New Jersey Department of Environmental Protection
Division of Water Quality
Bureau of Pretreatment & Residuals

DENTAL FACILITY

REGISTRATION MANUAL

FOR

NEW REGISTRANTS

This manual is for dental facilities that HAVE NOT previously registeed.

This manual contains the instructions to complete the account segigttation and certification process for
dental facilities that generate amalgam waste. Fouskes’ convenience, actual screen-shots are included in
this guidance manual.

Account setup is a one-time process, and will allow multiple registrations ardatene

Registration and certification must be completed annually for @actal facility that generates amalgam waste
through placement or removal of amalgam. To complete this regiat@ocess, you will need the following
information:

the make(s) and model number(s) of the installed amalgam separator(s); and
name(s) of the licensed recycling contractor(g)nifalgam has been sent out for recycling.
As they become available, please record the following, which you will meddtéire renewals:

your chosen password and user ID and your assigned certification PIN
the system-generated registration number for each dental facility youowestister.

August 17, 2009

Contact the Bureau of Pretreatment and Residuals at 609-633-3823
if you need additional assistance.



DENTAL FACILITY — REGISTRATION & CERTIFICATION

Set Up and Initial Login*
In order to register and certify under the Dental Amalgam Program, m@&POnline at
http://www.nj.gov/dep/online
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‘Welcome to New Jersey Department of Environmental Protection's (NJDEP) Online Business Portal

In an effort to ceordinate with other State services, the NJDEP Online system will now be accessed via the myNewdJersey Portal. The myNewdersey site is a portal which gives
you direct access to a variety of online resources and lets you customize New Jersey web content based on vour personal and business preferences. You will be required to have
a myNewdersey Portal account in order to access XJDEPs online services. You will also be able to use this same myNewdJersey account to access other services provided by
other New Jersey Departments.

Already a registered user?

[ Log in to NJDEP Online

Some NJDEP Online services have

Please review and complete the following action items to request access to NJDEP Online via the myNewJersey portal: associared fees. 4 Visa, MasterCard,
Discover, American Express credit card.
oravalid checking accountis required

NJDEP Online New User INSTRUCTIONS for online paymencofthe required fees.
—

Please read the instructions thoroughly before continuing with the action items below. Instructions will open in a new window so you can print them or follow along. Note: For use with Mozilla Firefox 2.0 or
higher or Microssft Internet Explorer 6.0
. . . R . . or higher.
If you do not have Adobe's free Acrobat Pdf reader please download it here in order to read or save the instructions.
NEW USERS Request Access to NJDEP Online

Please see instructions above.
Registered and Non-Registered Services:
NJDEP Online offers two different types of online services, Registered and Non-Registered.

Registered Services require users to create a NJDEP Online and myNewdJersey account: Non-Registered Services do not require NJDEP Online or myNew.Jersey account creation and can be

accessed without logging in:

& View Registered Services (You must be logged in to use these services)
#® Payv an Paper Invoice (Certain inveice types are not available for online payment)
* Documents and Forms

We welcome comments and suggestions regarding additienal functions. Address vour comments and suggestions to us.

contact dep | privacy notice | legal 1 ibilif @
department: nideo home | about dep | indesx by topic | progrems/units | dep online
statavida: nihoma | citizen | business | govammant | sarvicas A to Z | departments | search
x
Done & € Internet ®100% -

Click on “New Users Request Access to NJDEP Online”

* |If you need to log in again_aftercompleting account setup on Page 4 of 11, use the procedure
explained in the Appendix.
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After clicking on the button labeled “New Users Request Access to NJDEP Otitieéollowing

screen appedts
Fig. 2

Complete the required information, then click on the “Request” Button.

The following screen appears:
Fig. 3

If you have a MyNewJersey account, complete Section A and click the “LinERJInline to My
Account” Button. This will allow you to reuse your current Log On ID and Passwor

Otherwise, complete Section B and click the “Create the new MyNewJscseynt and Link NJDEP
Online To It” Button. REMEMBER TO RECORD YOUR (CASE SENSITIVE) IDNER

PASSWORD.
(1) Screen pictures are cropped.
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The following screen appears, with some information already filled in.
Fig. 4

Complete any remaining required fields, indicated by an asteriskér),dlick on the “Add Contact
Number” button.

The following screen appears:
Fig. 5

Enter a Contact # Type (e.g., Work Phone), then click “Save”. You will be returned to\ttmipre
screen. Click “Continue”.
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The following screen appears:
Fig. 6

Click “Request PIN”.

The following screen appears
Fig. 7

A PIN will be e-mailed to the e-mail address you supplied. REMEMBER TORHELYOUR (CASE
SENSITIVE) PIN. Click continue. If prompted, click “Complete Setup”.

NOTE: You now have a MyNewJersey account and a DElhe Account.The nextime
you log in, use the login process in the Appendix.
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The following screen appears without the indicated boxes checked:
Fig. 8

Check the boxes for Dental Waste Registration — New and Dental Registr&emewal. Then scroll
down and click thé OK button. You will get a warning screen indicating that soncteseservices

require facilities. Ignore the warning and click the Done button.
Fig. 9

Click on “Dental Waste Registration-New”.
The following screen appears:
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Fig. 10

Read the instructions and collect any needed information, then click “Continue”.

The following screen appears, with some data filled in.
Fig. 11

Complete any missing “required” information (indicated by an aste@ask) click “Continue”.
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The following screen appears:
Contact Information — Fig. 12

Select “Insert From Existing Contact(s)” to obtain the Contact informat®nqarsly entered. Once the
information is populated, you may make changes as necessary.

Click “Save”.

Click on the “Facility Contact” tab and repeat this step. Click “Save” and then“Clontinue”.
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The following screen appears:
Fig. 13

S

‘ Responses‘

Required.

PR

If your facility generates amalgam waste throptdtement or removabf amalgam, then clickesto
the first question.

To select your dental practice, click on the appropriate practice. Tos®eethan one, press “CTRL”
key on your keyboard and click on the appropriate practices.

Click Continue.
Fig. 14

You may click icon to read
Dental Amalgam rule

Click the checkbox to accept the Terms and Conditions. The “Yes” button will then be enabled.
Click “Yes.”
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The following screen appears:
Fig. 17

Certify as appropriate and enter the information as required.
Click “Continue”.
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The following screen appears.
Fig. 18

Mini Pro

gress Window I

Click on the icon in the View column to read a summary of information you previoushg@nte
After reviewing information, click “Return”.

To make corrections, you will need to return to the screen in which the incorrentatiftin is entered.

Returning to a previous screen may cause data loss and require you to repstgps you made after
the screen in which the incorrect information occurred. To return to an earlier screen, click on the
corresponding button in the Mini Progress Window.

After reviewing your data, enter your Certification PIN and clickert@y”.

REMINDER: Record and save your Certification PIN for annual usage.

Dental Registration Manual for New Registrants Page10of 11
August 17, 2009



After you click “Certify”, the following will appear:

Fig. 20
Top and Bottom of Certification Page with Date and Digital Signature

-

Print a copy for your records.
Click “Return to Workspace”.

CONTRATULATIONS! You have completed the registration and certificatioggss. You may now
logout (click Logout near the top right corner) or perform other tasks withineviylrsey.
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Appendix
Troubleshooting

Log in Procedure After Establishing Account
If you are unable to complete registration in oitieng, but havecompleted account set
up, you must use a different procedure to log lmacko the system:

Log on at http://www.nj.gov/ . The main New Jersey web page appears:
Fig. Al

Click on Login.
Fig. A2

Enter your Log On ID and Password and click “Log On”.
Fig. A3

>

If necessary, click on the myNewJersey tab. Click the link DEPOnlineg®vices. This will open
the “MyWorkspace” tab shown in Fig. 9 on Page 5 of 11. If you scroll down on that tab, you will
see an area labeled “My Services — In Progress”. If you have started (but noniBhed) a
registration, it will appear here, and you can click on the underlined nurber in front of the

facility name to continue where you left off. If your application does noappear under “My
Services — In Progress” scroll up and click on “Dental Waste Registration New”.



