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IMERC: How To Complete First Notification

1 Navigate to
https://imerc.newmoa.org/Public/EnSuite/Shared/Pages/Main/Login.aspx

2 Login.

https://scribehow.com
https://imerc.newmoa.org/Public/EnSuite/Shared/Pages/Main/Login.aspx
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3 Click "Notification"

4 Click "Apply" next to Mercury-Added Product Notification.
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5 Click "Next"

6 Select your Reporting Company Type and the type of Notification Form you are
completing.
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7 Select the year that you are reporting for (2018/2021/2024).

8 Click "Save"
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9 Click "Next"

10 Click "Add New"
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11 Select the company you are reporting on behalf of.

12 Click "Add to List"
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13 Review the Manufacturer Details. Click "Unlock" to make any changes.

14 Be sure to "Lock" the Manufacturer Details when your changes are complete.
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15 Click "Save"

16 Click "Next"
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17 Click "Add New" to add your first product.

18 Complete the "Product Name" field.
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19 Click "Create"

20 Complete the "Product Category" section.
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21 Complete the "Component" section.

22 Complete the "Component Location" section (if applicable).
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23 Complete the "Purpose of Mercury" section.

24 Complete the "Mercury Content" section.
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25 Complete the "Total Mercury" section.

26 Click "Save"
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27 Repeat Steps 17 through 26 for each product you are reporting.

28 Click "Next"
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29 Complete the Federal Data Reporting section (mandatory starting in 2024).

30 Click "Save" and then "Next"
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31 Complete the "Labeling Information" tab. READ CAREFULLY.

32 Note: If ANY checkboxes (#1-8) are left blank, you MUST have an approved
Alternative Label (#9) or contact IMERC to request compliance assistance (#10).
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33 Use this field to provide your approved Alternative Label Plan #, or describe what
you need assistance with.

34 Click "Save"
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35 Click "Next"

36 Click the "Online" toggle next to "Additional Information"
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37 Click "Add File(s)"

38 Upload the signed senior management certification form (mandatory).
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39 Click "Save"

40 Click "Save"
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41 Click "Next"

42 Click "Next"
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43 You must click this checkbox IN ADDITION TO uploading the signed form in Steps
38/39.

44 Verify your identity by answering the Security Precaution question.
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45 Click "Submit"

46 Click "Go to Submitted List" to see the status of your application.


