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Section 1.   Process Overview 

The process to submit your Radionuclide NESHAPS (R-NESHAPS) reports to the U.S. Environmental Protection Agency (EPA) involves the following steps: 

1. Access / Login to the RAD Database 
2. Search the RAD Database
3. Sort NESHAPS Report Documents
4. View, Save, and Print NESHAPS Report Documents 
5. View, Save, and Print Reports / Attachments
6. System Configuration Document

7. E-mail Notifications

1.1 Step 1 - Access / Login to the RAD Database 

8. You should have Internet Explorer (IE) 5.5 with 128-bit encryption. If you would like to download IE 5.5 or higher, go to the following Web site prior to accessing the Central Data Exchange (CDX): http://www.microsoft.com/windows/ie/. 

9. After you have confirmed or loaded the correct version, go to the Internet via your browser (IE is the recommended browser) to access the radionuclide (RAD) database: https:// yosemite3/4.epa.gov/host/rpd/neshaps.nsf.

10. On the log in screen, read the information, and then click on the Yes button if you want to continue.
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11. Type your User Name (proper case) and Password (case sensitive). This login is the same as your Webmail login. If you do not have a Webmail login, then go to step 5; otherwise go to step 6.
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12. For Users that do not have an EPA Lotus Notes Webmail account, go to: https://yosemite.epa.gov/admin/globalreg.nsf. Click on Request a New Account and complete the EPA Domino Servers User Registration form; and then click on the Submit Request button. Once an EPA Lotus Notes Webmail account has been established, you can then proceed.
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13. Once you read the Privacy Notice, click on the Search the NESHAPS Database! button to proceed to the RAD database, or click on one of the links at the bottom of the page (EPA Home, Privacy and Security Notice, RAD NESHAPS Regulations, Contact Program Office) for more information.
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The main search view will be displayed with the following search criteria: keyword, region, facility (name), date to and from, state, facility ID, status, and comments. The main view table also displays the following data fields: date, state, facility, facility ID, report, attachments, reviewer, and status. The facilities reports that are listed will be limited to those facilities that are in your jurisdiction.

EPA regions will only list facilities within their region; states will only list facilities within their states; and headquarters (NESHAPS Admin) will list all facilities, and a link to Edit System Configuration document.
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1.2  Step 2 - Search the RAD Database 

The next several screen shots are examples to guide you through entering search criteria and receiving results for the following criteria: keyword, region, facility (name), to and from date, state, facility ID, status, and comments. 
For each search, you will need to either type in the desired search or select from a pick list (when provided), and then click Search. 

Multiple keyword searches are allowed. The SearchType field has two choices, AND / OR, which determines how to combine multiple search keywords.

To go back to the original entry page, click Reset. 
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14. For the keyword search example: type Clayton in the Keyword field, and then click Search.
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The search results page lists the search criteria, the number of documents found (at the top of the page), and the reports that matched the search criteria.
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15. For searching by region (Headquarters), select the region from the pick list, and the click Search. 
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The search results page lists the search criteria, the number of documents found (at the top of the page), and the reports that matched the search criteria.
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16. For searching by State (for region and headquarters only), select the state from the pick list, and then click Search. 

[image: image11.png]2 RADIONUCLIDE NESHAPs - Microsoft Intemet Explorer,

Fle Edt View

Favortes  Tools Help

state

04/23/2004 AL
04/23/2004 VA
04/23/2004 MD.
05/11/2004 AL
05/12/2004 AL
05/12/2004 AL
05/12/2004 AL
05/14/2004 AL
05/17/2004 AL
05/18/2004 AL

Links >

B
U.S. Environmental Protection Agency

[(Search |
v State v Status: v

Facility 10 4] Comments

To Date SsarchType @ aND O OR
Facilty Facility 1D it Attachments Region Reviewsr  Status
cse Submittero12 4 Regiond  Reviewsd with Comments
cse Submitterot2 3 Region3  Reviewed with Comments
cse Submitterot2 3 Region3  Reviewed with Comments
cse Submitterot2 4 Regiond4  Reviewsd with Comments
cse 12345676912 4 Region4  Reviewed and Accepted
cse 12345676912 4 Regiond4  Reviewsd with Comments
cse 12345676912 © 4 Regind  Reviewsd with Comments
cse 12345676912 © 4 Regind  Reviewsd and Accepted 5
cse 12345676912 © 4 Regind  Reviewsd with Comments
cse 12345676901 4 Regiond  Received

N

Databa il

EPA Home | Privacy and Security Not
Ed

Last updat]

esk: 666-800-1995
NESHAPS Requlations | Contact Program Office

Canfiguration
(11872004 09:34:07 AM





The search results page lists the search criteria, the number of documents found (at the top of the page), and the reports that matched the search criteria.
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17. For searching by Status, select the status types form the pick list, and then click Search. 
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The search results page lists the search criteria, the number of documents found (at the top of the page), and the reports that matched the search criteria.
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18. For searching by Facility name, enter the facility you want to locate in the facility search field, and then click Search. 
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The search results page lists the search criteria, the number of documents found (at the top of the page), and the reports that matched the search criteria.
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19. For searching by Facility ID, enter all or part of the facility ID in the Facility ID search field, and then click Search. 
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The search results page lists the search criteria, the number of documents found (at the top of the page), and the reports that matched the search criteria.
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20. For searching by Comments, enter one or multiple words in the Comments search field, and then click Search. 
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The search results page lists the search criteria, the number of documents found (at the top of the page), and the reports that matched the search criteria.
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21. For searching by Date, enter the dates in the From Date and To Date fields, and then click Search. 
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The search results page lists the search criteria, the number of documents found (at the top of the page), and the reports that matched the search criteria.
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1.3 Step 3 - Sort NESHAPS Report Documents
To sort documents by date, state, facility, facility ID, region, reviewer, or status columns in the table, click on the column heading (it will turn red).

Sort by Date
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Sort by State
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Sort by Facility
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Sort by Facility ID
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Sort by Region
[image: image27.png]2 RADIONUCLIDE NESHAPs - Microsoft Intemet Explorer,

)
e tt Vew Fovotes Toos Help 3

o [ >
U.S. Environmental Protection Agency

[(Search |
v State v Status: v

Facility 10: Comments:
To Date SearchType @ aND O OR
Facilty Fasility 1D Report Attachments Region Reviewer  Status
04/23/2004 VA CSC Submittern12 ° 3 Region3  Reviewed with Camments
04/23/2004 MD  CSC Submittero12 & 3 Region3  Reviewed with Camments
05/18/2004 AL CSC 123456769012 4 Regiond  Received
05/14/2004 AL ese 123456789123 @ 4 Regiond  Reviewed and Accepted
04/23/2004 AL CSC Submitteroi2 ® 4 Regiond  Reviewed with Comments
05/11/2004 AL CSC Submittero12 & 4 Regiond  Reviewed with Comments
05/12/2004 AL ese 123456769123 4 Regiond  Reviewed and Accepted
05/17/2004 AL ese 123456789123 @ ® 4 Regiond  Reviewed with Comments
05/12/2004 AL ese 123456789123 @ %3 4 Regiond  Reviewed with Comments
05/12/2004 AL ese 123456789123 4 Region 4 Reviewed with Comments. b
Next

Database Help Desk: 888-800-1995
EPA Home | Privacy and Security Notice | RAD NESHAPs Requlations | Contact Program Office
Edit System Configuration
Last updated on 05/18/2004 09:34:07 AM





Sort by Reviewer
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Sort by Status
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1.4 Step 4 - View, Save, and Print NESHAPS Report Documents
To view the NESHAPS report document click on the date, state, facility, facility ID, region, reviewer, or status on any NESHAPS report document line.

You can click on the Next button at the bottom of the page to go to the next page, and the Previous button to move back a page. 
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To edit, click on the Edit button in the upper right corner of the Web page.
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User can change status by clicking on the appropriate status. 

User can add comments with or without changing the status by typing in the comments.
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If the user selects the status “Reviewed with Comments”, then the document cannot be saved until the user enters comments. If the user tries to save without entering comments, a pop-up box will appear and instruct the user to enter comments. 

All comments, along with the user information that entered the comments, will be saved in the history field at the bottom of the document.

Once the document status is “Reviewed and Approved”, then the only headquarters (NESHAPS Admin) can edit the document.
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To save, click on the Save button located in the upper right corner of the Web page. 
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1.5 Step 5 - View, Save, Print Reports / Attachments
When you mouse over the NESHAPS report (it will turn yellow), all the attachment names will be displayed in the browser status bar (at the bottom right of the browser).

22. View Report then double click on the Report icon (paper clip) for the NESHAPS report.
23. View other Attachments - if there is only one Attachment under the Attachment column, and then double click on the Attachment icon (book).
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24. View Report - Open the NESHAPS report document and double click on the report attachment text.

25. View other Attachments - if more than one, then open the NESHAPS report document and double click on the attachment text that you want to open.
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To save a report use the following for the different file formats 

· Word: Click on Save As in the File Menu on the top menu bar. 

· WordPerfect: Select File Save.
· PDF: Click on the diskette icon in Adobe Acrobat.
To print the report, click on print in the File Menu on the top menu bar. 
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1.6 Step 6 - System Configuration Document
The System Configuration Document controls the Privacy / Security information, links to other Web sites, Help Desk Number, Contact Program Office e-mail address, e-mail notification reply to address, and the date the document was last.

26. Click on the Edit System Configuration Document link at the bottom of the page.

Only headquarters (NESHAPS Admin) can Edit / Save the System Configuration document. To Edit / Save, click on the Edit / Save button in the upper right corner of the Web page.
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1.7 Step 7 - E-mail Notifications
27. Every time a new document is uploaded into the NESHAPS database, an automatic e-mail notification is sent to the region and state personnel responsible for reviewing the report.

28. When the NESHAPS report document is edited, and the status is changed (only the initial time for each status), then an e-mail notification is sent to the region and state personnel responsible for the report.
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