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Reporting an HMBP when there are no changes

How to resubmit an HMBP when there are no changes from the previous year

This is a guide to help you quickly submit your annual Hazardous Materials Business Plan (HMBP)
Inventory Statement, Site Map, and if required, the Emergency Contingency Plan/Training Plan,
provided you have had no changes in the prior year. There are four basic steps, including logging in to
CERS, but the total submittal process should take approximately 2 — 4 minutes.

The sequence is different if you are required to report other information such as Underground Storage
Tank information or if you have had changes. If there have been no changes to this other data the
process can be almost as quick. Please contact your local CUPA representative if you need assistance.

Logging in

Go to cers.calepa.ca.gov. Follow the same process you would to go to or find any website. You
can copy and paste this URL into the URL Address field or you can enter CERS in the search field
and click on the resulting link to ‘CERS-State of California’. Shown below are example
screenshots for Internet Explorer, Mozilla Firefox and the Google Search Results.
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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)



On the CERS Central Home page, select ‘Business Portal Sign-in’

California Environmental Reporting System

CERS Central

_ Businesses Regulators
Businesses ’/Buslness Portal Sign In Regqulator Portal Sign In
Regulators » Business User Training « Training Portal Sign In
* Local Reporting Requirements = Regulator User Training
Help | FAQ's « Unified Program Requlator Directory = Unified Program Violation Library (Factshest)
Polic « CERS Chemical Library « CERS Data Reqistr
2 * Unified Program Internet Site * Unified Program Internet Site
Announcements = CERS Business User Group
Index CERS 3.0 Development and Implementation In late 2014, a CERS 3.0 Work group was formed by the Unified Program Data
Steering Committee (DSC) to identify and develop suggestions for enhancing the usability and electronic reporting capabilities of
EDT CERS. The CERS 3.0 Work group of eight 1 of over 75 rep from state and local
users (including envi and public interests), technical advisory groups, and data services vendors

Thus, the proposed CERS 3.0 enhancements represent the diverse aspects of implementing the Unified Program and electronic
reporting requirements. More Information.....

Enter your user name and select the ‘Next’ button. If you only use CERS infrequently, keep this
guide and your username and password for easy access in the future. This step and Step 4 are
necessary because under state law, you are responsible for the information being submitted and
this process confirms that it is you that is making the submittal. The process is very similar to
how you would access your bank account online.

CERS Business Sign-in

YOLII' Username . ,
| -

Forgot your Username or Password?

Enter your password and select the ‘Next’ button

CERS Business Sign-n

Your Password Protection Phrase
Enter password only if the phrase below matches what you provided in account registration.
Wish | were flyfishing

rYQUI’ Password )
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For additional CERS assistance contact your facility’s local regulator
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Selecting the Hazardous Materials Business Plan/Inventory Statement

Select either of the ‘Start Facility Submittal’ buttons

CERS Busl ness Home Submittals Fadilities Comphance My Business

Home:

Home

‘ Common Tasks

Start Facility T8 Add Facility 0 People/Users 7 Contact Your Local
Submittal Al 'fyouare newto CERS. ormust & You can allow/manage other - ; Regulator(s)
CERS will help walk you il add new facility(s), the Add paople in your business who (R Find contact information

through the forms and L Facility pages will ensure you get need to view or edit your for your facility's local
documents required for started comectly! facility reporting regulator(s).
your facility(s)

D —— === =—————a———or————==x
Facilities Add Facity. search... | ks

Facility Name T Address Y LastSubmittal T CERSID
o e g_rﬁ_ﬁm:_—-——- 260 Hamilton Ave, Palo Alto 94301 10/2/2015 10160774

Selecting the No Change option

Click on the ‘Create all HMBP Submittal Elements’ button

If there has been NO CHANGE in the HMBP submittal (Facility
Rsspansam'ammg Pians) since the last submittal, you may select the following butbon to prepare them

¥
L ,q- Create Al HMBP Submittal Eements

Facility Information

Confirm your submittal by selecting the ‘Confirm’ button

HMBP Submittal Elements Creation Confirmation
By selecting the Confirm button, you are certifying that:
e The information contained in the HMBP most recently submitted is

&\ complete, accurate, and up-to-date; and
e There has been no change since the last submitted HMBP Submittal

Elements
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For additional CERS assistance contact your facility’s local regulator
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Completing the Submittal process

Select the green ‘Submit Selected Elements’ button. Note that the all three of the boxes have
automatically been checked for the HMBP.

Submittal Summary: &
Home » ubmittal » S S mary (10 7
e R e O P e, o e e R e N P I - P S B W B - P L.

® Instructions/Help 8
Final Submittal Checklist

+ Does your Submittal include a Facility information submittal element?
Your submittals must always include a Facilily Informafion element with current business activities andwyeroperator forms. The "Submit Selected Elements” button below will be disabled if you have not
met this requirement You will need to return to the Prepare Draf Submittal page and “Start” one.
* Are you submitting all of the elements needed by your facility's regulator?
If you must submit multiple elements for your facility (e.g.. Inventory, UST), refum to Prepare Drafl Submitial to “Start” other el
# Is your CERS Account authorized to submit data to the Regulator?
The “Submit Selected Elements” button will be disabled if you CERS Account does not have "Lead Business User™ of "Approver” permis Stqg.
* Have you the Ci shown below?
# Select “Submit Selected Elements” below to submit information to your regulator.

qgnts, and then “Submit” all the elements atthe same time.

Confirm; Certify, and Submit Your Facility Submittal fements %
Certification Statement Based on my own knowledge and/or on my inquiry of those individuals responsible for obtaining the information, I, Dan Firth (CERS
Account username dfirth), certify on 10/2/2015 under penalty of law that | have personally examined and am familiar with the information submitted and believe
[he information is true, accurate, and complete

Facility Information

Information will be reported to Santa Clara County Environmental Health.
id Comment To Regulator

Hazardous Materials Inventory’ Ready To Submit {

Information will be reported to Palo Alto City Fire Department.
Add Comment To Requlator

Emergency Response and Training Plans Ready To Submit :
Tt b o s e i e e — . e

After you select the ‘Submit Selected Elements’ button you will see the following screen. This

screen confirms you have completed the submittal process. You can now print a copy for your
records, go back to your facility home page or the draft submittals page, or you can select the
‘Sign Out’ link to exit CERS.

“alifornia Environmental Reporting System: Business Build: 2.23.0006

CERS Busi ness Home Submittals Fadilities Comppliance My Business

B ———
Submittal Finished:

Home » ittal »  Submittal Finished (1

“You have submitted the following elements on 10/2/2015 to Santa Clara County

Environmental Health
\ e Facility Information

You have submitted the following elel

What's Next?
« Return to the Draft Submittal page.
+ Return to Facility Home

ts on 10/2/2015 to Palo Alto City Fire Department

Training Plans

For further information please contact your CUPA representative.
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