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EzDMR User’s Guide

1. Introduction

1. Purpose

Welcome to the User’s Guide for the EzZDMR system. This guide provides instructions on
how to use the system to transmit electronic Discharge Monitoring Reports (DMRs) to
the Department of Environmental Protection (DEP).

2. System Support

Portal Account, PIN and Password Help Desk:
Number: (850) 245-7555

Hours: Monday to Friday 7:00 am to 5:00 pm
Email: ServiceDesk@dep.state.fl.us

Permit and EzDMR Requirements Questions:
See Section 22.6, EzZDMR Contacts below or the DEP Wastewater Contacts webpage,
District and Delegated Local Program Wastewater Contacts

All Other Questions:

DEP EzDMR Water Compliance Assurance Staff:
Number: (850) 245-8567

Hours: Monday to Friday 8:00 am to 5:00 pm
Email: EZDMRAdmin@dep.state.fl.us

EzDMR Website: http://www.ezdmr.dep.state.fl.us

3. What is EZDMR?

The Electronic Discharge Monitoring system EzDMR allows facilities and DEP users to
electronically transmit Discharge Monitoring Reports directly to DEP to comply with the
National Pollutant Discharge Elimination System (NPDES) and Industrial and Domestic
Wastewater permit requirements. This system is designed to provide an alternative to
submitting hand-written or paper DMRs. It creates a signed digital document as a copy of
the DMR. It is faster, more efficient, and less burdensome for both facilities and DEP. As
a fully operational electronic reporting system, all the necessary legal, security, and
electronic signature functionalities are included in a completely paperless reporting
system.

EzDMR System is a web-based system. The system serves as an electronic filing cabinet
to manage DMR reporting requirements regulated by DEP and to receive and store DMR
reports submitted by facilities. Access privileges are administrated by using a username
and password obtained via the DEP Business Portal. To access EzDMR, the User must first
request and be granted a valid role for a facility or facilities. Based upon that role(s), the
User will be granted access to specific functions and the DMRs associated with the
requested facility or facilities.

Page 3 of 50 Last Update: 10/3/2018


http://www.dep.state.fl.us/water/wastewater/contacts.htm
mailto:EzDMRAdmin@dep.state.fl.us
http://www.ezdmr.dep.state.fl.us/

EzDMR User’s Guide

EzDMR tracks DMRs that are due or overdue for submission. It displays those DMRs by
due date and facility IDs while providing editing, validation and submission capability.

User Access Roles

4,

System Access Roles

There are 3 distinct User access roles that can be requested and multiple roles are
permitted. See Section 8, Request an Access Role below.
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Preparer:

Can view EzDMR templates, enter data or edit EzZDMR template, attach document
and files in preparation of a submission, add comments to the EzZDMR template,
and save the EzDMR template.

Certifier:

All the Preparer privileges listed above.

Can certify and submit an electronic DMR with a PIN, security question and
authorization by the DAR.

Can revoke a Preparer’s access.

Duly Authorized Representative (DAR):
Can view DMR templates.
Can manage Preparer roles and Certifier role requests

The Overall EzZDMR Path to Submit an Electronic DMR

Register for a DEP Business Portal account and password

Apply for a Personal Identification Number (PIN) if Certifying and Submitting DMR
Request an Access Role

View DMR(s) due

Enter/Edit DMR(s)

Attach Part B if required

Attach other documents (optional)

Certify/Submit DMR

Last Update: 10/3/2018



2. Registration Process

All EzZDMR User must register for an account and create a password to submit DMRs. Users who intend
to certify and submit DMRs electronically must also apply for a PIN.

EzDMR User’s Guide

If the User already has an account in the DEP Business Portal, Sign In to the system and proceed to
Section 3 Apply for a PIN if a PIN is needed. If the User already has a PIN, proceed to Section 4 Account
Details (access and reset account information). Otherwise, follow the instructions to register below:

1. Go to the DEP Business Portal, DEP Business Portal (https://www.fldepportal.com/go/)

2. Click Register (0) located in the upper right corner of the Welcome screen,

0] Reqgister IAIready have an account? Sign In

Home

Welcome
to the

Search the Site

&

Florida Department of Environmental Protection’s Business Portal. If you don’t find what you're

looking for please come back as we're continually adding to the site.

[ I would like to:

“7 Apply

To build, repair, operate,
discharge, ... see more.

& Pay
For fees, invoices, park
reservations, ... see more.

v Sign Up

For subscriptions,

newsletters, notifications, .

see more.

% View

more.

Maps, data, reports, ... se

€

= Submit

Applications for grants and
rebates, AGP Admin.

Correction, leave feedback, ...

See more.

=  Continue

A partially completed
business transaction
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3. Complete the required registration information form.
4. Click the Register button (9) located at the bottom of the screen.

Register

- If you've already registered with the DEP, then sign in.
= If you haven't received your verification e-mail, then we can re-send your verification email.
« If you are a registered user but have forgotten your password. then reset your password

EIREN AN ezdmr@yahoo.com

First Name”:

Ez
Middle Name:
Last Name": DMR

Address (Line 1): 1 EzDMR Way

Address (Line 2):

b £ Tallahassee
State": FL
Zip Code": S——

Phone Number: (850) 555-5555

In the event you forget your password, enter a question and answer only known to you:

S i tion":
MO e In what city did you meet your spouse/significant other? v

Security Answer": [City{ ]

Register @)

5. The system will display a Registration Complete confirmation message.

Home » Registration Complete Search the Site:

Thanks!

Your registration is almost complete. We have sent you an e-mail in order to verify your e-mail address. Please follow the
instructions in the e-mail to verify your account

6. To verify their email account, the User should go to their email inbox and open the email
from: ‘no-reply@dep.state.fl.us’ with the subject Registration Request. If this email is not
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found, it is recommended that the User look in their “Junk” mail box. If this email is not
received, contact the DEP Service Desk at (850) 245-7555 or ServiceDesk@dep.state.fl.us.

7. Click the embedded hyperlink (e) to complete the registration and email verify process.

From: no-reply@dep.state.fl.us <no-reply@dep.state.fl.us>
Sent: Friday, August 12, 2016 2:55:55 PM

To: I

Subject: Registration Request

Florida Department of Rick Seatt

. - Governor
Environmental Protection

Carlos Lopez-Cantera

Bob Martinez Center
2600 Blair Stone Road Lt. Governor
Tallahassee, Florida 32399-2400
Jonathan P. Steverson

Secretary

FDEP Business Portal Registration Confirmation
Website: http://www.fldepportal.com.

Hello EzDMR User:
Thank you for registering with the Florida Department of Environmental Protection’s Internet Business Portal. To complete your registration and set your password, please verify your email address by clicking the link below
https://webapps dep state fl us/DepPortal/account/verifyEmail?confirmationld=35d2xmk7171af6cded142d776w3t5 o

Verify E-mail | DEP Business Portal

webapps.dep.state.flus

The DEP Business Portal is an open door for residents, lecal governments and the private sector te find information and transact business with the Florida Department of Enviranmental Protection.

8. The User should complete the required information to secure a system password.
9. Click the Create Password button (0).

Home » Verify E-mail Search the Site:

Verify E-mail

Congratulations! Your e-mail address has been verified. To complete your registration, please choose a password below
Passwords must be between 8 and 20 characters long and must contain at least one uppercase letter, one lowercase letter,
and one number

In what city did you meet your spouse/significant other?': | city
New Password": snssnnEee

Confirm Password": sessssses

Create Password o

10. The system will display the E-mail Verification Complete screen. If the User will be certifying
and submitting a report, they will be given an opportunity to apply for a PIN. See Section 3
below.
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3. Apply for a PIN

A Personal Identification Number (PIN) is required for electronic certification of DMR submissions. Only
Users who request a Certifier role will need to apply for a PIN before they can submit DMRs to DEP.

1. To apply for a PIN, click on the you may apply here hyperlink (0) located on the E-mail
Verification Complete screen. or click the following link:

https://www.fldepportal.com/account/signin?redirect=http%3A%2F%2Fwww.fldepportal.co
M%2Fpin%2Frequest.

Home » E-mail Verification Complete Search the Site:

E-mail Verification Complete
Thanks for verifying your email address. You can now sign in.

Apply for a PIN?

A PIN is a secure way to electronically sign submissions to DEP. At this time, most submissions do NOT require PIN
L i uau, begin a submission that requires a PIN, you will be notified that a PIN is required. If you require a PIN,
you may apply here

Note: You can always apply for a PIN later by visiting your account details page. Once you are signed in, you can find your
account details page by clicking your name on the sign-in bar above

2. The system will display the Sign In screen. Enter the required information and click the Sign
In button (9).

Home » Sign In Search the Site:

Sign In

If you've already registered with the DEP sign in below. DEP employees may use their network username to sign-in.

(e.g., wile.e.coyofe@domain.com OR coyole_we)

E-mail Address*: - ]

Password™:

| forgot my password.

Sign In 9

If not, then register.
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3. The system displays the PIN Request form.
4. The User should complete the required PIN Request information.
5. Click the Generate PIN Application (0) button located at the bottom of the screen.

PIN Request

In order to electronically zign documents submitted to DEP, you must obtain a PIN. To apply for a PIN, pleaze follow the
instructions below.

Verify Account Information
FL Dept. of Environmental Protection
Tallahassee, FL 32399-2400

Pleaze make sure your account information is up te date before continuing.

PIN Security

Frem the list provided, please select five persenal security gquestions that:

- cannot be easily guessed or researched

- don't change over time

- are memerable fo you (i.e., others in your work place would not be aware of or familiar with based cn what they know
abeut you)

4. are definitive or simple

[RERI

These must be different frem your account security question.
Security Question 1

Question®: | Select a Question (™|

Answers:

Security Question 2

Question*; | Select a Question ﬂ

Answers:

Security Question 3
Question*; | Select a Question ﬂ

Answers:

Security Question 4

Question*; | Select a Question ﬂ

Answers:

Security Question 5
Question*; | Select a Question ﬂ

Answers:

Generate PIN Application e

6. The system displays the PIN Request confirmation screen.
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Home » PIN Request

PIN Request

We have sent an email to ezdmr@yahoo.com with a form which must be notanzed and mailed to us. Full instructions are
included in the email

7. To download the Electronic Subscriber Agreement (ESA) and print the pdf form, the User
should go to their email inbox and open the email from: ‘no-reply@dep.state.fl.us’ with the
subject PIN Request. If this email is not found, it is recommended that the User look in their
“Junk” mail box. If this email is not received, contact the DEP Service Desk at (850) 245-7555
or ServiceDesk@dep.state.fl.us. The form should be completed, notarized and mailed to:

Florida Department of Environmental Protection
Attn: ESA Processing

2600 Blair Stone Road MS 6520

Tallahassee, FL 32399-2400

Rk Scolt

Florida Department of R
Environmental Protection Carton Loper Cartora
B Aty {owlay L Cerwar N

AW P S Banad
Talabunser Fhorils 17 7F9 T 400
Jonathan B, Steven

Sacretary
Electronic Subscriber Agreement
Mease complete the following form and mail to:
Florida Department of Environmental Protection
Attn: ESA Processing
2600 Blair Stone Road
MS 6520
Fallahassoe, FL 323992400
User ID: DMR_E_1
Name: EZ DMR
Telephone: (850) 555-5555
Email: @2dmr@yahoo.com
Strevt Addness: | EZDMR Way
City: Tallahassee =
Seare: FL
Zip Code: 32399 -
1. Ez DMR , the undersigned. am hereby submitting this Subscriber
Agreement Lo the Florida Department of Environmental Mrotection (FDET) in
application for a Personal Identity Number that shall, along with my username,
pasaword and additional personal security information, serve as the Electronic
Signature Device and equivalent of my handwritten signature on all clectronically
submitted reports, documents, applications, files and forms to the FDE. | hereby
1. Agree to protect my electronic signature device and securily que nS answer

pairs from compromise and from wse by any other party. includ anyone who
may be acting as my agenic

2. Promptly report (within 24 hours after discovery) to the FDEP any evidernce of
the loss, theft, or other compromise of this clectronic signature device and for
security question/answer pairs;

3. Review and. if nocessary, repudiate. any cloctronic reports, documonts,
applications, files and forms that may have been submitted to the FDEP after this
Tossa, thaft OF Compromise:

4. Promptly review (within 24 hours aflter discovery). the acknow ledgements (ermail
and onscreen) and copics of submitted documents using this cloectronic signature
device, and;

13
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5. Promptly report (within 24 hours after discovery) evidence of discrepancy
between any electronically submitted information signed using this electronic
signature device and what was received by the FDEF's electronic receiving
system.

I understand that I shall be held as legally bound, obligated, and responsible by the
electronic signature created using this electronic signature device as by my handwritten
signature.

Applicant Sig e
Date:

Notarization of Electronic Signature Device and Subscriber Agreement
In the State of:
and the County of:

On before me,
(date of signing) (Notary's name)

¥ lly apf personally known to me (or
proved to me on the basis of satisfactory evidence) to be the person whose name is
subscribed within this instrument and acknowledged to me that he/she executed the
same in his/her authorized capacity and that by their affixed signature on this
instrument do affirm their law{ul execution thereof.

Witness therefore my hand and official seal (Notary Seal)

(Signature of Notary)

8. Once the application is received and processed, a PIN will be emailed to the User at the
email address provided when registering in the DEP Business Portal. The PIN is required by
the Certifier when certifying and submitting electronic DMRs in the EzZDMR system.

9. The User should go to their email inbox and open the email from: ‘no-reply@dep.state.fl.us’
with the subject PIN Request Approved. If this email is not found, it is recommended that
the User look in their “Junk” mail box. If this email is not received, contact the DEP Service
Desk at (850) 245-7555 or ServiceDesk@dep.state.fl.us.

10. Click the embedded hyperlink (0) to finalize and activate the PIN.
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From: no-reply@dep.state.fl.us <no-reply@dep.state.fl.us>
Sent: Wednesday, November 30, 2016 9:40 AM

To: User, EZDMR

Subject: PIN Request Approved

Florida Department of Rk Scatt |
Governar
Environmental Protection
Carlos Lopez-Cantera
Bob Martinez Center
2600 Blair Stone Road Lt Governor

Tallahassee, Florida 32399-2400

Jonathan P, Steverson

Secratary

PIN Request Approved
Website http:/'www.fldepportal.com.

Hi, EzDMR User:
Your request for a PIN has been approved. To finalize your request and activate your PIN, please click the link below, You may also copy and paste the link into your web browser's address bar.
https://webappsbeta.dep.state.fl.us/DepPortal pin/veri o

Sincerely,
The Florida Department of Environmental Protection

11. The User will be taken to a site to verify the PIN. Complete all the required information and

Click the Verify PIN button (9). If you need assistance regarding your PIN, please contact the
DEP Service Desk - DEP ServiceDesk@dep.state.fl.us (850) 245-7555 Monday through Friday 7

amto 5 pm.

Home » verlly PIN

Verify PIN

Plaasa confirm your new PIH by answanng your sacurity quastion balaw and re-antating your P
your PII in a anfa placa.

What ls your oldest sibling‘s middle name?°: |Doo

Your issuad Pill ia 1979 %4 b XXM XK
Contirm ?IH°; l |

Verify PIN 6

4. Account Details (access and reset account information)

There may be times when it is necessary for a User to access their DEP Business Portal account
information to make updates or changes.
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1. A User can access their registration information by left mouse clicking on their login name
located in the upper right corner of any screen including the Business Portal Welcome page (

L 1))

p— ey
[ vt e Soe o
Welcome
to the
Florida Department of Esvirenmental Protection’s Basiness Portal. 1 you don't find what you're
looking for please come back as we're continually adding to the site.
I would like to:
y [
= Apply .2 Pay v Sign Up
To ool repar. operae. For fees. nvoCEs. DAL Fol sussinpans.
dCNIDe, e MOre TESONI0NS, 588 MOY TRAEnens. noteatom.
W0 MOre.
' View & Submit » Continue
Mags, o3ty repors.  sew Agpiatons for grants and A DITRl COMCMAED
maoce retates AGP Admn Dusiress FANSI LN
Comection: leave lesback_
S0 OIS,

2. On the Your Account Details page, the User can click on the highlighted text to edit this
information.

3. The User’s email address can be updated by clicking on the E-mail Update link (9).

4. The User’s account information can be changed by clicking on the Update link (9) under the
ACCOUNT INFORMATION heading.

5. The User’s Business Portal password used to sign in to the system can be changed by clicking
on the Change Password link (0) under SECURITY DETAILS heading.

6. The User’s single Business Portal security question required when changing the PIN can be
modified by clicking on the Change Security Question link (9) under SECURITY DETAILS
heading.

7. The User’s PIN can be reset by clicking on the reset link (@) under the PIN heading. If the
User believes that their PIN has been compromised, they should report this to the
Department prior to changing their PIN. This can be done by clicking on the report it to us
link (@).

8. The User can change the 5 questions used for the electronic submission process by clicking

on the change your PIN security questions link (0) under the PIN heading.

9. The User may view their PIN request by clicking on Your PIN Request (@).
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Home >» Your Account Details

Your Account Details

E-mail: EzDMR @gmail.com Update (&)

ACCOUNT INFORMATION

EzDMR

(850) 245-7555

BMC

Tallytown, FL 32399

Update e

SECURITY DETAILS
Password: **=*****

Change I—’assworde

Security Question:
What was your childhood nickname? Change Security Question 6

PIN

Your PIN has been verified and is ready for use.

» If you have forgotten your PIN, you can reset it.e

* If you have feel that your PIN has been compromised, report it to us.
= You can change your PIN security quest:ons.@

« You may view Your PIN Request nere.@

10. Click on the web browser back arrow at the upper left side of the page to return to the
previous screen.

5. Access the EzDMR System

To access EzDMR, go to the DEP Business Portal or click on this link www.fldepportal.com/go/home/.
It will be helpful to save this link or website.

1. Click Sign In ().
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DEP BUSINESS PORTAL

I mental Protection

Florida Department of Env

Search the Sde o

Howme
Welcome
to the
Florida Dep of Envir | Protection’s B Portal. If vou don't find what vou're

looking for please come back as we're continually adding to the site

| would like to:

= noply L Pay v Signup
To buid, repair, operate. For fiees, Invoices. park For subscripbons.
b b g MO
i View = Submit -+ Continue
iMaps. data. reports. ... see Applications for grants and A partially compieted
more. rebates. AGE Admin business ransacfion
Camection, leave feedback.
SBE MOTe.

2. Enter the required information and click the Sign In (9) button at the bottom of the page.

Home = Sign In Search the Site

Sign In

If you've already registered with the DEP sign in below. DEP employees may use their network username to sign-in

(e.g.. wile e coyote@domain com OR coyote_ws)

Emal Address: ezdmr@yahoo.com

[.........| ]

| forgot my password
Sign In e'

Password™:

If not, then register

If you need login or password assistance, please contact the DEP Service Desk -
ServiceDesk@dep.state.fl.us (850) 245-7555 Monday through Friday 7 am to 5 pm.

3. Click Submit (9) on the Welcome screen.
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DEP Business Portal

Home

Searchthesite:| @y
Welcome
to the

Florida Department of Environmental Protection’s Business Portal. If you don’t find what vou're
looking for please come back as we're continually adding to the site.

[ 1 would like to:

4. Click Report (9) on the following page.

Home » Submit

semcnmeswe | |y

[ I would like to submit:
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5. Finally, Click EzZDMR (NPDES Stormwater, Industrial and Domestic Wastewater) (0) of the
following page to launch the system.

Home » Submit » Report Search the Site:
%
| would like to submit a report for:
Annual Wetslip Revenue Report Construction & Demeolition Debris Facility
County Solid Waste Management PWS Monthly Operation Report
Solid Waste Quantity Report Yard Trash Processing Facility
e Y
EzDMR (NPDES Stormwater, Industrial and
Domestic Wastewater) e

6. EzZDMR Working Screen

The EzDMR Working Screen is the default view shown when EzDMR is first accessed. Multiple tools and
functions can be accessed from this screen.

1. The Banner (0) consistently displays during any EzZDMR session. It displays the DEP logo, the
system title, and a system timer that monitors the duration of your login. This security
feature will automatically log the User out of the system after four hours of inactivity. The
Banner also displays the user’s name and a sign out link in the upper right-hand corner of the
screen. Clicking on the User Name displays the User’s account details and allows the User to
update their email address, reset their password, reset their PIN and more.

2. The Main Menu (6) or navigation panel on the left also consistently displays during an
EzDMR session. It presents the primary functions available within EzZDMR. The Main Menu
contains three items: EzZDMR Access, Reports (Wastewater) and Reports (Stormwater).
Note: This guide will only address the management and electronic submission of Industrial
and Domestic Wastewater Discharge Monitoring Reports. The management and electronic
submission of Stormwater reports will be covered in a separate guide.

a. The EzDMR Access menu item is shown below in an expanded view. Clicking on the
symbol (-) collapses the menu. Clicking on the (+) symbol opens the menu. When
opened, it displays 3 option:
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e Request Access Role

e Manage User Access

e My Access Profile

b. The Reports (Wastewater) menu item is shown below in an expanded view. Clicking

on the symbol (-) collapses the menu. Clicking on the (+) symbol opens the menu.
When opened, it displays 4 option:

e Reports by Template

e Reports Due

e Reports History

e Resubmit Reports

3. The Working Area (9) is where EzDMR functions are performed. The Welcome tab is
located within the Working Area and is managed by the DEP. It displays News and important
Announcements.

4. The Quick Links tab (0) found near the upper right-hand corner on the page provides the
email addresses of important contacts such as who to contact for assistance, and the District
Offices and Delegated Local Programs.

5. The Help tab (9) is found just to the right of the Quick Links tab. When clicked, helpful
information is displayed which is related to a User’s location in the system. In addition, a link
is provided to the online version of the User Guide.

6. When the User is finished using EzZDMR, they can click Sign Out (@) located in the upper
right corner.

7. For the best display of the EzZDMR system, the User should be utilizing the web browsers
displayed in this area (o) which include Microsoft Internet Explorer 9.0 or higher, Mozilla
Firefox 5.0 or higher, Chrome 12 or higher and Safari 5.1 or higher. The system may be
accessible using other web browsers, however, they have not been tested by the
Department.

'@DEP BUSINESS PORTAL

|

@ .. © |

Main Menu Bl Quick Links | Helg

= EDMR Access e — Mews and Annound o 6
Rt Ao Role Welcome to EzDMR!
Mariagn s Acciest Welcoma to the Florida DER EZDMR Discharga Moeitoring Reparting System!

| s Pl
- Reports {Wastewater)

web based information system that al

| Bty by Teerclate
Biparts Dy
Repurs Hsinry

Rosberd Syperts Hello New Users!

] .: Reports [.'ihmmw}.

If you are new to EZDMA please start by requesting an access role using the 'EzDMA Acoess -> Request Access Roke’ mena option

o Swpported Browsers

@ 1200 ove, @ 5 o0 above, B0 orasove, @ 51 or sbove or onar masern beowsens.
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7. Securing an Access Role

If the User is new to EzDMR, they will need to request one or more of the 3 available access roles for
each of the facilities they intend to manage.

1. The following access roles may be requested:
a. Preparer:

If the User only enters data for a facility or facilities, the Preparer role should be
selected.

The Preparer can view DMR templates, enter data, edit DMRs, add comments,
attach forms and files, and save DMRs.

b. Certifier:

If the User enters data and submits DMRs on behalf of a facility or facilities, the
Certifier role should be selected.

The Certifier has all Preparer privileges AND the ability to certify and submit
DMRs.

The Certifier also can revoke a Preparer’s facility access.

It is very important to notify the facilities” DAR(s) that they will be receiving auto-
generated emails from DEP (do-not-reply@dep.state.fl.us) concerning any
Certifier requests. To approve these requests, the DAR will need to register in the
DEP Business Portal and request the DAR role. See below.

c. Duly Authorized Representative (DAR):

A DAR is an individual who can approve the request of a Certifier to submit
electronic DMRs on behalf of a facility. This role can ONLY approve, deny or ban a
Certifier role request, and view or print reports. A DAR CANNOT enter data or
submit DMRs. The DAR can manage Preparer roles and Certifier role requests.

A DAR is a Permittee, Owner, Responsible Official, Corporate Officer or
Authorized Representative who is recognized as such by the appropriate DEP
regulatory office and is listed in the DEP Wastewater Facility Regulation (WAFR)
database.

It is important that a DAR affiliation role be listed in WAFR for a facility prior to
requesting a DAR or Certifier access role in EzZDMR. Therefore, please be sure that
the District Permitting staff are made aware of any authorization changes made
since the facility’s last permit renewal or modification including Permittee,
Owner, Responsible Official, Corporate Office or Authorized Representative. If at
the time, a Certifier requests role access to a facility, and there is no DAR access
role assigned to that facility, there will be no one to approve the Certifier’s access
role request. If this happens, please contact the appropriate District Office.

2. District permitting staff must be notified of any personnel changes that would affect the
permitting or compliance process, including email addresses. If this is not updated in a
timely manner, it could affect the DMR submission process.
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3. Based on a User’s level of responsibility, they may need to request multiple access roles. For
example, a Duly Authorized Representative (DAR) may also be responsible for Certifying
(submitting) DMRs. In this example, the DAR would need to request two access roles: DAR
and Certifier. At the same time, a Certifier does not need to also request a Preparer access
role as a Certifier can also prepare a report.

4. The User can now request an access role.
a. Under Main Menu on the left side of the screen, click on Request Access Role (0).

Main Menu

-] EzDMR Access

Request Access Role

Manage User ACcCess

My Access Profile

*| Reports

b. The system displays the Request Access Roles screen.
c. Select an access role (9)_ The Preparer role is selected by default.
d. Click the Next button (9).

— EzDMR
Request Access Roles Quick Links  Help

If you are the facilty "Owner", "Permittee”, "Corporate Official”, "Authorized Representative” or "Responsible Official” identified in the permit, select the "Duly
Authorized Representative” rolke.

If you will be preparing and certifying DMRs, select "Certifier” role.
If you will only be preparing DMRs and attaching documents, select "Preparer” role.
The "Duly Authorized Representative” role will allow you to manage "Certiflers” and "Preparers” for your facilty.

The "Certifler” role will allow you to manage "Preparers” for your facllty.

— Please select from the available roles below

(Personnel who have all necessary privileges to prepare a DMR submission. This includes the abllity to use the DMR Cllent
for preparation.)

(This role Is the final signature role for the submission. It must be approved by one of the Duly Authorized Reprasentatives
of the facility.)
= Duly Authorized (Facility "Owner”, "Permittee”, "Corporate Official”, "Authorized Representative” or "Responsible Official" identified in the
~ Representative e permit.)

[ne |@

() Preparer

O Certifier
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e. The system displays the Request Access Role/Facility Search screen. This screen is used to
search for one or more facilities you intend to request access to. Enter the facility ID(s)
and/or facility name(s) separating multiple IDs/names with a space or comma. You may also
search for a facility by entering a partial facility ID and/or facility name. Optional: Select a
county from the County drop down list to be included in your facility search. The drop-down
list defaults to ‘All’ counties.

f. Enter the Facility ID(s) and/or Facility Name(s) (9). Multiple facilities for a given role can be
requested at the same time. However, the system does not permit duplicate access roles to
be requested at the same time. Multiple access roles such as a DAR and Preparer or a DAR
and Certifier can be requested one at a time.

g. Click the Search button (6).

| Request Access Role ‘

Enter permit ids and/or names for the facilities that you would like to request '"Preparer' acce:
multiple facility names.

When entering partial facility ids or names please use at least 4 characters.

The search can be further restricted by choosing a county from the County dropdown list.

. FL1234567, FLAAAAAAA| o
Facility ID(s):

And/Or

Facility Name(s):

County: ALL v ]

Search 6

h. The system displays a list of facilities that meet the search criteria. Select the Request Role?

check box (6) for the facility or facilities to be accessed.

The status message “Already Requested” is displayed in the Request Role? column for any
previously requested facility role(s) accessed. Click the Request Role button (0) at the
bottom of the screen

If the results are not as expected, click the Modify Search button (0) to return to the
Request Access Role screen.
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— The following facilities match your search criteria.

Check the 'Request Role?' boxes for the facilities you would like to be approved for.

Fa:glty Facility Name Permittee Office County Request Role?
FLOODDOOD EzDMR. Water Site 1 Mr EzDMR TAL Leon vl @
FL0000000- EzDMR Water Site 1 ' Mr EzDMR TAL Leon v,

: Already
FL0990000 | EzDMR Water Site 1 Mr EzDMR TAL Leon Requested
o Request Role Modify Search 6
j.  The system displays the status of your access role request(s).
| PENDING REQUESTS |
‘ Access Role Access Type | Access Value | Office | Requested on |
 Duly Authorized Representative | Facllity FLoooooop ||| TAL | 09/29/14 15:20:56 |
 Duly Authorized Representative|  Faciity | ' riooooooo || | TAU | 09/29/14 15:20:54]

k. Additional access roles can be requested by repeating steps 1-8 above.

A User’s current role access status can be reviewed by clicking on My Access Profile which
can be found under the EzZDMR Access dropdown menu option.

. Duly Authorized Representative (DAR) role requests are auto-approved if the facility’s

representative is properly setup in WAFR, the Department’s Wastewater Facility Regulation
database. If not, WAFR will need to be updated by the appropriate District Office or
Delegated Local Program before the DAR is approved in EzZDMR. The User should be
prepared provide documentation that the DAR is authorized to represent the facility.
Preparer and Certifier access role requests are ‘Auto Provisioned.” This means that the role
requests are automatically given the following limited functions: view templates, data entry,
attach files, and save updates to the DMR templates. Both roles can be revoked by the DAR
at any time. The Certifier access role will need to be approved by a facility’s DAR before they
are granted the ability to certify and submit an electronic DMR on behalf of the facility.
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8. Manage User Access

The Manage User Access function is used by Certifiers and DARs to Approve, Deny, Ban, Revoke or
Resubmit access role requests for their facilities. This functionality is not available to Preparers. The
DAR can manage access for Certifiers and Preparers while the Certifier can manage Preparer access.

1. Available Actions
e Approve: permits access to requested role for a facility
e Deny: does not permit access to requested role for a facility
e Ban: cancels a role request for a facility
e Revoke: removes access to requested role for a facility
e Resubmit: permits role access approval for a previously banned role request

2. Manage Access
User access roles can be managed by following the steps below:

a. Click Manage User Access (o) found under the EzDMR Access pulldown. The system
displays the Pending Access Requests.

Main Menu

—| EzDMR Access

| Request Access Role
DManaqe User Access

My Access Profile

*| Reports

b. Click one of the available Actions (e): Approve, Deny, Ban, Revoke, and Resubmit.

Access Roles for which you can approve access:

Requester Requested on Access Role | Access Type | Access Value Actions
ezdmr_1_ _ || 09/22/14 09:27:40 Certifier Facility p— |A|:_||:_|rove| Deny| Ban 9
——— |09/24/14 15:52:45|  Certifier Facility FLassoaBc | Approve| Deny| Ban

You can manage access for these users:

‘ User ID ” Effective Date H Access Role || Access Type || Access Value “ Status " Actions l
| e=dml o |05/16/14 13:19:35| Preparer ||  Faciity || [FtAnAmaaa || AppROVED| Revoke
\ ezdmr 1 | | 09/22/14 09:56:27 | cCertifier || Faciity || |riaasaaaa | BANNED |[Resubmit|
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My Access Profile is an informational screen. It is specific to your account and provides the status
details for each role request made under your account.

Access Requests
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This screen may contain one to four sections:
Roles for which you have been granted access
Role request(s) you’ve made which are pending approval
Role request(s) which have been revoked

Role request where you have been banned.

View Role Request(s) Status
a. Click My Access Profile (0) menu option.

Section 1

Main Menu

-l EzDMR Access

Reqguest Access Role

Manage User Access
My Access Profie ‘_!

*| Reports

The system displays the User Access Profile screen.

|Roles, facilities and/or groups of facilities for which you currently have access. |

Access Role I Access Type || Access Value I Office I Granted on
Dty Authorized Representative Facility FLAARAAAAA [ TAL oof24/14 15:51:39
Duly Authorized Representative Facility FLAAAAANE | TAL oa/24/14 15:51:37
Section 2
PENDING REQUESTS |
Access Role Access Type I Access Value Office Requested on
CertFler Fac ity FLASSSIAAL TAL 0924714 15:52:45
Certifier Facility [ FLAAMAAANE TAL 0924714 10:22:49
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Section 3
| REVOKED REQUESTS |

| Access Role | Access Type | Access Value | Office || Revoked on |
|  certifier | Facility | massassn | va [ 07/25/14 13:36:19|
|  certifier |  Facility | riasaasae | 7aL | 09/08/14 08:02:03 |

Section 4

|BANNED REQUESTS |
Access Role Access Type Access Value ] Office ” Banned on

Certifier Facility FLAAAAAAFE | TAL 09/22/14 10:06:23

| certifier Facility FLaAAAAAG | TAL 09/22/14 09:56:27

10. Reports by Template
The Reports by Template function displays a summary list of DMR templates for all of the
facilities you have been authorized to access. The list is sorted by Facility ID, Monitoring
Frequency, DMR Part, and Reporting Timeframe. When selected, the Reports Due button
located in the Actions column will display DMR templates that are due for a specific
facility/frequency/part/monitoring timeframe. Note that this will filter DMRs due based on the

template chosen.

1. View all Templates with Access Authorization
To see a summary list of all the DMR templates that are due:

a. Click the Reports by Template (0) menu option.

rEzDMR——

Main Menu Welcome

~| EzZDMR Access

Reguest Access Role

Manage User Access
My Access Profile

~I Reports

Reports by Template o

Reports Due
Reports History
Resubmit Reports

b. The system displays Reports by Template screen.

2. The Reporting Timeframe is the monitoring start and end date of the permit.
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Under the Action header, click on the Reports Due button (#)) to see the DMR
Template Reports that are Due.

EzDMR:

DMR Reports | Quick Links  Help
Reports by Template provides a summary of Templates for which you have been granted access. The Templates are listed by Facility 1D, Frequency and Part. Clicking the "Reports Due” Action button lists individual templates for a Facility ID,
Frequency and Part a5 you would find them under the Reports Due menu.
~Reports by Template Name:

[Faciltym | Frequency | part | Parte g Last Update Updated By Actions | e
F Monthly A N | Mov/01/2007 - Sepf03/2012 | Sepf02/2015 15:29:43 ‘ Reports Due ‘

‘ FLOD Monthly A N | Mov/0L/2011 - Sep/26/2016 | Jul/14/2015 18:28:21 Reports Due

FLOD Toxicity A N | Mov/0L/2011 - Sep(25/2016 | Julf14/2015 18:28:22 Reports Due

‘ FLOD Twice Per Year D N | Mov/0L/2011 - Sep(25/2016 | Julf14/2015 18:28:22 Reports Due

] Annually A N | Mov/ULf2011 - Sepf26/2016 | Jul14f2015 18:28:23 Reports Uue

‘ FLOD Monthly A N | Mov/01/2014 - Sepf16/2019 | Dec/04/2015 16:05:32 Reports Due

b. The system displays the DMRs Due screen, filtering based on the template chosen.

DMRES Due
Manth/Year/Frequency/Part: ! i |
Facility 10: | Fo0 Apply Filters Clear Filters
Facility 1D Erequency Part i Reporting Period Due Date ! Last Update Updated By Actions Issues
Edit DMR
Augf01/2016 - Preview PDF
FLOD Manthh N i Sep/28/2016 N/A
J hug/31/2016 i Export Data by
Import Data
Edit DMR
Aug/01/2016 Preview PDF
FLO0 Tolel N Sop/28/2016 N/A
A Augj31/2016 B2, Export Data /
Import Data
Edit DMR
. Julf01/2016 Preview PDF
FLOO Twice Per ¥ N i Jan/28/2017 N/A
i Fer Tear De/31/2016 L Export Data b
Import Data
Edit DMR
1an/01/2016 Preview PDF
FLOD Annually N Dec/31/2016 Jan/28/2017 txport Data Nik
Import Data

11. Reports/DMRs Due

When granted an access role to a facility, a list of DMR templates that are due and overdue for
submission are displayed on the Reports Due screen.

1. View the DMRs Due
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a. Click the Reports Due (0) menu option to display those reports that are due.

rEzDMR—

Main Menu Welcome

~| EzDMR Access

Reguest Access Role
Manage User Access
My Access Profile

~| Reports

Reports by Template
Reports Due
Reports History
Resubmit Reports

b. The DMRs due list is displayed and sortable by the column headers: Facility ID,
Frequency, Part (A or D), Part B, Reporting Period, Due Date, Last Update and Updated

By. To sort this information, click on the underlined column header (9), Click once to
sort ascending to descending. Click again to sort descending to ascending.

~DMRs Due

Month/Year/Frequency/Part: :l D >/ EI

e Fadllity 1D: | o Apply Fliters Clear Filters

Facilily ID Frequency Parl Parl B Beporling Period Due Dale Rucived On Last Updale Upddaled By Actions Issues
Edit DMR
e Heceiva DMR
Jan/01/2016 - 5
ot/ b 28
LD Honthly & N 312016 Feb/28/2016 Preview PDF NfA
Export Data
Import Data
Edit DMR
P Receive DMR
‘ Jan{01/2016 f ;
FLO Taudcity 3 N Jan/31/2016 Feb/28/2016 Preview PDF NfA
Export Data
Import Data
cdit DMR
o Receive DMR
Janf01/2016 i i
L0 Quarterly 3 N Mar/31/2016 Apr/28/2016 Preview POF N/A
Export Data
Import Data
cdit DMR
Receive DMR
Jany01/2016 B ;
FLO Quarterly 5] N Marf31/2016 Aprf28/2016 Preview PDF N/A
Export Data
Import Data

c. DMR templates can be filtered by Month, Year, Frequency, Part and Facility ID using the
filter feature at the top of the page. Type in the desired filter or use the drop down menu
box to choose a filtering option. Click the Apply Filters button (9). To remove the filter,
click the Clear Filters button (@),

-DMRs Due

Month/‘{ear/Frequency/Part:| |f| |/‘ ﬂM ﬂ|

Facility ID: | e Apply Filters oclear Filters
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If the facility requires a Part B DMR, Part B will be available to upload as an attachment after
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completing Part A. The Part B column (6) will indicate if a Part B DMR is required to be
uploaded and submitted with the Part ADMR. A ‘Y’ indicates that a Part B report will be
required to be attached and uploaded before continuing with the DMR submission. An ‘N’
indicates that Part B is not required. Information on Uploading a Part B report can be found
below in Section 14.

| DMR Reports - DMRs Due |

Quick Links Help

Month/Year/Frequencvaart:[:;"[:lf' _v_.f| _v|.
Facility ID: Apply Filters Clear Filters
e * Please hover over issues icon for details
Facility ID Frequency Part| Part B| Reporting Period | Due Date | Last Update | Updated By Actions Issues
Edit DMR
. Jan/01/2011 May/31/2016 Preview PDF
AL WIEIFEFET || W Jun/30/2011 Sl/28/200 S 16:18:59 Export Data o
Import Data
Edit DMR
] o Par Ya Julf01/2011 e e s Preview PDF
FLAD: Twice Per Year D N Dec/31/2011 Jan/28/2012 EXportioate N/A
Import Data
Edit DMR
un/01/2015 May/02/2016 Preview PDF
FLAD Monthly A hi Jun/30/2015 Jul/28/2015 12:19:17 Export Data 0
Import Data
Edit DMR
Julf01/2015 S MNow/30/2016 Preview PDF
FLAD Monthly A ¥ Julf31/2015 Aug/28/2015 S Export Data Q
Import Data
Edit DMR
Julf01/2015 Preview PDF
FLAD Monthl A hi Aug/28/2015 N/A
7 Iulf31/2015 2 Export Data 4
Import Data
3. Actions

The Actions column displays the following features which are explained later in the guide:
Edit DMR (section12)
Preview PDF

Export Data

4. |ssues
The Issues column (0) is a feature that allows you to quickly view problems associated with the

Import Data

DMR. There are 5 possible scenarios:
N/A indicates no data has been saved in the DMR.

Page 28 of 50

A check mark in a green circle indicates the DMR has been completed and there are

no data entry issues. The User can proceed with the submission process.

A check mark in an orange circle indicates the DMR has a warning and should be
reviewed before proceeding with the submission process. The warning typically
means one or multiple parameters are flagged as having an excursion from the

permit limit.
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e An exclamation point in a yellow triangle indicates empty field(s) in the DMR
template. The report cannot be submitted with any empty fields.

e An exclamation point in red triangle indicates an error(s) in the DMR template. The
report cannot be submitted with errors.

DMRs Due
Month/Year/Frequency/ Part: ! ! K| (A
Facility 10: | Apply Filters Clear Filtars @
“ Plnasn hoees e i icar e detais
Eacility 1D Erequency Part Part Reporting Period Due Date | Last update Updated By Actions 1ssues
Edit DMR
Jun/01/2015 25 Preview PDF
FL Monthly A i Jun/30/2015 LAY Fxport Data s
Imporl Dala
Edit DMR
o Jun/0L/2015 Augi1%/2016 Pruview PDF
L Te A N Junf30/2015 NU28/2015 15:21:08 Export Data 0
Import Data
Edit DMR
Ape[01/2015 " Aug/10/2016 Preview PO o
FL Quarterly A N Jun/30/2015 Tulf28/2015 A sioaily Export Data
Import Data
Edil DMR
Julfo1/2015 Aug/19/2016 Preview PDF A
& [z e L Julf31/2015 LR 15:23:55 Export Data ay
Import Data
Edit DMR
- Julf01/z015 ; Augf19/2016 Preview PDF
& e 3 U Julf31/2015 SR A0S 15:24:20 Export Data A
Impaort Data
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The Edit function allows a User who has been granted facility specific access in EzZDMR to enter
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data, edit data and/or save a DMR template. When Edit DMR is clicked under the Actions

column, the DMR template is opened in edit mode. Only Users with an approved Preparer or
Certifier role can edit a template. DAR’s are not able to edit a template without also having one

of the other two roles.

1. Opening the Template

a. Click the Reports Due (0) menu option.

rEzDMR——

Main Menu Welcome

~| EzDMR Access

Reguest Access Role

Manage User Access
My Access Profile
~| Reports

Reports by Template
Reports Due
Reports History
BResubmit Reports

Click Edit DMR (9) on the DMRs Due screen.

MRS Due
Month/Year/ Frequency/ Part: I:l ! [ /| L]
Facility 1D: |Fo0 Apply Filters Cluar Filters
Facility 1D Frequency Part Part B Reporting Period Due Dale Last Update Updated By Actions Tssues
Edit DMR e
Aug/01/2016 Preview PDF
FLOO Manthh A N Sep/28/2016 H/A
Y Aug/31/2016 P Export Data b
!mpnr[ Data
Edit DMR
- Aug/01/2016 Preview POF
FLOO Toici A N | Sep/28/2016 H/A
4 Aug/31/2016 Pi28f Export Data /
[mpnr[ Data
Edit DMR
1/201
FLOO Twice Per Year D N Jhl"llo" ?U'G Yan/28/2017 e H/A
Dec/31/2016 Export Data
Import Data
Edit DMR
Janfo1/2016 ) Preview POF
FLOO Annualt A N y Janf28/2017 N/A
¥ Dec/31/2016 Export Data /
Imporl Dala
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The DMR template displayed is similar to the paper DMR. The DMR at this point is

considered a template.
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Mumber of empey fields: 12
Floae
or -panra
PERMITTEE NAME: PERMIT MUMBER:
ADDRESS: LIMIT:
FACILITY TYPE:
HONITORING SROUP:

FACILITY:

LOCATION: CESCRIPTION:

COUNTY: HONITORING PERIOE:

Freauency
Parametor Guantity ar Loading Units Quality or Concentration Units = of Sqbe | comments
Analysis
]
=
5o
Fow e L] O
PARM Code 50050 1 Permit
Han, Site: EFF-2 i L) oty ) G 1 Comtinumas Freter
PETRERRp— pr— C | - e
PARM Coda 00530 Parmit
o e B i) (ol e wafL 1 Weckly 'ﬁﬁ‘
Tran, Tatal Recoverable e et [ 1 | ] [ @]
PARM Code 00580 1 Parmit Tapon
Han, Site: EFF-2 rement ndibeg) (oalifra it 1 weekly .ﬁ.
Sa
B s | J [ J ] @]
PARM Coda 00400 Parmit
Man, Site: EFF-2 ! ﬂ::l“inlm (oadiy ban) (oally tax) Lo 1 Continusiud. L
Numbar of ampty alde: 12
Ploasn e ar g it s
Save Changes Ga Rack

d. Yellow highlighted boxes indicate that the cell is blank and ready for data entry. Data
is required in each of these cells in order to submit the report.

2. NODI Codes

The NODI (No Discharge Indicator) Code drop-down box (9), located above the NODI FILL
button, enables the User to see all the allowable NODI codes for data entry.

) . No Frequency Sample
Parameter Quantity or Loading | Units Quality or Concentration Units E!' of Type Comments
. Analysis
]
ANC
Sar
Flow el O8N0 ] ] ®)
PARM Code 50050 Y Per Ifs 0.015 ef
Mon. Site: FLW-01 Rec (s nt |(AmlAva) i 1 Monthly  (Hathmaticelty
MNR
Sar Q
Fow Mel "0 e [N00 | L ]
PARM Code 50050 1 |Per oTH Report b  Days/week Elapsed Time |
Mon. Site: FLW-01 Re¢ stf nt | (MoAva) tg{',,{‘euf‘&]
BOL
BOD, Carbonaceous 5 Sar Q
day, 20C Measurement NOD E’
PARM Code 80082 Y Permit 20.0 NAS
v M, Monthl I
Mon. Site: EFA-01 Requirement ("‘"“?’“'9) R S LB Ll

a. A NODI Code can be manually entered in any of the boxes intended for monitoring data.
b. If the same code is to be entered in each box for a given monitoring group, the NODI FILL
button (0) can be used.
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No. Frequency Sample
Parameter Quantity or Loading | Units Quality or Concentration Units Ex- of Type Comments
o " Analysis
Flow !.i.ample + | I [ I
PARM Code 50050 Y Permit 0.015 NA-
Man. Site: FLW-01 Requirement {M“?'“g’ e 1 Monthly Mt oned"Y
i J
PARM Code 50050 1 Permit REoT —_— Ty g e
Mon. Site: FLW-01 Requirement | (Mo'Ava) Bamp L)
BOD, Cart 5 Sampl [—I
day, 20C Measurement [ | D
PARM Code 80082 Y Permit 20.0 NA-
Mon. Site: EFA-01 Requirement CArin] Rva) Ma/L e

e Using the NODI Code drop-down box, select the single code to be used in the
monitoring group.

e Clicking the NODI FILL button automatically fills all the monitoring data highlighted
boxes with the selected code.

e Hovering over a NODI Code in each box, displays the code description.

e |fthe OTH (Other) NODI Code is used, a comment is required to be added to the
corresponding parameter.

3. Template Issues Indicators
a. When a template is opened prior to any data entry, all data entry cells will be yellow. As
data is entered and saved in the template, the highlighted data entry boxes will change
colors.

Flow :Zr::l.l:ement | | EI Q
ekt S P R I s ot
A o O
NSO L ||| v o [T
dﬁgy?ngilmnaceous ’ :Zna.lspl.l:ement _ EI D
Mon et EFi01 _|Redquirement witho) woiL Loy i
e Measurement N - - o
,':,f:,'f“;,fjﬁﬂ'.’gf A ::::ii,t.emem (Mo Avg) (Maxnum)|  M6/L 1 Monthly Grab

¢ Yellow indicates that data is required in this cell. A report cannot be submitted if any
cells are yellow (empty).

e Green indicates a valid data entry and within the parameter’s limits. A report with all
green cells indicates no issues and therefore can be submitted.
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e Orange indicates a warning and is an excursion from the permitted limit. Even though
the value falls outside of the expected limit, it is a valid data entry. that. A report
with 1 or more orange cells but no yellow or red cells can be submitted.

e Red indicates an invalid data entry. A report cannot be submitted with any red cells

b. Greater-than, less-than and negative signs can be used in data entry cells for all
parameters except No. Ex. (number of excursions).

c. Empty and/or invalid entries in a template will result in an error messages display at the
top and bottom of the DMR template. These errors must be fixed before a file can be
attached or the report certified and submitted.

4. Number of Excursions

Information on the number of sample measurements that exceed the permit limit for each
parameter during the monitoring period is entered in this column (6). Data may be entered in
the highlighted boxes manually or the FILL button may be used to automatically fill all these
boxes in the Monitoring Group. To use the FILL function, enter the Number of Excursions in the
blank box above the FILL button.

No Frequency e .
Parameter Quantity or Loading | Units Quality or Concentration Units [x. of : T I':! © |[Comments
: Analysis vp
| ||
NQDT FILL FILL
Sample [ [ (
35 Measurement | — D
PARM Code 50050 Y Permit 0.015 HA-
Mon. Site: FLW-01 Requirement (Al Av) MSD 1 Monthly  [Matymotcaly
Flow .s.ample . | g_)
- lapsed Time
PARM Code 50050 1 Permit Report E|egsuremenl
. MGD 5 Days/Week
Mon. Site: FLW-01 Requirement | (M0Ava) /e (Pomp L0g)
BOD, Carbonaceous 5 Sample 1 '
day, 20C Measurement I: L | L—)
PARM Code 80082 Y Permit 20.0 HA-.
Mon. Site: EFA-01 Requirement {AnnliAvg) Het AGETR -FR IO

5. Comments

The Comments bubble (@), allows comments to be entered by Parameter. To enter comments,
click on the bubble to open a comments box. When finished click Done to close the box or Clear
to delete any comments (0). To see the comments in a PDF format, click ‘Preview PDF’ on the
DMRs Due screen. Any comments provided are located on the last page of the monitoring
group.
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= = = - 3 - No. L !
Parameter Quantity or Loading | Units Quality or Concentration Units of | s <
= Analvsis Type
NODI FILL | I
Sample
Flow Measureme D
PARM Code 50050 Y Permit HAS
Mon. Site: FLW-01 Requiremer fathmnsical'x
Sample L ]
Flow |Hnasummn o Q
PARM Code 50050 1 Permit ieksirement
Mon. Site: FLW-01 Requiremer = = (Pump Log)
BOD, Carbonaceous 5 Sample . i I - .
day, 20C Measurement [ J L I
PARM Code B00DBZ Y Permit 20.0 NAC
Mon. Site: EFA-01 Requirement [!mn?avu) MG/L ERhy "%‘a'lé'l'ﬂﬂ‘eﬂ"

6. Go to Monitoring Group

The Go to Monitoring Group dropdown (6) allows the user to go directly to a chosen
monitoring group without having to scroll through the template. At the upper right corner of the
page for each monitoring group a yellow pull down labeled Go To Monitoring Group can be
found. Click on the down arrow and select the monitoring group of choice. The template will
move to the monitoring group selected.

R
0

DEPARTMENT OF ENVIRUNMENTAL PROTECTION DISCHARGE MONITORING REPORT - PART A

PERMITTEE NAME: PERMIT NUMBER:
ADDRESS: umMIT: FINAL HEPORT: Honthly
FACILITY TYPE: ™ GROUP: Tndustrial
MONITORTNG GROUP: D-001
FACILITY:
LOCATION: DESCRIPTION: Outfall D-001 discharges
COUNTY: HARDEE MONITORING PERICU: From: 05/0L/2010 To: US/31/2010
Frequency
Parameter Quantity or Loading Units Quality or Concentration Units "!: of m‘e G
Analysis
Sample
Eio Measurement [ | [ | |° | Q
PARM Code 50050 1 Fermit Report
Mon. Site: EFF-01 Requirement tew) | oaRTg | e oD || s

7. Save and Continue

There are three useful buttons located below the template (@). The Save Changes button
allows the latest data entries to be saved. The Continue button is enabled only after no data
cells are empty and there are no errors. Clicking it will save the report and open the Upload
Attachments screen. The Go Back button does not save the latest data entries and takes the
User back to the DMRs Due screen.

o N [C— (] 2
PARM Code BO0O? + Permit GRERSI | on 1 Monthly calculated
anaried ™™™ [t ement (S ] -
R e :::Inl:ii:omtr\t (M5 NBEn | ten () 1 Monthly | Calculated

Please Note: This DMR requires a Part B which can be attached when you continue to the next screen.

5]

Save Changes Continue Go Dack
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13. Upload Attachments

While in the template, clicking the enabled Continue button will open the Upload Attachments
screen. Here, the User can attach one or more files, including the Part B report to the template
prior to submission.

1. Upload the Part B Report
If submission of the Part B report is required, it must be uploaded as an attachment.

a. To upload the Part B file, click the Choose File button (0) to locate the file to be
attached. Once the file has been chosen, it appears just to the right of the Choose File
button.

b. Clicking the Upload Part B button (9) will upload and attach the file to the report.

EZDMR ] ]
_[Upload Attachments | |Quick Links | Help |

Page 35 of 50

Report Details:

Part-B File Attachment :

Upload Attachment:

Instructions:

Short file

Report Identifier : | _MO_A::2015::Jun::557 Errors : O
Report Period : 06/01/2015 - 06/30/2015 Missing Entries : 0
Report Due Date : 07/28/2015 Warnings : 0

Part B upload instructions:
1. Click browse/choose file and attach Part B.
2. Click Upload Part B button. o e

Attach Part B: Choose File | Chosen file appears here Upload Part B

1. Enter a short file name in the text box.
2. Click browse/choose file and attach file.
3. Click 'Upload Attachment' button.

arnes | Choose File No file chosen Upload Attachment

The system displays ‘Part B’ as the file name when the Part B file is successfully attached
to the DMR (©).

The Part B file can be deleted by clicking on the Delete Part B Attachment button (0).
Using the tools at the page, the User can conduct several tasks:

e Upload Attachment, allows the User to upload an attachment(s) other than Part
B in various file formats (9). The process is described in the next section.

e Edit DMR button, takes the User back template to review or edit (6)
e Reports Due button, returns the User to the Reports Due page (e)

e Continue button, takes the User to the Certify DMR process (0) which can only
be completed by an approved Certifier with a PIN.
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Quick Links Help

Report Details:

Report Period
Report Due Date

Report Identifier :

: 06/01/2015 - 06/30/2015
: 07/28/2015

MO_A::2015::Jun::557

Errors: 0
Missing Entries : 0
Warnings : 0
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Part-B File Attachment :

File Name I Action

a PartB.pdf

‘P Delete Part B Attachment

Upload Attachment:

Instructions:
1. Enter a short file name In the text box.
2. Click browse/choose file and attach file.
3. Click 'Upload Attachment' button.

Short file |

i Choose File |No file chosen
name®*:

eEdit DMR o Reports Due eContinue

2. Upload Attachment(s) other than Part B

Upload Attachment

After completing data entry, clicking on the Continue button takes the User to the Upload
Attachments screen to attach one or more files to the submission. If a Part B report is required,
it should be attached as described above. Once attached or if a Part B report is not required and
other documents or reports are to be attached, they can be uploaded at this point.

a. To upload afile, enter a required short file name in the text box provided (9),

b. Click the Choose File button (10®) to locate the file to be attached and click Open in

the browser box that opens to select the file,

c. Clicking the Upload Attachment button (0) will upload and attach the file to the report.

—EzDMR
| upload Attachments |

Report Details:
Report Identifier : QU_A::2015::]ul::487
Report Period : 07/01/2015 - 09/20/2015
Report Due Date : 10/28/2015

Upload Attachment:

Instructions:
1. Enter a short file name in the text box.
2. Click browse/choose file and attach file.
3. Click 'Upload Attachment' button. @

Choose File |Electronic Rep...July 2013_.pdf

Short file

s | Other Attachment
name=*:

Edit DMR Reports Due Continue

Errors :
Missing Entries :

Warnings :

o]
(4]
o

Quick Links Help

Upload Attachment
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d. Once correctly attached, a File uploaded successfully! message will be displayed at the

top of the Upload Attachments page (@-).

e. Additional attachments can be uploaded by following the process described above.

f. The attachment can be deleted by clicking on the Delete Attachment button (@) under
the Action header.

g. Asoutlined above, the User can conduct several tasks using the Edit DMR button, the

Reports Due button or the Continue button (@).

i @
|' @ File uploaded successfullyl

[ Upload Attachments] Quick Links Help

Report Details:

Report Identifier : _QU_A:I:2015::]ul::487 Errors : 0
Report Period : 07/01/2015 - 09/30/2015 Missing Entries : 0
Report Due Date : 10/28/2015 Warnings : 0

Upload Attachment:

Instructions:
1. Enter a short file name in the text box.
2. Click browse/choose file and attach file.
3. Click "Upload Attachment' button.

SHOLE f‘ile | Choose File Mo file chosen upload Attachment
namea"®:
File Name Action
Other Attachment.pdf @ Delete Attachment
@ Edit DMR Reports Due Continue

14. Certify and Submit a DMR

A user who has requested a Certifier access role can enter data; however, they can only certify and
submit a report if the facility’s Duly Authorized Representative has approved their request and they
have an approved PIN. Refer to page 9, PIN Application Process for instructions on how to apply for a
PIN.

1. Certify a DMR
Once all data is correctly entered in the template, click the Certify button (0) located at the
bottom of the Certify DMR screen.
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—EzDMR

Certify DMR

Report Summary
Certify capability is available only to the Certifier role. Once you have reviewed the DMR you may certify it by clicking the Certify button located at the bottom of the screen.

The back button reverts to the Upload Attachments screen.

—Report Details
Report Alias :
Report Start Date :
Report End Date :
Report Due Date :
Uploaded Report Details
Error count of the report : 1]
Warnings count of the report : 0

Part-B File Attachment Details
’715 Part-B File attached to this report file? YES ‘

Attachments
r No additional attachments included. ‘

Back Certify o

2. Electronically Sign
The system displays the Electronically Sign screen which offers a secure way to submit a
DMR(s).

a. To electronically sign a report, the user must first answer the presented security
guestion (9 ). This will be one of the 5 questions setup during the PIN request
process and the answer must be identical to the one originally submitted.

b. Enter the PIN (e). If forgotten, it needs to be reset by left mouse clicking on the
EzDMR User button located in the upper right corner of the screen.

c. Click the Sign button (@) to certify and electronically submit the DMR.

d. Or click the Cancel button (6) to return to the Certify DMR screen.

Welcome, user [Sign Out]

Electronically Sign

| understand that | shall be held as legally bound, obligated and responsible by the electronic signature created using this
electronic signature device as by my handwritten signature. Additionally, | certify that | have not violated any terms in my
Electronic Signature Agreement and that | have no reason to believe that the confidentiality of my electronic signature
device and security question/answer pairs have been compromised now or at any time prior to this submission.
In what city did you meet your spouse/significant other?*: e
PIN*: 0

0 Sign Cancel e

3. Successfully Certified DMR
If the DMR submission was successful, the Certifier will be taken to the DMR History screen and

the confirmation message Successfully certified DMR! (@) will be displayed. The submission
listing will also be seen with the most recent submission at the top.
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EZDMR

| DMR Reports | Quick Links  Help

Displays reports that have been submitted. Search options include the faciity Id, monitoring period start month (Jan, Feb, etc.), year, report frequency, and report part (A or D).
Sort the list of reports submitted by clicking any column header except the Actions column
Inthe "Actions" column, you have the option to:

View PDF - See what your submitted DMR looks like in 2 printable view that loks much like 2 paper DMR.

~DMR History
Month/Year/ Frequency/Part: jD v E
Facility ID: Apply Filters  Clear Filters
Facility ID Frequency Part Part B Reporting Period Due Date Submitted On | Submitted By Actions
Julfo1/2016 hug/17/2016 View DMR
¥ oy Aug/28/.
Honthy ! 3172016 WAL 15:51:28 View Attachments

4. Confirmation Email
The Certifier will also be sent a confirmation email which will include a PDF copy of the certified

DMR (0). To view the report, the Certifier should click on the email attachment.

K@ FLA _MO_A.pdf -
A | 302 bytes o

77777777 Uniginal message ——-—
From: Florida DEP EzDMR <no-reply@dep state fl us>

Date: 12/22/16 9:33 AM (GMT-05:00)

To: EzDWR USER ~User@Cmalloom=

Subject: FDEP EzDMR - FLAI _MO_A:2015=Tun::557 - Report Submission

Florida Department of Rick Scott

N _ Governor
Environmental Protection

Carlos Lopez-Cantera

Bob Martinez Center
2600 Blair Stone Road Lt. Governor
Tallahassee, Florida 32399-2400
Jonathan P. Steverson

Secretary

DMR Report Submission
http-Awww fldepportal com.
Dear Certifier EzDMR USER,
Attached you will find a copy of your report submission.
The Repost Submission Details are:
Facility Id: FLA
Report Frequency: MO

Report Pact: A
Reporting Period: 06/01/2015 - 06/30/2013

5. View Historic Reports

All submitted reports can also be viewed by clicking on the Reports History option found under
the Reports (Wastewater) pull down of the Main Menu. Additional information can be see
below.
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15. Groundwater DMR (Part D)

Groundwater or Part D DMR templates are listed under Reports Due just like Part A; however, they
have several features that differ from the monthly reports.

1. Go to Specific Well

The Go to Monitoring Well Id dropdown menu is located at the top of each template (o).
Clicking on the dropdown arrow lists all the monitoring wells for the DMR. Clicking on a
monitoring well will take the User to that part of the DMR.

2. Sampling Information
Two items must be completed at the top of the DMR template:
a. The question Was the well purged before sampling? (e) must be answered for each
monitoring well.
b. The Sample Date and Sample Time fields (0) must be completed for each monitoring
well.

3. Additional Required Fields

Four additional data fields are required to be completed for each parameter (0): Detection
Limits, Analysis Method, Sampling Equipment Used and Samples Filtered. If these fields are
completed correctly, they will only be required the first time the template is submitted. These
fields will pre-populate on any future groundwater templates.

Go to Monitoring Well Id: v

GROUND WATER MONITORING REPORT - PART D :x?g}
Facility Name: MHP WWTF Maonitoring Well ID: MWB-01  BW-1, background MWI-01
Permit Numibser: DWF Well Type: Report Frequency: Twice Per Year
Facility County: CITRUS Program: Domestic
Office: SWD
Monitering Period: From: 01/01/2011 To: 06/30/2011
e Was the well purged before sampling? yee () o e D —l A —
PARAM Sample Permit Sample Frequency 0 Sampling IS
Parameter . Moty e —— Units . of Detection Limits Analysis Method - - - Filtered | Comments
Code |Measurement | Requirement Type Analysis Equipment Used (L/F/N)
MNR * N T
NODI FILL FILL
Wwater Level - L seml=
Relalge (o' | o2sas D et s | reer | it | AU [ oetaction 1 [method 1 |[ equipment 1 I[v ] Q
e year
Nitragen S - 1 SellH I 3 I -
, =port - " anpually; — - - =
Nllr(a:,e,ul)oial 00620 (MxSmSam) MG/L Grab ‘“L‘};l’x' detection 2 |ms-lhml 2 | equipment 2 | N | >_)
suolids, Total 1 semi-
DFT'-SI;;N" 70205 et MG/L Grab | ARPUaY: | detection 3 |method 3 | equipment 3 | N | Q
] vl | ) I L

16. Preview an Un-submitted DMR Template

The blank or edited DMR template can be viewed in a PDF format by first clicking Reports Due,(o),
entering a facility ID (e) and clicking Preview PDF, (0).
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~EzDMR
Main Menu  DMR Reports - DMRs Due | Quick Links Help
=/ EzZDMR Access Month/Year/Frequency/Part: ..-"| |.-" v|/ v
eFaﬂIlt\r 1D: Apply Filters Clear Filters
Manage User Access = Please hover ovor Issues icon for Satals
My Access Profile
-| Reports (Wast ter) Facility ID | Frequency |Part|Part B|Reporting Period| Due Date 1 | Last Undatel Updated By Actions Issues
bR rts by T Jat Edit DMR
eports by Template i
Janf01/2011 Dec/23/2016 Preview PDF A
Reports Due FLAO Twice Per Year | D N Jun/30/2011 Jul/28/2011 | © Lt P 1 T || ¢ LAY
Reports History Import Data
Resubmit Reports =
d Edit DMR
*| Reports (Stormwater) o
. Julf01/2011 Preview PDF
FLAD Twice Per Year | D N Dec/31/2011 Janf28/2012 Export Data N/A
Import Data
Edit DMR
Julfo1/2015 MNov/30/2016 Preview PDF
FLAD Monthly A Y Julf31/2015 Aug/28/2015 10:15:12 NES_L Export Data o
Import Data

17. Export Data - Import Data Functions

These data functions provide the ability to export a blank or edited DMR template to a comma
separated values (CSV) file. This file can be opened in an Excel format where data can be added to

column N (Measured Value) and saved outside of the EzZDMR system. If the column headers are cut-off,

the column widths can be expanded. Import data function allows you to import/upload a DMR
template file back into EzZDMR. Once this is done, the DMR data can be found in the EzZDMR template

for further editing if needed.

1. Export DMR Template

a. Under Reports (Wastewater), click the Reports Due menu option (@).

b. Click Export Data (9) to download the CSV file.

~EzDMR
Main Menu DMR Reports - DMRs Due | Quick Links Help
-/ EzDMR Access Month/Year/Frequency/Part: / I:I / v TA
Request Access Role Facility ID: Apply Filters  Clear Filters
MQM . * Please hover aver issues icon for details
My Access Profile
- Reports (Wastewater) Facility ID | Frequency |Part|Part B|Reporting Period| Due Date | | Last Update | Updated By Acti
T —" Edit DMR
eports by Templa o
. Jan/01/2011 Dec/23/2016 Preview PDF A
Reports D.ue FLAO Twice Per Year | D | N Jun/30/2011 lul/zg/2011 | L o e P 1 9 T T £
Reports History Import Data
Resubmit Reports -
Edit DMR
*| Reports (Stormwater) Praview PDF
FLAD Twice Per Year | D M auyjat/201d Jan/28/2012 Lol N/A
Dec/31/2011 Export Data
Import Data
Edit DMR
Jul/01/2015 Nov/30/2016 Preview PDF
= Monthly | A | Y | Juysyja0rs | Au9/28/2015) Tyoiigi1) NESL | (ExportData o
Import Data

c. Click on the file to open the DMR template in an Excel format. Be sure to only edit
column N (Measured Value). Any other changes may produce errors in the import
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file. Save the file to preserve the format. Once completed, the DMR template file will
need to be imported back to EzDMR for use and report submission.

Clipboard [ Font [ Alignment [F] Number [F] Styles

B1 | Je | EacumviD

A B C D E F G H 1 J K L M N o]
FOR INTERNAL USE ONLY FACILITY ID FREQ PART GROUP  SITE PARAM  PARAM DEPCS SB STAT BASEUOM LIMIT MEASURED VALUE

HHEHHE |-016 #iftHH

1

2

3

4

5 |##HH# 00600 - Nitrogen, Total s
6 |{FLODD | YR_A_1016_EFF2_00600_1AD2m} YR A I-016 EFF-2 600 Nitrogen, 1AD Annl Tot  Ib/yr 40/ MNR

7 |{FLOOOC 1 YR_A 1016 EFF2 00600_1c} YR A I-016 EFF-2 600 Nitrogen, 1 exceedan count 0
8

9 | ###HE 00005 - Phosphorus, Total (as P) ####4
10 |{FLODDO.__YR_A_I016_EFF2_00665_LAD2m} YR 1-016 EFF-2 665 Phosphort 1AD Annl Tot  Ibfyr 20| MNR

11 {FLO00O0 | YR_A_1016_EFF2_00665_1c} YR A 1-016 EFF-2 665 Phosphor 1 exceedan count 0

=

2. Import DMR Template
a. Under Reports (Wastewater), click the Reports Due menu option (9).
b. Click Import Data (0) to begin the upload process.

~EzDMR
Main Menu DMR Reports - DMRs Due | Quick Links Help
-/ EZDMR Access Month/Year/Frequency/Part: / / v TA
Request Access Role Facility ID: Apply Filters  Clear Filters
MQM . * Please hover aver issues icon for details
My Access Profile
- Reports (Wastewater) Facility ID | Frequency |Part|Part B|Reporting Period| Due Date | | Last Update | Updated By Acti
b“ T —— Edit DMR
eports by Templa o
. Jan/01/2011 Dec/23/2016 Preview PDF A
Reports D.ue FLAO Twice Per Year | D | N Jun/30/2011 Jul/28/2011 | T a e es P 1 T T £
Reports History Import Data
Resubmit Reports 1 =
Edit DMR
*| Reports (Stormwater) Praview PDF
FLAD Twice Per Year | D N auyjat/201d Janf28/2012 Lol N/A
Dec/31/2011 Export Data
Import Data
Edit DMR
Julfo1/2015 Nov/30/2016 Praview PDF
= Monthly | A | Y | Juyzsjers [ AU9/28/20151 W05 NESL | (ExportData o
Import Data

c. An Upload screen will appear with detailed information on the template. Click the
Choose File button (9) to browse and upload the CSV/Excel file edited and saved.

d. Once afile has been chosen, it will appear to the right of the Choose File button (@)_

e. Click the Upload Data button (0) to upload the DMR template back into EzZDMR.
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—EzDMR

(Upload | Help

Upload Discharge Monitoring Report

Facility ID: ‘ FLAOD

Report Frequency: ‘ SA

|
|
Report Part: ‘ D ‘
|
|

Report Period: ‘ 01/01/2011 - 06/30/2011
Due Date: ‘ 07/28/2011
Choose File TEST UPLOAD FILE.csv Upload Data
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e. If the upload was successfully submitted, the system will display the confirmation
message: Report data uploaded successfully! (9) as well as the Upload Results. If the
DMR template needs to be edited and submitted, click the Edit DMR button (9)

located on the Upload screen. Note: The DMR template still needs to be certified
before the submission is complete.

rEzDMR

[ @ Report data uploaded successfully!

Upload Help

Upload Discharge Monitoring Report

Facility ID: FLAO
Report Frequency: |SA

Report Part:

Report Period: 01/01/2011 - 06/30/2011
Due Date: 07/28/2011

|

Choose File [ No file chosen Upload Data

UPLOAD RESULTS
Skipped Lines (empty or #comment lines): 103

Total lines read: 400
Optional values found: 0 out of 48
Required values found: 193 out of 249
0 Total values found: 193
Edit DMR
LINE DESCRIPTION
4 Warning: empty value for {FLAO _SA_D_MWBO1wp}
5 Warning: empty value for {FLAQ _SA_D_MwBO1sd}
6 Warning: empty value for {FLAQ _SA_D_MWBO1st}
17 Warning: empty value for {FLAD _SA_D_MWB01_MWBO01_00620_PMW1m}

18. Application Programming Interface (API)

The Application Programming Interface (API) is an alternative way to import data into EzDMR. This
functionality allows the user to take DMR data stored in a separate web application or system and
automatically import the data into EzZDMR. The EzDMR API is a collection of commands with structured
formats that allow a programmer’s application to interact with the EzZDMR Web Application. For more
information on how to utilize the API, please contact the DEP Service Desk at
ServiceDesk@dep.state.fl.us.
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19. Reports History

The Reports History function provides a list of successfully submitted DMRs for the facility or facilities a
User has been authorized to access.

Main Menu

=/ EzDMR Access

To see submitted DMRs and associated attachment(s), click Reports History (0), found
under Reports (Wastewater).

The system displays the DMR History screen which can be filtered by any one or a
combination of criteria headers except Actions (e).

Click View DMR (0) to download a PDF of the submitted DMR; then click on the file (0) to
open it.

Click View Attachments (9) to go to the View Report Attachments link.

| EzRME

| DMR Reports - DMR History Quick Links  Help

Displays reports that have been submitted. Search options include the fadility Id, monitering peried start menth (Jan, Feb, etc.), year, report lrequency, and report part (A or D),
Sort the list of reparts submitted by clicking any column header except the Actions column
In the "Actions® column, you have the option to:

View POF - See what your submitted DMR looks ke in a printable view that looks much like a paper DMR.

Month/Year/Frequency/ Part: l_ /| ! Ml ’_'

Facility 1D: | ApplyFilters  clear Filters
* Reports (Starmwater) e w S w:::“::ﬁf SEaleC ev::z":n
FLaD Honthly a | v RrehL/zots 12872015 {2y 20 6. O v rschments
(4] Moy | A | v safaifzone hug/28/2016 e T
T Moapd A || nee e N R I s B 2 P
5. On the View Reports Attachments page, click on the View Attachment button associated
with the attachment (e) other than a Part B report to download the file; then click on it
(0) to open.
6. If a Part B report was attached to the submission, click on the Part-B Attachment button
(@) to download the file; then click on it (0) to open.
7. Click Go Back (@) to go back to DMR History.
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T EzDMR

View Report Attachments Quick Links Help
Report Details:

Report Identifier : FLO _MO_A::2016::]Jul::4249 Errors : 0

Report Period : 07/01/2016 - 07/31/2016 Missing Entries : 0

Report Due Date : 08/28/2016 Warnings : 0
Part-B File Attachment Details:

Is Part-B File attached to this report file? YES Part-B Attachment

Attachment(s):

To view the attachment, click the View Attachment button associated with the file.

File Name Action

Attachmentl.pdf @ View Attachment

@ Go Back

0 O

Attachment1.pdf ~

PartB (1).xlsx £

20. Resubmit Reports

The Resubmit Reports function allows for the resubmission of a previously submitted DMR. A
resubmission will only change the report data. It will not affect the date of the original submission.

1. To resubmit a DMR that was previously submitted, click Resubmit Reports (0) .
2. Complete the required search fields indicated by an asterisk and click Search (9).

T EZDMR
Main Menu | search Quick Links  Help

~|F7DMR Arcess Please enter a nine character Fadility 1d, Report Frequency, Report Part and Uue Date.

Request A gle ~Search for a previously submitled DMR

Manage Usar Access

My Access Profile Facility 10*:
= Reports (Wastewater) ||| | Report Frequency®: M

xe ]

Heports by Template ReportPaxtls :I

Regorts Dye Due Date*:

Reports History

Resubmit Reports Clear e Search
*| Reports (Stormwater)

3. The DMR submission search results will be displayed in a search results screen. Select the

correct DMR to be resubmitted by clicking on the Select radio button (e),
4. Click the Resubmit Report button (0).
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-EzDMR
Search Results
Search Criteria
Facility Id FLA
Report Frequency Monthly
Report Part A
Due Date 08/28/2016

r Previously Submitted DMRs

Facility Reporting Submitted . .
Select D Frequency | Part period Due Date on Submitted By Actions
_ Julf01/2016 Aug/17/2016 View DMR
(8] FLA MO A Aug/28/2016
e ;i 1ul/31/2015 | A48/28/ 15:51:28 View Attachments

Resubmit Report e

5. Afinal confirmation request will appear. To stop this resubmission, click the Cancel button
(9 ). To proceed to the previously submitted template, click the Yes button (0).

Main Menu | Search Results |

= EzDMR Access

Quick Links  Help

~Search Criteria

Baquest Access Roly | Facie FLA
Hacage User Access Manthly
My Access Profile A
18/
Epoits { ‘_ DHMRs
*| Reports {Stormwalter)
Select| Facility 1D q ¥ Due Date Actions
an By
& Dec/30/2016 View DMR
FLa 10 4 Auglasfzons | VoL G_ 1
b 09:59:58 Miew Attachmients
L5 = 1 | SEPI15/2016 - View DMR
| FLAD L A Aug/28/201: cidy G_ 1
i G W T 1T view Attachments
8 Confirm Report Resubmission Ly
o Please co Isslon of raport ‘FLAG1079_MO_A' for the manitoring period of
07/01/20. 016,
vher th port is submitted it will override the pravious DHR.
Continue with resubmission’
Cancel Yes

6. The DMR template will open and contain all the previously submitted DMR data which can be edited.
The template can also be saved and will be displayed on the Reports Due screen until resubmitted.

7. Once the template has been edited, it can be submitted as it was originally. See Section 14. The
resubmitted DMR data will override the original data submission; however, the original DMR
submission date will be used for compliance purposes.

21. Troubleshooting

1. Unable to Locate a DMR Template

If DMR templates cannot be found using the Reports by Template, Reports Due or Reports
History functions, try the following:

a. Confirm management access by opening EzZDMR Access and clicking on My Access
Profile. The User must have one or more of the access roles for a facility in order to
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see and access any templates. Refer to Section 7, Request an Access Role to
establish a facility specific access role.

b. If there is no approved DAR in the system for this facility or it is incorrectly setup, the
templates will not be generated. If the facility DAR is unknown, please contact the
appropriate District Office or Delegated Local Program listed below.

c. If a DMR has been submitted, it will no longer found in Reports by Template or
Reports Due. Look in Reports History for the missing report.

d. If DMR templates still cannot be found, please contact the appropriate District Office,
Delegated Local Program or the Water Compliance Assurance Program staff listed
below.

2. The DMR template is Incorrect
If the monitoring/reporting period or monitoring requirements of the DMR template do not
appear to agree with the facility’s current active permit, please contact the appropriate
District Office or Delegated Local Program listed below.

3. Unable to Submit a Report
There are several reasons why a report cannot be submitted:

a. Make sure that there are no errors or blank cells in the template. While in the data
entry template, look at the top or bottom for an Errors or Empty Fields message.
While in Reports Due screen, find the report that cannot be submitted. Hover the
curser over the symbol found under the Issues field for that report. Information will
appear with the number of Errors or Empty Fields. These issues must be fixed before
a submission can be attempted. A submission can be attempted if a Warning
message is displayed. This indicates that the data provided does not comply with the
permit requirement. If a submission can still not be made, see 2. below.

b. Only a facility specific Certifier approved by a facility’s DAR can attempt to submit a
report. The Certifier will also need a PIN and must correctly answer 1 of 5 security
guestions that the User setup up during the PIN application process. Refer to Section
3, Apply for a PIN.

c. If a submission can still not be made, please contact the appropriate District Office,
Delegated Local Program or the Water Compliance Assurance Program staff listed below.

4. Receive an Error Message
If at any time an error message is received, please contact the appropriate District Office,
Delegated Local Program or the Water Compliance Assurance Program staff listed below.
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22. Additional Assistance

USEFUL TERMS AND ACRONYMS

Certifier: The individual responsible for obtaining a PIN and certifying/submitting DMRs.
CSV: Comma separated values. It allows data to be saved in a table structured format.

DLP: Delegated Local Program.

DMRs: Discharge Monitoring Reports.

District / Office: District, Program, County or Branch office.

Duly Authorized Representative (DAR): One of the following: Permittee, Owner, Responsible
Official, Corporate Officer, or Authorized Representative identified in the permit. Individuals
responsible for managing both Preparer and Certifier role requests.

Excursion: The number of sample measurements during the monitoring period that exceeded
the permit limit for each parameter.

EzDMR: Ez Discharge Monitoring Report.

Headquarters: DEP Tallahassee Staff.

PDF: Portable Document Format.

Preparer: Prepares DMRs for submission only.

Role: A set of rights associated with EzZDMR access to different functions in the system.
Template: A Discharge Monitoring Report (DMR) data entry form prior to submission.
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EZDMR CONTACTS

DEP Service Desk account and password issues
Service Desk
(850) 245-7555
ServiceDesk@dep.state.fl.us

Delegated Local Program Staff for permit requirement issues
Southeast Miami Dade
riverr@miamidade.gov
Southeast Palm Beach
SEPB.EZDMRAdmin@dep.state.fl.us
Southwest Hillsborough
SWHI.EZDMRAdmin@epchc.org
Southwest Sarasota
WastewaterPermits@scgov.net

Regulatory Offices for permit requirement issues
Central District
CD.EZDMRAdmin@dep.state.fl.us
Northeast District
NED.EZDMRAdmin@dep.state.fl.us
Northwest District
NWD.EZDMRAdmin@dep.state.fl.us
Power Plant Section
PPW.EZDMRAdmin@dep.state.fl.us
South District
SD.EZDMRAdmin@dep.state.fl.us
Southeast District
SED.EZDMRAdmin@dep.state.fl.us
Southwest District
SWD WEF Permitting@dep.state.fl.us
Southwest Phosphate Management
SWPM.EZDMRAdmin@dep.state.fl.us

Program Office
DEP EzDMR Water Compliance Assurance Staff
(850) 245-8567
EZDMRAdmin@dep.state.fl.us
DEP EzDMR Website
www.ezdmr.dep.state.fl.us
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