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1 Introduction

1.1 Electronic Drinking Water Reporting

TheOhio ElectronicDrinking Water reporting systemegDWR) is a webbased information system that
allows the regulated community to electronically submit reports t@the Environmental Proteoin
Agency (OEPA)

The eDWRsystem provides an alternative to submitting hamitten or papeiased reports that is faster,
more efficient, and requires less processindais and theOEPA As a fully operational electronic
reporting system, all of theecessary legal, security, and electronic signature functionalities have been
included to serve as a completely paperless reporting system.

Currently, the eDWRystemsupports the following drinking water reports:
e Chemical Sample Submission Report (SSR)
e Coliform Sample SubmissidrReport(SSR)
e Water Plant Distribution Monthly Operating Report (MOR)
e Surface Water Treatment Rule MOR

1.2 eDWR System Overview

TheeDWRsystem providedata reporterwith the following capabilities:

e Ability to submit original or revised SSR/MOR reports. eDWRallows laboratories to either
fill out the reports online, upload report submissions, or mpaste reports from a
| aboratorydéds | ocal spreadsheet progr am.

e Ability to view validation messages onlineAll submissions caie validated to verify that they
meet minimum validation criteria. Meaningful validation messages help pinpoint reporting errors
so they can be corrected and resubmitted.

e Ability to save partially completed reports. If a user does not finish filling outraport in one
session, he or she can save the report and resume filling it out at a later time. The OEPA will not
review partially completed reports. The user must submit the report in order for the data to be
processed by the OEPA.

e Ability to view and print previously submitted reports. All submissions made through the
eDWRreporting system are saved for later retrieval.

e Ability to monitor the status of all submissions.Users can log in to see the current processing
status of all submissions (Pending, ¢&ssed, and Rejected). Users also receive an email
notification of the submission status. In addition, program specific processing statuses can be
tracked.

e Ability for water system representativeso view laboratory analytical reports. eDWR
allows water sgtems to view laboratory analytical reports that have been submitted on their
behalf. In addition, the processing status of each sample / result can be viewed.

In essence, theDWR system serves as an electronic filing cabinet, allowlatg reporterso manage
their own reporting t@EPAand monitor the status of past report submissions.

In order to provide sufficient security for all submitted information, access to the system is restricted in
the following ways:

¢ Any person that wants to have acceshéeDWR system must have an authorizedio EPA
eBusines<enteraccount.
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¢ Each person must be associated with either a laboratory or water system
¢ The users account will need to be linked to a particular laboratamater systemthe wser will
be grantd eitherPreparer or Certifier privileges to the laboratory or water system.

e Ohio EPA Division of Drinking and Ground Waters will ONLY associate responsible officials to

their systems.
e Responsible officials will delegate any additional users the asswctattheir systems.

1.3 Reasons for and Benefits of Electronic Reporting with eDWR
Electronic reporting provides the following benefits:

e Gives theusergreater control over the quality of data flow.

Reduces reporting costs by offering a streamlined reypntiethod using readily available
computer tools.

Offers online availability of reports and their processing status.

Improves reported data integrity and security.

Adds to the overall effectiveness of @&PA program areas with faster response for data
analyses, compliance assessment, and degisadmng.

¢ Allows for behindthe-scenes evaluations (informal data audits) of laboratory data submissions
with respecto laboratores approved for certificatioeffective certification dates to analyze for

specified parameters, using specified methods and techniques.

1.4 Contact Information
The Ohio EPAeDWR Coordinator can be reached at:

eDWR
eDWR Coordinator
Ohio EPA- DDAGW
brian.tarver @epa.stateoh.us
Phone: 614) 7281740

1.5 Minimum System Requirements

Laboratories and Water Systemsist be able to acce@EPAS sDWRwebsite through the Internand
have an active-mail account to receive system messaggpicdly, such access is available either

through a dedicated connection (i.e.: local area network) or a modem connection to an Internet Service

Provider.

To ensure that all of the features of thgiflon6 sDWR system are available Laboratorymustuse
Microsoft Internet Explorer web browser (version 6.@ighel). The performance of theDWR system

A

will vary based on the computerds internet
memory

In summary, to use theDWR gystem, a participamwill need:
¢ A Computer/Laptoith Internet Access
¢ An email account

¢ Microsoft Internet Explorer, version 6.0 or greater

Saves th®©EPAcosts by reducing, and better utilizing resources required for managintsrepo
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2 Abbreviated e-DWR Submission Process

This section provides a brief overview of the report submission process for both SSR and M®R repor
types.

Laboratory (SSR Reporting)

Step 1:LaboratoryUserlogs into theOhio EPAeBusines<entervia the Internewith user ID and
password
Step 2:Selects eDrinking Water Reports Service option.
Step 3:Using theLaboratory >Create New Repaiscreenthe user selects Eboratoryfrom the
iDr i nki ng WatomdownReportso
Step 4. The usemreviews and prepares®NR file in accordance with reporting requirements
using one ofour methods.
e  Step 4A Downloading a XML template file and generay their own XML
submission file
e  Step4B: Completing the online entry web form and generating a submission file
e Step 4£: Copying and pasting data into the online web form and generating a
submission filgnot available for MOR reports)
e Step O: Using tke Microsoft Excel Template to generate an XML file for
upload.
Step5: Supply PIN and ertify the data entered.
Step 8 The Server receives the file, and issues a receipt of confirmation ieahen the screen
A separate receipt confirmation email Wik automatically sent to theser The Server
verifies that thee-DWR file conforms tovery specific data validation rules and business
requirementstsred in the Serveif it does, the submission is noted as such on the Server
for referencelf not, thes ub mi ssi on wi | | be nueservélldbe as oOr e
notified via email The usermustfix the problems and submit revisions to BBWR
Server In any case, an email is sent to the certifier stating the status sditbhattede-
DWR.
Step 6:Valid e DWR submissions can be viewed and printed at any time.
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Water System(MOR reporting) :

Step 1:Water System Usdogs into theOhio EPA Business Gatewaja the Internet with user ID
and password
Step 2:Select eDrinking Water ReportServiceoption.
Step 3: Using theWater System > Create New Repastgeenthe user selects water system
from the AWater Sydwnem Reports for: 0 drop
Step 4 The usempreviews and prepares e-DWR file in accordance with reporting requirements
using one othreemethods.
e Step 4A: Downloading a XML template file and generating their own
submission file
e Step4B: Completing the online entry web form and generating a submission
file.
e Step 4C Using the Microsoft Excel Template to generate an XML file for
upload.The file may be saved locally for later submission.
Step 5 Supply PIN and ertify the data entered.
Step 8 The Server receives the file, and issues a receipt of confirmation isehen the screen
A separate receipt confirmation email will be @ugtically sent to theser.The Server
verifies that thee-DWR file conforms tovery specific data validation rules and business
requirementstsred in the Servelif it does, the submission is noted as such on the Server
for referencelf not, the submisi on wi | | be not euberwvdllsbe 6r ej ec
notified via email The usermustfix the problems and submit revisions to #@WR
Server In any case, an email is sent to the certifier stating the status of the submitted
DWR.
Step7: Valid e-DWR submissions can be viewed and printed at any time.
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3 Getting Started

3.1 Creating a User Account

In order to gain access to te®WR Reporting System, a Usé&iccountmust first be created. If the user
does not already have accountpne can be creatds) accessing the Ohio EPA Business Gateway and
c | i ¢ k iCreate NeWw A&ccodbbutton

eBusiness Center Login

Ohio EPA's eBusiness Centeris a secure portal for the
regulated community and consultants to electronically
complete and file Ohio EPA-related reports and permit

. . .--3 )
applications. —:J]r.}. Welcome to Ohio EPA eBusiness Center
Create Mew Account
Don't have an account? Click the link below to create a new User ID: | |
account.

Password: | |

[ Create Mew Acc-:unt...] Login |

System Support
Do you need assistance or have questions about Ohio EPA
eBusiness Center?

" S

Forgot your password?

Click here for anline help...

Phone: (B77) 372-2499 (1-877-EPA-BIZZ)
Hours of live support: 8:00 AM - 5:00 PM weekdays,
except State holidays.

This will displaythe user registration page shown below.

New User Account

.,y Enternew user accountinformation below. If you need assistance please contact us at (877)
) 372-2499 (1-877-EPA-BIZZ). + = required field.

User Information

#* User ID: | ‘

(The user ID is case-sensitive)

#* First Name:|

Middle Name: |

Company Name: |

|
|
* Last Name: | ‘
|
|

* Title: |

Password

Your new password has the following minimum requirements:

- Length of at least 8 characters

- Atleast one uppercase and at least one lowercase letter: (A-Zanda- z)
- Atleast one digit: (0-9)

- Atleast one special character: (1 @#5% & " ()-_=+|[]{};:/7.2%)
Examples: (Pittsburgh#1, LoneValley?2, SLottery12, Fire@truckd)

+* Password: | ‘

* Verify Password: | ‘

#* Password Hint: | ‘

All fields arerequired Once allthe fields are filled out with valid data the user can click thensitib
buttonto create an accounfTheaccount will be created in tleystemandan email confirmation will be
sent tothe address given on the registration pagéth this UserAccount,a user can now login to the
eDWRReporting System
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3.2 eBusiness Center Login

After entering a valid username and password at the Ohio EPA Business Gateway login page, the user is
brought to theeBusiness Gateway Main Pa@efore proceeding, we will téka closer lookat the layout
as a whole, startingt the top

71 1

State of Ohio | Ohio EPA | Logout

Jr—

-
4 ~ - ! — I
e Al A ) W . N .

My Account em— <2 Current Account:
3 btarver

' Need Help?
* Welcome to the Ohio EPA eBusiness Center 0 Click this box

eBusiness Home

for assistance.

e-DMR Request Inactive view/edit
DSIWM Disposal Fees Request Inactive view/edit
E2 Administration Deactivate Active view/edit ew/ edit
DSW Credible Data / 4 Request Inactive view/edit

e-Drinking Water Reports Deactivate Active view/edit hiew/ edit

Adr Services Request w/ view/edit
) :

My Tasks (3)
Status ¥ Created ¥
SWTR Report: Report ID=28 / 7 Ac tive 07/15/2009 12:14:51 hide
SWTR. Report: Report ID=2% Active 0771542009 12:44:48 hide
Water Plant/Distribution Report: Report ID=30 Active 07/15/200% 02:35:13 hide
For the latest Ohio EPA news check out our home page.
ohio EPA | 50 Wast Town Strest, Suite 700 Columbus Ohio 43215 | (614} £44-3020 | v2.3
5 enter Home - About Us - Email Us - Contact Us - Feedback - Logout

ebusiness home page:

1. Links: These will be on all pages and will take you to the state home page, agency home page
and your link to log out of the ebusiness Center

2. eBusiness Home: This link will be on all pages and will return you to this main page

3. Account: This will always indicate your userid for the account logged into the eBusiness
Center

4. Available Services: These are currently all of the available services or programs that can be
accessed. Thel@rinking Water Reports link will take you into eDWR.

5. Facilities: This link is for managing, adding, deleting and requesting water system and
laboratory associations to your account.

6. Delegations: This link allowdResposible Officialsto delegate access tadditional user
accounts t@repare or certify repat

7. My Tasks:A listing of all of the reports that are currently in process or submitted.
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3.3 eDWR Service Request

To begin reportingwith eDWR reportstheresponsible official of the water system or laboratory must

request theDWRservice.

Note: Ohio EPA will only be approvingesponsible officials (ROjor this service. Any other users
associated to your facility will be approved by R@ in the delegations service. (This will be explained

in section3.5)

From the eBusiness home page:

Selectthe lirk elfirinking Water Repor@under Service® r viefi/edid

u nhd Eacilities column

-
o —— BNy, - .-

ellavwnes: nome Ny Accsant

* Welcome to Ohio EFA eBusiness Center

Avallable Services (v v o)

s Zrtmeng wave Saperts

o ey

Faclltias

Cumrent Accomnt: grokier

Haw

“Croated ¥

06/ 027009 10:57:21

#wt chech eut sur Bumes page

Available Services (v nat is mis?)

DSIWM Disposal Fees

EZ Administration

D5W Credible Data

Hazardous Waste Annual Report
e-Drinking Water Reports

Ajr Services

Peguest
Request
Reguest
Request
Request
Request

Request

Inactive
Inactive
Inactive
Inactive
Inactive
Inactive
Inactive

Ohio EPA- DDAGW
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This will load the Facility Selection and Service Management page.

Facility Selection and Service Management

Please select a facility from the list below. If you do not see the facility you wantin the list, you may need to add a facility to your service profile by dlicking
"Add Facility" below. Repeat for each additional facilities you wish to add. Once you have added one or more facilities, click Request Service' to submit your
request. Note: If you have been delegated access to a facility, but do not see an active link to the facility below, this is an indication that access to the
facility for this service requires a PIN. You will be granted access to the listed facility once you have completed the PIN activation process.

Note to e-Drinking Water Report users: The first step in activating the e-Drinking Water Reports (eDWR] service is to associate it with one or more Public
Water Systems (PWS) and/or Laboratories. To add a PWS and/or Laboratory for use with eDWR, please CLICK the "Add Facility" button below. This will allow
you to search for the PWS and/or Laboratory you wish to be associated to for this service.

If you already have a PWS and/or Laboratory associated to this service, you will see itin the listing below. If you wish to add another PWS or Laboratory to
this service, CLICK the "Add Facility" button.

additional users.

Authorization to use e-Drinking Water Reports {(eDWR) is only granted to Responsible Officials (RO) of a Public Water System (PWS5) or Laboratory. The RO
can delegate rights (submit or prepare) to additional eBusiness Center accounts/users as they deem necessary. This can be done using the Delegation
Window once you have been approved for the eDWR service.

PLEASE NOTE: Ohio EPA will not grant the service to anyone other than an RO. The ROs will be responsible for managing all other service authorizations
using the Delegation Window. Additionally, your eBusiness Center Personal Identification Number (PIN) will be required to delegate this service to

Service: e-Drinking Water Reports

Add Facility |

Facility Association Information
Fi Name

Rogulatory Program ID] _ Agency Core | _RequestStatus | Action |

Cancel

Sel ect t he

Sear ch

nAdd
Screen,

Faci l
sear ch

f

ty
o}

r

but t dPublictWater Systamninctie
wat er

your

system or

Service Activation - Facility Search

NOTE: Mot all fields are required.

Use this search to locate a PWS and/or Laboratory for association. The search uses "contains” logic. For example, if the PWS is "Redbrick
PWS" you can enter "brick” in the "Name" field below. This will search for all PWSs or Laboratories with "brick” in the name.

Searching by the Regulatory Program 1D, which is your PWS or Laboratory 1D (e.g. OH1234567, BACTI-678% or CHEM-1234), is the quickest
and most accurate way to find a match. A search by street name and county is also an efficient way to find potential matches. Try less
specific criteriaif an initial search is not successful.

Regulatory Program ID:
Agency Core ID:

Name

Alias

Address Line 1
Address Line 2

City

County

Zip

=none:

additional help.

Please Note: For best results, enter only 1
or 2 criteria. See above text for best
criteria to use for this service. Click HERE for

Search | Resetl Cancel |

Ohio EPA- DDAGW
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Service Activation - Facility Search Results
Your search criteria returned 4 facilities.
To select a facility dick on the Agency Care ID. If more than one record for the same facility is found, select the one with the appropriate Agency Core ID and/or
Regulatory Program ID for the service you are applying for.
[ Agency Core ID ¥ Regulatory Program ID
. . 304 N Church 5t
77231 Bowling Green City BOWLING GREEN OH 43402 - OHBT00311 (PWS)
i - BACTI-80 (LABCE
127868 Bowling Green WTP Laboratory 1754? ORI 43402 ( )
Bowling Green OH - CHEM-B12 (LABCE)
Jehaovahs Witnesses - Bowling 10444 Bowling Green RAE
e Green PWS BOWLING GREEN OH i - OHBTATIIZ (PWS)
. Morthwestern W & 5-Bowling 1Courthouse 5q
T Green Road West PWS BOWLING GREEN OH 43402 - OHB704003 (PWS)

From the search resultselect Agency Core ID Link for the corred®WS or LaboratoryFollow the
prompts to add additional faciis or to complete the association.

Service: e-Drinking Water Reports Add Facility |

Facility Association Information

Facility Name Regulatory Program ID Agency Core 1D Request Status

Bowling Green City (77231) 77231

remove

Mext | Cancel |

e-DWR Service Request

e-DWR Service Request

Facility Associations

Py ©
77231 Bowling Green City v

~
[ Submit e-DWR Service Request | Cancel |

Once the service request is finished a pdf file is genefatede hard copy request for service. This
form must be signed and mailed back to the agency. In addition to the request form, the useidraust sen

letter providing proof of relationship to the facility attdit you are in a position responsible for reporting
drinking water data.

Ohio EPA- DDAGW Pagel2 of 54

Gui

d



Ohio EPA eDWR User 6s

Request ID # 12345
Ohio EPA
e-DWR Service Authorization
To Submit Drinking Water Reports

I, , (name, title) by my signature below, certify that at
this time | am a Responsible Official and/or the Operator In Charge for the following facilities and affirm
that | am authorized to submit Drinking Water Reports for:

Your PWS or Laboratory Name
Address
City

I understand that Information submitted to Ohio EPA via e-DWR must be submitted by the Operator In
Charge as defined in OAC rule 3745-83-01 for a public water system and/or OAC rule 3745-89-08 for a
certified laboratory.

User ID:XXX Company: XXX
Name: XXX Address: XXX
e-mail: XXX@XXXXX

| certify under penalty of law that | have personally examined and am familiar with the information
submitted herein, and | am aware that there are significant civil and criminal penalties for submitting false
information, including the possibility of fine and imprisonment. | understand that this attestation of fact
pertains to the implementation, oversight, and enforcement of a state or federal environmental program
and must be true to the best of my knowledge.

Signature

Title

Date

Ohio EPA- DDAGW Pagel3of 54
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Ohio EPA
e-DWR Service Authorization
To Submit Drinking Water Reports

Instructions for Facility Association

Verify that the information Pr®rinted on the form is correct, including your account information and
Request ID#. Sign and date the document. Print, complete and mail in the attached form, acknowledging
your acceptance aésponsibility.

Provide Proof of your relationship to the Facility

Provide proof of your relationship for the facilities by including a letter from the water system or lab
indicating that you are in a position responsible for reporting drinking water tae letter should be on
company/water system letterhead.

For Example:

Dear Sir,

I am the designated OperaiorCharge for the City of XXXXX water system.
Sincerely,

John Doe

PLEASE NOTE: Authorization to usel@rinking Water Reports (eDWR) is onlyanted to Responsible
Officials (RO) of aPublic Water System (PWS) or Laboratory. The RO can delegate rights (submit or
prepare) to additional eBusingSenter accounts/users as they deem necessary.

Ohio EPA will not grant the service to anyone othanta Responsible Official(RO).

Send the Signed Form and Letter to the Ohio EPA Division of Drinking and Ground Waters at one of the

following

addresses:

Mailing Address: Overnight Delivery Address:

Ohio EPA, Ohio EPA

Division of Drinking andGround Water Division of Drinking and Ground Water
ATTN: eDWR Delegation ATTN: eDWR Delegation

PO Box 1049 50 West Town Street, Suite 700
Columbus, OH 43214049 Columbus, OH 43215

When these documents are receivedrantbwed the OhioEPA Division of Drinking and Ground

Waters will grantauthority to submit eDrinking Water Reports (eDWR) for the specified facilities- An e
mail will be sent to the applicamthen the association has been granted. If for some reason, Ohio EPA is
unable taapprove this association the applica#it be contacted via-enail with further information.
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3.4 e-Drinking Water Reports Login

Once approval has been granted for the PWS or laboratory association, login to the ebusiness center with
a valid userid and gaword. Te user idbrought to theBusiness Centanain page.Select the @rinking

Water Reports Link.

This will load the eDWR Hompage, which provides a brief description of the system, and highlights any
announcements

State of Ohio | Ohio EPA | Logout
-

<8 Current Account:

eBusiness Home My Account
btarver

7y Home &) Help

+ Welcome to the Environmental Electronic (E2) Reporting System!

Water System

|»

The E2 system allows facilities regulated by the Ohio EPA Division of Surface Water {DSW) and Division of
Drinking and Ground Waters {(DDAGW]) to submit reports electronically.

The Electronic Environmental Reporting System is comprised of three modules:

eDMR - Discharge Monitoring Reports - for Surface Water (NPDES) permits - individual, general, and
indirect discharge

eDWR - Drinking Water Reports - for Drinking Water Analysis (55Rs) and Monthly Operating Reports

Ei' View Lab Submission (MORs)
X Credible Data - Credikle Data (Volunteer Monitoring) Reports - for approved surface water Credible Data
. Create New Reporis Projects.
B upload XML Reports
« e-DWR

rJ Retrieve Saved Reports

The e-DWR sy=stem allows Public Water Systems (PWS5s) and Laboratories to create and submit Monthily
Operating Reports (MORs) and Sample Submission Reports (55Rs) electronically to Ohio EPA-Division of

ﬂ View Submis=ion
Drinking and Ground Waters.

“* e-DWR News **7/13/2009

ANNOUNCEMENT - e-DW/R Went Live July 10, 2009!
You will be receiving more informaiton and training opportunities in the near future, Don't forget to
request your PIN through the eBusiness Center.

Note: If your account hasot yet been associated with any laboratories or water systems, you will not be
able to submit SSR or MOR reports and theedinu will be empty.

Before proceeding, we will be taking a closer look at the layout of the application as a whole, starting
with the status barThe status bar is intended to provide quick access to the current module, user
information, and general system functions.

73 Home
o Towards thdeft part of the status bahe Home icon allowthe user taeturn tothe
eDWRdefault page.

©) Help

o The user can access online help by clicking on this. i¢twe contents of the help
will vary depending on the page you are currently at.
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To continue on with the layout of the application, the function bar is located colim@nto the left of
the mainarea of the screeiach functional area is highlighted below.

y
. (Water System Users only)This link allows user who are

associated with a water system to view the data that has been submitted by laboratories on their
behalf.

. The Create New Reportgon leads to the heart of theDWR

System Web forms can be used to entard submitdata In addition, blank Excel and XML
templates can be downloadéduch of thisU s e r 6 swill®uaus dnehis functional area.

o By clicking on the Upload XML Repaicon, a user can select and

uploadan e-DWR file in XML format that has been generated in compliance with {B8VR
schema. Before submission, the files can be tested for completeness and compliance with the e

DWR schema.
¥ ieve Saved Re . . .
. S |Amicave Sever Hanorie By clicking on theRetrieve SavedReportsicon, a user can make
changes tpor deletea savedreporA fisavedo report i s any report

but has not yet submitted to OEPA.

) SSR and MOR reports that have been submitted can be viewed and

downloaded by clickig on View Submission. Submissions can be viewed and searched by
laboratory and submission date.

Ref Data :
. (Laboratory users only) Laboratories can lookup and download reference

data on water systems, water system facilities, sampling locations, analytical matitbds
parameter codes. This is valuable to assist laboratories in finding the exact code values that are
supported for data reporting.
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3.5 Account Delegation and Types

Account types:
Users can have different roles in the system. A user can be assbaiibemnultiple laboratories and water
systems, and have a different role for each. The different roles that a user can have are listed here:

e Lab Certifier (Responsible Official)
o Allowed to download, prepare, upload, review, and certify the accurasgaifonicSSR
reports.
0 Allowed to submitelectronicSSRreports to the state agency.
o Allowed to delegate privileges to prepare and/or submit to additional users
e Lab Preparer:
o0 Allowed to download and prepaetectronicSSRreports.
o0 Allowed to viewelectranic reports and past submissions, but not cediifyploadany
submissions.
e Water SystemCertifier (Responsible Official)
o Allowed to download, prepare, upload, review, and certify the accurasgafonicMOR
reports.
o Allowed to submitelectronicSSRreports to the state agency.
o Allowed to delegate privileges to prepare and/or submit to additional users
e Water SystemPreparer:
0 Allowed to download and prepaetectronicMOR reports.
o Allowed to viewelectronicreports and past submissions, but not geaiifuploadany
submissions.

Delegation:

e-Drinking Water Reports provides the functionality for the responsible official of an approved system to
control who has access to their data.

As previously notedOhio EPA will only be approving responsible ofeits (RO)for the eDrinking

Water Reportservice. Anyadditionalusersneeded to bassociated to your facility will be approved by

the RO in the delegations servide. order to delegate responsibilities, tBelegator must first be
associated to the fiity as the Responsible Official. The person being delegated authority to must, at a
minimum, have an eBusiness center account. If that person will be granted Certifier/Submitter rights, they
will also need their own PIN.

From the eBusiness Center homgma, sel ect the Aview/edito |ink und
) Need Help?
* Welcome to the Ohio EPA eBusiness Center e Eksisne )

Available Services (What is this?)

erice R T N ey

e-DMR Request Inactive view/ edit

DSIWM Disposal Fees Request Inactve view/ edit
E2 Administration Deactivate Active view/ edit view/edit

05w Credible Data Request Inactive view/ edit

e-Drinking Water Reports Deactivate Active view/ edit view/edit

Air Services Request Inactive view/ edit
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This will display the current delegations for each or your water systems and or laboratories. You may
remove a user by selecting the delete link next to their account.
To delegate, selecth e A Add User o | ink.

Privilege Delegation Management

Delegations for Service e-Drinking Water Reports

I understand and affirm that the individualis) associated with the "“Certify/submit privileges as marked on this page are authorized to be associated
with the identified Water Systems and/or Laboratories. | also hereby affirm that any individual marked as a Certify/submit or preparer access roles in
e-DWR iz authorized access to the facility via e-DWR Services.

I understand that, as the Responsible Official, | still hold responsibility to assure that the monthly operating reports {MORs) and the sample
submission reports (55Rs) submitted to Ohio EPA are true and accurate and | am aware that there are significant penalties for submitting false
information, including the possibility of fines and imprisonment.

As the true and sole authorized user of this Personal Identification Mumber (PIN), | certify under penalty of law that | have personally examined and
am familiar with the information submitted herein, and | am aware that there are significant civil and criminal penalties for submitting falze
infarmation, including the possibility of fine and imprisonment. | understand that this attestation of fact pertains to the implementation, aversight,
and enforcement of a state or federal environmental program and must be true to the best of my knowledge

| also certify that | have not violated any term in my Subscriber Agreement and that | am otherwize without any reason to believe that the
confidentiality of my PIM and/or password have been compromised now or at any time prior to this submission.

Regulat
Facility LI Role Delegated By Accounts
Program 1D

Management Sec ton Oficial rmagni Responsible Official Active delete
PWS {250011) (ACTIVE)
127 S Front 5t tbrewste  Responsible Official Active delete
Columbus, OH 43215

Add User

Find their eBusiness account by searching by name

Service Activation - Selected Account List

Search for the user account(s) you want to delegate e-Drinking Water Reports privileges to the associated facility e-Drinking Water Reports. You
can delegate to multiple accounts but need to search for each user one at a time. Once the user account{s) are displayed in the Selected
Account List, click Delegate to go to the next step.

Delegate Cancel

Account Search Criteria

Last Mame: |tarver

Please Mote: For best

First Mame: |hr1'an results, enter only 1 or 2

User IC: |

best criteria to use for this

service. Click HERE for

Email Address: |
additional help.

| criteria. See above text for

Company Mame: |

Search |
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From the search results, select/check the person
Your search results returned 3 accounts.
Brian Tarver brian.t 2 S
rian.tarver@epa.state.oh.us
™ btarver 50 W Town 5t 614) 728-1740 F 12/08/2008 07:31:28
Columbus, OH 43215 ‘
Brian Tarver brian.t 2 S
rian.tarver@epa.state.oh.us
[T ddagw-9 Columbus 555) 555-1212 P 047142009 02:16:11
Columbus, OH 43216 I:
Brian Tarver brian.tarver@epa.state.oh.us
™ revrat S0°W Town 5t 614 I?EE 1740 . T 02/12/2009% 10:01:27
Columbus, OH 43215 (614)
Mext | Cancel
If the information is correct and thisistheperson u ar e del egating to, cl c k

Service Activation - Selected Account List

Search for the user account(s) you want to delegate e-Drinking Water Reports privileges to the associated facility e-Drinking Water Reports. You
can delegate to multiple accounts but need to search for each user one at a ime. Once the user account(s) are displayed in the Selected
Account List, click Delegate to go to the next step.

Brian Tarver brian.t a it
btarver 50'W Town St e 12/08/2008 07:31:28 remave

Columbus, OH 43215 (614) 728-1740

Delegate | Cancell

Select the privilege you want to grant them. Either Prepare/Review or Certify/Submit role and click

fisubmito.

Privilege Delegation

Privilege Delesation

btarver

Brian Tarver

50W Town 5t
Columbus, OH 43215

Bucyrus WTP (7251)
e-Drinking Water Reports 407 Water 5t
I r
Bucyrus, OH 44820

Prepare/Review Certify/Submit

Submit | Cancel |
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For security purposese PIN verification screen will display,here you will enteyour PIN to complete
the process.

Delegation Complete

" - Your privilege delegation(s) completed successfully.

Continue...

This completes the delegation process. Additional users may be added or removed through this same
process.
Note: If you are the responsiblefficial and you have delegated Submit privileges to a user, please

remember yo are still ultimately responsible for the data at your facility. Be careful who and how you
grant rights to your system.
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4 Laboratory Reporting of SSR Reports

Once auseris associated with a laboratgrhe usercan begin to submit laboratory repoff® perform
any reporting task, first click onth@ Cr e at e N elink inRteefumatidnal area to the lefén
example screen is shown here:

= null

Hote: This page may open a popup window. if you have a popup blocker please disable it.

Safe Drinking Water Reports for: | ACCRA LABORATORIES-C A
Generic Chemical Analysis Generic Chemical Analysis @ Wit HML @ Excel -g Entry -@ CopyPa
Generic Coliform Analysis Generic Coliform Analysis Q Wigw HML @ Excel -g Entry {g CopyPay

In an effort to streamline laboratory data reporting, OEPA has consolidated the &3Rreports into 2
different online forms for Drinking Water reportinghereare

¢ Generic Chemical Analysis can be used to report any chemical substance
e Generic Coliform Analysiss can be used to submit individual coliform samples and
microbiological results

The eDWR Reporting System offers a laboratory with four options for submitting SSR reports
electronically:

Submission Method| Description More Information

Gui d

Online Web Form
Entry

A user can prepare and submit an electronic repor
entering sample / result dat#o an online entry form or
theeDWRReporting System

Sectiond4.1

XML File Upload

A user can prepare data offline in a predefined XN\
Schema format and upload the XML file to taBWR
Reporting System

Sectiord4.2

Excel XML File
Generation

A user can use the Microsoft Excel Template file provi
by the eDWR Reporting System to prepare data offli
The Microsoft Excel Template file contains a ma
which will generate an XML File for the user, whichng
be uploaded into theDWRReporting System

Sectior4.3

Copy & Paste from
Excel

A user can prepare data offline in a predefined E
spreadsheet, copy the data, and paste it into an entry|

on theeDWRReporting System

Section 4.4

Please refer to the sections identified above for instructions on how to make a submission using that
submission methodeach method has its advantages and disadvantages, and it will be up to the laboratory
user todetermine the submission method that best suits their needs.

Before aDWR reportis made a user may wish to previewv print a blank SSR formrlo preview or print

O View

ablank reportclick on the View icor
following readonly screen

for the correspondinfprm type Thiswill bring up the
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=
o

Sample Submission Report
Division of Drinking and Ground Waters

Reporting Lab Certification Humber: |

Sample Information Analysis Results
ey Sample PhiCu Street Analysis Data Analysis
PWSID | Facility | Sample I - Sample L Sample Analyte - Data N Ar
Lab Sample Humber N Collection Location | Address Completion N Guality Method |Result
Humber | State |PointID N Type - Comments | Code N Quality
Codle Date Time Type Location Date Time Reason Code

[=]

[=]

!

-\.
=]

=]

!

[=]

To printa copy of this blank repgntightclickon t he form .and select O&6Printod

4.1 Using the Online Web Form to Generate the DWR Submission File

Labsmay wish to fill out a form very similar to the pag@wWR. Using theeDWR System, thdab can fill
out a web form online to meet this reporting ne@dce the web form is filled out, it can be used to
generate the submissi@WR file populated with the reported data

To begin, return to th&€reate New Reportscre@, by clicking on the Create New Remoiton
_ LM R Separiy in the functional area to the lefthe user has two options for online entry,

to fill out a form online or to copy and paste information into an online template form.

—
To fill out an online form manually ik on the Entry icor‘fé E¥ Under the Online Entry header. This
will bring up the following pop up window.

Microsoft Internet Explorer

<P The syskem will automatically create and save a new report For this laboratory,
*-'/ Click K to create a new repart, or click Cancel ko cancel the request.

[ oK H Cancel l

This window notifies you that a copy of the repor
will allow you to leave and come back laterfitdsh filling out your report online. To proceed, click OK.
This opens the report form for the user to begin adding information.
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