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A guide to assist in registering and amending Underground Storage Tank facility information. 
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Facility Notification Application 

This application is used to register a new Underground Storage Tank (UST) facility, including UST, 

piping, and dispensers. Upon submission, a unique facility ID will be generated. All USTs at the 

facility will be linked to this ID, along with the designated owner and operator. To add tanks to an 

existing facility, use the Amended Facility Notification application. 

Click the “Create 

Notification” icon or link to 

create a New Facility 

Notification application.

A new notification pop-up 

window will appear. 

 Select “New Facility 

Notification” as the 

type

 Type a Notification 

Name of your choice

 Select the owner as 

the applicant.

The “New Facility 

Notification” application has 

been successfully created. 

At the top of the application, 

you will see several tabs, 

including Facility, Tanks, 

Dispensers, Documents, and 

Certification. Each tab must 

be completed before 

submission.

Fields and tabs marked with a 

red Asterisk (*) are required. 

The application cannot be 
submitted until all required 
fields are complete. 

ABC Company, Inc
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I. Ownership Information

Facility Information 

After logging in, you will be directed to the Facility section of the application. Four sections will 

need to be completed. 

Click “Select Different 

Owner” to use the search 

tool. If you own existing 

USTs, search by name to 

select from a preexisting 

list. 

Click “Request New 

Contact Person?” to add a 

new contact. Complete 

the generated fields before 

saving.

Once ownership 

information is complete, 

select the appropriate 

owner type from the 

dropdown list 

The complete ownership 

details and owner type will 

be displayed. Use the link 

to the right to edit or delete 

as needed.
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III. Operator Information

IV. Contact Person in Charge

Click the link to enter the 

operator or contact 

details. In the pop-up, 

select “Yes” for “Same as 

Owner” or “No” to enter 

new details as done in 

section 1. Refer to Section 

1 for instructions on 

entering existing or new 

contact details.

Fields marked with a red 

asterisk or red text are 

required to submit the 

application. Once the 

facility information is 

complete, click “Save” and 

then select the “Tanks” tab 

to continue.
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Tank Information 

After completing the Facility tab, proceed to the Tanks tab to enter UST information 

1. Adding a New Tank: 

Click the “Add New Tank” 

to start. 

A new screen with three 

sections appears: Tank 

Description, Tank 

Compartments, and 

Certification for 

Compliance for 

Installations.

Expand section 1 by 

clicking the “+” sign, and 

complete all required 

fields.
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2. Tank Information:

3. Piping Information

Expand section 2 and 

enter tank compartment 

details.

Complete the substance 

stored information.

Question 2 is only required 

for hazardous substances 

Use the “+” sign and enter 

the chemical registry 

number (CAS) or name.

Complete Questions 1-12.
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4. Closure or Service Change (if applicable)

5. Certification of Compliance for Installations

6. Adding Compartments

7. Additional or Copied Tanks

Answer questions 1:

 Yes: Fill in 

required fields

 No: Skip (section 

will become 

unfillable)

Complete questions 1 

through 6 of the Closure or 

Change in Service 

information and click 

“Save Tank”.

Additional tank 

compartments may be 

added by clicking the “Add 

Another Compartment” 

Button in section 2.

A separate entry within the 

Tank Compartments 

section will now be 

available. Click the 

“Modify” link to open and 

complete the section.

Once all compartments 

are complete, the tank 

appears in your inventory.

Add more tanks or copy 

similar ones to reduce 

data entry

Proceed to the Dispensers 

tank.
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Dispensers Information 

1. Add a New Dispenser 

Click the green “+” next to 

Dispensers.

Complete all required 

Dispenser fields.

To connect the dispenser 

to tanks or compartments, 

click the green “+” next to 

Piping Connected 

Compartments.

A new screen will appear, 

Select the tanks to be 

connected and click 

“Save”

The Connections section 

will display the linked 

tanks or compartments.

Click “Save” again to 

finalize. 

The dispensers will now 

appear in your inventory.

Repeat these steps to add 

more dispensers.

Proceed to the 

“Documents” tab.
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2. Managing Uploaded Documents.

Uploading Documents 

The following documents must be uploaded: (Insert List). 

1. Uploading Required Documents 

This tab is used to upload documents that are required for your application. It may also be used 

when the DEP requests documents during the review process. 

 Click “Add Document” to open the 

upload window.

 Select “Document Type” from the 

dropdown menu.

 Click “Choose File”, locate your 

document, and select it.

 Name the document and click 

“Save

Multiple documents may be uploaded 

using this method.

 Successfully uploaded documents will appear in the Documents tab.

 To upload multiple documents, repeat the process.

 Use the options next to each file to edit, view, or delete as needed.

 Proceed to the Certification tab.
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Application Certification

Click “Review 

Application”, then 

“View” for a 

summary PDF.

Certify that the 

information is 

accurate then sign, 

date, and click 

submit.

An email will be delivered to the address on file as notice that the application has been received.

The application will be reviewed by the DEP:

 If approved, an approval notice will be emailed.

 If corrections are needed, the application will be returned for updates.

This tab will be used to finalize and submit your application for review.
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