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If you already have an account, you will enter your login

information it in here. If you do not know your login, or if

you are uncertain if your facility has an existing account,

click on Forgot Access ID or Forgot Password to retrieve

your login information. Note: Your email address must

match the email that is reflected as the account owner, or

the information will not be provided.

If you are assuming filing responsibilities from someone

else, you will need to submit a request to E-Plan by clicking

on the Contact Us link. E-Plan will ask you to verify your

affiliation with the facility/company via email before

providing login information.

If your facility is a new filer in the State of Florida, you will

click on the orange ‘Request New Account’ button. Fill in

the requested information and your account information

will be emailed to you.

Do not create a new account if your company filed in prior

years!

Links to retrieve login 
information

New Florida 
filers/facilities only!



To begin your filing, go the E-Plan website at 
https://erplan.net

Getting Started

Click here to login to E-Plan.

Your page should look like this. Filers click on the 
Login Page button under Online Tier2 eSubmit.

https://erplan.net/


Click the gold EPCRA 302 tab to go to 

the EPCRA 302 Online Notification 

Home page.



Online Filing Home Overview

If you have previously filed a Tier 2 your facility information and contacts MAY already exist in the 302 Notification tab along with any previously
reported Extremely Hazardous Substances (EHSs). If they are not, or you are a new filer or need to report for new facilities, click ‘Add New Facility’
on the right side of the page then use the gray icons next to the facility name to add your contacts. This page also reflects your filing status. After
completing the steps described in these instructions, return to this page to confirm that the status has change from ‘Not Filed’ to ‘Filed’.

Use these icons to edit or

delete a facility, add a new 

chemical, or add a new 

contact.
Current status.

You may return to this page from any page in the notification by clicking on ‘EPCRA 302  Filing Management’ in the gray header bar at the top of the 
page. Be sure you have saved your information or changes first!



Verify facility info or 

add new facility

Begin your filing by clicking on the facility’s name to review the Facility Information. You will do this for each facility for
which you are submitting a notification.

Confirm Facility Information



Confirm Facility Information (cont’d.)

At the top of the page enter, confirm, or update any

required information, as indicated by red asterisks.



Confirm Facility Information (cont’d.)

Scroll down the page to continue reviewing/entering the
facility’s information.

In the Location box, validate the latitude and longitude
location of your facility. When you click on the

button you are presented with a Google map with a pin
indicating the position of your facility based on the address
you entered. If your facility is in a complex or industrial
park that shares a common address, but has multiple
buildings, you may drag the pin to the exact location of
your facility within the complex.



Confirm Facility Information (cont’d.)

Signing the Section 302 Notification

Maximum No. of Occupants refers to

the number of people permitted in the

building at any one time by state

building codes. For more information

on Florida Building Codes go to

https://floridabuilding.org/c/default.a

spx

At the bottom of this page, enter or

confirm the name of the person

signing the report. This should be the

Owner/Operator or an Authorized

Representative with knowledge and/or

responsibility for materials stored at

the facility. Click ‘Save & Continue’ to

advance to the next page.

https://floridabuilding.org/c/default.aspx


Confirm Facility Information (cont’d.)

On the next page you will list the Facility
Identification information. Federal law
requires, at a minimum, the 6-digit North
American Industry Code System (NAICS)
number and the 9-digit Dun and Bradstreet
number. You may look up your NAICS code at
https://www.naics.com/search/.
If you do not have a Dun and Bradstreet,
simply enter ‘0’.

You may also see additional ID numbers listed
here if your facility has filed over a number of
years, including the ‘Florida Facility ID’, or
Florida SERC Number. This is a number
assigned by our office and will remain at that
location in perpetuity. If this is a new facility,
please contact our office so that we may
assign a number. You will not be able to pay
your fees until the facility is assigned a SERC
Number.

Click ‘Next’ to advance to the next page.

To find your Dun and Bradstreet number go here:

http://mycredit.dnb.com/search-for-duns-number/

Required data

https://www.naics.com/search/
http://mycredit.dnb.com/search-for-duns-number/


Confirm Facility Information (cont’d.)

Please upload a site 

drawing. You may also add 

SDSs, SODs, and other 

documents.

Upload any relevant documentation on 

this page, including Safety Data Sheets 

(SDS) or facility site plans or maps. 

Select the type of document you wish 

to upload from the File Category drop-

down menu, browse your computer for 

the document, then select the desired 

file. Finally, enter a description and click 

‘Upload’.

You may click ‘Next (Add Contact)’ to begin 

adding contacts or EPCRA 302 Filing 

Management to return to the Notification 

Home page.



Confirm Contact Information

Click on name or edit to confirm 

or update contact info.

To review an existing contact’s
information, click on the
contact's name, or the ‘Edit’
link to the right of the name.
This will take you to the pages
to make any changes to their
email, title, and phone
number.

To enter a new contact click on
the icon.

If the contact person has
changed, you may overwrite
the information in these
screens instead of adding a
new contact from the Online
Filing Home page.



Required data

Confirm Contact Information (cont’d.)

Enter/update the title, last name or 
business name, first name, and valid 
email address are required information. 

If you are entering the Owner/Operator 
information, enter the name of the 
entity that owns or operates the facility 
in the Last Name or Business Name 
field. Do not enter a specific person’s 
name as the Owner/Operator unless it is 
the name of the business.

Click Save & Continue to advance to the 
next page.



Minimum Federal 

requirements.

Confirm Contact Information (cont’d.)

The Owner/Operator, Emergency Contact, and Tier II Information Contact are all required under federal law.

Facilities with an Extremely Hazardous Substance must also provide contact information for the Facility Emergency

Coordinator. If this applies to your facility, click on the ‘Tier2 Filing Management’ in the gray header bar at the top of the

page (not shown) and add a new contact using the icon next to the facility’s name.

Two phone numbers are required for the Emergency Contact, one of which must be designated ‘24-hour’ as the Phone
Type. E-Plan will not accept the notification when the record is validated if this requirement is not met.

To change a phone number, click 
‘Edit’ next to the number. This will 
populate in the Phone Number filed 
below the table and the ‘Add’ 
button will change to ‘Update’. 
Make the desired changes and click 
the ‘Update’ button. When finished, 
click ‘Next’ to be taken to the next 
screen.



Confirm Contact Information

Next, click on the to add your new EHS chemical.



Look up chemical by CAS 

Number or Chemical Name

Confirm Chemical Information (cont’d.)

Enter the CAS Number or 
Chemical Name and click the 
‘Lookup’ button. Select the 
appropriate chemical from 
the drop-down list and click 
‘Use Chemical’.

Enter or confirm the number 
of days on site and the 
physical states of the 
chemical.



Confirm Chemical Information (cont’d.)

At least one Physical or Health Hazard must be selected. If ‘Hazard Not Otherwise Classified is selected, you will need to enter the 
specific hazard in the Facility Notes portion of the Facility Information. This information is available on the Safety Data Sheet for the 
chemical.

If you select ‘Hazard Not Otherwise Classified, 
you will need to enter the specific hazard in 
the Facility Notes portion of the Facility 
Information.



Confirm Chemical Information (cont’d.)

Always enter 

amounts in 

pounds

Confirm or enter chemical 
quantities in pounds. Do not 
enter Range Codes. If chemicals 
are stored in multiple 
containers, enter the maximum 
amount in the largest container 
in the last field in the box. 



Existing location

Can add multiple 

locations as needed

Confirm Chemical Information (cont’d.)

If the storage location has

changed, update the location by

clicking on ‘Edit’ in the far-right

column. The information will

populate in the box below. Make

the necessary changes and click

‘Update’. To add a location, simply

complete the fields in this same

box and click ‘Add’.

Important: Please be detailed

when describing the location. Ex:

Tank Farm in Northwest Corner of

property. A separate location

should be entered for each area

where chemicals are stored. All

fields must be completed for E-

Plan to accept the entry.



Confirm Chemical Information (cont’d.)

If you are reporting a specialty or name-brand product that is a mixture that contains an EHS, use this screen to enter the components. Just be aware that all 

of the components listed should add up to 100%. Please contact our office if you need additional guidance.

Click EPCRA 302 Filing Management to return to the Notification Home page.



Validate Record

After you have finished entering
your data, you are ready to validate
the record and complete the
notification. Click on the ‘Validate
Record’ button
at the bottom of the EPCRA 302
Online Notification Home page.



Validate Record (cont’d.)

If an error message occurs, click the blue link next to the requirement. 

This will bring you to the page necessary to satisfy the requirement.  

In the example to the left, you can
see that the validation process
discovered an error. To fix any
errors that you encounter, click on
the blue text. This should take you
to the page where the error
occurred. Make the appropriate
changes, save your work, and re-
validate your record by clicking on
the ‘Validate Record’ link in the
gray header bar at the top of the
page.



With all errors corrected, the 

data can be uploaded to E-Plan.

Validate Record (cont’d.)

Once the facility has passed all checks, click the

‘Upload Data to E-Plan’ button in the center of

the page. If you wish to review a draft of the

report before uploading, you may download a

copy in the desired file format.

Important: The report is not filed yet!



Select facilities to upload.

Note that you can print a draft 

copy of the report before final 

upload.

Validate Record (cont’d.)

On the next screen, check the

boxes for the facilities you wish

to upload. You may also click the

box for ‘Select All’. If there are

other parties to whom you wish

to provide a copy of the

notification, you may enter them

in the ‘Reporting Authority

Emails’ box below the facilities.

This is especially useful if the

local fire department prefers to

receive a digital copy of the Tier II

via email.



Consolidated Annual Registration Form

If someone other than the person

completing the filing is responsible for

paying the fee via credit card or

electronic check, click this box to

generate a payment link that does not

require a login. Once you click ‘Submit’

you will be redirected to a page to enter

the email address of the card or bank

account holder.

Note all fields are 

required.

Check the box next to the facility for

which you are submitting a notification

and click the ‘Submit’ button at the

bottom of the page.



NIC Payment System

After clicking ‘Submit’ you will be

redirected to the NIC new e-

payment system. The Payment Type

tab displays the fee type and

amount and asks for the payment

method. Select the method of

payment (credit card or bank

account) from the drop-down menu

and click the ‘Next’ button.



NIC Payment System (continued)
Enter the customer information on the Customer Info tab and click ‘Next’. Please note that NIC assesses a $3.00 service fee for each 

transaction. If you do not wish to pay the services fee, you may cancel the transaction and mail in a check.

Top of Page Bottom of Page



NIC Payment System (continued)

Enter the credit card information on the Payment tab and click

‘Next’. As previously mentioned, NIC assesses a $3.00 service fee

for each transaction. If you do not wish to pay the services fee,

you may cancel the transaction and mail in a check.

Top of Page Bottom of Page



NIC Payment System (continued)

On the final page click ‘Submit Payment’

to complete your transaction. Once the

transaction is complete, you will be

automatically redirected back to E-Plan.

In E-Plan, click on the Invoice link in the

gray bar at the top of the page to

download the Florida EPCRA 302

Registration Form.


