Your DEQ Online Account
Registration and Set Up

s et B NG . Water Pollution Control Facilities Onsite Permits

Version 1.0

April 2025

State of Oregon
[:]37] Department of Environmental Quality




WPCF OS Account Registration and Set Up
Error! Reference source not found.

This document was prepared by
Oregon Department of Environmental Quality
700 NE Multnomah Street, Suite 600
Portland, OR 97232
Contact: YourDEQOnline@deg.oregon.gov

Version 1.0
Last updated: April 2, 2025

State of Oregon
[iY=7] Department of Environmental Quality

Translation or other formats
Espafiol | 310 | 24552 | Pycckuit | Tiéng Viet | 4w 2l
800-452-4011 | TTY: 711 | deqinfo@deq.oregon.gov

Non-discrimination statement

DEQ does not discriminate on the basis of race, color, national origin, disability, age or sex in administration of
its programs or activities. Visit DEQ’s Civil Rights and Environmental Justice page.



mailto:YourDEQOnline@deq.oregon.gov
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
mailto:deqinfo@deq.state.or.us
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx

Table of contents

SYSTEM OVEIVIEW ....ceiiiiiiiiiiiieiirr i s s e e e e £ e e e e e a s R R R e e £ e e e e s e ann R R e e e e e e e s nnnnns 4
1. Register an ACCOUNL ... 5
1.1, Basic iNfOrMAatIoN ........oooii e 5
1.2, SelECl AN ACCOUNT LY PE....eeieii e e e e e e e e e e e e e e e e e e e e e e e e eeeaeeas 6
1.3. Who should select a Responsible Official (RO) account type?.........cccuvmiiiiiiiiiiiiiiiiieee e 6
1.4.  Who should select a consultant aCCOUNt tYPE7 ........oooii i 7
1.5.  Who should select a General Public aCCOUNt tyPe?.......uuuuuuieii e 7
1.8, SECUNLY QUESTIONS ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeaeeeeeeaaaaaaaeas 8
1.7, FINAIREVIEW. ...ttt e e e ettt e e e oo e e bbb e e e e e e e e e e e e nbnr e e e e e e e e e aaaaas 8
1.8, EmMail CONFIMAtION......oo ettt e e e e s et e e e e e e e e e 9
1.9.  Update password and PiN .......ooouueiiiiiiii i e et e e e e e e e e e e e e e et e e e e rranaaaa 10
2, Responsible official identity verification ...........cccccmmmiiiinciic 11
2.1, E-Verify MENOG ...ttt e e e e e aaae 11
2.2. Alternate Verification Method: Electronic Signature Agreement ..........ccccceeeiiiiiiiiiiiiiiieieeeieee e, 12
3. Update MY @CCOUNL.........ccie s e e s s s e s e e s s s s s e e e e e nmans s s s s e e e e nnmanssssssennnnmnnsssnnnns 15
3.1, Navigate 10 MY ACCOUNT ......coi ittt e et e e e e e e e e bbb e e e e e e e e e aaannes 15
3.2. Establish Responsible OffiCial LINKS ...........uuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeieieeeiererereeraraeeeeanse e 16
3.3, SeleCt SUDMILLAl GrOUP ....ccvviiiiiiiiiiiieii et e e e e e e aeans 16
3.4, LINK FACIIIEIES ..ottt ettt et e e e et e e e e e e e e e e e e e e e e e e e 16
3.5, RemOVE lINK 0 TACHITY ..eevvveiiiiiiiiiiiieie e 17
3.6, LINK CONSUITANTS ...t e e e e e e e e e e e e e e r e e e e e e e e e anne 18
K TS o [0 I oo 0 £ U] 1 7= T A 1= 4 41 T3 (o o =30 19
3.8. Manage Consultant Accounts and PermiSSiONS...........c.uuuuiiiiiiiiiiiiiiiiieeee e 21
4. Helpdesk and RESOUICES .......ccuuuiiiiiiiiiiceecesissrrrermenssss s s s e s s s smassssss s s s e s s s mmssssssssssensnmnnssssssnseennnnnnns 22
5. ReVISION hiStOrY ......coiiiiieie 22

Oregon Department of Environmental Quality Page 3 of 23



WPCF OS Account Registration and Set Up
Error! Reference source not found.

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.

Recommended browser: Google Chrome.

Visit the DEQ website to find additional information about Your DEQ Online or view the Your DEQ Online Help
page.
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1. Register an Account

Navigate to the Your DEQ Online Public Portal. Select “Register Account”.

Your ]3] oNLINE

Public Portal

Environmental Data Management System (EDMS)

Password (Forgot Password?)
Login

m Register ‘&>  Public Records
fuh, Account - & Services

For assistance, please contact:
1 YourDEQOnline@deq.oregon.gov
ne Help (]

1.1. Basic information

Complete all the required fields. You may choose your own username or use the one suggested. Your
username will be your login name and cannot be changed once your account is created. Use an email address
that will not be used for any other Your DEQ Online accounts or account types. The email addressed entered
will be used to send out the password. Please make sure it's valid. Click “Next” when the required fields have
been completed.

Oregon Department of Environmental Quality Page 5 of 22


https://ordeq-edms-public.govonlinesaas.com/pub/login?web=1

WPCF OS Account Registration and Set Up
Error! Reference source not found.

pregon DEQ User Registration

@ Basic Information

Personal info

A username will be suggested to you when you enter your

Title First Name M. Last Name first and last name.
v | Trainer Test You may change the suggested username in the Username.
field. Once your user account is created, your username
User Name Email Employer cannot be changed.
1YourDEQOnline trainer@test.com Oregon DEQ
@ Email will be used to send out the password. Please make sure it's
valid
Job Title Mobile Phone Number Office Phone Number
000-000-0000 123-123-1234
Mailing Address
Country
(®) United States () Canada
Address Building, Unit, Suite, or Floor #
700 NE Multnomah St
city state zip Code
Portland OR (Oregon) v 97232

—= D

1.2. Select an account type

There are three account types to choose from: Responsible Official (RO), Consultant and General Public. Click
on the “Help Me Choose” button BEBEEEEEES for more information on account types.

€ Oregon DEQ User Registration

@ Basic Information € Account Type

Account Type

& HELP ME CHOOSE

A Please Note: Account Type cannot be changed once registered.

Account Type *

ORoO QO consultant O General Public
A Responsible Official (RO) is responsible for A Consultant may prepare a submittal form for a A Public account has privileges to pay invoices and
ensuring that information submitted to the Responsible Official (RO). To prepare submittals for respond to the Authority's public notices. A Public
Authority on behalf of an associated facility (or an RO, a Consultant account must be associated account does not grant access to preparing or
facilities) is accurate through the portal. The RO with an RO account (by the RO). Only an RO may submitting a submittal in the portal.
may permit a consultant to prepare a submittal in certify and submit submittals.

the system through an associated account; however,
only the RO may certify and submit the submittal.

© Help me choose © Help me choose © Help me choose

1.3. Who should select a Responsible Official (RO) account type?

An RO is a person who is legally authorized to sign WPCF Onsite permit applications, Discharge Monitoring
Reports (DMRs) and other reports required by the permit is considered a RO and must choose the RO
account. The RO is allowed to prepare, certify and submit submittals.
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Table 1 provides a summary of these requirements. If you meet one of the criteria in Table 1, you will select a
RO account type in Your DEQ Online. Refer to Code of Federal Regulations, 40 CFR 122.22, for the complete
definition of who is authorized to sign submittal documents.

Table 1. Responsible Official Criteria by Organization

Organization Type Authorized Individuals

Corporation president, secretary, treasurer, vice-president, or any person who
performs principal business functions; or a manager of one or more
facilities that is authorized in accordance with corporate procedure to
sign such documents

Partnership general partner [list of general partners, their addresses, and telephone
numbers]
Sole proprietorship Owner [each owner must sign the application]

City, county, state, federal principal executive officer or ranking elected official
or other public facility

Limited Liability Company Member [articles of organization]

Trust acting trustee [list of trustees, their addresses, and telephone numbers]

1.4. Who should select a consultant account type?

Employees of facilities who will prepare permit documents, such as plans, DMRs, exceedance and resampling
events, corrective action plans, but who do not meet the signatory requirements in Table 1 above will choose
the Consultant account type. Hired professional consultants will also choose this account type. Consultants
cannot submit on behalf of the RO. The RO must submit.

Examples of people who will have Consultant account types for WPCF Onsite permits includes:

o Professional consultants who prepare DMRs, report exceedance and resampling events, and corrective
action plans.

¢ Professional engineering firms who prepare permit applications and plans on behalf of their clients.

o Employees of facilities who maintain WPCF Onsite permits and prepare permit documents but do not
meet the permit signature requirements.

1.5. Who should select a General Public account type?

A member of the public without a registered account may use the Public Records link to access public notices
and any other public documents DEQ makes available in Your DEQ Online and respond to DEQ issued public
notices. However, public user with a General Public account type can also submit payments of miscellaneous
invoices to DEQ.
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1.6. Security questions

For each of the five required questions (Q) fields, select a security question from the drop-down menu. Enter
the corresponding answer in the answer (A) field. Be sure to provide a unique response to each question

Loy

keeping in mind that answers are case-sensitive. Click the eye ~ icon to verify your answers. Click “Next”
when the required fields have been entered.

Pro Tip

One of the selected security questions will appear each time you complete a submittal. You must
correctly answer the security question to submit documents, so be sure to save your answers
somewhere accessible for future reference.

Oregon DEQ User Registration

@ Basic Information @ Account Type €@ Security Questions

Security Questions

One of the following security questions from this list will
appear when completing each submittal. Please provide a

n @ What is the first and last name of your oldest sibling? 5 unique response to each question.

@ Answers are case-sensitive.

a @ where did you first meet your spouse? v

@ ®

= -

1.7. Final Review

Review your account information and use the “Previous” button to make any corrections. Click “I'm not a robot”
and complete the image identification verification.
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Oregon DEQ User Registration

@ Basic Information @ Account Type @@ Security Questions ) Review

Final Review

Trainer Test
Oregon DEQ

700 NE Multnomah, Portland, OR 97232
trainer@test.com
123-123-1234

™

reCAPTCHA

=>CZD

Once you have reviewed the information and completed the robot check, click “Register”. This will produce a
“Registration Successful” message with instruction to check your email.

° Registration Successful

Congratulations! Your account has been created. To activate your account, please refer to the confirmation email for instructions.

\/ I'm not a robot

If you do not receive the confirmation email within the next hour, please check your Junk Mail folder.

If you have any questions for account registration, please contact [ YourDEQOnline@deq.oregon.gov ]
1.8. Email confirmation

Check your email for the confirmation email. You will find temporary login instructions to update your password
and PIN. Avoid extra spaces during this step.

Regarding the message, “Please note: Your PIN will be required for completion of each submittal”, this is
specific to the RO as the only account type and may certify and complete submittals.

Note: If you don’t see the email in your inbox, make sure to check your junk mail folder.
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[UAT] Public Account Creation

EDMS System Message:
Dear Info YourDEQOnline:
This is to confirm successful creation of your account in the Your DEQ Online system.

To activate your account, please login to Your DEQ Online at https.//oregon-public-uat.govonlinesaas.com with the
following credentials:

Login Name: IYourDEQOnline
Temporary Password: iwGKMkUy)|
Temporary PIN: BigsTK5d

Please note: Your PIN will be required for completion of each submittal. You may update your password and PIN at any
time by logging in to your account profile.

For assistance, please email or call the Your DEQ Online Helpdesk at: YourDEQOnline@deq.state.or.us

Regards,

Your DEQ Online Team

This is a message from Your DEQ Online: a central web-based hub for communities, businesses, and individuals that work

with the Oregon Department of Environmental Quality. To log into the system or to request assistance, please click on
this url: https.//ordeq-edms-public.govonlinesaas.com/

1.9. 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.
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your [EIZ7] oNLINE vour CIXT onLine youR [Z133] oNLINE

Public Portal
Public Portal ublic Sorta Public Portal

Change Password ' C-h pi
: : ange Pin
I¥ourDEQDNline Al .4 1|1 4
baslow:

New Password (minimurn 8 charocters, should
contain | number,] alphabet and | special
charocter)

2. Responsible official identity verification

If you are a Responsible Official, you will see an identity verification pop-up message upon initial login that
prompts you to validate your identity. Full privileges of the Responsible Official are only active after
identity verification is complete. Select the “Go to my account” choice that re-directs you to your “My
Account” information.

Identity Verification Required

The System needs to verify your identity in order to grant you the RO’ privilege to make
a submittal. You have two options to complete the verification which are E-Verify or
Electronic Signature Agreement (ESA).

To start the identity proofing process, you may go to My Account or click the button
below.

oo

2.1. E-Verify method

E-Verify is a rapid, secure and instant identity verification tool that enables full Responsible Official account
privileges in Your DEQ Online. In “My Account”, select the “Verification” tab. E-Verify will appear as Option 1
follow the form instructions.
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= My Account 2 ®@ @
m Info YourDEQONline <
Basicinfo | AccountType = Password/Pin = Security Questions  Consultants | Verification
L
. Option #1: E-Verify Option #2: Electronic Signature Agreement (ESA)
(=
I Please provide information below to E-Verify yourself. iInformation provided here Please print and sign an Electronic Signature Agreement below and mail it to the
- is for E-Verify purpose only, and will not be saved locally. Authority at the address shown on the ESA. The Authority will verify your identity
and make a decision on your ‘RO’ request
i Make sure you are using your personal HOME information. If you have moved in
past 6 months, please use your previous HOME address before your last move. You will receive an email notification after the Authority's decision is made. The
) ESA will take some time because it involves the mail delivery, paper handling,
o If successful, you will be informed promptly and can start using your account to human checks, and data entries
certify/submit documents to the Authority. Due to security reasons, the System
B will only allow you for 3 trials While you are waiting for the verification process to be complete, you will be
able to access the system on a limited basis, but will not be able to submit a
If the E-Verify is not successful, it means the System is unable to authenticate report.
’—:_J your identity with the data you provided. In this case, please follow the ESA
option to complete your identity proofing If you have not received any feedback after 6 weeks after submitting your ESA,
ﬂl please contact the Authority to follow up.
First Name * Middle Initial Last Name *
Print and sign an Electronic Signature Agreement. m
Address 1 * Address 2

Tips for using E-Verify

a. When completing he E-Verify form fields, check the date of birth to be sure it is not already filled in with
today’s date.

b. Enter fields exactly as specified — no spaces in the phone number, date of birth format mm/dd/yyyy.

Use your home address, not your work address.

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

o

Troubleshooting E-Verify

Clear your browser cache: https://www.pcmag.com/how-to/how-to-clear-your-cache-on-any-browser.
Close all browsers and then reopen one browser window to log back in.

c. Log back into system with your username and password to: https://ordeg-edms-
public.govonlinesaas.com/pub/login.

d. If you encounter issues, contact the Your DEQ Online Helpdesk at YourDEQOnline@deq.oregon.gov
for assistance.

oo

Note: If for some reason, E-Verify is not successful after three attempts, proceed to the right side of
that screen, Option 2: Electronic Signature Agreement (ESA).

2.2. Alternate Verification Method: Electronic Signature Agreement

The alternate option for identity verification requires signed paper Electronic Signature Agreement form to be
reviewed by DEQ staff for validation.

1. Click the Electronic Signature Agreement “Print” button and follow form instructions.
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= My Account 1@ W nio

=6 m Info YourDEQOnNline

Basic Info Account Type Password)/Pin Security Questions

Option #1: E-Verify

Consultants

Verification

Option #2: Electronic Signature Agreement (ESA)

<

E g

Please provide information below to E-Verify yourself. Information provided here
is for E-Verify purpose only, and will not be saved locally.

Make sure you are using your personal HOME information. If you have moved in
past 6 months, please use your previous HOME address before your last move.

- If successful, you will be informed promptly and can start using your account to
certify/submit documents to the Authority. Due to security reasons, the System
- will only allow you for 3 trials

If the E-Verify is not successful, it means the System is unable to authenticate
your identity with the data you provided. In this case, please follow the ESA
option to complete your identity proofing

B J

First Name * Middle Initial Last Name *

Address 1 * Address 2

Please print and sign an Electronic Signature Agreement below and mail it to the
Authority at the address shown on the ESA. The Authority will verify your identity
and make a decision on your ‘RO’ request.

You will receive an email notification after the Authority's decision is made. The
ESA will take some time because it involves the mail delivery, paper handling,
human checks, and data enfries

While you are waiting for the verification process to be complete, you will be
able to access the system on a limited basis, but will not be able to submit a

report,

If you have not received any feedback after 6 weeks after submitting your ESA,
please contact the Authority to follow up.

Print and sign an Electronic Signature Agreement. m

Electronic Signature Agreement (ESA)

A\ Please try all E-Verify opportunities before ESA option is available.

Print and sign an Electronic Signature Agreement.

Oregon Department of Environmental Quality
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4.

4

3

=]
m
[=]

Your DEQ Online Business System
Electronic Signature Agreement

+ Tagree to maintain the security of the User ID and Password assigned to me by OR DEQ for use of the
Your DEQ Online Business System., in order to prevent disclosure of this information to anyone.

e Tagree that. if T have any reason to believe that the security of the User ID or Password has been
compromised, T will immediately inform OR DEQ by emailing YourDEQOnline@@deq.state.or.us.

+ Tagree to maintain an email account: if any email sent to me by OR DEQ 1s returned as undeliverable,
I will explain why this occurred when requested by OR DEQ

* Tagree to notify OR DEQ if I cease to represent the regulated entity specified below. by sending an
email to YourDEQOnline@deq_state.or.us.

s Tagree that I will be held as legally bound. obligated. and responsible for any submission I make using
the Your DEQ Online Business System as I would be by making such submission in hardcopy form
with my handwritten signature as certification.

* Tagree that I will be held as legally bound, obligated, and responsible for any submission made using

the Your DEQ Online Business System by an agent whom I have authorized to act on my behalf.

SIGNATURE:

PRINTED NAME:

TITLE:

COMPANY:

PERMITTED FACILITY NAME:

PERMITTED FACILITY ADDRESS:

EMAIL ADDRESS:

DATE:

Please mail a completed paper form to:

Oregon Department of Environmental Quality
Atm: Your DEQ Online Helpdesk

700 NE Multnomah Street, Suite 600
Portland, OR 97232-4100

For expedited service, please mail a completed paper form to the address above and also email the form to
YowDEQOnline@deq.state.or.us.

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.

a. For expedited processing, you may additionally email the completed and signed form to
YourDEQOnline@deg.oregon.gov. This is in addition to mailing the signed original form.
b. Note: Failure to mail the printed and signed form may result in withdrawal of your account

privileges.

While you are waiting for verification, you will be able to access the system on a limited basis but will
not be able to certify and submit a submittal.
If there’s a problem with verification, DEQ staff will contact the Responsible Official.

Note: Completing Identity Validation, whether using E-Verify or ESA, is required before a
Responsible Official can certify and send submittals to DEQ.

Oregon Department of Environmental Quality
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3. Update my account

3.1. Navigate to My Account

From the Dashboard (or Public Records page for General Public users), you can access “My Account” in one

of two ways: Using the “My Account” icon |:lL| located on the left-side menu or through your “profile” icon @]
located on the top right of the screen.

= Dashboard 29D ® @vwo

[&)) Announcement  Correspondenct W Permits & Transaction History  Upcoming Obligations & Unpaid Submittals

Submittals

b
_J 0 O MY SUBMITTALS (LAST 3 MONTHS) G svbnited) NEW SUBMITTALS (My Favorite |

. Submittals Submittals —
|- No submittal record found. @ O  Covniine | @

Online Enforcement Penalty Payment
i ANNOUNCEMENT : ;
#%_ ©Govonline | @
‘e " online Invoice Payment
L CORRESPONDENCE (LAST 3 MONTHS)
Permits & Transaction History
\ Fg Unclosed [0
[ﬁ Authority [0 MY ACTIVE PERMITS TRANSACTION HISTORY
Unread .

To access “My Account” through your profile, click the “profile” icon (2 and then click the “edit” icon ¢ .

YDO Test B> Logout
YDO Test &

£4 11111 Test Street, Test Town, OR 11111
@ YDOTest1@gmail.com

From “My Account” you can make modifications to your basic info, password or pin and security questions
under the applicable tabs. Under the “Account Type” tab, General Public users can view their account type,

Consultants can view their account type and linked facilities, and Ros can view their account types, select
submittal groups, and add linked facilities.

RO’s will have two additional tabs: “Consultants” and “Verification”. Under the “Consultants” tab, RO’s can

associate consultants with facilities and submittals and under the “Verification” tab, Ros can complete the
verification process.

My Account

\ 5 voo Test

Basic Info Account Type Password/Pin Security Questions Consultants Verification
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3.2. Establish Responsible Official Links

Before ROs can prepare and complete submittals for existing facilities with DEQ permits, they must select
submittal types and establish links to facilities. Once these submittals and links are established ROs can link
Consultants to facilities and delegate permission to prepare submittals and make payments on the ROs behalf.

3.3. Select Submittal Group

To select submittal groups, navigate to “My Account” and under the “Account Type” tab, scroll down to the
“Submittal Group” section of the page. Select the WPCF - Onsite submittal group.

Submittal Groups

Submittal group will affect your access right of submittals.

401 - Dredge and Fill Project

([

Air Emission Inventory
Asbestos
Cleanup and Site Remediation
General NPDES Mining
Heating Oil Tank
MPDES - Individual (Domestic)
NPDES- General (Industrial)
NPDES: Public Agencies Only 1200-CA %
Third-Party Verification %
WasteWater Operator Certificate

WPCF - Individual Permit (Domestic)

Y I I B A O

Click the “save” icon @) in the bottom right corner to save your selection.

3.4. Link Facilities

I Y e A I I B O O R O

401 - Hydropower Project

Air Title V Permit

CAFO

Climate Protection Program %

Greenhouse Gas Reporting *

Leaking Underground Storage Tank

NPDES - Individual (Industrial)
NPDES- Stormwater (Construction)

Sewage Disposal Service License

UIC - Underground Injection Control
") WPCF - General (Domestic)

WPCF - Individual Permit (Industrial)

I e Y It I I Iy B B N

<]

Air Contaminant Discharge Permit (ACDP)

) Area Source Registration

‘B Cleaner Air Oregon

Gasoline Transporter

Hazardous Waste

MS4 - Municipal Separate Storm Sewer System
NPDES- General (Domestic)

NPDES- Stormwater (Industrial)

Solid Waste

Underground Storage Tank

WPCF - General (Industrial)

) WPCF - Onsite "

If you already have a permit with DEQ at the time that Your DEQ Online first becomes available to the public,
link to your facility by scrolling down on the “Account Type” tab, to the “Facility Submittal Group Permissions”
section and clicking the “Add Permissions” icon.

Basic Info Account Type

Oregon Department of Environmental Quality

Password/Pin

Security Questions

Consultants

Verification
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Facility-Submittal Group Permissions (0)

© You are only allowed to add submittal groups from your selected submittal groups above.

Add Permissions v /

Use the search function to search for your facility by address, city, or facility name.

Facility-Submittal Group Permissions (0)

You are only allowed to add submittal groups from your selected submittal groups above.

Add Permissions £

Picked Sites (1) Picked Submittal Groups (1)
v s o
Available Sites Available Submittal Groups
'WPCF ONSITE TEST
——
[] JJ WPCF Onsite Test 1K o I Q) WPCF - Onsite [4) I
32295 N Fork Rd SE, Lyons, OR 97358
() 1) WPCF Onsite Test 1K
WPCF Onsite Test [& N 208595
300 Detroit Ave, Detroit, OR 97342
() WPCF Onsite Test
[ ] 2 Results 1Results

=0

Select correct facility, click WPCF — Onsite submittal group, then click the ' add button to add the facility to
submittal group permissions.

Facility-Submittal Group Permissions (1)

You are only allowed to add submittal groups from your selected submittal groups above.

WPCF Onsite Test 2
300 Detroit Ave, Detroit, OR 97342 (o] @ WPCF - Onsite () w

i

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

3.5. Remove link to facility

To unlink a facility, click the trashcan icon T next to the applicable facility.
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Facility-Submittal Group Permissions (1)

You are only allowed to add submittal groups from your selected submittal groups above.

= 'WPCF Onsite Test =3 . i E
308595 [ - {
m@ 300 Detroit Ave, Detroit, OR 97342 - WPCF - Onsite w

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.

@ Are you sure you want to remove permission?

A\ For non-auto approved permission, it will need to be

approved again later.

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

3.6. Link consultants

To link a Consultant account for delegation, the Responsible Official account must be linked to a site or sites
and submittal types. The exact email address associated with the Consultant’s Your DEQ Online account will
be needed to establish this link.

Note: Only the Responsible Official account type can certify and finalize submittals.

To link a consultant, navigate to “My Account”. Select the “Consultants” tab, click “Add Consultants” and enter
the consultant’'s email address and click the “Find Consultants” button.

Basicinfo AccountType Password/PIN Security Questions Consultants  Verification Linked Licensee

Add Consultants £
Search Consultant by Email

Email YDOtestonsite@gmailcom Find Consultant

The results will appear below the search bar. To select the consultant, select the link icon to the right of the
search results.

Add Consultants £

Search Consultant by Email

Email YDOtestonsite@gmail.com Find Consultant

YDO Onsite Consultant Test ydotestonsite@gmail.com 503-378-5033 5
4026 Fairview Industrial Dr SE, Salem, OR
$7302-1142

Linking Consultants Troubleshooting
Oregon Department of Environmental Quality Page 18 of 22
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You cannot link a consultant until that individual has registered a consultant account in Your DEQ Online.

v" Confirm that the consultant has registered for a Your DEQ Online account.
v" Confirm that the consultant registered for a Consultant account type.
v Verify the email address used by the consultant to establish their Your DEQ Online Consultant account.

3.7. Add consultant permissions

You will be prompted to add consultant submittal and site permissions using the blue arrow to the left of the
profile picture.

Basicinfo AccountType Password/PIN Security Questions Consultants  Verification Linked Licensee

1= Consultant Info Permissions (Submittal and Site)
L4 o YDO Onsite Consultant Test A Click on the row to add permissions for this consultant, o
ydotestonsite@gmail.com Caonsultants without permissions will be removed when saved
503-378-5033
1Results
Add Consultants ¥
. « . ” . .
Click the “Add Permissions” bar to select the submittal type and site.
Busicinfo Account Type PasswordfPIN Security Questions  Consultants | Verification  Linked Licensee
Consultant info Permissions (Submittal and Site)
L ) YDO Onsite Consultant Test A Click on the row to add permissions for this consultant. (i}

ydotestonsite@gmail.com Consultants without permissions will be removed when saved.

503-378-5033

Add Permissions £

Submittal Site

| waD | WPCF Onsite Plan Review Request ~ + O

[wap | WPCF Onsite - DMR
| wap | WPCF Onsite Inspection and Certification of Proper Construction Form
[WaD | WPCF Onsite Operation and Maintenance Manual (O&M)

4 [wap !WPCF Onsite Permit Conditions Reporting Form

i WaD |WPCF Onsite Plan Review Request

‘WQD |WPCF Onsite Wast: ter Treatment Syst Permit

6 Results

o
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Basicinfo AccountType Password/PIN Security Questions Consultants  Verification Linked Licensee
Consultant Info Permissions (Submittal and Site)

A Click on the row to add permissions for this consultant.

L ] ; YDO Onsite Consultant Test
b ydotestonsite@gmailcom
503-378-5033

Consultants without permissions will be removed when saved.

Add Permissions £

Submittal Site

[WaD | WPCF Onsite Plan Review Request
WPCF

JJ WPCF Onsite Test 1K (FIS RID: 308472, Site Identifier: ) e
WPCF Bix Test (FIS RID: 308484, Site Identifier: ) 1l
- WPCF Onsite Test (FIS RID: 308595, Site Identifier: ) wle

Res

3 Results

e

Once the submittal and site permissions have been selected, click the yellow add icon ® to link the

permissions.

Add Permissions £

Submittal Site

| wap | WPCF Onsite Plan Review Request -
_ ¥ WPCF Onsite Test (FIS

RID: 308595, Site Identifier:

) .

A Facllity Is not required for the authorization.

Add more permissions to a linked consultant, by repeating the steps above. You can link multiple submittals
and sites to a consultant.
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BusicInfo AccountType Password[PIN Security Questions Consultants | Verification

Consultant Info

L ) YDO Onsite Consultant Test
ydotestonsite@gmailcom
503-378-5033

= Submittals

o | waD | WPCF Onsite Plan Review Request

@ [v/cD | WPCF Onsite - DMR

Linked Licensee

Permissions (Submittal and Site)

WPCF Onsite Test ()

Sites

~ WPCF Onsite Test (FIS RID: 308595, Site Identifier: )

~ WPCF Onsite Test (FIS RID: 308595, Site Identifier: )

@ [Vv/on | WPCF Onsite Inspection and Certification of Proper Construction Form .~ WPCF Onsite Test (FIS RID: 308595, Site Identifier: )

o \ waD \WPCF Onsite Operation and Maintenance Manual (O&M)

o | wap | WPCF Onsite Permit Conditions Reporting Form

Add Permissions ¥ @

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

~ WPCF Onsite Test (FIS RID: 308595, Site Identifier: )

~ WPCF Onsite Test (FIS RID: 308595, Site Identifier: )

| 5 Resuits |

3.8. Manage Consultant Accounts and Permissions

Status

wa®

=]]

=]

&

The RO account holder, not DEQ, is responsible for maintaining relationships with associated consultants and
managing their accounts. The RO is responsible for adding or removing consultants and modifying permissions

as needed.

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

1= Submittals

@ [voo | WRCF Onsite - DMR

° | wap | WPCF Onsite Plan Review Request

Sites

~ WPCF Onsite Test (FIS RID: 308595, Site Identifier: N/A)

~ WPCF Onsite Test (FIS RID: 308595, Site Identifier: NfA)

o | wap | WPCF Onsite Inspection and Certification of Proper Construction Form ~~ WPCF Onsite Test (FIS RID: 308595, Site Identifier: NfA)

o | wan |WPCF Onsite Operation and Maintenance Manual (O&M)

o | wap | WPCF Onsite Permit Conditions Reporting Form

~ WPCF Onsite Test (FIS RID: 308595, Site Identifier: NfA)

+~ WPCF Onsite Test (FIS RID: 308595, Site Identifier: NfA)

| 5 Resuits |

Status

e
e
=)
wa®

e

|:>m

=]

=1

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.
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o Are you sure to delete the permission?

To remove a consultant, click on the trash icon T next to the consultant to be removed.

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

4. Helpdesk and Resources

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

and to resolve issues, contact the Your DEQ Online Helpdesk.

5. Revision history

Revision | Date Changes Editor
1.0 1/29/2025 | Initial draft Jessica Joye
1.0 5/12/2025 | Style and formatting edits A. Hallmark
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