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When you first open EN Suite, you will see your Dashboard.  Click on the 

two arrows next to Dashboard and this will open the Full Menu.



• Click in the ‘Start New Submittal’ module, water system users can initiate a new 

submission by clicking on the orange ‘+’ icon next to WQP – AP System Report.



SUBMISSION PROCESS

• Users will only be able to see water 

systems for which they have permission to 

submit for in this list.  Once they select the 

water system, they can click on the blue 

‘Download AP System Report’ button to 

download the excel spreadsheet to fill out 

the sample data.



SPREADSHEET SET-UP

• You may need to enable 
macros/ActiveX content

• Instructions will be posted 
on our webpage



AFTER FILLING OUT THE 
SAMPLE DATA, USERS MUST 
CLICK THE ‘GENERATE XML’ 
BUTTON AND SAVE THE FILE 
TO THEIR DEVICE. 

Once this XML file is saved, users must, 

Upload the XML File by clicking on the 

Yellow Up Arrow, then click the ‘Import 

Data Button’ to import the XML file 

into En Suite.



You will see Validation Complete.



Go to the Submission Tab

Answer the Security Question and 

Enter PIN Number

Click Blue Submit Button



You will then see the Submission 

Successful Page.



After the form is submitted, the system will take one day to 

process the submission. Once the submission is processed, if any 

data is not accepted into SDWIS, the rejection results will be sent 

back to EN Suite, and the form status will be automatically set to 

‘Denied’. Otherwise, it’s status will be set to ‘Approved’.

Users can click the orange eye icon to access the 

Submitted Submittal Info page.  Under the ‘Attachment’ 

tab, they will be able to download a PDF that will indicate 

the reason that the sample and sample result was rejected. 

After reviewing the sample ID(s) that were rejected, users 

can make a revision request to resubmit data to NJDEP.



We are going to do a recorded walkthrough, 

Let me open my TEAMS Recording now 

from TEAMS Chat with Ruscel.





COMMON ERRORS FILLING OUT THE WQP SPREADSHEET

• Using a duplicate lab sample number.

• PWS ID Number must include the NJ for example NJ0102001.

• Not entering the Water Facility State Code and Sample Point ID correctly, 

usually the same for example DS/DS or TP001001/TP001001, etc.

• Entering the incorrect analyte code or method code for analyte.

• Entering the incorrect result unit code, for example PH for PH, and C for 

Temperature.
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