Account Registration Instructions
Metropolitan Council Industrial Online Reporting System

Account Registration Instructions

To enrollin and use the Metropolitan Council Industrial Online Reporting System, you must first create
a user account. This document explains how to create a user account in the Industrial Online Reporting
System. It also explains how to log into the system and access your account information.

1. Log into the Industrial Online Reporting System

You access the Met Council Industrial Online Reporting System by using an Internet connection and
web browser (Internet Explorer version 6.0 or higher, Firefox, or Chrome). The site URL is
https://www.govonlinesaas.com/MN/SPL/Public2/GovEnt/Shared/Pages/Main/Login.aspx. You will see
the login screen shown below (Figure 1). To log into the system, you must enter a valid username and
password. You must complete the account registration process to obtain a valid username and
password.

Figure 1. Login Page of the Met Council Industrial Online Reporting System

& Adid Webite 1o Baakinarks

Fublic Legin

Lssr narm
e

Welcome to the MCES Industrial Online Reporting System! W K miaie el

it Craske 3 raw scosurd
The MCES Indusirial Onling Repot Sysiem offars the conveniencs of submiling requinad paper repens and parmil .
renewnl applications slecirgnicaly ks Indusiral Wests & Pollution Prevention stall, which is fasler. more efficient Al RN 00 VB T T O
aned W5 basrdarcioma for both alpible faciitks and MCEE. This systam falows EPA quidalngs astablibed inits pasiwerd!

slactranic reparting rubs, R R [Crome-edia Electronic Reporting Ruls) it suppans: the Sl mwing featunes:

= Establish @ iir acount i3 mandge yor raguined ubonitlals anline

+ Gubmil parmil reneval appicatians,

= Subril rediesinial Weste Dischargs Repots wnd Spacia Dischangs Rapans

+ Submil compliance manitoning dala requined by enfomcement actions jssued by MCES
~ Sl Anfeal SEIlGm s 7 1he AMagan S opanalor Program

+ Monibar the procazsing stabuz of wour anline submilinls:

» Aacaha a-ma noificaiions reganding tha proessing of your oing submitak

+ Hacaive e-mai derts for upcoming reporiing abligations. and

» Track hstorcal varsions of all arline submitials

f ok Pkl G SISLANCR, PRI conlact (e MCES: Industrial Oniing AL paning Caondinatar o 651-B024728 ar via I [1
amall ot MCES Indusiriabonine R eportingidi meir siobe mo.us Rl Ao ApALDa

Fiar mars infarmatian an the industrial Waste & Polirticn Preventisn Sectian or to access raining decuments and
WHOOE, PRS0 CREK PR I AN RS el | v e 1 o GRS S I st al- MW as0s. as s

[
Wardanr LBENYOEIE 1768

2. Create a New User Account

To complete the account registration process, you must click on the “Create a new account” link (Figure
2). The following instructions will guide you through the account registration process. Please note that
some steps only need to be completed by users who intend to submit data for a facility as a
Responsible Official.
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https://www.govonlinesaas.com/MN/SPL/Public2/GovEnt/Shared/Pages/Main/Login.aspx

Figure 2. Create a New User Account
Public Login

User name

Password

Login

(&) Need more help?
| (&) Create a new account I

I@) Forgot your login user name or
password?

Step 1: Complete the General Information form. You must enter information for all required fields,
which are denoted by ared asterisk (Figure 3).

Figure 3. Fill in the General Information Form
General Information

If you want to receive SM5 messages through a maobile phone, please input your mobile phone Mo, and select a service provider,
* | egal First Name: Legal Middle Name: * |egal Last Name: * UserMame: @)
Robert Johnson RJohnson
Employer: Job Position with Employer:
Metropolitan Area Solutions President
* Employer Address Line 1: -Qj Employer Address Line 2:

1000 N 5th St

Country: ® State: = City: = Zip:
USA w Minnesota W St Paul 55101
* Primary Phone Number (555-555-5555): Extension: Mobile Phone Number (555-555-5555):

651-555-5555

D | want to receive SM3 messages through a mobile phone. Mobile Provider: w
Fax Number: * Email:
[robertjnhnsnn@metra—solutinns.com ]

CBack ToLogn | hext>>

Step 2: Indicate the desired Account Group and Type: Consultant or Responsible Official (Figure 4). An
explanation of the permissions for each account group and type is provided below (Table 1). If you are
unsure which account group and type applies to you, please contact your Met Council permit staff or
the Industrial Online Reporting Helpline at 651.602.4789 or via email at
IndustrialOnlineReporting@metc.state.mn.us
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Table 1. Account Groups and Types in the Industrial Online Reporting System
Account Group/Type Account Permissions

o Will be issued a personal identification number (PIN) once
their account privileges are approved by Met Council

¢ View and prepare electronic submittals

Responsible Official
(RO) e Certify and submit electronic submittals

¢ Track the status of electronic submittals
¢ View all past electronic submittals

¢ View and prepare electronic submittals
Consultant e Track the status of electronic submittals
¢ View all past electronic submittals
Figure 4. Select Account Group and Type

CREATE ACCOUNT

For a public user to create a new user account. (*) Denotes a required field,
A username will be suggested to you when you enter your first and last name, You may change the suggested username in the UserName field below.
Please note that MCES requires that each person using our electronic reporting system create and manage their own user account. You may NOT create one account for a facility, and then share the account among

load this form) and agree fo keep their password, PIN and security questions and answers confidential

multiple people at your facility.
Each Responsible Official account holder must complete an Electronic Sigl Ag it (dlick here fo d
and to themselves, Failure to abide by these conditions may result in account deactivation by MCES.

* Account group: () Consultant () Responsible Official
* submittal Group: [_| Consultant (] Responsible Official

sac 10 Lo | <crovovs |

Step 3: (Responsible Officials only): Associate Facility(s) to your account. These fields will only
appear on the screen if you are registering as an RO (Figure 5).

Figure 5. Associate New Facility (Part 1)

CREATE ACCOUNT

For a public user to cr
A username will be su;
Please note that MCE:

multiple people at your facility.
Each Responsible Official account holder must complete an Electronic Signature Agreement (click here to download this form) and agree to keep their password, PIN and security questions and answers confidential

t ¥OU en ¥ name. You may change the suggested username in the UserMName field below.
requires that each person using our electronic reporting system create and manage their own user account. You may MOT create one account for a facility, and then share the account among

and to themselves, Failure to abide by these conditions may result in account deactivation by MCES.

* Account group: (") Consultant (g) Responsible Official
* Submittal Group: Responsible Official

Associated Facility List

ID | Name Address Physical Location Submittal Type Status

Associate New  Print MCES Electronic Signature Agreement

If you are registered as an RO, you are reguired to sign and mail in a hard-copy of the MCES Electronic Signature Agreement to MCES at ATTN: MCES Industrial Online Reporting Coordinator, 330 N Robert St,

5t Paul, MN 55101,
If you do not see your facility or need further assistance, please contact the MCES Industrial Online Reporting Coordinator.

Bec T Loon s>

After clicking on the “Associate New” button, search by Facility Name to find your facility. The Industrial
Online Reporting System retrieves the facility list from its database (Figure 6). Be careful when using

special characters, as spacing matters.
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Figure 6. Select Facility from Facility List (Part 2)

Search Master Facility

Master Facility Name: Facility Identifier: Address:
Test Fortune 500 Company

m 1-1of 1 item(s)

.n E— Submession Type

[[JAnnual SMR for Healthcare Facilities

[(JAnnual SMR for Microbreweries & Brewpubs

[(JAnnual SMR for Water Treatment Plants

[JAnnual SMR for Zero Discharge Categorical Industrial Users
Compliance Monitoring Submittal

[]Dental Office Amalgam Recovery Program Annual Statement
[ Liguid Waste Hauler Discharge Report

Test ;";;'rm . [J Permit Renewal Application for Liquid Waste Haulers

Forture  fine 2, DR, (] Permit Renewal Application for Microbreweries & Brewpubs
e BLAINE, | BLAINE, () Permit Renewal Application for Sewer Cleaning Waste Haulers

i '5"."5';335"“ TR () Permit Renewal Application for Special Discharge Permittees

Permit Renewal Application for Standard Discharge Permittees

[]Permit Renewal Application for Water Treatment Plant Permittees

[JPermit Renewal Application for Zero Discharge Categorical Industrial Users
[C]Reperting Period Information SMR for Special Discharge Permittees
Reporting Period Information SMR for Standard Discharge Permittees
Sampling Results SMR

[[1Sewer Cleaning Waste Hauler SMR

Select which facility and types of submittals you want to submit. Table 2 below displays a list of
submittal types available for each permit type.
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Table 2. Submittal Types by Permit Type

Permit Type Available Submittal Types (Application Types)
e Permit Renewal Application for Standard Discharge Permittees
Standard Industrial e Reporting Period Information SMR for Standard Discharge Permittees
Discharge Permit e Sampling Results SMR

e Compliance Monitoring Submittal

e Permit Renewal Application for Special Discharge Permittees

e Reporting Period Information SMR for Special Discharge Permittees
e Sampling Results SMR

e Compliance Monitoring Submittal

Special Discharge Permit

Liquid Waste Hauler e Liquid Waste Hauler Discharge Report
Permit e Permit Renewal Application for Liquid Waste Haulers

e Annual SMR for Zero Discharge Categorical Industrial Users

e Permit Renewal Application for Zero Discharge Categorical Industrial Users
e Sampling Results SMR

e Compliance Monitoring Submittal

Zero Discharge
Categorical Industrial User
General Permit

e Annual SMR for Water Treatment Plants

Water Treatment Plant e Permit Renewal Application for Water Treatment Plants
General Permit e Sampling Results SMR

e Compliance Monitoring Submittal

e Annual SMR for Microbreweries, Brewpubs & Distilleries

Microbrewery, Brewpub & e Permit Renewal Application for Microbreweries, Brewpubs & Distilleries
Distilleries General Permit e Sampling Results SMR

e Compliance Monitoring Submittal

Sewer Cleaning Waste ¢ Annual SMR for Sewer Cleaning Waste Hauler
Hauler General Permit e Permit Renewal Application for Sewer Cleaning Waste Haulers

e Annual SMR for Healthcare Facilities

Healthcare Facilities e Permit Renewal Application for Healthcare Facilities
General Permit e Sampling Results SMR

e Compliance Monitoring Submittal

Dental Clinic Permit e Dental Office Amalgam Recovery Program Annual Statement

Click “OK” to view the facilities that have been associated to your account, as well as the status of each
submittal type requested (Figure 7).
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Figure 7. List of Associated Facilities and Submittal Types

CREATE ACCOUNT

For & pubfic user to create & new user sccount, [*) Denoles & required field,
A username will be suggested 10 you when you enter your first and last name, You may change the suggested usemame in the UserName figid below.
Flease note that MCES requires that each person wsing our elecironic reporting system create and manage their own user account. You may NOT create one account for a fadility, and then share the account among

multiple people at your facility.
Each Responsible OTficial account holder must complete an Electronic Signature Agreement (cick here to download this 1orm) and agree 1o keep their password, PIN and security and il
and to [Failure to abide by these conditions may result in account deactivation by MCES.

= Account group: (7) Consultant @ Responsible Official

* Submittal Group: Responsible Official

Assoclated Facility List

o Name Address Physical Location Submittal Type | Status
107976 mail address line 2 | BLAINE | Minnesola 1111 Test DR, BLAINE, MN, - S s
x (SPL) Test Fortune 500 Co gzz 55372 Compliance Monitoring Subsmitlal Panding
107976 Test Fortune 500 Co (L} mail address line 2, BLAINE , Minnesola 1111 Test DR, BLAINE, MN, ’ S : :
x (SPL) bt 55322 Permit Renewal Application far Standard Discharge Permiltces Pending
x 107976 Test Fortune 500 Co |1} mad address line 2, BLAINE , Minnesola 1111 Test DR, BLAINE, MN, Reporting Period Information SMR for Standand Disthangs Pend
(SPL) 5533 55322 Permitiees o
107978 mail address line 2, BLAINE , Minnesola 1111 Test DR, BLAINE, MN, 3
X ool Test Fortune 500 Co ng_z i Sampiing Resulls SMR Pending
m Print MCES Electronic Signature Agreement

i you are registered as an RO, you are required to sign and mail in a hard-copy of the MCES Electronic Signature Agreement to MCES at ATTN: MCES Industrial Online Reporting Coordinator, 350 N Robert 5t

St Paul, MN 55101.

i you do not see your facility or need further assistance, please contact the MCE § industrial Online Reporting Coordinator,
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Step 4: Select and answer five (5) security questions. Both RO and Consultant account types must do
this (Figure 8).

Figure 8. Security Questions

CREATE ACCOUNT

For public user to create user account. (*) Denotes a required field.

* Security Questions

One of the following security questions will be referenced during the application submission process. Please answer all five questions below with unique responses,

Question 1:
What is your least favorite movie v

Answer:

Question 2:

What is your favorite book? v
Answer:

Question 3:

Who is your favorite all-time entertainer? »
Answer:

Question 4:

What is your favorite song? v
Answer:

Question 5:

Who is your favorite author? v

Answer:

Sac o Logn =

Step 5: (Responsible Officials only): Print, sign and mail the Electronic Signature Agreement to the
Met Council’s address listed on the form (Figures 9 and 10).

Figure 9. Print the Electronic Signature Agreement

CREATE AGCOUNT

For a public user to create a new user account. (*) Denotes a required field.

A username will be suggeste: you when you enter your first and last name. You may change the suggested username in the UserName fieid below.

Please note that MCES requires that each person using cur electronic reporting system create and manage their own user account. You may NOT create one account for a facility, and then share the account among
multiple people at your facility.

Each Responsible Official account holder must complete an Electronic Signature Agreement (dlick here to download this form) and agree to keep their password, PIN and security guesti and [
and to themselves. Failure to abide by these conditions may result in account deactivation by MCES.

Back To Login m Create Account
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Figure 10. Electronic Signature Agreement Form

| Metrapolitan Council Environments| Services
Industrial Waste & Pollution Prevention Section
300 Robert Street North

i St. Paul, Minnesota 55101-1805

For MGES Use Only

€ Date Recsived:

6.3 Appendix C. MCES Electronic Signature Agreement
FOR USE OF MCES INDUSTRIAL ONLINE REPORTING SYSTEM

Use this Electronic Signature Agreement (ESA) to request Responsible Official (RO) privileges, which sliow the user to

slectronically submit permitiing and monitoring data to MCES

6.3.1R i Official (RO)

User Name

Legal Full Nsme

Job Title

Mailing Address:

City. State, Zip:

Email Addrass:

Phone Mumber:

6.3.2 Facility Information

Responsible Official (RO) privileges are requested for the following facilities:

Permit Mo. | Fecility Name

Facility Location Address

Step 6: Receive account confirmation and establish a permanent password and PIN. You will receive
email confirmation from the Industrial Online Reporting System that your account has been created,
which includes your username and system-generated temporary password. Your username and
temporary password must be used to log into the Industrial Online Reporting System. During your first
login, you are required to establish a permanent password and signing PIN (Figure 11).

Figure 11. Establish Permanent Password and PIN During Initial Login to System

Password / Security Setting

Change Password

Password must have at least one uppercase letter, one lowercase letter and

* New Password:

Change Pin

* Confirm New Password:

digit number.

* New Pin:

* Confirm New Pin:

Page -8 | Metropolitan Council Industrial Online Reporting System — Account Registration Instructions July 2026



3. Access Your Account Information

To view your account information, log into the Industrial Online Reporting System and click on the “My
Account” tab (Figure 12). All account information changes are made in this tab. We recommend that
users review their account information during every login and update it accordingly.

The “My Account” tab is the location where you can change your password and signing PIN and update
your security questions. ROs may also manage Consultants that prepare and/or submit on their behalf
on this tab.

Figure 12. Access "My Account”

My Dashboard Submittal My Account

| My Account > Profile Management > Basic Information
Profile Management o - °
General Information Address Information Associate Fadlities
!"3\, Basic Information
~A%, Manage account infermation Account_UserBasicInfo not found.
., Password * Denotes a required field
&2l Manage your password

Security Questions @ Saved successfully.
Change security

T e General Information

Manage Consultants and

. Preparers * First Name: M.1: * Last Name:
Robert Johnson
Company: Job Title:
IMetropolitan Area Solutions President
Primary Phone Number: Extension: Mobile Phone Number: Mobile Provider:
651-555-5555 v

Do you want to receive SMS messages through a mobile phone?
Fax Number: * Email:
robertjohnson@metro-solutions com

Show startup popup on Dashboard page.

Account Type Information

Current Account Type: Responsible Official {Status: Active)| Change Account Type

Save Profile Info

Questions?

If you have questions, please call the Industrial Online Reporting Helpline at 651.602.4789 or send an
email to IndustrialOnlineReporting@metc.state.mn.us
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