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How to Associate to a Facility  
Users will have a role for each facility. The role associated to a facility determines what actions the user can take for that 
specific facility. User may be associated to one or more facilities.  

The first user to associate to a facility will need to be an Organization Official who will have the ability to eSign 
documents and approve others to eSign documents. This person must be an authorized person or a duly authorized 
representative of the facility. There can be more than one Organization Official. Certifiers and Preparers will need to be 
approved by the Organization Official. Viewers are associated upon request. The roles and page reference are defined 
below.  

eDMR Organization Official (pg. 1): Ability to eSign and submit documents and approve others to eSign 
documents. Can also prepare and view documents. Before association user must certify that they are an authorized 
person or representative of the facility. 

eDMR Certifier (pg. 5): Ability to eSign and submit documents. Can also prepare and view documents. After 
association is requested, the Organization Official must approve before association is finalized. 

eDMR Preparer (pg. 5): Can prepare and view documents. After association is requested, the Organization 
Official must approve before association is finalized.  

eDMR Viewer (pg. 9): Can view documents. Does not require approval for association.  

Repeat steps as needed for all facilities. Each one will have to be done separately.  

 

 

Part 1: Organization Official(s) 
Step 1: From the eDMR Home page click on the ‘Facility Search’ tab.  

NOTE: New users will see a red error message indicating that they need to associate to their facility. Existing users will 
have facilities shown in the Associated Facilities list.  
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Step 2: Search for a facility by typing in the Permit Number OR the Facility Name/County (not both), then click ‘Search’.  

NOTE: Permit Number is the most accurate way to find a facility. Do not enter special characters for the permit number. 
Just enter the 9 characters (i.e. MO3333333). 

NOTE: User may enter the facility name or the facility county or both. Facility Name does not need to be full. User may 
search by partial names. 

 

 

Step 3: Select the role ‘eDMR Organization Official’ from the dropdown next to the desired facility. Click ‘Associate’ 
button.  

NOTE: User must have MoGEM role of certifier or organization official to select it for a facility. 

 



Page 3 of 12 
 

 

Step 4: Carefully read the Certification Statement. If appropriate, certify that user is an authorized person or a duly 
authorized representative of the facility by clicking the checkbox. Click ‘Associate’.  

NOTE: After association is made user will still see their search results on the Facility Search page but will no longer see 
the associate button. 
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Step 6: Click the ‘Home’ tab at the top of the screen at any time to see the Associated Facilities List.  

NOTE: User will see the facility listed in the Associated Facilities list with the option to Submit a Report, View 
Submitted Report/Revise Report, or viewing the Facility Information & User Management.  

NOTE: Click Facility Information & User Management button to see the Associated Users list and pending requests. 
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Part 2: Certifier & Preparer 
Step 1: From the eDMR Home page click on the ‘Facility Search’ tab.  

NOTE: New users will see a red error message indicating that they need to associate to their facility. Existing users will 
have facilities shown in the Associated Facilities list.  

 

 

Step 2: Search for a facility by typing in the Permit Number OR the Facility Name/County, then click ‘Search’.  

NOTE: Permit Number is the most accurate way to find a facility. Do not enter special characters for the permit number. 
Just enter the 9 characters (i.e. MO3333333). 

NOTE: User may enter the facility name or the facility county or both. Facility Name does not need to be full. User may 
search by partial names. 
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Step 3: Select the role ‘eDMR Certifier’ or ‘eDMR Preparer’ from the dropdown next to the desired facility. Click 
‘Associate’ button.  

NOTE: User must have MoGEM role of certifier or organization official to select it for a facility.  

 

 

Step 4: Click ‘OK’ on pop up window to make association request. Click ‘Cancel’ to cancel the request.  

NOTE: Before you are associated to a facility the Organization Official will need to approve your request. After 
association request is made user will still see their search results on the Facility Search page but will no longer see the 
associate button. 

NOTE: The Organization Official will receive an email with the request.  
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Step 6: Click the ‘Home’ tab at the top of the screen at any time to see the Associated Facilities List. 

NOTE: User will see the facility listed in the Requested Associated Facilities list with the option to view the Facility 
Information & User Management or Remove Request.  

NOTE: Click Facility Information & User Management’ to see who the Organization Official is and for their contact 
information. Click Remove Request to remove request and remove facility from the list. 
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Step 7: See How to Approve/Deny Pending User Requests for details. Organization Official must approve of users 
association request. Once this happens the facility will appear in the Associated Facilities list for the approved user.  

NOTE: Users making the request may need to contact the Organization Official to get them to approve of their 
association. Organization Officials can be found by viewing the Associated Users list in Facility Information & User 
Management for the requested facility. User will see their request in the Pending Request list.  
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Part 3: Viewer 
Step 1: From the eDMR Home page click on the ‘Facility Search’ tab.  

NOTE: New users will see a red error message indicating that they need to associate to their facility. Existing users will 
have facilities shown in the Associated Facilities list. 
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Step 2: Search for a facility by typing in the Permit Number OR the Facility Name/County, then click ‘Search’.  

NOTE: Permit Number is the most accurate way to find a facility. Do not enter special characters for the permit number. 
Just enter the 9 characters (i.e. MO3333333). 

NOTE: User may enter the facility name or the facility county or both. Facility Name does not need to be full. User may 
search by partial names. 
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Step 3: Select the role ‘eDMR Viewer’ from the dropdown next to the desired facility. Click ‘Associate’ button.  

NOTE: Viewers are associated immediately upon request. No approval is required because they do not have capabilities 
other than viewing reports and facility information.  

NOTE: After association is made user will still see their search results on the Facility Search page but will no longer see 
the associate button. 
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Step 4: Click the ‘Home’ tab at the top of the screen at any time to see the Associated Facilities List. 

NOTE: User will see the facility listed in the Associated Facilities list with the option to Submit a Report, View 
Submitted Report/Revise Report, or viewing the Facility Information & User Management.  

 

 

 

 


