Torrance Fire Department

CERS Business User Registration Quick Guide
Self-Add Version

CERS (California Environmental Reporting System) is administered by the California Environmental Protection Agency (Cal EPA).  Torrance Fire Department is an authorized agency utilizing CERS to facilitate the electronic disclosure of hazardous materials inventory data via the internet.  

This user guide was created by the Torrance Fire Department to provide a quick guide for businesses to create their account and get started adding a facility on the system.

This version of the guide gives directions for a business to add their own CERS facility. Businesses can also request Torrance to add a CERS facility for them.  If you do not wish to self-add your facility or you believe your business already has a facility in CERS, contact Torrance and let us know.


Please follow directions exactly as given below.  
· In a web browser, go to https://cers.calepa.ca.gov/CERS/SignIn.aspx
· Click on Business Registration button on the right side of the page.

· Follow the instructions on the CERS-Key: Create Account web page.  Enter your name and email address, password and security information.  Make sure the email address is one which you can access to retrieve messages.

· After submitting the information, you will receive an email from the CERS-Key Account Manager. Click on the verification link in that email message to activate your CERS-Key Account.  It should display a web page that says “CERS-Key: Account Status – Account Activation Completed”

· On the left side of the web page, click on the Manage Account link

· Enter your email address and password to log in.

· At the bottom of the Account Detail page, there is a section entitled My Applications.

· Click on the URL (link) for the CERS application, https://cers.calepa.ca.gov/CERS/
· You can also enter that link in the address bar of your web browser, or create a shortcut to it, to enter CERS at any time.

· After logging into CERS, the Business Home page will display.

· Click on the Add Facility link on the left side.  You should see the following screen:
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· Enter the Address, City and Zip Code for your facility.  Use common abbreviations for the street type, such as Blvd, Ave, St.  
· Click the Submit button.

· Enter the Facility/Business Name.  

· Click on the Add New Facility button.

· You should see a screen for “Add Facility: Confirmation (Step 3)”, listing the facility name and address.

· Click on the Start Submittal button.

· Click on Business tab

· Click on Facility Details link on top left

· Click the Edit button near the top left of the page to begin editing information.

· Complete information under all sections: Identification, Primary Emergency Contact, Secondary Emergency Contact, Business Mailing Address, Owner, Billing Contact, and Environmental Contact

· Complete the Certification section at the bottom of the page

· Click the Save button at bottom or top of form to save your changes.

· Click the Business Activities link
· If your facility generates Hazardous Waste, enter your EPA ID# at the top of the form.

· Answer all Yes/No questions, and click the Save button to save your form.

· Click on the Annual HMBP Certification link

· Complete all fields and click Save button

· If your facility has underground tanks, click on the UST tab and complete all sections to provide UST information.

· Click on the Chemical Inventory tab

· If you are operating a small business, and you would like to pre-load a typical chemical inventory for your type of business, click the Small Business Wizard link.  Otherwise click the Add/Edit Chemicals Manually link, and add your chemicals one at a time.
If you have the capability to upload chemicals from your system using common data interchange file formats, click the Upload your Chemical Inventory link.
· Click on the Documents tab

· Click on the Upload Document button to upload each document you need to attach to your submittal for this facility.  
Examples of documents: Business Plan, Site Map, UST Response Plan, UST Designated Owner/Operator, other UST forms.

· When you have finished completing all information listed above, click on the Submittals tab

· Click on the Submit Information button to start your submittal

· Make sure you have provided all the information listed and click the Submit button.

· Your submittal will be routed to Torrance for review. 
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