Changing Access Type in DEP Online

Users completing a registration in DEP Online are automatically assigned the access type
“Individual With Direct Knowledge.” A user with the access type “Responsible Official” is required
to complete the electronic certification section of the manufacturer registration process.

If a blue ribbon is not displayed in the certification section (as shown below) users will likely need to
follow the steps as prescribed in this document.
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PLEASE NOTE: Users must have an initial registration already on file with the DEP to be able to
complete these steps.

Users that need to update their access type to complete the electronic certification requirement
can follow the steps outlined below:

1.

Go to the homepage of DEP Online and make sure your facility (company) is listed under the
“My Facilities” section. If your facility is not listed, you will need to click “Add Facilities” and
search for your facility either using the assigned Facility ID generated after submitting an
initial registration or by searching for your company’s name EXACTLY as entered during
initial registration.

Note: Access to this electronic service selection and submittal area is granted by selecting facilities using the user profile. Some services are accessible without selecting facilities as shown below,
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2. Once located, click the icon under the “Change Access” column.
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3. Once selected, the following window should appear. Please click the drop down menu next
to “Change Access Type To:” and select “Responsible Official” in the drop down menu that
appears.
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4. Once selected, please click continue which will bring users to a screen confirming and
agreeing to changes to the access type. Users must check the “l Agree” box and select
continue. After clicking continue, DEP Online will bring users back to the homepage to
proceed with registration.
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« For a govemment agency: sither 3 principal executive officer or ranking elected official,
+ For a group of registered Electronics Manufacturers, the person authorized by the group of Electronics Manufactures to act on its behalf in accordance with N.J,A.C. 7:264-13.4 for submittal of Collection Plans and Annual Reports.
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TIP: If an Annual Renewal was initiated prior to taking these steps, users can pick up where the
Lleft off by clicking the Service ID that corresponds to the in-progress registration under the My
Services - In Progress section outlined below:
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After completing the above steps, users should see a blue ribbon in the “Certify Electronically”
column (as shown below) of the certification section which users can click on to proceed with
certifying the registration.
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Users experiencing issues with changing their access type after following these steps are
encouraged to email recycledcontent@dep.nj.gov for further assistance.
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