
                                                    

 

 
Lesson 9 Create/Maintain Paper SMRs       9-1 
Ver. 2.6.1 

 
Pre-requirements: None 
 

 
How to Create Requirements for SMR Tracking 

  
1. From the Main Menu, click on the “Create/Maintain Regulatory Measures” screen.  
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2. From the Regulatory Measure Advanced Search screen, enter the Facility Name 

into the Facility Name box and click the “Search” button. 
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3. Locate your regulatory measure from the Search Results and click on the hyperlink under 
the Title table. Be sure to choose the most current, active, Regulatory Measure. 
 

   
 

 
4. From the General Info tab of the Regulatory Measure module, click on the 

“Requirements” tab.  
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5. Click on the “Add Paper Requirement” button.  
 

 
 

6. Click on the drop-down menu next to “Reporting Frequency” to pick which 
frequency it is assigned to. For this example, we’ll use Monthly.  

 

 
 

7. From the “Report Type’ drop-down menu, select SMR.  
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8. For the “Report Document Type” drop-down menu, select the type that applies 
best to your report. For this case, choose “Monitoring NPDES”.   

 

 
 

 
9. Using the calendar icons, select a Start Date and an End Date for the SMR. 

NOTE: Be sure to make the end date 10 years later than the start date.  
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 Click “Save”.                                
 
 

 
How to Track Paper SMRs 

 
1. Click the “Submit/Review a Self Monitoring Report (SMR)” link from 

the Main Menu.  
2.                                                      
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3. Using the Filter feature, you can narrow down the search for your facility by 

entering in either the Facility Name or an identifier for the related 
Regulatory Measure. After entering in any necessary information to search, 
press the “Filter” button.    

 

               
 
 
4. When the results return from your search, click on the Order Number, which 

serves as a hyperlink, of the corresponding SMR.  
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5. At the Select Report screen, locate the Report for the month you wish to 
submit and click the “To be entered” hyperlink on the right hand side, 
under the “Date Submitted” box. 
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6. Click on the drop-down menu under “Reviewed by:” to search for the 
correct person that reviewed the report. If you are having trouble finding 
your name, start typing your last name and it will search for it in the drop 
down menu. 

 

        
 

 
7. Use the calendar icons to select the date reviewed and date received.  
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If there is a Follow-Up required for the report, check the “Follow-Up Required?” box and 
select a reason from those provided in the scroll-box below it.  
 

   
 

8. In the “Comment” box, leave any other information about the Report you 
find necessary.  

 
9. Before moving on, make sure to check over all previous entered information. 

No field in this area is required and it is very important that you assure the 
accuracy of all information before saving.  
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10. Click Save, you will then be prompted on whether or not you are sure you 
wish to save. Click “OK”  

.                                 


