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Environmental Health Services Public Portal Instructions 

UNDERGROUND STORAGE TANKS 
 

  

 START AT   

ehesubmit.smchealth.org 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 You must request a Username and Password before you can begin use of the Portal. Simply 
follow the link and complete the form and submit. Your Username and Password will be            

 

Before you begin, here are some useful TIPS: 
 

1.  Navigate between screens using the menu on the left hand column.  Using the back 
arrow on your browser may cause some of your data to be lost. 
2.  The links/buttons respond to a single click.   Clicking too quickly between links or  
clicking multiple links at one time may cause the system to crash and you will lose any 
unsaved data. 
3.  You can start and stop your data entry at any time, be sure to hit the “Save Changes” 
button at the bottom of each page before you log out. 
4.  The red asterisk * indicates a required field.  You won’t be able to save the form 
unless all 
these fields have information entered. 
5.  Site maps need to be accurate and legible.   If the map cannot be read, it will be 
rejected. 

They do not need to be drawn by an architect or AutoCAD. 
6.  All the documents for upload should be saved as PDF. For further information or 
assistance please contact our office at (650) 372-6200. 
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e-mailed to you once we verify the information. You will not be able to enter information until you 
receive the confirmation e-mail from our office. We will try to respond in a timely fashion.  
 
If you have not received a response within 4 business days, please call our office at (650) 372-
6291. Use the box bellow to write down your information. 
 
 
 
 

 

 

After you enter your username and Password and you should see the screen below. If you have 
multiple facilities within the County, you will see a list of all the sites here. 
 
 
 
 

 

 
Click on “Underground Storage Tank” package to begin entering the tank information.  

 
 

 

 

 

 

 

 
 

 

 

Username: ___________________________________ 

Password: ___________________________________ 

 

 

 

Click on this link only if 
the information 
displayed in the table is 
incorrect. It will link to a 
form to request 
changes.  
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Click on this link to 

continue to the forms. 
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This next screen will show you the status of your submission. Initially, the status will show as 

“Unfinished”. After you submit your UST forms, the new status will show as “Submitted”. 

 

 

 

 

 

 

 

 

 

 

 

I. UST Facility  
The UST facility form has 8 required sections you need to complete. Scroll down to complete all 

the required information (*). 

 

 

 

Use the links on 
this menu    to    
navigate between 
forms. 

 
 

New  Permit:  for 
new UST facilities. 
Confirmed/Updated 
Information: for 
existing UST 
facilities. 

 

 

 

 

 

After you submit the UST pages, you will 

see here a link to print your “Submission 

Summary”. 

Click on the site 

address link to 

access the UST 

forms. 

 
 

STEP 1 OF  3: COMPLETE THE FORMS
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Section V requires you to upload a copy of your “UST Certification of Financial Responsibility”. 

Select a Financial responsibility method and then upload the document. 

 

 
 

 

 

 

Click      “Upload” and 
follow the  3 steps    
to    save your 
document. 

 

 

 

 

Section VI requires you to upload a copy of the “Owner Statement of Designated UST Operator 

Compliance”. 

 
 

 

Click 
“Upload” and  

follow the  3 
steps to    
save your 
document. 

 

 

 

 

 

 

After you have entered all the required information click “Save Changes”. 
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II. UST Tanks  
The UST tank forms will have the general information of the tanks that are registered with San 
Mateo County. You must complete all the required 9 sections for each tank.  
 

Complete the information for the first tank and then Save Changes. 

 

 
 

Click here to enter the 
UST                    Tank 
information. 

 

 

 

This  table  will  show 
the   list   of   existing 
tanks. 

 
 

New  Permit:  for  new 
UST facilities. 
Confirmed/Updated 
Information: for existing 
UST facilities. 

 

 

 

Once you have entered and saved the information for the first tank, click on the “+” symbol 

next to the Tank name to access the form for the next tank. Complete the required fields and 

save the information for the second tank. 
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III. UST Monitoring Plan  
You must enter one monitoring plan per UST. If you have changed the name of the tank on the 
UST Tank form, it won’t be reflected on the monitoring plan forms until the plan is approved.  
 
Complete the information for the first tank and then Save Changes. 

 

 

 

 

Click here to enter 
the     UST     Tank 
information. 

 
 

 

New  Plan:  for  new 
UST tank. 
Confirmed/Updated 
Information:         for 
existing UST tanks. 
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Section III requires you to save a site map. If you are submitting a new map click on the first 

option and upload your map. If you have previously submitted your map, click on the second 

option. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have entered and saved the information for the first tank, click on the “+” symbol next 

to the Tank name to access the form for the next tank. Complete the required fields and save 

the UST Monitoring Plan information for the second tank. 

 

IV. UST Response Plan  
Complete one UST Response Plan for your UST facility. Scroll down to complete all required 

fields and Save Changes. 
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Click     here     to 
enter    the    UST 
Tank information. 

 

 

 

 

New  Plan:  for  new 
UST facilities. 
Confirmed/Updated 
Information: for 
existing UST 
facilities. 

 

 

 

 

IV. UST Installation  
This Certification form must be submitted upon the completion of installation or upgrading of 
tanks and/or piping associated with a UST system. Installation or upgrading of multiple tank 
systems may be addressed on one form. Complete the form and save the changes.  
 

If this is not applicable to you, skip this section. 

In this section you can advise us of any other information that may help us process your 

submittal. This section can be left blank if you don’t have comments. 

 

 
 
  Click here to 
go to this step. 

 

 

 

 
 

 
 

STEP 2 OF 3: ADD A COVER SHEET
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Please review your submission to be sure the forms you completed match the count shown. 

Click on Confirm Submission to submit your forms. 

 

 

 

 

 

 

 

 

 

 

 

 

Review Process:  
We will review your submission and send you an acceptance or deficiency notice with needed 

corrections. 

 

If you have any questions during this submittal process, 
please contact our office at (650) 372-6200 or contact us 
via e-mail at smcupa@smcgov.org.  

 
For more information go to:  

http://smchealth.org/electronicreporting 

 

 

 

 
 

STEP 3 OF 3: SUBMIT YOUR FORMS


