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Setting up an Account in FBS

To begin, we will find ourselves on the welcome page for USTIF: https://ustif.pa.gov.
On the right hand side of the page, proceed to click on ‘Log In’ (in between ‘Home’ and ‘Bids’).
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The mission of the Underground Storage Tank Indemnification Fund (USTIF) is to provide for a cleaner Commonwealth by administering a fiscally responsible
program to reimburse eligible participants for reasonable and necessary expenses incurred from releases into the environment.

In resp: to the recent communications from USTIF

* Please note that your Owner e-FACTS ID can be found on your DEP Storage Tank Registration C ertificate and is listed as the "Client ID"

* We are experiencing high call volume. This will continue during the month of December. Please leave your name, account number, and phone number. We will
return your call in the order that it is received

Next, proceed to click on the button ‘Create Account’.
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DON'T HAVE A USERNAME AND PASSWORD?

Distributors may begin creating an account on May 1, 2017 and Tank Installers may begin May 8, 2017. View detailed instructions on how to create an account
Email websitesupport@ustifsupport.zendesk.com for any issues creating a new account or logging in.

Check the Owner box and enter your Owner eFACTs ID and Owner EIN.

If you do not know your Owner eFACTS ID please submit a request
tow ipport@ustifsupport zendesk com

Your employer identification number (EIN) is a nine-digit number assigned to
your company by the IRS. Exclude any dashes in your entry. Itis also
referred to as a Federal Taxpayer |dentification Number. This number is
used to match your company when creating a new account. You may need
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Clicking the ‘Create Account’ button will lead you to this page.
It will then prompt you to mark your designated account type.

Please read the following information carefully:
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DON'T HAVE A USERNAME AND PASSWORD?

REQUE ST ACCESS 70 YoUR ACCOUNT

If you are solely an owner, check off the Owner box and fill in the two corresponding fields with your
Owner eFACTS ID* and Owner EIN Number information**. Once finished, click ‘Continue’.

*(the Owner eFACTS ID is the same Owner ID number located on the statement)

**(the EIN Number information is also known as the Taxpayer Identification Number)
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referred to as a Federal Taxpayer Identification Number. This number is
used to match your company when creating a new account. You may need
to contact your accounting office to learn the number.

REQUEST ACCESS TO YOUR ACCOUNT
Are you an Owner or Distributor or Both? If you are an Owner and a Distributor, check both boxes
# Owmer (A person who owns an underground storage tank storing regulated substances or heating oil.)

Owner eFACTS ID - Your eFACTS number is the Owner ID on the billing statement from USTIF

Owner EIN - Your employer identification number (EIN) is a nine-digit number assigned to your company by the IRS. You may need to contact your accounting office to learn
the number.

Distributor (An intermediary that retains titie to a regulated substance or heating oil prior to delivery, AND which delivers that substance into an underground storage tank )

Are you a Tank Installation Company (TIIP) or Certified Company? (An entity, authorized by the DEP to conduct tank-handling activities, tightness testing activities using
certified installers.)

ESSIBILITY | PRIVACY & DISCLAMERS | TRANSLATION DISCLAMER | SECURITY | PAINSURANCE DEPARTMENT | TECHNICAL opym
SUPPORT

& 2019 Commonwealth of Pannisyivania. All rghts reserved

If you are solely a TIIP Company, check off the TIIP Company box and fill in the two corresponding fields
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with your TIIP Company eFACTS ID* and TIIP Company EIN information. Once finished, click ‘Continue’.
*(the eFACTS ID is the same as the Account Number indicated on your statement)
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referred to as a Federal Taxpayer Identification Number. This number is
used to match your company when creating a new account. You may need
to contact your accounting office to leam the number.

REQUEST ACCESS TO YOUR ACCOUNT

Are you an Owner or Distributor or Both? I you are an Owner and a Distributor, check both boxes
Owner (A persan who owns an underground storage lank storing regulated substances or heating oil )
Distributor (An intermediary that retains tille to a regulated substance or heating oil prior to delivery, AND which delivers that substance into an underground storage tank )
@ Are you a Tank Installation Company (TIIP) or Certified Company? (An entity, authorized by the DEP to conduct tank-handling activities, tightness testing activities using
certified installers.)

TP Company eFACTS ID - Your eFACTS number is the account number on the billing statement from USTIF.

TIP Company EIN - Your employer identification number (EIN) is a nine-digit number assigned to your company by the IRS. You may need to contact your accounting office
o learn the number

Copyright © 2013 Cammonweaith of Pennsylvania. A¥ righs reserved
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If you are solely a distributor, check off the Distributor Box and fill in the two corresponding fields with
your USTIF Distributor ID and EIN Number information*. Once finished, click ‘Continue’.
*(the EIN Number information is also known as the Taxpayer ldentification Number)
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referred to as a Federal Taxpayer Identification Number. This number is
used to match your company when creating a new account. You may need
to contact your accounting office to leamn the number.

REQUEST ACCESS TO YOUR ACCOUNT

Are you an Owner or Distributor or Both? If you are an Owner and a Distributor, check both boxes.

Owner (A person who owns an underground storage lank storing regulated substances or heating oil.)
@ Distributor (An intermediary that retains title to a regulated substance or heating oll prior to delivery, AND which delivers that substance into an underground storage tank_)

Distributor ID - The Distributor ID is your account number registered with USTIF.

Distributor EIN - Your employer identification number (EIN) is & nine-digit number assigned to your company by the IRS. You may need to contact your accounting office to

learn the number

Ara you a Tank Installation Company (TIIP) or Certified Company? (An entity, authorized by the DEP ta conduct tank-handling activities, tightness testing activities using

certified installers.)

R | SECURITY | PAINSURA Copyright © 2013 Cammonweaith of Pennsylvania. A¥ righs reserved
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If you are a distributor and an owner, you have the option of creating a joint account. Check off the
Distributor and Owner boxes and fill in the corresponding fields with your Owner eFACTS ID and Owner
EIN, as well as your USTIF Distributor ID and EIN Number information.

Once finished, click ‘Continue’.
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REQUEST ACCESS TO YOUR ACCOUNT

Are you an Owner or Distributor or Both? If you are an Owner and a Distributor, check both boxes.

@ Owner (A person who owns an underground storage tank storing regulated substances or heating oil.)

Owner eFACTS ID - Your eFACTS number is the Owner ID on the billing statement from USTIF

Owner EIN - Your employer identification number (EIN) is a nine-digit number assigned to your company by the IRS. You may need to contact your accounting office to learn

the number.

@ Distributor (An intermediary that retains titie to a regulated substance or heating oil prior to delivery, AND which delivers that substance into an underground storage tank.)

Distributor ID - The Distributor ID is your account number registered with USTIF

Distributor EIN - Your employer identification number (EIN) is a nine-digit number assigned to your company by the IRS. You may need to contact your accounting office to
learn the number

Are you a Tank Installation Company (TIIP) or Certified Company? (An entity, authorized by the DEP to conduct tank-handiing activities, tightness testing activities using
certified installers.)

ACCESSIBILITY

Fill in your information within the corresponding fields, as per the screen below, and then click ‘SAVE'.
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Congratulations! Your organization has been found in the system
Account Type: Distributor
Organization: USTIF TESTACCT 2

Choose your new Screen Name
M:Z( E)ena unique screenname, less than 76 characters, using at least one letter and any
ther or" "t

ame (Required)

UNT |

dress (Required)

m

First Name (Required)

Last Name (Required)
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Keep this screen open.
In a new tab (or through Outlook), proceed to your email account for two verification emails from the
USTIF system.
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have been sent to msclashg8+test@gmail com

Password

Remember Me

Sign In

@ Forgot Password

Proceed to first open the ‘Email Address Verification’ message.

Contained in the email is a hyperlink (i.e. the highlighted link on the screen below), and a
verification code which you will need.

Click on the hyperlink within the message.
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Details

No recent chats
Start a new one
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The hyperlink will open a new tab, and will take you to a screen similar to this.
Proceed with copying and pasting the verification code within the ‘Email Address Verification’ message.
Click VERIFY on this screen.
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Once the screen loads after clicking ‘VERIFY’, you may close that tab.
Congrats! You are more than halfway done.
Go back to the first tab where you completed the username information (re: top of page 5)
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Remember Me
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Now, click on the tab with your email inbox.
Click on the message with the title: ‘Your New Account’.
Within the message is a temporary password. Copy the password onto your clipboard.
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Copy and paste the temporary password into the screen below, within the ‘Password’ field.
H o ’
Then proceed to click ‘Sign In’.
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Remember Me

Sign In

© Forgot Password
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The next screen that will load should be a prompt to create your unique password.
Type in a New Password using the guidelines below:

Password Complexity: Passcodes must be at least EIGHT characters long,
and use at least one character from the following four character sets:
e Lower case letters: a, b, ¢, d, ..., x,y,z

e Upper case letters: A,B,C, D, ..., X,Y,Z
e Numbers:0,1,2,3,4,5,6,7,8,9
e Special characters:~ | @ #S% A& * _-+="

NOLHT " <>, 2/
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Test Account »

WG OV  Pennsylvania Underground Storage Tank Indemnification Fund (USTIF)

Please sel a new password

New Password

Password

Enter Again

Password policy:

« Minimim Length: & ch
« Maximum Length: 25¢ ters
+ Minimum

xity: Passwords should contain at least one character from three of the four following character sets

> Numb
- Special characters [N

Click Save — and you are good to go!
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