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Overview 
This quick reference guide (QRG) describes how to confirm and submit a Record of Site Condition (RoSC) in 
OneStop. Information on how to search for submissions is also provided. 

By getting here you have already created an RoSC submission in the Create tab and completed the General and 
Questionnaire tabs.  

See the following QRGs on the OneStop Help page under “Guides for Contamination Management”:  

• Submitting Record of Site Condition (RoSC): Create 

• Submitting Record of Site Condition (RoSC): General 

• Submitting Record of Site Condition (RoSC): Questionnaire 

• Submitting Record of Site Condition (RoSC): Intent of Submission  

Confirm 
1. Click Confirmation on the left navigation bar. 

 

Declarations 

The AER’s RoSC has two associated declarations:   

• The Environmental Professional Declaration relates to the accurate summary of pertinent information contained 
in professional reports, and the evaluation of a site’s current condition against standards for adequacy and 
completeness. The environmental professional who completes the RoSC may function as a “coordinating 
professional,” if elements of the work described in the professional reports are outside of their practice area. 

• The Authorized Representative Declaration, in part, relates to commitments to the plan for managing the site and 
the associated timelines. 

Combined, these declarations allow the AER to rely on RoSC submissions that can function as a remedial action plan 
(RAP), as required by the Remediation Regulation. 

 

2. Complete any empty fields in the table for each declaration. 

 

Note 

Both declarations are optional when submitting a notice of contamination without a professional report. 

 

 

https://www.aer.ca/regulating-development/project-application/onestop/onestop-help
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a) Select the date from the calendar. Date selected cannot be in the future. 

b) Enter the name of the representative. 

 

3. Click  (lower right of screen) to ensure the declarations are populated with all relevant information. 

4. Click . The RoSC submission declaration is generated in PDF format and downloaded to your local 
computer. 

5. Open the file using PDF software. Review the declaration. Enter your electronic signature and date at the bottom 
of the declaration. Save the document.  

6. Click . 

a) Locate the signed and dated declaration PDF on your computer and upload it to OneStop. 

 

Validation/Rules 

7. Click Validation/Rules tab. 

 

There are two ways to validate your submission: 

Option 1: Confirmation Page 

The Validations section lists areas throughout the submission that still need to be completed.  

a) Check the box beside an issue on the list. 
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b) Click . You will be re-directed to the section that requires input.  

 

c) Complete the required fields marked in red.  

 

d) Click  (top or bottom left of screen).  

e) Return to the Confirmation screen and repeat all steps in this option until all pages have been validated.  

Option 2: Left Navigation Bar 

The left navigation bar indicates areas in your submission that need your attention. 

f) Click an alert icon       in the left navigation bar. You will be re-directed to the page that requires your input. 

g) Complete the required fields marked in red. 

h) Click . 

i) Repeat all steps in this option until all pages have been validated. 

Optional: Print 
You may choose to print your RoSC. 

1. Click  to ensure all draft information appears on the printed form. 

2. Click  print (top right of screen).  

3. A message confirms your print job. Select Yes.  
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A message appears informing you that your PDF document is being generated. 

 

The PDF document is generated and downloaded to your computer. 

Submit 

1. Once you have validated your entry, return to the Confirmation page, and click . 

2. The Declaration and Disclaimer window opens. Click  to confirm accurate information was submitted. 

 

3. The Confirm Record of Site Condition Submission window opens asking for final confirmation of your OneStop 

submission. Click . 

 

4. The Submission Submitted window opens displaying your submission reference number. Click  to close 
the window and return to the main dashboard landing page. 
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Optional: Search for Submissions 
There are two ways to search for RoSC submissions in OneStop:   

OneStop Dashboard 

1. On the OneStop dashboard landing page, scroll down to the Recent Activity section. 

 

2. Click Submission in the section’s top navigation bar. 

 

A list of recent submissions appears. 

 

3. To sort and search by a specific category, click the appropriate column header. 

 

4. Check the box beside the appropriate submission. Click Edit. Your selection opens. 

 

Search Function 

1. Click Search located on the top right of your screen. 

 

2. The search window opens. Click Submission in the Search By navigation bar. 

 

 

Tip 

The Recent Activity section only lists submissions 
from the last 10 days. 
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3. Click Submission Type. Select Record of Site Condition from the drop-down list. 

 

4. Click Status. Select Draft or Accepted from the drop-down list. 

 

5. Optional: Complete other fields in the form to refine your search. 

6. Click .             

7. A list of RoSC submissions appears. Click the box beside the appropriate submission. 

 

8. Click . Your selection opens. 

 

Optional: View OneStop All Submissions Summary 
OneStop generates a submission summary report listing all submissions. 

1. On the main OneStop dashboard page, select Reports from the top right navigation bar. 

 

2. The Report Menu page opens. Select the OneStop Submissions Summary from the list. Click . 

 

 

Tip 

Click Reset to clear the search form and begin your search again.  
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The Summary Submissions tab provides an overview of enterprise submissions. The Submission Details tab 
provides details about each submission. 

 

3. For a list of relevant RoSC submissions, click the Submission Details tab and filter the information by business 
associate (BA) name. 

 

4. Select Record of Site Condition under Submission Sub-Type. 

 

The report will display RoSC submission details: submission IDs, date of submission, status for the indicated BA 
code. 

Optional: View OneStop RoSC Submission Summary  
OneStop generates a summary report with specific information about RoSC. Critical elements include the following: 

• CSU file number or EPEA approval number associated with the submission 

• The site name, related assets, and location 

• OneStop review status 

• Intent of submission of the RoSC 

• Dates for remedial measures indicated in the Remedial Measures tab, which are an element of the AER 
compliance program 

1. On the main OneStop dashboard page, click Reports (top right of screen). 
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2. The Report Menu page opens. Select the RoSC Submission Summary Report from the list. Click . 

 

The Disclaimer, Glossary, and Report Instructions tabs provide supplemental information about the RoSC 
Summary Report. The RoSC Submission Summary tab provides the relevant information. 

 

  

3. The compiled list of all RoSCs will be visible. To filter relevant RoSCs, select the licensee from the Submitter BA 
Name and ID list. 

 

4. Apply other filters to narrow the search to a relevant site. 

 

5. The report will display relevant information based on the filters you selected (including consultants, submission 
IDs, submission dates, status, authorized representatives, site names, file types, and numbers) and indicate 
whether there is an accepted Remedial Action Plan (RAP) for the site.  

 

6. Once a relevant site is located, select the Submission ID to view location, submission intent, and remedial 
measures dates. 

Tip 

Information on how to download the data is within the Report Instructions tab. 
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7. This information may be downloaded by clicking the download icon and selecting a file format. 

 

Download a Relevant Dataset 

a) Apply the relevant filters. 

b) Select one or more submission ID to download data for the specific ID(s). 

c) Deselect the submission ID(s) to download all filtered information within the sheet. 

 

 

Disclaimer 

CSU numbers are automatically assigned following the initial submission for sites without a previously assigned CSU 
number or EPEA approval number. These CSU numbers are not routinely validated and may change should the AER 
find incorrectly assigned CSU numbers.  

Before including a CSU file number in a subsequent RoSC submission, ensure the CSU number is correct by 
searching the CSU file number and reviewing associated RoSC IDs to verify they are for the same site, or confirming 
that the AER has provided communication which specifies the applicable CSU number. If you identify a CSU file 
number which captures RoSC IDs for separate sites (i.e., more than one CSU file number needed), please contact 
csusubmissions@aer.ca.  

 

 

Tip 

When Tableau is first opened, Data download is not available and will be greyed 
 

 

 

Important 

Data is not restricted to BA code. The AER expects users to appropriately filter 
the relevant sites prior to downloading data. All contamination data is publicly 
available via the OneStop Application Query tool.  

 

 

 

mailto:csusubmissions@aer.ca
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Optional: Copy a Submission 
Submissions with any status can be copied. However, the copy function does not copy attachments or free-form text 
(i.e., text typed in text boxes). 

1. Search for the submission you wish to copy. See Search for Submissions above. 

2. Select the applicable submission and click Copy. 

 

3. The Copy Successful window opens confirming the submission was copied successfully to a new submission 
number. Click No to return to the search results or Yes to open the copied submission. 
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