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

Volunteer water monitoring online service —
instruction guide for current volunteers

Welcome to the Minnesota Pollution Control Agency (MPCA) Volunteer Water Monitoring Program (VWMP)
Online Service. You can use the VWMP Online Service to submit your water monitoring results to the MPCA
throughout the monitoring season or at the end of the season. You can also use the VWMP Online Service to
update your contact information or select a new/additional waterbody to monitor.

Here is a link to our MPCA eServices portal - https://rsp.pca.state.mn.us/TEMPO_ RSP/Orchestrate.do.

The VWMP Online Service can be accessed from your desktop computer, smart phone, or tablet. The following
internet browsers are recommended for the best functionality: Chrome, Firefox, or Edge.
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1. How to add your facility

After your enrollment request has been approved, MPCA staff provide your Facility ID, and instructions for
adding it in the online system. You may have chosen to complete the “add facility” step immediately after
receiving the email with this information. If you didn’t, you'll need to add your facility now. You won’t be able to
access the data entry pages until you complete this step. Follow these instructions to add your Facility ID to your
account. Note: your Facility ID and Volunteer ID are the same number.

Log in

1. If you are not already at the Login page, go to https://rsp.pca.state.mn.us in your web browser.

2. Inthe User ID box, type your user ID.
3. Inthe Password box, type your password.
4

Click Login.

On the My Workspace page
1. Under the My Facilities section, click the Add Facilities button.

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.

Volunteer Water Monitoring
Volunteer Water Monitaring

»

Note: You may add facilities by dlicking 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.

On the Facility Search screen
1. In the Facility ID field, type your Facility ID/Volunteer ID.
a. Your Facility ID/Volunteer ID is the numeric ID that the MPCA staff provided to you.
2. Click Search.
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Usge this search tocl to find the facilities you want to ink with your user account. Some onling Senices require you to hinar a facility associated with your
account. Enter or select information about the facility you are looking for and click Search. if you are creating an account and don’t know if you need an
associated facility, click Complete Setup. You can add a facility later if you need it

Recommended ways 1o seafch inchude:

= Altemate/MHistonc Name/D: Enter your permit numéer oo sita 1D in this fisld. This field accepts alpha and numeric values. To refine your search, select an option
frem the Facility User Group kst m combination with entenng the permit numbser or site ID. For example - enter your B-digit air permit number and select “Aar
Farmit Numbes™ as the Faclity User Group

= Facility Namea: Enter your facility name in this fistd. You can enter partial values followed by an asterish(*) to search for all records that begin with that value.
For example, entering “Car™ in the Facilty Name field would return all facilies whose names begin with "Car.” such as "Carpet Cleaning™

= Facility 1D; Erter your Agency Inerest (A1) 1D here. This Sield accepts numenc values anly. MPCA staff can help you retrieve this 1D number if ywou do not know
it.

You must enter seanch tedms in at laast one field before clicking the Search button

Facility 10 Addrass:
Facility Hame: County: -
Alernate/Historic Municipality: -
NameallD:

IIP:
Facility Type: -
Facility Usar Group: -

On the Facility Search Results screen

1. Verify that the search result matches your name (under Facility) and your volunteer ID (under
Facility ID).
2. Check the box under Selected, and then click Continue.

FACILITY SEARCH RESULTS

Selected Eacility Facility 1D Physical Address View|
[ ‘Your Mame 000000

Clear/Check All Add More Facilities

On the Select Access Type screen

1. Click the dropdown arrow under Change Access Type to.
2. Click on Volunteer Water Monitor to select it from the dropdown list.
3. Click Continue.

SELECTACCESS TYPE

Please select an Access Type for each facility added.

Facility Name Facility 1D Current Access Type Select Access Type Cancel Access Request
“our Name 100000 o Access | Valunteer Water Monitor v | (%]
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On the Access Change Confirmation screen

1. Note that your Volunteer Water Monitor access is Granted.
2. Click Continue.

ACCESS CHANGE CONFIRMATION

View/Print Language

Access Change - Online Approval

Your access request is Granted.

Facility Name: Your Name

Facility 1D: 000000

Access Type Requested: Volunteer Water Monitor

Continue

3. You are returned to the My Workspace home page. Note that your Name and Volunteer ID now

display under My Facilities. You can now enter water monitoring data that you collect in the field
through your eServices account, and update your contact information or request a new waterbody at
any time.

I

Note: You may add faciliies by clicking the "Add Services/Facililes” button below

Fatility Name Facility ID Pragram Access Type Access Status m' ;:“ru View  Remove
Your Hame 000000 A Violunbeer Vater Monitor Granked g \.} a
Chiokeing a column tithke will sort the table by that columin.
Add Facilities

2. How to submit your monitoring results

F
Y

ollow these steps to submit your monitoring results to the MPCA. You can use this online service to submit
our results throughout the monitoring season, or you can submit all your results the end of the season. The

service allows you to submit monitoring results for one waterbody at a time.

Login

To login:

5. If you are not already at the Login page, go to https://rsp.pca.state.mn.us in your web browser.

6. Inthe User ID box, type your user ID. As a reminder, your user ID is your VLMP or VSMP Volunteer ID. VLMP
volunteers should enter ‘CLMP-<your number>" and VSMP volunteers should enter ‘CSMP-<your number>’.
Example, CLMP-8071 or CSMP-3468.

7. Inthe Password box, type your password.

8. Click Login.

On the My Workspace page

1.

Under the “Service Selection” heading, click the Volunteer Water Monitoring hyperlink to open the online
service.
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MY WORK SPACE : : ’

Service Selection

bl

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.

Volunteer Water Monitoring
Volunteer Water Monitoring

Configure Services

On the Path Selection screen

1.
2.

Select the radio button next to Submit Monitoring Results.

Click Continue.

PATH SELECTION

Please select the action you wish to take. You may either submit monitoring results for a previously approved waterbody or update your contact information and/or request
another availbale waterbody for monitoring.

@ Submit Monitoring Results

©) Update Contact Information or Request Another Waterbody

On the Monitoring Results screen

1.

Click the Waterbody dropdown arrow to select the Lake or Stream you want to submit results for.

For lakes

Note: Fields marked with an asterisk (*) are required fields.

L K N o Uk~ W NP

[
= O

12.

Enter the Year the monitoring was conducted.

Optional: Enter the Lake Depth at Site (ft.). Please enter Lake Depth at Site in whole numbers and round up.
Optional: Enter the Ice-off and Ice-on dates.

Enter the monitoring Date.

Enter the Time using the format (HH:MM AM/PM).

Optional: Enter the Secchi Depth (to the nearest % foot).

For On Bottom?, enter “B” if your Secchi disk reached the bottom of the lake.

Enter the Physical Condition using the drop-down list.

Enter the Recreational Suitability using the drop-down list.

. Enter the Water Color using the drop-down list.

. Optional: Enter any Comments you want to include that may affect your Secchi reading such as recent rain

events, windy conditions or algae bloom.

To add additional monitoring records, use the Add Row button. Repeat Steps 4 through 11 to add additional
monitoring records as needed.

a. Toremove a row that you added, click the Remove “X” icon.
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1

3. If you entered several rows of data for one monitoring location and then try to select another monitoring
location in the same screen, you will receive a warning that is shown at the top of the screen. Click Cancel or
all the data you entered will be deleted.

T R Skip Navigation
) _S e rV I Ce for businesses, government e you sure to delete the previously entered data. MINNESOTA POLLUTION G}
- and partners En - l I ' CONTROL AGENCY

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

Fersion: 14
“urrently logged in: Help | Logout

MONITORING RESULTS

1 - Path Selection
Please select the waterbody and year for which you wish ta enter monitoring results. Observations may then be entered into the table below.
2 - Monitoring Results
3 - Confirmation For additional guidance on entering lake and stream monitoring data, please click on the Help link in the upper right hand comer of this page.
Please Note
“You may click on a “Monitoring Location: ‘ 21-0106-01-203 - Latoka (North Bay’ v‘
previously visited page
(above) to navigate back 10| =year: /72020
that screen

Lake Depth at Site {ft): |15
lce-off 03/31/2020
(MM/DD/YYYY):
Ice-on
(MM/DDIYYYY):
i Time (HH:MM AMIPM) | .s"f"hl"}""" On Bottom? Physical Condition | Recreational Suitability Water Color Comments Remove
[o701 ||| o800 AM ||[10 [ (1 = Crystal clear w v | |2 = Very minor aes v | || Green water cause v | | |this data is not real
|o7/02 ||| 08:00 AM \||11 | 1= Crystal diear w v ||| 2 = Very minor aes v ||| Green water cause v || this data is not real |

14. Click Save to save your entries. See Step 3 under To view your data submission if you monitor multiple

1
1
F

locations.
5. Once you are ready to submit the data, click Submit.
6. Skip ahead to the “On the Confirmation screen” section.

or streams

Note: Fields marked with an asterisk (*) are required fields.

1
2
3
4.
5
6

1
1

Enter the Year the monitoring was conducted.

Enter the monitoring Date.

Enter the Time using the format HH:MM AM/PM.

Enter the Appearance using the drop-down list.

Enter the Recreational Suitability using the drop-down list.

Optional: Enter the Secchi Tube Depth (cm). Enter '100' if you could see the Secchi disk at the bottom of the
tube and recorded >100’ (greater than) on your datasheet. The > (greater than) will be added
automatically when you enter ‘100’.

For Rainfall Event, select Yes if you monitored in response to a rain event. Otherwise, select No.
Enter the Stream Stage Estimate using the drop-down list.

Optional: Enter the Temp (deg. F).

0. Optional: Select Yes to Photo Taken? If you took a photo.

1. Optional: Enter any Comments you want to include. Use the “Comments” space to record anything unusual
observed during a sampling visit; note things like recent severe weather, construction activities occurring
upstream, changes in adjacent land use, or a dramatic change in the appearance of stream water.

Page 6 of 14 October 2022 | wg-s1-85a



12. To add additional monitoring records for the same monitoring location, use the Add Row button. Repeat
Steps 2 through 11 to add additional monitoring records as needed.

a. Toremove a row that you added, click the Remove “X” icon.

13. If you entered several rows of data for one monitoring location and then try to select another monitoring

location in the same screen, you will receive a warning — that is shown at the top of the screen. Click Cancel
or all the data you entered will be deleted.

rsp-test.pca.state.mn.us says

Skio Mo wdion
.
Q—SerVI CeS for businesses, government Are you sure to delete the previous'y entered dat. m1 MINNESOTA POLLUTION
(- and partners Caneel CONTROL AGENCY
p
My Workspace [ Messages [ User Profile [ Electronic Signature ' Documents and Forms
Jersion: 1.4
“urrently logged in: Help | Logout
MONITORING RESULTS
1 - Path Selection
- ae S SR Ploasa soloct tho walerbody and year for which you wish to ontor monitoring st Observalions may then bo anored info the tabla bolow
- Monitoring Results
5 For additional guidance on entering lake and stream monitoring data, please click on the Help link in the upper right hand comer of this page
3 - Confirmation
Flease Note
You may click on a *Monitoring Location: | 21-0106-01-203 - Latoka (North Bay v |
previously visited page
(abave) to navigate back 10| *year: 5020
that screen.
Lake Depth at Site (ft): |15
lce-off 03/31/2020
(MM/DDIYYYY):
Ice-on
(MM/DDIYYYY):
% Time HH:MMAMPM) | Socch! D"’“ th On Bottom? Physical Condition Recreational Suitability Water Color Comments Remove
[o7i01 ||[08:00 AM ||[10 [ 1= Crystal clear w | | [2 = Very minor aes + | || Green water cause v | || this data is not real
[07/02 /0800 Am J|[11 |

1= Crystal clear w v ||| 2 = Very minor aes v ||| Green water cause v || this data is not real | &

14. Click Save to save your entries. See Step 3 under To view your data submission if you monitor multiple
locations.

15. Once you are ready to submit the data, click Submit.

On the Confirmation screen

1. After pressing Submit, you will be taken to the Confirmation screen. If you need to make changes to the
data you just entered, click the Return button to return to the Monitoring Results screen and edit the
information. Otherwise, click Submit to send in your monitoring data.

CONFIRMATION

Are you sure you're ready to submit your menitoring data? Click Submit to finish and submit your data. Click Return to go back and review your entries.

Return ]~ Submit

To view your data submission

1. After submitting, you will be redirected to the My Workspace home screen.

2. Scroll to the My Services — Submitted section to view your request. There may be a lag between your
request and the submittal appearing in this section (up to 5 minutes). You can identify it using the Service ID
and Date. Click the View icon or Copy of Record icon to view a copy of what you submitted.
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My Services - Submitted S

== = 12345678 = ==
Last  Last
D Facility Name Description Status Shared CT23d i lified Modified View  History CCoPY of
Date  Tpate By Record
24359 Your Name Volunteer Water Monitaring Received 03/28/2022 0312612022 b
24858 Your Name Velunteer Water Monitoring Received 03/28/2022 03128/2022 e
24857 Your Name Volunteer Water Monitaring Received 03/28/2022 03/28/2022 heat

3. If you want to submit data for another lake or stream that you monitor, then click the Volunteer Water
Monitoring Service hyperlink to bring you back into the service where you can select another water body in
the Monitoring Results screen.

MY WORK SPACE : : )

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.

Volunteer Water Monitoring
Volunteer Water Monitoring

Configure Services

4. Click Logout at the top, right corner of the page once you are finished.

Email receipt

You will receive a confirmation email within 15 minutes. The email includes an attached file called a Copy of
Record. The Copy of Record shows all the details of your data submittal. We recommend you keep a copy of this
email for your records.

Note: You can submit data as many times as you would like during a monitoring season. Once you press Submit,
that data comes in to MPCA and will no longer be viewable on the data entry screen. To view the data you
previously submitted, follow the steps in section “To view your data submission.”

3. How to update your contact information
Follow these steps to update your contact information or request to monitor an additional waterbody.

Login

To log in:
1. Ifyou are not already at the Login page, go to https://rsp-test.pca.state.mn.us in your web browser.

2. Inthe User ID box, type your user ID.
3. Inthe Password box, type your password.
4

Click Login.

On the My Workspace page

1. Click the Volunteer Water Monitoring hyperlink to open the online service.
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MY WORK SPACE : : :

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.

Volunteer Water Monitoring
Volunteer Water Monitoring

Configure Services

On the Path Selection screen

1. Select the radio button next to Update Contact Information or Request Another Waterbody.

2. Click Continue.

PATH SELECTION -

Please select the action you wish to take. You may either submit monitoring results for a previously approved waterbody or update your contact information and/or request another
availbale waterbody for monitoring.

© Submit Monitoring Results

@ Update Contact Information or Request Another Waterbody

On the Contact Information screen

1. Review your contact information and make updates as needed. Fields marked with an asterisk (*) are
required fields. Your last name may be updated on this screen.

2. Click Continue.

Contact Information

Please add or update Contact Information on this screen.

Use the Help in the upper right-hand corner of this page for additional instructions.

*First Name: Laura

Middle Initial:

“Last Name: Lake

*Address Line 1: 520 Lafayette Rd N

Address Line 2:

Address Line 3:

County: Ramsey M
*State: Minnesota M
*City: Saint Paul M
*Zip/Postal Code: 55155

Both a phone number and email address are required.

*Type *Contact Number Remove|
Email Address = ingrid.verhagen@state.mn.us
Office Phone Mumber ~ 6512966300

sove | ok ] contimue |

* Required
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On the USPS Address Validation screen

This screen displays potential address matches based on the USPS (U.S. Postal Service) standard formatting. If
the address you entered matched USPS standard formatting, you will not be taken through this screen.

1. Review the Possible USPS Address Match(es) that display(s).

2. To update your address to one of the potential matches, click the Select check box next to the updated
address you wish to use. If the address you entered is correct and you do not wish to change it, skip to
Step 3.

3. Click Continue.

USPS ADDRESS VALIDATION

Current Location Address: 520 Lafayette Road M
Saint Paul MN 55155

Select Possible USPS Address Match

520 Lafayette Rd N
Saint Paul MN 55155-4102

On the Select Waterbody screen

1. Skip this screen. Click Continue.

On the Confirmation screen

1. If you need to make changes, click the Return button to return to the appropriate screen and edit the
information. Otherwise, click Submit.

CONFIRMATION

Thank you for your willingnass to monitor additional water bodies and/or for updating your contact information. Your assistance is appreciated, and providing
your current contact information allows us to keep you informed on updates and news about the program. Click Submit to finish and submit your request.
Click Return to go back and review your entries.

To review your submission

1. After submitting, you will be automatically redirected to the My Workspace screen.

2. Scroll to the My Services — Submitted section to view your request. You can identify it using the Service ID
and Date. Click the View icon or Copy of Record icon to view a copy of what you submitted.

3. Click Logout at the top, right corner of the page once you are finished.

Email receipt

You will receive a confirmation email receipt shortly after submitting your request. The email includes
a summary of next steps and includes an attached file called a Copy of Record. The Copy of Record
shows all the details of your submittal. We recommend you keep a copy of this email for your records.
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4. How to request an additional waterbody

Follow these steps to request to monitor an additional waterbody.

Login
Tologin:

1.

2
3.
4

If you are not already at the Login page, go to https://rsp.pca.state.mn.us in your web browser.
In the User ID box, type your user ID.

In the Password box, type your password.

Click Login.

On the My Workspace page

1.

Click the Volunteer Water Monitoring hyperlink to open the online service.

MY WORK SPACE ' ' )
;

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.

Volunteer Water Monitoring
Volunteer Water Monitoring

Configure Services

On the Path Selection screen

1.
2.

Select the radio button next to Update Contact Information or Request Another Waterbody.
Click Continue.

PATH SELECTION e

Please select the action you wish to take. You may either submit monitoring results for a previously approved waterbody or update your contact information and/or request another
availbale waterbody for monitoring.

©) Submit Monitoring Results

@ Update Contact Information or Request Another Waterbody

On the Contact Information screen

1.

Skip this screen. Click Continue.

On the USPS Address Validation screen

Note: This screen will not display if your address already matches USPS formatting. Skip to section “On the
Select Waterbody Screen:

1.
2.

Review the Possible USPS Address Match(es) that display(s).

To update your address to one of the potential matches, click the Select check box next to the updated
address you wish to use. If the address you entered is correct and you do not wish to change it, skip to
Step 3.

Click Continue.
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On the Select Waterbody screen

1.

Click the Map button. A separate map window will open.
,: o - A Volunteer Water Monitoring Program \.
| e BEnerd :
- ake - needs monitoring |
P T | REeEh A.A A il z :|'
o A ; Uppehatlyh:  VWatershed Boundary
ﬂ tnl f Barrows a @ i D 5
) Mips
i gty Counties
g .
“ Monitored stream site i
St Mathias @ " Fid " = | ﬂ
| v Shephard Cpunty R ’
A A g
Stream site - needs monitoring
45
Wil A -
TR
&
e
T sulfivan

Use the map to locate and select the waterbody you are interested in monitoring.

a.
b.

Page 12

The

Click and hold your cursor to drag across the map.
A search tool located in the top left of the map allows you to search for a lake, stream or address.

Use the +/- buttons to zoom in or out, or double click the area of interest to zoom in.

The “Find my location” icon

El €3
aa8

navigation, e
Click the wat

of 14

The Home icon returns you to the statewide view.

¢y marks your location.
icon allows you to choose different base map views —imagery, imagery hybrid, streets,

tc. The default is topographic.
erbody you would like to monitor. This will fill in information on the main screen.
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5.
6.

@ (LISALAREL)
SELECT WATERBODY

Click the Map button to find and select the lake or stream you want to monitor. After you open the map, clig
in the fields below, click Continue.

(For current volunteers only: If you're already approved to monitor a site and do not wish to request an ado

*Waterbody Selection Map: m

Selected Waterbody

Type: Lake

ID: [11-0203-00 |
Description: [Leech |
Do you need a Secchi disk? | v |

Close the Map window by clicking the X in the top right corner. Return to the Select Waterbody screen.

Confirm that the Map automatically filled out the Selected Waterbody fields on the screen with the lake or
stream you intend to monitor.

If you selected a Lake, answer whether you need a Secchi disk.

Click Continue.

On the Confirmation screen

1.

If you need to make changes, click the Return button to return to the appropriate screen and edit the
information. Otherwise, click Submit.

CONFIRMATION

Thank you for your willingness to monitor additional water bodies and/or for updating your contact information. Your assistance is appreciated, and providing
your current contact information allows us to keep you informed on updates and news about the program. Click Submit to finish and submit your request.
Click Return to go back and review your entries.

To review your submission

1.
2.

After submitting, you will be automatically redirected to the My Workspace screen.

Scroll to the My Services — Submitted section to view your request. You can identify it using the Service ID
and Date. Click the View icon or Copy of Record icon to view a copy of what you submitted.

Click Logout at the top, right corner of the page once you are finished.
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My Services - Submitted S

<< < 12345678 > Ed
Last  Last
D Facility Name Description Status Shared CT®3d 4o lified Modified View  History COoRYof
e By e
24859 Your Name Volunteer Water Monitoring Received 03/28/2022 03/28/2022 b
24358 Your Name Volunteer Water Monitoring Received 03/28/2022 03/28/2022 )
24857 Your Name Velunteer Water Monitoring Received 0312812022 03(28/2022 hra

Email receipt

You will receive a confirmation email receipt shortly after submitting your request. The email includes a
summary of next steps and includes an attached file called a Copy of Record. The Copy of Record shows all the
details of your submittal. We recommend you keep a copy of this email for your records.
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