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Document information

This document was prepared by Oregon Department of Environmental Quality
Solid Waste and Materials Management

700 NE Multnomah Street, Suite 600

Portland Oregon, 97232

Contact: Solid Waste Report & Invoicing Coordnator

Phone: 503-229-6434

Visit our website for additional information.

Non-discrimination statement

DEQ does not discriminate on the basis of race, color, national origin, disability, age, sex, religion, sexual
orientation, gender identity, or marital status in the administration of its programs and activities.

Visit DEQ’s Civil Rights and Environmental Justice page.
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Executive summary

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.

This user guide is intended to provide detailed information for the reporter to help them
complete the annual or Composting Facility Report that is required by Oregon law for their
facility.
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Getting started in YDO

To apply for a solid waste disposal site permit, submit documents, reports or notifications, you
must have a Responsible Official (RO) user account and select the Solid Waste submittal group
in your account settings.

If you have an RO account, have completed the verification process, and have selected the
solid waste submittal group and related facilities, you may skip to the next section.

If you do not already have a responsible official account, the Public Account Registration and
Management Guide has instructions to create one. For additional information and tools, visit
Your DEQ Online Account Registration website.

To add solid waste to an existing responsible official account, click where the RO name is
shown in the top right corner.

» Dashboard ey ) vour Name

Submittals ~ Permits/Licenses/Certificates & Transaction History Upcoming Obligations &

Info Submittals

Click the blue box and pencil button [# nhear the far-right corner.

X Your Name testro
v [fo] & -
& Your Name testV
£ jamie.jones@deq.oregon.gov
T, 5416397145

[ 400 E Scenic Dr, The Dalles, OR 97058

Click the account type tab.

IE Your Na stro
| .

BasicInfo = AccountType Password[PIN Security Questions Consultants Verification Linked Licensee

Scroll to the submittal groups section, check the solid waste box, and click the red save button

®
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Basic Info | Account Type | Password[PIN  Security Questions Consultants  Verification  Linked Licensee

O
O
O
D
O
O
O

O
O

e Asbestos

) Cleanup and Site Remediation
@ General NPDES Domestic
) General WPCF Domestic

@ Hazardous Waste

€D Individual NPDES Industrial

) Leaking Underground Storage Tank

@ NPDES- Stormwater (Industrial)

© solid Waste < "

@ Underground Storage Tank

0O @ caro

[ @ Climate Protection Program %
O @ General NPDES Industrial

] @@ General WPCF Industrial

0O o Heating Oil Tank

O € Individual WPCF Domestic

0 0 M54 - Municipal Separate Storm Sewer

System

[0 @ NPDES: Public Agencies Only 1200-CA *
] @ Third-Party Verification #

O o WasteWater Operator Certificate

) @ Cleaner Air Oregon
0 o Gasoline Transporter

O @ General NPDES Mining

[ @ Greenhouse Gas Reporting %
O @ 'ndividual NPDES Domestic
[ € Individual WPCF Industrial

) @ NPDES- Stormwater (Construction)

O o Sewage Disposal Service License

O @ ViC - Underground Injection Cont n
o

0O @ WPCF - Onsite

To add the facility or facilities you will be reporting for, scroll down to the facility-submittal group
permissions section.

Click on the yellow add permissions button if the search fields are not showing.

Search for the facility you wish to add by using the search field shown directly under available

sites.

NOTE: You may receive multiple results if you use a search word common to many facilities or
your facility is part of more than one program. Use a search word that is unique to the facility or
use the number and/or street name of the facility address.

Plcked Shtes (1) Picked Submittal Groups (1)
[ Example DEQ Permitted Solid Waste Facility | [ il E
Avallable Sies / Availabla Submittal Groups
Q, Example Q
[ Example DEQ Permitted Solid Waste Facility () ] @ Fee Payment O
700700 NE Multnomah 5t, Portland, OR 97232
(@) Example DEQ Permitted Solid Waste Facility B e @
Example Solid Waste Permitted [ @ Leaking Underground Storage Tank (7]
) Disposal Site c@'o
400 E Scenic Dr, The Dalles, OR 97058 @ Solid Waste [ 33 ]
{7y Example Solid Waste Permitted Disposal Site
330084
(@ Example Solid Waste Permitted Disposal Site
() Example Solid Waste Permitted Disposal Site
o 2 Results 4 Results
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Check the box next to the name of the facility you wish to add.
Under available submittal groups, check the box next to solid waste.
Click on the yellow button with the black plus sign next to the picked submittal groups field.

Finally, click on the red save button.

NOTE: If you have successfully added the facility, it will now be listed under the facility group
permissions above the facility search field.

Basic Info | Account Type | Password/PIN Consultants Linked Licensee Verification

O e WasteWater Operator Certificate [ o WPCF - General (Domestic) O 0 WPCF - General (Industrial)
[ @) WPCF - Individual Permit (] @) WPCF - Individual Permit (] @ WPCF Onsite
(Domestic) (Industrial)

Facility-Submittal Group Permissions (1)

@ Example DEQ Permitted Solid Waste Facility .
700700 NE Multnomah St, Portland, OR 97232 @ @ Solid Waste L Q

Add Permissions 1

Picked Sites (0) Picked Submittal Groups (0)
Select sites from below...... o Select groups from below...... [+]
Available Sites Available Submittal Groups
Q Q
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Introduction

This document provides information necessary to complete the DEQ-approved form for
reporting feedstocks used for all Oregon permitted composting facilities in Your DEQ Online.

The Composting Facility Annual Report is to be completed by all DEQ-permitted composters
whether permitted as either a full or registration composting facility and is due on the 31st day of
January each year following the end of the previous calendar year.

Important things to know before you start your submittal

The system uses a lot of buttons. If you're curious about what a button means in the report,
you can hover over it with your mouse cursor.

Unsaved entries will be lost. To avoid losing your work, click the red save button e (bottom
right of every page) often and always before leaving the submittal.

Take note of the submittal ID number. The submittal is assigned a unique submittal ID
number. It is in the top left corner next to the name of the report.

How to find your submittals in progress. After clicking the red save button e and before
submitting, you may leave the submittal and come back to it. To continue working on the
submittal, open the pending submittals module, which is directly below start new submittal
module and search for the submittal using the submittal ID number or the other search filters.
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Login and locating composting facility annual
report

Login to your account on the Your DEQ Online Public Portal.

If you do not have a user account, you can find detailed instructions for creating one, as well as
other information about the portal, on the Your DEQ Online main page.

Once you are logged in, go to the top of the main page and click the green double arrow button

next to “Dashboard” to open the left panel.

an

=]

-;’. =) — MY SUBMITTALS [LAST 3 MOSTHE) m Fap— MO SLIBMITTALS "!rw*rm

Ly Sbinh S ey o b e NS DR t*i :;w'_'" el Ed

- Exarigie Solid Woile Pesmitted Disposal Site

| =& Count of Permission Requests e 5 Bobd 'Waste - Disposal Bile Pormit Applicstion '*. 19 [ Trowiomivs || Acosmting Caparimans +

-~ 00§ Sosnéc Dx, T Dutle, DR 7058 [Wiasco Cosnty) u‘-" Expepciiten Drocecarmant Offer (D00 ovel Fistd
L ]

Click on "Upcoming Obligations.”

# Dashboord
inta
mighi
'+ basnbaard Info Sutamkttal
“lewn vorrry = sk prorrn
r= = .
._,'.':. | 0 Y SUBSITTALS. (LAST 3 MONTHE) [ ooy PR MW PUSHITIALS [ i ]
L} stort New Submittol i o } | Dovendire *
g e e d e | ee=mm o T TR W .
b C Eresraple Solid Watle Permirted Disposol S —
|.é o Sl Wasle - Daponal Sie Permid Application o ¥
¥ unfinhuhed et - of o
& Count af Pormizsion Bequests 400 E Somnic Dr, T Datles, OR FPOSS (Wi Crnty) '* 1D [ Covomirs &
=) i minind st Wl | Acoounting Drertment
Enpedited £niorcemens Ciller
© UpcoIming Cbligations CORRESAOMDENCE (LAST 3 {000} e Fita Chotion
T Bukwil (OO P HONTHE) Pt

Click again on the green double arrow button to close the left panel.

Any new, unopened reporting obligations will appear. To search for the correct composting
facility annual report in the upcoming obligations module, DEQ recommends first searching for
“‘composting” in the submittal type filter by clicking on the “+” next to the submittal type box to
open the search field and then selecting the composting annual facility report below it. You may
also use the keywords filter to search for your facility name or submittal ID.
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Upcaming Obligations

O Search £ E [] 1=10f1 D D ([ Pav= 4l )

& Oy the subsmittal reconds with the [Hew] stabus will be displayed on B pags.
o] + Tofind unsubmithed Reporting Obligation submittals, plaase navigats 1o the Pending Submittals
= Tofind submitbed Reporting Obligation submittal, please navigate to the Treck Submitted Submittals

Sasbrrritil Lie or Gubsiect St Uprioied Dois dciion) Prapare: Dther ins

Example Solid Waste Permitted Disposal Site Hom 84757 o G
smittal Typs 2] m P T
= Solid Wats - Comporting Faciity Annis! Report Vi3 .

anl Cualiny

i compasting

Sclid ‘Waike - Composting Faclity
Anrual Beport

T=1af1

NOTE: If you do not see the correct reporting obligation for your facility under your RO account,
you may need to go to your account settings in YDO and add the facility to your account under
the account type tab.

Adding a facility to your responsible official account

Click the badge button on the side bar E
Click on the account type tab.

Scroll down to add permissions (click on the yellow add permission rectangle if there is nothing
shown below it).

In the search field on the left side of the box, type the name of the facility. If you get many or no
results, refine your search by using words that are unique to the facility name or the street
number and/or street name.

Check the box next to the correct name or names that appear. Multiple appearances for your
facilities may be shown if you are part of more than one program, have more than one permit,
have facilities at more than one address that you report for, etc.

On the right side check the box next to solid waste.

At the top of the right side where solid waste should now be listed under picked submittal

groups, click on the yellow and black plus sign button. b

Click the red save button e Return to your upcoming obligations where the report should now
be visible. You may need to refresh the page.

NOTE: If you do not see the obligation and you have consultant account and not an RO
account, please reach out to your responsible official and ask them to make sure you have been
assigned the correct permission to access that obligation under their account in YDO or that
your permission has not expired.
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Click on the red pencil button on the right side of the reporting obligation when you are

ready to start filling out the report.

‘Cussarch

= Onily the submnittal reconds with the [Mew] status will be displayed on this page.
Eeyweres o Finporting Obligat

damitials, plésde navigats 1o the Pending Submitials .

<@n
[= 11 .} |
= T foicl araritd
Filter by Subsrictal RED, Sie RIC, Site =ik e
tgentitiar, §ita/Property Mams. =
4
Saimittal Trpe o

@ Sold Warts - Compenting Facility Annusi
= || o=
@ composting

| Selid Waite - Composting Facility
Ancusl Report

Floass navigate to the Track Submitted Submittal |

Example Solid Waste Permitted Disposal Site

= Solid Waste - Componting Fadlity Annual Report

©1=16f10 s Dets (Mew- k)
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Filling out the composting facility annual report

Basic info tab

Verify the reporting period shown is correct. Also make sure the facility information and permit
number shown at the top of the form are accurate. If any of the facility information is incorrect,
contact your solid waste permit coordinator using the staff contact information provided at the
end of this user guide.

Reporting Period
Reporting Period Start Date Reporting Perlod End Date
/02025 01/22/2025

Facility Information

Facility Information

Example DEQ Permitted Solid Waste Facility
TOOT00 NE Multnomah St, Portland, OR 97232

n & Stationary

Parmit No.

SW-CF-I-000X

To access a short information and instruction sheet, click the “get information” button shown in
the right-side panel. The instruction sheet will download to your computer wherever you typically
find downloaded information. After downloading the document, you may close the side panel by
clicking the blue arrow at the top right of the main panel to maximize the report screen.

= « Solid Waste - Compost Facility Annual Report

1
P m Hew Subsrittel ommatian

sosicinds @ | (7)) Amocherent (1) Review (4 ) Submissien

famr. ol Watte - Composting

- i. Facility Annual Report

L Bafere beginning this submitial Hnuel.chmmom(mm the top right paned io get deialied instructions on kow o complete this

mpplication.

wd (B Mome | Mew

- For optimal viewing, closs the righthand pased by clicking the carst ™ > " in the upper righthand periion of the cener parsl. The: righthand panal may be

(1S gk vy T b0 vidw direciions and othar submittal infermation by disking the carl again, Sl ‘Waate

"a ool —
Thii b the DEG-apanevid form for reporting

_Reparting Period 3 Teedsbocks wsed for all Oregen composting
=l [FEE
Rupeating Pesied Saor Dots Esparting Pariod [nd Gobe
5 Oh01/2024 1243172024

Aizochmant Types

NOTE: Click the red save button e often and before leaving the submittal or your progress
will be lost. If you leave this submittal at any time after clicking the save button and before
submitting, you will need to go to the dashboard and access the submittal under pending
submittals. Using the submittal ID number found in the top left corner is generally the easiest
way to locate the submittal you are looking for in pending obligations.
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Solid Waste - C ting Facility Annual Report

& B

keon In the top Hght panel to get detalled instructions on how to complete this

Far optimal viewing, close the righthand panel by clicking the caret” » " In the upper righthand portion of the center panel. The righthand panel may be
recpened al any time lo view directions and other submittal information by clicking the caret again.

Reporting Period

Reporting Perkod Start Date Réporting Period End Dute
01/01/2024 12731/2024

Facility Information

Facility information

Example DEQ Permitted Solid Waste Facility
700700 NE Mulinomah 51, Portland, OR 97232

Qs
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Fee contact

Complete the fee contact information. This is the person DEQ will send the annual fee invoice to
in July or contact with invoice related questions. Even if the contact information has not
changed, you must complete at least the required fields shown.

Click the red save button e when completed.

Fee Contact (contact person for invoice)

Salutation First Name M.L Last Name

@ Required. © Required.
Company Title Email
© Required.
Phone Mobile Fax
000-000-0000x00000 000-000-0000 000-000-0000

© Required.
Country

'@, United States O Canada

Address Building, Unit, Suite, or Floor #
© Required.
City State Zip Code

OR (Oregon) v 00000-0000
© Required. @ Required. e

Zero tonnage to report

NOTE: All reporters with an active permit are required to submit an annual report, even if they
have not accepted waste for the year.

If you do have tonnage to report, skip to the compost and feed stocks section of this guide. This
instruction section is for reporters who have no tonnage to report for the period.

To submit a zero-tonnage report, scroll to the bottom of the permit and verify that zero is shown
in the total field then click the red save button. Proceed to the attachment tab section.

NOTE: If you wish to modify or terminate your permit, contact the permitting coordinator for your
county in the staff contact information at the end of this guide.
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Compost and feed stocks

In this section, please only list feedstocks that were actually used for composting during the
reporting year.

Select either tons or cubic yards for reporting all feedstocks by using the dropdown at the top of
the reporting section. Choose tons (if measured by weight) or cubic yards (if measured by
volume).

= < solid Waste - Compost Facility Annual Report Solid Waste
e <0032 JUSA) > | submittal Information x
- | (1) Basicinfo | (2) Attachment (3) Review (4) Submission @
u g4 @ = s £, Solid Waste - Composting
@ Facility Annual Report
B3 | wateria o | conversigilfftors Total Tons Reported
u Tons
= Manure _—
0 Tons ® @ |50016| [ New

Cubic Yards 2 @
iz > Solid Waste
- Total Manure Waste )

Tons

If cubic yards are selected, conversion to tons for each material is automatically calculated
within the form when cubic yards are chosen in the dropdown.

Yard Debris (YD)

Leaves 2512 cubic yards X 1875 A71 Tars
Yard Debris, Compacted 1300 cubic yards X .32 416 Tons
Yard Debris, Uncompacted 4454 cubic yards X 125 55675 Tons

Total Yard Debris 144375 Tons

Enter the amounts for each type of feed stock in the sections shown. Mixed materials should be
entered under the component that makes up largest portion of the mixture.

To add feed stocks that are not listed, please click the + Other button ~*oe

Specify the type of feed stock in the first field and the amount in the second. Both fields are
required. You must use the same units (tons or cubic yards) as you selected for the main report.

1= Other Tons DEQ-Approved Conversion Factor Total Tons Reported
o -
- ° 0 0 m
Other | ‘ 0 0
@ Required. @ Required.

| 1Results |

If using cubic yards, you may use a conversion factor based on your determination of the
density of the material. See the downloadable information sheet for material definitions that may
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help. All conversion factors are subject to DEQ approval. If you have questions regarding the
correct conversion factor, please contact the DEQ reporting and invoicing coordinator at
sw.feereporting@deg.oregon.gov for guidance.

Other Cubic Yards DEQ-Approved Conversion Factor Total Tons Reported
L]
v @ straw 100 0 0 (1]
cubic yards
Otier Straw 100 % 0 0
@ Required.

When your entries are complete, save your progress by clicking the red save button e Make
sure you see “submittal saved successfully” appear in the top right of the report before you

leave the screen to ensure your progress is saved. Click the red save button again if you are not
certain.

NOTE: Once you complete all the required fields by following the above instructions, the red
exclamation point @ on the basic info tab at the top of the page should go away and you can
navigate to the attachment tab.
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Attachment tab

Attachments are not required for this report, but if you wish to provide supplemental information,
select “Click to Upload or Drag Files Over Here.”

= < Solid Waste - Compeost Facility Annual Report

1] Basic indo 2 ) Antachmant | (3 ] Rewview 4 | submisslon @

Insaruction

When uploading an attachment, first click the file record and select a document type option for the uploaded file. If you want to mall the documents to the

uf# B Attachments are not required for current submiittal
"JI authorized agency, please navigate to the Review tab and use the "Mail To" checkboe

¥
- I.& Click to Upload or Drag Files Over Here I

Each attached document must be:

e labeled with a document type and saved.
o afile type listed in the right-hand navigation pane.

To upload a file, select or drag the file you wish to upload. Not all types of documents may be
accepted. If you encounter any issues while uploading, refer to the list of approved file types on
the right-hand sidebar. If the right-side bar is currently collapsed, you may click the arrow (<) at
the top right of the main panel to reopen it.

Attachment Types X

* represents required attachments.

@ Supporting Document

Supporting documents or spreadsheets

o) o) 2]ttt

xlms

NOTE: If your document is larger than 50 MB, or you are encountering issues attaching your
document, you may mail or email the document.

To mail documents to DEQ, please send them to the attention of the reporting, fee and
invoicing coordinator at the address listed in the staff contact section at the bottom of this user
guide.

To email documents please send them to the email address for the reporting, fee and invoicing
coordinator in the staff contact section at the bottom of this user guide. Please note, there is a
50 MB limit for email attachments as well and if the document is larger than that, it can either be

Composting Facility Annual Report Page 17 of 25



split into smaller sections and emailed separately, or you may reach out to the reporting, fee and
invoicing coordinator regarding other options.

Below the file name, select “Click on document to identify the attachment type.” and then select
from one of the types listed.

- o }' m$upplernentulﬂocument.pdf pm.z.igxa.. 1116,/2025 i}
| POF |

4 | Click on the document to identify the attachment type. | |

=
Select Document Type \
}L I '~
PDF ( ’
= Other

- Redacted Submittal Form in PDF
= Supporting Document

Enter a brief description of the document in the “Comments” section.

Click the red save button e or the attachment will not successfully upload.

* O }, CED supplemental Document.pdf PDF | 249 KB ‘]/22/2025‘“ o
[Boc Type | supporting Document |
{ Hew ]
Select Document Type
Supporting Document ~
E ...

Detailed material descri| prions‘

When you are done adding and labeling any attachments, click on the red save button G

NOTE: If you have saved a document with an incorrect document type, you will have to delete

the document using the red trash can button T on the upper right and reattach the document to
select the correct document type.
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Payment

At the time of submittal, no payment is due for the Composting Facility Annual Report.

NOTE: For permittees with a full Solid Waste Composting Facility permit, in July of each year
DEQ will send an invoice to the provided fee contact which will include the annual amount of the
fee and the due date for the fee payment. Fees are based on the tons of feedstocks reported as
used for composting during the previous reporting year.

NOTE: DEQ does not assess permit compliance fees for permittees with a SW Composting
Facility Registration permit, and they will not receive an invoice.

Starting July 1, 2022, a 4% technology fee was 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 about the 4% technology fee, refer to YDO technology fee FAQ.

Reference: OAR 340-097-0110 and OAR 340-097-0120. Additional information is also available
on the DEQ website.
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Review tab

Congratulations! You are almost done.

When a green checkmark * is shown next to “Basic Info” below the green bar, and the only
red exclamation point @ is on the Submission tab, the required information for your report is
complete.

To view/save/print the submittal data entry form click the printer button " You'll need to
disable the browser pop-up blocker if the PDF fails to appear.

NOTE: The submittal data entry form for your composting facility report is a draft summary of
information entered into the basic info tab. This is your last opportunity to review and update
content and attachments before submission.

If you are satisfied with your submittal, go to the submission tab.

NOTE: If you are having issues with your review, refer to the troubleshooting section below.
1) Bosic info 2% Attochment 3] Review 4 ) Submission 0“

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

Submittal Ferm(s) Summary

{12 ) @ view/save/print the submittal data entry form,

=

Click on the print lcg

Troubleshooting

Basic info tab issues

Under the submittal form(s) summary section, if the basic info tab has any missing required
information, a red x will appear next to “basic info” below the green bar. A red exclamation point
O will appear on the basic info tab at the top. The red exclamation point @ on the submission
tab is correct at this point.

Go back to the basic info tab and complete any missing required fields. When all required
information is entered, the red exclamation point @ will no longer be displayed on the basic info
tab.
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(1) Basic Into @mmtlnwhwl@&bnﬁulm.

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

Submittal Form(s) Summary

Gldcwwmmhm(glwmwmﬂ:esubmmdﬂaemm
Mhdﬂhmm“bﬂhﬂ to see if the "required” data are entered.

* Basic Info

Attachment tab issues

If you have added an attachment but did not specify the “document type,” you will see “missing
the attachment type” under the pink bar on lower right. A red exclamation point @ on the

attachment tab will appear. The red exclamation point @ on the submission tab is correct at this
point.

Go to the attachment tab, specify the document type, and click the red save button e

Submilttal Formi{s) Summarny

| m«hmm:glwmhmmmm

~ Baskc Info
Mandatory Attacherent Uploaded Attachmaent
| Attachments are nat required for this Submittal Please specify the attachment type for all attachments.

Bocumaent.pdl Missing the attachment type.

I | POF || 2428 |
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Submission tab

Ready to submit

Review the certification statement and select the box to acknowledge that you have read and
agree to the above certification statement. Once you have checked this box the red exclamation
point @ on the submission tab will disappear.

Click the blue submit button at the bottom of the submission tab to complete your facility’s
Compost Facility Annual Report.

NOTE: Until you submit using the blue submit button, your report will remain as pending. Saving
is not the same as submitting.

= +« Solid Waste - Compost Focility Annual Report

e oo JESS 3
u (T)bosic i (3) Atiachment (3] Bevew | (4} Submission
L} Certificotion Fiotement
u I, a3 the Resp ible Officer or o by the ting Officer, declsre that the information provided im this applieation or sttached o the applieation &, to the best of my nowledge,
im all respects factually true and correct. | am awane that the supply of fabse or misleading information in the application formiis a criminal offence.
ke
.- T have read and agres bo the abowe ceriilicaion siatemend
, Sacasrity Procouthns
m To preveil your Infonmalion Trom being wed Inappropiately, we malntain siringent syitem saleguards ad well &3 phyticil and sdminisiratihve protection. In addition, the securlly saleguards

e also powsned by VeriSign's Ceriificates. Once we provide you with a passwaord, pou sre responsible for maintaining the confidentiality of the password, Please note that socess fo thess
lndas, Irrespective of the isuance of the U 1D and Paaword, masy be terminated by our dhicretion at any me.

Drlwchodmes

T vyabem, s agencies. oMicers. o employres protect your confisential information. However perianally khemtifiable informatson privacy i 8 ew snd evolving area, snd dewpite
dedicated eforts. some mistakes and misunderstandings may result. The viallor procseds 1o any external siles al thelr own rbke. The devellopment company specifically disclalms any and all
[Eshilities from damages which may result from acoessing the website. or from reliance upon amy such information.

| | =

Not ready to submit

If you are not ready to submit, click the red Save button e before leaving the submittal
screen. When you are ready to continue working on this submittal, it will now be in the pending
submittals module on your dashboard.
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Submittal Successful

If your submittal is successful, you will see a green bar with “submission successful“ at the top
of a page showing information about the submittal. You will have the opportunity to save a copy
of your final submittal form and receipt. DEQ recommends saving both for your records.

NOTE: The submittal form reflects the date, time and all information provided on the basic info
tab. The receipt form reflects the date, time and payment or payment due information but does

not reflect the data provided on the basic tab.

To return to your Dashboard, click the blue finish button in the lower right.

B (comoions i)

| 0 Submission Successfull

Confirmation of Submitiak 1. Your apglication has been received and will be reviewed shorily. 2. Check your account, email and fext messages for system nodification at varicus milestones.

Ploase click 10 print your receipl.
Submittal Summany
Submittsl RID: EDm
Submitted Dato: [oanermozs s11:m2 am |
Submitted By. Solid Waste Test RO
1mmnim
jamia. jonas@deq.oregon.gov
Fee Detail
This submittal does not requine fee
Paymeent Detall
Mot Applicable.

Uploaded Attachrment List

No record

Composting Facility Annual Report

Submittal Form Info

Marma: Solid Waste - Composting Facility Annual Report
Mathod: Online Submission

Cartification

Statement: |, as the Responsible Officer or delegated by the Accounting Officer, declare that
the information provided in this application or attached to the application is, to
the bast of my knowledge, in all respects factually true and comect. | am awans
that the supply of false or miskading information in the application form is &

eriminal
Question: Mot Applicable
Answer: Mot Applicable
PN Number: Mot Applicabla
RO: Solid Waste Test RO
Sender [P;  Sewwweeen

Mail-to Attschment List

Mo recond,

D o=
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Staff contact

Information about solid waste permits and DEQ’s regulations may be obtained from the DEQ

Solid Waste Program web page.

All inquiries regarding completion of this form and its contents should be directed to the
Reporting, Fee & Invoicing Coordinator at 503-229-6434 or sw.feereporting@deq.oregon.gov.

All Counties

Contact:

Baker, Crook, Deschutes, Gilliam, Grant, Harney,
Hood River, Jefferson, Klamath, Lake, Malheur,
Morrow, Sherman, Umatilla (including Milton-
Freewater), Union, Wallowa, Wasco, Wheeler,
Clackamas, Clatsop, Columbia, Multnomah,
Tillamook, Washington Benton, Coos, Curry,
Douglas, Jackson, Josephine, Lane, Lincoln, Linn,
Marion, Polk, Yamhill

Reporting, Fee & Invoicing
Coordinator

Materials Management Program
700 NE Multnomah St., Suite 600
Portland, OR 97232-2131

Phone: 503-229-6434
sw.feereporting@deqg.oregon.qgov

All inquiries regarding the permit associated with this reporting form should be directed to the
permit coordinator at the regional office for the area where the facility is located. DEQ’s regional

offices are as follows:

Lake, Malheur, Morrow, Sherman,
Umatilla (including Milton-Freewater),

If your facility/project is in this county... |...then send to this DEQ office
Baker, Crook, Deschutes, Gilliam, Grant, Eastern Region
Harney, Hood River, Jefferson, Klamath, Materials Management Program

400 E Scenic Drive, Suite 307
The Dalles, OR 97058

Union, Wallowa, Wasco, Wheeler Phone: 541-298-7257
DEQER.SolidWastePermitCoordinator@deq.oregon.gov

Clackamas, Clatsop, Columbia, Northwest Region

Multnomah, Tillamook, Washington Environmental Partnerships

700 NE Multnomah St., Suite 600
Portland, OR 97232

Phone: 503-229-5353
DEQNWR.SolidWastePermitCoordinator@deg.oregon.gov

Benton, Coos, Curry, Douglas, Jackson, Western Region
Josephine, Lane, Lincoln, Linn, Marion, Materials Management Program
Polk. Yamhill 165 E Seventh Ave., Suite 100

Eugene, OR 97401

Phone: 541-687-7465
DEQWR.SolidWastePermitCoordinator@deq.oregon.gov

Composting Facility Annual Report
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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.

Revision history

Revision | Date Changes Editor

1.0 Initial draft CMP

2.0 6/4/25 Final draft CMP

2.0 6/30/25 | Style edits LKS

3.0 10/7/25 Updates and final draft CMP

4.0 4/16/26 Updates and revisions CMP
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	Non-discrimination statement
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	Getting started in YDO
	To apply for a solid waste disposal site permit, submit documents, reports or notifications, you must have a Responsible Official (RO) user account and select the Solid Waste submittal group in your account settings. 
	If you have an RO account, have completed the verification process, and have selected the solid waste submittal group and related facilities, you may skip to the next section. 
	If you do not already have a responsible official account, the Public Account Registration and Management Guide has instructions to create one. For additional information and tools, visit Your DEQ Online Account Registration website.
	To add solid waste to an existing responsible official account, click where the RO name is shown in the top right corner.
	/
	Click the blue box and pencil button /  near the far-right corner.
	/
	Click the account type tab.
	/
	Scroll to the submittal groups section, check the solid waste box, and click the red save button /. 
	/
	To add the facility or facilities you will be reporting for, scroll down to the facility-submittal group permissions section. 
	Click on the yellow add permissions button if the search fields are not showing.
	Search for the facility you wish to add by using the search field shown directly under available sites. 
	NOTE: You may receive multiple results if you use a search word common to many facilities or your facility is part of more than one program. Use a search word that is unique to the facility or use the number and/or street name of the facility address. 
	/
	Check the box next to the name of the facility you wish to add. 
	Under available submittal groups, check the box next to solid waste. 
	Click on the yellow button with the black plus sign next to the picked submittal groups field. 
	Finally, click on the red save button. 
	NOTE: If you have successfully added the facility, it will now be listed under the facility group permissions above the facility search field.
	/
	Introduction
	Important things to know before you start your submittal

	This document provides information necessary to complete the DEQ-approved form for reporting feedstocks used for all Oregon permitted composting facilities in Your DEQ Online.
	The Composting Facility Annual Report is to be completed by all DEQ-permitted composters whether permitted as either a full or registration composting facility and is due on the 31st day of January each year following the end of the previous calendar year.
	The system uses a lot of buttons. If you’re curious about what a button means in the report, you can hover over it with your mouse cursor. 
	Unsaved entries will be lost. To avoid losing your work, click the red save button /  (bottom right of every page) often and always before leaving the submittal.
	Take note of the submittal ID number. The submittal is assigned a unique submittal ID number. It is in the top left corner next to the name of the report.
	How to find your submittals in progress. After clicking the red save button / and before submitting, you may leave the submittal and come back to it. To continue working on the submittal, open the pending submittals module, which is directly below start new submittal module and search for the submittal using the submittal ID number or the other search filters.
	Login and locating composting facility annual report
	Adding a facility to your responsible official account

	Login to your account on the Your DEQ Online Public Portal. 
	If you do not have a user account, you can find detailed instructions for creating one, as well as other information about the portal, on the Your DEQ Online main page.
	Once you are logged in, go to the top of the main page and click the green double arrow button / next to “Dashboard” to open the left panel.
	 /
	Click on "Upcoming Obligations.”
	 /
	Click again on the green double arrow button  / to close the left panel. 
	Any new, unopened reporting obligations will appear. To search for the correct composting facility annual report in the upcoming obligations module, DEQ recommends first searching for “composting” in the submittal type filter by clicking on the “+” next to the submittal type box to open the search field and then selecting the composting annual facility report below it. You may also use the keywords filter to search for your facility name or submittal ID.
	/
	NOTE: If you do not see the correct reporting obligation for your facility under your RO account, you may need to go to your account settings in YDO and add the facility to your account under the account type tab.
	Click the badge button on the side bar /.
	Click on the account type tab.
	Scroll down to add permissions (click on the yellow add permission rectangle if there is nothing shown below it). 
	In the search field on the left side of the box, type the name of the facility. If you get many or no results, refine your search by using words that are unique to the facility name or the street number and/or street name.
	Check the box next to the correct name or names that appear. Multiple appearances for your facilities may be shown if you are part of more than one program, have more than one permit, have facilities at more than one address that you report for, etc.
	On the right side check the box next to solid waste.
	At the top of the right side where solid waste should now be listed under picked submittal groups, click on the yellow and black plus sign button. /
	Click the red save button /. Return to your upcoming obligations where the report should now be visible. You may need to refresh the page.
	NOTE: If you do not see the obligation and you have consultant account and not an RO account, please reach out to your responsible official and ask them to make sure you have been assigned the correct permission to access that obligation under their account in YDO or that your permission has not expired.
	Click on the red pencil button / on the right side of the reporting obligation when you are ready to start filling out the report.
	/
	Filling out the composting facility annual report
	Basic info tab
	Fee contact
	Zero tonnage to report
	Compost and feed stocks

	Attachment tab
	Payment
	Review tab
	Troubleshooting
	Basic info tab issues
	Attachment tab issues


	Submission tab
	Ready to submit
	Not ready to submit
	Submittal Successful


	Verify the reporting period shown is correct. Also make sure the facility information and permit number shown at the top of the form are accurate. If any of the facility information is incorrect, contact your solid waste permit coordinator using the staff contact information provided at the end of this user guide.
	/
	To access a short information and instruction sheet, click the “get information” button shown in the right-side panel. The instruction sheet will download to your computer wherever you typically find downloaded information. After downloading the document, you may close the side panel by clicking the blue arrow at the top right of the main panel to maximize the report screen.
	/
	NOTE: Click the red save button /  often and before leaving the submittal or your progress will be lost. If you leave this submittal at any time after clicking the save button and before submitting, you will need to go to the dashboard and access the submittal under pending submittals. Using the submittal ID number found in the top left corner is generally the easiest way to locate the submittal you are looking for in pending obligations.
	/ 
	Complete the fee contact information. This is the person DEQ will send the annual fee invoice to in July or contact with invoice related questions. Even if the contact information has not changed, you must complete at least the required fields shown. 
	Click the red save button / when completed.
	/
	NOTE: All reporters with an active permit are required to submit an annual report, even if they have not accepted waste for the year. 
	If you do have tonnage to report, skip to the compost and feed stocks section of this guide. This instruction section is for reporters who have no tonnage to report for the period.
	To submit a zero-tonnage report, scroll to the bottom of the permit and verify that zero is shown in the total field then click the red save button. Proceed to the attachment tab section.
	NOTE: If you wish to modify or terminate your permit, contact the permitting coordinator for your county in the staff contact information at the end of this guide.
	In this section, please only list feedstocks that were actually used for composting during the reporting year.
	Select either tons or cubic yards for reporting all feedstocks by using the dropdown at the top of the reporting section. Choose tons (if measured by weight) or cubic yards (if measured by volume).
	/
	If cubic yards are selected, conversion to tons for each material is automatically calculated within the form when cubic yards are chosen in the dropdown.
	/
	Enter the amounts for each type of feed stock in the sections shown. Mixed materials should be entered under the component that makes up largest portion of the mixture.
	To add feed stocks that are not listed, please click the + Other button /.
	Specify the type of feed stock in the first field and the amount in the second. Both fields are required. You must use the same units (tons or cubic yards) as you selected for the main report. 
	/
	If using cubic yards, you may use a conversion factor based on your determination of the density of the material. See the downloadable information sheet for material definitions that may help. All conversion factors are subject to DEQ approval. If you have questions regarding the correct conversion factor, please contact the DEQ reporting and invoicing coordinator at sw.feereporting@deq.oregon.gov for guidance.
	/
	When your entries are complete, save your progress by clicking the red save button /. Make sure you see “submittal saved successfully” appear in the top right of the report before you leave the screen to ensure your progress is saved. Click the red save button again if you are not certain.
	NOTE: Once you complete all the required fields by following the above instructions, the red exclamation point / on the basic info tab at the top of the page should go away and you can navigate to the attachment tab.
	Attachments are not required for this report, but if you wish to provide supplemental information, select “Click to Upload or Drag Files Over Here.”
	/
	Each attached document must be:
	 labeled with a document type and saved.
	 a file type listed in the right-hand navigation pane.
	To upload a file, select or drag the file you wish to upload. Not all types of documents may be accepted. If you encounter any issues while uploading, refer to the list of approved file types on the right-hand sidebar. If the right-side bar is currently collapsed, you may click the arrow (<) at the top right of the main panel to reopen it.
	/
	NOTE: If your document is larger than 50 MB, or you are encountering issues attaching your document, you may mail or email the document. 
	To mail documents to DEQ, please send them to the attention of the reporting, fee and invoicing coordinator at the address listed in the staff contact section at the bottom of this user guide. 
	To email documents please send them to the email address for the reporting, fee and invoicing coordinator in the staff contact section at the bottom of this user guide. Please note, there is a 50 MB limit for email attachments as well and if the document is larger than that, it can either be split into smaller sections and emailed separately, or you may reach out to the reporting, fee and invoicing coordinator regarding other options.  
	Below the file name, select “Click on document to identify the attachment type.” and then select from one of the types listed. 
	/
	Enter a brief description of the document in the “Comments” section. 
	Click the red save button / or the attachment will not successfully upload.
	/
	When you are done adding and labeling any attachments, click on the red save button /.
	NOTE: If you have saved a document with an incorrect document type, you will have to delete the document using the red trash can button/on the upper right and reattach the document to select the correct document type.
	At the time of submittal, no payment is due for the Composting Facility Annual Report. 
	NOTE: For permittees with a full Solid Waste Composting Facility permit, in July of each year DEQ will send an invoice to the provided fee contact which will include the annual amount of the fee and the due date for the fee payment. Fees are based on the tons of feedstocks reported as used for composting during the previous reporting year.
	NOTE: DEQ does not assess permit compliance fees for permittees with a SW Composting Facility Registration permit, and they will not receive an invoice.
	Starting July 1, 2022, a 4% technology fee was 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 about the 4% technology fee, refer to YDO technology fee FAQ.
	Reference: OAR 340-097-0110 and OAR 340-097-0120.  Additional information is also available on the DEQ website.
	Congratulations! You are almost done. 
	When a green checkmark / is shown next to “Basic Info” below the green bar, and the only red exclamation point / is on the Submission tab, the required information for your report is complete.
	To view/save/print the submittal data entry form click the printer button /. You’ll need to disable the browser pop-up blocker if the PDF fails to appear.
	NOTE: The submittal data entry form for your composting facility report is a draft summary of information entered into the basic info tab. This is your last opportunity to review and update content and attachments before submission.
	If you are satisfied with your submittal, go to the submission tab.
	NOTE: If you are having issues with your review, refer to the troubleshooting section below.
	/
	Under the submittal form(s) summary section, if the basic info tab has any missing required information, a red x will appear next to “basic info” below the green bar. A red exclamation point / will appear on the basic info tab at the top. The red exclamation point / on the submission tab is correct at this point.
	Go back to the basic info tab and complete any missing required fields. When all required information is entered, the red exclamation point / will no longer be displayed on the basic info tab.
	/
	If you have added an attachment but did not specify the “document type,” you will see “missing the attachment type” under the pink bar on lower right. A red exclamation point / on the attachment tab will appear. The red exclamation point / on the submission tab is correct at this point.
	Go to the attachment tab, specify the document type, and click the red save button /.
	/
	Review the certification statement and select the box to acknowledge that you have read and agree to the above certification statement. Once you have checked this box the red exclamation point / on the submission tab will disappear.
	Click the blue submit button at the bottom of the submission tab to complete your facility’s Compost Facility Annual Report.
	NOTE: Until you submit using the blue submit button, your report will remain as pending. Saving is not the same as submitting. 
	/
	If you are not ready to submit, click the red Save button / before leaving the submittal screen. When you are ready to continue working on this submittal, it will now be in the pending submittals module on your dashboard. 
	If your submittal is successful, you will see a green bar with “submission successful“ at the top of a page showing information about the submittal. You will have the opportunity to save a copy of your final submittal form and receipt. DEQ recommends saving both for your records.
	NOTE: The submittal form reflects the date, time and all information provided on the basic info tab. The receipt form reflects the date, time and payment or payment due information but does not reflect the data provided on the basic tab.
	To return to your Dashboard, click the blue finish button in the lower right.  
	/
	Staff contact
	Information about solid waste permits and DEQ’s regulations may be obtained from the DEQ Solid Waste Program web page.
	All inquiries regarding completion of this form and its contents should be directed to the Reporting, Fee & Invoicing Coordinator at 503-229-6434 or sw.feereporting@deq.oregon.gov. 
	 All Counties
	 Contact:

	Reporting, Fee & Invoicing Coordinator
	Baker, Crook, Deschutes, Gilliam, Grant, Harney, Hood River, Jefferson, Klamath, Lake, Malheur, Morrow, Sherman, Umatilla (including Milton-Freewater), Union, Wallowa, Wasco, Wheeler, Clackamas, Clatsop, Columbia, Multnomah, Tillamook, Washington Benton, Coos, Curry, Douglas, Jackson, Josephine, Lane, Lincoln, Linn, Marion, Polk, Yamhill
	Materials Management Program
	700 NE Multnomah St., Suite 600
	Portland, OR 97232-2131
	Phone: 503-229-6434
	sw.feereporting@deq.oregon.gov 
	All inquiries regarding the permit associated with this reporting form should be directed to the permit coordinator at the regional office for the area where the facility is located. DEQ’s regional offices are as follows:
	 If your facility/project is in this county...
	 ...then send to this DEQ office

	Eastern Region
	Baker, Crook, Deschutes, Gilliam, Grant, Harney, Hood River, Jefferson, Klamath, Lake, Malheur, Morrow, Sherman, Umatilla (including Milton-Freewater), Union, Wallowa, Wasco, Wheeler
	Materials Management Program
	400 E Scenic Drive, Suite 307
	The Dalles, OR 97058 
	Phone: 541-298-7257
	DEQER.SolidWastePermitCoordinator@deq.oregon.gov 
	Northwest Region
	Clackamas, Clatsop, Columbia, Multnomah, Tillamook, Washington
	Environmental Partnerships
	700 NE Multnomah St., Suite 600
	Portland, OR 97232
	Phone: 503-229-5353
	DEQNWR.SolidWastePermitCoordinator@deq.oregon.gov
	Western Region
	Benton, Coos, Curry, Douglas, Jackson, Josephine, Lane, Lincoln, Linn, Marion, Polk, Yamhill
	Materials Management Program
	165 E Seventh Ave., Suite 100
	Eugene, OR 97401
	Phone: 541-687-7465
	DEQWR.SolidWastePermitCoordinator@deq.oregon.gov
	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.
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