CARA Online Document System Instructions for the Hazardous Waste Section

[bookmark: _GoBack]Please be sure that your web browser is Internet Explorer version 6 or higher.  For best results, it is recommended that you use Internet Explorer 9 (or higher) or Google Chrome. In order to view documents from the CARA3 Portal, you will also need Adobe Acrobat Reader on your computer or device. To obtain a free download of Acrobat Reader, go to http://www.adobe.com/products/reader.html .

This site requires a Java plug-in install. Please click the link below and follow the instructions to download and install the plug-in: https://java.com/en/download/index.jsp. You can check to see if you already have the current Java plug-in installed by clicking the following link and following the instructions: https://www.java.com/en/download/installed.jsp.

Please read all of the instructions below and then use the following link to the CARA3 Portal:

https://edm.nc.gov/DENR-Portal/

To search by Property criteria (recommended):

-	Enter the facility/site ID # (no dashes, periods, or commas) where it reads “Value” in the box to the right of the “ID” criteria (refer to the screenshot below)

OR

-	Enter all or a portion of the facility/site name where it reads “Value” in the box to the right of the
“Name/Subject” criteria and enter “contains” in the center box.

-		Then click Search.  The documents found will be displayed in the Content window.  The results can be sorted by the column headers.  To view a document, right-click on the document and select Download.

To search by General criteria:

-	Use the drop-down menus to narrow your search.  For example:
o	Division:	             Waste Management
o	Subdivision:	             Hazardous Waste
o	Document Category:	Facility
o	Document Group:	select the Program
o	Document Type:	select the document type

-	Then click Search.  The documents found will be displayed in the Content window.  The results can be sorted by the column headers.  To view a document, right-click on the document and select Download.
 The General criteria and the Property criteria may be used together to further narrow your search.  For example, after using Property criteria to retrieve documents for a specific facility, the results can be further refined by selecting a specific document type using General criteria. 



ACCESSING HISTORICAL (PRIOR TO 2010) HAZARDOUS WASTE FILES

The Hazardous Waste Section’s electronic filing system, CARA, has been expanded to include additional facility files.  Specifically, historical facility files, prior to 2010, have been added to CARA.  Some files that were imported have an EPA ID number beginning with AAA rather than the typical NCD or NCR.  To allow for a full facility search prefix the number with an asterick (*) followed by the last 9 numbers of the EPA ID number under the Property criteria, ID.  If you do not know the facility’s EPA Id #, you can search for these files by using the current facility name which will prompt the former name to appear in the Description field under Properties.

Many of the historical documents contain multiple document types within a record.  The document types may include but not limited to:  General, Permitting, Groundwater, Enforcement, etc. To determine the information contained within a particular record, open the record to review the document types. 

In addition the user should be aware, if searching by a date range, that some of the documents that were imported have dates of 1/1/1979 and 1/1/1900.  These dates are not correct but you may not get the full set of documents anticipated if you do not account for this.  When searching for documents that have multiple dates or undetermined date, use 1/1/00 as the catch-all date. To narrow your search complete the General Criteria fields. You can add the name to the Full Text Search.

Tip: If you should encounter a record that contains over 1,000 documents, put in a different Property criteria, i.e. a narrower date range. For additional information, please contact Scott Ross at scott.ross@ncdenr.gov or at 919 707-8272.

A screenshot of the CARA Portal with tips is shown on the next page:





CARA Portal Screenshot:
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