INSTRUCTIONS FOR COMPLETING
ANNUAL AND QUARTERLY DIVERSION, WATER UTILIZATION AND
MONITORING SUBMITTALS ELECTRONICALLY THROUGH NJDEP ONLINE

Please contact the Bureau of Water Allocation & Well Permitting at (609) 984-6831
with any additional questions regarding the Annual or Quarterly Diversion and
Monitoring Reports.

General Instructions:

1. Completed monitoring results are due to the Bureau of Water Allocation & Well
Permitting no later than due dates indicated on the submittal action task list. Failure
to submit monitoring results by the due dates will result in an automatic violation, and
possible enforcement action.

2. Quarterly Reports must be completed online for all monitoring periods after
3/31/20009.

3. Make sure all information in your user profile is complete and correct before
certifying.

4. All information must be submitted and successfully certified for the Department to
receive it.

5. The requested information will vary from the examples below, depending on the
regulated activity.

Create an Account

If you already have a NJDEP Online account skip to Log into Account.

Please follow the instructions below to set up your NJDEP Online account. These same
instructions can also be downloaded on the NJDEP Online page at
‘http://www.njdeponline.com’ by selecting the button labeled “NJDEP Online New User
INSTRUCTIONS.”

Step 1: Requesting Access to NJDEP Online

1. Go to “http://www.njdeponline.com’ and select the button labeled “NEW USERS
Request Access to NJDEP Online.”

2. Fill in the following fields: ‘Contact Name’, ‘Organization Name’, ‘Email Address’,
and ‘Confirm E-Mail’.

3. Click on the “Request” button.
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Step 2: Link Your NJDEP Online Service to Your myNewJersey Account
If you already have a myNewJersey account: Fill out Section A with your

myNewlJersey ‘Log On ID” and “Password’ and click “Link NJDEP Online to My
Account.”

If you do not have a myNewJersey account: Fill out Section B with your desired ‘Log
On ID’, *Password’, “Security Question’, and ‘Security Answer’ and click “Create this
new myNewJersey Account and Link NJDEP Online To It.”
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Step 3: Use NJDEP Online

1. Enter your contact information and at least 1 contact number and click “Continue.”
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2. Request your Certification PIN by clicking “Request PIN” (you will receive this via
email). You will only be required to have a Certification PIN if you plan to electronically

certify a permit/application/submittal. If you do not need a Certification PIN, click
“Complete Setup.”
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Note: Upon requesting your Certification PIN and clicking “Continue” on the
confirmation screen, your setup will be complete.

3. Under the Water Supply heading, select the Water Diversion, Water Utilization and
Monitoring Service to add it to your workspace by clicking the checkbox next to Water
Diversion, Water Utilization and Monitoring Results Submittal., then click ‘OK”.
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You have selected some services that require facilities to be included in your profile. For each service listed, you
will need to add at least one facility from one of the following listed programs. If a service is listed multiple
times, you must add one ar more facilities to your profile prior to accessing that service.

'Service Description Program
Water Diversion, Water Utilization and Monitoring Results Submittal Water Supply
Clicking a column title will sort the table by that column.

My Facilities

Note: You may add facilities by clicking the "Add Facilities" button below.

You do not have any facilities in your profile. You may add facilities by selecting the Add Facility button on the

My Workspace screen.
/ Add Facilities

Click the "Add Facilities" button to add facilities to your profile. Click the "Done" button when you are finished
addina facilities. |

Do [g) € Internet #100% -
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4. Click “‘Add Facilities’. Add your facility to your account by selecting Water Supply in the
DEP Program Field, and entering the Facility ID from the attached letter and click ‘Search’.
Check your facility and click ‘Add Selected Facility’. Click "Complete Setup', then Click
‘Done’.



Search for your facility either by Facility ID or Facility Name, Scroll down to Water
Supply under Select NJDEP Program, and Click the Search button as shown below.
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(Optional) select NJDEP Program: ~
A

Enter either a *Facility ID or a FacilityDpPCC
Diesel Retrofit Program
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Use the Water Allocation Program Interest ID from a Water Diversion Form, or the
PWSID if you have a Water Utilization Form to enter. Click Search.

Once your facility is shown in the search results, check the box to the left of the Facility
name, and click Add Selected Facilities as shown below.
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Your facility will now appear in your Workspace under the heading My
Facilities/Program Interests as shown below.
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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.

vou do not have access to any services.
[ Co i Sonico: R
My Facilities/Program Interests

Note: You may add facilities by clicking the "add Facilities" button below.

o ™ Change Manage i
Facility Name Facility ID Program Access Type Ahemel ol view Remove
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Click View as shown below to view facility Information. The Facility Information includes
the following information as entered in the Department database: Facility ID (Program
Interest D), Location of the Activity, and mailing address. Please note this address is also the
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mailing address for all correspondence related to the activity. Please verify this information,
making any necessary changes by filling out form BWA-009, which can be found at:
http://www.nj.gov/dep/watersupply/bwa-009.pdf and submit by mail to the address on the

form, or by submitting to Bureau of Water Allocation & Well Permitting, Mail Code 401-
04Q, P.O. Box 420, Trenton, NJ 08625-0420.
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FACILITY INFORMATIOMN

Facility 1D: 5380

Facility Name GATEWAY NATIONAL REC AREA-NRPS
County: Monmauth

Facility Location: ATLANTIC DR

Fort Hancack , M1 07732

Mailing Address: PO BOX 530 -
Fort Hancock , NJ 07732
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Click Return to return to My Workspace.

Note: After completing these steps, you will be able to access NJDEP Online at any time
by visiting ‘http://www.njdeponline.com’ and clicking “Log in to NJDEP Online” within

10



the blue box at the top right of the screen. NJDEP Online can also be accessed by logging

into myNewJersey at ‘http://www.nj.gov’ and clicking the ‘Login’ link near the top of the
screen.

If you need further assistance, please contact us at the link labeled ‘Address your
comments and suggestions to us’ at the bottom of http://www.njdeponline.com.

If you are ready to enter monitoring results skip to Enter Monitoring Results on Page
19.
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Log into Account

To begin entering monitoring results, sign on to NJDEP Online by
navigating to http://www.nj.gov/dep/online/

Click the Login here button as shown below

EP Online - Microsoft Internet Explorer,
Fl= Edit View Favortes Tools Help "

Qe - © 1] [ @ Dsown Sormorw @ (- % - JEL
iddress | ] https . nj.govidepfonline M=

njhome I citizen | business | government | services A to Z | departments [ search |

your portal to e-government services '}j

mjdep home | about dep | index by topic | programs/units | dep online

Welcome to New Jersey Department of Environmental Protection's (NJDEP) Online Business Portal

In an effort to coordinate with other State services, the NJDEF Online system will now be accessed via the myNevrJersey Portal.
The myNewJersey 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 your personal and businéss preferences. You will be required to have a mybewJersey Fortal account in order
to arcess NJDEP's anline services. You will also be able ta use this same myNewdJersey account to access ather services provided by
other New Jersey Departments.

Already a registered user?

Log in Here

NJDE&
:med_&e Click to Log in ko MyNewlersey

The Dental Amalgam Online Registration program is now available. seover, Americen Expre ssoredi card,
oraualid cheaking accountisrequived =
foronline payment ofthe raquired fos-x.

& Instructions on how to begin the registration process may be found here.

& If you have read the instructions and have begun the online registration process please scroll down to the “New Users

» Noter For use with Mozilla Firefor 2.0 or
Request Access to NUDEF” button. Righer orMicrosoft Internet Exploreré.o

orhigher.

Please review and complete the following action items to request access to NJDEP Online via the myNewJersey
portal:

NJDEP Online New User INSTRU

NS
Flease read the instructions thoroughly before continuing with the action items below. Instructions will open in a new window so ¥ou can print them or follow along.
If wou do not have Adobe's free Acrobat Pdf reader please download it here in order to read or zave the instructions.

Before continuing please take note of the following:

B4

» myNewJersey Authorization Codes are personalized based on sach user's particular needs and cannot be shared and are for one-time use only.

s /hittp: {fportalz0. sa. stat 18080/ amserverjUl{Login?gw=portald1 stat & Internet
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Click ‘DEP Online Services’ on the left side of the screen.

Later, you can add additional services by clicking ‘My Workspace” and the *’Configure
Services’ button.

Note: You may have added Services and/or Facilities during Account set up. If your
facility is displayed, skip the next step.

Add Facility
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To add additional facilities to your workspace, Scroll down to My Facilities/Program Interests as
shown below, and click the Add Facilities button.

=M NJDEP Online - Microsoft Internet Explorer

[E[E[ET]
File Edit view Favorites Toolks  Help w
Qe - @ [¥] [B] Tn s Flpreenes €8 £2- ik

Address | €] hitps }fwmwl 1-stg. state. nj.usfDEP_RSP/Orchestrate.do

~| Go  Links >

-~

Configure Services

My Faciliies/Program Interests

Note: vou may add facilities by clicking the "add Facilities” button below.

o o Change Manage :

Facility Name Facility ID Program Mccess Type HinoTer isn o) view Remove
GATEWAT NATIGNAL REC AREA-

SAT 5380 water Supply General & <z [}
Clicking a column title will sort the tabla by that column.

Add Facilities

My Services - In Progress

Note: To edit or resume warking on an "In Progress” item, please click on the appropriate number in the ID column,

vou do not have any "In Progress” Services,

My Services - Submitted

wou do not have any "Submitted" Services.

S & Internet

2 e oniine .. @ )% S:19 Am

&= RSF Help Files T Frepar

Search for your facility either by Facility ID or Facility Name, Scroll down to Water
Supply under Select NJDEP Program, and Click the Search button as shown below.

2l NJDEP Online - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

Qo - © BB Q| PO Fornne B D2

Address | @] hktps vl 1-stg, skate, n.us/DEP_RSP/Orchestrate. do

o
L)@

~| Go  Links *

My Worlkspace

iz Persomal | Bequest. Cert PIN| Bdis Facilioe
Wersion: 4.0

Currently logzed in:

FACILITY SEARCH

Help | Logout

1 - Specify Search

Criteria Pick the search you want to perform:

2 - Select Facilities @& Retrieve only those facilities that match the search criteria
O Retrieve the sites and all of the site's facilities that match the search criteria
O Retrieve NJPDES Permit Numbers

(Optional) Select NIDEP Program:

-

A

Enter either a *Facility ID or a FacilityDPCC
Diesel Retrofit Program

Facility ID: Hazardous Waste
Land Use

. . Pesticides
Facility Name: Eadiation

Right To Know
* For MIPDES Facilities Use The NIPDES |Site Remediation
Solid Waste
TP

I3

2| @ Internet
i MIEMS o

" MIDEP Online - Micr .. T Screen shots HELP ...

& ) 11:20 AM

Use the Water Allocation Program Interest ID from a Water Diversion form, or the
PWSID if you have a Water Utilization Form to enter. Click Search.

Once your facility is shown in the search results, check the box to the left of the Facility
name, and click Add Selected Facilities as shown below.
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<2 NJDEP Online - Microsoft Internet Explorer. Ellﬁlgl

Fle Edit View Favorites Tools Help "
A =~ vy >_
e Back v () Iin] Igl Tn) | JO search o Favorites ) | (- i i
fddress @ httpsi fvmenad 1-stg state, nj.usfDEP_RSP/Orchestrate do v Beo nks ?
njhome | citizen | business | government | services A to Z | departments
tof environmental protection
njdep home | about dep | index by topic | programsiunits | dep online
My Workspace [ User Profile Ceru.ﬁ:auuns Paymems Documents and Forms | Permit Folder
Fiit Dersomal Tf| Request Cort DIN| Bt Faciliny Selection] Famorite Covtacts] Seouriny Adwiisrarion
Version: 4.0
Currently logged in: Barbara Ware (WSTESTUSEE) Help | Logout
FACILITY SEARCH RESULTS
‘ Facility Facility ID  Program
2 - Select Facilities GATEWAY NATIONAL REC AREA-NPS 5330 Wwater Supply
Clicking a column title will sort the table by that calumn.
Clear/Check All - Add Selected Facilities
contact dep | privacy notice | legal 1 ibilif @
department: nileg ! grumstunits | dep anlin
wide: njhome | citen | business | govermment | srvices A to 7 | d ments
&] Done 2 @ Internet

i4 start Z 8 6 B .| i noEms 0 viron... /2§ NIDEF Online - Micr... | 0 Screen shots HELP . ’q 11:21 M
Your facility WI|| now appear in your Workspace under the headlng I\/Iy
Facilities/Program Interests as shown below.

Click View as shown below to view facility Information. The Facility Information includes
the following information as entered in the Department database: Facility ID (program
Interest ID), Location of the Activity, and mailing address. Please note this address is also the
mailing address for all correspondence related to the activity. Please verify this information,
making any necessary changes by filling out form BWA-009, which can be found at:
http://www.nj.gov/dep/watersupply/bwa-009.pdf and submit by mail to the address on the
form, or by submitting to Bureau of Water Allocation & Well Permitting, Mail Code 401-
04Q, P.O. Box 420, Trenton, NJ 08625-0420.
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=} NJDEP Online - Microseft Internet Explorer

File Edit View Favorites Tools Help 73

. - ¢ N 5 S T

@k - () = & & S search e Raveries €8 - LS ] - B3

icdress | ] https:j vl 1-stg. stabe. nj.us/DEP_RSP/Orchestrate dovinitiste=trusSiorchestrationld=Core-Workspacs v @G ks P
MY WORKSPACE i

Service Selection

»

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.

water Supply
wiater Diversion, Water Utilization and Monitoring Results Submittal

Configure Services

My Facilities/Program Interests

»

Note: vou may add facilities by clicking the "add Facilities" button below.

Facility Name Facility ID Program Access Type Change Access g‘:;:l‘?_‘i;t'; view Remowvi

s380 water Supply General d <2 [%<]

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

GATEWAT NATIONAL REC AREA-
nPs

2l NJDEP Online - Microsoft Internet Explorer
File Edit View Favorites Tools  Help

@Dk - (D B @ \;j ) search *Favmitas & 2- ; = - L) 3

Acldress | @] https i fumn] 1-5£q.state. ni.us/DEP_RSP[Orchestrate. do?archestrationld—Core-wWorkspacemCore-RegulatedEntity-Details—undefinedarequiated_entity_id=230126btnacti v | Go  Links >

i
njhome | citizan | business | governmant | sorvices A to Z | departmaents
Wl nline
nidep home | about dep | index by topic | programs/units | dep online
Certifications Documents and Forms Permit Folder
5380
GATEWAY NATIONAL REC AREA-NPS Help | Logout
Facility 1D: 5380
Facility Name GATEWAY NATIOMAL REC AREA-NPES
Gounty: mMonmouth
Facility Location: ATLANTIC DR
Fort Hancock , N1 07732
Mailing Address: PO BOX EZ0
Fort Hancock , NI 07732
~

&) Done 2 B Internet

I Growp. .. {d moems 2R MIDEP Oniline ... - | Tijpreparing Qu.. | &

Click Return to return to My Workspace.

Add Service

Skip to Enter Monitoring Results if the Water Diversion, Water Utilization and
Monitoring Results Submittal Service is present.

The first time you login, you may need to add the Water Diversion, Water Utilization and
Monitoring Results Submittal Service to your Workspace if it was not added during
account setup.
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If the Water Diversion, Water Utilization and Monitoring Results Submittal Service is

not present, under the Service Selection Heading, click Configure Services button as
shown below.

23 NJDEP Online - Microsoft Internet Explorer

File Edit view Favorites Took  Help

Qe - ) %] &) Th Dsearh Poreeme €5 (2- L L

Address ] https: {jvmu] 1-stg. state .nj.us/DEP_RSP{Orchestrate.do

njhome | citizen | business

I government | services A to 2 | departments

T fine
mjdep home | about dep | index by topic | programs/units | dep online
My Workspace User Profile Certifications Payments Documents and Forms Permit Folder
Wersion: 4.0
Corremiy Ingzed n

Help | Logzmt
MY WORKSPACE

— Service Selection ||

Note: access to this electronic service selection and submittal area is granted by sslecting facilities using the user profils. Some services are
sccessible without selecting facilities as shown below.

¥ou do not have access to any services.
Configure Services.

My Facilities/Program Interests

Note: You may add facilities by clicking the "Add Fasilities" button below.

T T Change Manage A
Facility Name Facility 1D Program Access Type P Security view Remove

GATEWAT NATIONAL REC AREA-
rps

&)

5380 water Supply General

@
&

2% MaDEP O

The Service Selection screen displays. Scroll down to the bottom of the screen until the
Water Supply Section is displayed as shown in the next two screens.

/= NJDEP Online - Windows Internet Explorer

6’:«- \.https:ffwwm1—stg.state.m.uerEP,Rstorchestrate.do?wmtuate=true&orchestratmnId=cure—serwce—conﬂguramon V| ERIEAES |

File Edit W¥iew Favorites Tools  Help

o (58]~ | @ create vour mymewsersey ... |4 NIDEP Online x [ i - B - - [rese - £hTeols - @ @
~
Skip Navigation
njhome 1 citizen | business | government | services A to Z | departments I -
njdep,
nt of environmental protection |““Tonline
nidep home | about dep | index by topic | programsiunits | dep online
My Workspace [ User Profile | Certifications [ Payments [ Documents and Forms ' Permit Folder
Version: 4.5
Currentlv logged in: Help | Logout
Please select the Services that you would like to appear on your Workspace and click the OK button. B
Division of Water Quality Enforcement
[ Dental Waste Redistration - New (i) [] Self Audit
(i) [] Dental waste Registration - Renewal
Facility Changes
(i) [] NIPDES Monitoring Reports (DMRs, WCRs, RTRs) (i) [] Update Mailing Address
(i) [] Stormwater Construction General Authorization
RSP Training
(&) [] RSP Training
Air Program Land Use
[] Periodic Compliance Certification (&[] Apply for Land Use Permits
(i) [] General Permits B
Done

& Internet

Click the box to the left of Water Diversion, Water Utilization and Monitoring Results

as shown below. Then click the OK button at the bottom right side of the screen as
shown below.
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IJDEP Online - Windows Internet Explorer

Ve " https:/ el 1-stg.state.nj.us/DEP_RSPjOrchestrate, do?initiate=trusiorchestrationld=Core-Service-Configuration V| 9 |[#2][ = | ‘ et
File Edit View Favortes Tools Help
o gg]'[ﬁcreate Your myNewlerssy A, }.NJDEP Orline x I I Bpov B - @ v [ShPage - 3 Took - @ &L
~
(i) [ Modification of UST Registration
() [ Renewal of UST Registration
Water Monitoring Water Suppl
() [] veluntser Water Monitoring Program (i) [ Drinking Water(sDWR)
(&) [ Private Well Testing Act (PWTA) Analytical Results
- (i) @ Water Diversion, Water Utilization and Manitoring Results
Submittal
Well Permitting
(i) [] well Permitting Service Selection
Check All [ N ok |
contact dep | privacy notice | legal [ ibiti @
nidep home | aboutdep | indes by topic ts | dep onl
statewide: nihome | citizen | business serv oz seazch
Copyright @ State of New Jersey, 1996-2004
o 3
P.0. Box 402
Trenton, NJ 08625-0402
Last Updated: June2s, 2004 |
b
& Internet BT

s start e

The Water Diversion, Water Utilization and Monitoring Results service is now in your
Workspace as shown below. Once you have added the facility and service, they are a
permanent part of your workspace and you do not need to repeat the steps above.

IDEP Online - Windows Internet Explorer

@::. - ‘. https:/juwwal 1-stg.state.nj, us/DEP_RSPjOrchestrate . do vl QJ 2| x ‘ | FeRi

File Edit View Favorites Took  Help

W [%]qgoaate Your myMewJersey A. .. I'NJDEP Online x l I 5 - B d=h v i Page = ) Tools - @)~ G

~

Skip Navigation
pivorne | chtizen 1 bustness 1 governmant || serdces A 2 | departments ==

njdep, g
seiit of Environmental protectio Yonline
njdep home | about dep | index by topic | programs/units | dep online

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

Version: 4.5

Currently logged in
MY WORKSPACE

Service Selection

MNote: 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.

Water Supply

- Water Diversion, Water Utilization and Monitoring Results Submittal

Configure Services

My Facilities/Program Interests

Note: You may add facilities by clicking the "add Facilities" button below.

. . Change Manage 5
Facility Name Facility 1D Program Access Type ano: e View Remove|
Done & mtemet

‘s start (A - T




Enter Monitoring Results

To begin entering monitoring results, click on the \Water Diversion, Water Utilization

and Monitoring Results Submittal link in My Workspace as show below.

/= NJDEP Online - Windows Internet Explorer

@\_‘; ~ o hteps juwmnt 1-stg.stake. ni.usfDEP_RSP/Orchestrate.da > &[4 [x] [

File Edit View Favorites Tools  Help

W afr [88 v[@oeate Your myMewJersey A... ].NJDEP Online x[ } o B d=h - [ Page - £F Tooks - @ ML

=
Skip Navigation
T e I Dl B s -

; L, T
ment of environmental protection Yonline

njdep home | about dep | index by topic | programs/units | dep online

My Workspace | User Profile | Certifications [ Payments [ Documents and Forms

Permit Folder
Version: 4.5
Currently logged in: Help | Logout
MY WORKSPACE
Service Selection

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.

] oter Supply
Water Diversion, Water Utilization and Monitoring Results Submittal

Configure Services

My Fadlities/Program Interests

Note: You may add facilities by clicking the "Add Facilities” button below.

T - Change Manage .
Facility Name Facility ID Program Access Type i == View
Done

&P Internet

The Submittal Action Task List displays and shows available Monitoring Results

reports which can be submitted. Check the monitoring period and due date carefully on

the submittal action task list. Unique sets of quarterly reports are generated for each
activity, reflecting the required monitoring data for that monitoring period.

To begin entering new results, click on the Submit link under the Action column as
shown below.

23 NJDEP @nline - Microsoft Internet Explorer,

File Edit view Favorites Tools  Help

@k = () B @ \;j psearch *Favnntas &) Bv :\?, - L) &

Address | €] https:fumnl 1-stg.state. nf.us/DEF_RSP/Orchestrate. do?initiate—truefuorchestrationld—MIDEP-WS-Water SupplyMonitoringsservice_categary_id=taservice_class_id=114 | Go

o

Links **

~

Skip Navigation

I 0 i 0 (T 0 (T | (T on D (e =5
d ment of environme rotectiol

Wdehon fine
nidep home | about dep | index by topic | programsiunits | dep online

My Workspace User Profile Certifications Payments Documents and Forms Permit Folder

Version: 4.0
Currently logged in:

GATEWAY NATIONAL REC AREA-NPS

Help | Lozout
SUBMITTAL ACTION TASK LIST

1 - Facili on

2 - Submittal Action Choose a form to submit or revise by clicking Submit or Submit Revised under the Action column,
Task List

————————— © crow s © Show complste ® Show Incomplste [“Rewreon B |
4 - additional
Information

Activity # Due Date Task Description Monitoring Period Completed Action
& - Monitoring B
Results WAPOS0O001 04/30,/200% Subrit Public Quarterly Monitoring Report 0170172008 - 05/317/2008 Submit
& - Certification Clicking = column ttde will cort the table by that column.
contact dep | privacy notics | legal ' imi @
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Note: Changing the radio button to Show Complete and Clicking Refresh will display
previously submitted reports that can be revised through this Submittal Action Task List.

The action will display as Submit Revised if the monitoring results for this monitoring
period have been previously submitted as shown below.

2l NJDEP Online - Microsoft Internet Explorer

File Edit view Favorites Tools  Help

Q- © ¥ B & S search ¢ Favories 7} - ) &

Address ‘g‘l hittps: frwsme] 1-stg state. nj.us/DEP_RSP[Orchestrate.do v| Be ks >

Skip MNavization
ﬂqmm— | citizen | business | govermment | services A to Z | departments _| Tearch
=

jde 5
Wnline
njdep home | about dep | index by topic | programsiunits | dep online

it ef environmental protection

My Worlkspace | User Profile | Certifications | Payments | Documents and Forms | Permit Folder

WVersion: 4.0
Currently logged in: GATEWAY NATIONAL REC AREA-NFS Help | Logout

SUBMITTAL ACTION TASK LIST

Submittal Action Choose a form to submit or revise by clicking Submit or Submit Revised under the Action column,

na
'

Task List _
3 - Submission Name @ Show all O show Complete QO Show Incomplete M
4 - Additional
Information
Activity # Due Date Task Description Monitoring Period ~ Lomeleted Action
£ - Monitoring Date —
Results WiAP950001  07/30/2003 Subrnit Public Quarterly Monitoring Repart 01/01/2003 - 03/31/2003  02/09/2004  Submit Revised
6 - Certification WiAP9S0001 07/30/2003 Subrnit Public Quarterly Monitoring Report 04/01/2003 - 06/30/2003 02/06/2004  Submit Revised
WAP9S0001  10/30/2003 Subrit Public Quarterly Monitoring Report 07/01/2003 - 09/30/2003  02/06/2004  Submit Revised
WiAP9S0001 01/30/2004 Submit Public Quarterly Monitoring Repart 10/01/2003 - 12/31/2003 02/06/2004  Submit Revised
WiAP9S0001  04/30/2004 Subrnit Public Quarterly Monitoring Repart 01/01/2004 - 03/31/2004  04/22/2004  Submit Revised
WAP950001 07/30/2004 Submit Public Quarterly Monitoring Report 04/01/2004 - 06/30/2004 07/19/2004  Submit Revised
WAPSS0001  10/30/2004 Subrnit Public Quarterly Monitoring Report 07/01/2004 - 09/30/2004  10/19/2004  Submit Revised
WiAP9S0001  01/30/2005 Subrit Public Quarterly Monitoring Repart 10/01/2004 - 12/31/2004  01/12/2005  Submit Revised
WiAP9S0001  04/30/2005 Subrnit Public Quarterly Monitoring Report 01/01/2005 - 03/31/2005  05/03/2005  Submit Revised
WAP9S0001 07/30/2005 Submit Public Quarterly Monitoring Report 04/01/2005 - 06/30/2005 07/12/2005  Submit Revised
WiAP9S0001  10/30/2005 Submit Public Quarterly Monitoring Repart 07/01/2005 - 09/30/2005  10/11/2005  Submit Revised
WiAP9S0001  01/30/2006 Subrnit Public Quarterly Monitoring Repart 10/01/2005 - 12/31/2005 01/10/2006  Submit Revised
WAP9S0001  04/30/2006 Submit Public Quarterly Monitoring Report 01/01/2006 - 03/31/2006  04/10/2006  Submit R d
WAPDS0001 07/30/2006 Subrmit Public Quarterly Monitoring Report 04/01/2006 - 06/30/2006 07/14/2006  Submit Revised
WiAPOS0001  10/30/2006 Subrnit Public Quarterly Monitoring Repart 07/01/2006 - 09/30/2006  10/11/2006  Submit Revised 2
nnnnnnnnnnn A1 mniannT Ebeaie Dbl s e —— Sndna fanne 40001 deane  nedaadanne Gokeeit naiead b
& Done Internet

After choosing the submittal task for the form you wish to enter, the Submission Name
screen displays as shown below with a default value of the form type and monitoring
period, facility Id, and activity. Add any additional information you wish which
identifies this monitoring period submittal in the Submission Project Name field. Add
any comments you wish to see on the Submission Summary screen. For example, ‘These
are monitoring results for activity WAP050001 for 3 quarter 2008’.  Then click the
Continue button.

20



NOTE: The Department keeps a paper or electronic copy of all reports ever submitted for
compliance purposes, including originals prior to revision.

-2 NJDEP Online - Microsoft Internet Explorer

Flz Edt wiew Favortes Tools Help w
. Al o e >

@ Back > x| |&] @u ) search g Favortes &2} == i

Address \sgj https:jfvmean1 1-stg,state, nj.usfDEP_RSPfOrchestrate.do v| B Lk >

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

ent of environmental protection

njdep home | about dep | index by topic | programsiunits | dep online
My Workspace User Profile Certifications Payments Documents and Forms Permit Folder
Version: 4.0 5380

Currently logged in: GATEWAY NATIONAL REC AREA-NFS Help | Logmnt
SUBMISSION NAME

Please provide a service specific name below.

3 - Submission Mame reci : —
*Submission/Project [5,pmit Public Quarterly Manitaring Report 01/01/2008 - 03/31/2009 |
4 - Additional Name:
Information
5 - Monitoring Comments: Results for Jan - Mar. 2009 for dewmonstration
Results Purposes.
6 - Certification
* Required

[ Coninue R

-

&1 2| & Internet

9 Mowvell Group. .. i maEms S ey E... 5 RSP Help Files Ty Preparing wa... R NIDEP Crline ...

The Additional Information screen is displayed which asks questions concerning the
submittal as shown following table. Scroll down to choose the correct answers on each
question and the next question will display. Questions may be skipped based on answers
selected. When all questions have been answered, click the Continue button to proceed
to the Monitoring Results entry screen or the Agricultural Information Screen.

QUESTION AVAILABLE RESPONSES

Are you required to measure static water level? Yes, or No

How do you primarily measure static water level? M-Scope, Air-line and Gauge, Other, tape, Fixed Transducer,
Multiple Methods

Which two methods are primarily used? M-Scope, Air-Line, and Gauge,

(Displays if Multiple Methods selected above) M-Scope and Tape,

M-Scope and Fixed Transducer,
Air-line, Gauge, and Tape,

Air-line, gauge, and Fixed transducer
Tape and fixed transducer

How is your diversion measured? Totalizing flow meters,

Hours of operation X hourly pump capacity,

# heads X hourly head capacity X hours of operation
Area of flooding X average depth of flooding

Flume or Weir

If the report is for an Agricultural facility, the next screen will be the Agricultural
Information Screen, other reports will skip this screen and the Quarterly or Annual
Monitoring results screen will display. Complete the required fields and click ‘Add
Row’ to add additional crop types, then click ‘Continue’.
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2 NIDEP Oriitm: - Wirnws Internel Explorer o
GT-\ = [l s fverret sk ot .0s{DEP_RSPCrulmestrate. o [ #)[ 2] e seru il
Fle Ede Vew  Faweerss Took el

W dNOeR Crine | | R I G A

business | government | sorvices A to I | departmonts warch |

ndeR, i
njdep home | about dep | Imdex by topic | programs/anits | dep online

Version: 4.6 HNOO10
Currently logged in QAR GROVE PLANTATION Help | Legout

AGRICULTURAL TNFORMATION

Warning: Navigating away from thes screen sithout saving frst will delete the current page of results.

*Total Acres: 100

= = *Acres Farmed: ,—gu
5 - Agricultural

Information
Plzase enter the following information if Acres Farmed is greater than 0.
6 = Moritorng
Results
7 - Car “Lrop Type “Acreage Planted “Acreage Irrigated Remo
[veqetbles =lfo 3
Mursary =|[a0 g (%]
~ Required
[ osines |
cotact dap  pivae noin 1 tage ststamens | —

department pides homs | abegtdes | indes bv tenic | presrams 'units | dez enling
stataveidec prhoma | citizen | Buninens | gevarmonast garvicen Ato | daparemants | gazch

Copyright @ Seate of 20 55-annd
o eal Pretaction
.

Trenten, %7 edfas-oaoe

Do T Mcalitranet [H100% -

Slap Navigarion

|
4]

Booet| | BP SN ES I NDNOD | @3vowc. -] D curyepor.. | D cweryhopor... | G o sersny .. | Ly Cpocment... |[@3 ntemet... - Bamdoc .. | SB)ws vl | [« 23340

The Quarterly or Annual Monitoring results screen is displayed. Enter all required

monitoring results. Quantity fields are numeric. Date fields, if required, must be in
form MM/DD/YYYY or MM/DD/YY. See Appendix A Water Diversion and
Monitoring Results Additional Information for detailed information regarding the
results screen.

Annual Report example:

HER, o fine
njdep home | about dep | index by topc | programs/units | dep ondine

¥ Workspace | User Profile | Certifications | Payments | Documents and Forms [ Permit Folder

HNO010
QAR GROVE PLANTATION Eelp | Logout

ANNUAL MONITORING RESULTS

Warning: Navigating away from this screen without saving first will delete the current page of results,

NIDEP Preprint ID: 66411 Monitoring Period: 01/01/2009 - 12/31/2009 Activity Code: AGC0S0001

Repory ntity antity antity antity antity antity uantity uantity uantity
Agricultural Rew | Subject ML BT b T b T, T T St b b Gty
Intormation (Mumber|  Item Units
of Jan Feb Mar Apr Hay Jun Jul Aug Sepl

Paratonng Results

WSINT1853
[Cartification . water | Millipn

OSEAIENS pivered [Galiens [ [ [ [
|;"—'~ﬁF I:

(WSWLE4 745
2 - water | Million I
2400033030, Civerted |Sallons
WELL 2

[ Gieos a § ~ siveJ Gontmue |

Form Comments:

=

|
Quarterly Report Example:

the
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-2 NJDEP Online - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools Help
) A v ; > B
Qi © BB G| Lo Frroee @3- B @
Address | @] hitps:ifuww ] 1-stq.state.ni.us/DEP_RSP[Orchestrate.do v B ks

My Workspace I User Profile [ Certifications [ Payments I Documents and Forms [ Permit Folder 8|
Version: 4.0 5172
Currently logged in: BRICK TWE hJIUA Help | Logout

QUARTERLY MONITORING RESULTS
Warning: Navigating away from this screen without saving first will delete the current page of results.

Monitoring Period: 07/01/2008 - 09/30/2008 Activity Gode: WAPOS0001 NIDEP Preprint ID:

first prew 1 2 next last
5 - Monitoring Results July August September
& - Certification Report|
Row Subject |, ter| Required ¥alue Quantity Sample Quantity sample Quantity Sa
b Item arameterFrequency| 10 /Result Date /Result Date /Result D
of
WSINL74756
- PUMPED: Water
STORAGE |Transferred Million
1 RESERVOIR, to Each Month [J2 o ] Il Il
BRICK OFF- | Treatrnent
STREAM Plant
RESERVOIR
WSIN174756
- PUMPED:
STORAGE W ater Millian
z RESERVOIR, |Returned tal Each Month |g5on. || |
BRICK OFF- | Source
STREAM
RESERVOIR
WEWLEEFZG -
Water .
3 |290080775L | pecovered |Each Month| Milion ( Il Il |
(ASR) allans
(ASR)
WSWLEEI2G -

&
&) Done
—_

Enter the data for each month, in this example Janu February and March. When

complete click the Next button (or 2) as shown below to see the next page of monitoring

results, if there are multiple pages.

2 NJDEP Online - Microsoft Internet Explorer

File Edit View Favorites Tools Help

(€ L @ @ \;j pSEar(h \j\\'(FavDritES &) Bv :;, ) &

Address | @] https: jfvwael 1-stg state, nj.usiDEP_RSP/Orchestrate.do v| B Lnks >
- e
QUARTERLY MONITORING RESULTS u
Warning: Navigating away from this screen without saving first will delete the current page of results.
Monitoring Period: 07/01/2008 - 09/30/2008 Activity Code: YWaPOS0001 NIDEP Preprint ID:
first prev 1 2 next last
5 - Monitoring Results July August September
6 - Certification Report
Row Subject [, tor| Required value Quantity Sample Quality Sample Quantity 5
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Enter the data for each month on each page of monitoring results. When complete click

the Continue button as shown below.
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Any errors in the data will appear as shown below. In this example, January quantity was

left blank, and the Static water sample date was in the future.
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Page 1. Row 1, Colum
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Warning: MNavigating away from this screen without saving first will delete the current page of results.
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Monitoring Results Data Validations and Error Messages

Screen

Validation

Message

Monitoring Results entry screen

Validation for parameter=Chloride

The quantity/Result entered exceeds 2500
Mg/L. Verify the results and enter an
explanation in the row comments about why
the result exceeds this amount.

Monitoring Results entry screen

Validation for parameter=Sodium

The quantity/Result entered exceeds 250
Mg/L. Verify the results and enter an
explanation in the row comments about why
the result exceeds this amount.

Monitoring Results entry screen

Validation parameter for Rated Pump
capacity

The Quantity/result entered exceeds the
reported capacity of the installed pump.
Result must be reported in units of Million
Gallons. Please click Help on this page for
additional information.

Monitoring Results entry screen

Validation for Static Water Level =0

A Quantity/Result of 0 reported for Static
Water Level indicates that the water level in
the well was measured and is at ground
surface. If Static Water Level was not
taken, leave the Quantity/Result blank and
enter an explanation in the row comments
of why Static Water Level was not
measured, and when sampling will resume.

A value of zero indicates
the depth to water is O feet,
or at ground surface, NOT
a missed reading.

Monitoring Results entry screen

Validation where Quantity/Result field
is filled in, and Sample Date = null,
and parameter is not on the list of date
exempted parameters.

A sample date is required for this
parameter.

Monitoring Results entry screen

Quantity/Result, not numeric entries,
not<>-

Only numbers and the special characters < >
- followed immediately by a number are
allowed.

Monitoring Results entry screen

Quantity/Result, <> - detected not
followed by a number

The special characters < > - must be
followed immediately by a number with no
spaces between the character and the
number.

Monitoring Results entry screen

Date in the future

Date cannot be in the future

Cut and Paste

User pastes more lines than are
required

More rows were pasted than exist in the
form. Extra rows were truncated. Review
the data carefully to ensure the correct
monitoring period is selected.

Cut and Paste

Pasted text has empty rows in between

Pasted data included one or more empty
rows. Data was populated using next
available data. Review the data carefully to
ensure the data is in the correct cells.

Cut and Paste

More tabs on a line than are allowed

Fewer rows were pasted than exist in the
form, leaving blank rows at the end of the
form. Review the data carefully to ensure
the correct monitoring period is selected.

Cut and Paste

Fewer tabs on a line than are allowed

Pasted data has fewer tabs on one or more
rows than available columns, leaving some
data null. Review the data carefully to
ensure the data is fully populated and in the
correct cells

In the next example, the quantity for water diverted exceeds the capacity of the pump.
This is often a unit problem. The amount entered for Water Diverted is normally
reported in Million gallons. For example, one million gallons must be reported as a ‘1.
For additional information see Appendix B — Meter Reading and Correct Units

Reporting.
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Once all data is entered click the Continue button.
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If the results entered pass validation, the Submission Certification screen will display as

shown below. (If a Facility Administrator has been set up, the screen may be different).

Click VIEW and thoroughly review the pending submission before certifying. You may
wish to print this page for your records. Once you are satisfied all information is correct,
enter your PIN number as shown below, and click the Certify button. Click the User
Profile tab, click ‘Request Certification PIN’ button to request a PIN to certify reports if
you did not get a PIN during account setup.
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CERTIFICATION - SINGLE SUBMISSION - INDIVIDUAL WITH DIRECT KNOWLEDGE

Service I !
e Submittal Type Date =

22440 \é\fuabt?r:ii;pply - Water Diversion, Water Utilization and Monitaring Results Submittal - Monitoring Results 11 >008 @ _

Certification of the Individual With Direct Knowledge

- Certification I certify under penalty of law in accordace with N.J.S.4. 58:14-5(b) that the information submitted is accurate and
complete.

Name of certifying

Party: Yowr Name

User 1D of Certifying

Party: Youwr User ID

* Required —

Certification of your PIM constitutes an electronic signature of this submittal in accordance with the aforementioned

statement
N
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The Submission Confirmation screen appears as shown below. Print the page or save the

Service ID (22439 in this example) in case there is a problem with the data migration to
DEP. Click the Continue button.
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The following was successfully submittsd:

Submission: 22439: Submit Public Quarterly Monitoring Report 01/01/2009 - 03/31/2009

/The requested service completed successiully.

1 privacy notice 1 legal 1 ascessisin @
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| search
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The section My Services — In Progress shows submittals that have not completed. The

submittal has been processed when it goes from the My Services — In Progress section to
the My Services — Submitted section.

You are returned to My Workspace page. Scroll down the My Services — Submitted
section. To view the details of the submission, click on the View icon.
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The results entered will be displayed along with all information associated with the
submittal as shown below. Click Return button to return to the My Workspace page.
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Click the Water Diversion, Water Utilization and Monitoring Results Submittal link to
submit another form, or Click the Logout link as shown below.
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water Supply
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»

My Facilities/Program Interests
|

1:40 PM
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&) javascript:trigger Transition fisp/logout’, logout?;

Facility Administration

You can prevent unauthorized access to your facilities reports by setting up a Facility
Administrator. See “Facility Security Administration” under Documents and Forms for

additional information.
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Appendix A - Water Diversion and Monitoring Results Additional Information

Each monitoring requirement is represented by a row on the monitoring results screen.
The following is a description of each of the columns on the Results Form.

1. SUBJECT ITEM-
a. Contains information identifying the source, which includes Department 1d’s and
a local name
b. Note to facilities utilizing storage ponds as diversion sources: Surface water
sources may require a calculation to avoid double counting water that is pumped
from wells or other sources into storage ponds. See the instructions for correcting
and reporting CORRECTED storage pond values, if necessary.

2. PARAMETER- Specifies the required monitoring for the applicable subject item in
that row. Some parameters require dates which must be entered in the correct format
as described below and must not be in the future.

3. QUANTITY/RESULT - The value fields where monitoring data is recorded.

a. Only numbers, decimal points, less than sign <, minus sign —. DO NOT
ENTER WORDS, OR N/A IN ANY OF THE RESULTS/QUANTITY
BOXES. Any non-numeric marks will prevent submission of the form.

b. If water is not diverted from a source in a particular month(s), report Water
Diverted as the number zero (0).

c. If Static Water Levels or chemical monitoring was not performed as
required for the timeframe, leave the Quantity/Result and Sample Date fields
blank. This will require a comment explaining why results were not taken in
the row comments field, and when sampling will resume. Failure to perform
required monitoring is a violation and may result in enforcement action.

NOTE: REQUIRED STATIC WATER LEVELS OR CHEMICAL
MONTIORING ARE REQUIRED EVEN IF THE SOURCE WAS

NOT USED
d. Static Water Levels must be reported in decimal feet (for example 9.45).
e. Grey fields marked “NOT REQD” indicate that no sampling or reporting is
required for that source/parameter/month combination for the activity.
These fields are not modifiable.
f. Please write any explanations of reporting data in the row comments or form
comments field.

5. SAMPLE DATE - Dates a parameter is sampled. Sample dates are not required for
parameters that are an end of month total, such as water diverted. Sample dates are
required for other reporting parameters.

The correct, full date that a water level, sample, or month end reading is taken must
be entered in the following format: MM/DD/YYYY or MM/DD/YY, for example,
10/21/2003 or 5/30/03.

6. REPORT VALUE IN UNITS OF - Indicates the required reporting units for the
monitored parameter. For example, Water Diverted must be reported in Million
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Gallons unless otherwise stated, while Static Water Levels are reported in Feet.
Values must be reported in the units displayed on the form.

To convert Gallons to Million Gallons, divide the total number of gallons by one
million (1,000,000). Example: 365,000 Gallons = 0.365 Millions Gallons

Actual diversion in Gallons Report diversion in Million Gallons
1,000,000 1.000
100,000 0.100
10,000 0.010
1,000 0.001
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Appendix B — Meter Reading and Correct Units Reporting

To report the correct amount, check your meter to see if there is a multiplier on it. This
will look like X 100 or X 1000 indicating the number is to be multiplied by either 100 or
1000 to obtain the amount metered.

For example on the meter below the multiplier is X 100. To obtain the month end
reading, 35844 is multiplied by 100 resulting in 3584400, which is then divided by one
million (1,000,000), or multiplied by (.000001) to get the end of month meter reading of
3.584 million gallons.

Subtract last months end of month reading from this months and report that volume.
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