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Michigan Air Emissions Reporting System (MAERS)

Registration Instructions

To access MAERS, users must first register then log into the system. This document explains how to
register in MAERS, sign into the system, and access your account information. An online tutorial is
also available at http://maers.state.mi.us/facility (click on “Contact MAERS” in the upper right corner of

the screen).

MAERS Website Login

You only have to register once. If you registered in a
previous year you do not have to register again.

By using an Internet connection, and Internet Explorer version 6.0 or higher, a user may access the
MAERS website http://maers.state.mi.us/facility. You will be greeted by the login screen shown below
(Figure 1). To enter the system, you must enter a valid user ID and password. A user ID and
password can be obtained by self-registering.
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Overview

Welcome to the Michigan Air Emissions Reporting System (MAERS) - Michigan's
web-based application used in the collection of emission data from the permitted
sourcesacilities. The Michigan Department of Environmental Quality (DEC), Alr
Quality Division (AQD) maintains MAERS reports for commercial, industrial, and
governmental sources of air poilution in Michigan. The MAERS System offers new
ways to report Emissions Inventory (E1) 24-hours a day, seven days a week - all fom
asingle website.

MAERS Internet Home Page

The MAERS Intemet Home Page serves as a clearinghouse for MAERS information
This site provides an overview of the AQD, Emissions Reporting Program, up-to-date
MAERS news, information on where to go for help, as well as access to all the
MAERS Forms, Instructions, and other guidance documents. You can access the
MAERS Home Page at wwnw.michigan. govidegar.

MAERS System Users Guide

The MAERS System Users Guide provides instructions on using the MAERS System
under the Help Menu. You can also access the guide via the MAERS Home Page
(see above).

As MAERS services continue te expand, the system will provide increasing
opportunities to meet business needs through the ease and convenience of
Michigan's eniine services.

If you have any questions, please contact the Environmental Assistance Program at
(500) 6520275,

sReportingSystem.
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SIGN IN
* User Name:

* Password:

Help
@ Forgot Password?
@ Self-Registration
@ Need Help?

Release Date: October 29, 2015
Version: 1.0.5780.19566
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Figure 1: MAERS Website Login Page

To establish a new user account in MAERS, click on the “Self-Registration” link
(Figure 2). The following instructions will guide you through the registration

process.

Note that some steps only need to be completed by those registering under the

facility Primary Preparer role.

Figure 2:
Access Self-Registration

Michigan Department of Environmental Quality, Air Quality Division

SIGN IN

* User Hame :

* password :

Help

@ Forgot Password?
@ Self-Registration
@ NeedHelp?
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Step 1: Choose one of the following applicable user roles: Primary Preparer, Secondary Preparer,
Consultant, or Reviewer (Figure 3). An explanation of each of these roles is provided below. If you are
uncertain as to which role applies to you contact your district office or the Environmental Assistance
Center 800.662.9278 or send your inquiry to infomaers@michigan.gov.

Account Creation +

Select a Role

Oy Primary Preparer
Frimans MAERS naer that mahages MAERS account information and can edit and submit MAERS report. This person must be empioyed at the source. Each
source must have QONE, and only one, Frimans Freparer.

(O Secondary Preparer
MAERS wser, otherthan the Primany Preparer, that can edit MAERS data and is emploved at 2 source. Secondans Preparer cannot access faciliy MAERS
Information until assighed to the solkce b Primany Praparer.

() Consultant
MAERS user that can edif MAERS data, but is not empioyed at & source. Consultant canhot access faciiy MAERS Information Luntil assigned fo the solrce b
the Primans Preparer.

() Reviewer
MAERS wser that can wview but not edit MAERS data. Reviewer cannot access facilily MAERS information until assigned to the source by the Primany Preparer.

Figure 3: Select Role in Self-Registration

e Primary Preparer — This is the primary user at the company. Each company must have one
primary preparer. The primary preparer must be associated with the company and cannot be a
consultant. This person manages the facility’s online MAERS account and is responsible for
assigning additional users as well as submitting the report when finished. This person can also
complete or make edits to the MAERS report.

Note: If multiple people at a facility review and edit the MAERS report, then one person must be
registered as the Primary Preparer and the other users should register as Secondary Preparers. If only
one person will edit and submit the MAERS report, that person should register as the Primary Preparer.

e Secondary Preparer — This user is someone at the company, other than the Primary Preparer,
who will be working on the MAERS report. The secondary preparer has access to the report and
can make changes and edits to a facility’s MAERS report once they are assigned to the facility by
the Primary Preparer. A person that registers as a secondary preparer can be associated with
multiple facilities.

¢ Consultant — This role is similar to the Secondary Preparer except that they are a consultant
rather than someone employed at the company. The Consultant has access to the report and can
make changes and edits to the facility’s MAERS report once they are assigned to the facility by
the facility’s Primary Preparer. A person that registers as a Consultant can be associated with
multiple facilities.

e Reviewer — This is a user that has read-only access to the facility’s MAERS report. The Reviewer
has access to the report but cannot make changes to the data. A person that registers as a
Reviewer can only review the facility’'s MAERS report if they have been associated to the facility
by the facility’s Primary Preparer. A person that registers as a Reviewer can be associated with
multiple facilities.
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MAERS Registration Instructions

Step 2: Complete all required fields (denoted with a red star) in the Account Information section
(Figure 4).

Account Infermation

* First Hame: * Last Hame: * User Hame:

Jaohn Sample Sampled

* Employer Hame: Job Title: * Email Address:
Sample Corporation Env Manager sampleji@samplecorp.com
* Address Line 1: Address Line 2:

5854, Main St

* City: * State: * Zip: * Country:

Lansing Ml v | 42909 United States «
Area Code: Phone Ho.: Ext.:

517 fr 23-4567

Figure 4: Account Information

Step 3 (Primary Preparer Role ONLY): Answer all security questions. These questions only appear
if you are registering as a Primary Preparer (Figure 5).

Security Ouestions

Question 1:
In what city did you meet your spouse/significant other? v

Answer: Capitol City

You can choose a different
Question 2: c g 5
What is the middle name of your youngest child? b queStlon by CIICkIng on the
Answer: Maers drOp down bOX-

Figure 5: Security Questions

Step 4 (Primary Preparer Role ONLY): Associate Facility(s). This field will only appear if you are
registering as a Primary Preparer (Figure 6).

Click on the "Retrieve Facility Data” button. Any facilities that are associated with the e-mail address
entered in the account information section will be displayed. If no facilities are displayed then you can
manually enter the facility name, address, and State Registration Number (SRN) to which you want to
be the primary preparer.

You should only enter those facilities to which you want to be the Primary Preparer. If a facility
appears in the list that you do not want to be the Primary Preparer for, delete that facility from your list
by clicking the delete button.

Click here to add
more facilities.

/[
Retrieve Facility Data
L+ Facility Hame Address SRH
[ Sample Corparation aaa Wy, Main 5t Lansing, wl 73999
L
Click here to delete record. Figure 6: Retrieve Facility Data
3
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MAERS Registration Instructions

Step 5: Read the MAERS Terms of Service in the Agreements and Policy section, then click on the

checkbox to confirm reading and acceptance of the agreements.

Step 6: Click on the “Create Account” button to submit the self-registration.

Step 7 (Primary Preparer Role ONLY): Complete the E-signature
Agreement Form (Figure 7).

If you have registered as the Primary preparer for the facility you must
complete and submit the e-signature agreement form. This form should be
signed and dated by the Primary Preparer then mailed to the address
indicated on the form. Within 2-3 days of receiving this form, the DEQ will
activate your account and send you an e-mail with a PIN. The PIN serves
as the Primary Preparer’s signature and will be used to submit the MAERS
report.

Step 8: Receive e-mail confirmation.

Soon after you have registered you will receive an e-mail from the DEQ
(InfoMAERS@michigan.gov) that includes your MAERS user name and

Figure 7: E-Signature
Agreement Form

password. This user ID and password will be used to log into the MAERS system.

WHAT NEXT?

specific MAERS data until associated with the facility by the Primary Preparer.

e Primary Preparers: Approximately 2-3 business days after you have registered and submitted the
electronic signature agreement form you should receive another e-mail from the DEQ notifying you that
your MAERS account has been activated. This e-mail will also include your PIN to be used for submitting
your MAERS report. Once you receive this e-mail you will be able to associate additional users
(Secondary Preparers, Consultants, and Reviewers) to the facility’'s MAERS report.

e Secondary Preparers, Consultants, and Reviewers: After registering you will receive an e-mail
confirmation and password. You will be able to log into MAERS but will not be able to view any facility

Viewing Your Account Information

To view your account information, log into MAERS and click on the “My Account” tab (Figure 8). This
page should be used to keep your MAERS account information up-to-date and change your
password. Users registered as a Primary Preparer can use this section to view their PIN and update

security questions.

Michigan.goy Home

Haorme MAERS Report Fee Source System Utilities My Account

Figure 8: Accessing My Account Information

O If you have questions please send an e-mail to infomaers@michigan.gov or
e contact the Environmental Assistance Center at (800) 662-9278.
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