Reporting Period Information SMR for Special Discharge Permittees
Help sheet for the Industrial Online Reporting System

Reporting Period Information SMR - Special Discharge
Log into the MCES Industrial Online Reporting System at: https://www.govonlinesaas.com/MN/SPL/Public/.

Opening the Reporting Period Information SMR

There are two methods that can be used to open the Reporting Period Information SMR:

e Start a New Submittal from the “Submittal” tab.
e Upcoming Submittal Obligations from the “My Dashboard” tab.

1. Start a New Submittal
Step 1: Click on the “Submittal” tab and select the “Start a New Submittal.”
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Step 2: Select the Reporting Period Information SMR for Special Discharge Permittees by clicking on the
“Start” icon in the lower right hand corner of the submittal type.
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https://www.govonlinesaas.com/MN/SPL/Public/

Step 3: Choose the facility you are submitting the Reporting Period Information SMR for using the search
feature.

Note - You need to click on the blue “Search” button each time you make a change to the search criteria.

Search for Reporting Period Information SMR for Special Discharge Permittees Reporting Requirement

Facility Name: Permit Number:
#4TEST - Special 4 Anlv]
Monitoring Period: Report Due Date:
- 04202013~

Search Result

Items per page: 15
1-10 of 10 item(s

- . - Form Report — .
H S Faciity fame Honttoring Period ﬁ

Req. ID: 8780
Department Type: MCES

= Program Type: WasteWater _ Speci ~

@ g yp ##TEST - Spedial | o0 01/01/2013 04/20/2013 | New
Application Type: Reporting Period Information SMR for Special Discharge 4 03/31/2013

Permittees
PermitNo.: #019

Step 4: Verify that you are selecting the correct form. The grid shows the permit number, monitoring point,
facility name, monitoring period, due date, and status. A red due date means that the submission is past due.

To start this form, click the “Edit” button in the “Online Entry” column of the grid.

Proceed to Completing the Reporting Period Information SMR section of this help sheet.
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2. Upcoming Submittal Obligations

From the “My Dashboard” tab, look for the submittal type “Reporting Period Information SMR — Special
Discharges.”

MCES Industrial Online Reporting
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m Test Food Producer Sampling Results SMR - Standard Discharges SP-01 1/1/2016 - 3/31/2016 04/30/2016 Mot Started
m ##TEST - Standard 2 Reporting Period Info SMR - Standard Discharges Sp-01 1f1/2016 - 6/30/2016 07/20/2016  Pending
m Test Food Producer Reporting Period Info SMR - Standard Discharges SP-01 4172016 - 6/30/2016 07/20/2016  Not Started
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m Test Food Producer Sampling Results SMR - Standard Discharges 5P-01 4/1/2016 - 6/30/2016 07/31/2016 Mot Started

Proceed to Completing the Reporting Period Information SMR section of this help sheet.
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Completing the Reporting Period Information SMR — Special Discharge

MCES Industrial Online Reporting

My Dashboard | Submittal | My Account Helo, Ashizy | & Help & Logout

Wizard Fansl

SpeciaL DiscHarRGE SMR (SuemiTTaL ID: 4009)

Diata Entry
To #l in all Data Entry F Paase fill out the form below.
4] Special Discharge SMR
) Basic Infeamation General
) Generat Comments
Facllity Name: ##TEST - ALC Speclal § Facility Location: 10 TEST LM, ST PAUL, Ramscy, MN 55101 Permit No.: 3020
Mailing Address: 10 TEST Lane box 4, ST PAUL, MN 55101 County: Ramsoy Reporting Period: 0108

"2 ¥

Carchully roviow your Facllity's contact Informatian bebow, To make updates to o contact, click on the ) lcan to the very loft. B n contact Is na longer active at yaur facilty, click on the & lcc

o Validation

To validate all required data s = : Middle :

And documentatians Faeponsibiiity Typ wtatus Farst Mama nirial Job Tike Contart Maling Address
A L e Primaey c Main

Submizssion Erimary i Contact 10 Test Lant
To st Designated Signatery :
4 Envranmental Consultast “ L . a il o e
A wibng & Jane c Doe Payreldl 10 Test Lime

* 1, Ix thern any change in Facility Malling sddress? () 'Yies () No

Discharge Information

* 2. Was thore sny discharge to MCES facilitios of tributarses during the reporting pericd? () Yes (O No

Wizard Panel - The Wizard Panel will appear as a grey panel to the left of the form. This panel will help you
navigate through completing the form. The following instructions correspond to the Wizard Panel. There are four
steps to follow:

1. Data Entry
2. Attachment
3. Validation
4. Submission

1. Data Entry

Wizard Panel

Data Entry
To fill in all Data Entry Forms

] Standard SMR
_] Basic Information

_) General Comments

The grey header displays the facility’s basic information. Before adding any information to the form, confirm that
the information in this grey header is for the correct facility and reporting period. If the information is incorrect,
please go back to the previous page and select the correct submission.
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Step 1: Basic Information
Below the grey header there is a blue table that displays the facility’s contact information.

Note: Scroll to the right of the screen to see all the information about the contact.

General
Facility Name: ##TEST - ALC Special 5 Facility Location: 10 TEST LN, ST PAUL, Ramsey, MN 55101 Permit No.: #020
Mailing Address: 10 TEST Lane box 4, ST PAUL, MN 55101 County: Ramsey Reporting Period: 01/01/2016 ~ 03/31/2016

Carefully review your Facility’s contact information below. To make updates to a contact, click on the ‘a icon to the very left. If a contact is no longer active at your facility, click on the () icon to inactivate thei

e 7 7 - P S T
‘ j Primary @ Mr Primary Contact Main 10 Test Lane
‘ A Enaifg:]?:;fal?;gnt & Dr Billing B Person Accountant 10 Test Lane
‘ A Billing (V] Jane c Doe Payroll 10 Test Lane box 5
Add New Contact

* 1. Is there any change in Facility Mailing address? O Yes

To remove: If the person no longer works at the facility change the status from “Active” to “Inactive” by clicking
on the green check mark button in the status column of the table. The status will change to a red “X” mark.

Field iy Test Person Primary
‘;d Signatory Authority @ Mrs Jane E Doe Boss
A Primary @ Mr Test E Person Primary
o : Billing
‘ud Billing @ John Smith Shecialist
To add: Click on the “Add New Record” button. The page will display a pop up window for you to enter in

the contact information for a new contact person. The required fields of information are denoted with a red
asterisk. Then click on the blue “Save” button.

Facility Contact

Flease fill in the form, all %) fields are required.

Salutation: Job Tite:

* First Name: Mid Initial: * Last Name:

Status:

Active [v]

* Comtact Mailing Address: Mailing Aderess Ling 2:

* Cily: * Slate: * Zigs:
Minnesota v

* Phone No.: (KXX-XXX-XXXX) Ext: Fax No.: [KXX-XXX-XXXX)

® Cmail: * Rasponsability:
[[] Alternate
[ Billing

[ Designated Signatory

] Environmental Consultant
[ Ficld

[C1Pnmary

[ Swnatory Aulhonly

The blue table will be updated with the new contact person.
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To edit: Click on the “edit” symbol (far left column) in the row of the respective person who'’s contact information
needs to be updated. The page will display a pop up window for you to enter in the updated information. The
required fields of information are denoted with a red asterisk. Then click on the blue “Save” button.

Name Change: If the person listed has a change in their name or you need to make a correction to the
spelling of the name the form will not allow you to make the change. To make the correction, enter in the
correct name in the box provided. Please also include a reason for the name correction.

To save the record, click on the blue “Save” button.

Facility Contact

Please fill in the form, all (*) fields are required.

Salutation: Job Title:
Mrs Boss
* First Name: Mid Initial: * Last Name:
Jane E Doe
Status: Name Change and Reason: -
Active [v| Name is now Jane Smith. &

Recently married |

* Contact Mailing Address: Mailing Address Line 2:
12 TEST Lane

® City: *® State: * Zip:
ST PAUL Minnesota [v] 55101
* Phone No.: (XXX-XXX-XXXX) Ext: Fax No.: [XXX-XXX-XXXX)
* Email: * Responsability:

[ Alternate

[1Billing

[]Designated Signatory

[] Environmental Consultant
[]Field

[ Primary

Signatory Authority

The blue table will be updated with the information that was provided in the pop-up window.

Next, answer question 1 (question below the blue table) to update the facility mailing address. If you select “Yes”
for changes, additional fields will be displayed. The required fields are denoted with a red asterisk (*).

Step 2: Discharge Information

Indicate whether any wastewater was discharged during this reporting period.

If no wastewater was discharged to the sanitary sewer or hauled for disposal at an MCES facility, then check the
“No” button and proceed to Step 3.

If wastewater was discharged during the reporting period, check the “Yes” radio button.
On-Site Discharge:

For on-site discharge, provide information in boxes A and B. The system will generate a value for C based on the

information you provided in A and B. The value for C will appear when you select an answer from the drop-down
menu for D.
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|. On-Site Discharge
* A Total volume discharged during this reporting period (Gallens) : | 200000
* B. Total discharge days during this reporting period (days): | 85
C. Average Volume discharged per day (gallons/day): | 2352

D. Method of volume determination for this period: Discharge Flow Measuring Comment:

Hauled Discharge:

For hauled discharge to the Metropolitan Disposal System (MDS), provide information in boxes A, B, and C. The
system will generate a value for D based on the information provided in B and C. The value for D will appear
when you select an answer from the drop-down menu for E.

Select the name of the Liquid Waste Hauler (LWH) that hauled the waste from this facility to the MDS. The LWH
is required to have an LWH Permit with MCES. Once you select the name of the hauler from the drop-down
menu, the Permit Number for the LWH will appear.

Il. Hauled Discharge
* A, Total number of loads hauled during this reporting period : | 24
* B. Total volume hauled during this reporting period (gallons) : | 129,532
* C. Total days of discharge during this reporting period (days) : | 24
D. Average Volume discharged per day (gallons/day) : 5397
* E. Method of volume determination for this period : | LWR Gate Receipts Comment:

* F. Liquid Waste Hauler name and permit number : Wayne Harthun Trucking #* Permit Number: | 4203

Note: There are some rare cases where wastewater is both discharged on-site and hauled to the Metropolitan
Disposal System. If this is the case, please check the boxes for on-site discharge and hauled discharge and
complete the information provided for each section.

Step 3: Supplemental Information

Supplemental Information

* 3_| certify that all sampling data that occurred during this reporting period has been submitted to MCES. @ Yes O No

* 4. Are the analytical results submitted during this reporting period representative of the wastewater discharged during this reporting period? @ Yes O No
* 5. Have there been any significant process problems/changes during this reporting period? O Yes @ No

* 6. Are there any planned or expected future changes that will impact discharge volume or quality? C) Yes @ No

Select the appropriate radio button to answer questions 3 through 6. Depending on the selection, the system may
require you to add an explanation. A box will be provided when an explanation is required.

Click on the blue “Save” button before clicking the “Next” button.

General Comments
If you have any comments about the information provided, please enter the comments in the field provided.

Note: If you have multiple monitoring points in the Permit, you may want to provide a breakdown of the discharge
volumes for each monitoring point in the comments field. The previous page only requires that you list the total
volume discharged during the reporting period.

Click on the blue “Save” button before clicking on the “Next” button to proceed to 2. Attachments.
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2. Attachments

Attachment
To upload or mail in all

required documentations

The Attachment page allows you to select a method of attaching additional documents and forms necessary to
complete the Reporting Period Information SMR.

Select a radio button to the right of each attachment to specify how the document will be submitted to MCES.

Attachment

gf’ Supporting Documents (Optional) O Online O Mail O Othero N/A

If you select the “Online” option, the screen will show a red “Upload” button.

Attachment

é-(’ Supporting Documents (Optional) @ Online O Mail O Oihero N/A

ULELE (Please uplead one file at a time. Repeat the Upload process if you have multiple files.)

Attachment description:

&

To proceed, click on the Upload button and the “Browse” button to search for the document that you would like to
attach. Below the file name there is a comment field for you to add in a document description. The comment field
is not required.

Click on the blue “Save” button to attach the document to this submission.

The Attachment page will update and show the name and the description that you entered.
Note: More than one document can be uploaded to each attachment type.

If you attached a document in error, please click on the red “X” button to remove the attachment.

If you select the “Mail” option, the page will update to show the address the document should be mailed to.
Please mail documents to:

Industrial Waste & Pollution Prevention Section
Metropolitan Council Environmental Services
390 Robert Street North

St Paul, MN 55101

Click on the blue “Save” button before proceeding to the next page.

Page - 8 | METROPOLITAN COUNCIL



3. Validation

Validation
To validate all required data

and documentations

The Reporting Period Information SMR must pass the system validation before submission to MCES.

@ + In form Special Discharge SMR:

= One (1) Signatory Authority contact must be specified in General Information Section.
> Please select at least one of the options (Onsite Discharge or Hauled Discharge)

Application Form(s) Summary

Eﬂ Special Discharge SMR ™% Special Discharge SMR - Form View

» Basic Information
« General Comments

Attachment(s) Summary

«" Supporting Documents

A red “X” indicates that this section of the form did not pass the validation.

To navigate to the error and make corrections, click on the wording next to the red “X.” Make the appropriate
changes and save before going back to the validation page. You will not be able to submit the report until
the red “X” is cleared.

A green check mark indicates that this section of the form passes the validation.

After passing all validation checks, proceed to the Submission page by clicking on the blue “Next” button.

Previewing your Submission

On the Validation page, there is a pdf link for you to preview the submission. To view, click on the link following
the pdf symbol (see image). This will launch a window for you to view your submission.

Note: Viewing this pdf not mean that you have submitted the form. Look over the form but do not save a
copy of the preview. When the form is successfully submitted, you will receive a final signed pdf copy of
the form.

Application Form(s) Summary

Eﬂ Special Discharge SMR|™ Special Discharge SMR - Form View

> Basic Information
" General Comments
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4. Submission
o Submission
To submit
Only users with the account type Responsible Official (RO) can certify, sign, and submit reports using the online
reporting system.
Consultants — If you are signed under an account type Consultant, you will see a green button “Notify owner

ready for review and submittal.” Click on the button and an email notification will be sent to all Responsible
Officials for this submittal stating that the submittal is ready for their review and submittal.

The Responsible Official must locate the submittal under the “Edit Pending Submittals” option from the “Submittal”
tab on the home page. For instructions on how to find the submission, go to the “Editing an Unfinished Submittal”
instructions to complete the submittal.

Certification of Submission

[ # 1 certity under panalty of law that this d it and all attachments were prep under my direction or supervi in with a systam
to ensure that properly gather and eval the d. Based on my inguiry of the person or persons who

manage the system, or those persons directly for the , the d is, to the best of my knowledge and

belief, true, accurate, und complete. | am aware that there are significant ities for false i the of fines and
P for k '] 3

Question: What is your faverite song?

Answer:

PIN:

Security Precautions

To prevent your information from being used inapprop , we maintain string, il i f ds as well as other safeguards. In addltlnn the MCES
Industrial Online Reporting System is powered by VeriSign" u ‘Certi and NETs PCI You are for
the of your . Please note that we may terminate your access to the MCES Industrial Online Reporting System at any
time.
Disclaimer
The Metropalitan Councll disclalms any and all liability from damages which may result from the @ the MCES Online Rep g System.

m m Notify owner ready for review and submittal

This application can only be submitted by the owner or authorized agent. Please contact the owner or authorized agent stating this application is
ready for his/her review and submittal.

Responsible Officials — If you are signed in under an account type Responsible Official you can complete the
submittal.

Certification of Submission

* | certify under penalty of law that this d tand all hments were d under my direction or supervision in accordance with a system
designed to ensure that i personnel properly gather and I the i i i Based on my inguiry of the person or persons who
manage the system, or those persons directly responsible for gathering the |n|'om1m'.mr| the |nfnrrr|almn !uhmmed is, to the best of my knowledge and belief,
In.le accurate, and complehe 1 am aware that there are signifi Ities for false inf luding the ibility of fines and

i for

Security Precautions

Tc prevenl your m[urmnhun from being used |napprnpnal!|y we mail s as well as other safeguards. In addition, the MCES
di | Online R Syatem is p d by gn's Certificates and Authorize NET's PCI You are ible for
the iality of your . Please note that we may terminate your access to the MCES I'n:luul:nal Online Reporting System at any
time.
Question: what Is your favorite book?
Answer:
PIN:
Disclaimer

The Metropaolitan Council disclaims any and all liability from damages which may result from the accessing the MCES Industrial Online Reporting System.

Please read through the certification statement and check the box.

Answer the security question and enter your PIN number in the appropriate boxes.
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If you forgot your security question or PIN, hit exit and go to My Account on the homepage to get a new
one. Then go back to complete the submission. For instructions on opening an unfinished submittal, see
Editing an Unfinished Submittal in this help sheet.

Click on the blue “Submit” button at the bottom of the page to submit the Reporting Period Information SMR.
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Copy of Record

After submitting the Reporting Period Information SMR you will see a Copy of Record (COR) receipt, which
includes information on who submitted the form, which form was submitted, attachments, etc. You will also
receive an email that includes this information. In addition, the email includes an Adobe Acrobat pdf file of the
submission for your records.

Go 1o Submitied List

Please note that the Owner listed on the submission receipt is the person submitting this self-
monitoring report

Submittal ID: 2363 (Please remember the Report ID for any future references )

Submitted By: Owmer Info:
Jane Doe Jane Doe
455 Etna Street 455 Etna Strest
St Paul MN 55106 St Paul MN 55106
6516024704 6516024704

Submitted on: V2172016 2:26-34 PM

Form Detail

L Special Discharge SMR
Attachment Detail

Supporting Documents (Optional) -

Certification Receipt

Certification I certity under penalty of law that this d and all hments

Statement were prepared under my direction or supervision in accordance with a
system designed 1o ensure that qualified personnel properly gather and
evaluate the information submitted. Based on my inquiry of the person
or pérsons who manage the system, of those persons directly
responsible for gathering the information, the information submitted is,
to the best of my knowledge and belief, true, accurate, and complete. |
am aware that there are significant penalties for submitting false
information, including the possibility of fines and imprisonment for
knowing violations.

Certification what is your lavorite book?

Question

cermubm ammsnes

Question Answer
PIN Number

If you would like to view and save the information you submitted, click on the blue button called “Go to
Submitted List.”

You will then be directed to the “Manage Submitted Cases” page. This page allows you to search for a specific
submittal.
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View Submittals

To view the information submitted, click on the blue button called “Go to Submitted List.” from the Copy of
Record page. From the home page, hover over the “Submittal” tab and select “Manage Submitted Cases.”

MCES Industrial Online Reportin

My Dashboard | Submittal My Account Hello, Ashley | Logo

Begin Submittal

-oming Submittal Obligations

Start a New §
_— Start a New Submittal

Apphy new submittal

26 item(s)

Monitoring App'llr_nuﬂn Mr.ml!onng
o Bl EH

Reporting Period Info
SMR - Standard 5p-01 I 0112012016

[5==1 My Favorite Submittal
= Types
My favorite submittal type list
i L #2TEST -

5 Edit Pending Submitials Sandard | bchuges 1232015 e
: Edit unfinished submittal #TEST Reparting Period Info 10/1/2015 . Qver
Special 5 SR - Special Discharges 01 e 12/31/2015 DLOOI0 N e

Track Submattal = Reporting Period Info .
FRTEST -5 | cye - Standard 5p-01 1 Trlpons o120/2006 | O
Prot ik i 12/31/2015 Due

i.._‘| Manage Submitted Cases =

s Monite benitted #FTEST Annual SMR - Zero _ 1/1/2015 Over
b R Zera 1 Dischisgye ClUs Stk - 12/31/2015 OU/2072016 | b

Manage Permits/Certs. PP Reparting Perod Info - r
- T ot MR, - Standard 501 1 nde fryid oufzozone | O
Track permits or licenses Stardard Pmt Discharges 12/31/2015 Due
r‘ Correspondence Msg ##TEST - Sempling Results SMR - apni | 1/1f2015 - 0130/2016 Crver
Lﬂ Monitor comespondence Msg Stardard 6 Standard Discharges 12/31/2015 Due
#ETEST - Sampling Results SMR - ap 12/1/2015 - P Orver
Emall History Special 5 &pecial Discharges AR08 4 12/31/2015 0302006 | g
| Track emails for submitted #ETEST Sampling Results SMit - 112016 o Cver
applications Specidl 5 Special Discharges e . 1/31/2016 SMEAUO D

3.k #2TEST - Sampli sl SMR - F X
[577) ik Pager Submissions Seals | Specnl e | 01 t Hatraote 03702016 | o
A Link Paper Submissions i :

#2TEST Reporting Period 1 1/1/2016 Over
Special 5 MR - Special Discharges " 0} ; 3/31/2016 SH(2062010 | by

The grid view under the “Submittal List” shows details about the submittal, submitted date, review status, and
monitoring period. The Status types are:

e Not Started
e Overdue
e Open — Started but not completed. This status type shows only in the “Edit Pending Submittal” window.
e Complete Submittal — Report has been submitted by the Responsible Official.
e Approved — Report has been accepted by MCES and is under further review.
e Revision — MCES has reviewed the report and determined revisions are needed.
To view a submission, click on the “View” button.
Submittal ID: Submittal Status: (A") ﬂ Submitted Date:
Category: Report [w]| Depanment: (all) [w] Program: (AN) [w]| Submital Type: Reporting Period Information SMR for Special Discharge Permittees | w
Facility Mame: (A]l) [3]  Posmit Numbes: (A1)~
Monitoring Period: - Report Due Date:
Request for: v/ m

Submimnal List

1 . 5 of 5 itami(s)

2374 - Reporting Perfod Information SMR for Special Discharge Permitteas
Department Type: REPORT
| iy Progam Type: SPEC 0401/2016 15:55 P Complete Submittal @ 0TEST - Special 4 10/01/2012 ~ 12/31/2012
Form Type: SPFEC
PermitNo.: #019

2324 - Reporting Period Information SMR for Special Discharge Permitteas
Department Type: REFORT
| (Ml  Program Type: SPEC 03/15/2016 10:52 AM Approved F#FTEST-Special 6 qgfon/2012 ~ 12/31/2002
Form Type: SPEC
Parmitio.: #0321
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This page displays the basic information about the submittal with tabs to click on for further information.

LT ATETE I B - Copy-Submittal-

e _i {2364 ) Reporting Period Information SMR for Standard Discharge Permittees y Form Type: STD 3 Recerpt: Click on this
u 1) Subrmitted on: 3/21/2016 4:11:09 PM { Timespan: 15 days ) K permits: 2002 4 Send Notification
D Facility: =#TEST - Standard 2 '.'.'J Monitoring Period: 07/01/2015 ~ 12/31/2015 u Original/Revision
Complete [
: &3 A : 2 TEST T -
b (B Address: 2 TEST Lane 5TD2, 55101 #,J Due Date
2 Owner: Ashley Corbeille y Required Documents: 1 ( Non-Review: 1)
Submittal | Attachment | Correspondence | Email History
Click the form link under “Application Form(s) Detail” to view the submitted Application Form.

Application Basic Information

Submittal 1D 2384

App Name Reporting Period Information SMR for Standard Discharge Permittees
Submitted Date:  3/24/2016 4:11:09 PM
Submitted by e o

455 Etna Streat
5t Paul MN 55108
8518024704

Review Status.  Complete Submittal

Application Form(s) Detail

(@ Online Standard SMR %% Standard SMR - Form View

Application Revision

* Reason for Revision: - IL?

Request for Revision

Submittal Information Tabs

Submittal — for viewing the submission in an online form or an Adobe pdf file.

If you found an error in the information submitted and would like to resubmit, enter in a reason in the box
provided under the heading “Application Revision” and click on the blue “Request for Revision” button.
See “Editing a Completed Submittal” for further instructions.

Attachment — for viewing documents that you attached to the submittal and the method of attachment. If
you choose to mail in the documentation, please mail to:

Industrial Waste & Pollution Prevention Section
Metropolitan Council Environmental Services
390 Robert Street North

St Paul, MN 55101

Correspondence — for sending messages to the MCES Engineer in charge of your Permit.

Email History — for viewing system generated emails that are tied to the submittal. You can click on the
icon under the “Detail” column to see the contents of the email.
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Editing an Unfinished Submittal
Log into the MCES Industrial Online Reporting System at: metrocouncil.org/IORS

From the homepage, hover the cursor over the “Submittal’ tab and click on the “Edit Pending Submittals.”

MCES Industrial Online Reportin

My Dashboard Submittal My Account Hello, Ashlay i Help % LogoL
Begin Submittal
roming Submittal Obligations
Start a New §
_ Start a Mew Submittal
28 ilem(s)
Apply new submittal
Monitoring Maonitoring
My Faverite Submittal Facility Submittal Type Bl Patod
Types
My faverite submittal type list Test Food Repoeting Period Info SMR - Standard 112015 - U\mr
Producer Discharges *40 930/2015 10/20/2015
= Edit Pending Submittals
; 3 ) Test Fortune 500 Reparting Period Tnfo SMR - Standard o, o 7i1/2015 1072073015 | O
Edit unfinished submittal Company Discharges 9/30/2015 Bisa.
[ Eait untinished submital | Sampling Resulls SMR - Standard A1/2015 - Crver
Track Submittal e D il 9/30/2015 WE1205 | by
Test Fortune 500 Sampling Results SMR - Standard 12015 - y Over
m Manage Submitted Cases Company Discharges 02 930/2015 31015 | pye
honitar submitted case Test Fortune 500 Sampling Results SMR - Standard o1 7f1j2015 sorifaois | Ve
@ 0 paymen’ e o - Company Discharges 0 30/015 Lo D
= an; ermi .
2 ROSEoEGo £8TEST - Anousal SHR - i 1/1/2015 - orja0j2016 | OV
R Fer ! Track permits or licenses Microbrew 2 Microbrewery/Brewpubs > 12/31/2015 z Due
= o del M Test Food Reporting Period Info SMR - Standard 10f1/2015 - - | Ower
= bt Producer Discharges it 12/31/2015 OIS | pyye
Monitor correspondence Msg
. Reporting Period Info SMR - Standard 7{1/2015 - » Over
T .
Email History est Metal Finisher Discharges SP-01 124312015 01/20/2016 b
#_ Track emails for submitted Test Fortune 500 Reparting Period Info SMR - Standard <01 10/1/2015 01/20/2016 Crer
applications Company Discharges h 12/31/2015 SR Dus
< Nabiles County Samphing Results SMR - Special - 10/1/2015 - Over
i' Link Paper Submissions Landil Discharges 01 12/31/2015 013072016 | py
T 2TEST - Samphing Results SMR - Standard | g oo 7/1/2015 - aranoats | Over

Use the search criteria to locate the Reporting Period Information SMR that was previously started.

Note: Click on the blue “Search” each time you make a change to the search criteria. The search feature only
updates when this button is pressed.

Submittal 1D:

Category: Report E]Depurlment: (Al E Program:  (All)

Reporting Period Information SMR for Special Discharge Permittees E]
FEI Parmit Number: (AII)M

Report Due Date: -

|E| Submittal Type:

Facility Name: (All)

Monitoring Period: -

Search

Unfinished Submittals

1-3 of 3 slermns)

. Last
- Facility Report Monitoring
n iR m Pen‘)d UI:[TiBl:Fd

2381 - Reporting Perlod
Information SMR for
Spedial Discharge
Permittecs

Department Type: REPORT
Program Type: SPEC
PermitNo.: #020

Status: Open

Reparting Period
Info SMR - Special
Discharges

2£TEST -
Special 5

10/01/2012 ~
12/31/2012

04/05/2016

01/202013 | Open | S0

To open up the unfinished submittal, click on the “Edit” button and follow instructions above to complete the form
and submission.
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Editing a Completed Submittal — Request for Revision

Once a submittal is completed you must send a Request for Revision to MCES to make changes.

Note: You will only be able to request a revision online if MCES has not yet reviewed and accepted the
submittal (Review Status is “Complete Submittal”). If the submittal has the Review Status of “Approved” you
will need to contact your MCES Engineer to make changes.

From the home page, hover over the “Submittal” tab and select “Manage Submitted Cases.”

MCES Industrial Online Reportin

My Dashboard Submittal My Account Hallo, Ashiley % Logo
Beg wrattal
oming Submittal Obligations
Start a New §
S ——— m Start a New Submittal 26 dam(s)
Apply new submittal
ot Maonitoring Application Monitoring
My Favorite Submittal el [ Category Pariod
Types
My favorite submittal type list ) i
Message Cen)| _— Reporting Period Info
SEEERGN IS izl SR - Standard P01 g 01/20/2016
Edit Pending Submittals ' Discharges d
I Submitta Edit unfinished submittal #ETEST Reporting Period Info 01 - 10/1/2015 oi20e | 0%
Special 5 SMR - Specl Discharges  * 123172015 Due
@ 108 Rec Triack Submatal SETEST - ¢ Reparting Period Info s
subimitted i SUR - Standacd Sp01 i A ouz0/01E | ey
54 g
@ 0 paymenl Manage Submitied Cases o
ayme : : £2TEST Annwal SMR - Zero , 1/1/2015 - Over
Moo ssbivlisd e Zero 1 Discharge Clus S0 1 12/31/2015 ou0/2016 Due
L l., Maheg F‘.erm 3 . 22TEST - fuﬁonmrpma;ﬁ = Sp01 1 WA - o1/20/2006 | Ve
&~ Track permits or licenses Sndord Pt | S 12/31/2015 d Due
Correspondence Msg ##TEST - Sampling Results SMR - _ 1/1/2015 - Ovor
: : P01 1 Lo 01/30/2016
Monttor comespondence Msg Standard 6 Standard Discharges 12/31/2005 Due
ESTEST Sampling Results SMR 12{1/2015 Owver
Email History Special 5 Special Discharges. . . 123172015 01/30/2016 Due
W) Track smails for submitted FETEST Sampling Results SMR 1/1/2016 Over
applications Special § Spetial Discharges 5201 1 1/31/2016 03/30/2016  p
22TEST - Sampling Results SMR - . 2/3/2016 - pan Owver
Link Pﬂpﬁl’ Submissions Special 5 Special Discharges SP01 1 22912016 03/30/2016 Due
Ak R Subsni-bort 22TEST Reparting Period Inf: 1/1/2016 Over
STEST - Ing nfey ¥ 3 =
Special 5 SMR - Special Discharges > O : 3/31/2016 OVZO/2016 |
Use the search criteria to find the submittal that needs revision.
Submittal ID: Submittal Status: (All) Submitted Dates ~
Category: Report Department: | (All) Program:  (All) Submittal Type:  Reporting Period Information SMR for Standard Discharge Permittees
Facility Name: (All) Permit Number: (AII}
Menitoring Period: = Report Due Date: =
Request for: m
Submittal List
1 - 4 of 4 item(s)

2364 - Reporting Period Information SMR for Standard Discharge Permittees
Department Type: REPORT
_Miews  Program Type: 5TD 03/21/2016 16:11 M Complete Submittal ~ ##TEST - Standard 2 (7/01/2015 ~ 12/31/2015
Form Type: STD
Permitio.: #002

2310 - Reporting Period Infi ion SMR for Standard Disct Permittees
Department Type: REPORT
LMiews  Program Type: STD 03/11/2016 15:39 PM Approved #£TEST - Standard 5 07/01/2012 ~ 12/31/2012
Form Type: STD
Permito.: #005
Click on the View button adjacent to the submittal you want to edit.
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2 Back o Search @=L LR

e _" (2364) Penod Inf SMR for dard Discharge 9 Form Type: STD 3‘ Receipt: Click on this
u '_‘] Submitted on: 3/21/2016 411:09 PM ( Timespan: 15 days ) A Permits; 2002 3 Send Notification
[ Facility: ##TEST - Standard 2 ) Monitoring Period: 07/01/2015 ~ 12/31/2015 u Original/Revision
Complete i . :
Sl &5} Address: 2 TEST Lane STD2, . 55101 %) Due Date:
), Owner: Ashley Corbeille =) Required Documents: 1 (Non-Review: 1)
Submittal Attachment Correspondence Email History

Click the form link under "Application Form({s) Detail” to view the submitted Application Form,

A 1 . i1 Iy
PP Basic Infor

Submittal 1D 2364

App Name Reporting Period Infor ion SMR for Standard Discharge Permittees
Submitted Date:  3/21/2016 4:11:09 PM
Submitted by Yanetio

455 Etna Streat

St Paul MN 55106

6516024704

Review Status.  Complete Submittal

Application Form(s) Detail

I_g Online Standard SMR =% Standard SMR - Form View

Application Revision

* Reason for Revision: r?l

Request for Revision

From the “Submittal” tab, under Application Revision click in the Reason for Revision box and provide an
explanation for the revision. Click the blue button Request for Revision. This will send an email message to
MCES.

MCES will review the request and send the User an email message approving or denying the request.

If the request is approved:

e log into the MCES Industrial Online Reporting System

e hover the cursor over the “Submittal” tab and click on the “Edit Pending Submittals”

e search for the submittal and click on the Edit button

e make the change and resubmit the report

Note — an identical submittal will open containing all the information that was previously sent. You will not need to
start over with the form. You can simply make the changes needed, save the changes, and resubmit by stepping
through the validation and submittal steps.
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