INSTRUCTIONS FOR USING THE CUT AND PASTE FEATURE TO PREPARE WATER
DIVERSION, WATER UTILIZATION AND MONITORING SUBMITTALS ELECTRONICALLY
THROUGH MYNEWJERSEY

Please contact the Bureau of Water Allocation & Well Permitting at 609-984-6831 with any
additional questions regarding the Diversion, Water Utilization and Monitoring Reports.

The Diversion, Water Utilization and Monitoring Reports service has a feature that will
allow monitoring data from a spreadsheet to be copied from and pasted into a window
where it will be parsed into the results form. This may be useful for forms that contain
many results or pages. It is critical that the data be maintained in the spreadsheet in the
same order that it appears in the monitoring results online form, so a DEP Data Miner
report was created that generates the correct structure.

General Instructions:

1. Download or create a spreadsheet to contain your results-make sure results are in the correct
format/order.

2. Log into your NJDEP Online account.
3. Make sure all information in your user profile is complete and correct before certifying.
4. Select the submittal task for the monitoring results period you are preparing.

5. Copy your data from Excel, Google Docs, OpenOffice.org or similar spreadsheet into the
Optional Paste box and click Populate.

6. All information must be submitted and successfully certified for the Department to receive it.

7. The requested information will vary from the examples below, depending on the regulated
activity.

Download Data Format

Open an Internet browser and navigate to
http://datamine2.state.nj.us/DEP_OPRA/OpraMain/categories?category=Water+Allocation and
skip to Click ‘Monitoring Data Structure for Cut and Paste — Quarterly’ below, or navigate
through the NJDEP Home Page at: http://www.nj.gov/dep/.




Scroll down to the lower portion of the screen, and on the left side click ‘Data Miner’ as shown
below.
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‘Within DEP Data Miner, you will find a variety of reports that will provide you with up to the minute results. In order to provide INSTRUCTIONS
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The DEP is dedicated to making environmental information readily available to our constituents while maintaining user confidence in
the data. The information provided within NJDEP Data Miner and the viewing experience will continue to expand and improve as we
work towards providing our constituents with an informative and easy-to-use environment.
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Click on “‘Reports by Category’.
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» 2008 Permit Extension Act = » NIPDES Permitting Program
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Welcome to the New Jersey Department of Environmental Protection's online s portal, NJDEP Data Miner. Within you will find a
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NIDEP has reports on the following topics:
« 2008 Permit Extension Act
This category contains reports related to the 2008 Permit Extension Act. The 2008 Permit Extension Act was signed into law on
September 6, 2008 with the intent of offering economic relief to various segments of the New lersey economy, particularly the real
estate and construction sectors. The Act allowed for permit extensions of up to three and one half years assuming the criteria for
indusion is met. =
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Click “Access the Water Allocation Reports’

NJDEP -Dataminer-Open Public Records Act ndows Internet Explo

ey - ‘g http:jdataminez. state.nj.us/dep/DEP_OPRAindex2, html#sdvw vl FRIEYS |

File Edit Wiew Favorikes Tools Help

w o [gNJDEP'Datamir\er—Open Public Records Act I ] -~ B o v hPage - 0 Took - @) &

o Water Supply e

The Division of Water Supply is responsible for managing New Jersey’s water supply, to ensure adequate, reliable, and
safe water is available.

The Division of Water Supply is comprised of two Elements: Water Supply Operations and Water Supply Permitting; and
four Bureaus: Safe Drinking Water Technical Assistance, Safe Drinking Water Implementation, Water Allocation, and Water
Systems and Well Permitting.

Additional information on the Division is available on the Division of Water Supply’s web site

= Safe Drinking Water - The Bureau of Safe Drinking Water Implementation is responsible for ensuring public water

systems satisfy Federal and State drinking water standards and the other provisions of the Federal and State Safe
Drinking Water Acts.

Al:l:ess the Safe Drinking Water Reports

Technical Assistance - The Bureau of Safe Drinking Water Technical Assistance assists in ensuring public water
systems satisfy Federal and State drinking water requirements. The Bureau is responsible for a variety of programs
including the Drinking Water State Revolving Fund, Private Well Testing Act, Capacity Development, Operator
Certification, Childcare Drinking Water Certifications, and Drinking Water Quality Institute. The Bureau also assists
the Bureau of Safe Drinking Water Implementation in water system compliance issues

Access the Bureau of Safe Drinking Water Technical Assistance Reports

‘Water Allocation - The Bureau of Water Allocation regulates the diversion of Water In New Jersey. Any person

having the capability to divert 100,000 gallons per day or more, or has a combined pump capacity of 70 gallons per

minute or greater is regulated by the Bureau of Water Allocation. The Bureau of Water Allocation regulates water

diversion through permitting, certification, and registration programs. Non-agricultural entities diverting more than

100,000 gallons per day are regulated with Water Allocation permits or Temporary Dewatering Permits. Agricultural

facilities diverting more than 100,000 gallons per day are regulated with Agricultural Water Use Certifications.

Agricultural facilities diverting less than 100,000 gallons per day but with a capability to divert over 100,000 gallons

per day (70 gpm) are regulated by Agricultural Water Use Registrations. Non-agricultural facilities diverting less than

100,000 gallons per day but with a capability to divert over 100,000 gallons per day (70 gpm) are regulated by b |
Water Use Registrations.
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Bookmark or add this page to your favorites to avoid the steps above in the future.

Monitoring Data Structure for Cut and Paste Quarterly

Click ‘“Monitoring Data Structure for Cut and Paste — Quarterly’
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This report displays all effective water alloction permits issued by the department
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Monitoring Data Structure for Cut and Paste-Quarterly
This report produces the monitoring data structure for a single Water Supply Water Diversion or Water Utilization Quarterly form. Typically, all past {after 2002}, current and the next
Qquarter forms are available. Only use pest forms as templates for future forms if the activity and menitoring are IDENTICAL. The report inputs are Preferred ID and menitoring farm
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Enter the due date of the form you want to submit, and the Water Allocation ID for Allocation
Permits, Dewatering and Equivalencies, or the PWSID for utilization reports. The structure is
currently available one quarter in the future. Click ‘OK”’.
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A screen such as the one shown below will display Wlth your faC|I|ty S submlttal information.

Click Pre-Print Details button as shown below.
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Select the table of data including the column headers as shown below and copy (Control C).
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Open Spreadsheet and Paste (Control V)
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Save your spreadsheet file-note what quarter and activity it’s for. Enter this monitoring period
data based on the subject item and parameter in the spreadsheet. Fields in gray are not required.



Login to NJDEP AND Prepare to Enter Results

Login to your NJDEP Online account.

To begin entering monitoring results, click on the Water Diversion, Water Utilization and
Monitoring Results Submittal link in My Workspace as show below.
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Service Selection

Note: Access to this electronic service selection and submittal area is granted by selecting facilities using the user profile. Some services are
accessible without selecting facilities as shown below.

] oter Supply
Water Diversion

Water Utilization and Monitoring Results Submittal

Configure Services

My Fadilities/Program Interests

Note: You may add facilities by clicking the "add Facilities" button below.

‘ Facility Name Facility ID Program Access Type Cimmrs LEEEE

Done
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The Submittal Action Task Llst displays and shows avallable Monltorlng Results reports which
can be submitted. Check the monitoring period and due date carefully on the submittal action
task list. Unique sets of quarterly forms are generated for each activity, reflecting the required

monitoring data for that monitoring period. To begin entering new results, click on the Submit
link under the Action column as shown below.
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SUBMITTAL ACTION TASK LIST
> - Submittal Action  choose a form to submit or revise by clicking Submit or Submit Revised under the Action column,
Task List
ruerr—r— S TS| © Show Complete @ Show Incomplete [ Retresh |
4 - additional
Information
Activity # Due Date Task Description Monitoring Period Lompleted Action
5 - Monitoring Date
Results WAFDSO001 _ 04,/30/2009_Submit Public Quarterly Monitoring Report 01/01/2008 - 03/31/2008 Submit
& - Certification clicking a column title will sort the table by that column. |
contact dep 1 privacy notice | legal ' ibiti @

2} NIDEF O

* Changing the radio button to Show Complete and Clicking Refresh will display previously
submitted forms that can be revised through this Submittal Action Task List.

The action will display as Submit Revised if the monitoring results for this monitoring period
have been previously submitted as shown below.
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SUBMITTAL ACTION TASK LIST
2 - Submittal Action  Choose a form ta submit or rewise by clicking Submit or Submit Rewised under the Action column
Task List >
3 - Submission Name @ Show all O Show Complete QO Show Incomplete M
4 - Additional
Information leted
Activity # Due Date Task Description Monitoring Period ~ Comeleted Action
5 - Monitoring Date “m
Results WAP950001  07/30/2003 Submit Public Quarterly Monitoring Report 01/01/2003 - 03/31/2003  02/09/2004  Submit Revised
PR e —— WAPSS0001 07/30/2003 Subrmit Public Quarterly Monitoring Report 04/01/2003 - 06/30/2003 02/06/2004  Submit Revised
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After choosing the submittal task for the form you wish to enter, additional screens will display
depending upon the type of form. Complete all screens and navigate to the monitoring results

window. Scroll down to the bottom portion of the screen to the Optional Paste box. For
example, see below.
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Form Comments:

Optional Paste: Please paste tab-delimited monitoring data and click the 'Populate’ button to auto-populate
the data grid above with your monitoring results.
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Navigate back to your spreadsheet.
Copy the Spreadsheet data from your spreadsheet by selecting all the cells EXCEPT THE

HEADER ROW in the first 6 columns and copy, (Control C). Navigate back to the results
screen.

Click in the Optional Paste box as shown below.
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Form Comments:
Optional Paste: Please paste tab-delimited monitoring data and click the 'Populate’ button to auto-populate
the data grid above with your monitoring results.
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Paste the data (Control V) into the Optional Paste Box, and then click Populate.
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Proceed with certification as usual.
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There are four errors that you may get for the optional paste window. Errors generate for too
many rows pasted, too many columns pasted, missing rows, and missing columns. The
monitoring results screen places the data in the rows and columns from the spreadsheet even if
an error occurs, so carefully review the data if you receive an error message. The data can be
corrected in the web form, or you can correct it in the spreadsheet and re-paste it. If the error is
too many rows or columns, the data may display correctly and be OK. Check results carefully
before submitting and certifying.
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