MINNESOTA POLLUTION
M EONTROL AcENeY 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 Identification 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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e 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.

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

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

CREATE USER ID
1 - Create User ID
2 - Choose Password Type a user ID between 8 and 40 alphanumeric characters. Do not use punctuation, spaces or special characters.
3 - Add Contact Info
4 - Setup Challenge User I1D:
Questions:
5 - Create Electronic
Sgnaro P
G - Add Facilities
Please Note
You may click on a
previously visited page
(above) to navigate back to
that screen

A2. Type in the 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
2 - Choose Password Note: Passwords must be between & and 40 characters {inclusive), chosen from at least two of these groups: lowercase letters, uppercase letters, digits, and other characters (except space, quotes, <, >, &
and \}
3 - Add Contact Info )
4 - Setup Challenge Passwords are case sensitive
Questions

§ - Create Electronic
Signature PIN User Retype User Password:

6 - Add Facilities
Please Note

You may cick ona
presicusly visited page
{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:

1 - Create U

ser ID

* First Name: * Address Line 1:

3 - Add Contact Info Middle Initial: Address Line 2:
4 - Setup Challenge * Last Name: Address Line 3:

s stion * State/Country: Minnesaota -
5 - Create Electronic Title: - County: .

FIN * E-Mail Address: * City: -

6 - Add Facilities * Confirm E-Mail: Foreign State: -

Please Note Organization Name: * ZIP/Postal Code:

ou may click on a — .
previously visited page Orgenization Type: -
(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

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 CLReGHIEMANITHILE, button. The middle portion of your screen should then look like this:

ADD CONTACT NUMBER
1- D
P — Note: Contact number must be entered without dashes. Ex: 6092922082

ComactsType: I
- ::Snbc:«mm 'Cnnl.af:t Number:

5 - Setup Challenge
Questions

- Add Contact Info

Comments:

& - Create Electronic
Signature PIN
7 - Add Facilities
Please Note

You may click on a * Required

previously visited page
{above) to navigate back to
that screaen

A8. Select the type of telephone number in the *Contact # Type: pulldown box.
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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
- Choose 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 -
S Al * 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

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

Al12. Repeat step Al1l for each of the remaining four challenge questions.

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

- Create User ID

- Choose Password Your PIN will be used to electronically certify a notification, report, or application.

3 - 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 <, > &and)).

& - Create Electronic
Signature PIN
6 - Add Facilities
Please Note Cenification PIN: | Retype
You may click on a Certification PIN:
previously visited page

(above) to navigate back to

that screen.

Certification PIN is case sensitive.

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:

FACILITY SEARCH

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

- Create User ID

- Choose Password

- 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.

Signaters PRI + In text boxes, you can enter partial values followed by an astenisk(”) to search for all records that
- Add Facilties begin with that value. For example, entering "Car™ in the Facility Name field would return all
Please Note facilities whose names begin with "Car”, such as "Carpet Cleaning™
You may click on a = The Al it :;:.u.u;.7 Name field r _" previous or s d. J._IDs_ ofth_e lscnli:y_ Tao refine your
previously visited page search, select an option from the Facility User Groug 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:

[ Search | compiets Sewp

Al16. To use the e-Services Notification of hazardous waste activity, you do not need to add a facility. Click the
Complete Setupfs]¥isde]sh

Al7. Continue with the instructions for Using the e-Service Notification in Section B on page 4.
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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:

s [0 suggested Stes = [ v 2 #m v Pagew Saetyv Took~ i

Skip Narigation

B-5arVices ampre I

CONTROL AGENCY

Dlxunlllms and Forms | Mon-Registersd Services | Registered Services

Versica: 14
You are camently not | ]

Non Registored Services Registered Services
Fwant 10 pay 2 bill, create a new account of retrieve my password | want to apply for a parmit. sign up for notifications, submit monitoning results. check the status of an application or downlcad a
Aore Senices >3 Eletronic Signatuee Submatal Agresment
Mors Services >>
LOGIN
wserici| | Passwords | i e |
Creale a new account>>Forgot my password>>

Minnesota Pollution Control Agency | 651-757-2728, 8448280942 | o-Servces support | MPCA Staff Duectory | Website polcies
Copynght © 2016 Minnesota Pollubon Control Agency

B2. 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.

4. The middle portion of your screen should now look like this. Ensure the (Y A\AWLIZ G ELLE 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.

ve)

My Workspace | Messages | User Profite | Electronic Bighature | Documents and Forms

=

‘erce 14

Currentty ﬁ. o5 | Litons
Plaate baiact B Seruces That you woukd e 1o appear o0 you Warkigace and cich the 0K bufion

Services Requiring Facilites

Abcrvegiound Saocage Tasks Al

D1 Aboerground Sorage Tark Ressuarce Permi W7 Admnatiatue Amengmant Secece

1) Ieeaianl Pt Rstssance
Wates Quality
) ) Deschage Mantoneg Regost

Services NOT Requiring Facilises

i

Comaniuction Soamwaten Ha
)1 Constraction Starmmiter Gamseral Pl Aggihe stiom D7) Notibeation of Rpgaiated Wiite Actity
W) 1) Hazartows Wante Gansistor Leanse Agpicston
Sednd Viaste Vessel Dischaage
D)1 Yot Waste Prewmt By Rde B Versel Ornchage Parmst

Wastewates
L)1) Sewer Extemncn Permst Appication

Chock Al

[_ox ] concn |
B5. However, some users may see this. If the middle portion of your screen looks like this, click the
(o6 1R TV (6= button. Then return to step B4 above on this page.
My Workspace | Messages [ User Profile [ Electronic Signature I' Documents and Forms
Version: 1.4
Currently logged in: Help | Logout
MY WORKSPACE

2

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 to any services.

Configure Services

0
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

Add Facilities

B6. Click the checkbox in front of Notification of Regulated Waste Activity.
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https://rsp.pca.state.mn.us/

B7. Click the m button. The middle portion of your screen should then look like this:
T mmm—— -

Mote: Access 10 this electrnic serice selection and submittal area is granted by sebecting facilities wsing the wiar pofle. Some senices an accessible without selecting faciities as shown below

Hazardous Waste.
 wepcigos O

Moke: You may add facitier. by chcking the “Add Senaces/Eaciities” button bakow

You da pot have any fciities in your profls. You may a3 facilties by stlecting the Add Facikty button on the My Workspace scroen

Addd Focilites

B8. Click the Notification of Regulated Waste Activity link.

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

SERVICE TYPE SELECTION

1 - Senice Type
Selwcten ‘Weicome to the Netification of Rgulated Waste Actiity o-Serice
2 - Leciion Busness and govemment agencees that genecate or manage hazandous waste in Minnesota must have a hazardous waste dentication number (HWID)
3 - Contacts Clich the limic Explow Ehat apphes 10 you.
0 Pieariion | * Imiial apphy for 3 new HAND for yous taciity
* Modification of an Existing Harardous Wanste Activity update o comect mbsemabon foe your smsteg HWID
ok » Imactivation: mactvate your HWID because your tacly o langer generates of Mansges hazardous waste
5 - Reguiated Waste
Actwties
& . Cenfication
Plaasa Hote

You may click 6n 8
pomscusty wded pags
{above) Lo navgate back
that screan () Click on the type desenption to s9e mors isformation about hat type

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.

¢ 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:

PROPERTY INFORMATION
: ¥ ou are aephing for @ new HWWID, arter e location mbosmation fo your Bacity and chck Continas.
¥ you are modiying yous sxsating HWID, new your tacibty location infoematasn balow. it s comect. chck Continus. I  is incomect, 10 the notiication process and cal us at 651-751-2118 or amad us at b licenaing peafbitate mo us
To seter the lattude and longtisde for a locatien. edher typs the coorinate salues of chck Map ta find the coordnates on  map. After chcking Map, chick the approximate center of the ste and the latitude and kngitude wil transhe 1o this page You can also verdy typed coordinates by chcking
ap
To seiect 3 HAICS code. chek an oniry in the box. To sulect aastionsl antrius, hod down the Control (Cr) kiry. Ensure you s utng the mest op-to-date NAICS coda for your facilty by ehacking the U.S. Cansus Buskiss MAICS wabste bl (e £80508 00658 vk e
“Facility Hame: Tribal Lands:
T P fiom | “Addross Line 1
Yo Frary chelon i Address Line &
preaously wiled page Address Line 3;
{above) to nasgate back 1ol .
that screan Stata: Minnascts
“County: -
City: -
2P Code:
Coordinate System: =
Latitude:
“Longitsda:
“Colloction Mathod. -
“Refarance Point =
*NAICS: Seloct NAICS Code
Fogurmd

C3. Typein each box to enter the appropriate information. Boxes marked with an *asterisk are required
information.

Page 5 of 15 October 2017 | w-hw5-12



C4. To find 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:

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.

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:

EditHAICS 9

Included NAICS

inciude Seleciod
Ramove Seoced
Inchicta AR

R 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:

(Currant Location Address:

= Peatitie U403 Aodreny Uatch

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 [ l{[i{I[Z button.
If the address is incorrect, click the @ button and reenter the correct information in the preceding
screen, then repeat step C10.

Page 6 of 15 October 2017 | w-hw5-12



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

CONTACTS

Thiea conact types are required by this serace. Please enter of updati the information for all three types by clicking through the tabs at the lop of the screes o the “e<PreviousHet>>" buttons at the botiom of the screen

The Owear 13 8 business fled with the Minnesots Ofice of the Secretary of State or an ndmdusl The required fields for the Owner contact type ace dffetent than the other two contact types. i the Ownef is an indmdual. type that person?s fll name in the 7Oiganiston? Bield.

The Hazardous Waste Contact s the person the MPCA wil comact for information aboul hazardous waste sctaiies o the sile

The Faw and Billng Contact 1 the patson who will recenve fee inoices., if apphicable.

Floase Hote [\ﬁ PR @2 Hazarous Waste Contact 9':.3 Fee and Biling Contact
You may click on a

privioushy visibed page
ey o ]

that screen

Note: Seleching an opton beiow wil malace all information for his contact Save to My Favorite Contacts
Insert Fram Exstng Contacyls) =

First Name: “Address Ling 1

Middlo Namue: Addoess Line 2

Last Name: Address Line 3:

Titda: - *Snte/Country: Minasota b
E-Mail Address: “County: -
Confirm E.Malk: “Ciy: -
“rganization: “Foseign State:

“Drgamteation Type: < “ZIPIPosial Code:

[rspe Contact Mamar Extensin Comenents |

* Rngiod

Neite: Fisase aafer contact sformaion on ALL mquinkd tabs before chckong Continum

|_<<Proviom | Ness J Save [ Contnan |

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 ta change your address to that farmat, If no altemative is provided, our System did not recognize the address you entered as valid. Please
2 - Location consider revising the address. If you believe your address is valid and formatted correctly, click Continue without selecting an ahtemative
3 - Contacts
4 - Prevention Current Owner Address:

Opportuntties.
5 - Regulated Waste

Activties.
§ - Contification [seteet Possible USPS Address Match |

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

= [y |

Current Fee and Billing Contact Address:

[serect Possible USPS Address Match ]

[_Back ] Continue |

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 w 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 1o reduce thew regulatory and save money (hroagh prevention actrties that reduce waste, emissons, water, and energy use.

Hava you implemented amy provention acsivities in the past yoar?: -

Chack sut MECAs £ Prasertion tmsnuicas wabste to get stated now

| & - Conifcation | would you like to be d prevantion -
Ploase Mote
You may click on a
priewcaasly wiited page
#bove) b namsgate Back fof
that serewn

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 waste sctiities happaning al your facilty:

W you do not genarate any Ay reguiated hazmdous waste, sslect od 54 of hagandous. > valup of Winimal Quastity Ganaratos *

For mone infommation on waste acthities, click the Haip kink i the upper right comer of this screm

“Estimated size of hazardous waste genorator: —_—

Other hazardous waste octivities:{Check all that apply)

Ploase Note
‘Yo may chick on 3
previously wsited page
{above] 1o nanigate back to
that screen

Tramsgotte with a ten-day transfer faciity

Trarspoties without a transher faciity

Treatment, stoeage, or diapasal facilty
Harandous waste recycing
Electronic, universal, and other collection site activities:{Check all that apply)
Electromc waste collection
Electrenic waste recycling
Unversal waste lamp accumulaton
Uneversal wasta laige quantity handies
VSOG callaction program
Household hazardous waste cobection
Used oil activities{Chock all that apply. If you anly genarate sed ail, of burm only yous cwn o, leave this blank)
Used ol transportes
Usad oil maroter
Used ol processor

Ut il burner

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, leave the pulldown box blank.

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

CERTIFICATION

Ta begn to certify you notication, click the bist award-shaped fmk in the “Sign Electronically” columm ta the ight. You must be the hazardous waste contact of the appiicant in ordar to centfy a notication

Afer your notificatron has been certiied and submitted, chok the Contmue button 1o retum to the My Werkspace page

Bgn
Requaed N Sgnaters Type Sagnatare Staen. Mot

& - Cenifcation =

Ploase Hote
Vou may cick ona

C22. Click the blue ® icon in the Sign Electronically column.
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The middle portion of your screen should then look like this:

To evety our rtibeation, resd the cotibeation language below, secswer sy sacunly quustions, artar : acesunt peofile and chck Carlily. To caiy your nobheaticn, you mush b tha hazandous wastn contact o the appliesnt
Electronic Signature of the Signatory

[ Service 10 Seemical Type Creation ute view |

I iazascinss Vst - Nobfeaton of Argabded Visws Actity - Hlus |

1 cartiy undur panaty of Liw st | han parscnally sxarsined and am i with the infoematicn subestled in (s and all stached docurmants, sed that based o my qiry of thass indeadasls st for g e mfmation, | bubies that (s seetlod imformation o tus,

wccursbe, and compiate | am s thal theew e sigeebeant paralties e " fosimation, paktibibly of fre and

Yo may elick on 8

e0usly WsEed page N
{above) 10 nawgate tack vy Mame of Signing Party:

that scrven

Uses ID of Signing Party:

Challenge/Response Question

Price 10 S1gring your submisscn. you must answer the folowing Guestion ooy

? e ] Scbmit | Cancol |
Electrenic Signature PIN
“Electranic Signature FIN; Y —
* Rnquined [EEEErey) (e (e
Centification of your PIN conalitutes an electronic sgnature of this submittal dance with the i statement.

C23. Type your previously chosen answer in the box next to the Challenge/Response Question.
C24. Click the HiJglli 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 NAESICLITE]Y button. The middle portion of your screen should then look like this:

CERTIFICATION

To begin to certily your notification, click the blue award-shaped link in the "Sign Electronically™ columm to the right. You must be the hazardous wasle cantact or 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

pportuni Required. Mame Signature Type Signature Status Electronically
5 - Regulated Waste ) Signatory Signed on

6 -

Please Note

You may click on a
eviously visited page
{above) to 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

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

Hazardous Waste
Notification of Requlated Waste Actiity

Configure Services
| weeatttr &

Note: You may add facilties by clicking the "Add Senices/Facilities” 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 2

Note: To sdit 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.

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

HAZARDOUS WASTE IDENTIFICATION NUMBER

Enter your hazardous waste identSication rumber (HWID). Your HWID i also known a3 your EPA ID number. It is specic 10 your sie

2 - Hazardous Waste
Mentibcation Free maone information en HWIDS, chek the Help lnk in the uppes nght comer of this scieen

HNumbed

“Hozardows Waste Idestification Humbes (HWIDE:

§ - Rogulated Waste da

Planss Noto
You may chck ca 3
privicussly wsitod page
(above) ta navigate back 1ol
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 - Senice Type

Selection If you are applying for 2 new HWID, enter the locatian information for your facility and click Continue.
2 - Hazardous Waste
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
Ep— To enter the latitude and longitude for a location, either typs 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 verfy typed coordinates by clicking
- Location
4 - Contacts
. To select a NAICS code, click an entry in the bax. 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 checking the US. Census Bureaus NAICS website hiips. nsus gov'eos
Opportunities *Facility Name: Tribal Lands: -
6 - Regulated Waste “Address Line 1: I
At Address Line 2 I
7 - Cerification Address Line 3: |
Please Note “State:
You may click on a “County:
presiously visited page “City:
(above) to navigate back tol iy
that screen P Code:
*Coordinate System: =
*Latitude:
“Longitude:
*Collection Method: -
“Reference Point: -
"NAICS: Select NAICS Code
* Required Cnnhnne

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:

USPS ADDRESS VALIDATION

(Current Location Address:

| sack | Continus |

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.

D7. If the 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.
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The middle portion of your screen should then look like this:

CONTACTS

Thiea conact types are required by this serace. Please enter of updati the information for all three types by clicking through the tabs at the lop of the screes o the “e<PreviousHet>>" buttons at the botiom of the screen
The Owner 15 8 businass Rled with the Minnesota Ofice of the Secretary of State or an indeidual The tequired Sields for the Owner contact type are diferent than the other two contact types. ¥ the Ownef is an indrdual. type that person?s full name in the 7Oiganizaton? field

The Hazardous Waste Contact s the person the MPCA wil comact for information aboul hazardous waste sctaiies o the sile

The Faw and Billng Contact 1 the patson who will recenve fee inoices., if apphicable.

Floase Hote [\ﬁ PR @2 Hazarous Waste Contact 9':.3 Fee and Biling Contact
You may click on a

privioushy visibed page
ey o ]

that screen
Note: Seleching an opton beiow wil malace all information for his contact Save to My Favorite Contacts
Insert Fram Exstng Contacyls) =

First Name: “Address Ling 1

Middlo Namue: Addoess Line 2

Last Name: Address Line 3:

Titda: - *Snte/Country: Minasota b
E-Mail Address: “County: -
Confirm E.Malk: “Ciy: -
“rganization: “Foseign State:

“Drgamteation Type: < “ZIPIPosial Code:

* Rngiod

Neite: Fisase aafer contact sformaion on ALL mquinkd tabs before chckong Continum

|_<<Proviom | Ness J Save ] Contnan |

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 ta change your address to that farmat, If no altemative is provided, our System did not recognize the address you entered as valid. Please
2 - Location consider revising the address. If you believe your address is valid and formatted correctly, click Continue without selecting an ahtemative
3 - Contacts
4 - Prevention Current Owner Address:
Opportunities

5 - Regulated Waste
Activities

§ - Contification [seteet Possible USPS Address Match |
Please Note ‘ N ‘
You may click on a
previously visited page
(above) to navigate back to| Current Hazardous Waste Contact
that screen Address:

= [y |

Current Fee and Billing Contact Address:

[serect Possible USPS Address Match ]

[_Back ] Continue |

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 ({12 button. If the address is incorrect, click the w 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 OPFORTUNITIES

The MPCA encourages and alties 1o reduce Lheir regulatony and s monay (heoagh prevention actiaties that reduce waste, smissicns, wates, and energy use

Hava you implemented amy provention acsivities in the past yoar?: -

Check sut MECAS £ 1 Pravertion minuices websbs 1o get stamed now

& - Cenication Woekd you ke o be dincuss provention
Ploase Mote
You may click on a
prewously wided page
#bove) b namsgate Back fof
that serewn

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 waste sctiities happaning al your facilty:

Wyou do not ganerate any idly regulated hazadous wasto. sslect wd 52w of hazandous g vakut of Meumal Quastty Ganarates *
o s Foor mone information on waste actihilies, click the Halp knk in the upper right comar of this screm
Raguiated Waste
Actiies

§ - Comheanon
Ploase Note
You may céckon 3
previously wsited page

{above] 1o nanigate back to

that scroen

“Estimated size of hazardous waste genorator: —_—

Other hazardous waste acthities{Check all that apply)
Tramsportes with 3 ten-day transfer faciity

Trarspoties without a transher faciity

Treatment, stoage, or dapasal facilty
Harandous waste recycing
Electronic, universal, and other collection site activities:{Check all that apply)
Electromc waste collection
Electrenic waste recycling
Unversal waste lamp accumulaton
Uneversal wasta laige quantity handies
VSOG callaction program
Household hazardous waste cobection
Used oil activities{Chock all that apply. If you anly genarate sed ail, of burm only yous cwn o, leave this blank)
Used ol transportes
Usad oil maroter
Used ol processor

Ut il burner

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,
leave the pulldown box blank.

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:

CERTIFICATION

Ta begn to certify you notication, click the bist award-shaped fmk in the “Sign Electronically” columm ta the ight. You must be the hazardous waste contact of the appiicant in ordar to centfy a notication

Afer your notificatron has been certiied and submitted, chok the Contmue button 1o retum to the My Werkspace page

: sign
Requaed N Sgnaters Type Sagnatare Staen. Mot
- @ [ Nt Sned [ ]
5 - —
Ploase ot
Vou may cick ona

previcusly visited page
(above) to ninigate back
that screen

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:

To evety our rtibeation, resd the cotibeation language below, secswer sy sacunly quustions, artar : acesunt peofile and chck Carlily. To caiy your nobheaticn, you mush b tha hazandous wastn contact o the appliesnt
Electronic Signature of the Signatory

[ Service 10 Seemical Type Creation ute view |

I iazascinss Vst - Nobfeaton of Argabded Visws Actity - Hlus |

1 cartiy undur panaty of Liw st | han parscnally sxarsined and am i with the infoematicn subestled in (s and all stached docurmants, sed that based o my qiry of thass indeadasls st for g e mfmation, | bubies that (s seetlod imformation o tus,

wccursbe, and compiate | am s thal theew e sigeebeant paralties e " fosimation, paktibibly of fre and

Yo may elick on 8

e0usly WsEed page N
{above) 10 nawgate tack vy Mame of Signing Party:

that scrven

Uses ID of Signing Party:

Challenge/Response Question

Price 10 S1gring your submisscn. you must answer the folowing Guestion ooy

? e ] Scbmit | Cancol |
Electrenic Signature PIN
“Electranic Signature FIN; Y —
* Rnquined [EEEErey) (e (e
Centification of your PIN conalitutes an electronic sgnature of this submittal dance with the i statement.

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

D20. Click the m 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 SEGRAEEIGNITEN button. The middle portion of your screen should then look like this:

CERTIFICATION

To begin to certily your notification, click the blue award-shaped link in the "Sign Electronically™ columm to the right. You must be the hazardous wasle cantact or 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 Name signature Type Signature Status ...
5 - Regulated Waste @ Sinatery Sined on

6 -

Ploasa Not: Continue
You may click on 3 [ coniinue }
eviously wisited page
(above) 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 selecting facilities using the yser profile. Some senices are accessible without selecting facilities as shown below.

Hazardous Waste
Notification of Requlated Waste Actiity

Configure Services
| weeatttr &
Note: You may add faciliies by clicking the "Add Senices/Facilities” 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 2

Note: To sdit 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.

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

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

HAZARDOUS WASTE IDENTIFICATION NUMBER

Entar your harardous waste identcation nuenber (HWID) Your HWID is also known as your EPA ID number. It i specific to your site.

2 - Hazadous Waste
Fe more VD3, chck the Halp nk in the upper nght comer of this screen.

Humbes
3 - Ceniication
[
You may cheken 3 “Hazardous Wasse Identification Number (HWID]:
privouly waited page
{mbowe] to nmigata back 1o
that screen

* Requied

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:

ot Typa

To begin ta certity your nofification, click the b award-shaped fink in the *Sign Electronically” columm to the right. You must be the hazarous waste contact or the appicant in crder fo certily a notifcation

After your notification has been ceribad and submitted, click the Continua Button 10 retum to the My Workspace page

Sgn
Hequinsd Fame signature Typs Signatura St Dactronkaty
You may cick on & @ Sgraneey [P
pravioushy vished page
{above) to nnigate back fof
hat screen

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

ELECTRONIC SIGNATURE - SINGLE APPLICATION - SIGNATORY

1 - Senice Type

Selection o cetity your notfication, read the certfcation language below, answer any Securty questions, enter the certifcation PIN associated wih your account profle and click Cetily. To certify your notifcation, you must be the hazardous waste contact o the applicant
2 - Hazardous Waste
Identification
Mo
3 - Centification
Please Hote [ serviee D SRV Creation bate o]
Younay ckona | | Hozarsous Wosts - Nosteaton of Regulted Waste Actiy - mactivton < |

previously visited page
(above) to navgate back tol
that screen I certify under penalty of law that | have personally examined and am familiar with the information submitied in this and all attached documents, and that based on my inguiry of those indhiduals immediately responsible for obtaining the information, | believe that the submitted information s true,
accurate, and complete. | am aware that there are significant penalties for submitting false information, including the possibility of fine and imprisonment

Name of Signing Party:

User ID of Signing Party:

Challenge/Response Question

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

: PE—
Electronic Signature PIN

“Electronic Signature PIN: (Case-Sensitive)

* Required (S50 2l sirsiiizaliy | Furgwmizil N Canzal |

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

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 certiy a notification

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

3 - Centification Required Hame. Signature Type Signature Status. Flectronicaty
Please Note

You may click on a @
previously visited page

(above) to navigate back tof

that screen.

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

— ‘Workspace | Messages unr Profile | Electronic Signature | Documents and Forms

Version: 1.4
Currently logged in: Help | Logout

MY WORKSPACE

Mote: Access to this electronic senice selection and submittal area is granted by selecting facilities using the use: profils Some senvces are accessible without selacting facilities as shown below.
Hazardous Waste

I -
Note: You may add facilities by clicking the “Add Senices/Facilities™ 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

My Services - In Progress 2

Note: To edit or 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 2

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) .....ccccvvvevcveercrrennnee. 1-800-657-3864 TOIfree coveeeeeeeeeee e 1-800-657-3938
All OffiCeS covvieieeeee e 651-296-6300 MELIO cevviiieee e 651-282-6143
Notification questions . hw-licensing.pca@state.mn.us Website ..... https://www.pca.state.mn.us/sbeap/
Website........cceeverveennne. https://www.pca.state.mn.us/  minnesota Technical Assistance Program

Toll free e 1-800-247-0015
Metro ... 612-624-1300
Website .......cc....... http://www.mntap.umn.edu
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