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1. System Overview 

The Oregon Department of Environmental Quality has instituted the use of a modernized, cloud-based tool for 

a selection of compliance programs within the agency and several business processes that involve the public 

and regulated entities.  

Your DEQ Online is an Environmental Data Management System designed to combine current DEQ processes 

across air, land and water divisions in one convenient and easily accessible portal. The system enables users 

to submit applications, upload reports, enter data, check the status of applications, pay fees or fines, and 

manage account activity. In addition, the system allows for greater public access to environmental data without 

the need to request this information from DEQ staff.

https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online.aspx


Water Quality Individual and General Permits User Guide  

Error! Reference source not found. 

  

 
Oregon Department of Environmental Quality  Page 7 of 50 

 

2. Introduction 

This document will walk you through the use of  Your DEQ Online (YDO) for National Pollutant Discharge 

Elimination System (NPDES) and Water Pollution Control Facility (WPCF) Individual and General Permits. 

Through YDO, you can update your address and Responsible Owners, apply, renew, and register for permits, 

review past permits, and pay invoices and fees. A separate user guide will be provided for the submission of 

DMRs. 

If you have questions about account set-up, encounter issues with the account registration process, need help 

with identity verification or any other account management concerns, please consult the Help page or contact 

the Your DEQ Online Helpdesk.  

• For general information, training, and resources, go to Your DEQ Online Help:  

o https://yourdeqonlinehelp.oregon.gov  

• For technical assistance and Your DEQ Online questions:  

o Your DEQ Online Helpdesk (Not compatible with Internet Explorer)  

o YourDEQOnline@deq.oregon.go 

 

For additional information on submission of DMRs, WPCF Onsite, 1200-C Stormwater or Underground Injection 

Control permits please reference the other YDO pages and corresponding user guides listed below. 

Program Link 

DMRs https://www.oregon.gov/deq/wq/wqpermits/Pages/NPDES-

E-Reporting.aspx 

WPCF Onsite https://www.oregon.gov/deq/permits/Pages/WPCF-

inYDO.aspx 

Industrial and Construction Stormwater https://www.oregon.gov/deq/permits/Pages/Stormwater-

in-YDO.aspx 

Underground Injection Control https://www.oregon.gov/deq/permits/Pages/UIC-in-

YDO.aspx 

401 Dredge and Fill/Hydropower https://www.oregon.gov/deq/permits/Pages/401-in-

YDO.aspx 

 

We highly recommend for you to review the information provided at: WQ YDO.  

If you are already registered in YDO, please start at Section 4 and add your new Submittal Group. If you are 

new to YDO, please continue to Section 2 below. 

3. Register an Account 

All users must have a registered account to use YDO. Navigate to the Your DEQ Online Public Portal. Select 

“Register Account”. 

https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online.aspx
https://yourdeqonlinehelp.oregon.gov/
https://oregondeq.atlassian.net/servicedesk/customer/portal/2
mailto:YourDEQOnline@deq.oregon.go
https://www.oregon.gov/deq/wq/wqpermits/Pages/NPDES-E-Reporting.aspx
https://www.oregon.gov/deq/wq/wqpermits/Pages/NPDES-E-Reporting.aspx
https://www.oregon.gov/deq/permits/Pages/WPCF-inYDO.aspx
https://www.oregon.gov/deq/permits/Pages/WPCF-inYDO.aspx
https://www.oregon.gov/deq/permits/Pages/Stormwater-in-YDO.aspx
https://www.oregon.gov/deq/permits/Pages/Stormwater-in-YDO.aspx
https://www.oregon.gov/deq/permits/Pages/UIC-in-YDO.aspx
https://www.oregon.gov/deq/permits/Pages/UIC-in-YDO.aspx
https://www.oregon.gov/deq/permits/Pages/401-in-YDO.aspx
https://www.oregon.gov/deq/permits/Pages/401-in-YDO.aspx
https://ordeq-edms-public.govonlinesaas.com/pub/login
https://ordeq-edms-public.govonlinesaas.com/pub/login
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3.1. Basic Information 

Complete all the required fields on this screen. You may choose your own username or use the one 

suggested. Your username will be your login name each time you log in to YDO. Use an email address that 

will not be used for any other YDO accounts or account types. After all required fields are entered (indicated 

in red), scroll to the bottom of the screen and click “Next”.   

 

 

3.2. Select an Account type 
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There are three account types to choose from: Responsible Official (RO), Consultant, and General  

Public. Please see the definitions below for further details or visit Your DEQ Online: Understanding Account 

Types factsheet for more information.  

 

2.1.1. Who selects a Responsible Official account type? 

Responsible Officials (ROs) are those who are legally authorized to sign NPDES permit applications, Discharge 

Monitoring Reports (DMRs), and other reports required by the permit. You are likely an RO if you already have 

an individual permit with water quality or coverage under a water quality general permit with DEQ, and are the 

Legal Contact, designated signatory, or the Signatory (netDMR).  

Refer to Code of Federal Regulations, 40 CFR 122.22, for the complete definition of who is authorized to sign 

permit documents. For city, county, state, federal or other public facilities, the RO is the principal executive 

officer, ranking elected official, or their official designee.   

A facility can have multiple associated ROs, provided each RO meets the requirements of 40 CFR 122.22. The 

RO permissions may vary depending on the submittal groups selected. 

3.2.1 Who selects a Consultant account type?  

Employees of facilities who will prepare permit documents, such as DMRs, corrective action reports, and 

revised erosion/stormwater control plans, but who do not meet the signatory criteria per 40 CFR 122.22 (see 

above) will choose the Consultant account type. If you are a hired professional consultant, you will also choose 

this account type.  

Examples of people who will have Consultant account types for water quality permits include:  

• Professional consultants who prepare DMRs, engineering plans, operation and maintenance, corrective 

actions, and applications for their clients.  

• Professional engineering firms who create applications and notices of terminations on behalf of their 

clients.  

• Professional environmental laboratories who prepare DMRs and attach laboratory reports on behalf of 

their clients.  

• Employees of facilities who maintain water quality permits, such as environmental specialists and 

administrative professionals, who prepare permit documents but do not meet the permit signatory 

criteria of 40 CFR 122.22.  

After selecting the account type, click “Next”. 

https://www.oregon.gov/deq/permits/Documents/YDOAccountRegfactsheet.pdf
https://www.oregon.gov/deq/permits/Documents/YDOAccountRegfactsheet.pdf
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3.3. Security Questions 

Use the drop-down menu to select each security question. Click the eye  icon to verify your answers. 

Save your answers in a secure location. Security questions are required for all account types. Each RO will be 

required to answer a question from their list to certify and finalize any submittal. After completing all fields, 

click “Next”.   

  

Note: See section 9 for instructions on how to reset your PIN and security questions.   

 

3.4. Final Review 

Review your account information and use the “Previous” button to make corrections. Click “I’m not a robot” 

and complete the image identification verification.   
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Once you have reviewed the information and completed the reCAPTCHA check, click “Register.”   

 

You will receive a “Registration Successful” message with instructions to check your email.   

 

 

3.5. Email Confirmation 

Check your email for the “Registration Successful” confirmation email. You will find temporary login 

instructions to update your password and set a PIN. YDO has additional security measures for RO account 

holders. They will receive this message: “Note: For Responsible Official account holders, you will need to 

provide PIN and answer one randomly generated security question when certifying and completing each 

submittal. You will also be required to complete identity verification before linking your account to a facility”.  



Water Quality Individual and General Permits User Guide  

Version 1.0  

 
Oregon Department of Environmental Quality  Page 12 of 50 

 

Note: If you did not receive the email in your inbox, check your junk email folder. All system generated emails 

will come from yourdeqonline@govonlinesaas.com. Please add yourdeqonline@govonlinesaas.com to your 

email contacts to ensure you are receiving notification emails.  

3.6. Update Password and Pin 

After clicking the link in the email, enter your temporary login information. You will then be prompted to 

change the password and PIN. Passwords andPINs must be a minimum of eight characters in length, and 

contain a number, a letter, and a special character like “@”, “$”, or “%”.  

mailto:yourdeqonline@govonlinesaas.com
mailto:yourdeqonline@govonlinesaas.com
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4. Responsible Official Identity Verification 

DEQ utilizes E-Verify as an additional security measure for ROs. If you register as an RO, you will see an 

identity verification pop-up message upon initial login that prompts you to validate your identity. The 

electronic verification process is required so that DEQ can accept electronically signed permit documents, in 

accordance with 40 CFR 122.22(e).  

 

Full privileges of the Responsible Official activate after identity verification is complete. 

  

Select “Go to my account” to verify your identity. 

 

4.1. E-Verify Method 
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E-Verify will appear as the first option. E-Verify is a rapid, secure, and instant identity verification tool that 

enables full RO account privileges in YDO. Follow the instructions at the top of the column to complete the 

form.   

 

3.1.1. Tips for using E-Verify  

• Check the date of birth box for the correct date. Your computer may autofill today’s date into the box.  

• Enter fields exactly as stated: no spaces in the phone number and your date of birth as mm/dd/yyyy.  

• E-Verify is verifying you so use your home address, not your work address. 

• If you have moved in the last six months, use your previous address.  

3.1.1. Tips for troubleshooting E-Verify  

• Clear your browser cache: https://www.pcmag.com/how-to/how-to-clear-your-cache-onany-browser.  

• Close all browser windows then reopen one browser window and log in.  

• Log back into the system with your username and password to: https://ordeq-

edmspublic.govonlinesaas.com/pub/login.   

Note: If E-Verify is not successful after three attempts, proceed to the right side of the screen and Option 2: 

Electronic Signature Agreement.  

4.2. Alternate Verification Method: Electronic Signature Agreement 

This alternate option for identity verification requires a signed paper Electronic Signature Agreement (ESA) 

form to be completed, mailed, and reviewed by DEQ staff for validation.  

1. Click the Electronic Signature Agreement “Print” button and follow the form instructions.   

https://www.pcmag.com/how-to/how-to-clear-your-cache-on-any-browser
https://www.pcmag.com/how-to/how-to-clear-your-cache-on-any-browser
https://www.pcmag.com/how-to/how-to-clear-your-cache-on-any-browser
https://ordeq-edms-public.govonlinesaas.com/pub/login
https://ordeq-edms-public.govonlinesaas.com/pub/login
https://ordeq-edms-public.govonlinesaas.com/pub/login
https://ordeq-edms-public.govonlinesaas.com/pub/login
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2. Send the completed, signed form to the address noted on the form. DEQ will send an email 

notification after the determination of your status. This process may take time due to mail delivery, 

review and data entry.   

• For expedited processing, you may additionally email the completed and signed form to 

YourDEQOnline@deq.oregon.gov. This is in addition to mailing the signed original form.  

• Note: Failure to mail the printed and signed form may result in withdrawal of your 

account privileges.   

3. Pending verification, you will have limited access to the system and will not be able to certify and send 

a submittal.    

4. DEQ staff will contact the RO for any questions on the manual verification form. 

 

Once your identity has been verified, the Verification tab on your account will show a green check mark.  
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Additionally, you will receive an email from yourdeqonline@govonlinesaas.com subject: “Public User Identity 

Proofing Approval”. 

 

 

 

Note: Completing identity validation, whether using E-Verify or ESA, is required before an RO can certify and 

send submittals to DEQ. 

5. Navigation Menu 

Your DEQ Online may be accessed through many different browsers such as Chrome, Safari or Firefox. 

Internet Explorer is not a suitable browser.  

mailto:yourdeqonline@govonlinesaas.com
https://ordeq-edms-public.govonlinesaas.com/pub/login
https://ordeq-edms-public.govonlinesaas.com/pub/login
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The dashboard is your initial landing pad when logging in to YDO. Your dashboard shows a summary of 

current and pending activity for your account and gives you the option to access some functions directly. The 

primary way to navigate your YDO account is through the navigation menu. Access your navigation menu 

on the upper left corner of the screen by clicking the green arrow button. This menu can be expanded 

and collapsed.  
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4.1 Navigation menu options 

 

 Below is a list of options you will see in the navigation menu and descriptions of what to expect with 

each option.  

 

Start New Submittal: This feature is used to initiate new submittals to DEQ such as applying for a permit, 

submitting a plan for review, or submitting an unscheduled reporting obligation.    

Resume Edits: Allows you to resume editing any submittals that have been started, but not yet submitted to 

DEQ.  

Track Submittal Status: Shows the status of all complete submittals and allows you to review the submittal.  

Upcoming Obligations: Displays any upcoming scheduled reporting obligations for which a submittal can be 

started.  

Pay Invoices/Fees: Allows for online payment of invoices or fees to DEQ.   

Permits/Licenses/Certificates: Allows you to search for and view DEQ issued permits, licenses or 

certificates.  You will use this feature to renew your permit. 

Public Records: Allows you to search for and view all published submittal records.  

My Account: Allows you to change your contact information, add or change submittal groups, and other 

account options.  

5.1. Icons 

You will see the following common icons as you navigate the system. 

 

Loading: This icon will appear while the system processes an action. 

 

Save: This icon allows the user to save changes made on a page. 

 

Edit: Clicking this icon allows the user to edit the selected submission. 

 

View: Clicking this icon allows the user to view a selected submission. 

 
Delete: Clicking this icon allows the user to delete entries and records. 

 

Submittal Selection: This button allows the user to toggle between pending 

and submitted obligations on their dashboard.  

 

Requirement: This icon will appear when a particular field in a submittal is 

required. 
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6. Establish Responsible Official Links 

Before ROs can prepare and complete submittals for existing facilities with DEQ permits, they must select the 

corresponding submittal group and establish links to facilities (if they exist – not all facilities are currently 

permitted by DEQ). Once these submittals and links are established, ROs can link Consultants to facilities and 

delegate permission to prepare submittals and make payments on the RO’s behalf. 

6.1. Select Submittal Group(s) 

WQ Permitting includes ten submittal groups based on permit type. Please refer to the appendix table to find 

your submittal group by permit type (see Appendix). 

To select a Submittal Group: 

1. From the navigation menu, select “My Account” . 

2. From the top row of tabs under your name, select the “Account Type” tab.  

3. Scroll down to the Submittal Groups section and click the checkbox for the permit type/submittal group 

combination in the attached appendix. This will include one or more (if you have more than one permit) 

boxes as highlighted below. 

 

 

6.2. Link your facility/facilities to your account 

1. After selecting your “Submittal Group”, scroll down to the “Facility-Submittal Group Permissions” section. 

Click on the “Add Permissions” box to open your selections. 
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2. Search for your facility by name or address in the “Available Sites” search box.  If you received a letter or 

email with your facility number, enter this number into the box. 

 

3. Select your facility from the “Available Sites” results list. If there are multiple sites listed under the same 

facility name, select the site with the waterdrop icon . Select the corresponding submittal group 

from the “Available Submittal Groups” list. You may select more than one submittal group per facility. 

 

4. Click the plus icon  to add the site/submittal group combination to your account. Repeat this process 

until all your facility/submittal group combinations are added.  

Search for your 

facility by name, 

address, or number 
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If you already hold a permit but cannot find your facility in the menu, please contact the YDO helpdesk for 

assistance. 

5. Once the facility is added, it will appear in the Facility-Submittal Group Permissions section.

 

Click the save icon  in the bottom right corner to save your selection. 

6. To unlink a facility, click the trashcan icon next to the applicable facility. 

 

A pop-up notification will appear asking you to confirm that you want to remove the link. Remove the link by 

clicking the “OK” button.  

 

  

Remember to click the “save” icon      in the bottom right corner to save any changes. 

https://oregondeq.atlassian.net/servicedesk/customer/portal/2
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6.3. Link Consultants to your account 

The Responsible Official is responsible for managing linked Consultant Accounts, including maintaining 

appropriate permissions.  This includes adding or removing consultant access and updating permissions as 

necessary to ensure proper account management. 
 

1. Confirm the following before linking a consultant to your account:  

• The consultant has registered for a YDO account.  

• The consultant registered for the “Consultant” account type.  

2. To link to a consultant, select “My Account” from the Navigation Menu. 

3. Select the Consultants tab and click the “Add Consultants” box.   

 

 

4. In the “Search Consultant by Email” search bar, enter the consultant’s email address. Click the “Find 

Consultants” box. 

 

5. Results will appear below the search bar. To select the consultant, click the link icon. 

 

6. Add the Consultant submittal and site permissions by selecting the blue arrow in the top left corner of the 

profile box.  
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7. Click the “Add Permissions” box in the “Submittal/Site Permissions” section.  

 

8. Use the drop-down menu or the search function to select a submittal permission. There are multiple 

submittals in each submittal group. Please note that some submittals have similar names or the same 

names in different submittal groups. If you have selected two submittal groups each submittal with similar 

names will need to be selected for the consultant to access those submittals.  

 

9. Using the drop-down menu, select the site(s) to link the consultant. Available options are populated based 

on selections in your RO account.  



Water Quality Individual and General Permits User Guide  

Version 1.0  

 
Oregon Department of Environmental Quality  Page 24 of 50 

 

10. Once the site and submission permissions have been selected, click the yellow “add” icon. Once the 

permissions are added they will appear above the “Submittal/Site Permissions” section with a green 

thumb’s up icon. 

 

11. To add more Consultant Permissions, click the “Add Permissions” and select any additional submittals 

and sites linked to your RO account. 

 

12. To remove submittal or site permissions, click on the trash icon next to the permission to be removed. 

 

13. A pop-up notification will appear asking you to confirm that you want to remove the item. Remove the item 

by clicking the “OK” button.  

 

  

  



Water Quality Individual and General Permits User Guide  

Version 1.0  

 
Oregon Department of Environmental Quality  Page 25 of 50 

 

14. To remove a consultant entirely, repeat the process above to remove all submittal/site permission 

combinations. After removing all permissions refresh your browser. 

Note: A site does not need to be selected if a new facility is being added to apply for a new permit. 

Consultants cannot access the information for an existing site unless the site and submittal type are both 

added. 

If you need assistance, please contact the YDO Help Desk. 

7. Applying for a New Permit (Individual Permits) or Permit Coverage (General Permits) 

IF YOU ARE RENEWING A PERMIT, PLEASE JUMP TO SECTION 7.  

This section covers how to apply for a new individual permit or permit coverage under a general permit. New 

WQ Individual and General permit applications will be accepted through YDO using the submittals module. The 

following are step-by-step instructions on navigating the YDO system to submit your application. Your selection 

of the application type will determine your next steps as applications vary. The following steps are for an 

NPDES Individual Permit and include these tabs: Basic Info, Supplemental Info, Attachments, Payment, Review, 

Submission. Similarly, the tabs you have on your page will correspond to the application you are seeking 

coverage under. Most importantly, fill out the appropriate forms for your application accurately and completely.  

 

7.1. How to Apply for a new Permit or Permit Coverage 

1. From your Dashboard, expand the left menu by clicking on the green arrow icon at the top left of the 

screen. 

2. Click on “Start New Submittal” to apply for a new permit or permit coverage. 

3. On the “New Submittal” page, click the  icon located to the right of the application name to select it. 

General permit applications are only available for submittal if the permit is between its issued and 

expiration dates. Some submittals shown in this user guide and in YDO may not be available for new 

coverage at this time. If the application you need is not listed, and the permit or coverage you are 

applying for is within its valid date range, please contact the YDO helpdesk. 

4. At any point during the application process, you can access additional information about the submittal 

from the right-hand navigation bar (get information button, list of available attachments, etc.) 

7.2. The following instructions are universal throughout this document: 

1. Complete all required fields (Responsible Official, Facility Location) 

2. Complete all required fields as indicated in the Mailing Address section.  

  

https://oregondeq.atlassian.net/servicedesk/customer/portal/2
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3. Complete all required fields as indicated in the Physical Location section. To populate the Latitude and 

Longitude fields in decimal degrees, click on the Google map to open the exact location the facility. 

Click on the on the green check mark within the map and the latitude and longitude fields will 

automatically populate for you.  
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4. Complete all required fields in the form. Required fields are highlighted in red and marked with 

“Required.” beneath. All required fields must be completed to validate and submit your form.  

  

  
  

Save Frequently 
   

YDO does not automatically save the information input. To avoid losing any information you enter on the form, 

be sure to click the Save icon frequently.  

 

7.2.1 Adding Attachments 

5. Next, click on the Attachment tab. Upload files either by clicking the upload icon or dragging and 

dropping files into the window. Attachment requirements are identified in the “All Attachment 

Requirements” section to the right of the screen. The asterisk symbol  indicates a mandatory 

attachment. Mandatory attachments vary based on the type of submittal. 

TIP: Before uploading, make sure files are in the required format (e.g., pdf, docx, xlsx, etc.) and the file names 

clearly identify the facility or site (e.g., ABC Subdivision) and document type. This will help to facilitate review 

of your submittal and will simplify the next step of the submittal process for you.  

  



Water Quality Individual and General Permits User Guide  

Version 1.0  

 
Oregon Department of Environmental Quality  Page 28 of 50 

6. After uploading files, expand each file record using the blue arrow to the left and select the 

corresponding document type from the drop-down menu.  

 

7. To remove attachments, click on the “trash” icon next to the uploaded file to be removed.  

8. Multiple attachments of the same document type can be added. Additionally, if the document type you 

are adding does not fit in one of the designated document types for your submittal, please use the 

“Other document type” option and provide a description in the comments section. 

7.2.2 Submitting your Payment 

9. On the “Payment” tab, your required fees are calculated. Fees are based on the information you enter; 

thus, the payment functions on the “Payment” tab will not be available until after the required fields 

are filled out completely (Basic Info, Attachments) and the ! icon has disappeared. 

10. For individual permit applications, DEQ must review the submittal before fees can be determined. 

When a review by DEQ is needed to determine the application and annual fees due for a submittal, 

DEQ will return the submittal to the applicant as a revision or amendment. See the resume edits 

section below for more details.  



Water Quality Individual and General Permits User Guide  

Version 1.0  

 
Oregon Department of Environmental Quality  Page 29 of 50 

11. Program fees for plan reviews are calculated according to OAR. Additionally, DEQ charges a 4% 

technology fee for all payments processed through YDO. The technology fee pays for operation and 

maintenance costs for the system. Click the “Pay Amount Due” button to complete the payment 

process. 

  

12. Payment Options: 

a. Making a payment directly from a checking or savings account: Select the “ACH” circle and click 

the “Redirect to E-Pay” button on the left of the screen. You will be redirected to the e-payment 

system through US Bank. 
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b. Paying by credit card: Select the “Credit Card” circle and click the “Redirect to EPay” button on the left of 

the screen. You will be redirected to the e-payment system. A convenience charge of 2.3% is added to 

the total payment.  

  

c. Paying by check: Select the “Check by Mail” circle. The system will show the balance due until the check 

is received and posted. Include a copy of the receipt of the submittal with the check. 

 

 

It is important to mail the paper check to the lockbox address provided. Do not send or drop-off your 

check to any other DEQ office.  The submittal will not continue to be processed until payment is posted. 

Save Frequently 
13. Next, go to the “Review” tab. Review your submittal for anything outstanding, including missing 

information, payments, attachments, and attachment type assignments. Update in the applicable sections 

until all alerts are resolved.  
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7.2.3 Submit your Application 

14. Last, navigate to the “Submission” tab. Read the Certification Statement and click the button to 

indicate you read it and agree with it. Only the Responsible Official can certify and submit. If the 

submittal has been prepared by a Consultant, see section 5.2 on resuming edits.   
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15. Answer the security question with the information provided during account registration and enter the 

PIN you set up with your password. You will need to answer a security question and provide your PIN 

with every submission.  

 
  

16. Review the Security Precautions and Disclaimer statements and click “Submit.”   
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7.3. Deleting a submittal 

For an unfinished submission, you may delete the submission if needed. To delete a submittal, the submittal 

must be in the pending status with no payments indicated. If you have made a payment or selected “Pay Check 

by Mail”, contact the YDO helpdesk for assistance. 

7.4. Resume Edits 

To resume an unfinished submission, or if you are an RO certifying and submitting a submittal prepared by a 

Consultant on your behalf, navigate to the “Pending Submittals” page using the “Resume Edits” option in the 

left menu. Click the green “edit” icon    for the applicable, pending submission to make additions, changes 

or to certify and submit. For submittals prepared by a Consultant, the RO must complete the submittal 

process.  

  

   

You can also access pending submittals directly from the submittals section on your Dashboard.  

To delete a draft submittal, use the “trash” icon  associated with the applicable pending submission.  

  

  

https://oregondeq.atlassian.net/servicedesk/customer/portal/2
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7.5. Track Your Submittal 

After submitting, you will receive a Submission Successful notification and can save or print a receipt.  

  

  

Add the yourdeqonline@govonlinesaas.com. address to your contacts to ensure delivery of important emails 

about the status of your submittal and future compliance notices. These emails are auto generated by the 

system and cannot be directly replied to.  

  

To track your submission: 

1. Navigate to the “Submitted Submittals” page using the left menu. From here you can review the form , 

view the receipt  , or view submittal . 

  

2. If you click the “view submittal detail” icon  on the “Submittal Summary” tab, you can see the Case 

Review Summary and send requests to revise, withdrawal, or amend the submission.  
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Note: Not all submittal types allow for Revision, Withdrawal or Amend options. Unavailable options are grey.  

3. On the “Attachment” tab, you can see the attachments linked with the submittal. Click on the down arrow 

to see additional information 

  

  

7.5.1 Issuance 

Navigate to the “Issuance” tab. You now have the ability to review issuance documents including draft 

permits, final permits, final letters granting coverage under general permits and supporting documents. 

Issuance documents are documents issued by DEQ authorizing the issuance, finalization of a permit action or 

termination of the requested permit.   
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If the permit or permit coverage has not yet been issued, the fields under Issuance will be blank or draft 

documents listed here will have an overall status of pending. 

  

 

 

7.5.2 Email History 

Navigate to the “Email History” tab. All automatically generated email correspondence related to the submittal 

is listed here. Click on the blue arrow to the left of the subject to expand the record and view the email 

messages. These records will also allow you to see who received the messages. 

  

7.5.3 Payments 

Navigate to the “Payment” tab. Review payment history and outstanding payments.  
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If the pay by mail option was chosen, the payment status will stay as ‘Due’, and the submittal will not move 

forward in processing until the payment has been received and posted.  
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7.6. Outstanding Payments 

 

To make payments on an outstanding balance, submittal must be in an unsubmitted status. If you have 

submitted for DEQ review before payment,DEQ will return the application to you via a Sendback. See the 

Sendback section to access your submittal.  

 

If you selected a payment method and it did not go through, or you have decided to change from Pay by 

Check to an electronic option, a request to amend or revise your submittal is necessary. This will unsubmit 

your submittal and allow you to add a payment. Resubmit the application for processing. 

 

7.7. Correspondence 

Navigate to the “Correspondence” Tab. This tab has a message feature to correspond with the DEQ WQ 

Permitting staff regarding your submittal. Message history will be captured as seen below. Posting a message 

will trigger an email with your message to be delivered to WQ Permitting staff currently assigned to your 

submittal.  DEQ may also initiate correspondence with the facility RO(s) through this feature. RO(s) will 

receive an email notification with the comment embedded.  

 

To respond, reply to the message in the correspondence tab of YDO.  

 

 Delete unnecessary messages using the “trash” icon  associated with the message to be deleted. 

  

7.8. Review Flow 

For a snapshot of your submittal in the approval process, consult the flow chart found in the Review Flow 

section to the right of the screen. As your submittal moves through the review process, the review steps are 

dynamically generated based on WQ Permitting review processes. For more details you can use the 

correspondence feature in 5.3.7 above or contact the program for details. 

  



Water Quality Individual and General Permits User Guide  

Version 1.0  

 
Oregon Department of Environmental Quality  Page 39 of 50 

  
 

7.9. Sendback 

After reviewing your submittal, DEQ may send back a submittal with a request for changes. These requests 

will come with an email notification to the RO(s) and a “Send Back” note and will be highlighted in the 

“Sendback” area to the left of your Dashboard.  

  

 

  

  

  

A Sendback will be shown in your “Pending Submittals” accessible through the “Resume Edits” option on the 

menu or directly from your Dashboard. Click the edit icon  to make the requested updates to the 

submittal or make a payment.  
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A Sendback will include a reason why the submittal is being returned, such as a request for revisions to the 

submittal, correction to an attached plan or a payment that is still due. Additionally, an attachment may be 

included for your review to address any deficiencies.   

  

 
  

Once you make the updates and/or upload the revised attachment(s), resubmit according to the instructions in 

section 5.1.5. If you are providing a revised attachment, add “revision” to the file name to clearly distinguish the 

revised document from the original. 

8. Renewal, Name Change, Transfer or Terminate 

Navigate from your Dashboard to your drop-down menu by clicking the green arrow at the top left corner. 

Below the Submittals section and in the Issuance, section is the Permit/License/Certificate (PLC) page.  Use 

this page to initiate a renewal, amend, transfer or terminate your permit, or to request a name change. 
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7.1 Renewing a Permit  

1. On the Permit/License/Certificate page, click the expand icon   next to the permit. There will be five 

icons with options to renew, amend, change a name, transfer, or terminate a permit. Items that are grey 

are not available for your permit.  

 

2. Select the Green Pencil icon to renew your permit. Follow the instructions in Section 5, Section 6, and 

beginning at 7.2 to complete the submittal for permit renewal.  

7.2 Amending a Permit  

1. On the Permit/License/Certificate page, click the expand icon   next to the permit. There will be five 

icons with options to renew, amend, change a name, transfer, or terminate a permit. Items that are grey 

are not available for your permit.  

 

2. Select the Green Amend icon to amend your permit.  

7.3 Changing the Name on the Permit  

1. On the Permit/License/Certificate page, click the expand icon   next to the permit. There will be five 

icons with options to renew, amend, change a name, transfer, or terminate a permit. Items that are grey 

are not available for your permit.  
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2. Select the Blue Name Change icon  to submit a name change request. Provide all the required 

information, attachments, and payment information (if applicable) and submit your request.  

 

  7.4 Transferring the Permit  

1. On the Permit/License/Certificate page, click the expand icon   next to the permit. There will be five 

icons with options to renew, amend, change a name, transfer, or terminate a permit. Items that are grey 

are not available for your permit.  

 

2. Select the Yellow Fist icon  to transfer the permit to another entity. Provide all the required 

information, attachments, and payment information (if applicable) and submit your request.  

   

7.5 Terminating the Permit  
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1. On the Permit/License/Certificate page, click the expand icon   next to the permit. There will be five 

icons with options to renew, amend, change a name, transfer, or terminate a permit. Items that are grey 

are not available for your permit.  

 

2. Select the red icon   to request termination of your permit. Provide all the required information, 

attachments, and payment information (if applicable) and submit your request.  

   

9. Submit Reporting Obligations 

YDO contains two kinds of reporting obligations: scheduled and unscheduled. Unscheduled are 

reports DEQ may or may not be expecting but do not have a set due date. Examples include a plan 

modification, Biosolids land application request, noncompliance report or a Sanitary Sewer Overflow 

report. Scheduled reporting obligations are expected by DEQ and have a set due date. These items 

will be (insert list of reporting obligations here with markings to show scheduled vs. unscheduled) 

9.1. Submit an Unscheduled Reporting Obligation (report or plan) 

1. From the Dashboard, expand the left menu by clicking on the “menu” icon    at the top left of the 

screen. Select an unscheduled report or plan through the “New Submittal” page, accessible via the menu 

or directly from the Dashboard.  
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2. On the “New Submittal” page, select your unscheduled report or plan by clicking the “add” icon  next 

to the submittal.   

 
3. Return to Section 6.2 and continue entering information accordingly.  

 

Save Frequently 
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10. Password, Pin and Security Questions 

10.1. Reset Password 

If you have forgotten your password or username, click the “Forgot Password” button on the login screen. 

Enter your email address to receive an email with reset instructions.   

 

10.2. Reset Pin 

1. Select to My Account  from the navigation menu, and then select the Password/PIN tab.   

 
10.3. Reset Security Questions 

1. Select to My Account  from the navigation menu, and then select the Security Questions tab.   

               

2 .  Enter and save a new PIN number.   
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11. Consultants 

As a consultant you are unable to do anything in YDO unless you have been authorized by an RO to work on 

their behalf. ROs are responsible for managing their consultants. DEQ will not add consultants to ROs accounts. 

An RO must manage their account accordingly.  

Once an RO has added a consultant, the consultant can complete all actions that are assigned to the RO except 

submitting a submittal. On the submittal step a consultant account will not have a submit button. Instead the 

consultant will have an option to notify the RO that the submittal is ready for certification and submittal.  

12. Helpdesk and Resources 

For more information, training and resources, go to the Your DEQ Online Help page. For technical assistance, 

contact the Your DEQ Online Helpdesk. 

13. Revision history 

Revision Date Changes Editor 

1.0 4/25/2025 Initial draft MKays 

1.0 5/8/2025 2nd Draft RBodnar 

1.0 5/9/2025 Formatting and style edits  AHallmark 

    

2 .  Create new security questions and answers and click save  .  

  

https://www.oregon.gov/deq/permits/Pages/Your-DEQ-Online-Help.aspx
https://oregondeq.atlassian.net/servicedesk/customer/portal/2
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14. Appendix 

Submittal List by Submittal Group 

Submittal Group Submittal Name 

Submittal  

Number 

General NPDES 

Domestic 

NPDES General Domestic - 2200-J DMR f60093 

NPDES General Domestic - 2200-J Permit Application f60024 

NPDES General Domestic - Noncompliance Reporting 

Form f0106124 

NPDES General Domestic - Plan Review Request f0106118 

General NPDES 

Industrial 

NPDES General Industrial - 100-J DMR f60094 

NPDES General Industrial - 1300-A DMR f60101 

NPDES General Industrial - 1400-B DMR f60109 

NPDES General Industrial - 1500-A DMR f60099 

NPDES General Industrial - 1700-A  Permit Application f60125 

NPDES General Industrial - 1700-A DMR f60100 

NPDES General Industrial - 1900-J DMR f60041 

NPDES General Industrial - 2000-J DMR f60103 

NPDES General Industrial - 2000-J Permit Application f60027 

NPDES General Industrial - 200-J DMR f60095 

NPDES General Industrial - 2300-A Permit Application f0106004 

NPDES General Industrial - 300-J DMR f60096 

NPDES General Industrial - 400-J DMR f60097 

NPDES General Industrial - 500-J DMR f60110 

NPDES General Industrial - 900-J DMR f60098 

NPDES General Industrial - Noncompliance Reporting 

Form f60032 

NPDES General Industrial - Plan Review Request f0106119 

NPDES General Industrial Permit Application f60025 

Individual Industrial 

WPCF 

WPCF Individual Industrial - Land Application Site 

Authorization f0106120 

WPCF Individual Industrial - Noncompliance Reporting 

Form f0106126 

WPCF Individual Industrial - Plan Review Request f0106108 

WPCF Individual Industrial – Solids Management Annual 

Report f0106161 

WPCF Individual Industrial – Water Reuse OM&M Annual 

Report f0106159 

WPCF Individual Industrial Permit Application f60037 

WPCF Individual Permit - DMR f60044 
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General WPCF 

Domestic 

WPCF General Domestic - Greywater Annual Report f60030 

WPCF General Domestic - Greywater Permit Application f60088 

WPCF General Domestic - Noncompliance Reporting Form f0106127 

WPCF General Domestic - Plan Review Request f0106109 

General WPCF 

Industrial 

WPCF General Industrial - 1400-A Annual Report f60086 

WPCF General Industrial - 1400-A DMR f60043 

WPCF General Industrial - 1400-B Annual Report f60087 

WPCF General Industrial - 1500-B DMR f60104 

WPCF General Industrial - 1700-B DMR f60105 

WPCF General Industrial - Noncompliance Reporting Form f0106128 

WPCF General Industrial - Plan Review Request f0106110 

WPCF General Industrial - Reuse Annual Report f60091 

WPCF General Industrial Permit Application f60028 

MS4 - Municipal 

Separate Storm 

Sewer System 

MS4 - Exceedance Report f60031 

MS4 - General Permit Waiver Request f60126 

MS4 - Individual Permit Annual Report f60092 

MS4 - Noncompliance Reporting Form f0106129 

MS4 - Phase I Permit f60036 

MS4 - Phase II General Permit f60029 

MS4 - Phase II General Permit Annual Report f60089 

MS4 - Phase II Individual Permit f60035 

MS4 - Plan Review Request f0106111 

MS4 - Un-Permitted 1200-Z Facility Referral f0106151 

General NPDES 

Mining 

NPDES General Mining - 700PM In-Stream Placer Mining 

Permit Application f60026 

NPDES General Mining - 700-PM Suction Dredge Mining 

Monitoring Record (Log) and Annual Report f60082 

NPDES General Mining - Noncompliance Reporting Form f0106130 

NPDES General Mining - Plan Review Request f0106112 

Individual NPDES 

Industrial 

NPDES Individual Industrial - DMR f60042 

NPDES Individual Industrial - Land Application Site 

Authorization f0106121 

NPDES Individual Industrial - Noncompliance Reporting 

Form f0106131 

NPDES Individual Industrial - Plan Review Request f0106113 

NPDES Individual Industrial – Solids Management Annual 

Report f0106160 

NPDES Individual Industrial – Water Reuse OM&M Annual 

Report f0106158 

NPDES Individual Industrial Permit Application f60034 

Individual NPDES 

Domestic 

NPDES Individual Domestic – Annual Hauled Waste Report f0106152 

NPDES Individual Domestic - DMR f60102 
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NPDES Individual Domestic - Inflow and Infiltration Annual 

Report f60084 

NPDES Individual Domestic - Land Application Site 

Authorization f60056 

NPDES Individual Domestic – Maintenance Annual Report f0106154 

NPDES Individual Domestic - Noncompliance Reporting 

Form f0106125 

NPDES Individual Domestic - Plan Review Request f60057 

NPDES Individual Domestic – Pretreatment Additional 

Submittals f0106162 

NPDES Individual Domestic - Pretreatment Annual Report f60085 

NPDES Individual Domestic – Pretreatment Industrial User 

Survey f0106164 

NPDES Individual Domestic - Recycled Water Annual 

Report f60083 

NPDES Individual Domestic - SSO Reporting Form f60127 

NPDES Individual Domestic – Temperature Monitoring 

Annual Report f0106156 

NPDES Individual Domestic - Wastewater Solids and 

Biosolids Annual Report f60059 

NPDES Individual Domestic Permit Application f60033 

Individual WPCF 

Domestic 

WPCF Individual Domestic – Annual Hauled Waste Report f0106153 

WPCF Individual Domestic - Land Application Site 

Authorization f0106122 

WPCF Individual Domestic – Maintenance Annual Report f0106155 

WPCF Individual Domestic - Noncompliance Reporting 

Form f0106132 

WPCF Individual Domestic - Plan Review Request f0106114 

WPCF Individual Domestic – Pretreatment Additional 

Submittals f0106163 

WPCF Individual Domestic - Pretreatment Annual Report f0106115 

WPCF Individual Domestic – Pretreatment Industrial User 

Survey f0106165 

WPCF Individual Domestic - Recycled Water Annual 

Report f0106123 

WPCF Individual Domestic - SSO Reporting Form f0106133 

WPCF Individual Domestic – Temperature Monitoring 

Annual Report f0106157 

WPCF Individual Domestic - Wastewater Solids and 

Biosolids Annual Report f0106116 

WPCF Individual Domestic Permit Application f0106105 

 

 

 


