
 

 

Toxics Use Reduction Act  

2015 Online Filing 
Instructions 

 

 
 



 Email questions to Walter.Hope@state.ma.us  
 

• eDEP System Help (& username) 
• Help Desk 617-626-1111 

• Passwords & Usernames?   

• ONLY YOU have access to Passwords 

 

• TURA Online Filing: 
• Walter Hope 617-292-5982  

• TURA policy related questions 
• Lynn Cain 617-292-5711 
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MassDEP Contacts 

 



 Office of Technical Assistance and Technology (OTA) 
• Confidential On-Site Technical Assistance 

• 617-626-1080 or http://www.mass.gov/envir/ota/ 

 
 Toxics Use Reduction Institute (TURI) 

• Research and Training 

• 978-934-3275 or http://www.turi.org/ 

 
 U.S. Environmental Protection Agency (EPA)  

• 202-564-9554 or tri.us@epa.gov 

• http://www.epa.gov/tri/ 
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Other Contacts 

 

http://www.mass.gov/envir/ota/
http://www.mass.gov/envir/ota/
http://www.turi.org/
http://www.turi.org/
mailto:tri.us@epa.gov
mailto:tri.us@epa.gov
http://www.epa.gov/
http://www.epa.gov/


Basic Orientation 

• What information to have available 

• Overview of the Form Structure 

• Overview of the System Navigation 
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• Online Filing Tips  

• Previous year’s filing with changes noted 

• Form S Instructions and Appendices 

• Form R instructions 

• EMS/RC/TUR Plans 

•  Payment Info (checking account # and bank 
routing information &/or “check #”) 

Have the following materials on hand 

before you begin your online filing: 
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Steps in the 
Online 
TURA 
Reporting 
Process 
Each step is 
a separate 
screen 

The process is linear 

 
1) Log In and Access TURA Reporting 

Forms 

a) Access DEP web page click on 

eDEP Online Filing 

b) Login Get User Name & Password 

c) Click on <Forms> then <Toxics and 

Hazards> then Toxics Use 

Reduction Act (TURA) Reporting 

2) Pre-form START 

3) Form S Cover Sheet (Sections 1-2: 

General Information and FTEs)  

4) Form S Cover Sheet (Section 3: 

Chemicals no longer reported)  

5) Form S Cover Sheet (Section 

4/Production Unit Information)  
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Steps in the 
Online 
TURA 
Reporting 
Process. 
Each step is 
a separate 
screen. 

6) Form S (Facility-wide use of chemicals, 

Sections 1-3: chemical use amounts, 

materials accounting and waste 

treatment chemicals)  

7) Form S (Production Unit Use of 

Chemicals, Section 4 :production unit 

chemical use 

8) Form S Section 4:(notes)  

9) State ONLY Form R/A (Sections 

1,4,5,6,7,8)  

10) Plan Summary Submittal Selection   

11) EMS/RC/TUR, TUR/RC  Update  
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Steps in the 
Online 
TURA 
Reporting 
Process. 
Each step is 
a separate 
screen. 

12)Fee Invoice (you print for 

payment)  

13)Screen – Signatures 

14)Payment Screens 

1) Pay by check (input a #, print 

fee) 

2) EFT transfer from checking 

acct 

3) PRINT Payment Receipt 

15)Receipt 

16)Submittal 

17)Printing  

18)Paying the fee - END 
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The system is 
FORWARD 
Built, or NOT 
built for going 
‘backwards’ 

If a you input information that was not required 

(enters in 4 chemicals, but only intended to enter 3, 

deleting chemicals will create “orphans” in the coding 

behind the scenes.)  This will cause issues and may 

corrupt the file/submission.  There is no easy way to 

correct this on the database ‘end’. 

 

Solution: be sure to enter in ONLY chemicals that 

MUST be entered. 

 



10 

... Deleting, or changing a form that is connected to 

another can affect the entire submittal. 

 



1. The New eDEP/TURA system 

works on any browser 

2. The NEW eDEP/TURA system uses 

a Combination of screens and 

“blocks” to build your submittal 

3.The Navigation Keys have changed 

 

Navigating in the NEW TURA/eDEP 
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• The TURA report is divided into  screens: each of the steps listed 
previously is its own screen 

• Screens have required data elements. Some data elements will be 
arranged in blocks.  This is to accommodate companies that need to 
provide the data on more than one chemical, production unit, treatment 
process, etc.  
– The first block is always provided.  Select “edit” to enter the 

information, and “update” to save it 
– To add an additional block click the <add> button 
– Blocks may have sub blocks 

• When all of the required data for the screen (and all blocks) has been 
entered, click on “error check and next” to save the data and move to the 
next screen. 

• The next form/screen will be offered once you have corrected all errors 

 

Screens and Blocks 
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Error Check: Does what “Validate” previously did – but for the entire 

screen / family of forms 

Save: Saves entries to the page you are viewing.   

Print: Prints only the page that you are viewing. 

Exit: Exits the screen you are on without affecting any prior input – 

does NOT save any data that has been added/changed. 

Navigation Buttons Used in eDEP 

 



Navigation Buttons Used in eDEP 

 

Yes will save changes and will affect the relationships to all other screens that 

follow 

No will NOT save any changes 

Cancel will Exit the form and NOT save any changes  

 



Logging In and Accessing the 
TURA Reporting Forms 
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Mass.gov/dep 
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Log in screen 
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NO MORE ADOBE! 

Log in Screen – New user 

 

New 

Facility/User 

(never filed 

with eDEP 

before?) 
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Click on <Toxics & Hazards 

Pick the form to work on:    
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After picking the forms link...  
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At the bottom of the list ...  

 

filers are often looking for FORMS, there is 

not a list of ‘forms’, but the Start  

transaction button begins the process of 

creating what must be completed. 
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Do you represent a business?   

                           ...(in most cases “no”) 
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The PRE FORM Begins: 
Enter your facilities TIN (tax ID#) and DEP 

Facility ID# 

 

-If the TIN (or FIEN, same #) # 

is entered incorrectly, OR in 

DEP’s database incorrectly, 

you will get a error code.  The 

user needs to contact DEP and 

have the TIN# corrected 

-If  you enter in the wrong DEP 

Facility ID, you will get an 

error message as well. The 

DEP Facility ID# is your 

DEPF#, a unique number that 

has been assigned to your 

facility.  It is NOT your phone, 

manifest, TRI (form R id), or 

transporter ID#). 

-If  you enter in the #’in reverse 

order, you will get an error 

message. 
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-The TIN# is entered 

without any ‘dashes’ 

-ONLY 2015 data can be 

input (prior year’s data must 

be provided by paper (forms 

from DEP)). 

 

Trade Secret Filers (very 

few) will still check off the 

NO box, as you will 

submit ONLY Sanitized 

information. 
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The process is linear...                                .                                

...the process begins 

 



Form S 

Cover Sheet 
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2014 



28 

If the name/address are not correct…STOP!!! 

Solution: contact DEP 
(The Facility name is the name that the facility had during calendar year 2015.) 

 



Are ALL of your reportable chemicals used ONLY to treat waste or 

control pollution? 
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How do we determine what an “FTE” is?  -   

USE EPA’s Q&A Document as a guide  

        FTE questions & answers # 21-48 

http://www.epa.gov/tri/guide_docs/pdf/1998/1998qa.pdf  

 

You CAN correct the FTE number if needed (but ALL screens will 

need to be re-Error Checked that follow). 

 

Each screen must 

be error checked 

http://www.epa.gov/tri/guide_docs/pdf/1998/1998qa.pdf
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After the 1st form, 

other forms begin 

to ‘appear’ 
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Section 3  

(blank for most) 

 

Each screen must 

be error checked 

Click Edit to enter info. 
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• please ONLY enter in chemicals that HAD TO BE REPORTED 

the prior year, that do NOT have to be reported for 2015 (this 

year). 

• The chemical name will fill in after Update. 

 

Unique 

Block 

 

AFTER entry, 

Click Update 

to save info. 

For a 

particular 

“block” 

Click  to Add 

Chemicals  and 

another unique block 

 



Unique 

Block 1 

 

Unique 

Block 2 

 

Screen 

 

Each screen must 

be error checked 
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IF the descriptions are 

incorrect, OR if you have a 

NEW production unit, you will 

need to create a new 

production unit. 

 

Screen – can include more 

than 1 Production Unit – 

 

 

Scroll DOWN to access 

other already created PU’s. 

 

Unique 

Block 1 
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Unique 

Block 1 

 

IF the descriptions are 

incorrect, OR if you have a NEW 

production unit, you will need to 

create a new production unit.  If you 

want to permanently eliminate a 

Production Unit contact Walter Hope 

(617 292 5982) 

 

Form S – Section 4 (ALL PU’s listed on this 

SCREEN) 

Production Unit in use THIS reporting year 

with reportable chemical(s) over threshold 

 

EDIT to change or add 

NAICS Codes,  

Update when complete 

with this UNIQUE BLOCK  
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Unique 

Block 2 

 

EDIT to change or add CAS# & Process Codes 

Update when complete with this UNIQUE BLOCK  
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The TURA process 

codes will show up 

on a pick list  

Caution: 

Do not use EPA 

Category Codes 

(i.e.: n230)! 

Unique 

Block 2 

 

EDIT to change or add CAS# & Select Process Codes 

Update when complete with this UNIQUE BLOCK  

 

Select  (check) Process Codes that apply to the listed 

chemical  If the chemical is not used in the 

named process, do no t check the corresponding box.  

You can add process codes 
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 

Unique 

Block 3 

 

After adding a NEW Process Code,  click EDIT, 

then check off   the NEW Process Code.  Then 

Select UPDATE 

 

Click on the code 

& it will fill the box 
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Unique 

Block 2 

 



 Complete ALL fields 

in the BLOCK, when 

complete click on  

UPDATE.   

 

When ALL blocks are 

completed (all 

Production Units are 

entered, all Process 

Codes checked, all 

CAS#’s entered for 

EACH Production Unit, 

then click on top LEFT or 

bottom RIGHT : 

Error Check & Next 

 



If there are 

any fields that 

are missing 

information or 

un-, an 

error 

message will 

show in RED.  

Edit, 

correct & 

Update.   

Then click  

Error 

Check & Next 

again until 

the page is 

error free. 

 



Form S 

Pages 1-2 



44 

Unique 

Block 1 

 

Screen – 

can 

include 

more 

than 1 

Chemical 

– Scroll 

DOWN 

to 

access 

other 

chemical

s. 
 

All 

CAS#’s/ 

Chemicals 

will appear 

on this 

Screen, 

each in an 

individual 

& separat-

ely edited 

& saved 

unique 

block. 
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Enter the pounds of chemicals, enter zero / 0 if 

applicable.  Less than a pound may be reported if PBTs 

or Dioxin (grams). 

 

-all entry fields 

MUST have a 

number entered – at 

least a zero. 

-this is a common 

validation problem…  

-we do NOT expect 

you to report  to the 

4th decimal point, 

UNLESS the 

chemical is Dioxin 

&/or Dioxin 

Compounds 
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-values such as the word 

“all”, ±, ∞, √ and others… 

Are NOT valid. 

Solution: use whole 

numbers, unless the 

chemical is a PBT (then 

you may use .5 of a 

pound, or if dioxin, you 

may use grams (system 

now allows 999.9999 

grams to be entered). 
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-if you see a Form S for a chemical 

that you did NOT have to report on, it 

is because you entered the 

information into the Form S Cover 

Sheet Section 4. 

-you ‘may’ be able to exit this form 

(Form S), and delete the CAS# from 

the Form S Cover Sheet Section 4, 

BUT this may corrupt the submittal 

and you will have to start over 

Solution: enter in ONLY the 

chemicals that MUST be reported and 

DOUBLE CHECK this information 

before validating the Form S Cover 

Sheet, Section 4. 
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Complete additional materials balance 

information as needed.  Enter at least a zero / 0 

in each box. 

 

-all entry fields 

MUST have a 

number entered – 

at least a zero. 

-this is a common 

validation 

problem…  
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Often mass balance occurs input = outputs but... 

 

If ≠ then please 

explain by 

checking box ‘f’ 

and noting in 

box ‘m’. 
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If you don’t have a mass balance and/or if you have not explained 

why this message ‘may’ be presented... 

 

Please check “ok” and explain the lack of a mass balance in 

box ‘m’ (separate page). 
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* If you indicated (on the first screen) that ALL of the chemicals are used 

ONLY to treat waste, then Section 3.a is fixed at “Yes”. In addition, there 

will be no production units to report. 

 

Was any of the chemical used in waste water treatment?* 

 



When this 

unique Block 

(CAS#) is 

complete, click 

on Update. 

 

Unique 

Block 1 

 



When ALL Unique Blocks are input and updated, then click on 

Error Check to check the Screen/Page & Save all data on the 

page. (located at the top left or bottom right of the screen) 

 

Click on Error Check 

when completed 
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A State R/A form will appear only if the chemical is “state only” (or 

unique to the state), and/or if the NAICS code is “state only” code. 
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Unique 

Block 1 

 

All Production 

Units will appear 

on this Screen, 

each in an 

individual & 

separately edited 

& saved unique 

block. 
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Section 4: Toxics Use by Production Unit – ALL Production 

Units will be listed on this SCREEN (scroll down) Each is a 

separate BLOCK. 

 

ALL 

codes 

can be 

picked by 

clicking 

on 

“Select” 

 



State Form R/A 

Pages 1-4 



58 

A State Form 

R/A will 

appear 

automatically 

IF your facility 

is a State 

ONLY filer 

(per NAICS 

code, or if you 

are reporting 

State ONLY 

chemicals (or 

State ONLY 

variants of 

Federal 

Chemicals).  

The NAICS 

Codes have 

been updated. 
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Complete 

Sections 5 & 6 

as you have 

before, using  

the EPA TRI 

instructions for 

guidance. 
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BEFORE you start entering information in Section 7A, add additional 

Unique Blocks if needed.  THEN enter the information for each block 

& Update one at a time. 

 

Unique 

Block 1 

 

Add WTM BLOCKS before 

entering info. 



Unique 

Block 1 

 

Unique 

Block 2 

 

BEFORE you start entering information in Section 7A, add additional 

Unique Blocks if needed.  THEN enter the information for each block 

& Update one at a time. 

 



Double Click to pick code 

 

Click to select, then 

 code list appears 
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2015 TURA Reports ALSO INCLUDE: 
 

 A TUR Plan Summary Submittal Selection Form 

 and as applicable a:  

TUR Plan Summary  

 OR 

Resource Conservation Plan Summary  

 OR 

Environmental Management System Progress Report 

&  

If a firm did an RC Plan in the last planning cycle a: 

Resource Conservation Plan Progress Report 

 

 





Select the appropriate PLAN 

#1 EMS 

#2 RC (Resource Conservation) 



Select the appropriate PLAN 

#3 TUR (Toxics Use Reduction) Plan 

(& indicate if you have any exceptions) 



Select the appropriate PLAN 

If you select #3b TUR (Toxics Use Reduction Plan 

with exceptions) 

ONE exception BLOCK will appear, if more are 

needed click ADD CHEMICAL 

 

Unique 

Block 1 

 



Select the appropriate PLAN 

Select #4  if the facility is scheduled to close in Calendar 

Year 2016* 

 

Select #5 if you completed a RC plan in the PRIOR 

Planning Cycle, and now complete a RC Update & TUR 

Plan Summary.  

(select #3 also) 

 



EMS (Environmental 
Management System) Progress 

Report 













RC (Resource Conservation) Plan 
Summary 















TUR (Toxics Use Reduction) Plan 
Summary 



Unique 

Block 1 

 













RC+ (Resource Conservation) 
Plan Update (+ TUR Plan Summary) 



RC (Resource 

Conservation) 

Progress 
Report 
(must also 

complete TUR 
Plan Summary) 



RC (Resource 
Conservation) 

Progress Report 
(must also complete 
TUR Plan Summary) 

 
ADD Baseline 

information for 
EACH “Targeted 

Asset” as needed as 
a separate Unique 

BLOCK, UPDATE 
when complete. 



 
 

IF you have more than 
1 (one) option, click 

on ADD OPTION 
before you enter your 

information, edit & 
when information is 

added, then UPDATE. 
 

ADD Asset as needed, 
and ERROR CHECK & 
NEXT when complete 



Fee Worksheet - Invoice 

Signature & Payment Information 





96 

Not high/not low Haz 

 

High Hazard 

 

Low Hazard 

 

IF the fee is 

incorrect 

because you 

indicated an 

incorrect FTE # 

on the first 

screen, you can 

correct it – BUT 

all screens 

that follow 

page 1 will 

need to be 

revalidated 

one-at-a-time 

 

Part 1 of the 

Fee Invoice 
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Please note:  Fee Worksheet – Invoice: 

This is your First Invoice.  Payment is due by Sept 1, 2016.    

 

MassDEP does NOT send this First Invoice to your A/P department.  

 

The late fee is NOT a penalty.  The late fee is set by the Legislature 
(M.G.L. 21I § 19 (f).  The Department shall impose an additional 
administrative fee of $1000 for failure to file a complete and accurate 
report by July 1 ... Or to pay any fee pursuant to this section in a timely 
manner.  Late Payment fees shall apply if a toxics use report filed late, or 
if the payment is not made within 30 days of the date payment is due.  
Payment is legally due July 1, but we allow payment as late as September 
1st. 
 



How to Pay the Fee Invoice? 

• ACH (electronic funds transfer) at the time 
of filing using a valid checking account 
number and routing number. 

• Walk, mail, email, courier, FedEx or other 
carrier the invoice to the appropriate 
people/department in your company 
and/or your customer that needs to pay the 
invoice – by September 1, 2016. 
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Part 2 of the Fee Invoice 

 

When a 

transaction is 

signed the 

information 

entered in the 

submittal is 

“locked” and 

cannot be 

changed.  

Solution: 

double check 

all information 

before 

signing. 
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0 

Several 

certification / 

signature lines 

appear.  Please 

PRINT this 

screen & 

certification  

screens and the 

paper forms, 

keep for your 

facility records. 

 

The signatures 

on this screen 

will fill-in at the 

appropriate 

places on 

earlier 

screens/forms 
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1 

The Payment Step is next 

 



Option 1 – Check, enter a number (any 
number!) sent and payee name (print the Fee 
Worksheet - Invoice & use that for backup, 
submit a copy with the check prior to Sept 1, 
2016). 
 

Option 2 – ACH ‘automated clearing house’, 
electronic withdrawal of funds from checking 
account (“instant”) 

 
If payments are made after Sept 1, 2016, a $1000 
late fee will be applied and a bill will be sent by 
MassDEP. 
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2 

Paying your TURA Fee – 2 Options 
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3 

Option 1 – if paying by check, key in Payer’s name 

(company) & check number (any number will do!) 

 

Company sends the 

check w/Fee 

Worksheet-Invoice 

prior to Sept 1, 2016 
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4 

After inputting check information into this screen, PRINT it for 

your records. 

 



Contrary to what 
the instructions 

say... Do NOT send 
a Transmittal for 

Permit Application 
& Payment.  

 
Send a COPY of the 
Fee Invoice Form. 

 
DUE Sept 1, 2016 
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Option 2 – Automatic Fund Transfer (from checking account) 
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Option 2 – Automatic Fund Transfer (from checking account) 

 

Electronic Funds 

Transfer - read & 

accept terms & 

conditions - then 

click on “submit 

payment” (submit 

payment ≠submit 

Form S) 
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Report is NOT sent to 

MassDEP  

until SUBMIT is clicked 
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Report is NOT sent to 

MassDEP  

until SUBMIT is clicked 

 

Report is NOT sent to 

MassDEP  

until SUBMIT is clicked 
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If you do NOT click on the Submit button, MassDEP will NOT receive 

the information. 

 

If MassDEP does not receive the information by the deadline, there is 

a $1000 late fee. 

 

Additional FINES may apply as well. 

Report is NOT sent to 

MassDEP  

until SUBMIT is clicked 

 



REMEMBER! 
DOCUMENT 

•With changes in staffing, know where your records are 

•TUR Plan &/or RC/EMS Plans MUST be at the facility 

REPORT ONLY WHAT YOU NEED TO REPORT 

BE AWARE OF CONTAMINANTS IN YOUR 

   RAW MATERIAL 

LEAD CAN BE IN “NON-LEAD EU CERTIFIED 

   MATERIALS” 

KEEP ABREAST OF CHANGES IN THE PROGRAM 

•New/Added chemicals (and/or “improved SDS’s) 

•Lower reporting thresholds 

PAY ON TIME 

SUBMIT 

PAY ON TIME 

 


