
Instructions for registering a myNewJersey account to have access to DEP 
Online 
Before anyone can use the Facility Submission Service (FSS), DEP Online access is required.  This can be set up by 
clicking on this link:  https://dep.nj.gov/online/reg_instructions_new/  and following the instructions. 

After logging in to myNewJersey, you will be taken to this page.  Click the DEP Online icon under DEP Apps. 

 

 

 

Initially, you need to add services to your list by clicking the Configure Services button under the MY WORKSPACE 
tab. 

 

 

 

 

 

 

 

https://dep.nj.gov/online/reg_instructions_new/


Click in the CEMS/COMS and Stack Testing Submittals check boxes to add these to your list of services. 

 

After clicking OK, you should now see these in your list of services.  You are now ready to make submissions. 
Following this page, you will find instructions for each type of submittal to EMS. 
 

 



I. Instructions for Submitting a CEMS/COMS Equipment Protocol using the FSS. 

To initiate a CEMS/COMS Protocol submission, begin by clicking the CEMS/COMS Submittals link. 

 

The next page is the instructions page.  Please include the facility name and PI# in the Submission/Project Name 
box and in the Comments box, provide information such as the type of submittal, Permit #, Operating Scenario and 
whether or not this is an initial submission or one with an existing TST#.  When finished, click Continue. 

 

 

 



Choose the type of submission. 

 

 

 

Select the facility from the list.  If the facility does not appear, click the “click here” link.  After either adding or 
choosing the facility, click on the Continue button. 

 or 

 

 

 

 

 

 



 

Complete the Submitter information.  Before clicking “Continue”, check the “Save to My Favorite Contacts” check 
box to prevent the need to enter this information more than once. 

 

 

 

 

  

 

 

 

 

 

 

  

 



Click the “Add Attachment” down arrow to select the attachment.  Only the attachment type that was selected in 3 
– Submission Type Selection will be shown.  Then click the Add Attachment button to navigate to your document 
and attach it for uploading.  Do not change the “Document Type” or “Sub-Doc Type” selections.  When the Status 
check is green, click “Continue” when the button turns from grey to blue. 

 

 

 

 

 

 



 

Complete the submission certification by answering the Challenge Question and entering the PIN. 

 

 

 

 

 

Upon successful submission, EMS will receive a notification email that your submittal has been sent.  Soon after, 
EMS will contact you to confirm receipt and issue a TST# to reference when submitting future correspondence 
relating to this Activity. 

 

 

 

 

 



II. Instructions for Submitting a CEMS/COMS PST report to an existing activity using 
the FSS. 

To initiate a CEMS/COMS PST Report submision related to a previously created activity with a TST#, begin by 
clicking the CEMS/COMS Submittals link, then clicking Continue. 

Like before, please include the facility name and PI# in the Submission/Project Name box and in the Comments 
box, and provide the type of submittal and the TST# since this is an existing activity.  To move to the next step, click 
Continue. 

 

 

Select the type of submission, in this case CEMS PST Report, then click Continue. 

 

 

 

 

 



Choose the facility.  Since a submission for this facility has already been sent, the facility should appear in the 
Facility Selection list.  After selecting or adding a facility, click Continue. 

 

Complete the Submitter information.  You should be able to click the Insert From Existing Contacts down arrow 
and find your information if you checked the Save to My Facvorite Contacts check box.  Then click Continue. 

 

 



 

Click the “Add Attachment” down arrow to select the attachment.  Only the attachment type that was selected in 3 
– Submission Type Selection will be shown.  Then click the Add Attachment button to navigate to your document 
and attach it for uploading.  Do not change the “Document Type” or “Sub-Doc Type” selections.  When the Status 
check is green, click “Continue” when the button turns from grey to blue. 

 

 

 

 

Certify as before on the next page by answering the Challenge Question and entering the PIN. 

 

 

 

 



III. Instructions for Submitting a Stack Test Protocol using the FSS. 

To initiate a Stack Test Protocol submission, begin by clicking the Stack Testing Submittals link then click Continue. 

 

 

Please include the facility name and PI# in the Submission/Project Name box and in the Comments box, provide 
information such as the type of submittal, Permit #, Operating Scenario and whether or not this is an initial 
submission or one with an existing TST#.  When finished, click Continue. 

 

 



 

Select the type of submission, in this case Submit Stack Test Protocol, then click Continue. 

 

 

 

Select the facility from the list.  If the facility does not appear, click the “click here” link.  When finished, click 
Continue. 

 

 

 

 

 

 

 



 

Complete the Submitter information.  Before clicking “Continue”, check the “Save to My Favorite Contacts” check 
box to prevent the need to enter this information more than once. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Click the “Add Attachment” down arrow to select the attachment.  Only the attachment type that was selected in 3 
– Submission Type Selection will be shown.  Then click the Add Attachment button to navigate to your document 
and attach it for uploading.  Do not change the “Document Type” or “Sub-Doc Type” selections.  When the Status 
check is green, click “Continue” when the button turns from grey to blue. 

 

 

 

 

Certify as before on the next page by answering the Challenge Question and entering the PIN. 

 

Upon successful submission, EMS will receive a notification email that your submittal has been sent.  Soon after, 
EMS will contact you to confirm receipt and issue a TST# to reference when submitting future correspondence 
relating to this activity. 



IV. Instructions for Submitting a Stack Test report to an existing activity using the FSS. 

To initiate a Stack Test Reprt submision related to a previously created activity with a TST#, begin by clicking the 
Stack Testing Submittals link, then clicking Continue. 

Like before, please include the facility name and PI# in the Submission/Project Name box and in the Comments 
box, and provide the type of submittal and the TST# since this is an existing activity.  When finished, click Continue. 

Choose the facility.  Since a submission for this facility has already been sent, the facility should appear in the 
Facility Selection list.   When finished, click Continue. 

 

 

 

 

 

 

 

 

 

 



 

Complete the Submitter information.  You should be able to click the Insert From Existing Contacts down arrow 
and find your information if you checked the Save to My Facvorite Contacts check box. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Click the “Add Attachment” down arrow to select the attachment.  Only the attachment type that was selected in 3 
– Submission Type Selection will be shown.  Then click the Add Attachment button to navigate to your document 
and attach it for uploading.  Do not change the “Document Type” or “Sub-Doc Type” selections.  When the Status 
check is green, click “Continue” when the button turns from grey to blue. 

 

 

 

 

 

 

 

Certify as before on the next page by answering the Challenge Question and entering the PIN. 

 


