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e-NAR Data Submittal Instructions 

Purpose  

The Department of Energy and Environmental Protection (“DEEP”) is implementing a new 

process to allow facilities covered in the General Permit for Nitrogen Discharges to 

electronically sign and submit Nutrient Analysis Reports (“NARs”).  These facilities will be able 

to upload NAR monitoring data directly onto DEEP’s shared drive.    

The purpose of this document is to provide covered facilities with instructions on how to 

register with DEEP to access the shared drive and submit NAR data.  

 

Procedure to register and submit NAR data via DEEP’s shared drive:   

1. Complete and submit the Subscriber Agreement to validate and designate an 

authorized data reporter (a.k.a. Authorized Subscriber). 

 

Fill out and submit to DEEP a Subscriber Agreement signed by a duly authorized 

signatory and each of the individuals who will be authorized to submit NAR data to the 

Department.  Please be sure to fill out the form completely.  Access to the shared drive 

will not be granted until the subscriber agreement has been submitted. 

 

2. Receive Access to the DEEP Shared Drive 

Once the facility has provided DEEP with a list of emails and authorized users via the 

Subscriber Agreement,  each authorized user will receive an email from DEEP 

containing a link to the shared drive in Microsoft SharePoint.  Click the "Open” button. 

 



 

 

Click “Next” and then sign in. 

 
 

 

3. For users that don’t have a Microsoft account, create a free account on Office.com 

using the same email address provided in the Subscriber agreement. You will then be 

able to access DEEP’s Shared Drive.  

 

  



 

 

4. Verify Your Identity  

 

Multifactor authentication is required.  Every time you log in with your email, you will 

either receive a text or call to verify your identity as shown below.  

 

 

 

To submit NAR data, click the “NEW’ button.  

 

 
 

 

 

 

 

 

 

 

 



 

 

 

5. Enter the data into the form. 

 

A fillable form will open on the right side of the window.  Enter the required data and 

click the “Save” button.  

 

 

 

6. Editing Data After Submittal 

 

If any data point(s) require correction after submitting the data, double click on the row 

in which the data needs to be corrected to reopen the form. 

 

 



 

 

After the form reopens, click “Edit All” in the top left corner.  Make the necessary 

changes to the data and leave a comment at the bottom indicating what changes were 

made.  After making the required changes and comment, click “Save” again. 

 


