Welcome to the
Hazardous Materials

Use Certificate
System Training

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY

http://www.montgomerycountymd.gov/OENIHS/
(C) 2015 IDS:i International, Inc. All rights reserved.




Training Objective

Gain strong foundation of working

knowledge on the Montgomery County
Hazardous Materials Permit System.

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY

http://www.montgomerycountymd.gov/OENHS/
(C) 2015 IDSi International, Inc. All rights reserved.



TECHNOLOGY
OVERVIEW
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System Time-Outs Warning

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.
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System 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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Be Aware of Following

1. Pop-Up Blockers

Before using the system, make sure that all the popup

blockers are turned off.
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Log-In Security Rules

« 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.

« Itis always best if you click on the Log Out button. To sign out of the system, click the Log Out button on the
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SYSTEM
OVERVIEW
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Key Features by Roles

Admin

U User Approval

U User Profile
Management

U Submission Approval
U Hardcopy
Management

U Previous Year Edits
Approval

QU Facility Management
U Manage Notifications
U Reporting

U Manage Settings

U Roll Over

Facility User
v New User Profile
Registration

v Facility Data and
Chemical Inventory
Management

v Tier Il Report

v Emergency Response
Plans

v'Submissions

v" Revision Submission
v" Receive Notifications

/\J

Planner /
Program Users

Permitted Reports
EHS Profiles

MSDS

Site Plans

Searches

Chemical Reports

* Emergency Response
Plans

* Advanced Searches
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System Layout
& Navigation

System Interfaces
User Roles
Be Aware Tips
Navigation
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Page Search Capabillities

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

. Log In — Log in with User
P ' credentials.

List Facilities— Lists all Facilities within
the Facility User Account.

Submission Listing — Lists Current
Submission and History for the facility.

S Report Homepage — Edit report
elements from central dashboard.
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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

@ Submitter clicks on Register.

You must register before using this Online Reporting System.

If vou have previously registered, please proceed with Log In.
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New User-Registration Steps

New User Registration for new Facility.

New User Registration

User Accounts will only be approved for the Corporate Responsible Officer (CRO) at 2ach business, If you are responsible for multiple businesses requiring 2 Hazmat Use Certificate, you can initiate and manage all application through a single User Account. The CRO will be
held accountable for all information submitted under this requested User Account. Enter a Username and Password and complete the information below. The registration reguest will be sent to the System Administrator and you will be contacted via Email.

User Account Details

Username™ Password * Retyps Password
Hint Question™ Hint Answer™
-Select- b

User Contact
First Mame* Last Name*® Title™

Select One v

If you enter an address cutside of the US or Canada, enter the state/province name in the Gty field.

Corporate Name =
Business Strestl * Business Strest2
Business Gty * Business State © Business Zip code * Country*
Maryland v United States v
Email* Retype Email” Business Telephone Number * 24 Hour Emergency Phone Number

Please enter the characters as
Heaee 7P EAaQ
Cancel | | Back
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New User-Registration Steps

@ Click Save and wait for account approval email.

Your registration information has been sent to the
Administrator for approval. You will be contacted by email
when your account is approved.

Ok

@ Submitter and Admin receive registration email notification.
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APPROVE A
NEW USER
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Approve User Account Steps

@ Sign in as an Admin. @ Review Listing.

Users Pending approval 5
Back v | AIABCDEFGHIIKLMNOPQRSTUVWXYZOther Gam
Usemame ~ FirstName Gt me | Agency S S — R
‘ : ’ Y First Name Last Mame Company Name / Agency Name| A v Pending Appr
S e I e Ct M e n u . @ Facilty123 james smith Brawn Ol Submit User t@tcom Pending Approval 3243232432432 ;-;‘ZJ-‘ZIS B
Total Results:1 Rows per page v

Users Pending Approval
Add New User
List of Forgot Username Requests

Transfer Facilities

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

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

Users Pending approval B
= ra
Back » AMIABCDEFGHIJKLMNOPQRSTUWVWXY Z Other = IE
: Company Name [ Agency . « ; .
¥ & Username First Name Last Name Name Primary Role Name Email Status Phone Registered Date Action
Username First Mame Last Name Company Mame / Agency Name|| A v Pending Approv ¥
Facility123 james smmith Erown Oil Submit User tEt.com Pending Approval 3243232432432 5';42:'-"2:"‘5 BSBZE | tions

Totzl Results:1 Rowsperpage 25 ¥

Delets hl HH Reject

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

@ Submitter Logs In.

Username
submiter123
Password

Forgot Username?
Forgot Password?
Reset Password?
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ADD FACILITY
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Main Menu

@ Add Facility. @ Enter Facility Info and click ‘Add Facility’.

Active Facilities
f the business has close

Email the letter to test@idsiintemational.con

Back

Facility 1D

This will verify if the address is valid.

Facility Identification

(9 Location & Nature of Business == Owner/Operator
& c
move date in the lette Facility Name Facility ID
_ Abc Chemical Company
)
Address Latest Report Municipality Street Number Street Direction

3 Main Select One v
Street Name Street Type

3 Edison Park Dv. v
Street Unit Street Unit Description

Select One v
Cross Street Name * Municipality

Eidson Park Drive Select One v
Country * City *

United States ¥ Gaithersburg
State Zip Code *

Maryland v 20878
County *

Montgomery v
Latitude (in decimal degrees) Longitude (in decimal degrees)
391434 -T7.2014
EIN (Tax ID Number)

123456789
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Main Menu

Enter Facility Info.

Facility Identification
& ocaion 5 Naee of Business Owner/Oparator

Facey Mame Facity D

nacs

Steet Number

Oun & Brad I Number of Full Tene Employees

ThisFailty 1 3 Po
1o

5 3 laboratory undes the direct supesvison of 2 techically qual

o

Longituse (in decina degrees)

o only o the gumersl public and does NO reparing or senicing

Enter Owner Operator details and click ‘Save’.

Abc Chemical Company (Facility ID: 7103)

3 Main 3 Edison Park Dv., Gaithersburg, MD 20878, United States

) Location & Nature of Business Owner/Qperatar
Direct Site Communication
Enter general information for direct contact at the facility site (ex. Reception or Guard house) or if
unmanned, next best contact.

Pick Facility Contact

Contact Name

James Smith

Site Phone 24 Hr phone

3016560465 3016560465

Site Fax Number Website (ex. http://www.yourcompany.com)

Owner/Operator Mailing Address and Contact Details

1f you enter an address outside of the US or Canadz, enter the state/province name in the City field.
Pick Owner/Operator Contact  Copy Facility Address
Corporate Name

ABC Facility

Common Name Name of Owner or CEO
Abc Inc James Smith

Street 1 Street 2

3 Main 3 Edison Park Dv.

Country City’
United States ¥ Gaithersburg
State Zip Code
Maryland v 20878
Owner/Operator Phone* 24 Hour Phone
3016560465 3016560465

Owner/Operator Email
test@test.com

Cancel
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START A
NEW REPORT
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Start Report

O

Select the Certificate Category and select Application Type. Hit ‘Proceed’.

Choose Certificate Category

Light Use Facility Certificate
Zkeneral Use Facility Certificate

High Use Facility Certificate

SARA Use Facility Certificate

Choose Application Type

* |Tnitial for 2015 +
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REPORT
HOMEPAGE
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Edit Facility Information

Facility Information —

Request Filing Extension
Chemical Inventory

Certification Category

Attachments

1
2
3
4. Report Contacts
5
6
7

Fee Exemption

8. Certification
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Request Filing Extension

Facility Information

Request Filing Extension. e

Chemical Inventory

Report Contacts

Certification Category T

Attachments —
Fee Exem ption — :

SO L L

Certification
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Edit Chemical Information

Facility Information =

Request Filing Extension

Chemical Inventory  — =

Report Contacts
Certification Category

Attachments

Fee Exemption

g O U1 B WP B

Certification
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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.

== Step 3 : Chemical Inventory Total: 1 EHS:1  EHS>TPQ: 0 Add Chemicals | Import Chemicals
Chemical List o |E°
Back + AlABCDEFGHIJKLMNOPQRSTUWYWXY Z Other Q
CAS No 4 Chemical Name Pure /Mix EHS EHS Exceeds TP Max Amt Stored Edit Delete Is valid
All
7782505 CHLORINE Pure EHS Mo 10 |bs E’ I S

Total Results:1 Rows per page 10 v
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Enter Chemical Inventory Steps

®

Enter manually or use the CAS/Chemical Lookup.

Chemical Description

Search by CAS/Chemical Hame

Pick result from the Look-up listing.

Chemical List c

The chemical list is for lookup purposes only. It is not a complete, verified chemical list. If you find a discrepancy between your data
and the search results, please research further before certifying. Chemicals with the same CAS number may appear several times since
they are known by several names.

Double click on the chemical to select it and populate it to the screen.

§ . § § Threshold Planning Reporting
CAS No Chemical Name IS EHS EHS Name Quantity Quantity

CAS CHLORINE Y& Y EHs

|7782505 CHLORINE Yes Chlarine 100 10 |
7782505 CHLORINE MOL. Yes Chlorine 100 10
7782505 CHLORIME MOLECULE (CL2)  Yes Chlorine 100 10

CHOLIME CHLORINE . .

5 5 1 i 500/ 5

51832 CARBAMATE Yes Carbachel chloride 500/10,000 500
7782505 DIATOMIC CHLORINE Yes Chlorine 100 10
7782505 DICHLORINE Yes Chlorine 100 10
7782505 MOLECULAR CHLORINE Yes Chlorine 100 10

Total Results:7 Rows per page 10 v
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Enter Chemical Inventory Steps

CAS Number and Chemical Name are populated once you choose from
the Search results listing.

Chemical Description

Search by CAS/Chemical Name

CAS Mumber (If no CAS, type N/&) # Chemical Name *
TT82505 CHLORIME

Chemical Added to Site Date

Chemical Format

Pure/Mixture * EHS Mame Search by EHS Name
#| Pure )
# EHS | Chlarine

Mixture
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Enter Chemical Inventory Steps

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.

This is an EHS with 2 TPQ values. You must report 2ll states separately. Please indicate which state you zre
reporting. Choose only one: (1) powder with particle size < 100 microns, (2] in solution, (3) molten form, (4)
solid with particle size = 100 microns.

Powder with particle size <= 100 microns
In solution

Maolten form

Solid with particle size = 100 microns

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY

http://www.montgomerycountymd.gov/OENIHS/
(C) 2015 IDSi International, Inc. All rights reserved.




Enter Chemical Inventory Steps

@ Complete each column and click Save.

Chemical Description

Search by CAS/Chemical Name ReDDItmg!‘lFee EXE‘thIOn
. Is the chemical fuel dispensed to the public? *
CAS Number (If no CAS, type N/A) * Chemical Name *
& Yes Mo
7782505 CHLORINE
Is the chemical being reported voluntarily beczause it is below reporting threshold? *
.
Chemical Added to Site Date es o
031132014 perh Is the chemical 2 Fuel with quantifies of gasoline (zll grades combined) not more than 75,000 gallons or diesel
e = fuel no more than 100,000 gallons and entirely underground. *
Yes * Mo

Chemical Format

Pure/Mixture * EHS Name Search by EHS Name
#| Pure )
# EHs Chlorine

Mixture
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Enter Chemical Inventory Steps

@ 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.

Add Mix Components

I Search by CAS/ Chemical Name I
CAS Number (If no CAS, type
N/A) Chemical Name EHS Name search by EHS Name
EHS

Maximum Amount Percentage
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Enter Chemical Inventory Steps

@ Complete Storage and Inventory Section and click Save.

Chemical Inventory

Gals To Lbs Converter
Maximum Amount Stored * Unit

806.344 Pounds v

Storage Location

Storage Location List

Add Storage Location
Container Type *
Tank inside building v

Location *
Block C

Gals To Lbs Converter

Contziner Size * Unit* MSDS Location®

800 Pounds ¥ | Basement
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Gallons Canverter

Chemical Inventory

Gals To Lbs Converter
Maximum Amount Stored * LInit

Founds r

Gallons to Pounds Conversion Utility

Mumber of Gallons Specific Gravity Weight in Pounds
22 4.4 806.344
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Useful Tips/Notes

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.
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Report Contacts

Facility Information
Request Filing Extension
Chemical Inventory

Report Contacts

g O U1 B WP B

Certification Category
Attachments

Fee Exemption
Certification
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Certification Category

Facility Information

Request Filing Extension

Chemical Inventory

Report Contacts

Certification Category e

Attachments

Fee Exemption

QNN O U b Y NS

Certification
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Certificate:Category

If there is a conflict in the Categoryyou will see a Red Alert informing
you to fix the Category, Facility Type, or Chemical details.

DO NOT CONTINUE

() The Certificate Category, Facility Type and the Chemical amount range do not match [Chemical:CHLORINE[CAS:7782505]]. Check the
Certificate Category Certificate Category, Facility Type Facility Type and Chemical details for [Chemical: CHLORINE[CAS:7782505]].

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

Choose Certificate Category

Light Use Facility Certificate

* lGeneral Use Facility Certificate
High Use Facility Certificate
SARA Use Facility Certificate
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Attachments

Facility Information
Request Filing Extension
Chemical Inventory
Report Contacts
Certification Category

Attachments

g O U1 B WP B

. . http:
(C) 2015 IDSI Internatlonaﬁ

Fee Exemption
Certification
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Enter Attachments Steps

@ To attach, start by clicking | @ Identify the location of Siteplan
Choose File. ‘ on network. Click Open.

Choose file @

Look ir: I_) My Received Files _v_| & &k BB

Rl Chefle e S | DEEEEEE
B /)

: My R t
e Rege T fr s L) (ot Fle Mo e s Do

Desktop

At fe  BroweFchlphad et iy

L

My Documents
43 »
My Computer /

'53 | ]
pe

My Network — File name: ICarson_SitePlan L|

Places
Files of type: IPiclures (*.gif,”.jpa;” jpea;”.pnag) LI Cancel
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Useful Tips/Notes

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

You are trying to upload a file type that is not acceptable by
the system. Please upload t=t, gif, jpea, bmp, pnag, jpo, tif,
pdf, doc, docx, xls, xlsx, ppt, pptx, zip, vsd file types only.

Ok

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

Facility Information
Request Filing Extension
Chemical Inventory
Report Contacts
Certification Category
Attachments

Fee Exemption

s O U1 B W =

Certification
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Certification

Facility Information —
Request Filing Extension

Chemical Inventory §

Report Contacts
Certification Category

Attachments

Fee Exemption

gl O U1 B Wi =

Certification
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Certify Sulbmission Report Steps

@ Admin and Facility are notified about successful Report Submission.

2015 General Use Renewal Report Submitted - Online Hazardous & B
Material Use Certificate System Inbox  x

test@idsiinternational.com 4:19 pm (4 days ago) -, -
to me [~

This is an Automated Message from the Online Hazardous Material Use Certificate System.
At 272772015 4:1%:37 PM. the following activity took place:

Activity Type: Submitted Certificate Application

Report Type General Use Renewal

Facility 1D 7105

Facility Name Erown Oil

Address 3 Edison Park Blvd. , Gaithersburg, Maryland 20878

Certificate Application 1D 25625

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY

http://www.montgomerycountymd.gov/OENIHS/
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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.

Choose Certificate Category

Certificate Instructions
Light Use Facility Certificate
General Use Facility Certificate
High Use Facility Certificate
SARA Use Facility Certificate

Choose Application Type
ERenewal for 2016 v  Each year you must file either an Initial Application (for new sites) or Renewal Application (for existing sites). Filing an Update does NOT meet the annual requirement.

Update for 2016 ¥  Submit an Update anytime during the year after you have filed your Initial or Renewal to keep information current.

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Start Renewal Report

®

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

Plezse confirm ownership and address

Ok

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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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.

Confirm Ownership and Address

Is 878654354 the EIN (Tax ID Number) for the facility?  ® Yes Mo
Has the facility moved from the following address ? Yes * No

2 Main 5t. Suite ,

Gaithersburg, Maryland 20878

Choose Certificate Category

Certificate Instructions
Light Use Facility Certificate
® General Use Facility Certificate
High Use Facility Certificate
SARA Use Facility Certificate

Choose Application Type

® Renewal for 2016 ¥  Each year you must file either an Initial Application (for new sites) or Renewal Application (for existing sites). Filing an Update does NOT meet the annual requirement.

Update for 2016 ¥  Submit an Update anytime during the year after you have filed your Initial or Renewal to keep information current.

=
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http://www.montgomerycountymd.gov/OENIHS/
(C) 2015 IDSi International, Inc. All rights reserved.




Report Homepage

User must complete all steps on the Report Homepage until each step
has a green check mark.

Stepl ~ Step2 ~  Step3 () Stepn4 (®) Step5 () Step6 ()  Step7 (B)  Steps ()

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Edit Facility Information

Facility Information ——

Request Filing Extension

Chemical Inventory

Certification Category
Attachments

1
2
3
4. Report Contacts
5
6
7

Fee Exemption

8. Certification

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Request Filing Extension

Facility Information

Request Filing Extension.

SO L L

Chemical Inventory
Report Contacts
Certification Category
Attachments

Fee Exemption
Certification

mmmmmm
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Edit Chemical Information

Facility Information —

Request Filing Extension

Chemical Inventory  — =

Report Contacts
Certification Category

Attachments

Fee Exemption

g O U1 B WP B

Certification

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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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.

== Step 3 : Chemical Inventory Total: 1 EHS:1  EHS>TPQ: 0 Add Chemicals | Import Chemicals
Chemical List o |E°
Back + AlABCDEFGHIJKLMNOPQRSTUWYWXY Z Other Q
CAS No 4 Chemical Name Pure /Mix EHS EHS Exceeds TP Max Amt Stored Edit Delete Is valid
All
7782505 CHLORINE Pure EHS Mo 10 |bs E’ I S

Total Results:1 Rows per page 10 v

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Enter Chemical Inventory Steps

@ Enter manually or use the CAS/Chemical Lookup.

Chemical Description

Search by CAS/Chemical Hame

@ Pick result from the Look-up listing.

Chemical List ¢

The chemical list is for lookup purposes only. It is not 2 complete, verified chemical list. If you find 2 discrepancy between your data
and the search results, please research further before certifying. Chemicals with the same CAS number may appear several times since
they are known by several names.

Double click on the chemical to select it and populate it to the screen.

CAS No Chemical Name IS EHS EHS Name e LT

Quantity Quantity
CAS CHLORINE Ye Y| EHS

|7782505 CHLORINE ves  Chlorine 100 10 |
7782505 CHLORINE MOL. Yes Chlorine 100 10
7782505 CHLORINE MOLECULE (CL2)  Yes Chlorine 100 10

CHOLINE CHLORINE , ) ,

5 s 500/ 5

51832 CARBAMATE Yes Carbachol chloride 500/10,000 500
7782505 DIATOMIC CHLORINE Yes Chlorine 100 10
7782505 DICHLORINE Yes Chlorine 100 10
7782505 MOLECULAR CHLORINE Yes Chlorine 100 10

Total Results:7 Rows per page 10 v

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Enter Chemical Inventory Steps

CAS Number and Chemical Name are populated once you choose from
the Search results listing.

Chemical Description

Search by CAS/Chemical Name

CAS Mumber (If no CAS, type N/&) # Chemical Name *
TT82505 CHLORIME

Chemical Added to Site Date

Chemical Format

Pure/Mixture * EHS Mame Search by EHS Name
#| Pure )
# EHS | Chlarine

Mixture

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Enter Chemical Inventory Steps

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.

This is an EHS with 2 TPQ values. You must report 2ll states separately. Please indicate which state you zre
reporting. Choose only one: (1) powder with particle size < 100 microns, (2] in solution, (3) molten form, (4)
solid with particle size = 100 microns.

Powder with particle size <= 100 microns
In solution

Maolten form

Solid with particle size = 100 microns

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Enter Chemical Inventory Steps

@ Complete each column and click Save.

Chemical Description

Search by CAS/Chemical Name ReDDItmg!‘lFee EXE‘thIOn
. Is the chemical fuel dispensed to the public? *
CAS Number (If no CAS, type N/A) * Chemical Name *
& Yes Mo
7782505 CHLORINE
Is the chemical being reported voluntarily beczause it is below reporting threshold? *
.
Chemical Added to Site Date es o
031132014 perh Is the chemical 2 Fuel with quantifies of gasoline (zll grades combined) not more than 75,000 gallons or diesel
e = fuel no more than 100,000 gallons and entirely underground. *
Yes * Mo

Chemical Format

Pure/Mixture * EHS Name Search by EHS Name
#| Pure )
# EHs Chlorine

Mixture

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Enter Chemical Inventory Steps

@ 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.

Add Mix Components

I Search by CAS/ Chemical Name I
CAS Number (If no CAS, type
N/A) Chemical Name EHS Name search by EHS Name
EHS

Maximum Amount Percentage

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Enter Chemical Inventory Steps

@ Complete Storage and Inventory Section and click Save.

Chemical Inventory

Gals To Lbs Converter
Maximum Amount Stored * Unit

806.344 Pounds v

Storage Location

Storage Location List

Add Storage Location
Container Type *
Tank inside building v

Location *
Block C

Gals To Lbs Converter

Contziner Size * Unit* MSDS Location®

800 Pounds ¥ | Basement

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Gallons Canverter

Chemical Inventory

Gals To Lbs Converter
Maximum Amount Stored * LInit

Founds r

Gallons to Pounds Conversion Utility

Mumber of Gallons Specific Gravity Weight in Pounds
22 4.4 806.344

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Useful Tips/Notes

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.

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Report Contacts

Facility Information
Request Filing Extension

Chemical Inventory

Report Contacts

Certification Category

g O U1 B WP B

Attachments
Fee Exemption :
Certification

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Certification Category

Facility Information

Request Filing Extension

Chemical Inventory

Report Contacts

Certification Category e

Attachments

Fee Exemption

QNN O U b Y NS

Certification

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Certificate:Category

@ 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.

DO NOT CONTINUE

() The Certificate Category, Facility Type and the Chemical amount range do not match [Chemical: CHLORINE[CAS:7782505]]. Check the
Certificate Category Certificate Category, Facility Type Facility Type and Chemical details for [Chemical:CHLORINE[CAS:7782505]].

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

Choose Certificate Category

Light Use Facility Certificate
Generzl Use Facility Certificate
High Use Facility Certificate
SARA Use Facility Certificate

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Attachments

Facility Information —

Request Filing Exte nsion
Chemical Inventory e
Report Contacts

Certification Category

Attachments

Fee Exemption

g O U1 B WP B

Certification

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Enter Attachments Steps

To attach, start by clicking

Choose File.

®

File

Browse File to Upload

Choose File [No file chosen

Choose File | Na file chosen

Identify the location of Siteplan
on network. Click Open.

Choose file

Look in: I (=) My Received Files

A
5 ‘/)
My Recent
Documents

) }
Desktop
My Documents
43
My Computer
4
My Network
Places

- e®meE

a3

' Carson_SitePlan V ‘
|
|
\
|

/ |
] |
File name: ICarson_SiteF‘Ian L| %n I

Files of type: IPictures (“.gif;".ipa;" ipea;”.pna)

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Useful Tips/Notes

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

You are trying to upload a file type that is not acceptable by
the system. Please upload t=t, gif, jpea, bmp, pnag, jpo, tif,
pdf, doc, docx, xls, xlsx, ppt, pptx, zip, vsd file types only.

Ok

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

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Report Exemption

Facility Information
Request Filing Extension
Chemical Inventory
Report Contacts
Certification Category
Attachments

Fee Exemption

s O U1 B W =

Certification

1
i
5
B
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Certification

Facility Information —
Request Filing Extension

Chemical Inventory §

Report Contacts
Certification Category

Attachments

Fee Exemption

gl O U1 B Wi =

Certification
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Payment Steps

@ Based on the Fee Exemption status you see your invoice total

Abc Chemical Company (Facility ID: 7103)
3 Main 3 Edison Park
Fhone: 301-656-046!
Current Application Stafus: Initiated
Last Updated: 3/3/2015
Certification Dater 3{3{2015

(]
2015 General Use Initial

Dv., Gaithersburg, MD 20878, United States

c

The Invoice Amount is calculated based on your report. Payment of the complete Invoice Amount is required for your report to be considered complete.
Reporting Period : 2015

Item

Quantity
General Initial Fee

1
Grand Total

Net balance as of Today: 5400

Cancel

@ ‘ Choose the payment method and click Submit.

Make a Payment

Abc Chemical Company (Facility ID: 7103)
3 Main 3 Edisen Park Dv., Gaithersburg, MD 20878, United States
FPhene: 301-656-0465

Current Application Status: Initiated
Last Updated: 3/3/2015
Certification Date; 3/3/2015

* Due Amount @ 5400

Select payment method *
Check
EOnline Payment-Credit Card

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Payment Steps

®

Confirm the payment by clicking Submit. @ Enter payment details and click Process.

Make a Payment

Abc Chemical Company (Facilty 1: 7103)

3 Main 3 Edison Park Dv., Gaithersburg, MD 20878, United States

Phone:r 301-656-0465
Current Application Status: Initiated Amount: 400.00 *
Last Updated: 3/3/2015
Certification Date: 3/3/2015 Card Number: 4124939990999990
Expiration Date{MMY"): 1221
Confirm your payment details Card Verification- 1234

Amount : 5400
Card Present:

Billing Address

Payment Method: Online Payment-Credj

Company: ABC Chemical

First Name: Siobhan

Last name: Bruno

Address1: 3 Main 3 Edison Park Dv.
Address2:

City Gaithersburg

State/Province:

Postal Code: 20878

Country: United States (US,

Phone: 8785747474

Email Address: siobhanfo@ighiinternational.col

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY

/www.montgomerycountymd.govVOEMHS/
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Certify Sulbmission Report Steps

@ Preview the report. If correct, complete Certification details.

Certify Report
Abc Chemical Company (Facility ID: 7103) 2015 General Use Initial

3 Main 3 Edison Park Dv., Gaithersburg, MD 20878, United States
Phene: 301-656-0465

Current Application Status: Initiated

Last Updated: 3{3{2015

Certification Date: 3/3/2015

1 certify under penzlty of law that I have personally examined and am familiar with the information, and that based on my inquiry of those individuals responsible for obtzining the information, I believe that the submitted
information is true, accurate and complete.

I understand that T am officially submitting this report and zssociated information to authorities. T also understand that once the submission is completed it will become an official archive for authorities.
Please preview the Application before Submission

Name of Cwner/Operator or

Authorized Representative * Official Title *

Jack marqus Corp. Secretary

Telephone Number * Date *

984-530-3333 03/03/2015 ]

Cancel

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Certify Sulbmission Report Steps

@ Admin and Facility are notified about successful Report Submission.

2015 General Use Renewal Report Submitted - Online Hazardous & B
Material Use Certificate System Inbox  x

test@idsiinternational.com 4:19 pm (4 days ago) -, -
to me [~

This is an Automated Message from the Online Hazardous Material Use Certificate System.
At 272772015 4:1%:37 PM. the following activity took place:

Activity Type: Submitted Certificate Application

Report Type General Use Renewal

Facility 1D 7105

Facility Name Erown Oil

Address 3 Edison Park Blvd. , Gaithersburg, Maryland 20878

Certificate Application 1D 25625

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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ADD

NEW FACILITY
(IF ADDRESS OR TAX ID CHANGED)
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Add New Facility

@ Add Facility.

Active Facilities
f the business has closed of 1 it of 4
Back

Facility 1D  Faciity Name Address Latest Report

Enter Facility Info and click ‘Add Facility’.
This will verify if the address is valid.

Facility Identification

(&) Location & Nature of Business =2 Owner/Operator

Facility Name Facility ID
Ahc Chemical Company

Street Number Street Direction
3 Main Select Cne v
Street Name Street Type
3 Edison Park Dv v
Street Unit Street Unit Description
Select One v
Cross Street Name * Municipality
Eidson Park Drive Select One v
Country City
United States ¥ | Gaithersburg
State * Zip Code *
Maryland ¥ | 20878
County *
Montgomery v
Latitude (in decimal degrees) Longitude (in decimal degrees)
30.1434 -77.2014
EIN (Tax IO Mumber) *
123456789

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Add New Facility

Enter Facility Info.

Facility Identification
& ocaion 5 Naee of Business Owner/Oparator

Facey Mame Facity D

nacs

Steet Number

Oun & Brad I Number of Full Tene Employees

ThisFailty 1 3 Po
1o

5 3 laboratory undes the direct supesvison of 2 techically qual

o

Longituse (in decina degrees)

o only o the gumersl public and does NO reparing or senicing

Enter Owner Operator details and click ‘Save’.

Abc Chemical Company (Facility ID: 7103)

3 Main 3 Edison Park Dv., Gaithersburg, MD 20878, United States

) Location & Nature of Business Owner/Qperatar
Direct Site Communication
Enter general information for direct contact at the facility site (ex. Reception or Guard house) or if
unmanned, next best contact.

Pick Facility Contact

Contact Name

James Smith

Site Phone 24 Hr phone

3016560465 3016560465

Site Fax Number Website (ex. http://www.yourcompany.com)

Owner/Operator Mailing Address and Contact Details

1f you enter an address outside of the US or Canadz, enter the state/province name in the City field.
Pick Owner/Operator Contact  Copy Facility Address
Corporate Name

ABC Facility

Common Name Name of Owner or CEO
Abc Inc James Smith

Street 1 Street 2

3 Main 3 Edison Park Dv.

Country City’
United States ¥ Gaithersburg
State Zip Code
Maryland v 20878
Owner/Operator Phone* 24 Hour Phone
3016560465 3016560465

Owner/Operator Email
test@test.com

Cancel

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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START A
NEW REPORT
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Start Report

O

Select the Certificate Category and select Application Type. Hit ‘Proceed’.

Choose Certificate Category

Light Use Facility Certificate
Zkeneral Use Facility Certificate

High Use Facility Certificate

SARA Use Facility Certificate

Choose Application Type

* |Tnitial for 2015 +

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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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.

Stepl ~ Step2 ~  Step3 () Stepn4 (®) Step5 () Step6 ()  Step7 (B)  Steps ()

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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OFFLINE REPORTS
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Offline Reports Steps

 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.

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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Offline Reports Steps

@ There are three Offline Reports options under the My Account menu. Choose
the Offline Report you want.

Home | ser | Faciny | Report [ETEERY ] l |

Reset My Password

Update My Profile

List Offline Reports
List Offline Export

| List Offiine Notifications

@ You will find the report in the list. Click on View to launch. You should then save
this document to your local machine.

List Offline Export Request c
Back = Q
¥ Export Request ID Initiated Date List Type Export Mode Status

Export Request ID
6 3/1/2015 4:33:11 PM DynamicList EXCE Completed

Total Results:1  Rows per page 25 [V]

MONTGOMERY COUNTY OFFICE OF @\89&&2\C\ MANAGEMENT & HOMELAND SECURITY
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SARA FACILITY
SUBMISSION
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Useful Tips/Notes

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.

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY
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UPLOAD
BULK LOAD
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Upload Bulk-Data

@ Select the item from the User Menu.

| | | | Upload Bulk Data | I

Upload Bulk Data

@ Click Download Instructions and save to your computer.

Upload Bulk Data

First Name® Last Name *

IDcwnIcad Instruction I

Contact Phone Number Email *

To attach a file, click on Browse, Choose the location of the file, click Open.The name of the file will appear.
Choose File | Mo file chosen

Comments

yMERY p.
D s

o

2R
S
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Upload Bulk-Data

@ Click on the File Name to get to the excel documents formats.

File Edit Wiew Fawvorites Tools Help

g == <~ wp mp I I

Add  Extract Test Copy Mowve Delete Info
> ChUsershidsi-admintDocuments\ Downloadlnstruction.ziph,

Placo Size Packed Size Modified

] Downloadlinstruction 494 518 315 331

@ 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.

CINA
5
wllz
=]
:
»
B
W

PPPPP
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Upload Bulk-Data

S

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

:(-:I * 1 » ThisPC » Documents » Camtasia Studic » Montgomery Training
' Favorites MName Date modified Type Size
B Desktop |F‘£ Chemical.csv 10/15/2007 8:52 PM  Microsoft Office E... TKB
= Recent places @ chemicalmixture.csv 10/15/ :532 PM  Microsoft Office E... 1KB
E2L] chemicalstorage.csv Open Dffice E... 1KB
o Homegroup k2L EmergencyContacts.csv Print Dffice E... 1KB
E2) FacilityDetails.csv Edit Dffice E... TKB
1% This PC ™  Convert to Adobe PDF
m Deskto
P M Scan with AVG
*| Documents X
i Permanently shred with AVG
4 Downloads
S Music Share with
=| Pictures Send to 1, Compressed (zipped) folder
8 Videos Cut B Desktop (create shortcut)
= O5(C) Copy 3 Documents
N k= Faxrecipient
€l Network Create shortcut . . .
(J Mail recipient
Eelete a Skype
Ename % DVD RW Drive (E)
Properties r
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Upload Bulk-Data

®©

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

MName - Date modified Type Size

@ Chemical.csv Microsoft Office E... 1 KB
@ chemicalmixture.csv Micrasoft Office E... 1 KB
chemicalmixture.zip ZIP File 2 KB
@ chemicalstorage.csw Microsoft Office E... 1 KB
EZL] EmergencyContacts.csw Microsoft Office E... 1 KB
B2 FacilityDetails.csw 6/9/2015 11:20 AM Microsoft Office E... 1 KB

From the application click Choose File to upload the zip file.

Upload Bulk Data

First Name® Last Mame *
Contact Phone Mumber Email *

To attach a file, click on Browse, Choose the location of the file, click Open.The name of the file will appear.

Choose File | Mo file chosen

Comments

an
o)




Upload Bulk-Data

The file will come in. Enter remaining fields and click Upload.

Upload Bulk Data

Download Instruction

First Mame® Last Mame *
Susan Smith

Contact Phone Mumber Email *
240-857-4854 ssmith@abc.com

To attach z file, click on Browse, Choose the location of the file, click Open.The name of the file will appear.
Choose File | Mo file chosen

% chemicalmixture.zip
Comments
Uploading my facility

submission.

Cancel |
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Upload Bulk-Data

@ A confirmation alert will appear at the top regarding the successful upload.

Upload Bulk Data

First Mame” Last Mame *

«#"  Data Uploaded Successfully.

Contact Phone Mumber Email *

To attach z file, click on Browse, Choose the location of the file, click Open.The name of the file will appear.
Choose File | Mo file chosen

Comments

MONTGOMERY COUNTY OFFICE OF EMERGENCY MANAGEMENT & HOMELAND SECURITY

http://www.montgomerycountymd.gov/OENHS/
(C) 2015 IDSi International, Inc. All rights reserved.




IMPORT
EXCEL/SUBMISSION
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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.

Facility ID does not match.

EIN (Tax ID) does not match.

County is not set to Montgomery.

W
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Questions or Comments?
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