Basic guidance for using the online portal for thdiesel Retrofit Program

Start at http://www.nj.gov/dep/online/ by requesting access to NJDEP ONLINE

It of énvironmental protection
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: index by topic | programs/units | dop online
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‘Welcome to New Jersey Department of Environmental Protection’s (NJDEP) Online Business Portal

Version: 2.0
You are currently not Help | Lo

NOTICE: RPPR/P2 Plan Summary deadline has been extended to July gth REQUEST ACCESS TO DE
In an effort to coordinate with other State services, the NJDEP Online system will now be accessed via the myNewdersey Fortal. The -
Sieha i s il L 2 St b et el B i Already a registered user? Please enter the fields below to request an authorization code. This authorization code will allow you access ta registered services on the partal,
content based on your personal and business preferences. You will be required to have a myNewJersey Portal account in order to
access MUDEP's online services. Tou will also be able to use this same myNewJersey account to access other services provided by other *Contact Name:
Nepereey Phparimpnts, Some NIDEP Oniine seruices haue *Organization Name:

associatedfees d VisaMasterCard, * " .
Please review and complete the following action items to request access to NJDEP Online via the myNewJersey portal: |Disuoner, Amerienxpresseeditcand, E-Mail Address:

eravalidchecking accountis required

*Gonfirm E-Mail
— —— fov onling paymant ofthe nequivedeaz.
NJDEP Online New User INSTRUCTIONS -

Please read the instructions thoroughly before continuing with the action items below. Instructions will open in a new window so you | Note: For use wth Mozlia Firefox 2.0 or

2 * Required

it the fioll % higher orMicresoft Internet Explorer 6uo. - - -
Enter the required information '>
If you donot have adobe's free Acrobat Pdf reader please download it here in order to read or save the instructions. R « equest
e and click “Reques

« myMevJersey Authorization Codes are personalized based on each user's particular needs and cannot be shared and are for one-time use only.

Ton Codes are different from Carth g, Meither one should be used as your password. Authorization Codes are used within myNewJersey to gain

access to NJDEP Online. Certification PINS are requested W NJDEF Online under the 'User Profile tab.

1 ey ntice 1 laga statement 1 assessiitysttament (§)

e ——————— R departments nidep home | aboutdep |indsx by tepic | progzams/units |dspsaline
NEW USERS Request Access to NJDEP Online |citizen | business |zexvices Ato2 |zearch

Click “NEW USERS

Department of Environmental Frotection
P.

Request ) B e

Last Updated: fune 2, 2004

g.see instructions above.

Registered and Non-Regis (Y80 SEYVICes:

NJDEP Online offers two different types of online services, Registersd and Mon-Registersd.
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n d ponl"ne + m_:éf/ newjerse More information on myNewders: + W newjersey More information on myNEwJ?rsfg;pl
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1. Request access to NJDEP Online 2. Link Your NJDEP Online service to your myNewJersey account Use NJDEP Online 1. Request access to NJDEP Online
Uss this page to tell us about your myNewJersey account by picking one of the three choices below

2. Link Your NJDEP Online service to your myNewJersey account Use NJDEP Online
Use this page ta tell us about your myNewdersey account by picking one of the three cheices below:

A. | already have a myNewJersey account. Link it to my NJDEP Online information: A. lalready have a myNewJersey account. Link it to my NJDEP Online information:

Wy Log On 1D is | and my password is [ Link NJDEP Qnline to My Account My Log On D is and my password is Link NJDEP Online to My Account

If you al ready have E myN eWJerSey aCCOU ntFi ” Out B. I don't have a myNewJersey account yet. I'll create a new one now and link it to my NJDEP Online information:

Section A with your myNewJersey ‘Log On ID’ and o If you do not have a myNewJersey accounFill out Section

‘Password’ and click “Link NJDEP Online to My Acaco’ B with your desired ‘Log On ID’, ‘Password’, ‘Sedtyr
T 1 i henecets Question’, and ‘Security Answer’ and click “Crediés new

Last name |Contactname here Retype your email address | Adam lswiS@dep.state

_ myNewJersey Account and Link NJDEP Online Tc
* All items in B are required if you're creating a new account Your name and email address are filed in based on Step 1. but ignare them and use choice A instead

already have a myNewlJersey account.

u: hi C bel if 't b Log On ID - pl don't it th it
Use choice C below if you carit remember your Log On ID - please donit create another new account. se choice C below if you canit remember your Log On ID - please don't create another new accoun
) ) R infarmatian and be sure it t bef lick the Create Account button.
Review your information and be sure it correct before you click the Create Account button eview yourinformation and be sure its correct befare you click the Greate Account button
Croate s new myNewdsrsey Aceaunt and Link NJDEP Onlins To I
Create this new myNewdarsey Accountand Link NJDEP Online Ta It ] [ 2 £
- 't remember what it is.
C. 1 already have a myNewJersey account but | can't remember what it is.

Plese ez e ot o el s ot e s s ns s mlewtzsey com el oo | yoU- @lready have a ‘NJDEP Onling’ skip| ™ ™ i ampnahss s wies o
to page four. On the ‘My Workspace page
e - e -+ select ‘Configure Services’ and select the |exemtesenaiennertinse T tolmedmilewiore o e W0
Diesel Retrofit Program.




Setup your DEPOnline Account

nihome I citizen | business | government | services A to Z | departments njhome | citizen | business | government | services A to Z | departmants
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depiiment of environmental protection ) lonline depdiiment of énvironmental protection I Tontine
njdep home | about dep 1 index by topic | programs/units | dep online njdep home | about dep | index by topic | programsiunits | dep enline

Documents and Forms Generate

Generate

Version: 2.0
You are currently not logged in

Welcome MyNewJersey Portal user. Please provide the following information to create your RSP account. Help | Back to MyMNJ
CONTACT INFORMATION

Version: 2.0

You are currently not logged in.

Welcome MyNewJersey Portal user. Please provide the followin
DD CONTACT NUMBER

formation to create your RSP account. Help | Back to MyhT

2 - Add Contact Info | irst Name: Address Line 1: Note: Contact number must be entered without dashes. Ex: 5092922082
3 = o Middle Initial: S — Address Line 2: — P————
: — e ) = - ontac *Contact # Type:
Certification PIN * Last Nam Address Line 2: Number vp \Work Phane Number
) —_— N * Contact Number:  [oogzgzaose
4~ View Facilities Title: city: 5 ¥ Request

— Extensi
* E-Mail Address: state: New Jersey B Certification PIN

* Confirm E-Mail: Zip: 5 - View Facilities Comments:

Organization Name:

Organization Type:

=

Fill out the information ?

Note: At least one contact number is required

above and click “Save

You do not have any contact numbers, Click 'Add Contact Number' to add one.

L sintamant | accassititi sttamens ()

| about dep | index by topic | programsfunits | deponline

Fill out the info
required above and then click
“Add Contact Number”

Add Contact Number

ciizan | business ferviserator searen
Continue: Clear ettizen| ! !

Copyright B State of New Jersey, 1996-2n04
Department of Environmental Protection

Trenton, NJ oBbzs-oqoz

njhome | citizen 1 business | government | services A to Z | departments sAtoZ | departments

: njdep, /.
ment of énvironmental protection d otectio Tonline
njdep home | about dep | index by topic | programs/units | dep online
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Version: 2.0 Version: 2.0

You are currently not Iogged in You are currently not logged in

Welcome MyNewJersey Portal user. Please provide the following information to create your RSP account Help | Back to yhJ Wielcome MyNewJersey Portal user. Please jirovide the following information 1o create your RSP accoun. Help | Back to MyMJ
CONTACT INFORMATION REQUEST CERTIFICATION PIN

5 - add Contact Info * First Name: Diesel Address Line 1: [4071 East State Note: The certification PIN is currently required for the electronic certification of Air, Land Use and NIPDES programs
% - femuEst Middle Initial: Address Line 2: 3 - Request ONLY, Users certifying other program submissions may click on the skip button to proceed.

Sat fiestionlpi ¥ Last Name: User Address Line 3: Certification PIN_ o, clicking the "Request PIN' buttan a certification PIN will be emailed to you
4 - view Facilities Title: City: Trenton City (Mercer) 2 4 - View Facilities

Zip: [naoa0

* confirm E-Mail: [diesel user@dep.state.njus

organization Name:

Organization Type:

Select “Request PIN” et 1
wnnpisiz) Save the email you receive for the

—

statewridernihome |oiti:

wmecnanid last step in the submittal process

Eox 402

Note: At least one contact number is required

Phone Number Type Remave  Edit oo bz o40)
6092922052 Work Phone Number [x] & Last Updated: June 24, 2004
Clicking a column titigauill coxtthe tablo b

Click “Continue’




Setting up your DEPOnline Account

Click “Continue’ S

nidep home | about dep | index by topic | programsiunits | dep

Version 3.0
ou are currently aot logged in.
Welcome MyNewJersey Portal user. Please provide the following information to create vour RSP account. Hel

Pick the search you want to perform:

@ Retrieve only those facilities that match the search criteria

© Retrieve the sites and all of the site's facilities that match the search criteria
O Retrieve NJPDES Permit Numbers

(optional) Select NJDEP Program:
Enter either a *Facility ID or a Facility Name:
Faciity 0 3

* For NJPDES Facilities Use The NJPDES Permit Number

Facility Name:

Click “Complete Setup”

contact dep | privacy notice | legal statement | a

department: nidephome | aboutden | index by topic | prosrams/units | depenline

Back to M

/

Check the box for the
'Diesel Retrofit Program’
then click ‘OK’ tab

b | ciizan 1 businesa | govermmant | servioes A to 2 | departments [ Cramren]
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Welcome to New Jersey Department of Environmental Protection's (NJDEP) Online Business Portal

NOTICE: RPPR/P2 Plan Summary deadline has been extended to July oth

In an effort to coordinate with other State services, the NJDEP Online system will now be accessed via the myNewJersey Portal. The

myNewJersey site is a portal which gives you divect access to.a variety of online resources and lets you custornize New Jersey web) Already a registered user?
content based on your persanal and business prefsrences. Tou vrill be required to have a myMNewdJersey Portal account i order to
access NJDEPS anline services. Tou will also be abls touss this sate myNewJarsey account to aceess other sarvises provided by offger [ LoginHere |

New Jersey Departments.
SomeNIDED Online servicehave

<sociated fees. 4 Vise, MasterCan
evican Expre. s
oravahde v quired
foronline paument of the required fae:

Please review and complete the following action items to request access to NJDEP Online via the myNewJersey portal:

NJDEP O: New User INSTRUCTIONS

1 dih Bef th the acton itere el 1 il

=7

http://www.nj.gov/dep/online/

Your “My New Jersey” account has been created ard
can be reached at any time by clicking the “Loglere”
link, entering your account name and password hex
selecting “DEPOnline Services”

NJDEP Online offers tyro different types of anline services, Registered and Non-Registered
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Inventory Submittal:

Click “Diesel Retrofit Program” to
start a new inventory submitt

7

If you previously started a submittal
it will be listed under “My Services
in Progress” Return to this submitta
by selecting the corresponding ID

number

Click “Initial Inventory/ Cost Estimate

Submittal Selection: Select the button
next to the appropriate submittal type
and click continu

N

Fill out the Submission/Project
Name above and click “continue’




Adding Fleet location and contact information

Fill out the information above ':
and click “continue”
No PI ID is needed at this tir

Fill out the required contac
information and click the
‘next’ button.

V

—

Fill out the required contag
information or add|
information by using the
existing contact pulldowr
menu and click the ‘next
button.

N

Press continue when all
required contact
information is filled out.

N




Uploading the Inventory/Cost Estimate spreadsheet

Press upload

Select “Browse” and navigate tg:

your prepared and locked

BART or CCVS spreadsheet,
then press “Open”

Click “Continue”




Checking and editing your uploaded inventory

Read the information regarding
Hard Copy Attachments and then
click “Continue’

| =

__——

The information in your BART or CCVS spreadshdet
will appear n the “Master Vehicle List” at the top
the screen. The vehicle information can be edited p
this time if necessary. To add a vehicle; enter the
required information into the “Additional Vehicles
List” and press “Save Vehicle.”

When your inventory is correct press “Continue”

If you are required to submit
Hardcopy attachment Select
“Printer Friendly Version”




Printing the Hardcopy Attachments Cover Letter, uploading attachments, and certifying your submittal

If you have electronic

Print your “Hardcopy Attachments attachments select “Browse”
Cover Letter” popup and then Click and navigate to documents, then
“Continue” press “Open”

Select the blue ribbon to

Once you have selected the corre electronically certify your submittal
file, press “Upload” and then press

“Continue.”

If you have no documents to uploa?\
press “Continue.”




Certifying and completing your submittal

Review the certification
language, enter the
Certification PIN from your
email and press certify

=

Repeat the certification
process for the second blue
ribbon and press “Continu

=

To finalize your submittal
press “Submit.”

Your submittal is now complete




