Environmental Protection Agency
An Ghniomhaireacht um Chaomhnu Comhshaoil

Polychlorinated Biphenyls (PCBs)

Guidance Manual for First Time Users of the PCB
Application in EDEN

Getting your company set up on EDEN in order to make a
submission

This document is for guidance only. It does not purport to be and should not be considered a legal
interpretation of the legislation referred to herein. Producers are advised to refer to the relevant
legislation for comprehensive information on requirements.
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Section 1. Setting Up Company Account for Single Sign On

If this is your first time to submit any information on the online EDEN system you will first need to
set up an online account for your company by registering on EDEN. This can be done by following the

link to the “EDEN Webpage” https://www.edenireland.ie/ and clicking on the “Sign Up” tab (see

Figure 1 below). Registering on the EDEN system will then allow you to access the PCB Reporting

System.

Figure 1 Registration

anvirormental dala exchangs network

Jeden

EPA Services v

Welcome to EDEN

EDEMN provides an online gateway to Environmental and Radiological Protection Licensing, Monitoring, GIS and Reporting applications for organisations to communicate
with the EPA and share data with each other.

Wist the EDEN Portal Help section

Single Sign-On
EDEN is based on single sign-on technology to allow users to logon to multiple applications using a single username / password combination.

Note: Requests for new organisations are approved by the EPA, requests for organisation membership and application access are approved by organisation and
application administrators.

Please email eden@epadie for all technical issues and queries regarding the EDEN system

Q EDEN - EPA, lohnstown Castle, Co. Wexford - Phone:

’ +353 (0953 5160600 - eden@epa.ie epc
Caehahaol, Olhopochl ogus Rios Aié Disclaimer
Envirorment, Horlage ond Local Governmen! Envircamental Frotection dgercy
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Figure 2 Create a New EDEN Account

Create a hew EDEN Account

Slgn Up Steps Username
p 3

If you want to sign in to application using user name instead of email address,
please provide value, otherwise leave it blank; You need to specify at least 8

S0 vou decided to open an account with us.

COwur account creation process is combined into easy steps.

1. WWe need to verTy that your email exists, and you can access It All of our alphanumeric characters
usernames are emails, therefore in this step we check T email that you
provide is not used by anyother account already, and that you hawe an Email address
access to it =
2. After a email verification wou will be ahble to sign in into this site - no EDEN
PORTAL access will be gratned
. . : . . . . Password
3. After sign in, you will be requested to provide required user information. This
will start approval workflow on our side [~
Why do we split this into few steps? to block bots that will sign up for account. YWe “our password should be a minimum of 8 characters with at least one upper case
know that this process will take you a little bit longer, than one form, but at the end Ietter, one lower case Ietter, one number and one special character (&, *, %

your will be sure that only people that should have access to portal will be granted it
Confirm password

Prove you're not a robot

[ | Privacy & Terms

ce

[ lagree to the EPA Terms of Service and Privacy Policy.

Please keep a note of the email address you provide during your account set up as this will be the
email address that all contact between EDEN and your company will be directed to. Also keep a note
of your password.

Once you have registered for your account an email will be sent to the address that you provided
(see Figure 3 below). This email will contain a link that you must click to sign in to your account with
the details that you have provided.

Figure 3 Email Verification

D eden epa

Your registration request has been received.

To complete the sign up process, please follow the link or copy and
paste the URL below into a browser.

https:/ffaccount.edenireland.ie/signup/confirmaemail?userld=e7eZcdd4-bb0a-4d98-bb&a-
1a609054a03c&token=c4l169aee-ae55ae-43e7-a742-6ffsedoagcas

IMPORTAMNT: This email has been generated automatically by the EDEMN system. Please do
not respond to this email as replies cannot be answered

This email is intended for the recipients specified abowve and any other use is prohibited. It
may contain confidential information. If you received this email in error, please contact
edend@epa.ie. EDEMN does not accept legal responsibility for the contents of this message if it
has reached you wvia the Internet, as Internet communications are not secure. All EDEMN
communications are scanned for malware and virus infection using the latest utilities.

@ EDEM|EPA 2014 - Johnstown Castle, Co. Wexford - Phone: +353 (0)53 9160500 - eden@epa.ie
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Once you have clicked on the link provided in the email you will be directed to the first step in the
Portal Access Request.

Figure 4 EDEN Portal Access Request Step 1

Home / EDEN Paortz

EDEN Portal Access Request - Step 1

8% Organisation
During the registration process you will asked to provide infarmation abaut the organisation or private company that you are associated with. This is required information
and must he provided to proceed with account registration.

Flease note: your organisation cannot be modified on this system without manual intervention by the EPA. Please contact the EPA if you wish to amend or update this
information after registration

Organisation Type:

Select organisation bype.. .
| Q

Local Authority

Mational Organisation

Once you have selected your organisation type you will be asked to search for your organisation
name to ensure there is no duplication on the EDEN system. The “Company Information” section
requires information relating to the company for which you wish to set up an account. In the case of
companies that hold a 6-digit Company Registration Office (CRO) number then if you have inputted
your correct company name you will see that your company name will appear with your assigned
CRO number.

If you search for your company and it does not already exist on the EDEN system please ‘click to
create new’. Input your details as requested (see Figure 5 below). Click ‘Next Page’ when all fields
are populated.

Figure 5 Company Details

== Private Company

Try searching for the company by company name or registration numBper. IT you can't find company you looking for, you will be provided with possibility to create new
company

company Search:

search for campany name or registration numbe =

organisation
Trading As

Business Type

Address Line 1
Address Line 2
Address Line 3
Post Code

county

Select county

Phone
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Figure 6 Portal Access Request Step 2

EDEN Portal Access Request - Step 2

Please provide contact information

2 Profile M Address
Title Address Line 1
First Name Address Line 2
Last Name Address Line 3
Section Post Code
Position

County

Phana

Click ‘Next Page’ to continue.

Figure 7 EDEN Portal Access Request Step 3
]

EDEN Portal Access Request - Step 3

Please select application you would like to access

DArticle27  arcle27 Application

Licensing Management Application (Licenses and CoAs). Farmally known a5 Manage my Waste Water Discharge Authorisations: - Incident
(e |_ M A notifications to the EPA far Licences and CoA sites - View, respond to and close out actions created by the ERA for Licensees in respect of
achieving compliance with Licences and CoAs

y ©DS
EFGas 003 &FGas application

‘ PCBs Application for Polychiorinated Biphery! (PCE) submissions

E Application for Waste Electrical and Electronic Equipment (WEEE) submissions

Click on the PCB icon to request access to this portal. Once you have clicked the icon it will turn blue,
and then click ‘Submit’. Once you have done this a request will be sent to the EPA for approval. You
will not have access to the portal until it is approved by the EPA.

Once the EPA has approved your request for access you will receive notification via email. Once you
have been granted access you will need to Sign In to https://www.edenireland.ie as before. Once
this is completed you will see the screen as shown in Figure 8 below.
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Figure 8 My Portal Access

My Applications

1 v records per page Search;

Application 4 Description Role Action

Y eden EDEN PORTAL User

‘PCBS Application for Polychlorinated Binhenyl (PCB) submissions Adminigtrator

Click on the PCB icon to continue to making a submission. On Launching the PCB application you will
be brought to the PCB Submission page as shown in Figure 9 below. Your company name should be
displayed as shown below.

Figure 9 PCB Homepage

/= Site Details - Windows Internet Explorer.

S~ = spa.ie = (=] [*2] [x] [2 ESE
File Edit e Favorites Tools Help

<lr Favorites Shm 43 Usefullinks @& - @& Fres Hotmail & -

52|~ | &8 aLoer | & Site Details x | fa - [M] e=h - Pags - Tools - Safaty -

-~

PCB Submission
Flease list all sites ovmemn including sites which do not contain FCEs or PCB-contaminated equipment.

PCB Company Limited

Home

Edit Company Details Quick User Tip e over the buttons belg nstructions
A/ Comname Create sie et sive Ada or Eait quipment Ada Annuat Reports/Documents
/Ede nary
Contact
— Company Site Details

Mame for site

Site Name =

Address Line 1 *

Address Line 3

[ |
[ |
Address Line 2 [ |
[ |
[ I

Town / City

Please note that if you leave the system idle for more than 30 minutes the system will time out and
you will need to log back in in order to access your submission. Make sure you save each screen as
you go to ensure that all your information is saved (Further guidance on making a PCB submission

can be found on the EPA website at www.pcbs.ie).

Office of Climate, Licensing, Research & Resource Use
Version 2.0, March 2015 Page 5


http://www.pcbs.ie/

Section 2. Adding another User to your Company Details

Once the new user has singned up to the organisation and requested access to the portal in the
same way as the Organisation Administrator originally did (following steps outlined above) the
Organisation Administrator (person that registered the company in the beginning) will be able to

grant access as follows:

1. Signin to the system using administrator’s username and password

2. Hover your mouse over ‘My Account’ then click “Manage Users”, circled in green below

Figure 10 Manage Users

My Account -~ Report Information -~ EPA Services -~

FPartal Access
VWhere b Oirganisations Lt ALDER systems on the ne

Mty Motifications

Name

{

[ gror=r=rou =TT g |

PCE's iphernyl Tracking System

B riarnage Users

Portal Help new EDEMN portal

oM cations

| Manage Organisations

Figure 11 Process Membership Requests

m Membership Requests °

Members
0 v records per page Search;
Firstname * Lastname Email Administrator

e jordan — & view Profile | & Manage Access || T Revoke Access

entries 1

3. Then click on “Membership Requests”, found at the top of the screen (circled in green
above)
4. The name of the new contact person should appear here and you will have the option to

approve or reject the request from this user (this will appear under the heading options as

Office of Climate, Licensing, Research & Resource Use
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circled below in green). Once the Organisation Administrator Approves the request they will

receive notification via the next screen that pops up.

Figure 12 Approve or Reject an Application

Organisation Administration for Waves United

Members Membership Requests i

Membership Requests

10 v records per page

Search

Firstname Lastname Email Request Date -

R v sgproe | e

Showing 1to 1 of 1 entries

The screen below will appear once the user has been approved for this system.

Figure 13 Successful Approval Notification

Success

The request was successfully approved

¢ Manage Organisations / \Waves United
Organisation Administration for Waves United

Members Membership Requests

Membership Requests

0 + records per page Search:

Firstname Lastname Email Request Date -

There are no reguests to display.

Showing 0 to 0 of 0 entries

5. You can then return to “My Account” and ‘Manage Users’ to view the newly added

organisation user (circled in red below)
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Figure 14 Viewing Members

Organisation Administration for Waves United

m Membership Requests

Members
10 ~ | records per page Search
Firstname - Lastname Email Administrator
- - _
= B
Showing 1 to 2 of 2 entries 1

Lastly the administrator will need to grant this user access to the PCB application.

For this you can hover your mouse over ‘My Account’ then click ‘Manage Applications’. The screen
as shown in Figure 15 below will appear. As you look over the available applications you will see that
PCB application has 1 request beside it. Click on the ‘Manage’ button (circled in green below) to the

left of the red 1 notification.

Figure 15 PCB Portal Application
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. o
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and close oul actions ereated by the EPA for Licensees in respect of achisving comg
CaAs

gationg - hcadar

» ODS
h SFGas 005 & FGas appication
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Figure 16 Grant Access
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You can grant access to the new to the PCB portal user by clicking ‘Authorisation Requests’ as circled
in green in Figure 16 above.

Figure 17 Approving the New User

Members Authorisation Requests {1

Authorisation Requests

10 ¥ records per page Search:
Firstname Lastname Email Address Request Date -

Showing 1to 1 of 1 entries 1

Click approve or reject (circled in red above) to grant the user access or to block access. Should you
choose to grant the user access, a pop up screen will appear to show the users details and to allow
you to assign them a role. You can choose to either make them the administrator of the account or
to be a user. Once you have assigned the user a role your request should be successfully granted.

This new user should then be visible in the “Manage Application” screen under the PCB application

and will now also have access to the PCB application.
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