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INTRODUCTION 

This eNJRMP User’s Instruction Manual provides assistance for the electronic preparation and 

submittal of Risk Management Plans (RMPs) for covered processes regulated under N.J.A.C. 

7:31.  The eNJRMP application is designed to significantly reduce errors in submission through 

validations and checks of the various data elements.  Note that eNJRMP cannot be used for 

deregistering a covered process from the TCPA Program.  

This eNJRMP User’s Manual is divided into the following sections:  
 

 TOPIC Page No. 

I. Getting Started/NJDEP Online Account Registration  

 A. Obtaining a TCPA ID# 2 

 B. Designating a Facility Security Administrator (FSA) 4 

 C. Creating an NJDEP Online Account 5 

 D. Submitting a TCPA FSA Request Form 11 

 E. Requesting eNJRMP Access as an “Individual with Direct Knowledge” 14 

 F. Granting/Denying/Revoking RMP Access to an “Individual with Direct 

Knowledge” by the FSA 
 

18 

II. Using eNJRMP  

 A. Initial Submissions 21 

 B. Corrections and Resubmissions – General Discussion 23 

 C. Initiating RMP Corrections and Resubmissions in eNJRMP 25 

 D. Continuing with a Previously-Initiated Correction, Resubmission, or 

Initial Submission 

 

29 

 E. Entering and Editing Data in eNJRMP 29 

 F. Saving Changes, Error Checking, and Data Validation 36 

 G. Certifying and Submitting the RMP 40 

 H. Printing the RMP 42 

 I. Help Screens 44 
 

For questions or problems regarding eNJRMP, you can contact NJDEP staff by sending an e-

mail to the TCPA program at tcpa@dep.nj.gov.  In the subject line of your e-mail, specify 

“eNJRMP question.”   
 

This is the first edition of eNJRMP.  We welcome your comments and suggestions for 

improvements. 

  

  

mailto:tcpa@dep.nj.gov
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I. GETTING STARTED/NJDEP ONLINE ACCOUNT REGISTRATION 
 

A. Obtaining a TCPA ID# 

 

1. Before you can utilize eNJRMP for electronically submitting/accessing Risk 

Management Plans (RMPs), your facility must have its own unique 4-digit TCPA 

ID#.  If your facility already has a TCPA ID#, proceed to Section I.B. 

 

2. If your facility does not currently have a TCPA ID# (as would be the case for a 

facility that has never been registered with the TCPA Program), first obtain a 

blank TCPA ID# request form.  To access the form directly, click on the 

following link: 

http://www.nj.gov/dep/enforcement/forms/njrmp/TCPA_ID_request_form.pdf or 

type the address into your web browser. 

 

Alternately, the form can be accessed by first going to NJDEP Online at 

www.njdeponline.com and then left-clicking on the “Documents and Forms” link 

as shown below:  

 
 

 

 

 

 

 

 

 

 

 

http://www.nj.gov/dep/enforcement/forms/njrmp/TCPA_ID_request_form.pdf
http://www.njdeponline.com/
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3. The link will take you to a listing of documents.  The one you are interested in is 

shown as the “TCPA ID Request Form,” located under the heading “Toxic 

Catastrophe Prevention Act (TCPA).”  Left-click on the associated PDF icon to 

open the document. 

 

 

4. The TCPA Identification Number Request Form can be filled out electronically or 

printed and filled out manually.  Section A of the form contains your facility 

information, and Section B contains the name, title, contact information, and 

signature of the person making the request.  

 

5. After the form is completed, mail it to the address below (which is also included 

on the form):  

Attn: TCPA ID# Request 

NJDEP-Bureau of Release Prevention 

Mail Code 22-03D 

PO Box 420 

Trenton, NJ 08625-0420 

 

Alternatively, the form can be e-mailed to tcpa@dep.nj.gov with “TCPA ID# 

Request” specified in the subject line. The e-mail must be followed-up by sending 

in the original ink-signed hardcopy to the above address.  

 

6. Upon receipt of the form, NJDEP will review the request and either approve or 

reject it.  If approved, the requestor will be provided with his/her facility’s TCPA 

ID# via e-mail and a follow-up hardcopy letter.  (Similarly, the requestor would 

be informed of a rejection via e-mail and letter if that is the outcome of the 

review.) 
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B. Designating a Facility Security Administrator (FSA) 

 

Provided your facility has a TCPA ID#, the first step in accessing your Risk 

Management Plans (RMPs) via eNJRMP is to assign a Facility Security 

Administrator (FSA).  With only one FSA permitted per facility, she or he is 

responsible for granting individuals access rights for making changes and submitting 

RMPs via eNJRMP on behalf of your TCPA facility.  The FSA also has the necessary 

access rights to work on RMPs if they so desire.  The Department strongly 

recommends that the TCPA FSA be a member of the facility’s management who has 

the technical ability to work with the NJDEP Online and eNJRMP applications, an 

understanding of the contents of the RMP, and authority to grant and revoke access to 

eNJRMP for other designated personnel.  The RMP includes offsite consequence 

analysis data that is critical for Homeland Security, and the TCPA FSA plays a 

crucial role in maintaining the security of the RMP.  Initially, the TCPA Section 

Chief is the default FSA for all TCPA facilities. The FSA role will be transferred to 

the designated facility FSA after the Department receives a request from your facility. 
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C. Creating an NJDEP Online Account 

 

1. Once your facility’s FSA has been identified, she or he must then create an 

NJDEP Online account by going to www.njdeponline.com and left-clicking on 

the button labeled “Request Access to NJDEP Online.”  

 

NOTE: The steps in this section will initially be followed by the FSA, but will 

subsequently be followed by additional eNJRMP users as described later in 

Section I.E.  If the FSA and/or additional eNJRMP users already have an 

NJDEP Online account, they can skip this entire section (I.C).  The FSA can 

proceed to Section I.D, and any additional eNJRMP users with an existing 

NJDEP Online account can proceed to step 2 of Section I.E. 

  

 

http://www.njdeponline.com/
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2.  On the screen that is now displayed, enter your name (first and last) as the 

contact, your organization (company) name, and your e-mail address (must 

retype/confirm), and then left-click on the “Request” button.   

 

NOTE: If you do not currently have a myNewJersey account, it is strongly 

recommended that before clicking on “Request,” you write down a 

username/log on ID, password, and security question that will be needed for 

the next step because it has a “time out” feature, which will cause an error if 

you take too long to complete the page.  Passwords must be at least 8 

characters long, and chosen from at least three of these groups: lowercase 

letters, uppercase letters, digits, and other characters (except space, quotes, 

<, >, &, and \).  For example, Jdoeuser1# would be an acceptable password. 
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3. On the next screen, you must select one of two options. 

a. If you already have a myNewJersey account: 

i. Fill out Section A with your current myNewJersey username/log 

on ID and password. 

ii. Left-click on the button labeled “Link NJDEP Online to My 

Account.” 

b. If you do not have a myNewJersey account: 

i. Fill out section B with your desired username/log on ID, password 

(must re-type), and security question. 

ii. Left-click on “Create this new myNewJersey Account and Link 

NJDEP Online To It.” 
 

NOTE: Make sure you write down your log on ID, password, and 

security question answer!  If you forget your password and security 

question answer in the future, you will be required to set up a new 

account.   
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4. Enter your contact information and left-click on “Add Contact Number.”   After 

adding and saving at least one contact telephone number, left-click on “Continue” 

from the Contact Information screen. 
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5. On the screen that follows, select challenge questions and provide an answer for 

all 5 rows, and then left-click on the “Continue” button. 
 

NOTE: Each of the 5 challenge questions and answers must be different.  

Duplicates will not be accepted and will result in an error.  

 
 

 

  

5.7 
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6. You must now fill in the “Certification PIN” and “Retype Certification PIN” 

fields.  The PIN must be at least 8 characters in length, and contain 1 letter as well 

as 1 number or special character.  When finished, left-click on the “Continue” 

button. 

 
 

7. You will next be brought to the “My Services” page.  For now, left-click on the 

blue “Cancel” button on the lower right.  The actions required for this screen are 

discussed later in Section I.E. 

 

8. Upon completing account registration, you will be able to access NJDEP Online 

at any time by visiting www.njdeponline.com and left-clicking on the button 

labeled “Log in to NJDEP Online” within the box on the right side of the screen.  

(Additional details regarding the NJDEP Online login process are discussed in 

step 2 of Section I.E.) 

  

5.7 

http://www.njdeponline.com/
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D. Submitting a TCPA FSA Request Form 

 

1. Once the FSA has an NJDEP Online account, he or she must complete a “TCPA 

Facility Security Administrator (FSA) Request Form,” which will be used to 

inform the NJDEP that FSA privileges for your facility are to be transferred from 

the TCPA Section Chief (for the initial request only) to the individual identified 

on the form.  To access the form directly, click on the following link: 

http://www.nj.gov/dep/enforcement/forms/njrmp/TCPA_FSA_form.pdf or type 

the address into your web browser. 
 

Alternately, the form can be accessed by first going to NJDEP Online at 

www.njdeponline.com, and then left-clicking on the “Documents and Forms” link 

as shown below:  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.nj.gov/dep/enforcement/forms/njrmp/TCPA_FSA_form.pdf
http://www.njdeponline.com/
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2. The link will take you to a listing of documents.  The one you are interested in is 

shown as the “TCPA FSA Form,” located under the heading “Toxic Catastrophe 

Prevention Act (TCPA).”  Left-click on the associated PDF icon to open the 

document. 

 

 

3. The TCPA Facility Security Administrator (FSA) Request Form can be filled out 

electronically or printed and filled out manually.  Section A of the form contains 

your facility information, and specifically, your facility’s TCPA ID#.  (Note: If 

your facility does not have a TCPA ID#, you cannot proceed.  Refer to Section 

I.A for the steps required to obtain a TCPA ID#.)  Section B of the form contains 

the name, title, NJDEP Online user ID, and other contact information of the 

person requesting to be your facility’s designated FSA.  

 

4. After the form is completed, mail it to the address below (which is also included 

on the form):  

Attn: NJDEP Online TCPA Facility Security Administrator 

NJDEP-Bureau of Release Prevention 

Mail Code 22-03D 

PO Box 420 

Trenton, NJ 08625-0420 

 

Alternatively, the form can be e-mailed to tcpa@dep.nj.gov with “TCPA FSA 

Request” specified in the subject line. The e-mail must be followed-up by sending 

in the original ink-signed hardcopy to the above address. 

 

5. Upon receipt of the form, NJDEP will review the request and either approve or 

reject it.  If approved, the requesting FSA will be granted access rights and will 

receive an e-mail and a follow-up hardcopy letter stating such.  (Similarly, the 

requestor would be informed of a rejection via e-mail and letter if that is the 

outcome of the review.) 

 

6. Once the FSA is granted access rights, he or she must now do the following: 

a. If the FSA will be revising/submitting RMPs: In NJDEP Online, 

configure your services to include eNJRMP Submit (if not already) via the 

“My Workspace” tab as described in steps 2 through 5 of Section I.E.  

b. If the FSA will NOT be revising/submitting RMPs: Nothing further 

needs to be done at this time until a person requests eNJRMP access as an 

“Individual with Direct Knowledge” as covered in Section I.F.   

 

 

mailto:tcpa@dep.nj.gov
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Note that your Access Type and Status as shown in the “My Facilities/Program 

Interests” table on the “My Workspace” tab will be “Facility Security 

Administrator” and “Granted,” respectively: 

 

If you did not configure your services to include eNJRMP Submit (i.e., step 

I.D.6.b above applies), the area under the “Service Selection” bar would contain 

the line “You do not have access to any services.” 

 

7. If for any reason there is a need to change a facility’s FSA (e.g., retirement, 

transfer, termination, etc.), all of the steps in Sections I.C and I.D would need to 

be repeated for the newly designated FSA, assuming that he or she did not already 

have an account on NJDEP Online.  If the new FSA already has an NJDEP Online 

account, she/he would only need to complete steps I.D.1 through I.D.6 as 

described in this section. 

 

TO MAINTAIN THE SECURITY ASPECTS OF YOUR FACILITY’S 

RMP, IT IS IMPERATIVE TO PROCEED AS QUICKLY AS POSSIBLE 

IF/WHEN IT BECOMES NECESSARY TO CHANGE YOUR FSA. 

 

8. If a facility deregisters from the TCPA Program, the FSA’s privileges will 

automatically be transferred back to the TCPA Section Chief, who will then 

revoke RMP access from all current users via the procedure discussed in Section 

I.F.  

 

 

 

 

 

 

 

 

 

 

 

 

PETE’S CHEMICALS 5391 
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E. Requesting eNJRMP Access as an “Individual with Direct Knowledge” 

 

1. As previously mentioned, the FSA is the only person who can grant access rights 

to other individuals for making changes and submitting RMPs via eNJRMP on 

behalf of her/his particular facility (TCPA ID#).  For a person other than the FSA 

to obtain access rights, he or she must first create an NJDEP Online account (if 

they don’t already have one) as previously described in Section I.C. 

 

2. The next steps involve going to NJDEP Online at www.njdeponline.com and left-

clicking on the button labeled “Login to NJDEP Online” within the box on the 

right side of the screen (refer to step I.C.1 for a screenshot). 

 

NOTE:  This step, as well as steps I.E.3 through I.E.5 that follow, must also 

be completed by an FSA who will be revising/submitting RMPs. 

 

Because your NJDEP Online and myNewJersey accounts are linked together, the 

login screen for the latter will now appear: 

 

 
 

After entering the ID and password established during account creation, left-click 

on the blue “Log In” button.  (If you previously had a myNewJersey/NJDEP 

Online account, you would enter that ID/password combination.  If you just 

created an account via NJDEP Online as discussed in Section I.C, you would 

enter that ID/password combination.) 

 

 

 

 

 

 

 

 

 

http://www.njdeponline.com/
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3. When the next page opens, left-click on the “My Workspace” tab near the top of 

the screen: 

 
 

 

4. On the “My Workspace” page, left-click on the “Configure Services” button: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You do not have access to any services. 

5.7 

5.7 
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5. This will place you on the “My Services” page.  Left-click on the check box next 

to “eNJRMP Submit,” located under the heading “Toxic Catastrophe Prevention 

Act (TCPA):” 

 

Then left-click on the blue “OK” button located on the bottom right of the screen. 

 

NOTE: At this point, FSAs who will be revising/submitting RMPs are 

finished with this section (I.E).  After clicking on the “OK” button as 

described above, an FSA’s screen will appear as that shown previously in 

step I.D.6.  

 

The steps that remain in this section only apply to those persons requesting 

eNJRMP access as an “Individual with Direct Knowledge.”  

 

6. The “Program List for Services” and “My Facilities” bars will appear.  Initially, 

there will be nothing listed under “My Facilities.”  Left-click on the “Add 

Facilities” button: 

 
 

Toxic Catastrophe Prevention Act (TCPA) eNJRMP Submit 

5.7 
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7. On the “Facility Search” page that is displayed next, first make sure that the top 

search type (i.e., “Retrieve only those facilities that match…..”) is already 

selected.  If it isn’t, left-click on the radio button next to it.  Then, left-click on the 

arrow in the box next to “(Optional) Select NJDEP Program” to access the pick 

list, and left-click on “TCPA.”  Finally, enter your facility’s four-digit TCPA ID# 

in the field labeled “Facility ID.”  When finished, left-click on the “Search” 

button near the bottom of the screen: 

 
 

 

8. The results of the search will be shown similar to the example below:  

 

Left-click on the empty check-box next to the facility.  If you need to add more 

facilities to your profile (not typical), left click on the “Add More Facilities” 

button and repeat step I.E.7 and this step as many times as needed.  When you are 

finished selecting all of your facilities, left-click on the “Add Selected Facilities” 

button.    

 

 

 

 

5391 PETE’S CHEMICALS 

5.7 

5.7 
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9. The facilities you just selected will now populate the table “My 

Facilities/Program Interests,” which is displayed in the “My Workspace” 

tab/page.  Newly added facilities will be indicated by a “Pending” Access Status, 

and the Access Type for all will be shown as “Individual with Direct 

Knowledge.”  When adding a facility, your designated FSA is automatically 

notified via e-mail of your access request.  Likewise, you will receive an e-mail 

if/when the FSA grants you access as an “Individual with Direct Knowledge” (as 

described in Section I.F below), at which point you will be able to edit/submit 

your facility’s RMPs via eNJRMP.  Below is an example of a Facility/Program 

Interest table where the individual (e.g., a consultant) has previously been granted 

RMP access for one other facility: 

 

NOTE:  If a requestor’s access is denied by the FSA, the phrase “No Access” will 

be displayed in the Access Type column for the facility of interest even though 

the Access Status will show “Granted.”  No e-mails are sent to notify requestors 

of access denials. 

 

 

F. Granting/Denying/Revoking RMP Access to an “Individual with Direct 

Knowledge” by the FSA 

 

1. As stated in step I.E.9, the FSA will receive an e-mail when another person 

requests access to his or her facility’s RMP through NJDEP Online.  It is the 

FSA’s responsibility to determine if the requestor is someone who should 

rightfully have access to facility information and be revising/submitting RMPs on 

behalf of the facility. 

 

2. After receiving notification of an RMP access request, the FSA must login to 

NJDEP Online and navigate to the “My Workspace” tab/page as covered in steps 

I.E.2 and I.E.3.   
 

 

PETE’S CHEMICALS 5391 Pending 
 

XYZ INC. 5123 

5.7 
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3. In the section labeled “My Facilities/Program Interests,” the FSA then left-clicks 

on the icon (which looks like a notepad and pencil) in the Manage Security 

column for the facility of interest:   

 

In the example shown above, the FSA for Pete’s Chemicals had previously 

received an e-mail stating that John Davis is requesting access to the facility’s 

RMP as an Individual with Direct Knowledge. 

 

4. The next page will show a list of all access requests (Available Users) as well as a 

list of users currently having access to the facility’s RMPs via eNJRMP (Assigned 

Users).  To grant access to a requestor, the FSA first left-clicks on the check box 

next to the name of the individual(s), and then she/he left-clicks on the “Grant 

Access” button.  The requestor’s name and other information will then be moved 

to the Assigned Users table, and an e-mail auto-sent informing the requestor that 

his/her access request has been granted. 

 

If, however, a request is to be denied, the FSA instead left-clicks on the “Deny 

Access” button and the requestor’s line of information is deleted from the page.  

PETE’S CHEMICALS 5391 

PETE’S CHEMICALS 

5391 

    John Davis   6090000000     John.Davis@petes.com     JOHNDAVIS1 

  6090000001     Sue.Smith@petes.com   Sue Smith     SUSANSMITH2 

5.7 
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As stated previously, no e-mails are auto-sent to inform requestors of access 

denials. 

 

5. If the need ever arises to remove a person’s access to a facility’s RMP (e.g., they 

change job roles, leave the company, etc.), the process is similar to that explained 

in the previous step for denying an access request:  In the list of Assigned Users, 

the FSA left-clicks on the check box next to the name of the person having their 

access revoked or removed, and then either left-clicks on the “Revoke Access” 

button or the “Remove” button, depending on the desired outcome: 

a. Revoke Access - Access for the role requested will be un-assigned and 

moved to the Available Users queue.  This option could be useful if the 

individual might need access to the RMP again in the near future.  

b. Remove - Access for the role requested will be deleted and the line of 

information will be removed completely from the page.    

 
 

 

 

 

 

 

  

 

 

 

 

 

  

 

 

 

 

 

 

 

PETE’S CHEMICALS 

5391 

  Sue Smith     SUSANSMITH2   6090000001     Sue.Smith@petes.com 

  John Davis   JOHNDAVIS1   6090000000   John.Davis@petes.com 
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II. USING eNJRMP 

 

A. Initial Submissions 

 

1. For the most part, initial RMP submissions are handled the same as RMP 

corrections and resubmissions, with the biggest difference occurring when first 

starting a new submission. If you are not dealing with an initial RMP 

submission, proceed to Section II.B.  

 

2. After your facility obtains a TCPA ID#, establishes an FSA with an NJDEP 

Online account, and sets up eNJRMP access to the appropriate individual(s) as 

discussed in Section I, login to NJDEP Online and navigate to the tab/page 

labeled “My Workspace” as described in steps I.E.2 and I.E.3. Underneath the 

“Service Selection” bar, left-click on the link for “eNJRMP Submit:”  

 
 

3. Next, choose your facility by left-clicking on the icon (which looks like sheets of 

paper) in the Access Facility column of the Facility Selection table.  Most 

individuals will only have access to one facility, but in some cases (such as with 

consultants, for example), you might have access to multiple facilities, which will 

all be listed.  (Note that the Access Type for FSAs will accordingly be displayed 

as “Facility Security Administrator” rather than “Individual with Direct 

Knowledge.”)  

 

 

 

 

ACME PLASTICS Trenton 

5.7 

5.7 
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4. The following screen will now be displayed for an initial submission: 

 

Click on the button labeled “Create a New Submission” to bring up a blank RMP 

template in eNJRMP (shown in part): 

 
 

5. You can now proceed to add information, edit, save, error check, submit, etc. as 

described in Sections II.E through I. 

  

ACME PLASTICS 

5402 

ACME PLASTICS 

5402 
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B. Corrections and Resubmissions – General Discussion 

 

1. The owner or operator of a facility must submit an RMP correction to reflect 

history information for a new accident, or a change in emergency contact 

information.  Additional reasons for submitting an RMP correction can include 

any of the following: 

a. A new data element is required 

b. An optional data element has been requested 

c. A clerical error needs to be fixed 

d. Additional information is being supplied 

e. A minor administrative change is noted 

f. A facility ownership change has occurred 

g. The executive summary is being revised 

A New Jersey RMP resubmission is required for any of the reasons listed below: 

a. 5-year update 

b. A process is no longer covered 

c. A newly regulated substance is listed 

d. A new regulated substance is present above its threshold quantity (TQ) in 

an already covered process 

e. A regulated substance is present above its TQ in a new (or previously not 

covered) process 

f. A process hazard analysis was revised due to a process change 

g. The offsite consequence analysis was revised due to a process change 

 

2. To simplify and shorten the process of completing an RMP correction or 

resubmission, eNJRMP provides the option to prepopulate all of the sections 

using data from the latest EPA submission or New Jersey/TCPA submission.  

Being that the user gets to select the source of prepopulated information for each 

section, you should consider which of the following three categories under which 

your facility falls to help you determine which data you should use to prepopulate 

your current eNJRMP submission: 

a. NJ-only facility:  In this case, you will not have the option of using EPA 

data.  You will therefore be forced to select the latest TCPA RMP 

information as the starting point. 

b. NJ and EPA RMPs same: You can pick whichever source of data you 

feel is the most appropriate.  In many instances, it will probably be 

advantageous to start with the most recent submission, whether it was to 

the EPA or to the NJDEP. (If you do select to prepopulate with EPA data, 

eNJRMP will use the latest NJ submission to prepopulate the New Jersey 

supplemental information fields in the RMP.) 

c. NJ and EPA RMPs different: Similar to 2.b above, you will be able to 

pick whichever source of data is the most appropriate.  In this case, 

however, you must use more caution in making your choices because you 

can actually end up creating extraneous work due to differences between 

the two programs such as: 

i. The regulated substance lists and threshold quantities for TCPA 

and EPA are not identical.  Therefore, there could be significant 

differences in your registered processes, chemicals, and quantities 

between your NJ and EPA RMP submissions.  This could 
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propagate to significant differences in the worst and alternate case 

releases, Prevention Program 3, and accident history sections of 

the RMP. 

ii. EPA still has Program Levels 1 and 2, but all New Jersey facilities 

are required to implement Program Level 3. 

 

(Note: EPA RMP data will not be available to prepopulate an eNJRMP 

submission until approximately 48 hours following the most recent EPA RMP 

submission.  RMPs must be submitted to EPA using the EPA’s online 

application, RMP*eSubmit.) 

 

3. Depending on whether you are completing a correction or resubmission, eNJRMP 

will not allow you to edit certain fields and/or records.  Although not an 

exhaustive list, below are some of the major editing differences between the two 

types of submissions: 

a. Corrections 
i. Covered processes cannot be added/deleted  

ii. Chemicals cannot be added to/deleted from the covered processes 

iii. Worst Case Scenarios cannot be added/deleted 

iv. Worst Case end point distances cannot be changed by more than a 

factor of 2 

v. Existing accident records cannot be deleted 

b. Resubmissions – most information can be changed for resubmissions, 

including the following:  

i. Covered processes can be added/deleted 

ii. Chemicals can be added to/deleted from the covered processes 

iii. Worst Case Scenarios can be added/deleted 

iv. Worst Case end point distances can be changed by more than a 

factor of 2 

v. Existing accident records can be deleted (Note: to meet the 

requirements of the TCPA rule, accident records that fall within 

the 5-year period covered by the RMP resubmission must not be 

deleted.) 
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C. Initiating RMP Corrections and Resubmissions in eNJRMP 

 

1. To begin an RMP re-submission or correction, first login to NJDEP Online and 

navigate to the tab/page labeled “My Workspace” as described in steps I.E.2 and 

I.E.3. 

   

2. Underneath the “Service Selection” bar, left-click on the link for “eNJRMP 

Submit:”  

 
 

3. Next, choose the desired facility by left-clicking on the corresponding icon (which 

looks like sheets of paper) in the Access Facility column of the Facility Selection 

table.  Most individuals will only have access to one facility, but in some cases 

(such as with consultants, for example), you might have access to multiple 

facilities, which will all be listed.  (Note that the Access Type for FSAs will 

accordingly be displayed as “Facility Security Administrator” rather than 

“Individual with Direct Knowledge.”)  
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4. An RMP Submissions listing for the selected facility will be displayed, from 

which you must then left-click on the “Create A New Submission” button.  Note:  

You will not be able to create a new submission if you currently have an 

RMP that is being edited, which will be indicated by the presence of a red 

diskette icon in the “Edit” column.  To continue editing a currently active 

revision, skip to section II.D.  
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5. The “Create New Submission” screen is now shown.  Here, you must select 

which type of submission (i.e., correction or resubmission) you are going to be 

creating by left-clicking on the appropriate radio button.  Next, you must decide 

whether you want to pre-populate your revised RMP with information from the 

latest EPA submission or the latest New Jersey/TCPA submission.  Simply left-

click on the box under the desired source for each section of the RMP.  Note: If 

your facility is not required to submit an RMP to the EPA, all boxes under 

the “Latest EPA Submission” will be gray and you will not be able to select 

them.  Refer to Section II.B.2 above for a more detailed discussion of importing 

the EPA and NJ-TCPA data.  

 
 

When finished making your selections, left-click on the “Create A New 

Submission” button at the bottom left of the page.   

 

 

 

 

 

 

 

 

 

 

  

XYZ INC. 

1000000000000 

5123 



 

- 28 - Rev. 2, March 10, 2017 

 

6. Your RMP template will appear, pre-populated with the EPA or NJ-TCPA data 

selected in the previous step (II.C.5).  The type of revision (correction or 

resubmission) will be shown in the upper right corner.  The screen shot below 

represents an example of a correction: 

 
 

You can now navigate to any section/field as necessary to make the required 

changes.  Refer to Section II.B.3 above for a discussion of what can be edited as 

part of an RMP correction or resubmission.  
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D. Continuing with a Previously-Initiated Correction, Resubmission, or Initial 

Submission 

 

If you want to continue editing an RMP that was started during a previous eNJRMP 

session but was not yet submitted, you can do so by first accessing your facility’s 

RMP Submissions screen.  The active revision will be shown in the top row, with a 

red diskette in the Edit column and a Submission Status of “In Progress:”   

 

To continue editing this version, left-click on the diskette icon to open its main 

RMP/Menu screen.  

 

 

E. Entering and Editing Data in eNJRMP 

 

1. Generally, to enter data in a blank text field that has no drop-down menu, simply 

left-click on the field and start typing.  If information is already present in the text 

field and you want to change it, you must first highlight the field’s contents by 

simultaneously left-clicking and dragging your mouse.  Built-in validations and 

error checks will alert you if an entry is unacceptable.  As an example, assume 

you need to change your facility’s EPA identifier.  The first step is to click on the 

“Enter Registration Information” button on the main RMP/Menu screen: 
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After the Registration Information screen appears, highlight the contents of the 

box labeled “EPA Facility Identifier:”   

 

 

 

 

 

 

 

 

 

 

 

Also assume you then accidentally type “zz” in the field and then left-click the 

mouse anywhere on the screen. (Note:  Left-clicking the mouse on any portion 

of the screen is preferred to hitting “Enter” after making an entry.  The 

latter can trigger irrelevant error and warning messages.) 

 

Upon doing so, a dialog box pops-up as shown below: 

 

After left-clicking on OK, you must fix the entry for the EPA Facility Identifier 

before eNJRMP lets you continue. 
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2. In many cases, the first step involved in adding information to a particular section 

that was previously unpopulated with data is to left-click on the section’s 

“Add…” button located on the main RMP/Menu screen.  For example, to add a 

Toxics Worst Case Scenario to the RMP, you would first click on the “Add A 

Scenario” button in Section 2: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After doing so, the following screen will appear: 

 

In this example, you would first need to left-click anywhere on the chemical of 

interest (which eNJRMP automatically pulled from the toxic chemical(s) listed for 

the covered processes in the Registration Section), followed by another left-click 

on the “Add Scenario For This Chemical” box. 
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At this point, the screen shown below would be displayed (only shown in part): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The entries are a combination of text boxes, drop-down pick lists (indicated by the 

“v”` symbol), radio buttons, and check boxes (not shown above). 

 

3. If you want to edit information in a particular section that already contains entries, 

you must first select the record of interest by left-clicking on it, and then left-click 

on the section’s “Edit Selected…” button.  For example, if you want to change the 

information associated with an accident at your facility that occurred on 

2/12/2015, you would access the main RMP/Menu screen, left-click on the 

appropriate accident listed in Section 6 (thus highlighting/selecting it), and then 

left-click on the “Edit Selected Accident” button: 
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This would bring up the screen containing the information associated with the 

record of interest (e.g., the accident that occurred on 2/12/2015), which can then 

be edited as described in the other parts of this section. As related to the current 

example, the screen below, shown in part, would now be displayed: 

 
 

4. Deleting an entire record requires one additional step beyond what is described 

above for editing a record.  Specifically, once the record of interest is displayed, 

you must left-click on the “Delete This ….” button located at the bottom left of 

the screen.  Note that the ability to delete an entire record will depend on what 

type of submission you are editing.  Continuing with the example from step II.E.3 

above, if you want to delete the entire record for the accident occurring on 

2/12/2015 (which can only be done for a resubmission), you would left-click on 

the button labeled “Delete This Accident Record” located at the bottom of the 

screen, as shown below: 
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If, for whatever reason, you need to delete an entire RMP (which cannot be done 

after an RMP has been submitted), you can left-click on the “Delete Submission” 

button located at the upper left of the main RMP/Menu screen: 

 
 

5. Regardless of what changes are made to the RMP, you will be required to indicate 

your reason for the correction or resubmission, which can be accomplished by 

first left-clicking on the “Enter Registration Information” button on the main 

RMP/Menu screen: 
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6. The Registration Information screen is displayed, which contains a list near its 

bottom describing the various reasons for a correction or resubmission.  The 

example below is for a correction.  You must select one of the reasons by left-

clicking on the appropriate radio button: 

 

Similarly, the bottom of the Registration Information screen for a resubmission 

will appear as below: 

 
Once again, you must select one of the reasons by left-clicking on the appropriate 

radio button.  (Note: The reason “Change in program level of covered process”   

is not able to be selected because all New Jersey facilities must implement 

program level 3.) 
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F. Saving Changes, Error Checking, and Data Validation 

 

1. With the exception of the main RMP/Menu screen, just about every screen in 

eNJRMP has the same 4 buttons located at the bottom, as indicated with the 

arrows in the following screen shot, taken from the RMP’s Prevention Program 

section:  

 

The use of the “Delete This…” button was discussed in Section II.E and will not 

be repeated here.  The remaining 4 buttons provide different options for saving 

changes and/or returning to the main RMP/Menu screen: 

a. Save and Error Check – saves the changes that were made on the current 

screen and finds fields with missing information or information that does 

not satisfy the fields’ validation criteria. (You remain on the current 

screen.) 

b. Save Changes – saves the changes that were made and keeps you on the 

current screen.  No error check is performed. 

c. Save and Return to Menu – saves the changes that were made and takes 

you to the main RMP/Menu screen.  No error check is performed. 

d. Return to Menu (Do Not Save) – returns you to the main RMP/Menu 

screen without saving your changes or performing an error check. 

 

NOTE:  Use the above buttons to navigate between screens.  Do not use your 

browser’s “back” and “forward” buttons. 
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2. If you want to do an error check of your changes (recommended), simply left-

click on the “Save and Error Check” button.  The example below illustrates the 

case where the date of the last PHA or PHA update (a required field, as indicated 

by the asterisk) was left blank in the Prevention Program section.  After clicking 

on the “Save and Error Check” button, a message is displayed at the top of the 

screen: 

 

As the message advises, the error must be corrected before eNJRMP will allow 

the RMP to be submitted. 
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3. After completing all of the data entry for your RMP, you must perform a 

validation check to make sure there are no critical errors that will prevent its 

submission.  If you did not complete any error checks as described above in step 

II.F.2 prior to reaching this point, the validation will capture all issues that would 

have been identified earlier had an error check been done.  To complete the 

validation, left-click on the “Validate Submission” button, which can only be 

accessed from the top of the main RMP/Menu screen: 

 
 

An example screen shot, showing the results from a hypothetical validation, 

appears below: 
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Notice that there are two levels of messages:  Warnings (shown in orange), 

which do not need to be fixed prior to submission, and Errors (shown in red), 

which MUST be fixed to allow submission.  For this example, after selecting a 

reason for the resubmission as discussed in step II.E.6, saving the changes, and 

once again left-clicking on the “Validate Submission” button, the top of the main 

RMP/Menu screen now appears as follows: 

 

The message “This RMP is Complete and Ready to be Submitted” is displayed 

even though the warning (shown in orange) still exists. 
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G. Certifying and Submitting the RMP 

 

1. When your RMP is complete and ready for submission (i.e., no errors are 

identified during the data validation step), you must first left-click on the “Submit 

RMP” button located near the top of the main RMP/Menu screen: 

 
 

Doing so will bring up the certification screen: 
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2. The certification screen must be filled out in the order shown: 

a. Enter the certifier’s name and title, which could be the qualified person or 

someone with a higher authority. 

b. Left-click on the “Print Certification Document” button.  This will enable 

you to print out an eNJRMP-generated certification form, which will 

already contain your owner/operator’s legal name, facility address, TCPA 

ID#, certification statement, and qualified person’s name and title as 

specified in the RMP being submitted.  The bottom of the form will 

contain the certifier’s name and title as entered on the screen above, and 

two blank lines which are reserved for the certifier’s signature and date. 

c. After the certifier signs and dates the printed form, scan it into your 

computer. 

d. Left-click on the “Browse” button. When you find the scanned form, 

double left-click on it, which uploads the form and brings you back to the 

screen above.  

 

If everything is done correctly, the screen should now look similar to the example 

below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. If you still want to proceed with submitting your RMP, left-click on the “Submit 

RMP” button.  If you need to postpone its submission, left-click on the “Cancel” 

button, which brings you back to the main RMP/Menu screen. 

 

4. Upon submitting your RMP, notification e-mails will be auto-sent to the 

appropriate TCPA personnel, and you will be returned to your facility’s RMP 

Submissions screen.  The RMP you just submitted will be listed first, and can 

only be viewed, not edited.   
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5. You can exit eNJRMP by left-clicking on the “Logout” button located near the 

upper-right of the Submissions screen. 

 

 

H. Printing the RMP 

 

1. You can view and print a copy of your RMP during any stage of its 

revision/completion, or after it has been submitted.  To print out your RMP while 

it is being edited, first left-click on the button labeled “Printable RMP,” located 

near the upper right of the main RMP/Menu screen as shown below:  

 

 

 

 

 

 

 

 

 

 

 

eNJRMP will open a formatted Risk Management Plan in a new tab of your web 

browser, which will appear similar to the following example (only shown in part): 

 

To print out a hardcopy of the RMP, left-click on the “Print RMP” button.  When 

printing is complete, you can close the new tab that was opened in your web 

browser to display the RMP. 
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2. To print a copy of your RMP after it has been submitted, you must first access 

your facility’s RMP Submissions screen, a sample of which is shown below:  

 

Left-clicking on the icon in the “View” column next to the RMP of interest will 

open it in view-only mode, which will display the same “Printable RMP” button 

that was discussed in step II.H.1 above: 

 

The steps for printing the submitted RMP are now identical to those for printing 

an RMP in active revision: left-click on the “Printable RMP” button, and after 

eNJRMP opens a formatted Risk Management Plan in a new tab of your web 

browser, left-click on the “Print RMP” button located near the upper right of the 

document. 
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I. Help Screens 

 

1. Buttons for accessing detailed screen-specific help information are located 

throughout the various layers of screens in eNJRMP.  Left-clicking on any one of 

these blue buttons will bring up the associated help information.  The following 

screen shot highlights several of the buttons that are available on the main 

RMP/Menu screen: 

 
 

2. Left-clicking on the “Help” button for Section 1 (Registration) would bring up the 

screen below (shown in part):  
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If so desired, you can print the entire contents of the particular Help Window by 

left-clicking on the “Print Help Window” button.  When you are finished 

viewing/printing the help information, left-clicking on the “Close Help Window” 

button returns you to the RMP screen you were previously on. 

 


