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Stormwater Document Submittal Service Guide:   

How to Submit Stormwater Permit Documents to NJDEP 

New Users – First Step:  Register for NJDEP Online 

Note: If you have already created an account to submit Annual Reports or monitoring data for a stormwater 
permit, please skip ahead to the Returning Users section. 

1. Navigate to the DEP’s main webpage (https://www.nj.gov/dep/).  Scroll down the webpage and click 
the “DEP Online” link on the left side.  You can also access the NJDEP Online portal directly from 
http://www.nj.gov/dep/online/.  On the right-hand side of this page, in the box labeled “New User?” 
click on “Request Access to NJDEP Online”. 

 
 

2. Fill in your information for contact name, organization name, and email address, then click the 
“Request” button.   
Note: Completion of the registration process will time-out after approximately 5 minutes, which will 
result in issues associated with the email entered on this screen.  If you have entered your email and 
the screen times out, email PortalComments@dep.nj.gov.  Within your email, include the email address 
you entered, and your Logon ID for myNewJersey, if available, so NJDEP staff can work to quickly 
resolve the issue. 
 

3. The next page will link your new NJDEP Online account to your myNewJersey account. 
a. If you have an existing myNewJersey account, fill out Section A of the page with your logon ID 

and password, then click “Link NJDEP Online to My Account”. 
b. If you DO NOT have a myNewJersey account, fill out Section B and click “Create this new 

myNewJersey Account and Link NJDEP Online to It”. 
 

https://www.nj.gov/dep/
http://www.nj.gov/dep/online/
mailto:PortalComments@dep.nj.gov
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4. The next page will ask you to fill in your contact information on the “Add Contact Info” screen.  You 
must provide a contact number by clicking the “Add Contact Number” button.  Fill in the correct 
contact number information and hit “Save,” then click “Continue”. 

 
5. You will then be asked to select and answer five (5) security questions on the “Setup Challenge 

Questions” screen.  Be sure to record your answers as you will need them later to submit your 
Stormwater Documents.  Click on the “Continue” button. 

 

6. The “Create Certification PIN” screen will have you create a certification PIN to electronically certify 
applications in the system.  Certification PINs can be the same as your password for myNewJersey.  
Once completed, click on the “Continue” button. 

 
7. You will then be brought to the “My Services” selection screen.  Click on the box for “Stormwater 

Document Submittal” under the Division of Water Quality, then click the “OK” button at the bottom. 
 

8. Under the “My Workspace” tab, you will need to add your facilities NJPDES permit number to your 
“My Facilities/Program Interests” list.  Under the bar labeled “My Facilities/Program Interests,” click 
on the “Add Facilities” button.  On the “Facility Search” page, select the 3rd bullet labeled “Retrieve 
NJPDES Permit Numbers (Need NJDEP Program and NJPDES permit # for search).”  In the “Select NJDEP 
Program” dropdown, select “Water Quality”.  In the “Facility ID” field, enter the NJPDES Permit 
number (i.e., NJ or NJG in caps and then enter the remaining permit number) and click “Search.”  You 
can also search for facilities using the “Facilities Name” field, although the search results may not be 
as accurate.  Click the box next to the correct facility name and click on the “Add Selected Facilities” 
button.   

 
 

9. Congratulations on successfully registering for NJDEP Online!  You are now ready to complete and 
submit your Stormwater Documents. 
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Returning Users - First Step:  Log In 

1. If you have a myNewJersey account set up and linked to your NJDEP Online account, you can use the 
New Jersey State Home Page to login and access your account (https://www.nj.gov/). Once logged in 
to myNewJersey, click the “DEP Online Services” link on the left side of the page. 
 
Note: You can also access the NJDEP Online page (http://www.nj.gov/dep/online/) by using the Login 
to NJDEP Online button under “Already a registered user?” box on the right.  

 
 

2. You will be brought to the “My Workspace” page of the DEP Online Service Portal.  Follow the 
instructions below if you need to add a new facility to your “My Workspace” page. If this is your first 
time using the submittal service, you will have to add it to your Service Selection by: 

• Click the blue “Configure Services” button under the “Service Selection” section 

• On the right side of the screen under “Division of Water Quality” click the checkbox for 
“Stormwater Document Submittal” 

• Scroll to the bottom of the page and click “OK” 

• You will be taken back to the “My Workspace” page where you will now see the “Stormwater 
Document Submittal” service in your Service Selection grid.  Click the “Stormwater Document 
Submittal” link to continue. 

Note:  You only need to add the “Stormwater Document Submittal” to your Service Selection once.   
This option will now be available for submittals going forward. 
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How to Submit Stormwater Documents 
1. Log on to your NJDEP Online account.  It will open to the “My Workspace” tab. 

 

2. Navigate to the “Service Selection” section and click the Division of Water Quality “Stormwater 
Document Submittal” link. 

 
 
*If you are not seeing the “Stormwater Document Submittal” link, you need to add the Stormwater 
Document Submittal Service to your “My Workspace” screen by completing the following: 

• Click the blue “Configure Services” button under the “Service Selection” section 

• One the right side of the screen under “Division of Water Quality” click the checkbox for 
“Stormwater Document Submittal” 

• Scroll to the bottom of the page and click “OK” 

• You will be taken back to the “My Workspace” page where you will now see the “Stormwater 
Document Submittal” service in your Service Selection grid.  Click the “Stormwater Document 
Submittal” link to continue. 

 
3. You are now on the “Instructions Page” screen. This screen details the intended use of this service.  

This service is not to be used for submitting NJPDES Stormwater Applications, such as an individual or 
general stormwater permit or a grant application.  Click the “Continue” button at the bottom of the 
page. 

 
4. You are now on the “Submission” screen.  Enter the name of the submission or project to identify the 

document, for example, Certification Form for ABC Inc., or Stormwater Infrastructure Map for Storm 
Township as well as a date to further detail the submission.  The name you enter will appear in later 
screens for your use after you submit the document, so be sure to pick an appropriate name so it’s 
easy to find what you need later.  The “Comments” field is optional if you’d like to notate details for 
later reference.  Click “Continue” to move to the next screen. 

 
5. Next is the “Submission Type Selection” screen.  Click the radio button for the Stormwater Document 

Submittal and click “Continue”.  
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6. You are now on the “Facility Selection” screen.  All sites that are associated with your user profile will 
be listed on this screen.  If you do not see any sites or cannot find the site for which you are submitting 
a document, follow the instructions on the page to search for facilities by either Program Interest 
number (PI ID) or Facility Name and add them to your profile.  Then, click the radio button next to the 
facility related to the submission and click “Continue”.  
 

 
 

7. Next is the “Select Activity” screen.  Use the information provided on this screen to determine which 
activity you should be submitting the information under. If you have questions, please contact your 
case manager. Click the radio button next to the permit activity linked to the document you are 
loading, then click “Continue”.   
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8. The next screen is the “Contacts” screen.  Here you should fill in the contact information for the person 
submitting the document.  The “Submitter” contact information may be available in the drop-down 
list. If using this method, be sure to confirm this auto-filled information is up to date and make any 
necessary changes on this screen. Otherwise, manually fill in the contact information for the 
“Submitter”. Once this information is complete, click the “Continue” button at the bottom of the page. 
Note: if you would like to save this Submitter’s contact information for future document submissions 
check “Save to My Favorite Contacts”.  
 

 
 

9. You will then be brought to the “Attachment Upload” screen.  This is where you upload the 
document you want to submit. Select the “Attachment Type” from the drop-down box. Click “Add 
Attachment”, then click “Browse” to locate the document from your computer that you want to 
upload. Rename your document to conform with the instructions on the screen and select “Open” 
to attach the document.   
Note: Repeat this step if uploading multiple documents. 
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10. Then select the appropriate “Document Type” and “Sub-document Type” from the drop-down 
boxes.  Click the “Continue” button at the bottom of the page.   
 

 
 

11. You will then be brought to the “Service Certification” screen, which is the last step of the 
Stormwater Document Submittal process.  Answer the Challenge question in the 
Challenge/Response Question section.  Next, enter your Certification PIN.  Once your PIN is entered, 
click the “Certify” button at the bottom of the page.    
Note:  If you forget the answer to your Challenge question or your PIN, click the “Forgot” button and 
following the instructions. 
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12. You will now see the “Facility Submittal Summary” screen.  Your document has now been loaded, 
and all the information you filled out on the previous screens will show up in this summary.  You can 
choose to print or save a copy of the summary from this screen.  Scroll to the bottom of the page 
and click “Return”. 
 

 
 

13.  You will be brought back to the “My Workspace” page.  Here, you will be able to view any 
submissions you make under the “My Services – Submitted” section.  To review the submissions, 
click “Summary”.  Your submission should reflect the status “Submission Successful”. If it does not 
say this, especially if it says "Submission Failed -- Please contact DEP" than you should send an email 
to PortalComments@dep.nj.gov to find out what went wrong. When you send the email, please 
include the Service ID number (first column) so that the administrator knows which service failed.  
Note: A successful submission does not mean that the submitted document has been reviewed or 
approved. It simply means the Department has successfully received it.   
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14. In the event you are disconnected in the middle of the process and need to return to it later, please 
log in again and navigate to the “My Workspace” page. Scroll down to the “My Services – In 
Progress” section and click on the ID number to resume the submission. 
 

 
 

 

 

Still Have Questions? 

 
Please submit questions related to Industrial Stormwater Permits to 

IndustrialStormwaterPermitting@dep.nj.gov  

 

Please submit questions related to Municipal Stormwater Permits to            

StormwaterManager@dep.nj.gov  

 

 

mailto:industrialstormwater@dep.nj.gov
mailto:StormwaterManager@dep.nj.gov

