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1. Getting Started

I. Create an Account

First time users, please visit CERS home page @ http://cers.calepa.ca.gov/
a. Select “Business Portal Sign In”

calilnrnia Envinssmontal Boportisy System

CERS Central

Businesses
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b. Watch Demo Video before proceeding to create a New Account.

c. Then select “Create New Account”

Your Usarname

| New to CERS?

To start reporting on ]rutr facilityis) in CERS, create a CERS account.
Create New Aooodnt ﬂ

Want to experiment with CERS?
Uze the Business Training Portal 1o leamn how to uze CERS by craating and
managing test data before staring yvour official facility reporing,

-y

50 (0 CERS BSrass Training

Are you a CERS Regulator?
Sign in to the CERE Beqgylator Porial, orvisit CERS Cantra



d. Fill out CERS Registration and select “Create My Account”
i. Make sure the username and password meet the requirements in the red box.
Califsrnia Environmental Reporting System : Business Sonln  Helm

CERS Business

' CERS Registration

To creste your CERS Account sccount, complete these two steps:
- Complete the form below, then select the "Create by Account” button.
= Follow ALL instructions in the follow up email you will receive.

r Your CERS Username

*four CERS Usermame uniquely identifies your scoount when you sign in to CERS. You will be slerted if your proposed usemame is already in use by another
CERS user.
+ Can D= Tram 5 1 16 GRaracers 1 Engh ’

» 30 Include keRers 3nd MUMDETE; 1O SPa0Es. PUNCiuEtion or special characters.
= WUt De difierent an yoor passwond.

Lisannams o
~ Your Mame and Email

First Nams Last Nams
1
| I |
Emadl ConTinm Emall
 Your Password
= st D= 516 chamdiers. '
+ WSt contaln 2% le3st 0N LDDETCESE CUErANEr 300 ON2 lowerisse chEratsr
= Miust contaln 2% least one mamber.
Passwond Confirm Passwond

— Security Question

If you forget your password, we will ask for the answer to this securnity guestion to resst your password.
sacurity Quastion &

ANEwar
|[-52lza-

wl

r— Password Protection Phrase

To help protect your password, please enter 3 phrase of your choice. This will be displayed when you are prompted for your password. |f you don't s=e your
phrase, don't provide your password!
Your Phrass o

~ Enter Verification Characters

fqik8

Input symbols

Ol My Aocourd m

You should receive an automated email message to activate your account. If you

do not receive one, check your spam or junk folder. Make sure to follow the
instructions on this email to activate your account.



Il. Add Facility

Once the account is activated, users can sign in and add a new facility by selecting “Add
Facility” or request access to an existing CERS Business by selecting “Search”

CERS Business

' Add aNew Facility

Welcome to the CERS User Name! T you and your business ara new to CERS, please add a new

facility.
T

Request Access to an Existing CERS Business |

If your businessforganization has previously used CERS to repon on its facility(s), please search for

yaur businessfarganization,
-

a. If afacility exists, select “Search”

When User requests access to a facility, it will need a Lead User or Regulator to
approve or authorize access. The Regulating Agency may request verification
prior to access for Lead Users. Allow some time delay for this process.

Business with facilities in more than one CUPA jurisdiction will be handled by
Cal/EPA in accordance with their current practices of requiring written requests
and validation from the business. Note: organization letters will soon become
obsolete.

b. If selected “Add Facility”, follow these steps:

iii.
iv.

Provide Facility Address

Provide Facility Name

Select “Continue” after facility has been added to CERS

Under the Facility Information section, complete questions in the Business
Activities worksheet and select “Save”. This questionnaire helps determine
which submittal elements will be required for your facility.

Next, fill out the Business Owner/Operator Identification form and select “Save”.
Do not submit your Facility Information until you have completed the remaining
submittal elements required for your facility. CERS requires that the Facility
Information be submitted with any other submittal element (i.e., must be
submitted each time another section is updated and re-submitted).




Facility Name:

Home 3 Prepare Submillal (1013 i ® Facility Informalion; Busines: livitie= {Drafl)

@ InstructionsMHelp (]

Lise this form fo identdy the actvities occuring atyour facility that are reguiated under California’s Unified Hazardous YWaste and Hazardous Materials Management
Reaulatory Program, CERS will provide guidance on completing the repording requirements far these business aclivities,

=

—5ite ldentification

Facility Hame | £
Facility Mame

Business Sile Address | g4
123 Facility Address T
San Deigo, CA 92122

County: San Diego

CERSID
101 38652

—Hazardous Materials

Does yaur facility have on site (for any purpose) at any one fime, hazardous materials at ar above 55 aallons for liquids, 500 pounds for solids,

or 200 cublc feet for compressed gases (include liquids in ASTs and LUSTS), of the applicable Federal threshold guantity for an extrermely Oves ONg
hazardous substance specified in 40 CFR Part 255, Appendi A or B, or handle radislagical materials 0 guartities for which an emergency plan

15 required pursuant to 10 CFR Paris 30, 40 or 702 &

—Underground Pewoleum Storage

Does yaur facility oam oF operate underground storage 1anks? | Oves ONo

Ill. Entering Chemical Inventory

Even if your facility is in a jurisdiction that requires reporting hazardous materials below the
state thresholds, you can use the Hazardous Materials Inventory submittal element to meet
these requirements by electing “Start”.

InstructionsHelp B

Use this page 1o prepars draft submittals foryour facility to fransmit 1o your local reguiatoris). Make sure to review ary status and guidance messageas for your forms or
submittals by selecting the guidance icons & L &,

» Seleci "Start" bution to creste & submittal from scraich or copied from a previous submittal,

* Select "New" 2nd "Edit” buitons to cormplete specific subrnittal forms or provide supplemental documentation,

» Saleci*Discard” button to delete a draft formddocurmentation when you need to re-start a form or itis no longer relesant for your drait submitial.

= Select"Mot Applicable" if you believe the submitial elementis no longer relevant forvour facility (e.0., closed UST tank).

= Select“Submit”whenyou are ready fo fransmit one or more submitials to your local regulators), ALL submitials must include a Facllity Information element.

Facility Information ©

E Business Activities Ready to Submit | Edi
E Business Owner/Operator Identification @ Review Meeded | Edi)
& Dizcard Draft Subemitial

- Hazardous NMaterials |n\'EI'tUI'y No Previous Submittal

Emergency Response and Training Plans

Underground Storage Tanks

No Previous Submittal

No Previous Submittal




a. If your facility has many different hazardous materials, you should select “Upload
Inventory” and be sure to use the CERS Hazardous Material Inventory Upload Template
(http://cers.calepa.ca.gov/Tempdocs/Seeding/InventorySeedTemplateNov2011.xls).
Copy and paste your data into the template. This will avoid many unnecessary errors.

Facility Name:

H o

@ InstructionsiHelp )
You must enter a separate inventory recard for each individual hazardous material and hazardous waste that you handle al your facility in an aogrenate guantity subject
lo Hazardous Malerial Business Plan (HMBF) reporing reguirernants (or as required by your local regulator). The completed inventony must reflect all hazardous
materials atyour facility, reporiad separalely for each buillding or outside slorage area, with separate entries for unigue occurrences of physical state, storage

ternperature, storage gressure.

Hew
Irnertlony
Updiate Resdew your facility's entire inventory to make sure it reflects your current hazardous materizls management practices, Select Search imventony 1o find
Iwventory  previcusly enterad matenals needing updating. Replace (or append to) your current inventory by selecting Upload Inventony

Select Add Material to manually enter new materials for your facility, or select Upload insentory 1o epload 3 spreadsheet of your enting (mwentary.

Imvendony  Review any glalus and guidance messages Tor your forms or submitials by selecting the gulgance icans @ ), Then select Done ywhen you have
Complete? completed revewingiupdating sour facility' s inventony.

—Inventory Aclions

Upload Inventory . Inventory Reports

Download Inventory CERS Chemical Library

Search Facility’s |nventory Small Business Sample Inveniories

Hazardous Materials Inventory (0) = Draft Fab, 24, 2017 acid ke

i.  The file size limit is 500 inventory items that can be uploaded at one time. You
can choose 2 options from the dropdown menu: “Replace Existing Inventory”
(deletes current inventory and replaces it with uploaded list) or “Append to
Existing Inventory” (adds uploaded list to current inventory).

ii. Ifaninventory were to exceed those limits, you would need to cut up their excel
files into separate chunks of about 200 chemicals, then use the “Append to
Existing Inventory” function on the upload page to run the various uploads.

| Alice's Kitchen:

Home » Prepare Submittal (10139179) » Hazardous Materials Inventory: Haz: s Materiz ; ( (Draft) » Upload Inventory

Upload your facility's inventory by choosing your inventory spreadsheet using the form to the right. Uploaded Upload Inventory

inventory spreadsheets must match the columns and format as shown in the CERS Hazardous Material
Inventory Excel Spreadsheet

Inventory Upload Template. Currently CERS only support the Excel 2003 format (xls extension) -
Choose File | No file chosen
Cal/EPA does not recommend more than approximately 500 materials per upload (which can take 60-100 Replace/Append Existing Inventory

seconds to upload/process). Larger inventories should be split up into separate spreadsheets and uploaded
using the "Append to Existing Inventory” option.

- ) N I ) Replace Existing Inventory
If your facility already has inventory entries in CERS, you can also download your facility's current inventory Append to Existing Inventory

using the Hazardous Material Inventory Download functionality, edit, and reupload your inventory using this
form.

ersion 2.10.0100 | Enhancements | CERS Central Diagnostics | Conditions of Use | Privacy Policy | Contact | Heln

iii.  Of course all of the files need to include the column headings or the upload will
be rejected.

b. Note that not all Users will have the capability to upload their inventory. Refer to point
“c” below to manually enter your information.



" ® InstructionsHelp

Search CERS Chemical Librany

Clvem ical Paterial B
rRTme | | Ise 1ha form to the laf to s2arch the CERS Cheamical Library, After

GRS HIETESE searching, use the "Expart to Excel” button at the batlom right of the
CERS Chemical Librang i) | results below 1o see mone detailed infarmation about sach chamical.
m Export Enlins Library ba Excd |

CERS Chemical Library Search Results

Mo records to display

| Espoit Entire Library bo Evcd | | Export bo Excd
| « iB= Page[1 |ofo » Displaying iterns 0 - 0 af 0

5

c. If facility only has a few hazardous materials, it is recommended to add them manually
by selecting “Add Material”. Simply use the CERS Chemical Library to search for the
material and select “Add” when material is found.

i.  If the material is not found in the CERS Chemical Library, select “Unable to Find
Material/Add New Chemical” to add your material to your inventory.

ii.  Thereis no difference in the upload process for materials that are or are not in
the CERS Chemical Library. CERS would not reject a submittal bases on
inconsistency with data in the Chemical Library.

d. To check the validity of your inventory data, click “Validate My Inventory” at the
bottom of the Hazardous Materials Inventory window.

Hazardous Matenals Inveniony (9)/® Draft Aug. 30, 2012 AddMaterisl  Done

Only show materials with errorsiwarnings

B oo OGEN 5% CARBON DIOXIDE &) EReserc Building 1 i1.15chic feet | Discard |
CARBON DIOXIDE (=) 51243-9 !Research Building 1 !3,942 cubic feet \  Discard |
E8 Hydrochloric Acid & 7647210 Research Building1 150 gallons | Discard
Motor Cil @ & ‘ éOutside Buiding #2 30 gallons | Discard |
B8 nrRoGEN 2 7727-37-9  |Research Building 1 16354 cubic feet | Discard
B8 nrRocEN @ B 7727-37-9  Research Building 1 83.16 gallons | Discard
iOXYGEN @ §7T82—4-¢—? gResearch Building 1 !249 cubic feet |m'?‘?
S| OXYGEN @ 1PPM TO 22 5% BALANCE NITROGEN (=) iResearch Building1 304 cubic feet | Discard |
!SULFURIC ACID & |Research Building 1 i30.395 gallons | Discard |
T | Page El e Displaying items 1-9 of 9




i.  Note any guidance icons [ = Required; E= Warning; E= Advisory] that
appear next to line items. If you have a larger inventory spanning several pages,
check the box “Only show materials with errors/warnings” to view just the
flagged items.

Hazardous Matenals Inventony (9) ' ® Draft Aug. 30, 2012 AddMateral || Dome

+ Your inventory was validated. Please review any guidance message icons.

- Only show materials with errorsiwarnings

3 votor 0il @ & Outside Building #2 30 gallons Discard
E NTROGEN @ &) T727-37-9 Research Building 1 83.16 gallons Discard
Validate My Inventory Export To Excel

5 ‘ |3| - Page of 1 Displaying items 1-2 of 2

ii. Click the green “Edit” button next to the line item you wish to make revisions to.
At the top, you will see the guidance icon next to a brief summary of why the
data has been flagged. Specific field(s) in the chemical profile that require
further review will be highlighted in red.

Submittal Guidance

Required guidance must be resolved before you can submit the Hazardous Materials Inventory submittal element.
- I Field "Storage Container” for material “"Motor Oi", location "Outside Building #2° MUST be filed in before you submit your inventory.

Discard —_— r—
Save Cancel

—Chemical Identification and Physical Properties

Chemical Hame CERS Chemical Library ID
[Motor Qil | -

Common Name CAS Number USERAR S Mumbe
[Mator Oil I |

Physical State Hazardous Material Type & Trade Secret

OSolid @Liquid DGas CPure @Mixture CWaste C¥es CINo

—Chemical Hazard Classification

EHS Fire Code Hazard Classes (by priority) Federal Hazard Categories DOT Hazard Class &

OYes @No Combustible Liquid, Class IIl-B |~ Fire | [=]
Radioactive - Reactive

DYes @No - Pressure Release State Vaste Code @

Curies View/Edit Additional Firecodes Bl Acute teaith Lookup Code

Chronic Health

—Inventory Location and Quantity

Chemical Location Average Daily Amount Maximum Daily Amount & Units
|Outside Building #2 T |[30 | @gallons
Chemical Location Confidential EPCRA Largest Container Annual Waste Amount & 'S:E'CUhiC feet
COYes @No |55 |[500 | Opounds
Map# (Optional) Grig# (Optional) Days on Site Ctons

| | |

—Inventory Storage Information

Aboveground Tank Can Box Tank Truck, Tank Wagon
E nderground Tank Carboy yliinder Tank Car, Rail Car

- Tank Inside Building silo Glass Bottle Other
Steel Drum Fiber Drum [C] Plastic Bottle
Plastic/Non-Metallic Drum [] Bag Tote Bin
Storage Pressure Storage Temperature
@Ambient C\Above Ambient C'Below Ambient @ Ambient ©Above Ambient ©'Below Ambient ©'Cryogenic

rMixture L |

iii.  Inthe example above, the profile for “Motor Qil” is flagged because it is missing
information about its storage container (the “Inventory Storage Information”
box is highlighted in red). To correct this error, check the appropriate box that
denotes how your motor oil is stored and click “Save.”



V.

—Inventory Storage Information

DAboveground Tank [Elcan [F Box DTankTruck, Tank Wagon

DUnderground Tank DCarboy DCyIinder [ElTank Car, Rail Car

[C] Tank Inside Building [ silo [[] Glass Bottle  [C] Other

Steel Drum [CIriber brum [ Plastic Bottle

[T Prastic/on-Metallic Drum (| Bag [CI Tote Bin

Storage Pressure Storage Temperature

@Ambient CAbove Ambient /Below Ambient @Ambient ) Above Ambient Below Ambient C'Cryogenic
—Mixture C.

Hazardous Component Name CAS Number [% by Weight Additional Mixture Components &

VARIOUS LUBRICATING BASE QILS BATAH-KA-X 85.00

ADDITIVE PACKAGE, INCLUDING MIXTURE 16.00

ZINC ALKYLDITHIOPHOSPHATE 68649-42-3 2.00

—Additional Chemical/Material Description

Additional Chemical Description Information &

Created By: Jennifer Woods on 9/12/2012 12:50 PM
Last Updated By: Jennifer Woods on 8/12/2012 2:14 FM

iv.  Once the appropriate fields are corrected and you click “Save,” the guidance icon
will disappear from your inventory list. Once “Steel Drum” is selected as the
container for “Motor Qil”, the updated inventory lists now only flags “Nitrogen”
and not “Motor Oil”:

Hazardous Materialsinventorny(9) © Draft Aug. 30, 2012 AddMaterial | Done

D Only show materials with errorsiwarnings

| Common Name CAS Location Max Daily Amount

95% DXYGEN. 5% CARBON DIOXIDE () Research Building 1 1,150 cubic feet Discard
CARBON DIOXIDE (£ 124-38-9 Research Building 1 3.942 cubic fest Discard
Hydrochloric Acid & 7647-21-0  |Research Building 1 150 gallons Discard
- Motor Ol £ Outside Building #2 30 gallons Discard
NITROGEN E) 7727-37-9 | Research Building 1 6.354 cubic feet Discard
NITROGEN @ (=) 7727-37-9  Research Building 1 §3.16 gallons Discard
OXYGEN B 7782447 | Research Building 1 249 cubic feet Discard
OXYGEN @ 1PPM TO 22.5% BALANCE NITROGEN () Research Building 1 304 cubic feet Discard
SULFURIC ACID @ Research Building 1 30.396 gallons Discard
Validate My Inventory Export To Excel
-} E\ Page of 1 Displaying items 1- 9 of 9

Uploading Additional Documents

a.

Site Map: upload a site map to complete the Hazardous Materials Inventory section.
Note that there are other options to complete the submission, especially for those
facilities that do not require site map.

i.  Under the Hazardous Materials Inventory section, click either “Site Map (Official
Use Only)”, “Document Needed”, or the “New” button on the Site Map line —all
will bring you to the same window for uploading your site map.




Eacility Information © DRAFT May. 15, 2012

usiness Activities eady to Submit | Edit |
Busi Activiti Ready to Submit | Edit,
] Business Owner/Operator Identification (&) @ Review Needed | JEdit |

@ Discard Draft Submittal

: = |
Hazardous Maternals Inventory DRAFT Aug. 6, 2012 L
] Hazardous Material Inventory @ Form Meeded | mew |
@ Site Map (Official Use Only’ Document Meeded | Mew |

(@ Discard Draft Submittal /T\

Emergency’'Response andiiraining Plans DRAFT May. 16, 2012 ¥
[ Emergency Response/Contingency Plan: Upload Document(s) (2} Ready to Submit | Edit | | Discard |
[% Employee Training Plan: Upload Document(s) =] Ready to Submit | Edit | || Discard |

@ Discard Draft Submittal

ii. Click onthe “Choose File” button to select the appropriate site map. You may
change the file name or add a description for this document if you wish. When
you are done, click “Save & Finish.”

Annotated Site Map (Official Use Only) Suppl tal D tation for Hazardous Material Inventory

Site Maps, alzo called Facility Maps or Site Plans, are typically required by regulators for emergency response purposes. Under the California Health and Safety Code,

the specific storage location(s) of hazardous materials is not subject to release under the California Public Records Act. Your local regulator may require submission of

one or both of the site maps described below. Please contact San Dieago County Depardment of Environmental Health to answer any questions about these

requirements.

« Ageneral site plan that can include, but not be limited to, the location of buildings, exterior storage facilities, permanent access ways, evacuation routes, parking lots,
internal roads, chemical loading areas, equipment cleaning areas, storm and sanitary sewer accesses, emergency equipment and adjacent property uses.

« Abuilding floor plan that includes hazardous materials storage areas within the building, rooms, doorways, corridors, means of egress and evacuation routes.

Toupload a document, select the "Browse™ button and then the file on your computer to upload, provide a document title, and then select "Save & Finish™ to complete the

upload. Use of other document options shown on the left must be approved by your local regulataor.

Document Options Document Upload(s)
@ Upload Document(s) i
© Public Internst URL Upload Doc 2) Change file fame,
© Pravided in other Submittal Element Choose File | Mo file chosen if desired
) Provided to Regulator Date Authored (Required) Document Title (Required) 1
f:'::.' Stored at Facility @ |Ann0tated Site Map (Official Use Only) = |
2 Exempt Description (Optional)
] i 4) Click $ave when
1) Select appropriate S~ 3) Add file description, fi)nished
file to upload if desired =
| Save & Uplesd Again |

b. Emergency Response and Training Plans:
i.  Select “Start” under the Emergency Response and Training Plans section to
upload the corresponding files.

Facility Information ACCEPTED Apr. 5, 2112 st ™

|| Business Activities @
[ Business Owner/Operator Identification (=)

Hazardous Materials Inventory’ © DRAFT Aug. 30, 2012
[E] Hazardous Material Inventory (9] | Add Msterisl | (=] @ Review Needed | Discand
@ Site Map (Official Use Only Document MNeeded | Mew |

'@ Discard Draft Submittal

[ Emergency Response and Training Plans NOT APPLICABLE Apr. 5, 2012 | Strt® | NotAppicable ]

[ Emergency Response/Contingency Plan: Provided to Regulator
|% Employee Training Plan: Provided to Regulator

Version 2.10.0100 | Enhancements | CERS Central Diagnostics | Conditions of Use | Privacy cy | Contact | Help
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ii.  Onthe next screen, you’ll see “Document Options” on the left-hand side with six
different ways you can submit a document. Choose one of the following:
1) Upload Document(s): Click “Choose File” and select the appropriate plans from your

computer to upload. You may choose to edit the document title or add a description.
Click “Save & Finish” when you are done.

Document Options Document Upload(s)
‘ —Upload Document:
© Provided in other Submittal Element Mo file chosen
Provided to Regulator Date Authored (Required) Document Title (Required)
() Stored at Facility 2112302013 E Emergency Response/Contingency Plan
) Exempt Description (Optional)
4
2) Public Internet URL: If your ER Plans/Training files are maintained online in a public
domain (i.e., non-password protected), enter the web address in which the links to
these documents may be accessed. Click “Save”. Note: check with your local
regulator to ensure this is a viable option for your CUPA.
Document Options Available at a Public URL

* : “You many use this option if acceptable by your local regulator AND if the document is publicly
‘ available on a non-password protected location on the Internet. Enter a web address (URL) that either
U Provided ubmittal Element links directly to the document, or links to a page that can be quickly scanned to find the link to this
) Provided to Regulator document.
() Stored at Facility Public Internet URI &
- Exempt http://

= 3

3) Provided in other Submittal Element: If you've already uploaded your ER/Training
Plans into CERS, indicate which section they were included in and add any relevant
comments, such as the date they were submitted, in the box below. Click “Save”.

Document Options Supplied Elsewhere in CERS

Upload Document(s) If requirements for this supplemental documentation can be satisfied by another document you have

2kl st LD provided in CERS, please indicate the submittal element where the doucment can be found and
‘ provide the submittal date or other comments to assist your regulator in locating this decument in

O egulator your current/previous CERS facility submittals.

() Stored at Facility Supplied in Submittal Element...

&) Exempt @ Facility Information

©) Hazardous Materials Inventory
) Emergency Response and Training Plans
Indicate submittal date or other explanation...

= ST o

11




4) Provided to Regulator: If you previously submitted the files to your regulator and
they were approved, indicate the date they were submitted in the box below and
click “Save”.

Document Options Stored at Regulatory Agency
_' Upload Decument(s) If previously approved by your local regulator, you can use this document option to indicate the
£ F'ubl_ic Int_ernet URL document(s) has been provided to the Regulator. Enter the date the document was provided.

guided in othe poittal Element DateProvided
9 Provided to Regulator

) Stored at Facility

) Exempt ] ﬁT

5) Stored at Facility: If the files were previously approved by your local regulator, you
may use this option and indicate in which facility these documents are stored. Then
click “Save”.

4/4/2012

Document Options Stored at Facility

_' Upload Document(s) If previously approved by your local regulator, you can use this document option to indicate the

) Public Internet URL document(s) is stored at one of your Facilities. Indicate the facility where the document(s) is stored.
_ Provided in other Submittal Element Select Facility...

Select Facility |Z|

= S o

6) Exempt: If you feel your facility is exempt from submitting these documents, enter a
short explanation of why in the box below and click “Save”.

Document Options Exempt

) Upload Document(s) Select this option if you feel you are exempt from this document upload requirement. Please enter a

) Public Internet URL short explanation of why you feel you are exempt in the space provided below. If the regulatory agency
_' Provided in other Submittal Element does not approve of the document exemption, the submittal element will be rejected.

) Provided to Regulator Comment

ared at Facility
—) /
= e

c. If facility has Underground Storage Tanks, select “Start” and answer the questions.
Select “Save” when finished.

i.  Afacility cannot make a UST submittal without entering a valid (8-digit beginning
with 44) Board of Equalization (BOE) number. This number is required for any
facility containing petroleum products in a UST.

ii.  Cal/EPA designated the “dummy” number, 44000000, for any facility that has
USTs containing only non-petroleum products. Eventually, CERS will be modified
so that facilities containing non-petroleum USTs only will not be able to enter a
BOE number.

iii.  If you do not have BOE number and require one, call the BOE at (916) 322-9669
or write them at: State Board of Equalization Fuel Industry Section, MIC:30 P.O.
Box 942879, Sacramento, CA 94279-0030.

12



2. Managing Business Organizations

e Organizations allow a set of users to manage multiple facilities owned/operated by single
business. Organizations typically are corporations or other legal entities with multiple
facilities.

e Every facility belongs to only one organization.
e Every CERS2 business user must be associated with at least one organization.

Home Submittals Fadilities

Add Facility People/Users Contact Your Local
iTyou are new 1o CERS. ormust 0u can allowimanage olher Regulator(s)
2ad new e Acd N People in youT BUSINeSs who -\!}' Find contact infarmation
Facility pages wi e you get nieed o view or edit your = For your taciity's local
u starled comectiyl facility reparting FEQUISTONS)
your previcussy added :

facilty(s).

CERSID £ Faciity Name 4 Address

10138655 A-Z Services 123 Zxy, La Jolla 92093

P Occuneaon
® Now Business A-Z Services with a new Facility A-Z Services has been added Feb 24, 2012
L] |1 [5& B Page 1 |of 1 Displaying tems 1 -10of 1

ditions of Use | Privacy Policy | Contact | Help

I.  User Accounts
a. If you are an existing user and you cannot login, select “Forgot your username” and
enter the registered email. If you have your correct username, you can select “Forgot
your password”. You should then receive an email on how to reset your password.

b. Be sure to keep username, password, and also the security question somewhere safe in
case it slips your mind.

c. Tochange your account information (i.e., username, first & last name, email address,
security question and answer, password and password protection phrase):

(i) Click on “[Your Name]’s Account” at the top of the CERS Business Home page.

California Environmental Reporting System: Business [Your Name]'s Account SignQut Tools Reports Help

CERS Business

Select Your Business

Add 3 new fadility/business

Below is a list of all businesses (not facilities) associated with your CERS Account. Select one of the businesses below to view its facilities.
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(ii) Click on “Edit My Profile” (for username, name, email, security question or phrase)
or “Edit My Password” (for password only)

Summary Account Summary

My Profile
eneral Informatic
My Password Full Name Ermail
My Notifications
Username Last Sign-in Humber of Sign-In's
Sign-In History
Account Established Un

(iii) Update desired fields and click “Save”

My Account » Update Profil

Summary Edit My Profile
My Profile

—Your ldentification Informati
My Password

Your CERS Username uniquely identifies your account when you sign in to CERS. You will be alerted if your proposed username is
already in use by another CERS user.
+ Canbe from S to 18 characters in length.

Sign-In Histo « Caninclude letters and numbers; no spaces, punctuation or special characters.
=2ign-in History + Must be different than your password.

Username &

First Hame Last Name

Email Confirm Email

My Notifications

—Security Questi

If you farget your password, we will ask for the answer to this security question to reset your password.
Security Question & Answer &
—Select-

—Password Protection Phrase

To help protect your password, please enter a phrase of your choice. This will be displayed when you are prompted for your
password. If you don't see your phrase, don't provide your password!

K |Your Phrase & ‘

Il. My Business

Go to “My Business” located at the top right corner of the page and select one of the options
you wish to manage.

Calil seniia Envirenment al Reportisg Syabemn Business Mo Uet's Apopad 5o Out

i Be0hts - Hin

CERS Business Subiittaky Comgpliance My Business

- - Peaple
M}I’ Account: w User ge People

el

Summary

By Ponfile

Genaral Inlarmation
By Pepword Full Mane  Emed

r'wu_'&rm
Wty Motiflcatinm u:"“"lm‘mh e} s
Simndn HE newse 342017 1008 AM bo e CERS Businass Pordal 18
Signin History
Metout Esiabdished On
A S201 2 B3 AN

ErTr——

[ T 1

S A3t anTy
Traening Facikty Cou il PhinnsTitly

Pyariasrors Luad Laam
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a. Manage People
A user can belong to multiple Organizations (e.g., consultants)

A user’s security rights applies to ALL facilities associated with an Organization

]

o

o

Viewer: View facility information (read only)

Editor: View/edit facility information (no submit)

Approver: View/edit/submit facility information

Lead User:  View/edit/submit facility information plus manage the
Organization’s users.

{:E R S Bus [n B8ss Submitials 2 2 Compliance

Summary

quel:

Aetian R!guir:d
Notifications
Email Histary
REELHSEGI’!—
Managg Facilities

he infermation below is shared by other Organizations, Requaters andfar Imked to an Accaunt

| Identification Information
|
1
|

Full Mame Email
|Add Person Edf Ap@email.com Edit
1
r—Additional Information for UC SAN DIEGC-
@ This infarmation for Add Parson  is specific to. My Business
I Phone Title
|

I-—a\ccnunt Information
| ¢ | Status Username Last Sign-in Activity

Lead Users User can parfarm all of the above and add, remove, and otherwise manage the CERS
Organization's users and facilities

Vigwars User may anly viaw tacility repons (read anky)
Ediilors User may addiedit facility repons, bl cannol submil repoms 1o regulators.
i Approvers User may view, edit, and submit facility reports to regulators.

-

Select an existing user to edit

Select “Add Person” to add someone to your Business. Enter their email and
select “Continue”. Then, enter their full name and their phone number and title
if possible. Be sure to check a role under “Permission Group” for this person and
select “Save” when finished.

Select “Delete” to delete an existing user

As a consultant, you can be added as a user to as many business organizations as
necessary but CERS cannot create an organization for you as your facilities are
not owned by your firm. As their consultant, they would add you (or they could
request us to add you when they first create their organization) as a user with
Editor, Approver, or Lead User permissions, depending on their needs and your
services.
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b. Manage Facilities

C.

iv.  Facility Transfer
You can request your regulator to approve transferring one of your facilities to a
different business. This is normally used to help businesses aggregate all of their
reporting facilities under a single CERS business, typically because of changes of
ownership or duplicate business records.

a) This allows you to place facilities into your organization that are currently not
associated with your business. For example, there are many facility files that
were migrated over from CERS1 (and Unidocs before that). These were all
migrated as is, so they were assumed by CERS1 to be a business with only
one facility. You could now transfer the files that are not currently in your
business organization to the correct organization.

v.  Merge Facilities
You can request your regulator to approve merging duplicate facilities’ records for your
business if reporting/submittals have already been performed on one or both facilities.
Facilities can only be merged into another facility for the same business/organization.

vi.  Delete Facilities
You may request that your regulator delete a facility if you have never reported on this
facility. Facilities with submissions would normally be merged into another facility.
Contact your facility's local regulator if you have an unusual situation that can't be
handled using the Transfer, Merge, or Delete options described on this page.

vii.  Archived Facilities
View any facilities previously reported in CERS by your business but which are now
owned/operated by some other business. This would normally be facilities transferred
out of your business at your request or by your regulator due to a owner/operator
change for the facility.

Select Business
a) To add a new Business organization, click “Select Business” from the “My
Business” drop-down menu.
b) In the next window, click the button “Add a new facility/business”
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3. Helpful Tips
I. Getting Help

a. CERS Business website is an interactive online managing tool. Users often need to

correspond with certain requirements in order to proceed. Make sure to check emails

and notifications and complete the required tasks.
b. Two most useful tools at the bottom of the website:
0 Request Technical Assistance: cers@calepa.ca.gov
0 Local regulator(s): https://cersbusiness.calepa.ca.gov/Tools/Requlators

C E RS B us | ness Submittals Facilities Compliance My Business

[ Tools:
Haome 2»

@ Instructi Ip

This page lists the hasic contact infarmation for all CUPAs (Cerdified Unified Program Agencies) and PAs (Padicipating Agencies) in Califarnia. The E-Submissions
column an the right indicates ifthe regulator is currently accepting electronic submissions through CERS. Regulators are not mandated to reviewdaccept electronic
submissions in CERS until January 2013, and may reguire facilities to perform their reporting an paper forms during 2012,

Hame ﬂType YIAcIcIress YIF’hune ‘i’lounlact E-Submissions? ¥
Alameda County Environmental Health CUPA 1131 Harbor Patanay, Suite 240 (510 dehalamedace s@acgow.org Web Mo
Alameda, CA 94502-0577 5575700 Site
Alharnbra Fire Departrment P&, 301 North First Street (526) Mo
Alhambra, CA 21801 5705100
Alpine County Health Departrment CLUPA | 75-B Diamond Walley Road (530) dlampsen@alpine countyea.qow Yag
Matkleeville, CA 95120 5042146
Arnador County Environmental Health CUPA | 210 Court Street (208) ACEH@co.amador.ca.us Mo
Jackson, CA 95642 2235439
Anaheim City Fire Departrnent CLPA 201 South Anaheim Boulevard, Suite 200 |(71<) Jowhite @anaheim.net Ma
Anaheim, CA 92805 7654000
Bakersfield City Fire Departrnent CLPA 2010 H Street (EE13 otpe finsi@b ake sfieldfire.us Yes
Bakersfield, CA 03301 326-30740
Technical Assistance Request >

In arder for us to provide those most effective and efficient service, please fill out the form below. Please
include as much detail as possible about 5 problem or issue you are having, including any peritinent
information (CERSID's, Regulator Mame, Submittal Element, Business Mame, etc).

—Help Ticket Information

Your Hame Your Email Address Your Username

Tod Ferguson  tergusong@ucsd.edu tferguson@ucsd.edu
Current Url

https fcersbusiness.calepa.ca.gowTools/Regulators
Current CERSID

10154999
Your Browser Information

Firefox 3.0 an WinxP
Phone Humber (optional, if yvou want to be called back)

I=sue Description (Be specific pleasea)
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Il. Tools

Q

Be sure to check out “Tools” at the top of the page for help.

b. Be sure to contact your local CUPA first to answer questions or resolve problems. If they
cannot help, they can forward your question/problem via email to the CERS Help
Center.

Califoenia Environmental Reporting System: Business HEW_U“"‘ focount  SionOut  Tools ” Reports Help

CERS BUSinESS Hame Submdttals Facilities Campliance My Bissiness

Unified Program Regulators Listing Upload Draft Inventory Data for Multiple Facilities in My Business
& ligting af canbact infermasan for all Unitied Pragram Cedifisd Unilisd Pragram Agencisc (Auiahle 02 2013
(OUPAS]Y and Padispating Agenoes (Pas) Upload diztl Hazardous atenal syensan far mulliple faoilSes, Vou oIn ohodse 5

cwsnwibs ar appand yaur uploadsd daba is any sxitSing draH iresrdcdan.
Husinessrganization Lisling
Saaich & lsting of all buginesi in CERS, and ragquast aceas b yaur
besinERTIgENIT I

CERS Chemical Library
Wi seaich, and domnlead the chemisalfmaiesal informatien Jvailable in e CERES
Chamical Likeary

LCERS Wiolatien Lilary

Wies, pearch, and damnload the vialalion isfarmation seailashs in the CERS Vialation
Linrary.

Four Birow s

CERS ned quils locking right, o having alhan piaklams? Uie Sid le page Lo idantdy you
teameer sotiuane beloe cemmunicaling with CERS Technical Suppor

Il. Reports

a. Clicking on “Reports” in the upper right-hand header allows you to search regulator
listings, as well as download your submitted facility data as Excel files.

California Environmental Reporting System: Business i Account  Sign Qut  Tools ports ) Help
-,
CERS Business Compliance My Business
@
Reports
Home » Reporis
Unified Program Regulators Listing Dowinkoad Submitted Inventories for All My Facilities
A listing of contact information for all Unified Program Certified Unified Program Agencies Downlead a Microsoft Excel spreadsheet of submitted Hazardous Material Inventory data
(CUPAS) and Participating Agencies (PAs). for all of the facilties associated with your currently selected Organization.
Unified Program Local Reporting Requirements Listing Dowvinkoad Facility Information for All My Facilities
View/search/download local reperting requirements for all CUPAs statewide. Download a Microsoft Excel spreadsheet of faciity name, address, contact, and
business activities data for all of the facilities associated with your currently selected
You may also want to review the CERS Tools page. Organization.

b. If you select Unified Program Local Reporting Requirements Listing, you may search by
keyword or regulating agency to see if your local CUPA requires additional documents to
be submitted that are not included in CERS.

c. By clicking on either “Download Submitted Inventories for All My Facilities” or
“Download Facility Information for All My Facilities” you can view all your submitted
facility data at once in an Excel file. This is useful for ensuring all pertinent fields are
correctly completed, match consistency through multiple facilities, or simply to keep a
copy of your CERS business information for your own records.
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IV. “Home” page

a. If user has two or more business organizations, select “User’s Account” on the top right

corner to view all business organizations. These users would typically be consultants
with multiple clients.

b. When inside a business organization, selecting “Home” will take you to the facility
within that business organization.

m-:w:-L;u:d i.I.-nrr

California Enviromment al Beporting Sysiom: Business ‘ Maw beet™s joroipd  Soniuf ook
CERS Business
My Account
Hofds A Ny AL
S
Hy Paalile
General Informatinn
By Passwoari Full Mama Ermad
My Houllcatboms ikt TSN WO
Unpimams | esf Shon in Baenibor of Signin's
Slmndn Hisir Reiasd 34000 2 10:0E AM bo e CERS Business Pordal 18
=g WY
Actount Ewlabishad On
IS0 20 AN
| iy Huminess ]
e L "l
RS S AETY
EE=ER Trening Facily Cas B51 PhiagT

L st 5 Sigjm.loe (10 Toaal)
. .f-' T _.f

V. Web Browsers

CERS is designed for standard-sized screens using relatively current web browsing software
(e.g., Internet Explorer 8+, FireFox 3.6+, current versions of Google Chrome or Safari). Some
CERS features may not work on older browsers, and CERS is not designed to be effectively used
on smaller display devices (e.g., mobile phones, etc.).

VI. Printing

a. Viewing and printing some CERS reports requires relatively current PDF viewing
software (Adobe Reader 8+).

Click on printing icon 1 on the left side for CERS Printing tips if needed.

c. To print inventory files and other submitted forms, go to the page that you want to
print, Select “File” on left top corner and select “Print”. Before printing, it’s helpful to
select “Print Preview” to see what you will get when you print. If the page does not
show correctly the way you want it to be printed, select “Page Setup” under “File” and
check the setting that is compatible with your browser and printer.
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Firefox

If right edge of your form does not print on the page, select "Shrink-to-Fit" from
the Page Setup menu. If certain page titles or other text is unreadable, select the
"Print Background Colors and Images” in the Page Setup menu.

Page Setup &3
Format & Opticns | Margins & Header/Footer

Format

Orientation: @ Portrait Landscape

‘:G Shrink to fit Page ﬁ-dlD
Opticns
Q Print Background (colors & -magﬂD

Scale:

Cancel

——

Google Chrome
Ag of December 2011, Google Chrome does not suppart printing background
colorsfimages. It appears to default to a Shrink-to-Fit mode.

VII. Data Recovery

£

Internet Explorer (IE) 8 and 9

If the right edge of your farm does not print on the page, try selecting "Shrink-

to-Fit" from the Page Setup menu as shown below.

If certain page titles or other text is unreadable, select the "Print Background

Colors and Images” in the Page Setup menu.

IE9 Page Sety,
' P~ GX%:I

u
4 Print... Ctrl+P Print ’
b Print preview... File 3
é Faqesetup Zoom (100%) 3
Safety 3

View downloads Ctrl+)
Manage add-ons
F12 developer tools

Go to pinned sites

Select "Page
satup...”

f Internet options
e
- t hility!
""Ea‘ "‘g}g’[‘ﬁl‘_ IE‘!" About ]nlerr? :1 Exprlrer
IES Page Setup

» 8 4] x |49 coogie

# Prnt. Ctri+P

Che Prant Previgw..

‘| Select "Page
Setup..”

]

B | 5 Page Setup...

How to recover data overwritten by CUPA data seeding — this only applies when a user

has already entered data into CERS but not yet submitted (aka draft data), and their

CUPA has seeded data into CERS from their local database.

a. Thereis a document recovery feature in the Tools section of the CERS Business
Portal. Click on “Tools” in the upper right heading.

b. Inthe Tools menu, click on “Search Your Draft Submittals Replaced by Regulator

Seeding”.

c. Note that submittals rejected by your CUPA, or documents you’ve uploaded but did

not submit, may be lost permanently. It is highly recommended to keep back up

copies of all submittal documents for your own records.
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4. CERS Conditions of Use

| agree to protect my CERS Account password and not share it with others. If my
account is compromised, | will contact CERS Technical Assistance: cers@calepa.ca.gov
immediately.

| understand when | am using the training version of CERS that any data is not
permanently retained or backed up, and CANNOT be moved into the production version
of CERS.

| understand any data in the training version of CERS is publicly available (to facilitate
learning opportunities for myself and other CERS users), so | should not enter sensitive
facility data into the training version of CERS.

| will only upload documents as required by CERS or my local regulator(s). Any
document | upload will be as compact as possible, will not exceed 25MB is size, and will
be free from viruses or other malicious elements.

| understand | should NOT use my web browser's "Back" button while using CERS--doing
so may result in duplicate records or other problems.

| understand that CERS is designed for standard-sized screens using relatively current
web browsing software (e.g., Internet Explorer 8+, FireFox 3.6+, current versions of
Google Chrome or Safari). Some CERS features may not work on older browsers, and
CERS is not designed to be effectively used on smaller display devices (e.g., mobile
phones, etc.).

| understand viewing and printing some CERS reports requires relatively current PDF
viewing software (Adobe Reader 8+).

| understand CERS is generally available 24 hours a day except 1) the last Thursday of
the month from 2-3pm, 2) occasional Saturday mornings, 3) other planned times
noticed in advance on the CERS home page.

Facility- “Unified program facility” means all contiguous land and structures, other
appurtenances, and improvements on the land that are subject to the requirements
listed in subdivision (c) of section 25404 of the Assembly Bill No. 2286.

Organization-The “Organization” entity is a new CERS concept allowing businesses
and/or regulators to manage a group of one or more users (CERS-Keys) to administer a
collection of one or more facilities. Organization is roughly synonymous with the term
“Business” although Organizations can also be government agencies, non-profit
organizations, and other entities that own/operate regulated facilities.

Chemical Location (inventory field 201) - Building or outside/adjacent area where
hazardous material is handled. A chemical that is stored at the same pressure and
temperature, in multiple locations within a building, may be reported on a single page.
NOTE: This information is not subject to public disclosure pursuant to HSC 25506.
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