Guide to Electronic Reporting
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Remediation Information Data Exchange (RIDE)
Remediation and Redevelopment Division (RRD)
Part 213 Submissions



Inventory of Facilities Welcome Screen

Click to become a

<— registered user of the

system. This is a
requirement for online
report submittal.

The Inventory of Facilities features Third
Party registered user access to submit
reports electronically.

The account is registered with the
MiLogin system like many other State of
Michigan applications.

Click on the “Become a RIDE User” button
and follow the prompts. Enter required
data to create your account.

Each user must have their own account
which will act as an electronic signature
for reports.




Registered Account Allows for Online Submittals

Every Third Party has
a unique login and
user account to be
able to submit reports
to EGLE RRD online.

This means each
Owner/Operator and
each Qualified
Consultant MUST
have their own login.




MILogin Home Page Displays RIDE Application

After logging into MILogin, the Home Page opens, and the
RIDE application displays for selection. Click on RIDE to open
the application.

Click on RIDE to open the application.




Inventory of Facilities Home Screen

Click on the slider to
hide the description >
below.

The Inventory of
Facilities Home Screen
features a description
of the Inventory. This
description may be
hidden by clicking on
the Inventory of
Facilities slider in the
upper right corner of
the screen.




Navigating Inventory Of Facilities (IOF)

The first step in
submitting a submittal

) Click to show additional Default Categories for
is to search the o categories to search. searching.

Inventory of Facilities y

for the facility in /

question.

The Inventory allows
for multiple search
options using the
columns displayed.




Additional Search Column Categories

Additional searchable
columns include:

*  Township

* County

* Risk Condition

e Release Status

* EGLE District

* Project Manager

* Senate District

* House District

* U.S. Congressional
District

e Latitude/
Longitude

You may select multiple
columns, including all.

Click to show and select
additional categories to
search.

When additional
columns are selected,
they will be added to
the right. You will need
to scroll to the bottom
of the page and scroll to
the right to view these
columns.




Searching by one
column or multiple
columns is possible to
find a facility or list of
facilities.

To search, click on a
category and type or
select from a list of the
items.

Facility Column Searching

In this example, the search
categories selected are Part 213
sites in the City of Grand Rapids.
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When the facility is
found, open the facility
details to view the
Location Submittals
feature.

Statutorily required
reports are identified as
submittals on the
Inventory of Facilities.

Open Facility Details

To view more details about a
specific facility, click on the
three dots on the right side of
the table.




RIDE GUIDE —=Submitting Submittals

Steps for Submitting Part 213 Documents:
Reports and Correspondence



Documents that can be submitted through RIDE

* Submittal type options include:
* EQP3801 — Notice of On-site Work Activity (NWA)
* EQP4004 — Closure Report — Conditional Approval [Documentation] (CRCA)
* Non Form (NF)
* EQP4002 — Initial Assessment Report (IAR)
* EQP4005 - Final Assessment Report — Conditional Approval [Documentation] (FARCA)
* EQP4452 — Closure Report (CR)
* EQP4000 — Final Assessment Report (FAR)
* EQP4001 — Supplementary Information Report (SIR)



Facilities are also identified
as locations in RIDE and the
inventory. Click on the
arrow in the blue bar to the
left of the Location
Submittals to view more
information.

Clicking the arrows, opens
new views to see details
about the submittals. The
(1) behind the title Location
Submittals indicates the
number of submittals for
this location.

Submitting Documents




Submittal Information

* Select the appropriate submittal information from the drop-down list. For a
new submittal, select Create New.




Submittal Information

e Submittal information is divided
into 6 sections:
1. Site information

2. Submittal information
3. Attachments

4. Organization/Company
5. Contacts

6.

Review and Submit



Select the
confirmed release
number. Enter the

date of the
confirmed release.

1: Site Information

Site information is auto-

populated:
* New or Revised per
EGLE Audit

* Site address
*  Facility ID number
* Site location on map




2: Submittal Information

Submittal information
contains the same
information found on the
EQP cover sheet for the
given submittal.

Fill out the form
completely using the
combination of drop-
down boxes and fill-in
boxes.

Each submittal type is
slightly different.




You can navigate to the
previous page and next
page via the buttons at
the top left and bottom
right of the screen.

3: Attachments

Upload the report as a single pdf file.
Note that for reports (e.g. Final
Assessment Report, Closure Report) that
require a Table of Contents EQP form,
these forms must be submitted as part
of the report.

Note: There is a 150 megabyte size limit.




Organization/Company means
the Owner/Operator
responsible for release.

This is the first information
box on the hard-copy
coversheet.

4: Organization/Company

If the organization is not listed, you will
get a warning. At that time, please
contact the RIDE Administrator at EGLE-
RIDE-Admin@Michigan.gov

You will not be able to proceed with the
submittal in RIDE until this action is
complete.



mailto:EGLE-RIDE-Admin@Michigan.gov

Once you have selected
the organization, select
the appropriate address.

Please add a new address
ONLY if the correct
address is not found
using the
search/dropdown menu.

4: Organization/Company



Contact is the
representative for the
Owner/Operator
organization in the section
above.

This is the first
information box on the
hard-copy coversheet.

5: Contacts

You will not be able to proceed with the
submittal in RIDE until this action is
complete.




Contact Type:

Many options are
available; however please
choose from:

* Owner/Operator

* Consultant

Start Date:

Date the contact began
their association to the
facility; if this date is
unknown use the date of
the submittal.

Address:

Contact's address may be
different from the
organization's main
address.

5: Contacts




6: Review and Submit

Review all the
information that was
entered into the form.

If any changes are
needed, use the
“Previous” button to
navigate to the applicable
page and make the
changes. Do NOT use the
browser back button.




6: Review and Submit

Select the applicable Role from
the drop-down menu and
select “I Certify” to certify the
submittal. Fill out all boxes
marked with an asterisk.




6: Review and Submit

After clicking Submit & Exit, a
warning message will appear
for certain submittals that
require a secondary
certification from an
Owner/Operator.

For submittals that need two
certifications the Submittal is
NOT considered received by
EGLE until it is certified by
both a Qualified Consultant
and an Owner/Operator.

The message also displays the
Submittal Record Number. It is
useful to note this number for
future reference.




RIDE GUIDE — My Board & Secondary Certification

Steps for Navigating My Board, Finding
Submittals for Secondary Certification



My Board: Submission Status

“My Board” will show
submittals for all facilities and
releases with which the user is
associated.

When a submission is awaiting
a secondary certification, it
will have a check mark on the
“Requires Your Action”
column. The certification
MUST be done by the party
that did not do the primary
certification (ie. Owner/
Operator or Qualified
Consultant). This means the
secondary user must be signed
into their own unique RIDE
account.




Secondary Certification: Open Facility Details

Locate the To view more
facility on the details about a
|IOF following specific facility,
the same steps click on the three
in the earlier dots on the right
section. side of the table.

/




Secondary Certification: Finding Your Submittal

Once the Location
Submittals tab is
expanded you will
see a list of
submittal options.

Select the plus
sign for the type of
submittal you are
wishing to certify.

Clicking the arrows will open
new views to see details
about the submittals. The (#)
behind the title Location
Submittals indicates the
number of submittals for this
location. This does NOT
include submittals that are
pending secondary
certification.




Certify in Progress

Select the appropriate
submittal information
from the drop-down list.

To complete secondary
certification, select
“Certify in Progress”.




Secondary Certification: Review and Submit

Review all the

information that was
entered into the form.

If any changes are
needed, the report will
have to be resubmitted.




Secondary Certification: Review and Submit

Select the applicable Role from
the drop-down menu.

Select “I Certify” to certify the
submittal is complete and true —
to the best of my knowledge.

Select “Revisions Needed” if
there are errors in the
submission. This will mark the
submittal as not received by
EGLE RRD and an entirely new
submittal must be submitted.

Fill out all boxes marked with
an asterisk.




Questions?

EGLE RRD will be adding more reports to the Inventory of Facilities for electronic submittal in the upcoming months.
Be sure to watch for more announcements from EGLE as these become available.

Please direct all questions to EGLE-RIDE-Admin@Michigan.gov



mailto:EGLE-RIDE-Admin@Michigan.gov

Previous RIDE Training

* |nventory of Facilities Review

https://www.egle.state.mi.us/RIDE/home



https://www.egle.state.mi.us/RIDE/home
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