Manufacturer Registration
in DEP Online:
Step-by-Step Guidance

New Jersey Recycled Content Law (N.J.S.A. 13:1E-99.135-157)




NJDEP Online — Create an Account

* Navigate to NJDEP Online and create an
account using the instructions provided.

* Click on the link to the instructions and
carefully follow the next steps.

* Most manufacturers will not have an
existing account, but if you do, you can
skip this step and proceed to login.
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Welcome to New Jersey Department of Environmental Protection's Online Business Portal

The NIDEP Online system can be accessed via the myNewJersey Portal at https /w.nj.gov or accessed
directly from this page by selecting 'Log in to NJDEP QOnline’. You will be required to have a myNewJersey Portal
account in order to access NJDEP's online services. If you do not have a myNewlersey Portal account you will
be able to create one during the registration process. You will also be able to use this same myNewJersey
account to access other services provided by other Mew Jersey Departments.

NIDEP Online offers 2 different types of services, Non-registered and Registered:

O Non-registered Services do not require NJDEP O Registered Services require users to create a
Online or myNewJersey account creation and can be NIDEP Online and myNewlersey account:
accessed without logging in:

+ Pay a Paper Invoice (Certain invoice types + View Registered Services (You must be
are not available for online payment) logged in to use these services)

+ Documents and Forms

« Pay for a License

« Pesticide Product Registration

« Saltwater Angler Registration

+ Request a Waiver

» Vehicle Registration Add-on/Modification

+ Vehicle Registration Renewal
{Recommended renewal method for companies
with 30 or fewer vehicles)

NOTICE (NIDEP Online Help Guides &vailable to Air Permitting Users):

The Division of Air Quality has developed several guides to assist users in conducting business over the MIDEP Online
These guides provide step-by-step instructions for activities such as preparing general permit applications,
air permit certificates, and paying air permit renewal fees. Please visit

http: ww.nj.gov/dep/agpp/onlinehelp. html for more information, or contact the Department's Air General Permit
Help Line at (609) 633-2329.

Already a Registered User?

| Login to NJDEP Online

Some NIDEP Online services have associated fees.
A Visa, MasterCard, Discover, American Exprass
cradit card, or a valid checking account is reguired
far online payment of the required fees.

Forgot your password?

New User?

Please read the following instructions
carefully before continuing:
Registration Instructions

(PDF - 1.27ME)

| Request Access to NJDEP Online

NIDEP Online requires Mozilla Firefox
34 (or later) or Google Chrome 33 (or
later) to operate correctly. It may not
work with any other web browsers
such as Microsoft Internet Explorer,
Microsoft Edge or Apple Safari. Failure
to use an acceptable browser may
cause data to display incorrectly or may
disable some features.

The E2 component of NJDEP Online
only supports Mozilla Firefox 34 (or
later) at this time.

For optimal performance, it is advised to
maintain only one browser window or tab
when using NJDEP Online.


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

NJDEP Online — Registration

 After creating an account, proceed to login and navigate to the My
Workspace screen.

* You will receive a notice upon logging in regarding Case Inventory
Documents (CIDs). You can ignore this message and select continue,
s manufacturer registration does not use CIDs.
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MESSAGES

Attention LSRPs and Staff working with Case Inventory Documents (CIDs):
Microsoft may be blocking Macros in the CID, which can prevent saving updates ta it, possibly resulting in old data being uploaded.

In arder to address the problem, before trying to upload any CID, follaw these steps:

1. Close the CID, and find where it is saved, it is normall

2. Right click the CID file name, and choose "Properties” wi General® Tab.

3. At the bottom of the General Tab, note the “Security” Item. If it is there, Microsoft is blocking the CID programming. If it is absent, you may g to step 5

4. Check the "Unblack” checkbax, and click "Apply”, then "0K”.

5. Reopen the CID, and If they appear in banners at the top of the CID, dlick on the buttans Enable Content, and Enable Editing. & popup asking to make the file 2 trusted document may appear, click yes. Then click the Validate for Upload button in the CID. If the CID is
unblocked, a dialog box either showing no errars or errors In the CID will appear. Address any errors noted, and then click the valldate for Upload button again and follow the steps to lock the CID

6. Check that the CID is locked by attempting to edit a cell. If the CID is still editable, Repeat the Validate and lack process

7. Once the procedure above has been followed and the CID is locked, it may be uploaded.

If you are having problems with the steps above, email pideponlinesupport@dep.nj,goy, and attach the CID and someone will assist

NIDEP Online requires Mozilla Firefox 34 (or later) or Google Chrome 33 (or later) to operate correctly. Tt may not work with any other web browsers such as Microsoft Internet Explorer, Microsoft Edge or Apple Safari. Failure to use an acceptable
browser may cause data to display incorrectly or may disable some features.

The E2 component of HIDEP Online only supports Mozilla Firefox 34 (or later) at this time.

For optimal performance, it is advised to maintain only one Firefox or Chrome browser window or tab when using the NJDEP Online System.
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NJDEP Online — Registration (o

* The MyWorkspace screen is your homepage to NJDEP Online.

* To begin registration, you will need to click ‘Configure Services’ and navigate to and
select ‘Recycled Content Manufacturer Registration’ under Solid and Hazardous Waste.
Once selected, scroll to the bottom of the configure services page and click ‘ok’.

* The registration service has now been added to your Service Selection.
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NJDEP Online — Registration com,

* Click the link to ‘Recycled Content Manufacturer Registration” and
proceed with the prompts provided.
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Version: 17.0.03
Currently logged it
Server: Server_2 Help | Logout

INS

NS
- Instructions

-

2 = ST WEe There are two types of registrations under the Recycled Content Law:

3 - Manufacturer i B . i ! .
Information 1. Initial Registration is for manufacturers registering for the first time.

2. Annual Renewal is for manufacturers that have already completed an Initial Registration and received a Facility ID from NJDEP Online.

4 - Manufacturer

Regulated Before beginning either registration process, please complete a new Regulated Containers and Packaging Products Spreadsheet, which can be found here. Please note that
Products Upload the NJDEP has made modifications to this spreadsheet; therefore, all manufacturers must complete and upload the updated version to this service in order to complete the

S - Manufacturer registration process.
Reg:lated load The spreadsheet is intended to help manufacturers identify which containers and packaging products they generate and whether those containers and packaging products
Pro f,"":ts Uploa meet exemption criteria, as outlined in the Recycled Content Law, N.J.S.A. 13:1E-99.135-157. The spreadsheet will also help NIDEP identify the brands of containers and
Confirmation packaging products that are associated with each manufacturer. Information provided in the spreadsheet will be kept confidential. Any questions about completing the

& - Contacts spreadsheet should be directed to recycledcontent@dep.nj.gov.

7 - Attachment MNOTE: All manufacturers must have an initial registration on file with NJDEP. However, manufacturers that generate only exempt containers and packaging products are not
Upload required to submit annual renewals. Manufacturers of containers or packaging products that are not required to submit an annual renewal due the temporary food

8 - Certification exemption, will be required to submit annual renewals when the exemption expires.

9 - Payment

Please Note
You may click on a

nreviously visited nane Continue




NJDEP Online — Registration com,

* Select the appropriate service type ‘Initial Registration’ in screen 2 — Service
Type and click ‘Continue’

SERVICE TYPE SELECTION

1 - Instructions
2 - Service Type Select the registration type below that is appropriate for this submission:
3 - Manufactur _ - " . ) . .
Information = TIlial Registration (manufacturers registering for the first time)
< (O Annual Renewal (manufacturers that have previously filed an Initial Registration and received a Facility ID from MIDEP Online
_ [ ——
4 - Manufacturer
Regulated
Products Upload 1) Click on the type description to see more information about that type.
5 - Manufacture Note that the information will appear in a new window, so you may need to disable pop-up blocking for this site in order for the information to appear.
Regulated "
Products Upload Ceminre
Confirmatio

* Fill out screen 3 — Manufacturer Information with the required information. All
fields, except for the manufacturer website, are required.

* Please enter the manufacturer name, federal tax ID, and website (if applicable),
exactly how they appear in the spreadsheet. In the next step, you will upload
your completed spreadsheet and if the fields in the spreadsheet don’t match
exactly how they are entered in the service, your spreadsheet will be rejected.



NJDEP Online — Registration com,

e Please indicate whether your business qualifies for a fee exemption.

 Manufacturers are exempt from the registration fee if they:
1. generate less than $5,000,000 in gross revenue; or
2. produce or generate only products that are exempt

 IMPORTANT: Selecting ‘Yes’ to either of the questions below will prompt
validations to check for eligibility.

* Selecting ‘Yes’ to the first question will prompt a required upload in screen 7 —
Attachment Upload. You will be required to submit documentation that the
manufacturer does in fact generate less than S5 million in gross revenue

* Selecting ‘Yes’ to the second question will prompt the service to check the
exemption column for each entry in the Regulated Container and Packaging Product
Spreadsheet. An exemption must be selected for each entry, otherwise the service
will reject the spreadsheet.

#In the previous calendar year, was less than $5 million in gross revenue generated?

#Does the manufacturer generate only exempt products?



NJDEP Online — Registration com,

» After completing the manufacturer info screen, you will be prompted
to upload your completed Regulated Containers and Packaging
Products Spreadsheet.

* Please select ‘Choose File’ in screen 4 — Manufacturer Regulated
Products Upload and navigate to your completed spreadsheet.

* Click ‘Continue’ after uploading the spreadsheet.

* If errors are detected, you will receive a red error message in the
lefthand corner outlining the issues that were flagged.

* If no errors are detected, you will be directed to the next screen
where you can review the data that was extracted from the
spreadsheet.



NJDEP Online — Registration (o

After successfully uploading the spreadsheet, you will have the opportunity to review the data that was
extracted.

You can select the regulated product category by clicking through the tabs that were completed in the
spreadsheet and subsequently uploaded to the service.

Skip Navigation

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

"<l n ine
njdep home | about dep | index by topic | programsiunits | dep online

My Workspace I User Profile I Certifications ' Payments ' Documents and Forms I Permit Folder
Version: 13.0.1
Help | Logout
Manufacturer Regulated Products Upload Confirmation

Currently logged in:
Server: Server_2
. 1. The data extracted from the uploaded spreadsheet is displayed below in tabs for the manufacturer info and each of the selected categories of regulated containers and packaging products. Please review the data for
- Service Type accuracy before proceeding.
- Manufacturer 2. If the data is accurate, select 'Continue’.
Information

department o énvironmental protection

1 - Instructions

anufacturer Info Rigid Plastic Containers Plastic Beverage Containers Glass Containers Paper Carryout Bags Plastic Carryout Bags Trash Bags

- Manufacturer
Regulated
Products Upload

Manufacturer Information

5 - Manufacturer
Regulated Manufacturer Name: XYZ Manufacturing
Products Upload
Confirmation Manufacturer Website: nj.gov/dep
6 - Contacts Federal Tax ID(EIN): 12-3456789
7 - Attachment
Upload Year Submitted: 2023
8 - Certification
Regulated Product Checklist
9 - Payment
Please Note Rigid Plastic Containers: X
You may click on a
previously visited page Plastic Beverage Containers: X
(above) to navigate
back to that screen. Glass Containers: X
Paper Carryout Bags: X
Plastic Carryout Bags: X
Plastic Trash Bags: X



NJDEP Online — Registration com,

* Contact information is required for the
manufacturer point of contact,
responsible official who will be certifying
the registration on behalf of the
manufacturer, and a fee billing contact.

* Contacts may be the same or different
person for all three types, based on
manufacturer preference.

e After filling out the contact info, you can
click ‘Save to My Favorite Contacts’ and
select the contact from the dropdown
provided to autofill for the remaining
contact types.

- Instructions
- Service Type

- Manufacturer
Information

- Manufacturer

Regulated
Products Upload

- Manufacturer
Regulated
Products Upload
Confirmation

6 - Contacts

7 - Attachment

Upload

8 - Certification

9 - Payment

Please Note
You may click on &
previously visited page
(above) to navigate

back to that screen,

1. Facility Contact, Responsible Party, and Fee/Billing contacts are all required. The same individual may be listed under more than one contact type.

2, The Facility Contact is the individual completing the registration on behalf of the manufacturer. This person will have knowledge of the manufacturer's recycled content procurement and utilization and will be the point of
contact should NJDEP need to get in touch with the manufacturer.

3. The Responsible Party is the individual autharized to certify official documents on the manufacturer's behalf. This person's position should be equivalent to the director level or above. This person will be responsible for
certifying that the information provided through the registration process is true and accurate in the next section of this registration service.

4, Select the contact type at the top of the screen and enter the contact information for the respective individual. Once an individual's information has been entered, you may select ‘Save to My Favorite Contacts' to save
the contact information to the user's profile so that it will be available to input for the other contact types (if the same contact information applies) as well as for annual renewals submitted in subsequent years.
Complete this step for each contact type.

5. When all contacts have been completed, select 'Save' at the bottom and then select ‘Continue' to proceed to the Certification screen.

4 1. Facility Contact L7 Responsible Party L/ 3. Fee/Biling

Note: Selecting an option below will repiace all information for this contact.
| Insert From Existing Contact(s)... |

|_) save to My Favorite Contacts

*First Name: | *Address Line 1: ‘ ‘
Middle Initial: | Address Line 2: |
*Last Name: | Address Line 3: ‘ |
Title: —| *Cc.)untv: | V|
*E-Mail Address: | *City: | V|
*Confirm E-Mail: | :State: [New Jersey V|
*Organization Name: | Zip Code: | |
*Qrganization Type: |
*Type .cm:‘!l:m';?m Extension Comments Remove|

v ‘

Note: Please enter contact information on ALL required before clicking Continue.

[ <rmian | o> ] sme ] conine



NJDEP Online — Registration com,

* Attachment Upload allows the user to P =
upload any additional documentation that e —_

yo u wou | d I | ke to b r| N g tot h e attent | on Of My Workspace I User Profile I Certifications " Payments " Documents and Forms " Permit Folder

the Department. Submitted Comy s

Server: Server 2 Help  Logout

documentation is left to the discretion of =
h f d h - d B 1. If you indicated that a fee exemption for less than $5 million in gross revenue was applicable on Screen 3 - MANUFACTURER INFORMATION, you will be required to upload documentation demonstrating that the
- Service Type manufacturer meets the eligibllity requirements on this screen. You will not be able to proceed with the registration process until the documentation is uploaded.
e a C m a n u a Ct u re r a n t e a SS O C I ate - Manufacturer 2. For all other users, this screen is optional. If you would Iike to upload any additional documentation, you are encouraged to do so here.
. . I d Information 3. Examples of additional documentation may include:
o Letter indicating the responsible party for compliance in cases where multiple parties or licensees are involved in the generation of a regulated container or packaging product
pa rt I es I nvo Ve * - Manufacturer o Photographs of regulated containers and packaging products
Regulated o Recycled content calculation and utilization rates
° . Products Upload 4, 1f you do not have any additional documentation to upload, remove the optional attachment by dlicking the red X and select Continue.
ease note: If you selected the fee -
. ep1e Regulated Attachment Type Attachment Description Allowed Extensions Upload File Nome EL FI:;:I)“ LELY
f b | S I I Products Upload
exe m pt I O n O r e OW 5 m I I O n g ro S S Confirmation Optional Attachment o, ;;’"}pg";’r“g"';p"':t , Choose File | No file chosen 0 (X}
. - Contacts Total Uploaded: 0 MB
revenue in Screen 3 — Manufacturer

7 - Attachment * Required
Upload

- Certification

=3

How do [ upload a File?

Information, you will be required to upload
documentation demonstrating proof of | I
eligibility for this exemption. You will not "gbi'fhk?g -
be able to proceed until documentation is

uploaded or the answer is changed to ‘No’.
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e Certification requires the
responsible official to certify that
all information submitted in the
registration is true and accurate.
The responsible official should be
an employee authorized to
sign/certify legal documents on
the manufacturer’s behalf

* Answer the challenge question
provided and enter your
certification PIN to complete
certification.

njhome | citizen | business | government | services Ato Z | departments

lep. g,
%Ponline
njdep home | about dep | index by topic | programs/units | dep online

My Workspace I User Profile I" Certifications I Payments " Documents and Forms [" Permit Folder

Version: 13.0.1
Currently logged in
Server: Server_2 Help | Logout
SERVICE CERTIFICATION
1 - Instructions

: Please note that your Certification PIN and your Password are two different things. It is possible that you have made your Certification PIN and your Password identical values, If you have forgotten what your Certification PIN
2 - Service Type is, click on the "Forgot Certification PIN" button below and you can then create a new one.

3 - Manufacturer

Information

4 - Manufacturer
Regulated

Products Upload Certification by Access Type: General

WARNING: After clicking "Certify" a Summary page will appear. To ensure a successful submission, wait for the Summary page to appear, then scroll to the bottom and click "Return" before exiting the browser or clicking on
any tabs.

5 - Manufacturer

Regulated Service ID Submittal Type Creation Date View
:ru‘:‘?rl"‘rﬁ;';‘luad 1574333 Solid and Hazardous Waste - Recycled Content Manufacturer Registration - Initial Registration 06/29/2023 o
6 - Contacts "I certify under penalty of law that [ believe the information provided in this document is true, accurate, and complete. 1 am aware that there are significant civil and criminal penalties, including the possibility of fine or
7 - Attachment imprisonment or both, for submitting false, inaccurate or incomplete information.”
Cpicad Name of Certifying
8 - Certification Party:
) = 3 User ID of Certifying
Please Note Party:

You may click on a

previously visited page | |(e(FIIELTEYLEELLT LTS

(above) to navigate
back to that screen. | Prior to certifying your submission, you must answer the following Question correctly:

*What is your mother's maiden name? : (Not Case Sensitive) m m Forgot Challenge Q/A

Certification PIN
*Certification PIN: (Case-Sensitive)

J

* Required

Certification of your PIN constitutes an electronic signature of this submittal in accordance with the aforementioned statement.
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The last step is registration fee payment. Manufactures
have three options for submitting payment:

1. Pay via credit card

2. Pay via eCheck

3. Receive a paper invoice (Bill Me)

Selecting Pay via credit card will bring you to a payment

screen where you can enter credit card information

* Please note: Users selecting this option will be charged
a processing fee.

Selecting Pay via eCheck will prompt the user to enter
back account details
* No processing fee associated with this option.

Selecting the Bill Me option will generate a paper invoice

to be sent to the manufacturer’s address.

* Please note: Registrations will not be accepted until
payment has been made

n|dr|1° ali
njdep home | about dep | index by topic | programsiunits | dep online

@‘WIMMIMWIWIMAMIW
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My Workspace I User Profile " Certiications " Payments I Documents and Forms I"Pemit Folder

Version: 130.1
Currently logged in:
Server: Server 2 Help! Logout
1 - Payment
Summary 1, The following payment options are available:
- o Payment by Credit Card
2 - Payment Detalls > Payment by eCheck
3 - Review Payment > Payment by bill
Information 2. Payment by bill will generate an automatic invoice that will be sent to the manufacturer's address and can be paid through DEP Online: DEP Online:
o Select 'Pay a Paper Invoice.'
4 - Payment o Enter the invoice number and NJEMS bill ID found on the invoice.
Confirmation o Follow the prompts to submit payment,
Please Note 3. PLEASE NOTE: A $2,000 registration fee will be charged for 2023, This fee includes both the $1,000 fee for the 2023 registration and the $1,000 fee for the 2022 registration, which the NJDEP did not collect during that
You may click on a calendar year. The NIDEP assumes if a manufacturer is required to pay a registration fee in 2023, the same fee would have applied in 2022. If you wish to dispute this charge, please reach out to
previously visited page recycledcontent@dep.nj.qov to explain why the manufacturer should not be charged for both 2022 and 2023. Please be sure to include any applicable backup documentation (e.g., a Schedule C IRS 1040 Form, efc.).
(above) to navigate Beginning in 2024, all annual renewals will be $1,000 unless registration fees are modified when rules are promulgated.
back to that screen, | 4 Select the preferred payment option and follow the prompts on the following screens to submit payment.

o Please note, the 'Pay via Credit Card' option will charge a service fee to the payment. To avoid the service fee, select the 'Pay via eCheck’ or 'Bill Me' option.
5. Once payment is received, the registration wil be reviewed by NJDEP staff. You will receive an email confirming whether the registration is approved.

REMINDER:
+ Please save the registration approval confirmation email to retain the assigned Facility ID. You will need the Facility ID to submit annual renewals in subsequent years.

0 Facility ID Facility Name Program Service Type Creation Date  Amount
1574333 NA Recycled Content Manufacturer Registration - JUN 30, 2023 Solid and Hazardous Waste Recyded Content Manufacturer Registration Initial Registration 06/29/2023 $2,000.00
Total:  $2,000.00

Clicking a column title will sort the table by that column.

Criin | | ite | fun



Next Steps

* You will receive a submission confirmation email after successfully
submitting your registration.

* The submission confirmation will contain a registration summary if
needed for future reference.

* Department staff will review the submitted registration and follow up
with the manufacturer directly if there are any questions or concerns.

* You will receive a second email once the registration has been reviewed
and accepted by Department staff.

* You will only receive this email after payment has been received (if applicable).

* Please retain the submission confirmation email as you will need the
Facility ID found in that email for filing Annual Renewals in the future.



Questions?

* If at any point you are having difficulties registering, please reach out
to recycledcontent@dep.nj.gov

* Department staff will be standing by during normal business
hours waiting to assist you.

* If you are experiencing issues with the spreadsheet upload, please
attach a copy of the spreadsheet so that staff can troubleshoot any
Issues.


mailto:recycledcontent@dep.nj.gov

Thank you!

Sincerely,

Division of Sustainable
Waste Management

New Jersey Department
of Environmental
Protection
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