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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.

‘ » Dashboard

Info Messages

Info

Upcoming Obligation

10

Submittals

"% Count of Permission Requests

1

Submittals

CORRESPONDENCE (LAST 3 MONTHS)

Open Authority Unread
0 0
Messages
ANNOUNCEMENT

Public Unread

0

Submittals  Permits/Licenses/Certificates

Upcoming Obligations

Submittals

MY SUBMITTALS (LAST 3 MONTHS)

raning TSI

[ @ prinking water | m [ New |
FREEHOLD TWP WATER DEPT
WQP - AP System Report

(8] wrzrons ) DD

66 JACKSON MILLS RD, Freehold Twp, NJ 07728(Monmouth County)
NJ1316001

| @ Drinking Water \ml New |
HAWTHORNE WATER DEPARTMENT
WQP - AP System Report

(B oo ) DA

445 LAFAYETTE AVE, Hawthorne Boro, NJ 07506(Passaic County)
NJ1604001

| @ Drinking Water ‘ | New |
HAWTHORNE WATER DEPARTMENT
WQP - AP System Report

(5 oz D DR

445 LAFAYETTE AVE, Hawthorne Boro, NJ 07506(Passaic County)
NJ1604001

NEW SUBMITTALS

_-My Favorite JIZWIEN
_i" &, [ @ Drinking Water | | Environmental [ © W

WQP - AP System Report




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

submission by clicking on the [{sJgl)
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SUBMISSION PROCESS
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* Users will only be able to see water (® sescito | (2) Arachment @ (3) Roview(2) Submission @

Water System Information

systems for which they have permission to

Water System

submit for in this list. Once they select the g HAWTHORNE WATER DEPARTENT o
water system, they can click on the blue

imoort @ (
‘Download AP System Report’ button to LS oo

Upload XML file

download the excel spreadsheet to fill out import Data

the sample data.




SECURITY RISK Microsoft has blocked macros from running because the source of this file is untrusted. Learn More

[.:J BLOCKED CONTENT The ActiveX content in this file is blocked.

Enabling Macros and ActiveX Content

To ensure the excel file is working properly and the XML file can be generated, users must follow

the steps below before using the template:

1. Enable Macros: Right click the downloaded template and select ‘Properties’ to reach the

popup shown below. Under the ‘General’ tab, click ‘Unblock’ then hit ‘Apply’ and ‘OK’".

@l MOR_GW.xlsm 47772026 10:58 AM Microsoft Excel M... 242 KB
&

General Securty Details Previous Versions

E:i!‘. MOR_GW xism

Type of file:  Microsoft Excel Macro-Enabled Worishest | xlam)




AFTER FILLING OUT THE i m——— —

SAMPLE DATA, USERS MUST S=—=r 1
CLICK THE ‘GENERATE XML’ — =

i

BUTTONAND SAVETHEFILE  |ss s = e SRl = Samaml . ol =
TO THEIR DEVICE. === : :

HAWTHORNE WATER DEPARTMENT

Once this XML file is saved, users must, | : R 5 araverTe v aome oo, 67305
Upload the XML File by clicking on the :
Yellow Up Arrow, then click the ‘Import —

Data Button’ to import the XML file — — 7

into En Suite. 7\
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(D Basic Info @ Attachment @ Review @ Submission @

Water System Information

Water System

HAWTHORNE WATER DEPARTMENT NJ1604007
445 LAFAYETTE AVE, Hawthomne Boro, NJ 07506

Import @ [ ] nioad AP System Report

Upload XML file

WQP_AP_2026-04-02.xml Import Data

Validation Complete
The XML data has been verified, you may proceed to submit the form.

You will see Validation Complete.

General Information @

Laboratory Laboratory Certification Number Certifier Name Telephone Number

NJ APPROVED PARTY 11047 JOHN DOE 609-292-5550

Samples @

v o Lab Sample Number: TEST-04022026
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Go to the Submission Tab

Answer the Security Question and
Enter PIN Number

Click Blue Submit Button

*‘:Open:‘ g »

(D Basic Info @ Attachment @ Review @ Submission

Security Question: where did you graduate from high school?

|:| Show Question Answer

PIN Number

PIN

[] showPIN

Security Precautions

To prevent your information from being used inappropriately, we maintain stringent system safeguards as well as physical and administrative protection. In
addition, the security safeguards are also powered by VeriSign?s Certificates and Authorize.NET?s PCI compliant processes. Once we provide you with a
password, you are responsible for maintaining the confidentiality of the password. Please note that access to these links, irrespective of the issuance of the User
ID and Password, may be terminated by our discretion at any time.

Disclaimer

The system, its agencies, officers, or employees protect your confidential information. However personally identifiable information privacy is a new and evolving
area, and despite dedicated efforts, some mistakes and misunderstandings may result. The visitor proceeds to any external sites at their own risk. The
development company specifically disclaims any and all liabilities from damages which may result from accessing the website, or from reliance upon any such
information.




| Data Exchange - Pending Review By SDWIS \

@® Submission Successful!

Confirmation of Submittal: 1. Your application has been received and will be reviewed shortly. 2. Check your account, email and text message for system notification at

various mile stones.

Please click to print your receipt.

Submittal Summary

Submittal Form Info

You will then see the Submission
Successful Page.

Submittal RID: Name:
Submitted Date: Method:
Submitted By: Andrea Anaya

6092925550

ANDREA.ANAYA@DEPNJ.GOV

Fee Detail Certification

WQP - AP System Report

Online Submission

This submittal does not require fee. Statement:

Payment Detail

Not Applicable.

Question:

Answer:

PIN Number:
RO:

Sender [P:

I, as the Responsible Officer or delegated by the Accounting
Officer, declare that the information provided in this application
aor attached to the application is, to the best of my knowledge,
in all respects factually true and correct. | am aware that the
supply of false or misleading information in the application
form is a criminal offence.

ook ok
ok ok
ok ok
Andrea Anaya
136.226.60.88
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back to EN Suite, and the form status will be automatically set to
‘Denied’. Otherwise, it’s status will be set to ‘Approved’.
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Users can click the [QJEIFESRIel]to access the G (oo N »  stamo
Submitted Submittal Info page. Under the ‘Attachment’ e Y—

tab, they will be able to download a PDF that will indicate vo WQP_AP_2025-03-11(1) (1).xi B o [550) ovoamos] |

the reason that the sample and sample result was rejected. HAWTHOR
. . . View_Lab_Sample_Errors_89210_519.pdf N (FoF [600KE || 04/03/2026 DEPARTME
After reviewing the sample ID(s) that were rejected, users el Qerlemioes L s
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can make a revision request to resubmit data to NJDEP.

2 Results

Type RUEICES

Review Flow

Submittal Docu




Ve are going to do a recorded walkthrough,

Let me open my TEAMS Recording now
from TEAMS Chat with Ruscel.




Microsoft Teams

Call with Kirkland, Ruscel [DEP]

2026-06-22 16:22 UTC

Recorded by

Anaya, Andrea [DEP]




COMMON ERRORS FILLING OUT THEWQP 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 TPOO1001/TPO01001, 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.




ANY QUESTIONS?

Angela M. Muzeni-Corino
Administrative Analyst 4
angela.corino@dep.nj.gov

Andrea Anaya
Information Technology Specialist
andrea.anaya@dep.nj.gov

Division of Water Supply & Geoscience
Asst Dir Off | Water System Operations
Data & Information Assistance Unit
609-292-5550
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