RCRAInfo Industry User Instructions
Included in this document are instructions related to the Industry User functions in RCRAInfo. RCRAInfo Version 6 allows
industry users to submit electronic notifications, manifests, and biennial reports, rather than relying on paper
submissions.
You can also contact DNREC for additional instructions or help using the system:
Melissa Ferree
Engineer III
DNREC – Compliance and Permitting Section
89 Kings Highway
Dover, DE 19901
302.739.9403
Melissa.Ferree@delaware.gov
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CREATING AN ACCOUNT (OR LOGGING IN TO AN EXISTING ACCOUNT)
1. To log in to RCRAInfo, visit https://rcrainfo.epa.gov/rcrainfoprod/action/secured/login.
2. If you already have an account, enter your username and password for access to the system. If you do not have an
account, click “Register.”

3. Select “Industry User.”

4. Complete the information on the following screenshots (User Information, User ID and Password, and
Organization/Contact Information).

5. Once you fill in your email address in the Organization/Contact Information section, click “Send Verification Code via
Email.” When you receive the verification code via email, enter it in the appropriate field.

Optional e-learning courses are available through EPA’s LearningZen, which can be found at:
https://rcrainfoindustry.learningzen.com/. You can create a free account by clicking on “Request access to this portal,”
completing the registration information, and using the Authorization Code of “rcrainfo.” The registration process is also
described here: https://rcrainfo.epa.gov/rcrainfo-help/application/industryHelp/index.htm#t=UserManagement%2FUGUserMgmtCreateNewUser.htm.

LINKING SITES TO YOUR ACCOUNT
1. Once registered, you can link the sites for which you are responsible to your account. To add a site that already has
been assigned an EPA ID number, click “Add Existing Site.” Fill in the appropriate search criteria (e.g., EPA ID
number, name, street address, etc.).

2. Once the search results are shown, select the site for which you would like access and click “Request Access.”

3. Select the permission level you desire for the site selected. The site manager option gives you the highest level of
permission. You can view, create, and certify documents. The site manager permission also allows you to approve
other users affiliated with your site. All sites should have at least one (1) site manager assigned. If you are not
authorized to sign or certify documents, you should select the “View” permission level.

4. If you request “certifier” or “site manager” permissions, once your request is approved, the next time you log in, you
will be directed to complete the Electronic Signature Agreement (ESA). Please note when completing this
agreement, EPA utilizes data in LexisNexis to verify your personal identity. Therefore, you must supply your personal
information, not your employer’s information. If LexisNexis cannot verify your identify, you will be instructed to
submit a paper ESA prior to being able to sign/certify any documents electronically.

REQUESTING A NEW EPA ID NUMBER
1. In order to request an EPA ID number for a new site, please select “Request Site ID” and then select the state in
which you need a new EPA ID number.

2. Select the appropriate Reason for Submittal and complete the Site ID Form. Once the information is filled in, click
the “Review” button.

3. Once you have reviewed the information, the system will fill in your certification information. Click “submit” if all the
information is correct. If information needs to be corrected, select “Make Changes.”

4. When you click submit, the following screen will appear requiring your to complete the below certification.

5. Once you accept the certification, the system will allow you to electronically sign the document. In order to
electronically sign the document, you will have to enter your RCRAInfo password and complete a Verification
Question (based on those you set up when you created your account). Once you complete both, click on “Sign File.”

6. The site will remain in your Requested Site IDs until it is approved by the appropriate state agency.

7. Once approved, the site will be listed under “My Sites” and you will be able to create documents within the biennial
report, e-Manifest, or myRCRAid (notification) modules.

SUBMITTING A NEW NOTIFICATION FORM
1. Log in to RCRAInfo using the steps described above. Once logged in, the Home screen will show “My Sites.” Select
the site for which you desire to submit a notification form.

2. The screen will then take you to an overview of the site. There will be tabs for each module for which you have
permission (myRCRAid, Biennial Report, e-Manifest).

3. Select the “myRCRAid” tab, which will provide a list of all previous submissions. In order to create a new notification
form, select “Create New Submission.”

4. Select the appropriate Reason for Submittal and complete the Site ID Form. Once the information is filled in, click
the “Review” button.

5. Once you have reviewed the information, the system will fill in your certification information. Click “submit” if all the
information is correct. If information needs to be corrected, select “Make Changes.”

6. When you click submit, the following screen will appear requiring your to complete the below certification.

7. Once you accept the certification, the system will allow you to electronically sign the document. In order to
electronically sign the document, you will have to enter your RCRAInfo password and complete a Verification
Question (based on those you set up when you created your account). Once you complete both, click on “Sign File.”

8. Once you’ve signed the document, it will appear as pending until approved by the state agency to which it was
submitted.

