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OVERVIEW OF PHYSICAL CONNECTION 
EPERMITTING 

The New Jersey Department of Environmental Protection (Department), Division of Water Supply and 
Geoscience (Division) is developing online physical connection permit renewal process and quarterly 
physical connection test results submission services so as a create an efficient and paperless permitting 
program.  

The new services will be available in 2014 through the Department’s “NJDEP Online” Online Business 
portal at: http://www.nj.gov/dep/online/ .  

It is a requirement of the Statute N.J.S.A 58:11-9 et seq., that permits are renewed annually and that the 
Department is satisfied that the backflow prevention devices have been tested every three months. 
Historically this has been a paperwork intensive process of submission of test certificates and multi- 
signature application forms. The Division has been working to streamline the process and with the online 
services it will now be fully paperless with automated approval of satisfactory applications and the ability 
to download permits. 

To facilitate the automatic approvals the permittee will have to demonstrate that the permitted backflow 
prevention devices have been tested by a Certified Tester and are working correctly each calendar 
quarter. Therefore a two part process is being implemented whereby: 

1. Prior to the permit being renewed the Certified Tester will submit through the online service 
summary information on the devices tested, test results and their status.  
 

2. Prior to the expiration of the permit, the Permittee will submit through the online renewal service 
a permit renewal application; review and certify the test result data and application; and pay 
online the renewal fee. If all the test results are satisfactory, and minimal or no changes are 
needed to the permit, the permit will be automatically approved. The permittee will then be able 
to download an electronic copy (pdf) of the permit. No paperwork to be submitted and no waiting 
for the permit to be mailed. 

The following sections will give an overview of the new services and provide illustrations of the web 
pages. The information and illustrations are based on the design specifications and the actual details 
and page layouts may differ in the production version.  

The Division will be providing specific instruction and detailed guidance documents later which will be 
made available on the Physical Connection pages on the Division’s web site at 
http://www.state.nj.us/dep/watersupply/dwc_physcon.html.  

  

http://www.nj.gov/dep/online/
http://www.state.nj.us/dep/watersupply/dwc_physcon.html
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1. Accessing the Physical Connection Services 

The two new services will be made available in 2014 on the Department’s “NJDEP Online” Business 
Portal at: http://www.nj.gov/dep/online/ for which the user will need to be a registered user. 

a. Existing Registered User 
 
The existing registered user will be familiar with the portal’s “My Workspace” and to access the 
new services you will need to click on the “Configure Services” and select the “Physical 
Connection Program Service Selection” service under the “Water Supply” section. If you do not 
have a certification pin number or cannot recall the number, you will need to request a 
certification pin number from the User Profile page. 
 

b. New User 
 
For the new user the “NJDEP Online” web page provides detailed instructions including a video 
on how to create your account and user profile. Upon completion of the account and after you log 
in you will need to click on the “Configure Services” button on the “My Workspace” page and 
select the “Physical Connection Program Service Selection” service under the “Water Supply” 
section. You will need to request a certification pin number from the User Profile page. 
 
 

c. Permittee 
 
For a permittee to submit a renewal application, an additional step must be completed as the 
application can only be submitted by a user that the permittee has authorized. Additional 
information is provided under the Renewal Service Summary section of this document on 
configuring the Facility Site Administrator (FSA). Note that as this process entails mailing a form 
to the Department it is recommended that this is done well in advance of you needing to submit 
the application. 
 

For the new user and for the Permittee you do not have to wait until the physical connection services are 
made available in 2014. An account and any FSA configuration can be created at any time. 

 

  

http://www.nj.gov/dep/online/
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2. Quarterly Physical Connection Test Results Service 

This service is for Certified Testers to submit the results of the quarterly tests on the backflow prevention 
devices covered by physical connection permits. 

There is no specific timeframe in which the results have to be submitted during the year neither does the 
same tester have to test all the devices through the year. However, if all the quarters for all the valves 
covered by a permit are not submitted or they do not show that all the devices were working, then the 
permittee will not be able to get an auto approval of their permit and additional paperwork may have to 
be submitted to the Division.  

The expectation is that a Certified Tester would on a routine basis (weekly, monthly) log in to the service 
and submit the results of the tests conducted in the period since the last submission.  

If the tester is authorized to submit the permit renewal application by the Permittee then they will need to 
obtain “Responsible Official” rights but this is not required to submit the test results. 

a. My Facilities 
 
Prior to using the Physical Connection services the Certified Tester must associate themselves 
with the particular Facility for which they want to submit the information. This association is 
achieved by clicking on the “Add Services” button on the “My Workspace” page. The Facility Id is 
the four digit “Physical Connection Id No.” that is displayed on the permit.  
 

b. Submission Process 
 
From the User’s “My Workspace” page the Certified Tester will select the “Physical Connection 
Program Service” and after various information and instructional pages will select the “Report 
Quarterly Test Results” service. 
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The Tester will then select the Facility, i.e. Permittee, for which they want to submit results. 
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On the Report Details page, the Tester will select the year and quarter for which they want to 
submit the results. The tester will then select device(s) for which they want to submit the results 
(adding rows as necessary) and enter the information; date, result, status.  If the device was 
replaced due to a failure that can be recorded here. There is no restriction on reporting more 
than one result for a device so a test failure can be reported and its repeat test results reported 
after repair. 
 

 
 

Only devices associated with the selected facility will be available and you can only enter results 
associated with the specific quarter. To enter test information associated with another quarter or 
facility the tester will need to complete another service. 

The ability for the tester to upload a data file and have the data automatically entered was 
considered but from experience of other services the process is unreliable and prone to failure 
due to uncontrolled changes in the file formatting and data by the person entering the data on the 
spreadsheet.  Therefore this function is not available. 

The service will allow the tester to upload attachments such as a pdf / photo if additional 
information needs to be submitted to explain the submitted results. 
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Upon completion of entering the test result data the tester has to certify that the information 
provided is correct. This certification requires that the tester enters their Certified Tester license 
number and Certifying Agency and entering the Certification pin number. 
 

 
 
The online service will check that the license number entered is valid and not expired and if 
acceptable will allow the certification to proceed. 
 
The tester will then be taken to a summary page displaying the information submitted. From 
there they can select to submit another set of results or return to their “My Workspace”. Details of 
the completed submission, prior submissions and all submissions that are in progress are 
available from the user’s “My Workspace”. 
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3. Renewal Service 
 
This service is for the Permittee or their delegated “Responsible Official” to submit the renewal 
application. 

 
a. My Facilities 
 
Prior to using the Physical Connection services the Permittee must associate themselves with 
the particular Facility for which they want to submit the information. This association is achieved 
by clicking on the “Add Services” button on the “My Workspace” page. The Facility Id is the four 
digit “Physical Connection Id No.” that is displayed on the permit. 
 
b. Responsible Official 

 
Prior to a permittee being able to submit a renewal application the Department needs to ensure 
that the user submitting the application is so authorized by the Permittee, i.e. a “Responsible 
Official”. Because the Department does not have the resources to manage / track whom is so 
authorized the Portal has been designed so that the authorization is done and maintained by the 
Permittee.  
 
After the Permittee has created their user profile and associated themselves to their facility they 
need to send to the Division a “Facility Site Administrator” (FSA) Request form found under the 
“Documents and Forms” tab of the website. This form identifies the user who will be the 
Permittee’s site administrator who will then control the security and authorization process for the 
physical connection services. The authorization form will need to be signed by a corporate 
executive or proprietor of the company. Once verified, the Division will assign the identified user 
the “FSA rights” to electronically manage the security and authorization process.  
 
Whom the FSA assigns as the “Responsible Official” is the responsibility of the Permittee and will 
be deemed as having the necessary legal authority to submit documentation on behalf of the 
Permittee. If the Permittee’s contract with the Certified Tester includes the authority to prepare 
and submit the renewal application then the Permittee’s FSA can assign the Certified Tester with 
the “Responsible Official” rights.  However if the tester changes then the FSA will need to update 
the rights. 
 
You do not have to wait until the Physical Connection Services are available, you can set up this 
authorization at any time.  
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c. Submission Process 
 
From the User’s “My Workspace” page the Permittee / Responsible Official will select the 
“Physical Connection Program Service” and after various information and instructional pages will 
select the “Renew Physical Connection Permit” service. 

 
 
The Permittee will then have to select the applicable Facility for which they want to renew the 
permit. Typically there will only be the one facility. 
 

 
 
The Permittee will then review and update as necessary the permit contact information. There 
can only be one contact. 
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Upon continuing on the next screen the permittee will first select which year’s permit they are 
applying for. 
 
The page will then display all the devices with associated information that are included in the 
expiring permit.  

 
The screen contains a significant amount of information and the user will need to scroll right and 
left to see all the data. In addition if the permit contains a large number of devices then there may 
be multiple pages of data to review. 
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The permittee can then review the information and update where necessary including reporting if 
specific valve(s) were not in service (service line shut off) in any particular quarter and so were 
not tested. The screen will allow the permittee to select which valves are not to be included in the 
renewed permit.  
 
Upon Continuing the Permittee will have the opportunity to update locational information related 
to the devices. 
 
Following the locational information the Permittee will review the Quarterly Test Results and 
certify that the results are an accurate report. Because of the variations in numbers of devices 
and numbers of tests a separate report rather than a web page was created to provide the 
Permittee the test result information. 
 
The permittee will then certify that the quarterly test results are accurate. 

 
 
An attachment may be added for further clarification. Please note that adding an attachment 
will not allow the auto approval of a permit for the renewal service.  
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The permittee will then be able to certify the renewal service.  
 

 
 
After certifying the submission the permittee will be directed to the payment screen. Payment 
may be made via a Credit Card or an e-Check. 
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Once payment is successful, a summary page will appear. 
 

 
When the permittee returns to the “My Workspace” page, if the permit was auto approved the 
permit should be available to view and print in a PDF format. If the permit did not auto approve 
the Permittee will receive an email notification when the Permit has been approved and can 
return to “My Workspace” and print / save the pdf. No permit will be mailed to the permittee. 


