.van@calepa.ca.gov Admin Usemame: Taravan2
W@ Permissions: Lead Users
~  Last Sign-in: 2/21/2022 7:34 AM
Airoes v | EportToe
Facility Name: Street Address City ZIP Code LastSubmittal
Test Facility 1234 Main Ave Sacramento 93838 02/18/2022
duplicate CERS ID
. . T
Organization 2 (Target Facility)
—General Information
Organization Name Business Lead Regulator & Facility/U c s
CalEPA Test Business Organization Sacramento County Environmental Management Depart ;C' ify/User Counts
Edit ment =
Headquarters Multi-Jurisdictional? (MJB) Organization Code
Sacramento, CA No 90016663
e
3 . i
CUPA (Established by a CUPA Lead User in the Regulator Portal.) 1010572021
—People-
FirstName Y LastMName Y Email Y Tile T Account Status
Jessie Perez jperez@calepa.ca gov Usemname: jperez
W/ Permissions: Lead Users
Last Sign-in: 2/9/2022 1:22 PM
. Username: Taravan2
TEIE] VEDD S ¥ Permissions: Lead Users
Last Sign-in: 2/21/2022 7-:34 AM
j J . Username: neerajseelam
Meeraj Seelam neeraj,seclam@calepa.ca, gov @ Lecmame. ! erajseeiam
Last Sign-in: 2/18/2022 1:20 PM
Siva Iusam siva.musam@calepa.ca.gov Usemname: No Account
Permissions: Lead Users
Last Sign-in: Never
siroes v | BgorToExcl
F
Facility Name Street Address City ZIP Code LastSubmittal
Test Facility 1234 Main Ave Sacramento 95838 08/27/2021
existing CERS 1D
FTT Facility Transfer Test 1001 1 St Sacramento 95814 10/05/2021
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Facility Transfer

4 N EEN Imm  mmm E,
CERS ID: 000000 lL I

1. Open your web browser and navigate to the CERS Central Home page:
https://cers.calepa.ca.gov
2. Select the (blue) “Regulator Portal Sign In” button.
3. Sign in to the CERS Regulator portal by entering your CERS Regulator account
username and password.
4. Prior to performing the transfer, review the Business/Organization current
Submittal History.
e At the menu bar, select the Businesses button, input the Business Name
(Organization 2) and click the blue Search button.
e Click the blue Select button next to the Business name.
e At the Business Summary page, click the Submittal link on the left. Please
note there are 4 separate submittals in this example.

| Facility:

Home » Facility Search » Facility Summary: 10179983 » Submitial History

Submittal History for Test Facility

Summary

Submittals

#Note: Submittal data is current as of 2/18/2022 at 12:00 AM.

Reporting Export 10 Excel
Requirements CERSID | Address Submitted  Facility Inventory Plans UST | TP RMR |Remote | Tank  APSA
Compliance

8212021 | Aceepted | Submitted
5:48PM 912972021 8/27/2021

8i27/2021

Notifications

Certified Certified Certified

- 2 /2/202
Manage fFacility 8272021 6/2/2021 6/2/2021
{j Certified Certified Certified
Change UPA 2A5/2021 | 2152021 | 2M15/2021
. Accepted Accepted Accepted
Location Map 21572021 201572021 215/2021

1-4of4items

5. Search for the duplicate facility in question for transfer.
o At the Business Submittals page, select Facilities link on the left menu bar.
e Select the blue CERS ID in question.
¢ Review the Submittal History. In the particular example; the Submittal
History also shows this facility has 1 submitted submittal and none in the

Archived Submittal History. Any pending draft submittals will not be
reflected here, only in the Business portal.
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Facility:

Home » FEacility. mmary: 10182611 » Submittal History

Summary Submittal History for Test Facility

Submittals *Note: Submittal data is current as of 2/21/2022 at 12:00 AM.
Reporting Export to Excel
CERSID | Address Submitted | Facility Inventory Plans | UST |TP | RMR  Remote | Tank | APSA
10182611 | Test Facilty 211812022 Submitied
1234 Main Ave Submitted
Sacramento, 95838 12.05P1 2/18/2022
Notifications
s o N 1-10f 1items
Manage Facility

Change UPA

Location Map

Submittals shown below were submitted by previous owner/operators of this facility.

CERSID = Address Submitted  Facility Inventory Plans usT TP RMR Remote Tank APSA

Export to Excel
L o » ) No items to display

6. At the left menu bar, select Manage Facility link, then select the Transfer
Facility to Another Business link.

Manage Facility:

Home » Facility Search » Faci mmary: 10182611 » Manage Facility

Summary

Manage Facility

Submittals
Reportin Transfer Facility to Another Business
Reporting Businesses can request, and regulators can approve (or perform) transferring a facility from one business to another. Facility Transfer
Requirements requests from businesses typically occur when a new owner/operator of a facility claims an existing CERS ID (physical address)
reported upon by a previous facility owner/operator. Facility transfers are also commonly used to consolidate a multi-facility business'
Compliance facilities 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 QOrganization) will be archived
Notifications In certain cases Cal/EPA may approve facility transfers involving many facilities for a multi-jurisdictional business.
Manage Facility Merge Facility into Anether Facility of this Business
This can be used to eliminate duplicate facility records for the same business and address. Facilities can only be merged into another
Change UPA 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 its submittals transferred to the destination facility--this
Location Map action is irreversible. Any draft submittal data for the merging facility will be deleted

7. At the Facility Transfer page, input Organization Name (Organization 2) &
Headquarters then click the blue Search CERS Organizations button.

Facility Transfer:
Home » Facility Search » Facility Summary: 10182611 » Facility Transfer

Summary Step 1t Select New CERS Organization for this Facility
Submittals

Facility to Transfer
Reporting Facility Name: Test Facility

Facility Address: 1234 Main Ave, Sacramento CA 95838

Requirements Current Business Name: CalEP# Test Business Organization (Sacramento, CA)

Compliance —Transfer to the F g
Notifications Please enter the name of the business (NOT facility) you wish to transfer this facility into.

Transfer to my CUPA's Non-Regulated/Not Applicable
Manage Facility S;grﬁemzaunn \Calepa Test Business ‘ Facilities Organization

Use when 1) facility is no longer owned/operated by facility’s current
Change UPA Headquarters: ‘SBETHITIEI'KU_ CA ‘ OR CERS Organization and new owner/operator's aclivities at the facility

are non-regulated, or 2) new owner/operator is unknown.
Location Map

Search CERS 00

lect Non-Regulated Fa

Business/Organization Name T Headquarters T | Facilties

)« o »)(m No items o display
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8. Once the Business/Organization is found, select the blue Select button next to
the Business/Organization Name. This business organization has 2 facilities.

Facility Transfer:
Home » FEacility Search » Facility Summary: 10182611 » Facility Transfer

Step 1: Select New CERS Organization for this Facility’

Facility to Transfer

Reporting Facility Name: Test Facility
Facility Address: 1234 Main Ave, Sacramento CA 95833
Requirements Current Business Name: CalEPA Test Business O i cA)
Compliance —Transfer to the '}
Notifications Please enter the name of the business (NOT facility) you wish to transfer this facility into.
Transfer to my CUPA's Non-Regulated/Not Applicable
Manage Facility. ﬁ;%a:g\zauun Calepa Test Business Facilities Organization
Use when 1) facility is no longer owned/operated by facility's current
Change UPA Headquarters: |Sacramento, CA OR CERS Organization and new ownerioperator's aclivities at the facility

are non-regulated, or 2) new owner/operator is unknown.

Location Map Search CERS Organizations Select Non-Regulated Fadilities Organization

Business/Organization Name T Headquarters T Faciities
Select CalEPA Test Business Organization Sacramento, CA 2
Facility's =~ CalEPA Test Business Qrganization Sacramento, CA 1

Current
Business

“ ° > )l » 1-20f2items

9. At the Confirm Facility Transfer page:

e Use the drop-down arrow to select Regulator Approving Facility Transfer.

e Provide a reason why the facility is being transferred into the provided
Comments box.

¢ |F there are past submittals or any current draft. A checkbox will appear for
selection to Transfer Past Submittals (and any current drafts) to New
Business/Organization (Organization 2). System will indicate the number of
past submittals next to it.

¢ [|F it is determined that submittal history do not need to be transferred to the
new facility, leave this box unchecked.

For this example, check the checkbox to Transfer Past Submittals (and any
current drafts) to New Business/Organization. By checking this checkbox,
all current submittals in the Submittals History will be transferred to the new
business organization Submittals History section. If leave unchecked, the
submittals will just transfer to the Archived Submittal History section.

Confirm Facility Transfer:
Home » Facility Search » Facility Summary: 10182611 » Facility Transfer

Summary Confirm Transfer: Test Facility’
Submittals

—Confirm Facility Transfer detail.
Emg Source Business/Organization Target Business/Organization
Requirements CalEPA Test Business Organization CalEPA Test Business Organization
Compliance Facility to be Transferred

Test Facility

Notifications 1234 Main Ave Sacramento 95838

Manage Facility

Regulator Approving Facility Transfer

Change UPA California Environmental Protection Agency Partners ~
Location Map Comments

Duplicate facility created in error, transfer past
submittals history box CHECKED.

7~

submittare usly submitted (or currently drafted) for this facility. Check this box only If you wish these past
submittals to be transferred to the nization. Normally a facility's past submittals should remain associated with the

business (facility ownerfoperator) who submtted the repo
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10. Select the blue Done button at the Facility Transfer Confirmation page.

Facility Transfer Confirmation:
Home » Facility Search » Facility Summary: 10182611 » Facility Transfer Confirmation

Facility Iransfer Confinrmation

—Finish: Facility Transfer Confirmation
The following facility has been transferred successfully to another business.

Facility Name: Test Facility
Facility Address: 1234 Main Ave, Sacramento CA 95338
New Business Name: CalEPA Test Business Organization (Sacramente, CA)

Facility Transfer Confirmation Identifier

HADWBGK The organization (CalEPA Test Business Organization, Sacramento, CA) the facility
was transferred out of no longer has any facilities and has been made inactive.

™

11.Review to ensure DUPLICATE facility (10182611) is no longer listed here in the
DUPLICATE business organization (Organization 1).
¢ At the CERS Main page, menu bar on top, select the Businesses button,
input the Business Name, select the blue Search button.
o If it was the last facility of the business, change the Status to Inactive
instead of leaving the default value of Active.
e Click the blue Select button next to the Business Name.
¢ At the Business Summary page, select the Facilities link on the left menu
bar for facilities listing.
o At the Facilities page, review to ensure the facility (10182611) was transferred
out successfully.

Business:

Home » Business Search » CalEPA Test Business . » Facility Listing

Summary Facilities

Facilities

) Only show Facilities associated with my Regulator(s).
Submittals

Facility Name Street Address City ZIP Code LastSubmittal CUPA
Compliance Export To Excel
People )« Q > 10 v items per page No items to display

Action Required

12.Review the DUPLICATE business organization (Organization 1) to ensure the
facility submittals were also successfully transferred out.
¢ At the Facility Listing page, click the Submittals link on the left menu bar.
¢ Submittals page, review to ensure DUPLICATE facility (10182611)
submittals no longer listed under DUPLICATE business organization
(Organization 1), Submittals page.
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Business:

Home ¥ Business Search ¥ CalEPA Test Business... ¥ Submitials

Facilities

B CERSID | Address Submitted | Facility Inventory Plans UsT TP RMR Remaote Tank APSA
Submittals
Export Lo Excel

Compliance
<) o e Mo items to display

People

13.Review the Organization 2 (90016663) Submittals page to ensure submittals
for duplicate facility (10182611) were successfully transferred over since the
checkbox was checked.
e At the main page, select the Businesses button at the top menu bar.
¢ Input the Business Name and click the Search button.
e Click the blue Select button next to the Business Name.
e The newly transferred facility should be listed under the Facilities section.

Search » CalEPATest Business.. ® Submittals

Summary

Eacilities
) CERSID | Address ui d | Facil . ans UST | TP | RMR | Remote | Tank | APSA
Submittals

Compliance

People
Action Required

Notifications

Email History

Documents

Accepted | Accepted
20162021 | 2152021

Export to Excel

” ° »)(w 1-Bof5items

14.Review the newly transferred facility’s submittals:

¢ Under the Facilities section, select the blue CERS ID of the newly transferred
facility.

o At the left menu bar, select the Submittals link to review facility submittals.

¢ Since the checkbox was checked, the Facility Summary/Submittal History
page will show 1 submittal in the Submittal History section, but not in the
Archived Submittal History.

e The submittal will be accessible by the business user.
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Facili

Home ¥ Fa

Summary,

Submittals

Reporting
Requirements

Compliance
Notifications

Manage Facility

Change UPA
Location Map

ry: 10182611 » Submittal History

Submittal History for Test Facility’

*Note: Submittal data is cument as of 2/22/2022 3t 12:00 AM.

Export to Excel
CERSID | Address Submitted | Facility nventory Plans |UST | TP | RMR | Remote Tank | APSA
10182611 | Test Faclity 201812022 Submittad
Soramanin. 53 dzdePu 2igiz0zz
2] c°- > 1-10f1itlems
Archived Submittal History for: CERSID: 10182611
Submittals shown below were submitted by previous owner/operators of this facility.
CERSID | Address Submitted | Facility Inventory Plans usT TP | RMR Remote Tank APSA
Export Lo Excel

p o e No itams to display

Now that both facilities

are under the same organization, the duplicate facility

(10182611) can now be merged with target facility (10178983) and not lose the

submittal history made.
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Merge Facility

—

= -{)- &=

Facility records must belong to the same Business/Organization before they can be

merged. The duplicate facility that is being merged into the target facility will be deleted

in CERS and all its submittals will be transferred to the target facility — this action is

irreversible.

1. At the Home page, select the Business button at the top menu bar. Search for
Business/Organization. In this example, we will be using:
¢ Business/Organization - CalEPA Test Business Organization (90016663)
e Merge FROM (Duplicate Facility) - Test Facility (10182611)

e Merge TO (Target Facility) — Test Facility (10179983)

—Facilities
Facility Name Sireet Address City ZIP Code LastSubmittal
Test Facility 1234 Main Ave Sacramenio 958358 08/27/2021
—
FTT Facility Transfer Test 100115t Sacramento 95814 10052021
Test Facility 1234 Main Ave Sacramento 95838 02182022
e .
duplicate
Export To Excal
“ o e 1-30f 3 items

2. At the Business Summary page, Facilities section, click on the CERS ID to be
merged, Test Facility (10182611).
e Left menu bar, select Manage Facility link.
e Select Merge Facility into Another Facility of this Business link.

Manage Facility:

Home ¥ Facilty Search ¥ Facility Summary: 10182611 # Manage Facility

Summary Manage Facility
Submittals
. Transfer Facility to Another Business

Reporting Businesses can request, and regulators can approve (or perform) transferring a facility from one business to another. Facility Transfer

Requirements requesis from businesses fypically occur when a new owner/operaior of a facility claims an existing CERS 1D (physical address)

- reported upon by a previous facility owner/operator. Facility fransfers are also commonly used to consolidate a multi-facility business’

Compliance faciliies that were established in separate single-facility businesses (due to the CERS1 migration or other issues). Uniess the regulator

I choses otherwise, any submittals submitted by the previous facility owner/operator (CERS Organization) will be archived.

Notifications In certain cases CalEPA may approve facility fransfers involving many facilities for a multijurisdictional business.

. Merge Facility into Another Facility of this Business

Manage Facility Thig can be used to eliminate duplicate Taciliy records for the same business and address. Facilities can only be merged into another
facility for the same business/organization. Use the Facility Transfer function to moeve and then merge facilifies between businesses.

Change UPA Mote: The facility being merged inte another will be deleted in CERS and all of its submittals transferred to the destination facility-—-this
action is irreversible. Any draft submittal data for the merging facility will be deleted.

Location Map o " ik s ST Y im—
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3. At the Merge Facility page, Source Facility (10182611) is to be
merged/eliminated.

¢ Inthe Select Target Facility section, select the blue Select button next to the
CERS ID target facility (merge to).

Merge Facility:

Home 2 Faci S

Summary,

Submittals

—Facility to be Merged/Eliminated {source)

Reporting Facility Name: Test Facility
Facility Address: 1224 Main Ave, Sacramento CA 95338

Requirements Current Business Name: CalEPA Test Businass Organization (Sacraments, CA)

Current CUPA: Sacramento County Environmental Management Department
Compliance

—Select Target Facility
Notifications - _

CERSID T | Facility Name T  Address T | City Y ZIPCode T CUPA T

Manage Facility 10179983 | TestFacility 1234 MainAve | Sacramento | 95838 Sacramento
Change UPA EZ=g 10181738 | FTT Facility Transfer Test 10011 St Sacramento | 95814 Sacramento
Location Map source | 10182611 Test Facility 1234 Main Ave Sacramento | 95838 Sacramento

Facility

ne o > ) v 1-3 0f 3 tems

4. Atthe Confirm Facility Merge page, select the Regulator, input a Comment for
the facility merge, and select the blue Confirm button.

[ Facility Merge:

Home ¥ Facili arch £ - 10182811 » Facility Merge Confirmation

Summary, Confirm Facility Merge
Submittals Warning: Merging CERS ID 10182611) into 10179983 is a permanent and imeversibie action inat wil delete CERS ID 10182611) and
_ transfer all of its past submittals to 10179983). Do not proceed if you are unsure. The CUPA is responsible for communicating to the
&mg CERS Business/Organization why the merge occumed.
Requirements —Confirm Facility Merge?
Compliance Source Facility Target Facility
I Test Fasiity Test Facility
Notifications CERSID CERS ID
10182611 10179933
Manage Facility Address Address
1234 Main Ave , Sacramento CA 95338 1234 Main Ave , Sacramento CA 25832
Change UPA
Regulator
Location Map California Environmental Protection Unified Program v
Comments.

Merge duplicate facility crested in error.

L |l

5. At the Facility Merge Confirmation page, select the blue Done button to
complete the facility merge.

Facility Merge Confirmation

Home ¥ Fa. arch ¥® Facility Summary: 0 ® Facility Merge Confirmation

Facility Merge Confirmation

Facility Merge Confirmation
The facilities have been merged successfullyl (Test Faciify) was merged into the facility shown below

Merged Facility Name: Test Facility
Merged Fa

Address: 1234 Main Ave, Sacramento CA 95838
Merge Confirmation Identifier \
BQZSCMY
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6. CalEPA Test Business Organization (Organization 2) no longer has the
duplicate facility, CERS ID 10182611. Submittal History has been merged
successfully and assumed the identity of CERS ID 10179983.

Facility:

Home ¥ Facil

Summary

Submittals

Reporting
Requirements

Compliance

Notifications

Change UPA
Location Map

Manage Facility

Search ¥ Facility Summary: 10178883 ¥ Submittal History

*Mote: Submittal das

CERSID /

T
10178683 | TestF

Submitted

10178883 | Test Faiity
10170883
10178883

10170883

Submittal History for Test Facility

is current as of 2/23/2022 at 12:00 AM.
merged submittal

Facility Inventory Plans
Submitted

2118/2002

Accepted Submitted Submitted
BI2EI0E1 8/2Ti2021 82772021
Certified Certified Certified
8(2/2021 12 & 21
Certified Certified Certified
2152021 2162021 2/15/2021
2152021 2152021 21572021

Archived Submittal History for CERSID: 10179983

Submittals shown below were submitted by previous ownerfoperators of this facility.
Facility

CERSID | Address Submitted

Inventary

Plans

usT

=

Expart Lo Excel
TP | RMR | Remote | Tank | APSA
1-50f5 items
RMR Remote Tank | APSA

Expart o Excel

Mo items to display
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