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Hello and welcome to the Municipal Stormwater Regulation Program Annual Report 
Submission through the New Jersey Regulatory Service Portal (RSP) Training.

Originally the Annual Reports were paper forms that were mailed in, then Word fill 
out forms submitted electronically through email, and the last two years they were 
Adobe pdf forms submitted electronically through email.  We now have a new online 
form that will be submitted through the State’s RSP. 

We will be going step by step through the Annual Report completing a Public 
Complex Annual Report. 

You will see as we go along that it’s an improvement and has many benefits for the 
user as well as the Department. This online submittal process is also consistent with 
the Department's continuous improvement process and transformational goals.
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After you have a My New Jersey Account set up and linked to DEP Online (which 
was instructed during the first presentation), you can then use the New Jersey State 
Home Page to access your account.

*Click*

You want to click login on the top left of the screen under the Home tab.
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We are now on the log on screen.  

Enter your log on ID and password.

*Click*

Then click log on.
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You are now logged onto My New Jersey.

*click*

You want to click on DEP Online Services on the left side of the screen under the 
DEP Apps tab.
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*Click*
You are now logged on to the DEP Online Service Portal and located in My Workspace.  
In My Workspace, you will have a Tab for:
*Click*
Service Selection,
*Click*
which should have the Division of Water Quality, Municipal Stormwater Regulatory Program (MSRP) Annual 
Report because we added it during the first presentation;
*Click*
My Facilities/Program Interests, this is where we will add your Public Complex;
*click*
My Services – In Progress, this is where your annual reports will show up if you have started them, but have not 
submitted them; and
*click*
My Services – Submitted, this is where your annual reports will show up if you have submitted them.
*click*
By clicking on the arrows, all of these tabs can be minimized or maximized. Service Selection is currently 
maximized showing all the services under this tab.  My Facilities/Program Interests, My Services – In Progress, 
and My Services – Submitted, are all minimized showing only the tab heading.  This is a convenient tool for a 
consultant who may be filling out Annual Reports for multiple Public Complexes.
*click*
Every screen in the RSP will have a help button.  Clicking on the help button will display more specific 
information for that particular screen.
*click*
Every screen in the RSP will also have a Logout button.  
*click*
In addition to the My Workspace tab on top, you may need to access the User Profile tab, and the Documents 
and Forms tab.  The Certifications, Payments, and Permit Folder tabs are not applicable to the Public Complex 
Stormwater Annual Report Submission.
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You are now under User Profile tab, on the Edit Personal Information screen.

*click*

You can also Change your password, request a certification PIN, edit your facility, 
and add favorite contacts under the User Profile tab.  You will not need to use 
Security Administration because you do not have Administrative Rights.

*click*

If you make changes click on Save.
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*click*

You are now under the Documents and Forms tab.  

In addition to our website, our training materials for completing and submitting the 
Annual Report will be located here under the Division of Water Quality. This 
information may help while completing the form. 

*click*

Click on the My Workspace tab on the top left of the screen to go back to My 
Workspace.
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You are now back at My Workspace.

*click*

Click on add facilities to add your Public Complex to your profile.
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To add your Public Complex to your profile, we recommend using your NJPDES 
permit number to ensure that you add your Public Complex’s MS4 stormwater 
permit and not another permit that your Public Complex may have with the State.

*click*

Select retrieve NJPDES Permit Numbers, and enter your NJPDES Permit number 
under Facility ID.

*click*

Click search.
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Your Public Complex will appear.

*click*

Check your Public Complex.

*click*

Click add selected facilities.
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*click*

At this point, you will only have your Public Complex under My Facilities/Program 
Interests. 

*click*

Now that your Public Complex is added to your profile, click on MSRP Annual 
Report, under Service Selection.
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You are now on the permit selection screen.  If you only have one facility added to 
your profile, it will skip this screen and go straight to the Permit Submittal Screen.  If 
you have multiple facilities in your profile, you will be directed here to pick the facility 
for which to complete the annual report. 

*click*

Click on your Public Complex.

*click*

Click continue.
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You are now on the Permit Submittal Requirements screen.  Again, if you only have one facility in 
your profile and you select MSRP Annual Report under Service Selection, you will be directed 
straight to this page.

You will have an Annual Report and Certification for each year forward starting with this year’s 
Annual Report and ending with the last Annual Report under the effective permit.

There are three tabs on this screen: 

Available Annual Reports, this is the annual reports that have not been started;

Annual Reports – In Progress, these annual reports have been started, but not submitted; and

Annual Reports – Submitted, these annual reports have been submitted.

*click*

When selecting the Annual Report that you want to complete and submit, check the reporting period 
to ensure you are reporting for the correct dates.

*click*

You will also want to check the due date corresponding with each annual report.

*click*

To start the annual report click on submit an annual report and certification for the appropriate year.
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At this point, you have already selected your permit, and the appropriate annual report.  Now you are 
ready to start completing the Annual Report.  This section of the service is considered the activity detail 
screens. Public Complex has 5 activity detail screens. 

*click*

This first screen is Annual Report Details - Part A.  Part A incorporates the following sections:

Public Complex Information, which is who is filling out the report and their email address;

Population Information;

Stormwater Pollution Prevention Plan;

Public Notice; and 

Post Construction Stormwater Management in New Development and Redevelopment.

*click*

At the top of all detail screens, you will see the reporting year.

*click*

The left hand side of the screen shows your progress throughout the submittal process.  From here you 
can navigate back to any previous screen.

*click*

If a question has an asterisk, it is a required field. 

*click*

Some fields are dropdown boxes; some are date fields - these show you the format in which to enter the 
date; and some are text fields.
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*click*

On the bottom of every activity detail screen, you will see Navigation and Status.  This area 
tells you important information about navigating between activity detail screens, saving and 
validating the annual report.  

*click*

You can navigate to any activity detail screen by selecting the activity detail screen you 
wish to go to in this grid.

*click*

To save data and remain on this screen, click save.  You may save your information without 
completing all fields on the screen.

*click*

To validate this screen, click validate.  All required fields must be completed to validate the 
screen.

All activity detail screens must be validated before continuing to the next step in submitting 
the annual report.  

Since Part A is completed, click validate.
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You can see that Part A was validated by the note above the grid in green, stating 
this report details screen has been successfully validated, and also in the grid, there 
is a check mark in the row of Part A under the validated column.

*click*

You can select another activity detail screen from the grid or click continue.
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This is what it will look like if you try to validate an activity detail screen when you 
have not completed all required fields.  

*click*

The error message in red on the top of the screen lets you know what you need to 
complete to be able to validate and move on.  

*click*

If you want to continue without filling out the required field, you may click continue 
on the bottom of the page or select an activity detail screen in the grid.  Just 
remember that all detail screens will have to be validated before you can move on 
to the next step in submitting the annual report.
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*click*

This is Annual Report Details – Part B.  Part B incorporates Storm Drain Inlet 
Labeling, Local Public Education Program, Improper Disposal of Waste, and 
Vegetative Waste Collection Program.

*click*

Notice how some fields are grayed out.  This is because they are inactivated which 
is based on a previous answer.  

*click*

Remember that you can navigate to a previous screen by the tabs on the left side of 
the screen.
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This is still Annual Report Details – Part B continuing from the Improper Disposal of 
Waste section.

You can see from the Navigation and Status grid that Part A was validated.  

*click*

Since all required fields are complete, click validate.

*click*

Then click continue.
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There are two glitches in the service and both unfortunately ended up in the Public Complex Annual 
Report Details – Part B.  We apologize for this inconvenience and it will be fixed for next year.

*click*

The first is with the Storm Drain Inlet Labeling section.  If you answer “N/A – no inlets meet criteria in 
permit” to question 1, then question 4 should be deactivated.  Instead question 4 is required.  If you 
answer “no” to question 4, “Is your Public Complex Maintaining the labels?), it will automatically 
populate as a possible incident of noncompliance on Annual Report Details – Part E.  You have two 
options here.  The recommended option is to select “yes” to question 4, in which case it won’t 
populate in the incidents of noncompliance section.  Your second option is that if you select “no” you 
can reference this glitch in the text box in the incidents of noncompliance section on Annual Report 
Details – Part E.

*click*

The second glitch is with the Local Public Education Program section.  If you answer “no” to question 
5 of the Storm Drain Inlet Labeling section, “Is your public complex a college, university or military 
base?”, all questions in the Local Public Education Program section should be deactivated.  Instead, 
questions 5, “Did your public complex conduct an educational event” is required.  You have two 
options here as well.  The recommended option is to select “yes” to question 5, which will then 
require questions 6, “Date that your public complex conducted an annual education event”, and 
question 7, “description of the event”.  Enter 01/01/2010 for the date and reference the glitch in the
description of the event text box.  Your second option is to answer “no” to question 5, and reference 
this glitch in the text box in the incidents of noncompliance section on Annual Report Details – Part E.
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This is Annual Report Details – Part C.  Part C incorporates the following sections:

Illicit Connection Elimination Program;

Street Sweeping Program;

Storm Drain Inlet Retrofitting;

Stormwater Facility Maintenance;

Stormwater Facilities; and

Catch Basins.

*click*

Note, under Illicit Connection Elimination Program, questions have been changed to 
address this reporting period only.  Before there was confusion if the answers 
should be reflected from the inception of the program or for the particular reporting 
period of the Annual Report. 

*click*

If you enter zero materials collected for a month, you are required to explain in field 
17.
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This is still Annual Report Details – Part C

Again, you see the Navigation and Status grid at the bottom and can see that Parts 
A and B have already been validated.

*click*

Since all required fields are complete, click validate.

*click*

Then click continue.
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This is Annual Report Details – Part D.  Part D incorporates the following sections:

Outfall Pipe Stream Scouring Remediation;

De-icing Material and Sand Storage;

Fueling Operations;

Vehicle Maintenance;

Good Housekeeping Practices;

Equipment and Vehicle Washing; and

Annual Employee Training.
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This is still Annual Report Details – Part D.

*click*

Notice that No is selected, that annual employee training was not conducted in 2008. This is an 
incident of noncompliance because employee training must be conducted every year.

One of the advantages of this new process is that the report will be automatically reviewed.  The 
Department will not be sending out “letters of deficiencies” based on the annual report.  All 
deficiencies will populate in the incidents of noncompliance section.  

*click*

Since all required fields are complete, click validate.

*click*

Then click continue.
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This is Annual Report Details – Part E, which is the last detail screen for the Public 
Complex Annual Report.  Part E incorporates the following sections:

Sharing of Responsibilities; and 

Incidents of Noncompliance.

*click*

If you select Yes, you are sharing services with another entity, you will be required 
to complete whether you are sharing services for each of the requirements you 
could potentially share services.  However, if you are not sharing services, and you 
select no, you will not even see the rest of this section and be burdened with filling 
out each questions individually.
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This is still Annual Report Details – Part E.  

*click*

Note, that for de-icing storage sharing services is reported.  Therefore, it is required 
to describe the service that is being shared and the entity that is being relied upon 
to comply with this requirement.  
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*click*

Remember a few slides back that no was selected for annual employee training.  
The incidents of noncompliance section will automatically populate any incidents of 
noncompliance reported throughout the activity detail screens.  It will also 
automatically populate yes, there were incidents of noncompliance and require you 
to identify the steps being taken to remedy the noncompliance and to prevent such 
incidents from recurring.  

Hopefully, this isn’t the case, but if you need additional space, you may attach a 
separate document and upload it on the next screen.

*click*

The Navigation and Status grid is displaying that Parts A-D have already been 
validated.  Since all required fields are complete on Part E, click validate.

*click*

All activity detail screens have been completed and validated, so click continue to 
move to the next step of the annual report submittal process.
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*click*

This is the Upload Attachment Screen.

If you need to add supporting documents, additional information or needed more 
room in a text box to explain something, you can attach it as a pdf, text, excel or 
word document here.

Also, if your Public Complex has begun construction on any new development 
and/or redevelopment project that meets the definition of major development you 
must upload the New Development Project Summary Checklist, which can be found 
on our website.

*click*

Click browse, locate the document and complete the attachment name and 
description.

*click*

Click Upload.  If you click continue at this point instead of upload, you will lose the 
document that you were trying to upload.

*click*

Then click continue.
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*click*

This is the contact screen.

Here you should fill out the current stormwater program coordinator.  

This field may already populate.  If so, and it is not up to date, you will make the 
changes on this screen.  

*click*

You can insert the information from existing contacts.

*click*

You can also check save to favorite contacts, which will then show up in the 
dropdown under insert from existing contacts, so you do not have to continually type 
this information.

*click*

Once this information is complete, click continue.
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*click*

This is the certification screen, which is the last step of the annual report submittal 
process.  

You will need your PIN that you should have obtained while creating your account.  
If you forgot your PIN, you may request a new one by clicking Forgot Certification 
PIN, and it will be emailed to you.

*click*

Enter your PIN.

*click*

Click certify.
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Once you have certified the annual report, it has been submitted, and you will be 
directed to this screen, which is the annual report summary.  All of the information 
that you filled out on the activity detail screens, and any incidents of noncompliance 
will show up on this summary.

*click*

You may print or save a copy.
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This is the bottom of the annual report summary. Note, all of the information that 
was completed on the activity detail screens is shown in these two slides. 

*click*

Click return.
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This brings you back to My Workspace.  

*click*

You can see that the report was submitted under My Services – Submitted.

You can also view the annual report summary here, by clicking view.

Submitted will display if you have submitted your annual report with changes to your 
stormwater program coordinator.  If this is the case, someone at the Department will 
be notified and must go into the submission approval area to accept the change.
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*click*

Once the change has been accepted by someone at the Department, the status will 
then display, submission successful.  At this point the report has been migrated into 
the Department’s database.

This is a big advantage of the system.  Prior to this new process, there were a 
number of steps to be taken to get the report into the Department’s database.  
Since it will automatically be entered upon submission it eliminates the possibility of 
electronic and human error.
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If you go back to the Permit Submittal Requirements screen, you will now see that 
the annual report that was just filled out is no longer under the available annual 
reports tab, 

*click*

It is under the Annual Reports – Submitted tab.  

*click*

You can also view the report from here by clicking on PDF.

This was an initial submission.  If for some reason you need to make changes to the 
annual report after it has been submitted, you must notify your case manager. 

*click*

The case manager will make the annual report reappear under the available annual 
reports tab again for re-submittal.
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Additional Benefits

• Record Keeping

• Bringing Forward Information

from the Previous Year

• Proof of Submittal

• Availability of Reports Submitted

Some benefits of this new process of submitting the annual report through the 
State’s RSP were mentioned throughout the presentation, but here are a few more 
that weren’t mentioned. The reports will be available starting January 1, of the 
current year forward, therefore you will be able to use the annual report as a record 
keeping tool.  Each month you may want to log such things as your monthly 
material sweepings or educational activities as they’re completed.  

This new process will also save you time on future annual reports because it was 
designed to carry forward all relative information from the previous year’s report.

This service will also act as proof of submittal, so there will be no discrepancies on 
when and if you submitted the annual report.

And lastly, you will have one location of all reports submitted, so you will be able to 
quickly reference them at any time.
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Questions
(609) 633-7021

http://www.state.nj.us/dep/dwq/msrp_home.htm

Public Complexes:
http://www.state.nj.us/dep/dwq/pc.htm

Your case managers will be available to assist you and answer your questions 
through the transition process.


