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Welcome to the

Hazardous Materials 

Use Certificate 

System Training
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Gain strong foundation of working

knowledge on the Montgomery County

Hazardous Materials Permit System.
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Training Objective
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TECHNOLOGY

OVERVIEW
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Click the SAVE button often. This lets the

system know you are Active.

If you don’t save data for 30 minutes, you will be logged out of the system automatically

since the system thinks that that it is idle.

The system provides a warning countdown as you are reaching a Time Out. Click

‘Continue’ to keep the session active.

System Time-Outs Warning
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System OverviewSystem Prerequisites

In order to use the system, the following prerequisites must

be met:

Browser:
Internet Explorer 10 or above (non-compatibility mode)

Firefox 20 and above

Chrome 26 and above

Components:

• Turn off the popup blocker in your Browser. 

• Adobe Acrobat Reader.  (free download)

• Enable Javascript in your Browser. This should already be set in your 

browser. 
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1. Pop-Up Blockers

Before using the system, make sure that all the popup 

blockers are turned off.
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Be Aware of Following

(C) 2015 IDSi International, Inc.  All rights reserved. 



7

• Only one user account can be set up for your Company Account.  You cannot have two users for the same 

Company. 

• All passwords must following this format [8-12 characters with a mix of uppercase, lowercase, numerals and 

special characters (! @ # % $)] 

• Try ‘Forgot Your Password’ or ‘Reset your Password’ if you are not able to log in.   

• Your User Account will be DISABLED if you enter the wrong password more than 5 times consecutively.   If 

your account is disabled, you will see a message when you try to log in.  Write to the email provided and ask 

to have your User Account Enabled. 

• If you have not used your account for a little more than one year and a half, your User Account will be Disabled 

or Revoked and you will not be able to log in.   

• If you still cannot log into your account, contact the System Administrator.  Once the account is disabled, only 

the System Administrator can enable the account. If the account is revoked, you will need to register a new 

user account. Write an email to the System Administrator or call the System Administrator.   The System 

Admin will let you know what to do.  

• It is always best if you click on the Log Out button.   To sign out of the system, click the Log Out button on the 

right hand side frame. You will be logged out of the system safely. 

Log-In Security Rules
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SYSTEM 

OVERVIEW
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System OverviewKey Features by Roles

Admin
 User Approval

 User Profile 

Management

 Submission Approval

 Hardcopy 

Management

 Previous Year Edits 

Approval

 Facility Management

 Manage Notifications

 Reporting

 Manage Settings

 Roll Over

Facility User

 New User Profile    

Registration

 Facility Data and 

Chemical Inventory     

Management

 Tier II Report 

 Emergency Response 

Plans

Submissions

 Revision Submission

 Receive Notifications

• Permitted Reports

• EHS Profiles

• MSDS

• Site Plans

• Searches

• Chemical Reports  

• Emergency Response  

Plans

• Advanced Searches

Planner / 

Program Users
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System Layout

& Navigation

System Interfaces

User Roles

Be Aware Tips

Navigation
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Page Search Capabilities

General Search
1. Type in search criteria 

and click the search 

icon.  Searches all 

columns. 

Alphabet Search
1. Based on column 

selected.  

2. Must be an alphabetic

column to sort.

Column Search
1.  Type in search criteria 

and click anywhere on the 

page.

Advanced Search
1. Use the search icon to 

create an advanced 

search.

RPP
1. Enter the number of 

rows to be viewed and 

click outside the box. 
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Screen Navigation

List Facilities– Lists all Facilities within 

the Facility User Account.

Submission Listing – Lists Current 

Submission and History for the facility. 

Report Homepage – Edit report 

elements from central dashboard.

Log In – Log in with User 

credentials.
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Accessing the System

New User Account Registration

User Account Approval
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REGISTER FOR A 

USER ACCOUNT
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Approve User Account Steps

1 Submitter clicks on Register.
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New User Registration Steps

2 New User Registration for new Facility.
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New User Registration Steps

3

4

Click Save and wait for account approval email.

Submitter and Admin receive registration email notification.
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APPROVE A 

NEW USER
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Approve User Account Steps

2

31 Sign in as an Admin.

Select Menu.

Review Listing.

You need to follow an internal process for 

verifying whether you have a valid user 

account registration.
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Approve User Account Steps

4 Check off the Facility and then click ‘Approve’.

5 User receives email that account was approved. 
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Approve User Account Steps

6 Submitter Logs In.
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ADD FACILITY
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1 2Add Facility. Enter Facility Info and click ‘Add Facility’. 

This will verify if the address is valid.

Main Menu
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3 4Enter Facility Info. Enter Owner Operator details and click ‘Save’.

Main Menu
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START A 
NEW REPORT
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Start Report

Select the Certificate Category and select Application Type.  Hit ‘Proceed’. 1
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REPORT 
HOMEPAGE 
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Edit Facility Information 

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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Request Filing Extension

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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Edit Chemical Information 

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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1

Enter Chemical Inventory Steps

Add – a new chemical record never entered in the system. 

Import – chemical name/CAS from another facility in company account. 

Edit – an existing chemical record in the facility. 
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Enter Chemical Inventory Steps

Enter manually or use the CAS/Chemical Lookup.2

Pick result from the Look-up listing. 3
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3a CAS Number and Chemical Name are populated once you choose from 

the Search results listing. 

Enter Chemical Inventory Steps
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3b Depending on how the user answers the chemical format question, 

the Threshold Planning Quantity will be selected for EHS.  This applies 

only to cases where there are different (split) values for TPQ. 

Enter Chemical Inventory Steps
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4 Complete each column and click Save.

Enter Chemical Inventory Steps
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5

If you select Mixture, then the Mixture section will pop out at the bottom.

1. Click Search Icon to search for CAS number and Chemical Name or 

manually enter the information. 

2. Enter the Percentage.

3. Click on Add Mixture Component button to add more mixture components.

4. Click ‘Save’ at the bottom if you are done adding mixture components.

Enter Chemical Inventory Steps
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6 Complete Storage and Inventory Section and click Save.

Enter Chemical Inventory Steps
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6a

Gallons Converter
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1. If you choose an EHS CAS number from the lookup, then the EHS 
check box on the Add Chemical page will be automatically checked.

2. You cannot check off that a chemical is a mixture if you enter EHS as 
the main chemical.

40

Useful Tips/Notes
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Report Contacts

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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Certification Category

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification



2

Certificate Category

You will be required to pick the right Category if the Conflict was in the Category. 

1 If there is a conflict in the Category you will see a Red Alert informing 

you to fix the Category, Facility Type, or Chemical details.
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Attachments

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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1 2

Enter Attachments Steps

To attach, start by clicking

Choose File.

Identify the location of Siteplan 

on network. Click Open.
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1. Users can only upload attachments with specified file types: 

2.    Users can only upload attachments with size limited to 2 MB.  
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Useful Tips/Notes

(C) 2015 IDSi International, Inc.  All rights reserved. 



(C) 2015 IDSi International, Inc.  All rights reserved. 
47

Report Exemption

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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Certification

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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6 Admin and Facility are notified about successful Report Submission. 

Certify Submission Report Steps
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START A 
RENEWAL REPORT
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Start Renewal Report

Select the Certificate Category then select Renewal as the Application Type. 1
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Start Renewal Report

An alert will appear asking you to confirm your ownership and address details.

Click Ok. 

2
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Start Renewal Report

Confirm the details and click on Proceed. If you mark that the information

has changed you will need to Add a New Facility and submit an Initial Report.  

3
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Report Homepage

User must complete all steps on the Report Homepage until each step

has a green check mark.
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Edit Facility Information 

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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Request Filing Extension

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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Edit Chemical Information 

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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1

Enter Chemical Inventory Steps

Add – a new chemical record never entered in the system. 

Import – chemical name/CAS from another facility in company account. 

Edit – an existing chemical record in the facility. 
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Enter Chemical Inventory Steps

Enter manually or use the CAS/Chemical Lookup.2

Pick result from the Look-up listing. 3
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3a CAS Number and Chemical Name are populated once you choose from 

the Search results listing. 

Enter Chemical Inventory Steps
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3b Depending on how the user answers the chemical format question, 

the Threshold Planning Quantity will be selected for EHS.  This applies 

only to cases where there are different (split) values for TPQ. 

Enter Chemical Inventory Steps
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4 Complete each column and click Save.

Enter Chemical Inventory Steps
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5

If you select Mixture, then the Mixture section will pop out at the bottom.

1. Click Search Icon to search for CAS number and Chemical Name or 

manually enter the information. 

2. Enter the Percentage.

3. Click on Add Mixture Component button to add more mixture components.

4. Click ‘Save’ at the bottom if you are done adding mixture components.

Enter Chemical Inventory Steps
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6 Complete Storage and Inventory Section and click Save.

Enter Chemical Inventory Steps
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6a

Gallons Converter
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1. If you choose an EHS CAS number from the lookup, then the EHS 
check box on the Add Chemical page will be automatically checked.

2. You cannot check off that a chemical is a mixture if you enter EHS as 
the main chemical.

69

Useful Tips/Notes
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Report Contacts

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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Certification Category

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification



2

Certificate Category

You will be required to pick the right Category if the Conflict was in the Category. 

1 If there is a conflict in the Category you will see a Red Alert informing 

you to fix the Category, Facility Type, or Chemical details.
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Attachments

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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1 2

Enter Attachments Steps

To attach, start by clicking

Choose File.

Identify the location of Siteplan 

on network. Click Open.

(C) 2015 IDSi International, Inc.  All rights reserved. 



1. Users can only upload attachments with specified file types: 

2.    Users can only upload attachments with size limited to 2 MB.  

75

Useful Tips/Notes
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Report Exemption

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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Certification

1. Facility Information

2. Request Filing Extension 

3.   Chemical Inventory

4.   Report Contacts

5. Certification Category

6. Attachments

7. Fee Exemption

8.   Certification
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1 Based on the Fee Exemption status you see your invoice total. 

Payment Steps

Choose the payment method and click Submit. 2
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1

Payment Steps

Enter payment details and click Process. 3 Confirm the payment by clicking Submit. 4
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5 Preview the report. If correct, complete Certification details. 

Certify Submission Report Steps
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6 Admin and Facility are notified about successful Report Submission. 

Certify Submission Report Steps
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ADD 

NEW FACILITY
(IF ADDRESS OR TAX ID CHANGED)
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1 2Add Facility. Enter Facility Info and click ‘Add Facility’. 

This will verify if the address is valid.

Add New Facility 
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3 4Enter Facility Info. Enter Owner Operator details and click ‘Save’.
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Add New Facility 
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START A 
NEW REPORT
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Start Report

Select the Certificate Category and select Application Type.  Hit ‘Proceed’. 1
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REPORT 
HOMEPAGE 
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Report Homepage

User must complete all steps on the Report Homepage and submit the report.
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OFFLINE REPORTS
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• Some reports, exports, or notifications are too large to 
generate online.  A report containing more than a certain 
number of records cannot be generated on demand.  Instead, 
it will be generated at a scheduled time.

• The user is notified once the report has been run and can go 
to the Offline Reports menu to retrieve the report. 

• In these cases, the report should be saved down to the local 
machine. 
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Offline Reports Steps



© 2012
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Offline Reports Steps

1 There are three Offline Reports options under the My Account menu. Choose

the Offline Report you want. 

You will find the report in the list. Click on View to launch. You should then save 

this document to your local machine. 

2
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SARA FACILITY 

SUBMISSION

92
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1. The facility data needs to downloaded from MDE’s MOTTRS system 
and mapped in the Montgomery County Hazmat Permit System before 
the facility can use the loaded chemical information. 

2. The facility will get an email once the report data is ready. At that time 
the facility can then log in and submit the report in the Montgomery 
County Hazmat Permit System. 

93

Useful Tips/Notes

(C) 2015 IDSi International, Inc.  All rights reserved. 



94

UPLOAD 
BULK LOAD
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1
Select the item from the User Menu.

Click Download Instructions and save to your computer. 
2
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Upload Bulk Data
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3
Click on the File Name to get to the excel documents formats. 

Click the word document in the file to preview detailed instructions. Click on each

excel in the file to save to your computer. Use these documents to input the data.

4
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Upload Bulk Data



Zip all the excel files once your finish updating them with your facility data.5
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130

Upload Bulk Data
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6
The final zip file you need to upload will appear in your list of documents.

From the application click Choose File to upload the zip file. 7
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Upload Bulk Data
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8
The file will come in. Enter remaining fields and click Upload. 
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Upload Bulk Data
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9 A confirmation alert will appear at the top regarding the successful upload.
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Upload Bulk Data
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IMPORT 

EXCEL SUBMISSION

101
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You will follow the same steps for loading the Excel Submission.  In the case of the 

Excel load, no report needs to be initiated, but the Facility ID must exist in the 

Hazmat Permit system. 

If there is an error in the load, it is because of the following reasons:

1. Facility does not exist in Montgomery Hazmat Permit system.  Add the 

facility and then populate the Facility ID into the Excel. 

2. Facility ID does not match.

3. EIN  (Tax ID) does not match.

4. County is not set to Montgomery. 
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Questions or Comments?


