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To locate a specific form please use our form finder.

£ Form Finder

Frequently Asked Questions

? Can nForm securely store files?

? Is there a limit to the number of forms | can create?
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New York Department of Environmental
Conservation

The Mew York State Department of Environmental Conservation (DEC) was created on
July 1, 1970 to combine in a single agency all state programs designed to protect and
enhance the environment.

Mission: "To conserve, improve and protect New York's natural resources and
environment and to prevent, abate and control water, land and air pollution, in order to
enhance the health, safety and welfare of the people of the state and their overall
economic and social well-being."

DEC's goal is to achieve this mission through the simultaneous pursuit of environmental
quality, public health, economic prosperity and social well-being, including
environmental justice and the empowerment of individuals to participate in
environmental decisions that affect their lives.

January 24, 2014




Introduction

The New York State Department of Environmental Conservation has developed an online form
submission system, nForm, which will facilitate data collection for the agency. This system provides a
centralized location for DEC forms and approvals.

nForm-enabled reports, forms, and applications will be linked to directly from the NYSDEC public
website. Upon clicking to open a form, users will be required to log in to NY.gov and will be directed to

the NY.gov login webpage.

4/My NY.govOnline Services

Please login after reading the Acceptable Use Policy below

4, NY.govID

Username:
\

Password:

Sign In

Forgot your Username or Password 7
NY.gov ID - Terms of Service

Agency Assistance & Contact Information

After successfully entering the user credentials, the user will be brought back to the nForm website.
Help for registering with NY.gov is available in the Appendix of this document.




Finding and Opening Your Form
There are two methods for finding the form you need to complete on the nForm site:

1. Select an Organization to navigate to the list of forms, and
2. Form Finder.
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The New York State Department of Environmental Conservation (DEC) was created on

July 1, 1970 to combine in a single agency all state programs designed to protect and

Forms enhance the environment
Tolocate a specificform please use our form finder. Mission. “To conserve, improve and protect New York's natural resources and
environment and to prevent, abate and control water, land and air pollution, in order to
o lenes enhance the health, safety and welfare of the people of the state and their overall

economic and social well-being."

DEC's goal is to achieve this mission through the simultaneous pursuit of environmental
quality, public health, economic prosperity and social well-being, including
environmental justice and the empowerment of individuals to participate in
environmental decisions that affect their lives.

Frequently Asked Questions

? Can nForm securaly store files?

? Is there a limit to the number of forms | can create?

Select an Organization
1. Click on the Select Organization button.
2. Mouse over the organization list and highlight the desired organization
3. Click on the desired organization.
4. After selecting an organization, the details for the organization will be displayed as well as any
forms related to the organization.

Form Finder

The Form Finder tool provided allows you to either search for a specific keyword, or a natural language
search in which you type in the activity that you are trying to do and it will attempt to identify the form
you are looking for.

Example: | need a form for Drinking Water Eligibility




After using either of these two methods to locate a form, a list of results to select from will be displayed.

Division of Water

Forms
CAFO Annual Report ECL [GP-0-09-001] & CWA [GP-04-02]
erirated dvmal Feedng Operaton Annual Camphance Repad for the €
MOI for coverage under Stormwater General Permit for Construction Activity
Water Withdrawal Reporting Form

Once a form has been selected, the form’s main page will appear, displaying information about the
form, links to frequently asked questions, contact information, and in the top left of the page, buttons to
either submit the form online, or to download version to manually enter the data and mail to NYSDEC.
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Permit Form Water Withdrawal Reporting Form

version 1.7
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Frequently Asked Questions

Contact Information

Select “Submit online form” to continue with nForm and electronically submit your data. This will
create a new blank copy of the form with a unique Submission ID that will remain with this specific form
submission. ** Make note of this submission ID ** If any changes are made to the data after the form
is submitted, the revision number will change and the form will need to be resubmitted.

Click “Next Step” to continue to the form data entry pages.



Form Data Entry

The form data entry screen has three main areas:

Data Entry

Watg‘r Withdrawal Reporting Form

(Submission Id: 1TZ-SNCQ-RXBX, revision 1)

Interbasin Diversions

DEC Major Drainage Basing Map

D Originating Major Drainage Basin

Originating Site Description

Form Sections

QFacility Information Receiving Major Drainage Basin
@Source Information
Annual Water Withdrawal Data Receiving Site Description
ithly Data - Withdrawn
Monthly Data - Transferred/Imported
Monthly Data - Consumed
Monthly Data - Returned

Monthly Data - Diversions

@Water Conservation and Efficiencies e o Lot

_MOudcide Sal

clear section

Fill out this section only if waler is being transferred between major drainage basins.

To determine the basin name, go to the DEC Major Drainage Basins Map (iink provided below). Then select the basin name using the drop down menus under
Originating and Receiving Major Drainage Basin headings below Descibe the locations of originating and receiving sites in the site description boxes (e.g. Town
water intake on Route 12 al northern end of Pleasant Lake to Stony Reservoir near Bear Road)

B © Previous Section ) Next Section

Frocessing o » Ealry > Review > Certly & Submi > Payment > Confrmaton

O Previous Step  © Next Step

1. Form Sections:

If a form has multiple sections, they will be listed here. Each section will be preceded by an icon

the indicates its status:

a. This section has not been viewed

b. €3 Al required data has not been entered in this section

c. 0 This section has been visited, and all required data has been entered.

2. Data Entry Fields:

These are the form questions that are to be answered, as directed.

3. Form Navigation:

a. Previous/Next Section navigates the form sections. All sections must be viewed prior to

form submission.

b. Previous/Next Step moves the user through the steps for completing and submitting the

form.

c. Save for Later can be used to save your data entries, leave nForm, and return at a later

time to complete the form.

Each submission can be saved at any time during the data entry stage to be continued or completed

later; click the © S#vefertaer  hyutton.



Review, Certify & Submit

There is a review step immediately following data entry, providing the user a chance to review the
information that was entered prior to certifying and submitting the form. All of the form questions and
answers will be displayed on this screen.

The final step is to read the certification statement and submit the form. Clicking the submit button is
deemed the equivalent of signing a paper copy of the form. Certain forms may require a more involved
certification process that includes re-entering the user password and correctly answering a predefined
challenge question.

Stops: [Pmceaningnin » Ertry » Reviw » Cortify & Submig = Payment > Ceafrmaton

CAFO Annual Report ECL [GP-0-09-001] & CWA [GP-04-02]

varsion 1.4

(Subrmission 1d 1WI-ORSX-XIMO, revision 1)

CERTIFICATION

Steps: [Frocessinginin - Ly > Hevew - Lartiy & Submi = Payment = Confrmaton

# Save for Later O Previous Step O Submit torm

Finding Forms That Have Been Started or Submitted

In order to find a form that has previously been saved for later completion or submitted, the user should
select the menu choice “History” (#1 in the figure below). This will display all of the forms that the user
has access to (#2 in the figure below), and includes: forms started, but not submitted; submitted forms;
forms completed by another person and assigned to the current user.

Home #  Finder & Dashboard® Users 2 Organgations @ Foms O HistoryGe  Help T Erik Posner 2

Submission History

© Your submission can be accessed at any time by selecting it from the History List

lansiiad Total records: 7 Showing 7 (Blered from lotal records: Filter

"

. Submiss] " bmitted brnission Name . Status Locked Actions
L 3 '3 3

ATT-GHON-JYCH
and will not

|bmissicn
1TF-BTAS-CFZY 2103 XYZ Farm CAFQ Annual Rpt Issued No
(Due

_ TGAWWKCAVZYS 010820120816 NOLIof coverage under Starrmwates Issued ho

Renaming a Form
Each entry in the History table is given a default Submission Name (#3 in the figure above) the same as
the form name. This name can be edited in order to provide a more meaningful name to the submission



(e.g. 2013 XYZ Farm CAFO Annual Rpt). To rename the submission, click on the Submission Name,
which make the name ready to edit, and enter the new name.

Form Actions

Pre-submission
There are three possible actions that can be performed (#4 in the figure above) to an existing form from
the Submission History page before it is submitted:

1. View — can always be performed, regardless of the form status. This displays all of the form
guestions and responses, but does not allow data to be modified. In the View Form mode, users
can also print or download the submission.

2. Edit © —Forms can only be edited before they are submitted. This is not to be confused with
revising a submission, which will be covered later in this document. This command is used to
continue working on a saved form. Data already entered in the form can also be changed or
deleted.

3. Delete — Forms can only be deleted before they are submitted. Once submitted, a form’s
data becomes a permanent record. Once deleted, recovery is not possible.

Post-submission Actions

Once a completed form has been submitted, its data is encrypted and stored in a secure system. The
submission can no longer be deleted. There are several additional actions that users can perform after
the form submission:

1. Revise Submission — Each submission has a revision number, which starts at 1 for the initial
version. If changes need to be made to the submitted form, the “Revise Submission” button is
clicked and a new revision of the form becomes active and the user is able to change any
information within it. Each new revision must be submitted when complete, and the new data
will replace that of earlier revisions.

2. Print Submission — A copy of the submitted form can be printed.

Download Submission — The submitted form can be downloaded in PDF format and saved.

4. Copy as New — A previously submitted form can be copied and used as a template for a new
submission. This will create a copy of the form with of its data and a new, unique submission ID.
This new copy can be modified and used as a new submission, and can be particularly useful
when submitting a report on a regular basis (e.g. Annual reports).

5. Open In New Window — Opens a second copy of the form in a new window. Useful when you
want to compare two copies of a submission.

6. Manage Access to Submission - If more than one user needs to be able to view or edit the form,
additional registered users can be granted access by clicking the “Manage Access to Submission”
button on the left side of the page. The next screen will display a box to enter the email address



of the person to whom access will be granted. This user must currently be a registered user of
the nForm system. Below this is a list of all users with access to the form.



Appendix: Registration with NY.gov
NYSDEC’s nForm system will be integrated with New York State’s my.NY.gov services. All nForm users
will need to register with NY.gov before being allowed to submit a form.

User Account Creation

1. Go tothe my.NY.gov website. The following page will be displayed:

2. Click on ‘Don’t have an Account’ button. Following page is displayed.

3. Click on ‘Personal’ account type.

4. Click on the ‘Sign Up for a Personal NY.gov ID’ button and fill in the requested information.

5. After entering the User Information and Login Information, click on the ‘Create

Account’ button.

6. Click on the ‘Continue’ button

7. Click on the ‘Finish’ button. It displays the same page as in step 5. You can close the browser
window because you need to wait for the receipt of an email with your account information.

Designating a Password
1. Close the browser. An email is sent to the email address provided in the User
Information section as indicated above.
2. Open the email received from NY.govld.
3. Click on the ‘Click Here’ link in the email or copy and paste the URL given in the
browser. Answer the security questions.
Click on the ‘Continue’ button.
Click on the ‘Continue’ button. Enter password.
Click on the ‘Set Password’ button.
Click on the ‘CONTINUE’ button.
8. Close the browser.
For more assistance on creating an NY.gov account, see the NY.gov help webpage.

Nowus


https://my.ny.gov/
https://my.ny.gov/
https://my.ny.gov/faqs.html

