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R QUICK REFERENCE GUIDE

DELIVERING THE ESSENTIAL

SUBMITTING A MANIFEST

This Quick Reference Guide (QRG) describes how to access, complete, and submit an online manifest using the
WSSC Water ePermitting system. This QRG provides details on data requirements for the Grease Disposal
Manifest (GDM) and the Septage Disposal Manifest (SDM).

To do this, you must have registered for an ePermitting account. For more details, refer to the Accessing
ePermitting Quick Reference Guide.

Complete a Manifest

After you have registered and logged into your ePermitting user account, you can begin the process of submitting
a manifest on the Welcome to ePermitting home page (WSSC CSS (wsscwater.com). From the Welcome to
the ePermitting System home page:

1. Click the Apply link on the toolbar.

—
Apply»  Today'sInspections Map  Paylnvoices Search@,  Calendar (@ Cross Connection Test Reports  Permit and Licensee Search  Help=  Contact Us=

Final Water and/or Sewer Inspection(s) will not be available for selecting or scheduling until the service connection(s) on the corresponding Service Connection Permit have been Released for Service.

Search Public Records
This tool can be used to search for

existing permits, plans, inspections,

code cases, requests and licenses,

©

Pay Invoice

Use this tool to pay for individual
invoices.

Apply
This tool can be used to apply for a
permit, plan or license.

@

Map

Explore the map to see the activity
occurring inyour neighborhood.

Login or Register
Login to an existing or create a new
account. You can also find help if you
forgot your login information.

ePermitting Tutorials

Use this tool to learn more about the
ePermitting application.
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2. Select All under the ALL PERMITS column.

Today's Inspections Map  PayInvoices !

B ALLPERMITS [l DEVELOPER PLANS 5 LICENSING

¥ 12 -([R) - Mew Construction ¥ [HPA] Hydraulic Planning Analysis * Request oo changes 2 company's Principal Master
» 13 -([R) - Remodeling/Additional Work » [SEP) System Extension Project »  Plumkber - Master

¥ 18- [NR]-Mew Construction ¥ [DRP} Developer Relacation Project » Gasfiteer - Journeyman

¥ 17 - [NR] - Remodeling/Additional Work/Tenant Space ¥ [5U) Site Utiliny »  Plumber and Gasfitter - Apprentice

£-{R) - Submeter ¥ [MSU} Miner Site Utility » Reguestto Transfer a Permit

> AllE) » All{14)

NOTE: The system brings you to the Application Assistant page when you select:

o All under the ALL PERMITS, DEVELOPER PLANS, or LICENSING columns OR
e The Apply tile from the ePermitting home page.

3. On the Application Assistant page, enter Manifest in the search field.

4. Click the Search icon. There are two results, as seen below.

Both the Waste Hauler Grease Disposal Manifest (#28) and the Waste Hauler Septage Disposal Manifest (#27)
have five sections, the first two of which, Type and Contact, are system auto filled. All required fields are marked

Home  Apply~  Today's Inspections Map Paylnvoices Search@, Calendar (0 Cross Connection Test Reports Permit and Licensee Search  Help>  Cor

Application Assistant

manifesd
28 - Waste Hauler Grease Dispozal Manifest

27 - Waste Hauler Septage Disposal Manifest

with a red asterisk. The manifest sections are:

ok owbd -~

Type — This section confirms the type of manifest you selected: GDM or SDM.

Contacts — This section provides your first name, last name, and address. Do NOT click Add a Contact.

More Info — This section has required fields you must complete that are specific to the GDM or SDM.
Attachments — This section allows you to upload supplemental documents.
Review and Submit — This section is where you finalize and submit the manifest.
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To start a GDM:

1. Click 28 — Waste Hauler Grease Disposal Manifest from the Application Assistant home page.

Application Assistant
manifest

28 - Waste Hauler Grease Disposal Manifest

&

3. Click Apply.

Application Assistant

_ e Trncing & LcensinG B ALLPERMITS

> Show Categories

28 - Waste Hauler Grease Disposal Manifest

Category Name: Description:

Other Permits This permit module is used for a waste hauler company to submit a manifest for grease-
laden waste that has been disposed of at a WSSC Water Waste Disposal Site (Muddy
Branch Road) or waste from a Food Service Establishment (FSE) within WSSC’s jurisdiction
thatis disposed of at 2 location other than a WS5C Water Waste Disposal Site (Zero
Discharge Vehicle Permit). Manifests are required for all FSEs with Grease Abatement
Devices (GADs) within W55C's jurisdiction (excluding indoor GADs < 100 gallons in volume
disposed of at a location other than a WSSC Water Waste Disposal Site). The information
submitted will be reviewed for completeness. If you have questions regarding these
instructions, please call W5SC Permit Services Section at 301-206-4003.

A new Waste Hauler Grease Disposal Manifest opens.

2. A description of the GDM opens, as seen below.

[ DEVELOPER PLANS

4. Confirm the information in the first two sections, Type and Contacts, that are auto filled by the system.

5. Click Next to move to the More Info section.

In the third section, you must complete all required fields that are marked with a red asterisk. The required fields

are found in the following sections:
1. Waste Hauler (WH) Information

Acknowledgement — Click the drop down menu and select Agree.

2
3. Waste Generator Information
4. FSE Waste Information
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Alert

WH Vehicle Tag Number is required.

WSSC Water WH Vehicle License Number is required.
Driver/Contractor Mame is required.

Date of Work is required.

Acknowledge Responsibility is required.

Waste Generator Type is required.

Waste Generator Name is required.

Waste Generator Address is required.

Waste Generator City is required.

Waste Generator State is required.

Waste Generator Zip Code is required.

Waste Generatar County is required.

FSE Contact for Account is required.

WSSC Water FSE Waste FOG Permit Number is required.
Site Contact for Cleaning is required.

Date of Last Cleaning/Pumpout is required.

Number of Interceptors at this Site is required.

Location Description is required.

GAD Description (Check all that apply) is required.
Approximate Grease Layer Inches (Top): is required.
Approximate Solids Layer Inches (Bottom): is required.
Approximate Volume of Interceptor (Gallons): is required.
Time Began [Format: 7:30 AM or 3:15 PM) is required.
Time Completed (Format: 7:30 AM or 3:15 PM) is required.
Disposal Site is required.

Disposal Date is required.

Disposal Time (Format: 7:30 AM or 3:15 PM) is required.

NOTE1: The system issues a pop-up Alert for all
required fields that are missing data. Click Close.

NOTEZ2: With respect to your Grease Abatement
Device (GAD):

e GAD Description: Check all that apply.

o Submit a separate Grease Disposal Manifest
for additional GADs.

e Attach photo(s) in the ATTACHMENTS
section.

Attach photo(s) in this section that clearly depict any defects, repairs needed, or critical issues found while
servicing the grease interceptor. Once completed, go to the Review and Submit section.

To start an SDM:

1.

Click 27 — Waste Hauler Septage Disposal Manifest from the Application Assistant home page.

Application Assistant

manifest

28 - Waste Hauler Grease Disposal Manifest

27 -Waste Hauler Septage D‘lf.i%sal Manifest

2. A description of the SDM opens.

3. Click Apply, as seen on the next screen.
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Application Assistant

27 - Waste Hauler Septage Disposal Manifest n

“ l22 Trending <0 My History B5 LICENSING B ALL PERMITS [ DEVELOPER
PLANS

» Show Categories Show My Templates

27 - Waste Hauler Septage Disposal Manifest

Category Name: Description:

Other Permits This permit module is used for a waste hauler company to submit a manifest for septage
waste that has been disposed of at 3 W55C Water Waste Disposal Site, A manifest is
required for all wastes disposed of at 3 W55C Water Waste Disposal Site (excluding
portable toilets, buses, RVs, and carpet cleaners). The information submitted will be
reviewed for completeness. Any non-domestic wastes (e.g., oil/water separator,
interceptor, breweries, wineries, distilleries, and meaderies) require written approval prior
to disposal. If you have guestions regarding these instructions, please call WS5C Permit
Services Section at 301-206-4003.

4. Confirm the information in the first two sections, Type and Contacts, that are auto filled by the system.

5. Click Next to move to the More Info section.

In the third section, complete all required fields that are marked with a red asterisk. The required fields are in the
following sections:

1. Waste Hauler (WH) Information
2. Waste Generator Information
3. Acknowledgement — Click the drop down menu and select Agree to what you entered in Sections 1 and 2.

Click Next to advance to the next section of the manifest, Attachments.

Add any photos or other attachments, as needed, in support of the manifest. Click Next to advance to the next
section of the manifest, Review and Submit.

1. To scroll to prior pages of the application, use the Back button on the bottom left of the screen. Do not use
the back arrow in the web browser.

2. Scroll through the application to ensure all information is correct, especially the data fields with red
asterisks.

3. After your review is complete, click the Submit button.
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After clicking the Submit button, you will:

1. Receive a message stating:

@ Your application was successfully submitted!

Success!

Continue to permit

2. Click Continue to Permit to view details of your manifest. The Summary page displays details of the
manifest, to include:

e Permit Number

o Type

o Status

o Applied Date
e District

Permit Number: SM-1401512-2024

Permit Details | Tab Elements | Main Menu
Type: 27 - Waste Hauler Status: New/Pending
Septage Disposal
Manifest
Applied Date: 02/13/2024 Issue Date:
District: ~ WSSC Assigned To:

Finalized Date:

Description:

Sub-Records More Info

Locations Fees

3. Click the Attachments button to:
e View your manifest.

e Print a copy of your manifest.
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