MARSEASI TRACK INSTRUCTIONS

General Information

EASITRAK MARSH isaMicrosoft web-based application developed by
American Resource Management, Inc. (ARM) that generators can use to track
their hazardous waste and submit the hazardous waste reports to the state.
Generators will use the software to enter their hazardous waste information and
manifests to generate the required reports and flat files to send to their state office.
The state will load all the flat files and submit the information to the EPA.

NOTE: The softwarewill also print the forms.
Any assistance with the installation and use of the software should be directed to
American Resource Management, Inc. Listed below, in order of preference, are

the ways to contact ARM:

Email
INFO@ARMINC.NET

FAX
208-246-6484

Telephone
205-482-6153

Questions regarding the information or data entered in the software, such as
which waste code to choose, should be directed to your state agency.

Previous Users of Eaditrak

Since MARSH is aweb-based application, you will only use your ISP and
Internet Explorer 5.x. All datais stored on ARM’ s secure server. Y ou can keep
your copy of EASITRAK on your hard drive.
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Log On

Using Internet Explorer 5.0 or higher, go to www.arminc.net.

Choose “ Software” and then select “MARS’. Enter the Login ID and Password
that has been provided for your account. The next screen will be displayed.
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The software opens to the hazardous waste management screen. (To manage non
hazardous waste, select the “Non Hazardous’ link.) This screen is designed to
show the manifests that still require action. Once you have entered a manifest it
will appear in thisview, “Open”. “Open” manifests refer to manifests that you
have not reconciled. Reconciling a manifest allows you to correct the weight of
the lineitem, rgject the lineitem, and for any PCB wastes that the COD has been
received. Once amanifest has been reconciled, it will no longer appear in the
“Open” view. The manifest will now appear in the “Closed” view. You can use
the “All” view to see al manifests.

Prepared by American Resource Management, Inc.
10/09/02
2



Facility, TSDF and Waste Stream Setup for Hazardous Waste

Setup tables must be populated in order to utilize the software. The user must
enter their facility, the TSDFs that will be utilized and the waste streams that will
be generated. Once the software is being used, the user will be allowed to edit
facility information, add TSDFs and add waste streams. If the user islocated in
NY and is using the software to complete the quarterly tax reports, editing
guantity and tax codes will affect any reports that have been generated and
submitted.

All setup tables are located in “Maintenance”. Y ou may use maintenance to
initially create facilities, TSDFs, and waste streams. Also maintenance will be
used to edit certain items and add new waste streams and TSDFs. In some
instances the user may want to remove a TSDF or waste stream from the pic lists.
The software allows you to deactivate or re-activate a TSDF or waste stream in
the setup tables.

To begin using the program, select “Maintenance”. The following screen will be
displayed with the applicable options.
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A. Creation of Facility Profile

The first action required isto create afacility profile. Thisinformation will be
used on the various forms and reports. Select “Basic Information”. The facility
entry screen will be displayed.
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Enter the information requested on the screen. Most fields are mandatory (noted
by *REQ). If arequired field isleft blank the program will give you an error
message. Field length isdetermined and set by the EPA flat file
specifications. If you find the information you are trying to enter will not fit in
the blank, you must abbreviate the information. Avoid titlesin any name field
such asLt. Col., Dr., etc. Once the facility information and contact information
has been entered you must select “Save”. Then select “Back”. Thiswill take the
user back to the main maintenance screen.

To use the accounting tool, you will need to enter your facility’ s account
number(s) in the facility setup.
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Some states will require additiona information. If your state does, you will see a
link for “Additional Information”.
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B. TSDF Setup

The TSDF facility information must be entered. With “Create New TSD
Facility” select “GO”. The TSD Facility setup screen will be displayed.
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Enter the TSDF name and EPA ID number. Select “Save Facility”. Repeat the
process until you have entered your TSDFs. Y ou can always come back and enter
new ones, edit data or inactivate a TSDF. By inactivating a TSDF, you remove it
from the pick list in the manifest module. Y ou can always go back and activate it
again when needed. When you have entered all the TSDFs select “Back” to take
you back to the maintenance screen. NOTE: For aTSD to belisted in the
transporter piclist in the manifest entry screen, you must place a checkbox
in thetransporter box in the TSDF setup.

C. Waste Stream Setup

The waste streams that you utilize must be setup. With “Create New Waste
Stream” select “GO”. The waste stream setup screen will be displayed.
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Enter a short name to identify this waste stream. This name will be displayed in
the pick list in the manifest module so be sure it will clearly identify the waste
you wish to ship. Then enter the description of the waste stream. Select the form
codes (W codes) and source codes (G codes). These codes have changed since
last year. To select the form code, click ONE time on “Choose’. Thelist of form
codes will be displayed, select the appropriate code. To select the source code,
click ONE time on “Choose”’. Thelist of source codeswill be displayed, select
the appropriate code. Select the receiving facility management method (H codes)
by selecting “ Choose” and selecting the appropriate code.
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Choose the RCRA radioactive indicator, PCB indicator and if in the state of NY
the wastewater indicator. The program defaultsto “No” for all three and the user
must change the indicatorsto “Yes’ if required.

Enter the unit of measure. If you select avolume unit you will be required to
enter adensity or specific gravity. If you choose Ibs/gal, enter the density value.
If you choose specific gravity, you will enter avalue that will be multiplied by 8.3
in the software to calculate the weight of the shipment.

During the date entry in manifest you will be allowed to use this unit or pounds.
No other unit choices will be available.

Select the EPA and State waste codes by highlighting the waste code and using
the “>" key to bump the waste over to the selected box. The EPA waste codes are
broken down by specific list. LABP appears at the end of the D Codesand is
used to identify alabpack.

Thisinformation will be used for various reports.

Once you have entered all the information for the waste stream you must select
“Save Waste Stream”.

Entering a Manifest

To enter amanifest, select “New Manifest” and the following screen will be
displayed.
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Enter the manifest number and manifest document number. The manifest
document number isnot arequired field. Select the date by clicking on the
“Choose” button. The date picker below will be displayed.
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Select the TSD facility from the pic list and select the Transporter from the pic
list. Now select the “Create Manifest” button. The following screen will be
displayed. You will now select the waste stream you are shipping and select the
“New Line Item” button.
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Once you select the “Create New Line Item” the following screen will be
displayed.
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Enter the quantity of waste being shipped. The default unit of measure will be
displayed. Only pounds can be selected in addition to the default unit of
measurement. Y ou can select the container type if desired. If your facility isin
the state of NY the default tax code 1 and percentage will be displayed. Y ou may
edit that information here if desired for thislineitem. (An additional tax code 2
and percentage was requested by afew users but will probably not be used by
most users.) The default receiving facility management method will appear and
you can select a different method by selecting the “ Choose” button. The default
account number will appear if you are using the cost accounting tool. Y ou can
edit the accounting number for thisline item here. Once al entries have been
completed, select the “ Save Line Item” button. Y ou will be brought back to the
new lineitem screen. If you do not have an additional line item for this manifest,
select “Returnto Main” link. If you do have an additional lineitem for this
manifest, select the waste stream and select the “Create New Line Item” button.
Repeat this process until you have entered al the line items for this manifest.

Once amanifest has been created, the screen below will be displayed.
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Reconciling a Manifest

Typically when awaste shipment occurs, the user wants to keep track with the
“Generator” return copy of the manifest. This allows the user to insure that the
manifested waste has been received by the designated TSD facility. Also,

sometimes aline item is rejected or the weight was adjusted.

To reconcile amanifest, choose the “ Reconcile This Manifest” link.
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The software will default the Corrected Quantity of waste shipped so that if there
has been no change the user is not required to make an entry. If theweight is
different the user can enter the correct quantity.

If the lineitem is rejected the software will let you remove this lineitem from
being included in the reports. The user isto check the Line Item Rejected box for
any lineitem that was regjected. The user maintains arecord of that the waste was
shipped but rejected.

If the waste is a PCB waste, there will be a box to check under the COD Received
column. This allows the user to document that the COD was received.

Once the necessary changes have been made, select the “Close This Manifest”
and “Return To Main”. This manifest has now been reconciled and will not
appear in the Open view. The manifest will be moved to “Closed” view.

FOR A MANIFEST TO BE INCLUDED IN ANY REPORT, THE
MANIFEST MUST BE RECONCILED. PRIORTO COMPLETING ANY
REPORT YOU SHOULD HAVE ALL MANIFESTSFOR THE REPORT
TIME PERIOD RECONCILED.
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VI. Adding On-Site Treatment

To add an on-site treatment entry, select the “OnSite Information” link on the MY
WORK screen.
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The current year’ s on-site treatments will be displayed. Y ou can select “All
OnSites” to display previous on-site treatments. Select the “ Add OnSite” button

to add a new on-site treatment for your facility.
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The user must select a waste stream from the waste stream pic list. Choose the
management method code from the pic list and enter the waste amount. NOTE:
Waste guantities must be entered in POUNDS. Choose the appropriate date by
selecting the “ Choose” button and clicking on the desired date. Select the “ Save’
button to save thisinformation to the database. Then you can enter another on-
site treatment or select the “Exit” button to return to the On-Site Treatment
management screen.

Prepared by American Resource Management, Inc.
10/09/02
13



VII.

Reports

NY Tax Reports

If your facility islocated in NY, you will have an option to do the tax report.
Select the “Tax Reports” link. Using the pic list, select the appropriate quarter

that you are generating the tax report and Create New Report.
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Some fields (denoted by * User Input) require the user to enter information that is
not captured by the hazardous waste manifest. Once all the information has been
entered, select the “Recalculate” button. Select the “Save Changes’ button any
time any edits are made to the form. The “Generate Printable Form” button will
now be displayed and you can print the quarterly tax form. Select “Print” from
the Internet Explorer toolbar.

Annual Reports

Once you have entered all the manifests for the report period and reconciled all
the manifests you can complete the required report. For annual reports click on
the “End of Y ear Reports’ link. The following screen is displayed.
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Select the Reporting Y ear using the pic list and select the “ Create New Report”.
Thiswill create anew report for that year. You will see arow added to the
“Reports In System” list. From thislist you can double click to review the report
or remove the report from the system. Once you have verified that your report is
complete you can submit the report to the state.
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If you select to print the forms, the following screen isdisplayed. From this
screen you can print the reports.
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As an exampleif you want to print the GM reports, select “Reports 1-3” and the
reports will be displayed on your screen. Y ou can view from the screen or print.
Remember you have to edit any information in “Maintenance” or correct/add

manifests.
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VIII.

Management of Non-Hazar dous Waste

MARS will allow the management on non-hazardous waste (NHW). Thisfeature
was designed so that users could manage all non-hazardous waste. Thisincludes
normal garbage/solid waste, scrap metal, industrial waste, asbestos waste, etc.
Select the “Non Hazardous™ link onthe MY WORK page.
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The user must first populate maintenance tables for nonhazardous waste streams,
TSDFs and management methods. Select the “Maintenance” link and the
following screen will be displayed.
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First the user must create Receiving Facility Management Methods. To create a
NHW management method select the “Go” link beside the “ create a new NW
management method code .
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NH management method codes can be used to assist in tracking how your waste is
managed. Examplesare L (landfill), R (recycle), B (incinerate), T (treatment).
For example, this can be used in reports to quantify how much waste was recycled
in acalendar year.

Select “Save’ in order to save your entry to the database
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Second, to create a NHW waste stream select the “Go” link beside the “ create a
new non hazardous waste stream”.

alll sl
e bR pee Pt o e el -
Sk = I et il el S BB H 5 R
Wl oo Lse G e vamal ] s ) | Sraoys Mk e i i i v
*—|LH:;-—-.-J -'.“-r-"?--l'-."|""_-'|:r\.|'\.'— . e

Hasia Sirsam Geiwp

At
st Beck I Do d'narm Tanar I =1
i Dwrw i e

Enter the following information:
-Waste Stream Name — a short name that is used as the pic list name
-Description —amore detailed description of the waste stream
-Receiving Facility Management Method — select the “Choose” link and a
box will be displayed with your management method codes. (Remember
you had to set these up first in the previous step).
-Unit of Measure — select the appropriate unit of measure. If you select a
volume unit of measure such as gallons, you will be required to enter a
density. All reportswill be given in pounds.

NOTE: State waste codesis currently inactive. Some states will use these
codes but thiswill be added in the next month for those states.

Select “Save Waste Stream” in order to save your entry to the database
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Finally, the user must create the TSDFs that will be handling the waste. Select
“Go” link beside the “create anew NHW TSDF”.
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Enter the following:
-ldentification number — enter a number such as a permit number
-Facility Name — name of facility
-Facility Address, City, State, Zip Code — address of receiving facility or
transporter
-Type — select the type of TSDF, for atransporter to appear in the
transporter pic list when shipping waste, you must have it checked here.
-Active — check this and the entry will be available in your pic list. If you
stop using a TSDF, you can uncheck this box and it will no longer be an

option when selecting a TSDF.

Select “Save Facility” in order to save your entry to the database.
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ARM chose to use the Bill of Lading as the document you will manage your

waste. This allows the user to make an entry no matter what type of document the

user isusing for documentation. Listed on this screen is the unique number
assigned to the Bill of Lading, the shipped date and the receiver.

Select the “New Shipment” link to enter a new shipment.
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Enter the Bill of Lading Number and choose the date of shipment. Select a

receiving facility and transporter from the appropriate pic lists. Select the “Create

Shipment” button.
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The following screen will be displayed.
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Select the desired waste stream from the pic list and click on the “New Line Item”

button and the Line Item Entry/Edit screen will be displayed.
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Bill Of Lading Line Ttem Entry/Edit
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Enter the quantity of waste being shipped for this line item and choose the unit of
measure and container type. Next select the Receiving Facility Management
Method code from the pic list. The user can enter up to 3 account numbers and
dollar amounts for each lineitem. Once you have verified that the correct
information has been entered select the “ Save Line Item” button. Thiswill return
the user to the screen that a new line item can be added or the user can select
“Return to Main” to return to the main non hazardous screen.
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