Welcome participants to the CERS Business training & introduce instructor(s).
Ask who are business owners, any consultants?







Notes: Overview of the plan for the 2 %2 hour period and time for Q&A






Beginning of Module 1: Introduction to CERS

Explain

CERS is a statewide, web-based system to support businesses and Unified
Program Agencies with electronically reporting, collecting, and managing hazardous
materials-related data as mandated by the California Health and Safety Code.

*Applies to all businesses who store, use, generate hazardous materials &
hazardous waste.

+>55 gal, >200 cft, >500Ibs



or

In Solano County, EPCRA filers must report by March 1. All others are due on
their anniversary date.

Anniversary date is billing date. Call CUPA for more details if needed.



March 1. For further information please contact your local CUPA or PA

CERS Trainina Portals

Explain-

*CERS has two separate web portals, one for business reporting and one for
Unified Program regulators.

*Mention the training portal- not a fan of the portal due to getting through the training

section and then having to do it again as a real submittal. It's easier to go through
as a new business and make changes as needed.



Discuss third party consultants access to CERS



- o - —

ol

Beginning of Module 3: Getting Access/Creating a CERS Account

Explain

To get started, go to the CERS Central page and click the Business Portal sign-in
link.

Point Out

Direct participants to the CERS Business—Getting Started handout and point out
that it contains the URL and the browser information.



CERS is a statewide, web-based system 10 suppon businesses and Unified Program Agencies with electronically reporting
collecting, and managing hazardous materials-related data as mandated by the Califomia Health and Sadety Code

Explain

Your CERS username uniquely identifies your account when you sign in to CERS.
Make sure you record your user name and password and CERS ID# so you can
get into CERS again later.

CERS 1 users are encouraged to transition to creating a CERS username vs. using
their email to access CERS. This is important so you do not lose access to CERS if
your email address changes.

Input password
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Mention the concept of business with multiple facilities in order to avoid mistakes.
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Point out
When you first sign in to CERS you'’ Il see this page that allows you to:

*Search for your facility/business/organization if your Business/Organization has
previously used CERS

*Add a new facility, if you and your business are new to CERS

Mention that Solano County will not be pre-populating any facility information.Also, if
you have a third party contractor, be sure and check with them prior to adding your
facility as the contractor may already have done so and you will be creating a
duplicate.
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Explain

CERS prompts you through adding your facility address and name, and then you’ Il
see this screen.

Point out

The CERS ID is an important number that can help you find a facility quickly and
easily. Write down and retain CERS ID # Similarly, it helps regulators, and ensures
that facilities and related records in local systems match facilities and related
records in CERS.

Explain

Click Continue to access the Business Activities screen that lets you identify the
regulated activities occurring at the facility you added.

Let’ s review the information you need to report using CERS.
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Explain

CERS allows you to submit required information as a complete package or in
sections, called Submittal Elements.

The Business Activities/Facility Information submittal element is the first section that
every business needs to complete for their facility(ies).

The information you provide via this submittal element determines which other
CERS submittal elements are applicable to the facility and what information you
need to report.

Based on your answers, CERS will prompt you to complete one or more of these
submittal elements.

NOTE: HMI will be covered last

Emphasize

The Business Activities/Facility Information submittal is required with ANY other
submittal. The Business Activities/Facility Information is normally not submitted by
itself, unless you are only updating that element and no other.
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Briefly discuss other elements
Will be covered in more detail later on

16



R o e e el B e Y QU o

Beginning of Module 6: Making a Submittal

Explain
Let’ s explore how to complete the fourth common task in CERS—facility submittals.
This is the formal process of reporting and meets legal reporting requirements.

17
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Explain

From this page you prepare draft submittals to transmit to your local regulator(s).
Make sure to review any status and guidance messages for your submittals by
selecting the guidance icons.

Point Out
The Business Activities screen is ready to submit.

The Business Owner/Operator is incomplete. The stop sign shaped red icon alerts
you that you need to review the submittal.

Click on the Review Needed link for guidance.
NOTE: Again here that HMI will be addressed out of order for sake of ease

18



Does your facility have on site (for any purpose) al any one time, hazardous materials ot or above 55 gallons for liquids, 500 pounds for solids,
of 200 cubic feel for compressed gases (nclude liquids in ASTs and USTs), o is regulated under more restrictive inventory 1ocal reporting
requirements (shown below if present), or the applicable Federal q y for an v specified in 40 CFR

Explain
Provide the necessary information and click Save.
For waste generators, input CalEPA Id # when prompted
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Explain
You can select this link to copy name, address and phone numbers to other fields.

For example, if you are the owner, environmental contact and emergency contact,
you can copy your information rather than type it in repeatedly.
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Point Out

The Business Owner/Operator Identification screen is not ready to submit. It must
be before you can submit the Inventory and/or Emergency Response and Training
Plans submittal elements.

Draft date — Notice the draft date next to the Submittal button; it identifies the last
date you worked on the screen.

These screens are complete, however, they need to be submitted.

Click the Submit button when you are ready to transmit the submittals to your local
regulator(s).
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Explain:

Business can use their own Emergency Contingency Plan format or they can use
the provided template.

Explain options on use of contingency plan or own documents



Note:

If you use this form, remember to save as a pdf and remember name so you can
find it again on your computer.



Note that the training plan is usually part of the Emergency Response Plan although
some businesses may prefer to separate. If yours is combined, or if you used the
Consolidated version , you can select ‘part of another submittal’ on the next screen

to complete this submittal element.
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‘You must submit an employee training plan(s) for your facility, Contact your local regulator for more information about providing a suitable plan{s)

To upload a document, select the Browse bullon and then the file on your computer o upload, provide a document title, and then select Save & Finish 1o complete the
upload. Use of other document options shown on the lef must be approved by your local regulator

If your employee training plan is included in your Ei o ¥ P . ¥ Plan, select the in other Blement document option and then
the Emergency Response and Traning Fans submiiial eélement

Encument Options Document Upload(s)

% lininad Nae

Same comment as previous screen: Note that the training plan is usually part of the
Emergency Response Plan although some businesses may prefer to separate. If
yours is combined, or if you used the Consolidated version , you can select ‘part of
another submittal’ on this screen to complete this submittal element.
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Beginning of Module 7: Hazardous Materials Inventory

Point Out

The Hazardous Materials Inventory must be completed for this facility. CERS shows
that this facility’'s Hazardous Materials Inventory is ready to submit.

Note: Inventory is an online form; site map is a document to upload.

The icons on the left and the text on the right alert you to what is needed.
Emphasize
This submittal element is used to annually verify the HMIS
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Give example of compressed CO2 v. cryogenic
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Explain

Use the CERS Chemical Library if you don’ t have a Hazardous Materials Inventory
created or you need to add a new material to your inventory.

Point Out
To begin creating an inventory, click Add Materials.

Clicking the CERS Chemical Library link opens a new window and takes you
outside your CERS account. You can build your inventory and then export it into
CERS.

Explain

To complete the inventory, you can use the CERS Chemical Library or your own
resources. The CERS Chemical Library contains ~75,000 chemical names and CAS
numbers from the US EPA Federal Substance Registry.

Emphasize

Using the CERS Chemical Library has these benefits for you, regulators and first
responders:
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*Saves you time

*Ensures consistency of chemical names and CAS numbers for all users

*Your inventory is automatically populated with hazard property information for many
chemicals in the Library.

You can use your own resources to build the inventory. This is necessary for any
material not listed in the CERS Chemical Library.

29



ceLio Chemical Name Common Name | Synonym Name
L Mo records to display

Synonym?  CAS Number

Explain

Let’ s say that you want to add acetone to your inventory.
*Enter the chemical/material name or the CAS number
*Select Search
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Point out

CERS creates a new chemical/material record, including any hazard properties or
other data available from the CERS Chemical Library.

Some sections are automatically filled in— Chemical Identification and Physical
Properties, and Chemical Hazard Classification.

You need to complete the remaining sections—Inventory Location and Quantity,
Inventory Storage Information, days onsite, temperature and pressure values, etc.,
and mixture components for materials that are mixtures.

31



Point out

You need to complete the remaining sections—Inventory Location and Quantity,
Inventory Storage Information, and Mixture Components.

Consult your MSDS for the required information
Once you complete that information, click Save.
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chemical/material. CERS will create a new chemical/material record for you, including any hazard properties or other data available from the CERS Chemical
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Explain
Review the results, find the correct chemical/material and click Add.

Point Out

If you don't find a good match, select Unable to Find Material in order to manually
enter the data about the chemical/material.

Note: on this screen, all records but one are synonyms of the chemical. Since the
CCL ID number is the same for all, all synonyms are pointing to the Acetone record
in the first line.
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You must enter a separate imventory record for each material and wiaste that you handle at your facility in an aggregate quantity subject
to Hazardous Material Business Plan (HMBP) reporting requirements (of a3 required by your local regulator). The completed inventory must reflect all hazardous
materials at your facility, reported separately for each building or outside storage area, with separate entries for unique occumences of physical state, storage
temperature, storage pressure
e -

i Select Add Material 1o manually enter new materials for your facility, or select Upload inventory 1o upload & spreadshest of your entirg inventory
Undate facilit’'s entire make sure it reflects vour current hazardous materials manasement oractices. Select Search inverntony to find
Commen Nams cAS Location Max Caily Amount
G

1| 8= Paget of1

Displaying items 1- 303

End of Module 7: Hazardous Materials Inventory

Point Out

The Hazardous Materials Inventory is ready to submit. Now you just need to
address the site plan in order to complete the HMIS submittal element.




Explain

One other submittal element is needed—a Site Map because it assists in
emergency response, needs to be clear, noting container size and contents, any
emergency shut off valves or control features.

Click New to begin.

*A general site plan that can include, but not be limited to, the location of buildings,
exterior storage facilities, permanent access ways, evacuation routes, parking lots,
internal roads, chemical loading areas, equipment cleaning areas, storm and
sanitary sewer accesses, emergency equipment and adjacent property uses.

+A building floor plan that includes hazardous materials storage areas within the
building, rooms, doorways, corridors, means of egress and evacuation routes.

Questions?

This is the end of this module. Are there any questions pertaining to this module?
Please save your other questions to the end of the presentation.

36



Submit in B&W, not color
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Explain

Each of the other submittal element work in much the same way as the ones we
have reviewed so far. You can look over these others at a later time. Most are
upload documents rather than data entry screens.

39



Ask
What do the messages and icons tell you about these submittal element?

Point Out

*There are a number of sections to the Underground Storage Tank (UST) submittal
element.

*The red message alerts you that you must complete a screen for the UST Facility
Operating Permit Application.

*The other elements are documents that need to be uploaded.

Explain

You must complete the UST submittal element within 30 days of all new permits,
permit changes, or facility information changes. You will also need to update/confirm
data relating to your tank, monitoring plan, and upload other pertinent UST-related
screens.
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End of Module 6: Making a Submittal

Explain

This screen shows the requirements for the other submittal elements.

Questions?

This is the end of this module. Are there any questions pertaining to this module?
Please save your other questions to the end of the presentation.

41
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Explain submitting info
They MUST submit or regulators can not review
Make complete submittal — DO NOT send partial submittals.
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47

For HMBP ‘no change’ submittals, click on the ‘Create all HMBP Submittal
Elements’ button.
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Final Submittal Checklist
de a Facility

« Does your Submittal 1 t?

Is your CERS Account authorized to submit data to the Regulater?

The “Submit Selected Elements” bulton will be disabled if you CERS Account does not have "Lead Business User or "Approver permissions.,
Have you reviewed the Certification Statement shown below?

Select “Submit Selected Elements” below to submit information te your regulator.

information, |, Paula Dueweke (CERS :m:count usamé‘ma pkduamké). cémi\r on 2/14/2016 under pénaw of law that | hsv;a personally
examined and am familiar wath the information submitted and believe the information is true, accurate, and complete.

e R R T ——
Information will he renorted to Pataluma Cite Fire Denartment

48



Confirm. Notice that only the HMBP related submittal elements are checked using
this feature. If you need to also submit UST or other submittal elements use the
regular submittal process.
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pload draft Facility Information Owner/Operator Identification Data for multiple facilities in your Upload ow-nen'OPerator Data

sinass by choosing vour Owner/Operator Identification soreadshest using the form to the riaht
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Select Add Material I manuslly siler iew materials o yout acity, o select Uplosd inventory 1 Lolosd & spreacsheet of your entne inveniorny

Update  Feview your lacity's entire mveniny 1 make sure A reects your curment hazardous materals management practces. Select Saarch inventory 1o fnd

Explain
Review steps for uploading or downloading an existing inventory.

+If you upload a facility's inventory, the process is similar to uploading any other
document to CERS.

*Keep in mind that the inventory spreadsheets you upload must match the columns
and format as shown in the CERS Hazardous Material Inventory Upload Template.

*You can download your inventory in an Excel format for printing, uploading to
another facility (If you have more than one), or for other needs you may have.
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Beginning of Module 4: Managing Users

Explain

One important task you should complete quickly is to manage your businesses’
users. These are the other people in your business who need to view or manage
data in CERS.

Point out

There are two methods for accessing this task from the Home page. Whichever
route you take, you’ Il access the page that allows you to assign permissions.

o7



Explain
Review the permission levels and recommendations for assigning them:

Lead Users- Can add, remove, and otherwise manage the CERS Business’ users

and facilities.
Best Practice—assign at least two Leader Users; the business owner and someone

else
*Viewers- May only view facility reports (read only).

Editors - May add/edit facility reports, but cannot submit reports to regulators.
This permission might be given to a consultant.

*Approvers - May view, edit, and submit facility reports to regulators.
Since this permission level carries legal ramifications, a business owner may want
to maintain this permission level.
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Point Out

Notice that this business has two Lead User permissions assigned. A suggested
Best Practice is to assign at least two Lead Users.

Why? If you limit to one and that person becomes unavailable for any reason the
business would need to contact the local CUPA for access permission—if their
facility(ies) are within that CUPAs jurisdiction or the business would need to submit
a written access request to Cal/EPA if they have facilities in more than one CUPA
jurisdiction.

A Lead User can add, remove, and otherwise manage the CERS Organization’ s
users and facilities.

Explain
Let’ s take a look at how to add another Lead User.
Set up an account for the person by clicking the Add User button.
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Explain

Input the person’ s email address and click Continue. You’ Il be prompted to input
the person’ s identification information. Input the information and click Continue.
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Explain
This person does not have an account, so you must initiate an invitation.
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Explain

Check the permission(s) you want to assign to this person and click Save & Send
Invitation. The person receives an email invitation.
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Point Out

The Account Status shows that the invitation was sent to Jake Smith to have the
permission level of Editor.

Explain
The person must respond to the invitation within 30 days. If they don’ t respond, you
can resend the invitation.

This business now has the recommended two Lead Users. Let’ s review the other
permission levels.
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Questions
Are there any further questions on the modules we presented today?

Are there any other CERS related questions?
Provide contact info for local regulators.
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Questions
Are there any further questions on the modules we presented today?

Are there any other CERS related questions?
Provide contact info for local regulators.
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