mf MINNESOTA POLLUTION
CONTROL AGENCY www.pca.state.mn.us

Notification of Regulated Waste Activity
Using the MPCA’s e-Services Notification for hazardous
waste activities

Any business or government agency that generates, transports, or treats a non-exempt hazardous waste in
Minnesota must obtain a Hazardous Waste Identification Number (HWID) from the Minnesota Pollution Control
Agency (MPCA) and then notify the MPCA when changes occur. Use the MPCA’s Notification of Regulated Waste
Activity e-Service to make these notifications.

If you do not have internet access or cannot use the e-Service, contact the MPCA to request a paper form be
mailed to you. See More Information on page 15. Paper forms may experience longer processing times.

For more information on what sites must obtain HWIDs, see MPCA fact sheet #w-hw1-03, Obtain a Hazardous
Waste ldentification Number at https://www.pca.state.mn.us/sites/default/files/w-hw1-03.pdf.

How do | use the MPCA’s e-Service?

To use any of the tools on the MPCA’s e-Service, you will need an account. Accounts are free and may be
created by anyone. Once you create an account, you may use it for any e-Service tool. Only one person should
use each account; if more than one person at your business or government agency may need to use e-Service
tools, they should each create a separate account. Different accounts may all submit notifications for the same
site.

If you are viewing these instructions online, open a new window in your web browser, and go to
https://rsp.pca.state.mn.us/. Your screen should look like this:
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¢ If you already have an e-Service account, skip ahead to Using the e-Service Notification for hazardous
waste activities in Section B on page 4.

¢ If you do not already have an e-Service account, first follow the directions below to create an account.
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A. Creating an e-Service account

Al. On the screen shown above, click the Create a new account>> link.

Note: For clarity, only the middle portion of the screen will be shown in the remainder of these instructions. The
upper and bottom portions of your screen should not change.

The middle portion of your screen should now look like this:

CREATE USER ID
- Create User ID

- Choose Password Type a user ID between 8 and 40 alphanumeric characters. Do not use punctuation, spaces or special characters.

- Add Contact Info

- Setup Challenge User I1D:
Questions:

alwlal -

n

- Create Electronic
S PN

6 - Add Facilities

Please Note
You may click on a
previously visited page
(above) to navigate back to
that screen

A2. Typeinthe User ID: box to choose a username that will be easy for you to remember.
A3. Click the button. The middle portion of your screen should then look like this:

CHOOSE PASSWORD —

1 - Create User ID
Choose Password Note: Passwords must be between 8 and 40 characters (inclusive), chosen from at least two of these groups: lowercase letters, uppercase letters, digits, and other characters (except space, quoles, <, >, &

and \)

2.

3 - Add Contact Info

4 - Setup Challenge Passwords are case sensitive
"

§ - Create Electronic
Signature PIN User Retype User Password:
& - Add Facilities
Please Note

ou may ko
{above) to navigate back toj
that screen

A4. Enter a password meeting the noted requirements in the User Password: box. Reenter the same password
in the Retype User Password: box.

A5. Click the button. The middle portion of your screen should then look like this:
2 1]

1 - Create

2 - Choose Password * First Name: * Address Line 1:
3 - Add Contact Info Middle Initial: Address Line 2:
4 - Setup Challenge * Last Name: Address Line 3:
e Tit * State/Country: Minnesota -
& - Create Electronic e - County: -
Signature PIN * E-Mail Address: * City: .
6 - Add Facilities * Confirm E-Mail: Foreign State: -
Please Note Organization Name: * ZIP/Postal Code:
ek | ogaiaton e e
(above) to navigate back to|
that screen.

CONTACT NUMBERS

Note: At least one contact number is required.

You do not have any contact numbers. Click "Add Contact Number' to add one

Add Contact Numbor

A6. Typein each box to enter the appropriate information. Boxes marked with an *asterisk are required
information. If the *State/Country: is Minnesota, you must select a County: before selecting a *City:.

A7. Click the [XCLReGITREGANIT G button. The middle portion of your screen should then look like this:
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ADD CONTACT NUMBER

- Create User ID
- Choose Password Note: Contact number must be entered without dashes. Ex: 6092922082

“Contact # Type: P

*Contact Number:

1
2
3 - Add Contact Info
4

- Add Contact
Humber

5 - Setup Challenge
Questions Comments:

6 - Create Electronic
Signature PIN
7 - Add Facilties
Please Note

You may click on a * Required

previously wisited page
(above) to navigate back to
that screen.

A8. Select the type of telephone number in the *Contact # Type: pulldown box.
A9. Type in each following box to enter the appropriate information.

A10. Click the m button. Repeat steps A7-A10 for each contact telephone number you would like to add.
Then click the button. Afterward, the middle portion of your screen should look like this:

CHALLENGE/RESPONSE QUESTIONS
Create User ID
hoose Password Select a question and type an answer for five different security questions. Answers cannot be duplicated. Answers are NOT case sensitive
3 - Add Contact Info * Question 1:
4 - Setup Challenge -
Questions ~ Question 2:
5 - Create Electronic -
it * Question 3:
6 - Add Facilities -
Please Note * Question 4:
You may click on a -
previously visited page x . .
(above) to navigate back to| Question 5:
that screen. M
* Required

Al1l. Select a challenge question in the first Question: pulldown box. Type your chosen answer in the following
response box.

Al12. Repeat step A1l for each of the remaining four challenge questions.

A13. Click the button. The middle portion of your screen should then look like this:

te User ID
hoose Password Your PIN will be used to electronically certify a notification, report, or application.

- Add Contact Info

- Setup Challenge Note: The Certification PIN must be between 8 and 40 characters (inclusive), chosen from at least two of these groups: lowercase letters, uppercase letters, digits, and other characters (except space, quotes,
Questions <, = &andh).

5 - Create Electronic
Signature PIN

6 - Add Facilities

Certification PIN is case sensitive.

Please Note Certification PIN: | Rely.pe )
You may click on a Certification PIN:
previously visited page

(above) to navigate back to

that screen.

Al4. Enter a certification personal identification number (PIN) meeting the noted requirements in the
Certification PIN: box. Reenter the same certification PIN in the Certification PIN: box.

A15. Click the button. The middle portion of your screen should then look like this:
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FACILITY SEARCH

Some senices require that you have an associated facility before the senice can be used. For example,
hoooe Password Air, Tank, eDMR, SSTS, and some Feedlot senices require a facility

- Add Contact Info

If you are creating an account and dont know if you need an associated facility, click Complete Setup.
You can add a facility later if you need it

To search for a facility, enter any information about the facility you are looking for and click Search.

+ In text boxes, you can enter partial values followed by an astenisk(”) to search for all records that
5 - Add Faciities begin with that value. For example, entering "Car™” in the Facility Name field would retumn all
Please Note facilities whose names begin with "Car”, such as "Carpet Cleaning™
You may click on a + The Alt MHistoric Name field hes previous or dary IDs of the facility. To refine your
previously visited page search, select an option from the Facility User Group list in combination with entering an ID.
(above) to navigate back tol Examples include an 8-digit "Air Permit Number™ or "Wastewater Permit Number™.
that screen

*'ou must enter in at least one field before clicking the Search button

Facility 1D: Address:
Facility Name: County: -
Alternate/Historic Municipality: -
Name/lD:
ZIP:
Facility Type: -
Facility User Group:

Al16. To use the e-Services Notification of hazardous waste activity, you do not need to add a facility. Click the

Complete Setupjs¥iatelsh

Al17. Continue with the instructions for Using the e-Service Notification in Section B on page 4.

B. Using the e-Service Notification for hazardous waste activities

B1. If you are viewing these instructions online, open a new window in your web browser, and go to

https://rsp.pca.state.mn.us/. Your screen should look like this:
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Non Registered Services Registered Services
| 'want 1o pay a bill, create a new account of relriéve my password.

| want to apply for a permit. sign up for notificabons, submit monitonng results. check the status of an apphcation or download a
Mo Savies Electronic Signature Submittal Agreement
More Services >>

LOGIN
User: passwors |
Create a new accounb>Forg, wied
Minnesota Pollution Control Agency | 651.757-2725, B44-828-0947 | o-Services support | MPCA Seaff Dwectory | Website poiicies
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Type your username and password in the User ID: and Password: boxes.
B3. Click the button.

Note: For clarity, only the middle portion of the screen will be shown in the remainder of these instructions. The
upper and bottom portions of your screen should not change.

B4. The middle portion of your screen should now look like this. Ensure the \'AAVLI{HEE tab in the upper
left of your screen is selected for all steps in Section B. If it looks like this, then skip to step B6.
Page 4 of 16
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https://rsp.pca.state.mn.us/

My Workspace | Messages | User Profde | Electronic Signature | Documents and Forms

Vierson 1.4

I

Pate beiact the Saracen Tt you woukd be 15 appear 00 your Warkipace and chck the O buton

Services Requiring Facilities

Aberveground Storage Tasks

A
A1) Abovground Storage Tank Resssusnce Permt A1) Admanstratve Amandment Serace

A1) Indvatiasl Paimt Resisuance
Water Guadicy
L) Ovacharge Montorng Regot

Services NOT Requiring Facilities

i

Comatruction

Hazardows
A 1] Constrcton Stormmatern Gasaral Permt Apphcstion

)71 Notibcation of Ruguiated Wste Actwty
() 1] Mazardous Wante Ganesston Licanse Agpiston

Soiid Waste Vessal Dischasge
1) Yot Waste Poemdt By Ride )17 Vessal Discharge Parma

Wastewater
A 1] Sewer Extonsion Pormt Apgicston

[ oc ] cou |

ve)

5. However, some users may see this. If the middle portion of your screen looks like this, click the
(o iR button. Then return to step B4 above on this page.

My Workspace [ Messages I user Profile [ Electronic Signature I Documents and Forms

Version: 1.4

Currently logged in Help | Logout
MY WORKSPACE

Service Selection £

Note: Access to this electronic service selection and submittal area is granted by selecting facilities using the user profile. Some services are accessible without selecting facilities as shown below.

You do not have access 1o any services.

Note: You may add facilities by clicking the "Add Services/Facilities” button below.
You do not have any facilities in your profile. You may add facilities by selecting the Add Facility button on the My Workspace screen
B6. Click the checkbox in front of Notification of Regulated Waste Activity.
B7. Click the m button. The middle portion of your screen should then look like this:
Mote: Access 10 this electionic serice seloction and submittal area is granted by sebacting facilities wsing the wsar eofle. Some senices are accessible without selecting faciities as shawn below
e ¥ ey

I -

Mote: You may add faciities. by chcking the “Add Seréces/Facdities” butson below

You da not have any aciities in yous profle. Yea may a3 facikties by selecting the Add Facikty button on the My Wikspace screen

B8. Click the Notification of Regulated Waste Activity link.

The middle portion of your screen should then look like this:

SERVICE TYPE SELECTION
1+ Serace Typa

Selsction ‘Welcome to the Motifcation of Reguiated Waste Actwity e-Senice
Business and govsmment agancets that generate or manage hazardous waste in Minstsota must have a hazardsus waste erticaton number (HIWID)

| ok tha linkc Balow that apphes to you

+ Initiad: apply for 8 new HAID for your faciity
* Modification of an Existing Hazardous Waste Activity. update or comect mboematon foe your gaiteng HAID
+ Inactivation: inactwate your HWID because your facity nc longer genarates of manages hazardous waste

Plaase Hote
You may chick en a
prinacusly visted page
{above) to nawgats back

that screen

D Gk o the type description t 590 mors infomation about that type
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You may use the Notification of Regulated Waste Activity e-Service to:

e Request a new HWID. Request an HWID for a site at which you have not previously performed any
hazardous waste activities, even if someone else may have. Follow the directions for Request a new
HWID below in Section C on this page.

¢ Modify an existing HWID. Update or correct information for a site you already obtained an HWID for,
including adding new hazardous waste activities. Follow the directions for Modify an existing HWID in
Section D on page 10. Do not use this process if you are purchasing a site from another operator; use
Request a new HWID in Section C below on this page instead.

e Inactivate an existing HWID. Inactivate your HWID when your site is sold, closes, or when you
permanently stop generating non-exempt hazardous waste. Follow the directions for Inactivate an
existing HWID in Section E on page 14.

C. Request a new HWID

C1. Click the circle (called a radio button) in front of Initial.

C2. Click the button. The middle portion of your screen should then look like this:

m ¥ you are apphing for a new HWID, anter the location infrmation for your faciity and chek Contimas

| 2 - Locatien

¥ you are meditying your axsting HWID, review your iaciity location infcemation baiow. it & comect, chick Continus. I 8 is iscomect, s10p the notication process and call us at B51.757-2118 v emasl us ot Paclicensing pcaddstate mo us

3 - Contacts

4 - Provention To enter the latitude and longitude for a location, either types the coordinate values or chick Map to find the coodinates on a map. After clicking Map, click the approximate center of the site and the Latitude and longitude will transfer 10 this page You can also verfy typed comdinates by chicking
Opportusitios Map

5 - Regulated Waste To select 3 MAICS code, chek an entry in th box. To select s3Stionsl antnes, hald down the Contrel (C2A) kiy. Ensue you s0w using the mest up-o-date NAICS code for your (acilty by chacking the U 5. Cansus Butess NAICS wabsie hi

& - Coribication *Facility Hame: Tribal Lands:
Proase Hote *Addrass Line 1

You ray chck on g Address Line 2:

pravously wisted page Addross Line 3:
{above] t nawgate back tof Fisain
that screan oo Mvidacie

“County:
“Ciny:
“TIP Code:

“Coordinate System:
“Latitude:
“Longitsda:
“Collection Mothod:
“Reterance Point

*NAICS: Seloct NAICS Code

* Rogqured [ Contioue |

C3. Typein each box to enter the appropriate information. Boxes marked with an *asterisk are required
information. Note: PO Boxes are not allowed for facility address. If your address includes a suite or unit
number, please include it on Address line 1.

C4. Tofind and enter the *Coordinate System: *Latitude:, *Longitude:, and *Collection Method: of your site,
click on the m button. You should see a popup window that looks like this:

bEng Sovage  Bufrivily T

w0 -

C5. Use the hand cursor and zoom magnifying glass to scroll and zoom in to your site’s location. When you
close the window, the location’s coordinates will be automatically entered into your screen.

C6. Inthe *Reference Point: dropdown box, choose the closest part of your site you selected using the Map
tool.
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C7. To find the North American Industrial Classification System (NAICS) code for your site, click Select NAICS
Code. You should see a popup window that looks like this:

9

Included NAIC S

Inciude Selecied
Femove Seocied
Inchuda AN

e AR

C8. Enter keywords that describe your primary business operation at this site to find the most specific NAICS.
You may need to try several different keywords or synonyms. When you find the NAICS entry that best
describes the operations at this site, click the Include Selected button.

C9. Click the OK button.

C10. Click the button. The middle portion of your screen should then look like this:

(Current Location Address:

[seteet Penbitie 1149 Asdress aich

Your screen may also contain the text No valid USPS address found. You can continue by selecting the entered
address below. If you do not receive mail delivered to this site address, this red text is normal. If you do receive
mail delivered to this address and see this text, ensure that the address entered matches your U.S. Postal
Service-assigned address.

C11. If the address is correct, click the checkbox in front of the address and then click the [&Jl{{![5 button.
If the address is incorrect, click the M button and reenter the correct information in the preceding
screen, then repeat step C10.
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The middle portion of your screen should then look like this:

CONTACTS

Thise contact types are required by this servce Please anter of update the information for all thrte types by cicking thiough the tabs at the top of the screen of the "<<Previous¥Hext>>" buftans at the botiom of the screen

The Cwner 15 a businass fled with the Minesota Ofice of the Secretary of State or an indridual The required Selds for the Owner conact type are diferent than the other two contact types. f the Owner is an indnidual, type that person?s full name in the 7Organization? field

The Hazaedous Waste Contact o the person the MPCA wil contact for information about hazardous waste sctaiies o the sie

The Fes and Billing Contact o the person who will recenve fee moices. i apphicabie.

Ploase Note
You may click on a
prvicusly visited page

Pt o ]

“ontact )3, Fee and Biling Contact

that scresn
MNote: Selecting an opfion beiow wil mplasce all information for this confact Sawe ta My Faverite Contacts
Insert From Existng Contacs). =
First Name: *Address Line 1:
Middle Norme: Address Line 2:
Last Name: Address Line 3:
Titde: - *StatelCountry: Mnesota ol
E-Mail Address: “County: -
Confirm E-Mail: *City: -
“Organization: “Foreign State:
“Organization Type: = fANonal Codss
[reee Comtact Rumber Extonaicn Comments Bemove |
Add Numiber
* Reuarnd

Nate: Piease enter contect wformanon on ALL requved fabs before chokong Contnue

C12. Type in each box to enter the appropriate information. Boxes marked with an *asterisk are required
information. You may also use an existing information source, such as your personal account information,
by selecting the appropriate source in the Insert From Existing Contact(s)... ¥ pulldown box.

C13. After completing the @ 1. Owner tab, either click the @ 2. Hazardous Waste Contact tab or the
button. Repeat step C12 for the information in that tab.

C14. After completing the @ 2. Hazardous Waste Contact tab, either click the @ 3. Fee and Billing Contact tab
or the button. Repeat step C12 for the information in that tab.

C15. Click the button. The middle portion of your screen should then look like this:

USPS ADDRESS VALIDATION

1 - Senice Type

Selection Please consider slight changes to the address you provided to help us ensure data integrity. If an altemative address is provided, select its check box to change your address to that format. i no alternative is provided, our system did not recognize the address you entered as valid. Please
2 - Location consider resising the address. If you believe your address is valid and formatted correctly, click Continue without selecting an altemative
3 - Contacts
4 - Prevention Current Owner Address:

Opportuntties
5 - Regulsted Waste

Activties
6 - Certification [seteet Possibie USPS Address Match |

Please Note ‘ ‘

You may click on a
previously visited page
(above) to navigate back to| ~ Current Hazardous Waste Contact
that screen Address:
[setect Possible USPS Address Match ]

Current Fee and Billing Contact Address:

‘sum Possible USPS Address Match |

[ pocic_ coninue |

Your screen may also contain the text No valid USPS address found. You can continue by selecting the entered
address below for one or more of the three addresses.

C16. As previously in step C11, if an address is correct, click the checkbox in front of the address and then click
the button. If the address is incorrect, click the @ button and reenter the correct information
in the preceding screen, then repeat step C15.
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The middle portion of your screen should then look like this:

PREVENTION OPPORTUNITIES

The MPCA encourages businesses and muncipalities 10 reduce their regulatory requirements and save money through prevention acthties that reduce waste, emissons, water, and energy use

Have you implementod ary provontion activithes in the past year?: P

B agated Wasla || CPeck o PG Politon Proverion ssouces wabste 0 get stated now
Acthities

[EConmon | wous oo ke o proventon :
Please Hote

You may click on &
prirviously visited page
(atve) to naigate Back b
that screen

C17. This screen is voluntary. If you choose to answer, select the most appropriate answers from the Have you
implemented any prevention activities in the past year?: and the Would you like to be contacted to
discuss prevention opportunities?: pulldown boxes.

C18. Click the button. The middle portion of your screen should then look like this:

Salect all wasty acthitss hagpaning B your facilty

W you do not ganarate any Slly egulated hazardous waste, select saze of Pazanious waste o valup of Wnimal Quantty Ganat
For maes informaiuon o waste actiaties, chick the Help bk in the uppse right comar of this screen.
5 - Regulated Waste 3 4
e Estimated size of hazardous waste gonerator: T -
6 - Camfcation
P i Other hazardous waste activities:{Check all that apply)

“You may chick on 3
previousty wsited page
{above) 1o nanigate back tof
that screen

Transpotter with a ten<day transfor faciity

Transpottes without a transher facilty

Trestment, storage, or disposal faciity
Hazardous waste recycing
Electronic, universal, and other collection site activities:(Check all that apply)
Electronic waste collection
Electranic waste recyciing
Universal waste lamp accumulation
Universal waste large quantity handie:
VS0G colection program
Housshold hazardous waste collection
Used ol activities{Check all that apply. If you anly generate used oil, of burm oaly your awn oil, leave this blank)
Used ol transporter
Used ol marketer
Used oil processor

Used cil bumer

C19. If your site generates hazardous waste, select the appropriate generator status from the *Estimated size
of hazardous waste generator: pulldown box. If you are unsure of the likely generator status of your site,
you may select Very Small Quantity Generator. If you are submitting notification for one of the other
activities and your site will not generate reportable hazardous wastes, select minimal quantity generator.

For more information on identifying non-exempt hazardous waste and determining a site’s generator
status, see MPCA fact sheet #fw-hw1-01, Evaluate Waste at
https://www.pca.state.mn.us/sites/default/files/w-hw1-01.pdf.

C20. Click the checkbox(s) next to any other applicable waste activity(s).
C21. Click the button. The middle portion of your screen should then look like this:

T begin to cedify you notiScation, chick the bhse award-shaped link in the "Sign Electroncally” columm to the fght. You must be the hazardous waste contact or the apphcant in order to certify a notifcation

Ader your notification has been certfied and submitted, chok the Continue button 1o refumn o the My Workspace page

Sign
Regqueed M Sgnatere Type Signatare States. Dokt

@ Sipateey ot e [ ]

Please Note
Vou may cick ona
prvicusly visited page
(abovel to navigate back b
scresn

€22. Click the blue ® icon in the Sign Electronically column.
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The middle portion of your screen should then look like this:

ELECTRONIC SIGNATURE - SINGLE APPLICATION - SIGNATORY
1 - Senice Type

Selection To certify your notification, read the certification language below, answer any security questions, enter the certification PIN assoiated with your acceunt profile and click Certfy. To certify your notification, you must be the hazardous waste contact or the applicant

Electronic Signature of the Signatory

Opporturities

\ Soree SomarTios Crostontats v
5 - Regulated Waste
Actiities | Notfication of il S|
- Certification
Please Note | certify under penalty of law that | have personally examined and am familiar with the information submitted in this and all attached documents, and that based on my inquiry of those individuals immediately responsible for obtaining the information, | believe that the submitted information is true,

Vou may clckona accurate, and complete. | am aware that there are significant penalties for submitting false information. including the possibility of fine and imprisonment
previously visited page -
(above) to navigate back to| Name of Signing Party:
that screen.

User ID of Signing Party:

Challenge/Response Question

Prior to signing your submission, you must answer the following Question correctly:

- (Cosoinsonsive) (EETTIETID

Electronic Signature PIN
*Electronic Signature PIN: [ (Case-Sensitive)

* Required == i ) EEeE) e

Carification of your PIN constitutes an electronic signature of this submittal in accordance with the aforementioned statement.

C23. Type your previously chosen answer in the box next to the Challenge/Response Question.

C24. Click the m button.

C25. Agreen bullet ® You have correctly answered your challenge. Please enter your PIN now to sign. should
appear at the top of the middle portion of your screen. Type your previously chosen PIN in the *Electronic
Signature PIN: box.

C26. Click the S RAEICh I button. The middle portion of your screen should then look like this:

CERTIFICATION

To begin to certify your notification, click the blue award-shaped link in the "Sign Electronically™ columm to the right. You must be the hazardous waste cantact o the applicant in order to certify a notification.

After your notification has been certified and submitted, click the Continue button to retum to the My Workspace page

Required Hame Signature Typs Signature Status. Slgn

5 - Regulated Waste
Actiities ]

Signatory Signed on

Ploasa Not: Continue
You may click on a [Lcdesa]
previously wisited page
(above) 1o navigate back to|
that screen

C27. Click the button. The middle portion of your screen should then return to the My Workspace
screen from step 6 and look like this:

My Workspace [ Messages [ User Profile I Electronic Signature [ Documents and Forms

Version: 1.4

Currently logged in: Help | Logout
MY WORKSPACE

Service Selection )

Note: Access to this electronic senice selection and submittal area is granted by salecting facilities using the user profile. Some senices are accessible without selecting facilties as shown below.

Hazardous Waste
Notification of Requlated Waste Actiity

Configure Services
| weeatttr &

Note: You may add facilties by clicking the "Add Senices/F acilities” button below.

You do not have any facilties in your profile. You may add facilies by selecting the Add Facility button on the My Workspace screen

Add Facilities

My Services - In Progress A

Note: To edit or resume working on an “In Progress” item, please click on the appropriate number in the ID column

“You do not have any "In Progress” Senices

My Services - Submitted A

C28. You have now completed all actions to request a new HWID for your site and should receive a response
e-mail with your new HWID within a few days.
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C29. Click the Logout link in the upper right portion of your screen to log out of e-Services.

For more information about hazardous waste management or assistance with this e-Service, contact the MPCA
through the More information section on page 15.

D. Modify an existing HWID

D1. Loginto the e-Service and navigate to the Notification of Regulated Waste Activity using the Using the e-
Service Notification for hazardous waste activities instructions in Section B on page 4.

D2. Click the circle (called a radio button) in front of Modification of Existing Hazardous Waste Identification
Number.

D3. Click the button. The middle portion of your screen should then look like this:

HAZARDOUS WASTE IDENTIFICATION NUMBER

Sedection Enter your hazardous waste identiication number (HWID). Your HWID is also known a8 your EPA ID number. I is speciic 1o your site
2 - Hazardous Waste

Mantcation Fior monw indorsnatson on HWWIOS, click the Help nk in the uppee right comer of this screen

Humbes

5-— Pravests “Hazardows Waste Idemification Humbes (HWIDE

Actnities " Requied

Continue

Pleass Notn
You may chek on 3
privicusly wsited page
(above) to navigate back to]
that screen

D4. Type the HWID of the site’s information that you are modifying in the *Hazardous Waste Identification
Number (HWID): box.

D5. Click the button. The middle portion of your screen should then look like this:

PROPERTY INFORMATION ‘

1 - Semice Type
Selection f you are applying for a new HWID, enter the location information for your facility and click Continue.
2 - Hazardous Waste . i
Identiication If you are modifying your existing HWID, review your facility location information below. If it is correct, click Continue. If it is incorrect, stop the notification process and call us at 651-757-2118 or email us at hw-licensing pca@state mn us.
Number
3 "m — To enter the Iatitude and longitude for a location, either type the coordinate values or click Map to find the coordinates on a map. After clicking Map, click the appraximate center of the site and the latitude and longitude will transfer to this page. You can also verify typed coordinates by clicking
- Location
4 - Contacts " . . "
z — To select a NAICS code, click an entry in the box. To select additional entries. hold down the Control (Ctrl) key. Ensure you are using the most up-to-date NAICS cade for your facility by checkingthe U.S. Census Bureaus NAICS website fitlos. nsus govleos
Opportunities *Facility Name: Tribal Lands: -
6 - Regulated Waste *Address Line 1: [
At Address Line 2 I
7 - Cedification Address Line 3: I
Please Note *State:
‘You may click on “County:
previously isited page “City:
(above) to namgate back to Py
that screen TP Code:
*Coordinate System: -
*Latitude:
*Longitude:
*Collection Method: -
*Reference Point: -
"NAICS: Select NAICS Code
* Required Cnnhmm

D6. Review the site location information. If it is incorrect, contact the MPCA at 651-296-6300 or
hw-licensing.pca@state.mn.us. If it is correct, click the button. The middle portion of your
screen should then look like this:

USRS ADDRESS VALIDATION

Current Location Address:

| _sack ] Contnue |

Your screen may also contain the text No valid USPS address found. You can continue by selecting the entered
address below. If you do not receive mail delivered to this site address, this red text is normal. If you do receive
mail delivered to this address and see this text, ensure that the address entered matches your U.S. Postal
Service-assigned address.
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D7. Ifthe address is correct, click the checkbox in front of the address and then click the button.
If the address is incorrect, click the @ button and reenter the correct information in the preceding
screen, then repeat step D6.

The middle portion of your screen should then look like this:

CONTACTS

Thise contact types are required by this servce Please anter of update the information for all thrte types by cicking thiough the tabs at the top of the screen of the "<<Previous¥Hext>>" buftans at the botiom of the screen

The Cwner 15 a businass fled with the Minesota Ofice of the Secretary of State or an indridual The required Selds for the Owner conact type are diferent than the other two contact types. f the Owner is an indnidual, type that person?s full name in the 7Organization? field

4 - Prevention The Hazsdous Waste Contact is the person the MPCA wil comact for information about hazardous waste SCInties 38 the site
Opportunities.
-l
- Conibcation

e %2 Hazardaus \ “ortact )3, Fee and Biling Contact
You may click on a

priviously visited page
Pt o ]
th:

al scresn

The Fes and Billing Contact o the person who will recenve fee moices. i apphicabie.

MNote: Selecting an option below wil mplace all information for this contact Sawe ta My Fovorite Contacts
Insert From Existng Contacs). =

First Name: *Address Line 1:

Middle Norme: Address Line 2:
Last Name: Address Line 3:
Titka: - *StntelCountry: Mnesota ol
E-Mail Address: “County: -
Confirm E-Mail: *City: -
“Organization: “Foreign State:
RN . < “ZIPIPostal Code:
[reee Comact Rurmbsr Extonskcn Comements Bemove |

Add Numiber
* Requid

Note: Please anter contsct informabon on ALL rgquwed taba befow choiong Contnue

D8. Type in each box to change the appropriate information. Boxes marked with an *asterisk are required
information. You may also use an existing information source, such as your personal account information,
by selecting the appropriate source in the Insert From Existing Contact(s)... ¥ pulldown box.

D9. After completing the @ 1. Owner tab, either click the @ 2, Hazardous Waste Contact tab or the
button. Repeat step D8 for the information in that tab.

D10. After completing the @ 2. Hazardous Waste Contact tab, either click the @ 3. Fee and Billing Contact tab
or the button. Repeat step D8 for the information in that tab.

D11. Click the button. The middle portion of your screen should then look like this:

USPS ADDRESS VALIDATION

1 - Senice Type

Selection Please consider slight changes to the address you provided to help us ensure data integrity. If an altemative address is provided, select its check box to change your address to that format. i no alternative is provided, our system did not recognize the address you entered as valid. Please
2 - Location consider resising the address. If you believe your address is valid and formatted correctly, click Continue without selecting an altemative
3 - Contacts
4 - Prevention Current Owner Address:

Opportuntties
5 - Regulsted Waste

Activties
6 - Certification [seteet Possibie USPS Address Match |

Please Note
You may click on a
previously visited page
(above) to navigate back to| Current Hazardous Waste Contact
that screen Address:

[setect Possible USPS Address Match ]

Current Fee and Billing Contact Address:

[ [y |

Your screen may also contain the text No valid USPS address found. You can continue by selecting the entered
address below for one or more of the three addresses.

D12. As previously in step D11, if an address is correct, click the checkbox in front of the address and then click
the button. If the address is incorrect, click the m button and reenter the correct information
in the preceding screen, then repeat step D11.
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The middle portion of your screen should then look like this:

PREVENTION OPPORTUNITIES

The MPCA encourages businesses and muncipalities 10 reduce their regulatory requirements and save money through prevention acthties that reduce waste, emissons, water, and energy use

Have you implemantod amy prevontion activities in the past yoar?: -

T TegURRdWRRRT| Ptk cut MPGAs Poltion Preveniion minurces webste to get started now

| & - Conifcation | would you like 1o be provantion -
Please Note
You may chick on &
prinacussly visited page
iabove) to nanigate Back Lol
that screen

D13. This screen is voluntary. If you choose to answer, select the most appropriate answers from the Have you
implemented any prevention activities in the past year?: and the Would you like to be contacted to
discuss prevention opportunities?: pulldown boxes.

D14. Click the button. The middle portion of your screen should then look like this:

Salect all wasty acthitss hagpaning B your facilty
W you do not ganarate any ddly reguisted hazardous waste. select S@# of hazandous wiste g valup of Maimal Quantty Gans

For mare informaten on waste activlies, chick th Halp ki in the uppsr fight comsr of this sceem

5 - Regulated Waste 3 4

e Estimated size of hazardous waste gonerator: T -
6 - Comheaton

P i Other hazardous waste activities:{Check all that apply)

“You may chick on 3
previousty wsited page
{above) 1o nanigate back tof
that screen

Transpotter with a ten<day transfor faciity

Transpottes without a transher facilty

Trestment, storage, or disposal faciity
Hazardous waste recycing
Electronic, universal, and other collection site activities:(Check all that apply)
Electronic waste collection
Electranic waste recyciing
Universal waste lamp accumulation
Universal waste large quantity handie:
VS0G colection program
Housshold hazardous waste collection
Used ol activities{Check all that apply. If you anly generate used oil, of burm oaly your awn oil, leave this blank)
Used ol transporter
Used ol marketer
Used oil processor

Used cil bumer

D15. If your site generates hazardous waste, review the appropriate generator status from the *Estimated size
of hazardous waste generator: pulldown box. If your site does not generate reportable hazardous wastes,
select minimal quantity generator.

For more information on identifying non-exempt hazardous waste and determining a site’s generator
status, see MPCA fact sheet #w-hw1-01, Evaluate Waste, at
https://www.pca.state.mn.us/sites/default/files/w-hw1-01.pdf.

D16. Click the checkbox(s) next to any other applicable waste activity(s).
D17. Click the button. The middle portion of your screen should then look like this:

T begin to cedify you notiScation, chick the bhse award-shaped link in the "Sign Electroncally” columm to the fght. You must be the hazardous waste contact or the apphcant in order to certify a notifcation

Ader your notification has been certfied and submitted, chok the Continue button 1o refumn o the My Workspace page

Sign
Regqueed M Sgnatere Type Signatare Sases. Eiecrunican
@ Sty Nt Sned [ ]
6 - Cerifcabon
Piease Hote
Vou may cick ona

prvicusly visited page
(abovel to navigate back b
that streen

D18. Click the blue ® icon in the Sign Electronically column.
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The middle portion of your screen should then look like this:

1 - Senice Type

Selection To certify your notification, read the certification language below, answer any security questions, enter the certification PIN assoiated with your acceunt profile and click Certfy. To certify your notification, you must be the hazardous waste contact or the applicant

Electronic Signature of the Signatory
Service ID Submital Type Creation Date View
oticaton of Inital <&

Opporturities

5 - Regulated Waste
Actiities

- Certification

I certfy under penalty of law that | have personally examined and am familiar with the information submitted in this and all attached documents, and that based on my inquiry of those indiiduals immediately responsible for obtaining the information, | believe that the submitted information is true,

Please Not
lease tote accurate, and complete. | am aware that there are significant penalties for submitting false information, including the possibility o fine and imprisonment.

You may click ona
previously visited page -
(above) to navigate back to| Name of Signing Party:
that screen.

User ID of Signing Party:

Challenge/Response Question

Prior to signing your submission, you must answer the following Question correctly:
? (Case-nsensitve) [IEETTILIED

Electronic Signature PIN
*Electronic Signature PIN: [ (Case-Sensitive)

* Required == i ) EEeE) e

Carification of your PIN constitutes an electronic signature of this submittal in accordance with the aforementioned statement.

D19. Type your previously chosen answer in the box next to the Challenge/Response Question.
D20. Click the button.

D21. Agreen bullet @ You have correctly answered your challenge. Please enter your PIN now to sign. should
appear at the top of the middle portion of your screen. Type your previously chosen PIN in the *Electronic
Signature PIN: box.

D22. Click the SEGNIEEIGHITEIL button. The middle portion of your screen should then look like this:

CERTIFICATION

To begin to certify your notification, click the blue award-shaped link in the "Sign Electronically™ columm to the right. You must be the hazardous waste cantact o the applicant in order to certify a notification.

After your notification has been certified and submitted, click the Continue button to retum to the My Workspace page

Required Hame Signature Typs Signature Status. G Slgn

5 - Regulated Waste
Actiities ]

Signatory Signed on

Please Note

You may click on a
previously visited page
{abave) 1o navigate back to|
that screen

D23. Click the button. The middle portion of your screen should then return to the My Workspace
screen and look like this:

My Workspace [ Messages [ User Profile I Electronic Signature [ Documents and Forms

Version: 1.4
Currently logged in: Help | Logout
MY WORKSPACE

Note: Access to this electronic senice selection and submittal area is granted by salecting facilities using the user profile. Some senices are accessible without selecting facilties as shown below.

Hazardous Waste
Notification of Requlated Waste Actiity

Configure Services
| weeatttr &

Note: You may add facilties by clicking the "Add Senices/F acilities” button below.

You do not have any facilties in your profile. You may add facilies by selecting the Add Facility button on the My Workspace screen

Add Facilities

My Services - In Progress A

Note: To edit or resume working on an “In Progress” item, please click on the appropriate number in the ID column

“You do not have any "In Progress” Senices

My Services - Submitted A

D24. You have now completed all actions to modify information for your site. You should shortly receive a
confirmation e-mail.

D25. Click the Logout link in the upper right portion of your screen to log out of e-Services.
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For more information about hazardous waste management or assistance with this e-Service, contact the MPCA
through the More information section on page 15.

E. Inactivate an existing HWID

El. Loginto the e-Service and navigate to the Notification of Regulated Waste Activity using the Using the e-
Service Notification for hazardous waste activities instructions in Section B on page 4.

E2. Click the circle (called a radio button) in front of Inactivation.

E3. Click the button. The middle portion of your screen should then look like this:

HAZARDOUS WASTE IDENTIFICATION NUMBER

Enter your hazardous waste identication meenber (HWID). Your HWID is also known as your EPA ID number. It is speciic 1o your site.

Fex mong ine HWIDs, ehick the Halp bk in the upper night comer of this straen

Humbes

Flanse Netn
You may chekon s “Hazardous Wasse Identification Number (HWID):
prinscesly isited page
{abova) to naigat Back 1o]
that screen

* Raguied

E4. Type the HWID of the site’s information that you are modifying in the *Hazardous Waste Identification
Number (HWID): box.

E5. Click the button. The middle portion of your screen should then look like this:

CERTIFICATION
1 - Senice Type
Selection To begin to certify your notification, click the blue award-shaped link in the "Sign Electronically” columm to the right. You must be the hazardous waste contact or the applicant in order to certify a notification
- Hazardous Waste
\dentification After your notification has been certified and submitted, click the Continue button to return to the My Workspace page.
Number
- 2 sign
3 - Centification Required Name Signature Type Signature Status T
Please Note
You may click on a ] Signatory ot Signed ﬂ
P age
(above) to navigate back to| | CIEking a column e will sort th table by that column.
that screen.

E6. Click the blue X icon in the Sign Electronically column. The middle portion of your screen should then look
like this:

ELECTRONIC SIGNATURE - SINGLE APPLICATION - SIGNATORY
ce Type
To cerify your notification, read the certification language below, answer any security questions, enter the certification PIN asseciated with your account profile and click Certify. To certify your notification, you must be the hazardous waste contact of the applicant

s Waste
tion
3 - Centification
Please Hote [ Service 1D Submittal Type Creation Date view |
You may click on a | Hazardous Wasts - Hotfication of Reguisted Waste Actvdy - mactvaton %) |

previously visited page
(above) to navigate back to|
that screen. I certify under penalty of law that | have personally examined and am familiar with the information submitied i this and all altached documents, and that based on my inguiry of those indniduals immediately respansible for btaining the information, | believe that the submitted information is true,
accurate, and complete. | am aware that there are significant penalties for submitting false information, including the passibility of fine and imprisonment

Name of Signing Party:
User 1D of Signing Party:

Challenge/Response Question

Prior 10 signing your submission, you must answer the following Question comectly

? (Cass-Inssnsitive) | Cancel ]
Electronic Signature PIN
*Electronic Signature PIN: I (case-Sensitive)
* Required EmnEceoney) o) [ReEnee]

Certification of your PIN constitutes an electronic signature of this submittal in accordance with the aforementioned statement

E7. Type your previously chosen answer in the box next to the Challenge/Response Question.

E8. Click the m button.

E9. Agreen bullet @ You have correctly answered your challenge. Please enter your PIN now to sign. should
appear at the top of the middle portion of your screen. Type your previously chosen PIN in the *Electronic
Signature PIN: box.

E10. Click the SEGNIEEIGHITEIL button. The middle portion of your screen should then look like this:
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1 - Se
Sels To begin t certify your notification, click the blue award-shaped link in the “Sign Electronically” columm to the right. You must b the hazardous waste comact of the applicant in order to cenry a notiication

2 - Hazardous Waste
Identification After your notification has been certified and submitted, click the Continue button to retum to the My Workspace page

Number

3 - Certffication Required Hame signature Type Signature Status. P

Please Note

You may click on a 2 Sinatory Signedon
previously visited page

(above) to navigate back to)

that screen. .

E11. Click the button. The middle portion of your screen should then return to the My Workspace
screen and look like this:

My Workspace | Messages usar Profile | Electronic Signature | Documents and Forms.

Currently logged in Help | Logout

Service Selection £

Note: Access to this slectronic senice selection and submittal area is granted by selecting facilities using the user profile. Some senices are accessible without selecting facilties as shown below.

Hazardous Waste
Motification of Regulated Waste Actnity

[
2 -

Note: You may add facilties by clicking the “Add Senices/Facilities™ button below.

You do not have any facilities in your profile. You may add facilties by selecting the Add Facility button on the My Workspace screen

My Services - In Progress 2
Note: To edit o resume warking on an “In Progress” item, please click on the appropriate number in the ID column
“You do not have any In Progress™ Senices

My Services - Submitted £

E12. You have now completed all actions to permanently inactivate your site. You should shortly receive a
confirmation e-mail.

E13. Click the Logout link in the upper right portion of your screen to log out of e-Services.

More information

For more information about hazardous waste management, visit the MPCA’s hazardous waste guidance
publications webpage at https://www.pca.state.mn.us/waste/hazardous-waste-documents-and-forms.

For questions about the Notification of Regulated Waste Activity and assistance with e-Services, contact the
MPCA below.

The MPCA’s Small Business Environmental Assistance Program (SBEAP) offers free, confidential regulatory
compliance assistance with hazardous waste management and water and air quality protection requirements.
The Minnesota Technical Assistance Program (MnTAP) can help you minimize your waste generation to address
the questions in steps C17 and D13.

Minnesota Pollution Control Agency Small Business Environmental Assistance Program
Toll free (all offices) ..cccevveeecreercreennen, 1-800-657-3864 TOIfree vveeeeiee e 1-800-657-3938
All Offices cvveriieeeeeee e 651-296-6300 MELIO .eeveeieeeieeeie et 651-282-6143
Notification questions . hw-licensing.pca@state.mn.us Website ..... https://www.pca.state.mn.us/sbeap/
Website......ccccoveeeveennee. https://www.pca.state.mn.us/  pMinnesota Technical Assistance Program

Toll free..eeeeeeccieeeee e, 1-800-247-0015
MELIO ..veerieieieerieeeee e 612-624-1300

Website http://www.mntap.umn.edu
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	Using the MPCA’s e-Services Notification for hazardous waste activities
	Any business or government agency that generates, transports, or treats a non-exempt hazardous waste in Minnesota must obtain a Hazardous Waste Identification Number (HWID) from the Minnesota Pollution Control Agency (MPCA) and then notify the MPCA wh...
	If you do not have internet access or cannot use the e-Service, contact the MPCA to request a paper form be mailed to you. See More Information on page 15. Paper forms may experience longer processing times.
	How do I use the MPCA’s e-Service?
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	If you are viewing these instructions online, open a new window in your web browser, and go to https://rsp.pca.state.mn.us/. Your screen should look like this:
	• If you already have an e-Service account, skip ahead to Using the e-Service Notification for hazardous waste activities in Section B on page 4.
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	A6. Type in each box to enter the appropriate information. Boxes marked with an *asterisk are required information. If the *State/Country: is Minnesota, you must select a County: before selecting a *City:.
	A7. Click the Add Contact Number button. The middle portion of your screen should then look like this:
	A8. Select the type of telephone number in the *Contact # Type: pulldown box.
	A9. Type in each following box to enter the appropriate information.
	A10. Click the Save button. Repeat steps A7-A10 for each contact telephone number you would like to add. Then click the Continue button. Afterward, the middle portion of your screen should look like this:
	A11. Select a challenge question in the first Question: pulldown box. Type your chosen answer in the following response box.
	A12. Repeat step A11 for each of the remaining four challenge questions.
	A13. Click the Continue button. The middle portion of your screen should then look like this:
	A14. Enter a certification personal identification number (PIN) meeting the noted requirements in the Certification PIN: box. Reenter the same certification PIN in the Certification PIN: box.
	A15. Click the Continue button. The middle portion of your screen should then look like this:
	A16. To use the e-Services Notification of hazardous waste activity, you do not need to add a facility. Click the Complete Setup button.
	A17. Continue with the instructions for Using the e-Service Notification in Section B on page 4.
	B. Using the e-Service Notification for hazardous waste activities
	B1. If you are viewing these instructions online, open a new window in your web browser, and go to https://rsp.pca.state.mn.us/. Your screen should look like this:
	B2. Type your username and password in the User ID: and Password: boxes.
	B3. Click the Login button.
	Note: For clarity, only the middle portion of the screen will be shown in the remainder of these instructions. The upper and bottom portions of your screen should not change.
	B4. The middle portion of your screen should now look like this. Ensure the My Workspace tab in the upper left of your screen is selected for all steps in Section B. If it looks like this, then skip to step B6.
	B5. However, some users may see this. If the middle portion of your screen looks like this, click the  Configure Services button. Then return to step B4 above on this page.
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	B8. Click the Notification of Regulated Waste Activity link.
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	C9. Click the OK button.
	C10. Click the Continue button. The middle portion of your screen should then look like this:
	Your screen may also contain the text No valid USPS address found. You can continue by selecting the entered address below. If you do not receive mail delivered to this site address, this red text is normal. If you do receive mail delivered to this ad...
	C11. If the address is correct, click the checkbox in front of the address and then click the Continue button. If the address is incorrect, click the Back button and reenter the correct information in the preceding screen, then repeat step C10.
	The middle portion of your screen should then look like this:
	C12. Type in each box to enter the appropriate information. Boxes marked with an *asterisk are required information. You may also use an existing information source, such as your personal account information, by selecting the appropriate source in the...
	C13. After completing the  1. Owner tab, either click the  2. Hazardous Waste Contact tab or the Next>> button. Repeat step C12 for the information in that tab.
	C14. After completing the  2. Hazardous Waste Contact tab, either click the  3. Fee and Billing Contact tab or the Next>> button. Repeat step C12 for the information in that tab.
	C15. Click the Continue button. The middle portion of your screen should then look like this:
	C16. As previously in step C11, if an address is correct, click the checkbox in front of the address and then click the Continue button. If the address is incorrect, click the Back button and reenter the correct information in the preceding screen, th...
	C17. This screen is voluntary. If you choose to answer, select the most appropriate answers from the Have you implemented any prevention activities in the past year?: and the Would you like to be contacted to discuss prevention opportunities?: pulldow...
	C18. Click the Continue button. The middle portion of your screen should then look like this:
	C19. If your site generates hazardous waste, select the appropriate generator status from the *Estimated size of hazardous waste generator: pulldown box. If you are unsure of the likely generator status of your site, you may select Very Small Quantity...
	For more information on identifying non-exempt hazardous waste and determining a site’s generator status, see MPCA fact sheet #w-hw1-01, Evaluate Waste at https://www.pca.state.mn.us/sites/default/files/w-hw1-01.pdf.
	C20. Click the checkbox(s) next to any other applicable waste activity(s).
	C21. Click the Continue button. The middle portion of your screen should then look like this:
	C22. Click the blue  icon in the Sign Electronically column.
	The middle portion of your screen should then look like this:
	C23. Type your previously chosen answer in the box next to the Challenge/Response Question.
	C24. Click the Submit button.
	C25. A green bullet ● You have correctly answered your challenge. Please enter your PIN now to sign. should appear at the top of the middle portion of your screen. Type your previously chosen PIN in the *Electronic Signature PIN: box.
	C26. Click the Sign Electronically button. The middle portion of your screen should then look like this:
	C27. Click the Continue button. The middle portion of your screen should then return to the My Workspace screen from step 6 and look like this:
	C28. You have now completed all actions to request a new HWID for your site and should receive a response  e-mail with your new HWID within a few days.
	C29. Click the Logout link in the upper right portion of your screen to log out of e-Services.
	For more information about hazardous waste management or assistance with this e-Service, contact the MPCA through the More information section on page 15.
	D. Modify an existing HWID
	D1. Login to the e-Service and navigate to the Notification of Regulated Waste Activity using the Using the e-Service Notification for hazardous waste activities instructions in Section B on page 4.
	D2. Click the circle (called a radio button) in front of Modification of Existing Hazardous Waste Identification Number.
	D3. Click the Continue button. The middle portion of your screen should then look like this:
	D4. Type the HWID of the site’s information that you are modifying in the *Hazardous Waste Identification Number (HWID): box.
	D5. Click the Continue button. The middle portion of your screen should then look like this:
	D6. Review the site location information. If it is incorrect, contact the MPCA at 651-296-6300 or  hw-licensing.pca@state.mn.us. If it is correct, click the Continue button. The middle portion of your screen should then look like this:
	Your screen may also contain the text No valid USPS address found. You can continue by selecting the entered address below. If you do not receive mail delivered to this site address, this red text is normal. If you do receive mail delivered to this ad...
	D7. If the address is correct, click the checkbox in front of the address and then click the Continue button. If the address is incorrect, click the Back button and reenter the correct information in the preceding screen, then repeat step D6.
	The middle portion of your screen should then look like this:
	D8. Type in each box to change the appropriate information. Boxes marked with an *asterisk are required information. You may also use an existing information source, such as your personal account information, by selecting the appropriate source in the...
	D9. After completing the  1. Owner tab, either click the  2. Hazardous Waste Contact tab or the Next>> button. Repeat step D8 for the information in that tab.
	D10. After completing the  2. Hazardous Waste Contact tab, either click the  3. Fee and Billing Contact tab or the Next>> button. Repeat step D8 for the information in that tab.
	D11. Click the Continue button. The middle portion of your screen should then look like this:
	D12. As previously in step D11, if an address is correct, click the checkbox in front of the address and then click the Continue button. If the address is incorrect, click the Back button and reenter the correct information in the preceding screen, th...
	The middle portion of your screen should then look like this:
	D13. This screen is voluntary. If you choose to answer, select the most appropriate answers from the Have you implemented any prevention activities in the past year?: and the Would you like to be contacted to discuss prevention opportunities?: pulldow...
	D14. Click the Continue button. The middle portion of your screen should then look like this:
	D15. If your site generates hazardous waste, review the appropriate generator status from the *Estimated size of hazardous waste generator: pulldown box. If your site does not generate reportable hazardous wastes, select minimal quantity generator.
	For more information on identifying non-exempt hazardous waste and determining a site’s generator status, see MPCA fact sheet #w-hw1-01, Evaluate Waste, at https://www.pca.state.mn.us/sites/default/files/w-hw1-01.pdf.
	D16. Click the checkbox(s) next to any other applicable waste activity(s).
	D17. Click the Continue button. The middle portion of your screen should then look like this:
	D18. Click the blue  icon in the Sign Electronically column.
	The middle portion of your screen should then look like this:
	D19. Type your previously chosen answer in the box next to the Challenge/Response Question.
	D20. Click the Submit button.
	D21. A green bullet ● You have correctly answered your challenge. Please enter your PIN now to sign. should appear at the top of the middle portion of your screen. Type your previously chosen PIN in the *Electronic Signature PIN: box.
	D22. Click the Sign Electronically button. The middle portion of your screen should then look like this:
	D23. Click the Continue button. The middle portion of your screen should then return to the My Workspace screen and look like this:
	D24. You have now completed all actions to modify information for your site. You should shortly receive a confirmation e-mail.
	D25. Click the Logout link in the upper right portion of your screen to log out of e-Services.
	For more information about hazardous waste management or assistance with this e-Service, contact the MPCA through the More information section on page 15.
	E. Inactivate an existing HWID
	E1. Login to the e-Service and navigate to the Notification of Regulated Waste Activity using the Using the e-Service Notification for hazardous waste activities instructions in Section B on page 4.
	E2. Click the circle (called a radio button) in front of Inactivation.
	E3. Click the Continue button. The middle portion of your screen should then look like this:
	E4. Type the HWID of the site’s information that you are modifying in the *Hazardous Waste Identification Number (HWID): box.
	E5. Click the Continue button. The middle portion of your screen should then look like this:
	E6. Click the blue  icon in the Sign Electronically column. The middle portion of your screen should then look like this:
	E7. Type your previously chosen answer in the box next to the Challenge/Response Question.
	E8. Click the Submit button.
	E9. A green bullet ● You have correctly answered your challenge. Please enter your PIN now to sign. should appear at the top of the middle portion of your screen. Type your previously chosen PIN in the *Electronic Signature PIN: box.
	E10. Click the Sign Electronically button. The middle portion of your screen should then look like this:
	E12. You have now completed all actions to permanently inactivate your site. You should shortly receive a confirmation e-mail.
	E13. Click the Logout link in the upper right portion of your screen to log out of e-Services.
	More information
	For more information about hazardous waste management, visit the MPCA’s hazardous waste guidance publications webpage at https://www.pca.state.mn.us/waste/hazardous-waste-documents-and-forms.
	For questions about the Notification of Regulated Waste Activity and assistance with e-Services, contact the MPCA below.
	The MPCA’s Small Business Environmental Assistance Program (SBEAP) offers free, confidential regulatory compliance assistance with hazardous waste management and water and air quality protection requirements. The Minnesota Technical Assistance Program...

