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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. This document describes how to apply,
reinstate or transfer a sewage disposal service business license in Your DEQ Online.

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

State of Oregon
Department of

Environmental
Quality

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.
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https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online.aspx
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1. Sewage Disposal Service

Septic systems that are not installed or working properly can contaminate groundwater sources and
expose the public to harmful pathogens that can cause disease. The Oregon Environmental Quality
Council has determined that the Onsite Wastewater Management Program will oversee septic
systems in Oregon. Oregon Administrative Rule 340-071 requires that you have a license to work on
a subsurface sewage disposal system, commonly known as septic systems, or

advertise/represent oneself to be in the business of providing sewage disposal services. The license is
a Sewage Disposal Service license.

Please visit DEQ's Onsite Wastewater Management Program webpage for more information and
program materials.

2. Apply for a New License,
Reinstatement or Transfer

Login to Your DEQ Online account and select “Start New Submittal” EJ from the navigation

menu. Click the plus icon next to the Application for Sewage Disposal Service Business License.

p— . . |
= New Submittal RO 1 ] ‘
s Qsearch < EE; Da
~ eyword -
L} $1 g Application For Sewage Disposal Service Business O | Water Quality |
Filter by Submittal Name, License A
> Description, Form Code. f60052 | $
U’ This form shall be used by an Individual or Business to apply for a )
4 Sewage Disposal Service License. Water Quality
'l Programs
’ [ water Quality Others (2)
- [J Others
R [J Cross-Media Compliance 3 Online Enforcement Penalty Payment )| GovOnline |
o Online Enforcement Penalty Payment £70002
i
[3 Others
i] 1 4 Online Invoice Payment &) [ Govonline |
':} Online Payment - FIMS £70001
[ 48

Others

2.1 Basic Info

1. Complete the required fields on the Basic Info tab. A red exclamation point will show on
the top of the tab until all the required information is added.
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(i)
> sendBack Attachments -
‘_J T) Basicinfo® | (2) Attachment (3) Payment @ Review () Submission
todti Submittal Information -
L(} Application Fee
(O New License, License Fee:$1314 (O Reinstatement of Suspended or Revoked, License Fee:$258 () Transfer of Business Ownership, License Fee:$206 Application For Sewage Disposal
L_} O Required Service Business License
i Click this box to associate ANY vehicles including additional ones to associate them with your license. Failure to click this box will cause an error in the total Water Quali
application fee calculated. Y
o Sewage Disposal Service License
[ Individual Vehicle Fee: 15 n/c, $16/ea additional 160052 New

New Application

This form shall be used by an Individual or Business to
apply for a Sewage Disposal Service License.
Classification of Business @ Individual Partnership Corporation LLe

=
ﬁ AR " al § Y

Exact Business Name Business Registry No.

O Required

All Attachment Requirements o=
Assumed Business Name Phone No.

000-000-0000

No attachment required for current submittal.
© Required and Check the Telephone Number Format

Mailing Address

2. When you choose the license type you want, the required attachments will display on the
lower right side of the screen. These will be uploaded on Attachment tab.

Open

(D) Basicinfo @ | (2) Attachment@ (3) Payment® (@) Review (5) submission

All Attachment Requirements.

000

x0000 000-000-0000 000-000-0000
% symbol represents the attachment

requirement is mandatory.

@ Required

Type of License

What type of license are you looking for?

Installer/Pumper License

Please answer all of the following questions. Incomplete forms will be returned for completion and will delay issuance of license.

Yes Mo Do you intend to construct onsite sewage disposal systems or any part thereol, including grading excavating and earth moving activities? if yes, attach a
copy of your Installer Certification card to this application.
O Required
ves Ho Do you intend to pump out or clean septic tanks, treatment facilities, holding tanks, vault toilets es or cesspools of portable tailets? If yes, complete
and attach a Sewage Pumping Equipment Description/Vehicle Inspection form and a Septage Management Worksheet to this application.
@ Required
ves Mo Do you intend to use your septage pumping equipment to pump liquid and solid waste other than septage from industrial or commercial
tanks,vaults, sumps,or other facilities? If yes, attach a copy of the letter from the DEQ that authorizes use of your equipment in this manner.
© Required
ves No Have you previously engaged in Sewage Disposal Service business in Oregan? If yes, provide license number and role
© Required
Yes No

Have you obtained a Sewage Disposal Service Bond or approved Equivalent Security for the type of license you are requesting? (515,000 for Installers

Installer Certification Card

Installer Certification Card

gf ipg ipeg pdf doc docx

Sewage Disposal Service Bond %

Sewage Disposal Service Bond

gif jpg jeeg pdf doc docx

Disposal Site Agreement *

Disposal Site Agreement

of jpg jpeg pdf doc doc

Vehicle Inspection form *

Vehiclz Inspection form E3F orm Template

af jpg Jpeg  pdf

Pumper/installers & $5,000 for Pumpers only. Sign & submit original. Be sure the seal of Surety Company is affixed

3. If you are applying for an Installer type license, fields will appear for certification
information. You can enter more than one certification by selecting "+Add Item.”
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Please answer all of the following questions. Incomplete forms will be returned for completion and will delay issuance of license.

0 Y No Do you intend to construct onsite sewage disposal systems or any part thereof, including grading,excavating and earth moving activities? If yes, attach a
copy of your Installer Certification card to this application.

| Click + Add Item below to enter certification card information. A copy of the card will be required to be uploaded as an attachment later in this application process.

n Installer Certification No. Expiration Date

| mm/dd/yyyy [}

@ © Required © Required

=+ Add item

4. If you are applying for a Pumper type license, you will enter vehicle information by

selecting "+New."

o Yes No Do you intend to pump out or clean septic tanks, treatment facilities, holding tanks, vault toilets, privies or cesspools or portable toilets?
If yes, complete and attach a Sewage Pumping Equipment Description/Vehicle Inspection form and a Septage Management Worksheet

to this application.

How many pumping vehicles &/or tanks do you have that need DEQ stickers? @

(First vehicle no charge, each additional $16.)

List vehicles by license plate number

| Click the + New button to add vehicles and associated vehicle details one at a time.

I + New I

5. If you need to enter information for more than one vehicle, select the blue arrow on the
first license plate number record. This will close the record and the “+New" button will

become available.

List vehicles by license plate number

License Plate Number

m 123XYZ

se Plate Number:

=]}

Tank Capacity/Unit:

3XYZ 1500 Gallons ~
o: Vehicle Make: Color:
586478963214563 Ford Blue

6. The Septage Management Plan worksheet is now just an additional tab on the
application titled "F4-Basic Info.”
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(2) F4-BasicInfo | (3) Attachment® (4) Payment® (5) Review (&) Submission

(1) Basic Info®
Do you intend to pump out or clean septic tanks, treatment facilities, holding tanks, vault toilets, privies or cesspools or portable toilets?

Yes No
° es, complete and attach a Sewage Pumping Equipment Description/Vehicle Inspection form and a Septage Management Worksheet

is application.

How many pumping veh or tanks do you have that need DEQ stickers? @

(First vehicle no charge, ditional $16.)

List vehicles by license plate number

Click the + New button to add vehicles and associated vehicle details one at a time.

+ New

7. Select save e before navigating away from the page.

2.2 Attachment

Required attachments will be added in the Attachment tab. Every license type needs a bond.
Your license type might also require a certification card, vehicle inspection form, or

disposal agreement letters.

1. You may either click to upload or drag and drop an attachment.

=6 | Open | >
fuie —

M (1) BasicInfo  (2) F4-Basicinfo  (3) Attachment | (4) Payment@® (5) Review () Submission

u | When uploading an attachment, first click the file record and select a file type option for the uploaded file.

) I & Click to Upload or Drag Files Over Here I
| |

2. When an attachment is added, select “Click on the document to identify the attachment

type.”

(1) BasicInfo  (2) F4-Basicinfo  (3) Attachment® | (4) Payment® (5) Review (6) Submission

| When uploading an attachment, first click the file record and select a file type option for the uploaded file.

&~ Documents/Files

&
| PDF || 6KB | Updated Date |REVAETPFA m

» © @ spsBond.pdf
1 Click on the document to identify the attachment type. | |

PDF

3. Select the document type from the drop down menu. Comments may be added in the

“Comment” field.

Oregon Department of Environmental Quality




v~ © @ spsBond.pdf [PDF |[ 6B | Updated Date o
}B 1 Click on the document to identify the attachment type. | |

PDF

E Select Document Type:
.

Installer Certification Card

o
O
4

Sewage Disposal Service Bond
Disposal Site Agreement
Renewal Vehicle Inspection form
Vehicle Inspection form

Other

Redacted Submittal Form in PDF

4. When all the required attachments have been added, select save e and then navigate
to the Payment tab.

2.3 Payment

In the Payment tab, you will see required fees for the license application plus the 4% technology
fee. Starting July 1, 2022, a 4% technology fee will be added to all financial transactions in Your
DEQ Online, except agency-issued penalties. The fee, which was authorized by the 2021 Oregon
Legislature, is necessary to pay for the annual operation and maintenance costs of the system.
For more information, see Your DEQ Online Payments.

Your DEQ Online offers three methods for payment: ACH electronic transfer (e-check), credit
card, or check by mail. Electronic payments are secure, immediate and enable faster processing
of your submittals.

Select "Pay Amount Due” to choose a payment method. If the button is not available, it means
that required information is missing from the previous tabs and must be complete before
payment is made.

(1) Basicinfo  (2) F4-Basicinfo (3) Attachment  (4) payment@® | (5) Review (&) Submission
| Please complete the payment process.

| DEQ adds a 4% technology fee to every fee payment processed through YDO.

Pad oue ©
31,414.00 + $56.56 - s$0.00 = 51,470.56 Pay Amount Due

Oregon Department of Environmental Quality 9
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2.3.1 Pay by ACH or Credit Card

For secure payments by ACH electronic transfer or credit card, you will be directed to a secure
payment portal, DEQ GovOnline Payments, to complete the payment process. After you
complete the payment, you will be directed back to Your DEQ Online to complete the
application process. See the Payments for Submittals Guide for further details on submitting

payments in Your DEQ Online.

Note: A convenience charge of 2.3% will be added to the total amount due by U.S. Bank.
This convenience charge will not be reflected in Your DEQ Online, and it will appear as a
separate item on your credit card statement.

2.3.2 Pay by Check

When you select “"Check by Mail” you will be asked to confirm the payment method.

(1) Basicinfo (2) F4-Basicinfo (3) Attachment  (4) Payment® | (5) Review (&) Submission
| Please complete the payment process.

| DEQ adds a 4% technology fee to every fee payment processed through YDO.

D)
$1,41400 + $56.56 - $0.00 - $1,470.56

O = ACH Check by Mail payment method: confirm
(O = Credit Card Check by Mail

Please make the check payable to:

(® £ Check by Mal DEQ Financial Services LBX3615
PO. Box 3615
Portland OR 97208-3615

After you select "OK" to confirm, the Payment tab will display with a reminder message that you
must include a copy of your receipt of application with the mailed check. The system will
continue to display the "Check in Transit/Waiting” record until the check is received by DEQ,
after which time, DEQ will begin to process the license application.

(1) BasicInfo  (2) F4-BasicInfo (3) Attachment  (4) Payment | (5) Review (6) Submission

&\ Reminder: Payment of $1,470.56 is due until the full amount has been received and posted.

| DEQ adds a 4% technology fee to every fee payment processed through YDO.

\I\ Due Check in Transit/Waiting
$1,414.00 4+ $56.56 - $0.00 = s1470.56 $1,470.56

Oregon Department of Environmental Quality 10
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-

To delete your check by mail selection, select the trash can T icon. After your check by mail

selection has been deleted, all payment options will be available. See the Payments for
Submittals Guide for further details submitting payments in Your DEQ Online.

Payment Transactions

8l

=] Check by Mail

¢0.00

2.4 Review

When you have completed the payment process, review your submittal in the Review tab. Click

on the PDF logo to see your application. You can return to the various tabs if you wish to make
changes.

Note: While the message under "Mandatory Attachment” states that “submission of attachment
by ‘Mail" is not supported by this submittal form,” you must mail your signed original bond to
DEQ at the address on the bond form. You also must submit the signed vehicle inspections
forms to receive the pumper ID tags.

(D) BasicInfo  (2) F4-Basicinto (3) Attachment (4) Payment  (5) Review | ((6) Submission

Please review your submittal info and any attachments provided.
If needed, please click on the Basic Info Tab or Attachment Tab to make changes to your submission.

submittal Form(s) Summary

Please check if the following sections are completed. Click on the PDF ( 4L ) hyperlink to open/save/print the PDF form.

+ F1-Basic Info

Fees/Payments

Service (Paid | Check in Transit/Waiting

$1,414.00 + $56.56 - $0.00 = 147056 $1470.56

Mandatory Attachment

Uploaded Attachment

All required attachments were included

JREEE]  You must mail your

signed original bond
The submission of attachment by “Mail” is not supported by this

submittal form. Please upload your zttachment as electronic file online. and Signed vehicle

inspection forms
& ViForm.pat
(por (s8]
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2.5 Submission

In the Submission tab, agree to the certification statement, answer your security question and

enter your pin number. When these fields are complete the “Submit” button at the bottom of
the page will become available.

Note: See section 6 of this guide for instructions on how to reset your pin and security
questions.

s )
(D) Basicinfo (2) F4-BasicInfo (3) Attachment (&) Payment (&) Review (&) Submission
L Show Question Answer
g

L

PIN Number
o PIN: *
i
Y

Security Precautions

To prevent your information from being used inappropriately, we maintain stringent system safeguards as well as physical and administrative protection. In addition, the security safeguards

are also powered by VeriSign?s Certificates. Once we provide you with a password, you are responsible for maintaining the confidentiality of the password. Please note that access to these
links, irrespective of the issuance of the User ID and Password, may be terminated by our discretion at any time.

Disclaimer

The system, its agencies, officers, or employees protect your confidential information. However personally identifiable information privacy is a new and evolving area, and despite dedicated
efforts, some mistakes and misunderstandings may result. The visitor proceeds to any external sites at their own risk. The development company specifically disclaims any and all liabilities
from damages which may result from accessing the website, or from reliance upon any such information

| E——
| o

You can print the confirmation of your submittal and your receipt. You must mail your signed
original bond to DEQ at the address on the bond form. You also must submit the signed
vehicle inspections forms to receive the pumper ID tags.
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el mplete Submittat
| (@ Recsipt
&
4
y Submission Successful
|5}
i Confirmation of Submittal: 1. Vour appiication has been received and will be reviewed shortly. 2. Check your aceount, email and text message for system nofification at various mile stones.
» Please click 10 print your receipt
-
Submittal Summary
=
submittal ID: 33097 Submitted Date: 202210-26 14:07:20
@ Submitted By: SDS Testar Owner Information: SDS Tester
1231231234 1231231234
test@ordeq.com test@ordeq.com
Form Detail
Submittal Name: Application For Sewage Disposal Service Business License  Submitted Method: Online Submission
Fee Detail
Fee Name Fee Type Fee Amount
Surcharge Fee Permit Fee $100.00
New License Permit Fee $1,314.00
Technology Fee Addtional Fee $56.56
Payment Detail
Payment Date Fee Amount Paid Amount Payment Method
Total $1,470.56 $0.00 e
>

3. Modify a License

L4
To modify a license, select "Permits/Licenses/Certificates” from the navigation menu.

Q_ search < 1~200f21 @  Issued Date (New-0ld) v

u saved Queries B e Al 30637 Sewage Disposal Service License \ Isstiedl)| 9 11/14/22 e
W (Pick Saved M SDS - Installer/Pumper License 1422 “[mm

@ Queries) ” °
u Criteria

Keywords @

Filter by Permit

¥ Number, Site
L ame..
“
"
PLC Type m|
+

Select the ellipses icon, and then select the green file icon to amend.
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2 1114/22
39637 \ Sewage Disposal Service License |-cued ‘79 w2z ‘ ° m
M SDS - Installer/Pumper License [ 11422 | ~| 1116/22

:

Select second

3.1 Complete the Amendment Application

Follow the same procedures outlined in sections 2.1-2.5 of this guide to complete the

application tabs and track the status. Any change to the name will require a rider to the
existing or new bond. Ownership change requires a new bond. You must mail your signed
original bond to DEQ at the address on the bond form. You also must submit the signed
vehicle inspections forms to receive the pumper ID tags.

BT (oo | ’

(1) BasicInfo® | (2) Attachment (3) Payment® (4) Review (5) Submission
Modification

Action Purpose: Amendment of Current License  [[] Individual Vehicle Fee: 15! n/c, $16/ea additional

Amendment Reason

© Required

4. Add Additional Vehicles or Disposal
Sites

To add additional vehicles or disposal sites to an existing license, contact Lisa MacGregor at
lisa.macgregor@deg.oregon.gov.

5. Update Contact Information

To update your contact information on an existing license, contact Lisa MacGregor at
lisa.macgregor@deqg.oregon.gov.
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6. Password, Pin and Security

Questions

6.1 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.

Public Portal

Environmental Data Management System (EDMS)

Username

Password (Forget Password?)

- :zg'::ﬁ: i Public Records

For assistance, contact:

£2 YourDEQOnline@deq.state.or.us

6.2 Reset Pin

Public Portal

Environmental Data Management System (EDMS)

Forgot Password

Please enter your email address in the box below to
request a reminder of your user name and
password. If the email you provide is associated
with an account, you will receive a reminder shortly.

@ Back to login

For assistance, contact:

£4 YourDEQOnline@deq.state.or.us

1. Select to “My Account” from the navigation menu, and then select the

Password/Pin tab.

2. Enter and save your new pin number.

=+ [EB[R9) Info YourDEQONline
Basicinfo  AccountType | Password/Pin [flSecurity Questions  Consultants  Verification
-5
Password
5

L&
[, Show password
i Old Password
|

New Password

Password shouid be at least & characters long and should contain 1 number,1 alphabet and 1 special character (@$!%*#78)
La

Confirm New Password

word

>

PIN

Show Pin

New PIN

PIN should be at least & characters long and should contain 1 number,1 alphabet and 1 special character (@S$1% 476!

Confirm New PIN

save PIN

Oregon Department of Environmental Quality
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6.3 Reset Security Questions

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

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

@ RO Info YourDEQONIline >

)

L& @ What is the first and last name of your oldest sibling? .

9 ®

- a @ where did you first meet your spouse? ~

a @ what is the name of your home town newspaper? v

®

@ what is your favorite song? v

a @ what is the last name of your favorite teacher? v

®

7. Helpdesk and Resources

If you have questions not answered by this guide, please consult the Your DEQ Online Help
page or contact DEQ:

For technical assistance:
Your DEQ Online Helpdesk
(Not compatible with Internet Explorer)

For Sewage Disposal Service program questions contact:
Lisa MacGregor at lisa.macgregor@deq.oregon.gov

Your DEQ Online log in portal:
https://ordeg-edms-public.govonlinesaas.com/pub/login
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