
 

1176 EAST CHAPMAN AVENUE ∙ ORANGE, CALIFORNIA 92866 ∙ P (714) 288-2500 ∙ WWW.ORANGECITYFIRE.ORG 

F A MILY  •  P R ID E •  TR A D ITIO N  

 

ORANGE CITY FIRE DEPARTMENT 
 

 

Guidance for Business Owner/Operator: 
How to Submit Facility Information 

 
 
To submit your Facility Information, please follow the instructions below: 
 
 

1. Open your web browser and navigate to the CERS Business portal at the 
following URL: CERS | California Environmental Reporting System

 
 
2. Sign in to the CERS Business Portal environment: 

+ Enter your Username. 
+ Select Next. 
 

 
 
+ Enter your Password. 
+ Select Next. 

 
 
 

https://protect.checkpoint.com/v2/___https:/cers.calepa.ca.gov/___.YzJ1OmNpdHlvZm9yYW5nZTpjOm86OTU0ZjRiYjEzOWFmMzY3NTNkNjVmMDdiOTFmMjhjMWY6Njo2YTk3OmMzNjk2OTkwYjI1ZGVlZDZjMTgzNjg2YzkzMDIzNTY2ZDE4ZGJkY2EwNjdiYmZmYjEyMjYwZDQ3M2Q1YzE5Zjk6cDpUOlQ
https://protect.checkpoint.com/v2/___https:/cers.calepa.ca.gov/___.YzJ1OmNpdHlvZm9yYW5nZTpjOm86OTU0ZjRiYjEzOWFmMzY3NTNkNjVmMDdiOTFmMjhjMWY6Njo2YTk3OmMzNjk2OTkwYjI1ZGVlZDZjMTgzNjg2YzkzMDIzNTY2ZDE4ZGJkY2EwNjdiYmZmYjEyMjYwZDQ3M2Q1YzE5Zjk6cDpUOlQ


 

3. If CERS Business Portal User Agreement is displayed, check the checkbox 
next to ‘I agree to these conditions’ and select ‘Continue’.  
 

 
 
 
4. If your account has access to multiple organizations in the CERS Business 

environment, Select Your Business page will be displayed. 
 
 

+ Use the ‘Select’ button (on the left) to select an organization. 
 
 

5. Select the ‘Start/Edit/Certify Submittal’ button, from the ‘Facilities’ section 
of the Home page, next to your Facility Name.  
 
 

 
 
 
6. Select the ‘Start’ button in the ‘Facility Information’ section. 

 

 
 
 
 
 
 
 
 
 
 



 

7. If this is your first time submitting, go to Step 8. If you have submitted before, 
follow the instructions in sections (a) and (b). 
(a) Select ‘Based upon my submittal of’, then hit the green ‘Start’ button. If 
you are not automatically taken to the ‘Business Activities’ page, see step 
(b).  

 
 
 

(b) If this page appears again and you need to make changes, click on the 
document you need to edit and follow the steps below. If no edits are 
necessary and both documents are green with a ‘Ready to Submit’ status, 
then go to Step 14. DO NOT SUBMIT!            
 

                
 

 
 
8. You will be taken to the ‘Business Activities’ page. Under the ‘Site 

Identification’ section, be sure to have the ‘Facility Name’ and ‘Business 
Site Address’ filled out and up to date.  
 

 
 
 
 
 
 
 



 

9. If you have been identified as being required to submit into CERS for CUPA, 
select ‘Yes’ under the ‘Hazardous Materials’ section. 

 
 

 
 

 
10. For the remainder of the sections, ‘Underground Storage Tank(s) (UST)’, 

‘Hazardous Waste’, ‘Excluded and/or Exempted Materials’, 
‘Aboveground Petroleum Storage’, and ‘Regulated Substances’, please 
identify the activities occurring at your facility. CERS will provide guidance on 
completing the reporting requirements for these business activities.  
 
If you are unsure or need further assistance with this step, please contact us 

at 714-288-2551 or 714-288-2552. 
 
 
11.  When you are finished filling in the applicable information, click on the green 

‘Save’ button at the bottom of the page. 

 
 

 
12. You will now be directed to the ‘Business Owner/Operator Identification’ 

page. Use this form to provide contact information about your facility. When 
finished, click the green ‘Save’ button at the bottom of the page.  

 
 
 
 
 



 

13. When finished, both documents under the ‘Facility Information’ should be 
green and say ‘Ready to Submit’.  
 
DO NOT SUBMIT! (IF SUBMITTED ALL ITEMS IN DRAFT STATUS WILL 

BE SUBMITTED) 
 

 
 

 
14. You may now continue on to submit your ‘Hazardous Materials Inventory’.  
 
Please note: HMBPs are required to be submitted annually between January 1st 
and March 1st of each year. A full re-submittal is required every 3 years 
regardless of any changes. The ‘certify’ option can be done each year in between 
as long as there are no changes.  
 
 

**If you have any questions regarding your submittals, please contact Fire 
Prevention Staff at 714-288-2551 or 714-288-2552 or via email at 

HazardousMaterials@cityoforange.org. ** 
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