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Chapter 1: At a Glance

1.1 What is ePermitting?

Electronic Permitting (ePermitting) is an online tool that allows users to submit
and receive an issued Missouri State General Operating Permit wfrom the
convenience of their home, office or jobsite. This online tool removes the time it
takes from sending in an paper application to the Missouri Department of Natural
Resources (Department), processing time of drafting the permit and all that is
involved, and receiving an issued permit via the mail, which can take days,
weeks or even months to receive.

1.2 Please Read

Information contained in the ePermitting User’s Guide will help the user
understand and navigate the ePermitting system. The department recommends
applicants read this manual before applying for a permit. If problems arise during
the use of ePermitting, the department has staff available to answer questions
during regular business hours, 8 a.m. to 5 p.m., Monday through Friday.

1.3 General Information and Screen Shots

This section includes screen shots of the ePermitting online system with some
general information on parts of the screen. If there is any problems with
navigating or understanding language used with reference to screen layout, this
section should help.

Missouri Department of

Natural Resources

Clean Water Information System - ePermitting

Welcome to ePermitting

I you e 50 [aClTes Ibed i the Assocmbed Faclity secion of B9 Dage of o o wiusd M 10 800 20 SO0vionl FacliTy IRl is sol Beied, yow must Select the FaclTy Search
158 & 1% E00 O Ebe Dage. Frodm ISl page., poul will be A0 [0 53T & few TECETY oF SSCT 3R EXIEEng &6 IC GIRpdey of your Nome fape.

The above screen shot shows the top of the page displayed when a user
accesses ePermitting. The (A) points to hyperlinks that will always be displayed
at the top right hand side of the ePermitting window.
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The Help hyperlink contains documents (including this one) to help users
understand and navigate ePermitting and the Geographical Information System
(GIS) mapping program built into ePermitting.

The logout hyperlink is useful in that it allows a user to escape from the
ePermitting system rather than closing the window (which is fine) or letting
ePermitting be “timed-out.” If using a public computer, please logout after using
epermitting.

The (B) points to what is commonly refered to as the Primary Navigation bar. In
the Primary Navigation bar, users will see tabs that correlate to different screens
in ePermitting. Please remember that when a user switches from one screen to
another without actually clicking the save or continue button, any data entered on
the page will not be saved. To save time and the effort of duplicate data entry,
please save data (that screen shot is below).

The (C) is pointing to the email address and phone number to contact
department staff for questions. The email address and phone number are
located at the bottom of each ePermitting page. The toll free number is 1-855-
789-3889 and the local number is 573-526-2082.

Missouri
Dapartmant of
Matural Resouwrces

Next on the list of things to show are the buttons. Buttons shown with (D) below
have all sorts of funtions, but for the most part they either save, add, edit,
remove, or link information for the user.

Facility Search

Vou mest irst seanch for an exissng faciizy before adding a new facilty. This IS m snsune Mar the facillty 0oes Nod Blneady MOST i 00V recoves.

Address, City, Stabe, Jip

501 Ky Dl Lol W0 E5TOD
K37 Concrele-AuToia Kay Concrebe-Aurce 30 E M Siroesl. Aceora. WD §5505 Lawrsnce

shirede-ME ¥ Emnon Kay Concrete-l Yesnon 410 M. Man 51, ML Yemon, MO 85T 12 Lawrencs

(Please note the above facilities are only used for an example).
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Missouri Department of

Natural Resources .

Clean Water Information System - ePermitting

Facility Information F

Faviuty information

Owner Informadon
Cispry From Faclity o

“Cwnership Typa' -

Copy fram Uner' Info

Cornpany Fame

Firal Hame i) Land Hama Sl (Jr, Sr, #lic

“Country] Linted Sistes indgemanonal Code

Phone] | Fax

E-muml Adrasd

The (E) above points to what is commonly referred to as the Secondary
Navigation bar. Secondary Navigation bars are used when there are additional
parts to specific item in ePermitting. For (E) above, the most important
information about a facility is the location and ownership information, which have
required items. Contact information (tab in the Secondary Navigation bar) is not
required — meaning that if left blank, a user can still be issued a permit.

The (F) points to required fields, which are noted by an asteric (*).

Required items, as noted with the (*), are indicated by either error messages or
alert messages as documented in (G) below.

Missourl Department of

Natural Resources

Clean Water Information System - ePermitting

Facility Information
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I
Additionally, if a word has a by it, users can click on the word or item. This
is a hyperlink that will take the user to a glossary or other document defining the
word or item.

Chapter 2: Help Documents

The help documents contained in this chapter can be used throughout the
process of ePermitting. In addition to having these documents in the user guide,
the help documents can also be accessed in other locations of ePermitting (e.g.,
the Help hyperlink located at the top of each ePermitting page).

2.1 Frequently Asked Questions (FAQ)

What do | do if my question is not contained in this FAQ?

If the FAQ does not answer your question, you can try the other Help
Documents: Help Document — Fee Info or Help Document — Permit Info. In
addition, you can also try the online Glossary, which can be accessed by
using the Help link at the top right portion of the ePermitting page.

If you are not able to find the answer to your question or solution to your
problem, you can also click the ePermitting email address at the bottom of the
page. This will create an email that will be sent directly to Department staff.
Additionally, you can call the phone number at the bottom of the ePermitting
page. You may also contact your local Department of Natural Resources
Regional Office.

Please note that providing timely service for ePermitting is one of the
department’s top priorities. Department staff will try to answer your question
as soon as they receive it; however, if your question has not been answered
within two working days, please re-submit the question or call again.

Why is my user ID not working?

First and foremost, please ensure the correct user ID is being used. If the
user name contains too many or not enough characters or special characters,
such as symbols, the system will not accept it. If the user ID has not been
used (i.e., inactive) for 13 months, it will be inactivated. The user will then
have to create a new one, which can have the same information as the
inactivated user ID. Additionally, the Citizen Application Gateway login
expires every 30 days.

Why has my Facility or Application been deleted?
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In ePermitting the user does not have the ability to delete a facility created in
ePermitting or an application; however, if applications or facilities are in the
ePermitting system for more than six months without any activity, ePermitting
will delete them.

2.1 FAQ (continued)

e |can’t find my Facility and/or Application in ePermitting?

If the facility cannot be found in the Facility Search (assuming that the user is
logging onto ePermitting for the first time), then it either does not exist in the
department’s databases or has a different spelling. The facility search text
box is an open ended search, which means the user does not have to be
specific with the name of their facility and can reduce it down to the first few
letters of the facility’s name.

If the user has already created a facility and application, and no action has
been conducted in the last six months, the system will remove the facility and
application.

However, if activity has been conducted lately and either the application or
the facility still cannot be located, you may have either accidentally or
purposefully disassociated from a facility. This will require the user to conduct
a Facility Search again.

If the permit has been issued, the application will not be located; however, the
facility should be there.

If the above are not true, then please contact the department at the email
address located on the bottom of each page in ePermitting.

Please note that when a facility created in ePermitting has been issued, the
facility is now a part of the Missouri Clean Water Information System
(MoCWIS). Once a facility becomes part of MOCWIS, ePermitting users
cannot edit any information for the system other than facility contact.

e What is a Facility?
Physical location where the conditions of a permit or other compliance must
be met. A facility has a facility address and an owner. A facility address is
the physical location of a permitted activity.

e Why do | have to associate myself to a Facility?
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The system only allows users that have associated themselves with a facility
to begin the application process or conduct any edits to the facility and
application to process and receive the issued permit.

| cannot enter my Facility name or other required field into ePermitting.

If your facility contains special characters (see below), there is potential that
the ePermitting system will not accept a facility name or other required
information. The user will be informed that ePermitting did not accept the
facility name or other required field when it indicates “Facility Name is Invalid.”

Below is the list of special characters that should not be used. There are
other special characters that exist, but below are the common special
characters.

# (pound or number) . (colon)! (exclamation point)
@ (at sign) ' (tick mark)

- (dash) .(period) / (forward slash)

$ (dollar sign) % (percentage)

* (asterisk) ( (open parenthesis)

) (close parenthesis) _ (underscore)

+ (plus sign) ? (question mark)

; (semicolon) , (comma)

~ (tilde)

Who should be added as Facility Contacts?

Any person associated to a facility that is or can be responsible for answering
guestions about the permit and application can be added as a facility contact.
Typically, facility contacts are comprised of the owner and main facility
contact (which can be the owner also). In addition to the owner, other facility
contacts can be third party entities associated to the facility (like an
engineering firm) that acts on behalf of a facility.

How many people can be associated with a Facility?

There is no limit to how many users can be associated to a facility. However,
it is very important to keep the user count down for each facility. Users have
the ability to make changes to facility information. The more users there are,
the greater the potential for having changes that may not be tracked or
approved by the permittee of record.

Who can act on behalf of my Facility in ePermitting?

In ePermitting any person associated to the facility can act on behalf of the
facility. This can range from the facility’s owner to the entity paying for the
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permit. This can also mean third party entities like engineering firms
associated to the facility.

What information do | need to have available when applying for a Land
Disturbance permit?

When applying for a Land Disturbance Permit, it is recommended that the
user have information available to ensure a smooth process for obtaining their
issued operating permit. At this time, ePermitting will be used only to issue
land disturbance permits, so until the time that ePermitting issues other
general permits — the information below is specific to land disturbance
permits.

1. The primary requirement of the land disturbance permit is the
development of a Stormwater Prevention Pollution Plan (SWPPP). The
SWPPP must be developed prior to permit issuance. While the
department is unable to ensure an applicant has developed a SWPPP, it
will be first among the items requested by the department’s field inspector
or compliance investigator.

2. Map of the project area to include the entire contiguous area where land
disturbance is to occur. It is best to have an imagery map of the area so it
can be compared to the GIS map the user will draw in the ePermitting
system.

3. Knowledge of local government jurisdictions erosion control requirements.
Some cities, counties, and other local jurisdictions have their own
requirements which the applicant must comply with. It is the applicant’s
responsibility to be aware of any local authority requirement prior to permit
issuance.

4. Determination of the project’s location with regard to the U.S. Army Corp
of Engineers’ jurisdictional waters. A project located on or near these
waters may require a Clean Water Act (CWA) Section 404 Permit.

What is a polygon?
A polygon is an area drawn by the user using the GIS mapping program in
ePermitting. The polygon outlines the project area where land disturbance is

to occur. The polygon starts at one point and continues around the area until
the end point reaches the same point as the starting point.
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2.1 FAQ (continued)

What does the polygon represent in my permit application in
ePermitting?

Polygons in ePermitting’s GIS mapping portion can either be the whole/total
project size or the actual area to be disturbed. If more than one area of a
land disturbance in a project is to be disturbed, then the user will need to
draw a polygon that contains both (or as many as needed).

If the project is not continuous, then there may be need for more than one
land disturbance permit.

What does ePermitting do with my polygon drawing?

The GIS mapping portion of ePermitting uses the polygon to determine
permitted features. For each 12-digit sub-watershed the user-drawn polygon
crosses, a new permitted feature will be added (i.e., one permitted feature per
12-digit sub-watershed).

The permitted feature created is then used to determine all hydrological and
locational data. This means that ePermitting for all permitted features created
in the user -rawn polygon will calculate the permitted feature number, first
receiving water body, first receiving water body classification, first classified
water body, first classified Water Body Identification Number (WBID), UTMs,
legal description, and if a water body is on the Missouri 303(d) List for
impaired waters. It will also determine if the first classified stream is a
Missouri classified water body or in a different state, the 8-digit watershed, the
12-digit sub-watershed, and other GIS information used by the department.

What is a Permitted Feature?

Permitted features are specific areas (points) of a permitted facility that help
identify the effluent type that compliance is measured or monitored (i.e., often
where the sample is to be taken). Permitted features are often referred to as
outfall; however, an outfall is only one type of permitted feature, which also
includes: cooling water intake, influent structures, internal monitoring points,
land application sites, monitoring wells, stormwater outfalls, underground
injections, and stormwater reference points (for land disturbance).

How does ePermitting determine the Permitted Features?

When the user has completed drawing the polygon (i.e., either the actual area
to be determined or the total project area), there are numerous actions taking
place in the background (background means databases are being updated
and flow traces are being conducted).
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One of the calculations in the background is when the system performs an
operation to find the geometric center of the polygon for each 12 - digit sub-
watershed that the polygon crosses. The system will then determine location
of the highest flow accumulation within the polygon. From these two factors,
the permitted feature is generated.

(NOTE - the biggest polygon portion in a 12-digit sub-watershed receives the
primary designation. If the polygon does not cross a 12- digit sub-watershed,
then the one permitted feature is the primary permitted feature).

Can | change or edit a Permitted Feature?

Permitted feature information (i.e., hydrological and locational data) cannot be
modified in the ePermitting Permitted Features page; however, the user can
delete a drawn and completed map or change the polygon. This will cause
the system to determine new permitted feature information.

Who should certify the application is complete?

In ePermitting, there is no business or programming background rule that
requires a certain facility contact or associated user to certify when the
application is completed. Meaning any user associated to a facility or
application can certify the application is completed. With that being stated, it
is in the best interest of the owner (or entity on the owner’s behalf) conducting
the certification portion of ePermitting.

Does the same person have to enter the application, certify when it is
complete, and pay the application fees?

The quick answer is NO. Any associated user can certify the application on
the ePermitting Certification page; however, when the user does certify —
ePermitting will capture the name of and information of who did certify. This
name and information is then populated on the ePermitting Certification and
Signature Document (see questions regarding ePermitting Certification and
Signature Document below).

Any user associated to a facility can also pay for the application.

2.1 FAQ (continued)

How much is the application fee?

The application fee depends on the type of permit you are applying for.
Additionally, the application fee is also determined by if the operating permit is
new, or a modification, or for a renewal. For a better and more in depth break
down of fees, please see the Help Document — Fee Info.
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e What payment methods are accepted?

Credit cards, debit cards and electronic checks (e-checks). No other form of
payment can be used in the ePermitting system. For more in-depth
discussion of fees and fee payment, please see the Help Document — Fee
Info.

e How do | know when my application is complete?

In ePermitting, the application is completed when the permit is successfully
issued. The user will be informed of this when the Permit Confirmation page
is generated in the system AND contains the following information in the text
box:

“The application fee for the (permit name) has been successfully
processed: your confirmation number for this payment is (###).

The permit has been successfully issued and your Permit Number is
(MO###H#H###). Your final issued permit document will be made
available as a PDF. Please note when you return to the Home Page,
this permit application request will no longer be in process. Instead,
you will have the ability to view and print your final issued permit
document from the Home Page.

As stated in the permit, you are required to post a copy of the public-
notification sign at the main entrance to your site. You are also
required to sign the ePermitting Certification and Signature
Document and send it to the department. Your permit may not be
considered valid after 30 days if the department has not received the
sign document.”

If the above text is not displayed, the application is not completed.

e When and how will I receive my final permit document?
When the application is completed (see above), the user will be directed to
the ePermitting Home Page. There will be a link near the bottom of the page
under the sub-section header “View Final Permit Document.” The link is the

operating permit number. Click the link to access the permit.

e Who should I contact if | have questions about my final permit
document?

If you have questions regarding the final permit document (i.e., the issued
permit), you may contact the Department of Natural Resources Regional
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Offices (Regional Office map and contact information is contained in the
issued permit documents) or the phone number at the bottom of the
ePermitting screen. Accessing the email account can also be used, but it is
more for issues with the ePermitting system and not really to be used for
operating permit questions.

When will I be contacted by the Missouri Department of Natural
Resources for inspections or other follow-up?

The Department does not use a formal process to determine when or which
land disturbance permitted locations are to be inspected. However, it is very
important to note that before the department conducts an inspection and even
investigation, department staff will contact the permittee prior to conducting
the inspection or investigation.

What is the ePermitting Certification and Signature Document and why
is it required?

The ePermitting Certification and Signature Document (document) is a
temporary work-around from the U. S. Environmental Protection Agency’s
(EPA) Cross-Media Electronic Reporting Regulation (CROMERR). Basically,
CROMERR requires a level of security and accountability in addition to
existing federal and state rules and regulations. Currently, Missouri’s
regulations require a signature be present for all applications; however, there
isn’t any location in ePermitting to place a signature. To help address this
issue, the department is requiring the document be signed and returned
(original signature) to the department within 30 days of receiving the
application. Failure to submit the document may lead to the operating permit
becoming invalid.

What happens if | fail to return my ePermitting Certification and
Signature Document form by the due date?

If the department fails to receive the ePermitting Certification and Signature
Document (document) within the 30 day time frame, the department will send
letters to the permittee requesting the document be signed and returned to
the department in a specified time frame.

Additionally, if the permitted land disturbance activity is inspected, the
department inspector may come with a copy of the document for the
permittee to sign.

If after additional correspondences fail to provide the signed document, the

department will take steps to have the permit revoked. When the permit is
revoked, the land disturbance activity will be considered a violation of the
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Missouri Clean Water Law and its implementing regulations for failure to
obtain a required permit.

2.2 Fee Information

What is the fee for each application?

The ePermitting system is being developed in phases, so not all permit types

and Categories are currently available through ePermitting. Phase | covers
Land Disturbance (MORAO00000) permits. Phase Il will contain most other
general permits, construction permits (sewer extensions), and Permits-by-

Rule.

The fee amounts below are based on Missouri Revised Statutes 8644.052
and 8644.053. Additionally, these fee amounts are also contained in Missouri
Regulation 10 CSR 20-6.011 — Appendix A as of February 2012. The
Missouri Department of Natural Resources is required by law to revise fee
amounts periodically, which may change the below fee amounts. If fee
amounts are changed, this document will contain the new fee information.

For NEW applications/permits only:

Permit type Permit Category Application | Annual Can the
Fee Fee? permit be
renewed?
General Land Disturbance $300.00 No No
(MORAO00000)
General Land Disturbance $300.00 No Yes
(MOR100000)
General Animal Feeding $150.00 Yes Yes
Operations (AFO) and
Concentrated Animal
Feeding Operations
(CAFO)
NEW applications/permits only:
Permit type Permit Category Application | Annual Can the
Fee Fee? permit be
renewed?
General Chemical fertilizer or $150.00 Yes/ Yes
pesticide facility $50.00
General | All other $150.00 Yes/ Yes
$150.00*
Construction | Sewer Extension (under $75.00 No No
1000 feet long)
Construction | Sewer Extension (equal $300.00 No No
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to or over 1,000 feet
long)

Construction | Lift Station (if a lift $300.00 No No
station is part of the

above two, then it falls
under this fee amount)

Permit-by- | Permit-by-Rule $25.00 No N/A
Rule

* - For new General Permits the annual fee is $150. Upon the next renewal,
the annual fee drops to $60.

RENEWALS applications/permits only:

Permit type Permit Category Application Annual
Fee? Fee?
General Land Disturbance (MOR100000) $300.00 No
General Animal Feeding Operations (AFO) $150.00 No

and Concentrated Animal Feeding
Operations (CAFO)

General Chemical fertilizer or pesticide No $50.00
facility
General | All other No $60.00

MODIFICATION and OWNERSHIP TRANSFERS applications/permits
only:

Permit type Permit Category Application
Fee?
General Animal Feeding Operations (AFO) and Yes / $150.00
Concentrated Animal Feeding Operations
(CAFO)
General Chemical fertilizer or pesticide facility Yes / $12.50
General All other — new (has not been renewed) Yes / $37.50
General All other — renewed (has been renewed) Yes / $15.00

TERMINATIONS application only:

No application fee is required for terminations of permits. However, it may be
in the best interest of the permittee to have all fees paid in full prior to
submitting an application for termination. Failure to pay annual fees is a
violation of the Missouri Clean Water Law and its implementing regulations.
Outstanding annual permit fees may cause the termination application to be
revoked.

What are the accepted payment types?

When making a payment in the ePermitting system, the user will actually
make the payment in a third party, private site known as Collection Services,

Page | 16




Inc. (CSI). The types of payment acceptable are credit card, debit card and
electronic checks (e-checks).

What do | do if | don’t have a credit card, debit card or electronic check?

If the user does not have a credit card, debit card or checkbook, the user
cannot use ePermitting. The user will need to submit a paper application to
the appropriate department Regional Office.

Which credit cards are acceptable?

Credit and debit cards with the Visa, Master Card or Discover logo are
acceptable. American Express is not accepted at this time.

What happens to my application if my payment is not successfully
processed?

If an error occurs while processing payment information, an error message
will display.

The Collector Solutions Inc. (CSI) system will generate several different
messages for a whole host of problems that could have occurred. The
messages CSI generates should provide some detail of the problem.
Regardless of the error type, if the payment is not processed, then the permit
application cannot be finalized (i.e., issued). The user should make sure all
information entered is correct and that the form of payment is acceptable in
the ePermitting system.

What happens to my application if my payment is successfully
processed?

When the payment is successfully processed by CSlI, the next page the user
will see is the ePermitting Confirmation Screen. From this screen, the user
will access the ePermitting Home Page to receive their issued operating
permit.

2.3 Permit Information

What types of permits can | apply for within the ePermitting system?

The development of ePermitting is being conducted in phases. Currently a
new Land Disturbance permit is the only permit type available in ePermitting.
As the department continues to develop the ePermitting system, the goal will
be to allow for the issuance of General Permits, Construction Permits (sewer
extensions), and Permit-by-Rule. The department will inform the public on
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when other general permits, construction permits (sewer extensions), and
Permit-by-Rule can be issued via ePermitting.

When do | need to apply for a Land Disturbance permit?

A Land Disturbance permit is required for projects that disturb one or more
acres or disturb less than one acre when part of a larger common plan of
development or sale that will disturb a cumulative total of one or more acres
over the life of the project, but is greater than one acre or more. A permit
must be obtained prior to starting land disturbance activities.

The ePermitting system is designed to allow the applicant to apply for and
receive a permit all in the same day. This means that if the applicant has all
of their information ready to be entered into the ePermitting system; the
permit can be obtained minutes prior to starting the activity.

What do | need to consider before applying for a Land Disturbance
permit?

SWPPP

The key component of land disturbance permit is the development and
implementation of a Stormwater Pollution Prevention Plan (SWPPP). Prior to
the issuance of a land disturbance permit, the permittee needs to have an
already developed SWPPP. Information including examples of a SWPPP can
be found at the following:
http://cfpub.epa.gov/npdes/stormwater/swppp.cfm#model

These examples should be used for educational or training purposes only.
Construction site SWPPPs must be developed following the requirements of
Missouri’'s land disturbance permit and describe the specific conditions of the
site and plans for development.

Local Ordinances

General operating permits for land disturbance activities do not supersede or
remove requirements to comply with any county or other local ordinances.
Therefore, prior to obtaining a general operating permit for land disturbance, it
is in the best interest of the applicant to contact their local authorities (e.g.,
city or county districts or governments) to determine if there are any local
ordinances for conducting land disturbance or construction.

Endangered Species

Permit eligibility related to endangered species. This is required in the
Stormwater Pollution Prevention Plant (SWPPP), which is the main
component of the land disturbance permit. For information on understanding
critical habitat, please visit the following link:
www.fs.fed.us/r9/wildlife/tes/docs/esa_references/critical _habitat.pdf.
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For information on listed species by state and county, please go to the
following link:
http://cfpub.epa.gov/npdes/stormwater/esa.cfm

The Missouri Department of Conservation’s website for the Natural Heritage
Review may be helpful and can be found at the following link:
http://mdcgis.mdc.mo.gov/heritage/newheritage/heritage.htm

2.3 Permit Information (continued)

Also helpful are the local offices of the U.S. Fish and Wildlife Service and the
National Marine Fisheries Service, these centers often maintain lists of
federally listed endangered or threatened species on their internet sites.

Jurisdictional Waters

A Clean Water Act Section 404 Department of the Army Corps of Engineers
Permit and the department's Clean Water Act Section 401 Water Quality
Certification (certification) are needed when placing material or fill into
jurisdictional waters of the United States. Any impacts to jurisdictional
streams or wetlands would require an application to be sent to the appropriate
U.S. Army Corps of Engineers District Regulatory Branch. A map of the
district offices and contact information can be located online at:
www.dnr.mo.gov/env/wpp/401/corps-map3.gif. Not all land disturbance
projects will require a 404 permit; however, if a 404 permit is required, land
disturbance activities are not to be conducted in the jurisdictional area of the
project until the 404 permit has been obtained. A discussion on the need for
a 404/401 permit as a requirement of this permit and is to be included in the
SWPPP.

e What is the Total Permitted Area and what should my polygon
represent?

The total permitted area can either be the total area or size of the project
during the permitted period, which includes at least one area where land
disturbance activities will occur. If more than one area is to be disturbed that
isn’t connected to another area to be disturbed, the applicant should draw the
total permitted area to include all land disturbance activities under a common
promotional plan.

A common promotional plan is defined as a plan undertaken by one or more
persons, to offer lots for sale or least where land is offered for sale by a
person or group of persons acting in concert, and the land is contiguous or is
known, designated or advertised as a common unit or by a common name or
similar names, the land is presumed, without regard to the number of lots
covered by each individual offering, as being offered for sale or lease as part
of a common promotional sale.
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This also means that if the user has only one area of which land disturbance
activities will occur, the user can draw a polygon of the exact location where
land will be disturbed. However, if land is being conducted in a location that
is not covered in the user drawn polygon, then the permittee may be in
violation of their permit.

2.3 Permit Information (continued)

What are permitted features and how does the system determine the
permitted feature(s) for my permit?

Permitted features are a description of a specific area for a permitted facility.
Some permitted features inform the department if a discharge location is
stormwater run-off or not, and some indicate if the point is specific to cooling
water intake. Typically, permitted features are associated with a facility’s
discharging outfall where compliance to a term, condition, or limit of a permit
is measured or monitoring (i.e., often where the sample is to be taken).

For Land Disturbance permits issued from ePermitting, the permitted feature
is a stormwater reference point. The stormwater reference point does not
accurately indicate the location where stormwater from the land disturbance
activity leaves the property. The stormwater reference point is needed as a
condition of federal regulations (i.e., all National Pollution Discharge
Elimination System facilities must have at least one permitted feature). In
ePermitting, the permitted feature or rather the storm water reference point is
determined in the GIS mapping program’s background.

After the user draws their polygon documenting the total project size of what
will be under the respective land disturbance permit, the GIS mapping
program conducts background calculations. One of the first calculations the
system determines is how many 12-digit Watershed Boundary Data (WBD),
the user-drawn polygon cross or intersects. For each 12-digit WBD the user-
drawn polygon crosses, the system will establish a permitted feature.
Meaning if the polygon crosses three 12-digit WBDs, the system will establish
three permitted features. The area of the polygon that is the greatest in size
within a 12-digit WBD will be established as the primary permitted feature.

After the number of 12-digit WBDs is determined, the GIS mapping program
finds the center of the user-drawn polygon and determine the location where
flowing water would most likely leave the polygon using topographic
resources and a feature called a Pour Point.

It is important to note that the GIS mapping program permitted feature is not
100 percent accurate. Therefore, it is not an actual outfall. Thus, outfalls
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must be established in the permit required SWPPP (see details on SWPPP
below).

What is required in the Stormwater Prevention Pollution Plan (SWPPP)?

The purpose of the SWPPP is to ensure the design, implementation,
management and maintenance of best management practices to prevent
sediment and other pollutants in stormwater discharges associated with land
disturbance activities. A SWPPP also ensures compliance with the Missouri
Water Quality Standards the terms and conditions of this general permit.

The SWPPP must:

List and describe all outfalls;

Incorporate required practices identified below;

Incorporate erosion control practices specific to site conditions;

Provide for maintenance and adherence to the plan;

Discuss whether or not a 404/401 Permit is required for the project; and
Name the person responsible for inspection, operation and maintenance
of best management practices.

~pooow

The permittee shall select, install, use, operate and maintain appropriate
practices for the permitted site. The following manuals are acceptable
resources for the selection of appropriate best management practices.

e Developing Your Stormwater Pollution Prevention Plan: A Guide for
Construction Sites, (Document number EPA 833-R-06-004) published by
the U. S. Environmental Protection Agency, May 2007. This manual as
well as other information, including examples of construction SWPPPs, is
available online at http://cfpubl.epa.gov/npdes/stormwater/swppp.cfm;

e Protecting Water Quality: A Field Guide to Erosion, Sediment and
Stormwater Best Management Practices for Development Sites in
Missouri, published by the Missouri Department of Natural Resources.
This manual is available online at: www.dnr.mo.gov/env/wpp/wpcp-

quide.htm.

The permittee is not limited to the use of these guidance manuals. Other
guidance publications may be used to select appropriate best management
practices. However, all best management practices should be described and
justified in the SWPPP.
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Chapter 3: Getting Started

3.1 Creating a new account in Citizen Application Gateway

In order to start using ePermitting, users must first access the Missouri
Department of Natural Resources’ Citizen Application Gateway. The Gateway is
a program the department uses to provide secure access to online systems like
ePermitting.

When the user clicks access the Gateway, the following window will appear:

Missouri Department of Natural Resources
Citizens Application Gateway

NOTICE TO USERS

This is a State of Missoun computer system and is the property of the same. It is for authonzed use only. Users
(authorized or unauthonzed) have no explict or mplat expectation of pnvacy. Any or all uses of this system and all
files on this system may be ntercepted, monitored, recorded, copied, audited, mspected, and disclosed to
authorized State and law enforcement personnel, as well as authorized officals of other agencies. By using this
system, the user consents to such interception, montoning, recording, copying, auditing, mspection, and disdosura
at the discretion of authonzed personnel. Unauthonzed or improper use of this system may result n administrative
disciplinary action and civil and criminal penalties. By continuing to use this system you indicate your awareness of
and consent to these terms and conditions of use, Do not continue to use this system if you do not agree to the
conditions stated wn this warming.

/A Login «+——f

EQrgol vour Pass

Missour Department of Natural Resourc 1-800-361- 482?.-'{5?3] 751-3443
Y P. G  Box 1786, Jeﬁersﬂn City, MO 651132 E-mail: contact@dnr.mo.gov

If the user is a new user trying to access ePermitting for the first time, they will
need to click the link [Request User Account], which is where the (A) is pointing.
If the user is an existing user for ePermitting, the user can just click [Login],
which is where the (B) is pointing.

When the user clicks the Request User Account, Gateway will have the user fill in
the Security Code (C), which is located where the (D) is pointing. The user will
then be required to enter a valid email addess where the (E) is pointing and then
click the [Submit] button where the (F) is pointing.
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.
Missouri Department of Natural Resources
Citizens Application Gateway

User Account Request

Fipigs Bbeled with * are requined

Enter the letters in this image in the security codle ekl *_,_,_.-——" D

E \ *Secuity Code

*E-mail Address

F— N

(3 Missoun Departmant of Katural Resource 1-800-361-4827 / (573) 751-3443
P. 0. Box 176, Jefferson City, MO 65102 E-mail; contat@dnr.ma.gov

After the user has entered the security code and their email address, Gateway
will then send an email to the user. The user will then access their email account
and click the link to create a new user account.

When the user clicks the link, the user will access the Gateway Account Request
page. On this page, the user is required to enter all of the information that has
an asteric (*), which is shown with arrows for (G) below.

In addition to the items that are required, the user will need to document which
application they wish to enter. At this time, there are two applications: Sanitary
Sewer Overflows and ePermitting; however, as the department moves forward
the number of online applications will grow.

The user will need to click the check box for ePermitting as shown with (H)
below. If the user clicks the [Add] button and there is a required item
missing, the user will need to recheck the ePermitting box again.

After the user has entered all of the required information and placed a check box
for ePermitting, they will click the [Add] button, which is labeled with the (1).
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3.1 Creating a new account in Citizen Application Gateway
(continued)

Missouri Department of Natural Resources
Citizens Application Gateway

Account Request

Fields [abeled with * are required.

*First Name
*Last Name
Orgarization
Department
Title
*Telephone
*address 1
Address Line 2
*City
*State Missouri -~ G

*Zip Code

* County
Country USA

*Security Question

*Answer
Password must contain seven to forty characters and contain at least one digit,
one upper case letter, one lower case letter and one speaal character.

*Password

*Confirm Password G

*usplay Name
*Applications
| Sanitary Sewer Overflow

When the user clicks the [Add] button, the system will indicate the account has
been established.

Missouri Department of Natural Resources
Citizens Application Gateway

Account Request
& nr.abbom added.

Fraigs abaked with * are required.

*First Mama Michael

*Last Name Abbolt
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At the bottom of the page, the user can also click the [Login] hyperlink, which is
documented with the (J) below.

Sanitary Sewer Overflow

1 ePermitting
Your user name is: nr.abbom J
Select the link below to login. /

Login
Your user account must be synchronized with the application before it will be
available. There may be a short delay during periods of high system activity.

Mizsoun Department of Natural Resources 1-800-361-4827 / [573) 751-3443
o

P. Q. Box 176, Jefferson City, MO 65102 E-mail: contact@dnr.mo.gov

3.2 Login to Citizen Application Gateway

To login to the Gateway system, the user can either login via the bottom of the
page after creating their new account as documented in section 3.1 with the (J)
or from the Gateway home page, which is below.

«
Missouri Department of Natural Resources
Citizens Application Gateway

NOTICE TO USERS

This is 3 State of Missoun computer system and is the property of the same. It is for authonzed use only. Users
(authorized or unauthorized) have no explicit or imphct expectation of privacy. Any or all uses of this system and all
files on this system may be intercepted, monitored, recorded, copied, audited, mspected, and disclosed to
authonzed State and law enforcement personnel, as well as authorized officials of other agencies. By using this
system, the user consents to such intercepbion, monitonng, recording, copying, auditing, mspection, and discosure
at the discretion of authorized personnel. Unauthonzed or improper use of this system may result in administrative
discplinary action and cvil and criminal penaities. By contmuing to use this system you indicate your awareness of
and consent to these terms and conditions of use, Do not continue to use this system if you do not agree to the
conditions stated in this warning.

Login
Request User Account
Forgot vour Password?
Missouri Department of Natural Resources 1-800-361-4827 / (573) 751-3443
& P. 0. Box 176, Jefferson City, MO 65102 E-mail: contact@dnr.mo.gov
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When the user clicks the [Login] hyperlink, the following page is displayed. The
user will need to enter their User ID, which is documented with (K). After this, the
user will need to enter their password, which is documented with the (L).

Missouri Department of Natural Resources
Citizens Application Gateway

Login Page

Fieids labeled with a red asterisk (*) are reguired, /

*User Id L
*__________.--

K

*Password

Password must contain seven to forty characters and contain at least one digit,
one upper case letter, one lower case letter and one specal character.

Login

- Missoun Department of Natural Resources 1-800-361-4B827 [/ (573) 751-3443
a P. 0. Box 176, Jefferson City, MO 65102 E-mail: contact@dnr.mo.gov

When the user enters their User ID and Password, they will need to click the
[Login] button. When the [Login] button is clicked, the Gateway Main Menu page
will appear. The Gateway Main Menu also informs the user when their password
will expire in red bold text located at the (M) arrow. The user will now need to
click the [ePermitting] hyperlink, which is located at the (N) arrow.

Missouri Department of Natural Resources
Citizens Application Gateway

Main Menu
M sParmitting ‘h—_ N

Mamtain User Account or Reset Password
Log Off the Svstem

Welcome, please select an option Password Expires: Sat Apr 21 14:40:38 COT 2012 (59 days)

Missoun Department of Natural Resources 1-800-361-4827 f (573) 751-3443
8 P. CI Bm: 176, ]eﬁersnn City, MO 65102 E-mail: contact®dnr.mo.gov

3.3 Login to ePermitting
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When the user clicks the [ePermitting] hyperlink as documented in section 3.2
with the (N), the ePermitting login page will appear. On this page, the user will
click the [Login] hyperlink located at the (O).

Missouri Dapartment of

Natural Resources

Clean Water Information System - ePermitting

eParmitting System
MOTICE TOUSERS

3 is @ Stabe of Lis s compuler Sysiem and is T progedy of ha saeme. B is Tor sulhersed wse only, Lisers (au ¢ off o imphich expectasian of
su6 of Mis sysham and all fles on this system may be indecepied, monio d d et Stabe and law
nel, as wall a5 authorzed off of ofhar agencies. By using Pis & awIhng

s il e cesLreton of aultorited Dersannel. Linauthoriced o
o use this Syelem you indicale roul Iwleness of and coraen b |
o ik M wasming

and ol Bnd eriminal
% Syiem i you o 6ol apnee 1o

Missour
Department of 1800- 3814877 | STR-T5 11300
Natural Resources Email cheamsater@dnr mo. gov

When the user clicks the login above, the user will be in ePermitting and entering
the application data to receive an issued Missouri State Operating Permit from
the department.

Chapter 4: New Users Only — Home, Facility Search and
Associate to Facility.

4.1 Home Page

After logging onto ePermitting (Chapter 3, Section 3.3), the Home page in
ePermitting will be the very first page that is seen. Depending on the user and
their application status, the Home page will have some minor differences.

For new users that have never logged onto ePermitting or if the user does not

have a facility associated to their account, the Home page will almost appear
blank, as follows:
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Missouri Department of

Natural Resources

Clean Water Information System - ePermitting

Welcome to ePermitting

& you haye B faclpes ExTeg in M ARSOCUE SO FROTY S00 000 OF Lt Do oF o yod WOt Bod 10 200 30 SA0in0n IRy INaE i mod ES0ed, P00 MUST SHeCT e Faciliry Seanch
il v the o OF e page, From that page, you will be side 10 S0 a new IRCility oF SeleCT a0 Siing one o displly on your Nome page.

Missouri
Depantment of 1-§00-381-4827 | STI-TE1-1300
Matural Resources E-mail cladrwilénghant mo gov

As users go through the process of obtaining an operating permit, this page will
become more populated with permit and facility information. However, before
this User Guide gets into that, the user first needs to conduct a facility search.

4.2 Facility Search

Before the user can do anything in ePermitting, they will need to associate
themselves to a facility. Before the new user can associate themselves to a
facility, they need to conduct a facility search. The facility can be new (i.e., user
create) or an existing facilty (already established facility in the department’s
database). Therefore, the users need to conduct a facility search to ensure they
are not creating a new facility, which can be a duplicate of an existing facility.

In order to conduct a facility search, the user will need to click the Facility Search
tab identified by the (A), shown below:

Missouri Department of

Natural Resources

Clean Water Information System - ePermitting
Worms | Tocilty Search
. A Welcome to ePermitting

i youl hurve no faciimes Ksred in the Associand Faciiny secuon of i page or if yog woold ke 1o add an agoinonal faciliy fhar is mor Exred, you must Select the Faciliny Search
tab &f feé pop of the page. From ma page, oo will be able 1o add 3 mew facilty or select &0 existing one o despley on yoor Home page.

Associated Faciliies

Missouri
Department of 18003614827 I 57 3-T51-1300
Matural Resources E.mail cheanwaberfSons mo.gov

After the user clicks the Facility Search tab, the Facility Search page appears, as
shown below:
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Missouri Department of

Natural Resources

Clean Water Information System - ePermitting

B Facility Search C

Vi FLIST s saarch for an ox faciliny bafors sdding @ mew (aciliry, Thes i3 10 answe shar he facility doe aireadly SEHT 0 DUT TeCOrT.

AJXEss By - | Zip Code C-ounts

— |
E B3

E/F/

Missouri
Dapartmant of 1-B00-38 14527 1 5TI-T5 1300
Matural Resources Emall deaewalenGans mo gov

On this page, the user will need to type the facility name into the Facility Name
field, identified with (B). Additional methods for searching for a facility include,
searching by the Owner Company Name, identified with the (C). Finally, the last
way to search for a facility is by clicking filling in the address (including city, zip
code, and county), which is identified with (D). After the user enters the search
information, they need to click the search button, which is identified with (E).
However, if the user determines that the facility that they are searching for is not
correct, they can click the clear button as indentified with the (F).

When using the Facility Name search button, the search that is conducted in the
background database is known as “wild card.” This means that if the user enters
“Oak Creek,” any facility that contains “Oak Creek” in its name will show up
under the search result. The search for “Oak Creek” in ePermitting, yielded the
following facilities:
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Faciity Fiama D P Cramer Comparry Mame

Addiess Caty [=] Zip Code County

Appilcation b

o Eiichurnond e K 3
Y Crek ERimiey Feon Richmond and Nabors Rouls 0 JACKSON. MO BITSS Caon M ARG LA
Consbuchon Giranse sy
F ! Andrew Drve and Angoma Foad
i Crewk Pariceray Sudaminio Aroway POA = i
3¢ Creat Parraay Susdvizion Ok Cresk Pariowsy PO BRANEON WEST M0, 45717 nna i
N i s = 2 el THTH TERRALCE ANID N D&k 5T =
Ok CREER AND GREY OAKE )5 - - Ty
Okl CREER, &HDi GRE k. FRANE JOSEPH DEY CO KASIZAS CITY . MO i ]
- e
AK CREEK ESTATES Rebi RICHUOND RT [, MACKSON, WO, BIT55 ;:’hh
B Ao e Capn ; .
(WK CREEK ESTATES RO RICHUCHD RT O, SACKSON, WO, 63758 - M Annociate
Curardeau
K CREEK FARMS e+ M AND MY Z WENTEVILLE. o u

WG 61565

OV CREEK PRRIWAY 2D MDD D CREER PARIWAY, INC 5,';:":1'5;?;"_*_]-,’,": T, BRANOOM . o0 N

138TH ST AND RUFINING HORSE

pnannnnnnof o
h?"

&K CREEK SUBD PHASE | AND N ELINE &HD LADEROUTE DEY COR PLATTE CITY. MG, 04078 Plans K
O CREEK SUBDFHASE I OEARK DEVELOPMENT INC L L e Tl ]
(8K CREEK, PHASE § SPY GLASS RIDGE DEV LLEC ﬁ!:;rjl_:jilé.lgrl.]HTE RO4D. PLATTE CITY, = =
The Masdows af Dok Cresk Thié Maacows 3t Ciak Crees baecknon, MO, MACKSCH WO, 83755 Caca M

[t BT

The above facilities are currently in the department’s Missouri Clean Water
Information System (MoCWIS) database; however, if the user wants to create a
new facility with the name (example of Oak Creek), the user will need to establish
the address (including city, zip code and county) or the Owner Company Name.

When the user gives a facility name or facility name with a specific address or
owner that does not exist in the MoCWIS database, the Facility Search will
indicate that the facility does not exist but a button at the bottom of the page [Add
Facility] will appear

4.3 Associate to a Facility

After the user has conducted a facility search, the user will need to associate
themselves to the newly created facility or to an existing facility that will be issued
the operating permit. This can be conducted two different ways.

Continuing with using the example of Oak Creek (existing facility), the user can

either click the Associate button identified by the (G), or click the facility’s name
link, which is identified with the (H).
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Missouri Departmant of

Natural Resources

Clean Water Information System - aPermitting

Facility Search

Viowl miesi (st seanch for an exrsing facility Defors aoding 3 pow facility. TS 1S 10 onsurs Rl it Eacilly G0€S mol airoadty SXTsT i 0o PeConTs

Search By Facility

Faciis Hams e R Tl Cameay MName

Caty - Tp Coow Ty -

| soarch I Clear |

AJCrBEE

F ncilsty Mama RN Company Hams Address. City, State, p “‘:TJ::""‘ "

Ansociate W

R Fsohime

st . Conamurne:
: - - 5 ] Andrew Datee and &ngora Road : [ Assoists |
ik Craek Paiway Subdision Tak Cresk Pareway BOA . N
3 = BRAMRGSON WEST, WD 85737 o
TRTH TERRACE AMND M OAK BT

KAMEBAS CITY, MO s i | nnocaate |
D CREEK EETATE! ROM FICHUOND R [, JACKA0N, MO, 33755 = M ==

Gitardeau

DK CREEK ESTATES BN EnCHMIOND BT O, JACKAON, MO, (3755 e M m
Guardesu

A Heh o Feoute D, JACKEDH, WD 8375 b mciate

24K CREER AMND GREY QAKE FRAMS, JOSEPH DEV CO

If the user clicks the blue facility name hyperlink as identified with (H), the Facility
Information page is shown. The user can then click the Associate button at the

bottom of the screen, which is identified by the (I).

Facility Information

Fewt llams m Lasd Hams Sulfi (& S
dadrwan (ihe I

City

Ly IO EDOn Bl 00

PR 1 Faar | |
E-mail Addreas \

When the user clicks the Associate button as identified with the (1) on the
previous page, the following page is displayed with blue text as identified with the

).
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Missouri Department of

Natural Resources

Clean Water Information Sy stem - ePermitting

e | Tocty Search
| I

Facility Information
8 Recoid successiully updaied % -».J

‘Indicanes o roquired old

" Cily ¢ Saw Uo “ Iip Code

Prione

My tncility s regulated by the Public Senice Commessaon

Owanarship Tros

"Company Name

First Mams ui Last Hams Suffix (i Sr., #ic
A3 Addrean (Bn
' ale :.D
o Intarnational Coda
“Phone Fa K
E-rmupll Agcdre: \
| Cruste thow ot |

Additionally, when the user is associated to the facility, they can create a new
permit or rather start the application process for obtaining an issued permit as
idicated with the (K), but that will come in a different chapter.

Missouri Department of

Natural Resources

Clean Water Information System - eParmitting

Facility Search
Vil sy DEST adench e an el iy Facilty befode sdtling a naw' FeclTy. Fisi @ D easurs el e facillty Soaa ol alreddy Sciur in oo recodes
F achity FMlame i, e Crner Comp-aey Flarmss

i s i TITH TERRACE AND N OAK ST, KaMSAS ., = e

If the user clicked the [Associate] button as identified with the (L) above, the
Facility Search page is refreshed and the ability to associate to the facility that
the user just associated to is no longer an option (i.e., the button does not
appear) as documented with the (M) below.
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Facility Search
Vsl bl firs? Saanch for an exrsiing BCHTy Belare sdding & sew IaoiTy. Thes 3 00 anturs M th ity doss nof Sirdady Sriel i oo redovds,
Search By Facility
Faciidly feame L T Chwrer Someany Flams

Agdnenn Ciy - Tip Code Caunty

Crwner Company Mame Hddress, City, Siate, Nip Comnty

Eon Richmond and hasoes

Rt 0, JACKEON, MO, 63754 =

Coniinscisn Ciras de gy
x T b A % = " &ndrew Darew and Angora Road Ak -
Qi Cresk Farioway Subdedsior Oak Croak Panway POk iyt i e Eeane H =
9 —E TH s2an
MK CREEK AND GREY 8K FRANK JOSEPH DEY CO e AN L CINC T TS H =
QMK CREEK ESTATES RON RICHUOND RT D, JACKE0M, W0, 53755 Caps M =
Girardeau
Mama  —

When the user associates themselves to a facility by either way, the user will now
be assocaited to the facility and the facility will now display on the Home page as
shown with the (N) below.

Missour Department of

Natural Resources
Han System - ePermitting
N Welcome to ePermitting

¥ you Pearve o Eacilizigs Jiapedd i B Sacciaed Facilty secpon of the Dage oF I yoir would Wop i sdd an sdoivonsd Reclity thal B sol Bxsed, pou mest selecr ihe Faciliny Sewel
b &0 i pop of e page. From page, you will be able 20 add & new facilTy oF SeiRCT an erisnng one fo obspday o oor Home page.

Chapter 5: Existing Users Only — Home, Facility Search and
Associate to Facility.

5.1 Home Page

After logging onto ePermitting (Chapter 3, Section 3.3), the Home page in
ePermitting will be the very first page seen. Additionally, as documented in
Chapter 4, the Home page in ePermitting will appear differently if the user is new
or an exsiting user depending on if the existing user has already associated to a
facility, has an application in process, or has an existing issued permit.

Page | 33



For existing users that have already associated their account to a facility but
have not started the Application in Process and do not have any issued permits
linked to their account, the Home page will appear as follows:

Missouri Department of

Natural Resources

Clean Water Information System - ePermitting
Welcome to ePermitting

¥ you Asve no faciimes Bsied in e Associared Faciity secoon of the page or of you woulkd ke i aod an addinonal facility fasl is sol Bsied, you muss sefect the Facility Search
tab at she fop of the page. From thal page, yoo will be ol 1o 2o 2 mew EaCily or Selec an ensing one o drepiay on Yoo Home page.

Fa | et b - m
Bufier County indusirial Park Road | wmnt s - E
Ok Crek Estales | vemnl b - m
Missouri
100 e
Daepartment of piieiy ) ,1 o

Halural Resources

It is very important to note that users can associated their account to mutliple
facilities. How many? As many facilites that exist. If the existing user desires to
add more associated facilities, please see Chapter 4 — Facility Search (4.2) and
Associate to Facility (4.3). The process for searching for a facility and
associating to the facility are the same regardless if the user is new or existing.

However, with that being stated, this chapter will also document how to search
for a facility and associate to a facility.

5.2 Facility Search

If an existing user needs to associate to an additional facility, they will need to
conduct a facility search before they can associated their account to an existing
or new facility. In order to conduct a facility search, the user will need to click the
Facility Search tab identified by (A), shown below:

Page | 34



Missouri Department of

Natural Resources

Clean Water Information System - ePermitting

Womo | Facily Search __
- A Welcome to ePermitting

I youl huve no faciimes ksoed in the Associaned Faciiny secoon of i page or if you woolkd like 1o sdd an agoivonal faciliy e is mor Exred, you mirs? select the Faciiny Search
tb &f fsé sop of the page. From i page, yoo will be able 1o add 3 mev facilty or select &0 existing one fo despley on yoor Home page.

Associated Facilies

Missouri
Department of 1-800-36 14827 I 57 3-T51-1300
Matural Resources E-mail cheanwaber{anr mo. gov

After the user clicks the Facility Search tab, the Facility Search page appears, as
shown below:

Missouri Department of

Natural Resources

Clean Water Information System - ePermitting

B Facility Search C

o aus] frse saarch for an wﬁ faciliny bafore sdding @ mew facilicy, Th is 10 ensiie shar pee ﬂrﬂyw:: airoadly SEHT i DUT TeCOrT.

Faciliy Marme Crwhed CoOmMpany MHama

Addiess Cty - Iip Code County

Missouri
Dapartmant of 1B00-381-4837 1 5TI-TE11300
Matural Resources Emall deaewalen@ans mo gov

On this page, the user will need to type the facility name into the Facility Name
field, identified with (B). Additional methods for searching for a facility include,
searching by the Owner Company Name, identified with (C). Finally, the last way
to search for a facility is by filling in the address (including city, zip code, and
county), identified with (D). After the user enters the search information in, they
need to click the search button, which is identified with (E). However, if the user
determines the facility they are searching for is not correct, they can click the
clear button as indentified with (F).

5.2 Facility Search (continued)

When using the Facility Name search button, the search that is conducted in the
background database is known as “wild card.” This means that if the user enters
“Oak Creek,” any facility that contains “Oak Creek” in its name will show up
under the search result. The search for “Oak Creek” in ePermitting, yielded the
following facilities:
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The above facilities are currently in the Department’s Missouri Clean Water
Information System (MoCWIS) database; however, if the user wants to create a
new facility with the name (example of Oak Creek), the user will need to establish
the address (including city, zip code, and county) or the owner company name.

When the user gives a facility name or facility name with a specific address or
owner that does not exist in the MoCWIS database, the Facility Search will
indicate that the facility does not exist but a button at the bottom of the page [Add
Facility] will appear

5.3 Associate to a Facility

After the user has conducted a facility search, the user will need to associate
themselves to the newly created facility or to an existing facility. This can be
conducted two different ways, documented with (G) and (H) below.
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If the user clicks the blue facility name hyperlink as identified with (H), the Facility
Information page is shown. The user can then click the Associate button at the
bottom of the screen, which is identified by (I).

Facility Information
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When the user clicks the Associate button as identified with the (I) on the
previous page, the following page is displayed with blue text as identified with (J).
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Additionally, when the user is associated to the facility, they can create a new

permit or rather start the application process for obtaining an issued permit as
idicated with (K), but that will come in a different chapter.
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Chapter 6: Creating and Associating to a New Facility.

6.1 Create a New Facility
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Regardless if the user is new or existing and the facility they want to get a permit
for is new, they will need to create a new facility in order to receive an operating
permit for their activities. Additionally, the creation of a facility does not indicate
that the user cannot be associated to other existing facilities.

Before a new facility can be added, the user must search for the facility to ensure
that creating the new facility isn’t duplicating an existing facility. To search for a
facility to determine if it exist or not, the user will need to access the Facility
Search tab on the ePermitting Home page, illustrated in Chapters 4 and 5 of the
ePermitting User Guide.

To help describe how to create a new facility, the example facility will be St.
John’s Bayou Subdivision. The user will need to access the Facility Search tab
in the primary navigation bar on the ePermitting Home page as shown below with
the (A) arrow.

Missouri Department of
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In the screen shot above, you will notice that the user is already associated to a
facility named Oak Creek Estates. The creation of a new facility will not affect
the users association to this facility. The ePermitting system does not have any
rules against having multiple facilities associated to any one user.

After the user clicks the Facility Search tab, the Facility Search page will be
displayed in ePermitting. The user will need to type in the name of the new
facility into the Facility Name field, as documented with the (B) arrow on the next
page. Then the user will need to click the [Search] button as shown with the (C)
arrow. Remember, for this chapter we are going to create St. John’s Bayou
Subdivision.
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If the facility does not exist in the department’s database, two items will pop-up.
One of the items is a message in red text indicating that “No records found
matching search criteria” as documented with (D). The other item is the [Add
Facility] button as documented with [E].

The user will need to click [Add Facilty] to add a facility. When the user clicks the
[Add Facility] button as shown in (E) above, the Facility Information page will be
displayed, but all fields will be empty. The user will need to enter all required
data in both the Faclity Information portion first. The user may not need to enter

data into the Owner Information due to the two buttons [Copy from Facility Info]
and [Copy from User Info] as shown with (F) and (G) respectively.

Facility Information
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As seen in the screen shot immediately above, the facility information was
entered. The user can click the [Copy from Facility Info] button, and the following
will appear.
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Notice that all the required information, which is noted with the “*” by the field has
been populated for the Owner Information. If this is the correct owner
information, the user can click the [Add Facility] button as shown with (H).
However, if this is not the correct information, the user can click the clear button
as documented with the (I).

If the facility info was not correct, the user would click the [Clear] button. The
user also determined that the information should come from the [Copy from User
Info] button as documented with the (G) on the previous page. The owner
information would appear as follows:
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If the information obtained from the users account information (obtained from the
Gateway system), the user can go ahead and click [Add Facility]. However, if the
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information from the user isn’t correct, the user can enter the correct data into the
required fields and then click [Add Facility].

When the user clicks the [Add Facility] button regardless of the method used to
populate the Owner Information portion of the Facility Information screen, the
Facility Information page is displayed but with some additional items. The
additional items are the blue text indicating the “Record successfully added”
shown with the (J) below; Contact tab is now in the Secondary Navigation bar as
documented with the (K); [Create New Permit] button now appears shown with
the (L); and a [Save Changes] button now appears as shown with the (M).
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6.2 Associate to the New Facility

When users create a new facility in ePermitting, they are already associated.
When the user clicks the Home tab after creating or saving the facility, the below
is seen on the Home page. The user can dissaciate from the facility, but cannot
delete the facility.

ak Crowk Estabes Iwantia =]

£1 John's Bayou Subaiimon want s -

Chapter 7: Facility (New or Existing), Owner, and Contact
Information.
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7.1 New Facility or Existing Facility

In the ePermitting system, there are essential two types of facilities: New
Facilities — those created in ePermitting but a permit has not been issued; and
Existing Facilities — those that exist in the Missouri Clean Water Information
System (MoCWIS) and facilities created in ePermitting but have an issued
permit. This is important to note due to the fact that if a facility is an existing
facility, the user cannot make edits or modifications to the Facility or Owner
Information.

The easiest way to know if a facility is an existing facility versus a new facility is
to access the Facility Information page. If the Facility Information contains gray
text (as seen below) and does not allow the user to make edits or modification —
it is an existing facility.

Missouri Department of

Natural Resources

Clean Water Information System - ePermitting

ik Facility Information

This feature is needed because later phases of ePermitting will allow users to
change specific information much like what is currently being accomplished by
department permit writers when they receive an application for modification from
the permittee.

7.1 New Facility or Existing Facility (continued)

If the facility is a new facility, the text in the fields will be black, as shown below.
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If the facility is new, the user is associated to the facility, and a permit has not
been issued for this facility; then the user can edit or modify the Facility
Information and Owner Information as needed until a permit is issued. After the
permit is issued, ePermitting will treat the system as being an existing facility
type. This means no edits or modifications can be made to the facility in
ePermitting by any user, including department staff.

7.2 Contact Information

Unlike Facility Information and Owner Information, the Contact Information page
allows some modification regardless if the facility is new or existing. So using the
Oak Creek Estates facility (existing facility) above, click the Contact tab in the
secondary navigation bar, shown with (A).

Missouri Department of

Natural Resources

Clean Water Information System - ePermitting
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When the Contact tab is selected for this existing facility and if no contact
information has been entered in either MOCWIS or ePermitting, the default value
Is [Main] as documented with the (B). The user can either fill the contact
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information in or click the [Copy from User Info] as documented with (C). If the
information is correct, then the user can click the [Add] button shown with (D).
However, if the information is incorrect, the user can click the [Clear] button,
which is shown with the (E).
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When the information is entered into the system (for this example the information

was copied from user with using the (C)), the user will need to click [Add], which
is (D) above. The below will be shown.
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The above existing facility was specifically used for this chapter because it did
not contain a Facility Contact type of Main. Because of this fact, the user can
edit the Contact Type of Main in the system because it was essentially created in

ePermitting. Thus, the user can either delete or save changes as documented
with the (F) above.
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If the contact information was previously filled into MOCWIS or in ePermitting and
if a permit was issued afterwards, then the [Delete] button would not be seen and
no edits to the Contact Type of Main would be allowed.

There are, of course, other Contact Types for a Facility other than Main.

‘Contact Type Main -]
‘Company Mame. |Consultant/Engnesr

DMR Mailing
First Name. |Downstream Landownear Rl

‘Address I"rf:-h“ Ll
Y- (Other

. Pretreatment Operator
Country: war Op

There can only be one main. If the facility is an existing facility and has a main
contact, then this cannot be modified in ePermitting. Until modifications are
allowed in ePermitting, a paper application will need to be submitted for
modifications to facility and ownership information.

Unlike the Contact Type of Main, when other Contact Types are selected and
regardless if the facility is new or existing, edits and modifications can be
completed by the user.

Create New Permit and the Mapping Program

Creating the New Permit

After the facility and owner information and optional contact information has been
saved, the user can create a new permit.

Tthere are different paths the user can take to create a new permit.One path the
user can take to create the new permit depends on if the user is continuing with
the application, which assumes that the user has completed the facility and
owner information on the facility information page in ePermitting. While it is very
important to the department that the user complete the contact information, it is
not required.

So with the assumption that the user is continuing after filling in the facility and
owner information, and has clicked the [Save] button; the below screen is
generated in ePermitting:

Page | 46



Missouri Department of

Natural Resources

Clean Water Information System - ePermitting

I

Facility Information

Indicatos & reguiiod tisld

Fatifty Fiamse 3 Jobe's Bayos Subdvson

AdereEs gty 5 Eant 1.4 e posl Jleb Addmss (o 2)
* Clty - Tale M * Dwp Code:  B5V02
*County Coe -
Prone ' [

Wy Eacalty in reuinsed by M Pubic Senice Commisaion

Owner Information

“Cramadahip Tipe Py o
Comgany Name: Mmoo DHA
Fnihame  Mores [T Lasi Harw: bk Sufin (ir_, Sr_ wic
“hogress: PO B 176 Adcress (line 2
"City  Jeleor Oy “Slalw. MO =] Dp Code. BS10
“Country:  UEA intarnabonal Cose

Prone | 537 MEN - 1138 Fax A

E-mail Aftress  shoukdeinhn sbbot Sgmal com :

In order to create a new permit, the user will need to click the [Create New
Permit] button as documented with (A).

When this button is clicked, ePermitting will then take the user to the mapping
program for ePermitting, which is below:
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lif for any reason the user discontinued their initial session in ePermitting, they
can create a new permit without going to the Facility Information page. The user
will simply need to log onto ePermitting and in the home page of ePermitting, the
user can select from the “l want to... drop down box — “Add a new permit,” which
is documented with (B) below.
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When the “Add a new Permit” is selected and the user clicks the [Go] button, the
same map that is seen above will appear.

Becoming Familiar with the Mapping Program

Ownership of the application to the user, including the map, is extremely
important to the department. However, before we get into how to create a
polygon (the area of the actual land disturbance or the total project), please read
the following to become familiar with the mapping program.

The top of the ePermitting Map page contains some important information and
zoom links. Unlike the other pages of ePermitting, there isn’'t a primary
navigation bar, but there is a hyperlink for the home page, which is shown with
(C) below. Additionally, there are other hyperlinks that are explained below:

(D) — Full Extent. The map is is shown at the scale of 1:4,000,000 which is the
max scale.

(E) — Zoom Hyperlinks. The hyperlinks that allow the user to zoom by selecting
either the county, city, or zip code.

(F) — Mapping Tutorial. This hyperlink will take the user to a help document that
explains in more detail how to use the mapping program of ePermitting.
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In addition to the above links, this also gives information about the map and UTM
location of the cursor. The scale is shown with (G), the UTM’s Easting and
Northing are shown with (H), and Horizontal Reference Datum and UTM Zone
are shown with (I).
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Also located on the ePermitting mapping page are directions for editing, which
are located in the box shown with (J).
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These instructions first indicate, “Please zoom in. Editing is not allowed at Map
scales less than 1:24,000.” Mapping scales are opposite of what normal thinking
would have you believe is greater or less than. This means that 1:24,000 scale
is greater than the full extent of 1:4,000,000 scale, and 1:1200 scale is greater
than 1:24,000 scale.

In the editing tool section, there is also an area listed as “Navigation Instruction.”
This area directs the user to the zoom criteria listed in the above screen shot
under the label (E). It also indicates that the user can double click to zoom in
along with the mouse wheel. The navigation instructions also explain how to
center the map, use the pan buttons and the zoom bar on the left side of the
map. It also explains that the user can select a specific area to zoom into with
their mouse and the shift key.

Drawing the Polygon

In ePermitting a polygon can represent two things. A polygon can represent the
actual land disturbance or it can represent the total project size. If the project
consist of multiple and non-continuous land disturbance locations, then it is best
to draw a polygon for the whole project size. However, if the total project is non-
continuous, then multiple land disturbance permits may be required.

For the example polygon being used for this chapter, the polygon is going to be
drawn for the actual land disturbance. Using any of the zooming functions, zoom
into the location of the land disturbance area to the scale of 1:24,000. When you
get to this scale (or greater), the map will show images rather than the basic
map.

When the map is at the scale of 1:24,000 or greater, the map appearance will
change and additional tools will be displayed, as follows:
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The scale at the top of the map, shown with (J), documents the scale is 1:24,000.
One of the additional items that will now be seen in the ePermitting map is the
tool to create the polygon, which is shown with (K) “Land Disturbance Area” icon.
Finally, the user can either use the “Area” or “Free Hand” method for drawing, as
shown with (L). Please note that “Area” toggle button is the default and is very
useful for most projects, but is limited to drawing only straight lines. The free
hand” can draw curves, but will slow the system down when it comes to
background calculations when the polygon is completed. Meaning when the free
hand method is used, it will take ePermitting longer to determine applicable
information that is required in the Permitted Feature Detail page.

Also please note in the map above, some of the map appears to have a gray
haze. This gray haze is a transparent layer that shows the city limit boundary..

As stated above, 1:24,000 scale is when the user has the ability to draw their
polygon, but that scale is really big. For most users, they will need to zoom
closer.

For this example, the scale of 1:6,000 can be used to draw the polygon.
However, the ePermitting mapping program will zoom to a scale of 1:1,200. For
this example, a subdivision is going to be built North of Missouri Highway 179,
West of Highway 54, and East of Idlewood Rd.
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Change Drawing Taal

The polygon below was created with using the “Area” method. When the user
clicks the Land Disturbance Area drawing icon shown with (K), the editing tool
information will change to give more directions. The program will inform the user
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how to draw the polygon with the mapping instructions located in the box shown
with the (M). The program will also inform the user to [Click to start drawing].

wiarms Full Dstara Salt -\.n.f Select Oy Babnn Top Sk Maggeng Tutees
peaie L1505 Eraty) 3488 2 Marttersge 4, 2,423 RADES UTH 134

8. 3 Drawmg the Polygon (contlnued)

The polygon line is read, and the system informs the user to [Double-click to
complete]. The map below shows the polygon has been drawn up to the
Idlewood Rd, but has not been completed.

Double-click to

complete

To complete the map, the user will need to place their mouse very close to the
start of their polygon before double-clicking the mouse. When they double-click
the mouse, the following should appear on the map and right side instructional
area.

The polygon will appear yellow, but this color can be changed as shown with the
(N). There are also two new buttons that appear under the editing instructions
area. The [Delete Sketch] button, shown with (O), will delete the polygon and the
user can draw another to their liking. However, if the polygon looks correct to the
user, then the user can click the [Mapping Complete] button, shown with the (P).
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This screen also informs the user of the area (in acres) and the length of the
polygon line (feet), shown with the (Q).
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When the polygon looks correct, the user will need to click the [Mapping
Complete] button. When they do this, ePermitting will take the user to the
General Information screen. The General Information screen informs the user of
the continuing authority, SIC and NAICS codes (NAICS are not required at this
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time), and the land disturbance components. The user has the ability to change
the information contained on this page; however, this should be avoided unless it
is absolutely necessary.

General Information
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Permitted Features List and Details

At the top of the General Information page there is a new tab labeled “Permitted
Features List, which is shown with the (R).

Missouri Dapartmant of

Natural Resources

Clean Water Information System - ePermitting

\ General Information
| Faolly 22 John's F..l_-\'!h Subdsiion Pernd Mama Land Deshsrbance
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Indicates & reguired fleid

While the map is actually completed (the user would have received an error if it
wasn’t), Permitted Feature information is directly tied to the mapping program.
Therefore, it is best to cover it under this chapter rather than creating a new
chapter.

When the user clicks the [Mapping Complete] button, the General Information
page is shown. This is to allow the mapping program to calculate the locational
data and the hydrological data, which can take from seconds to 30 minutes (max
time seen in testing). On average, most were calculated in less than 5 minutes.
To determine if ePermitting has made the necessary calculations for the
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Permitted Features, the user will need to click the Permitted Feature List as
shown with the (R) above.

When the user clicks the Permitted Feature List tab, the Permitted Features List
page will appear. Permitted features (usually called outfalls, but there are other
types) are generated in the system on a one per 12-Watershed Boundary (12-
WBD). Meaning that there will be one permitted feature for every 12-WBD that
the polygon crosses. For the above example, the polygon did not cross any 12-
WBD (i.e., the polygon is located in only one 12-WBD), there should be only one
permitted feature.

If there is only one permitted feature, it is known as the primary permitted feature.
If the polygon had crossed an additional one 12-WBD, there would have been
two permitted features. The permitted feature located in the 12-WBD that has
the greater size in the polygon would then be desingated as the primary
permitted feature.

Missoun Departmant of

Natural Resources

Clean Water Information System - ePermitting
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The above is the Permitted Feature List page, which is displayed when the user
clicks the Permitted Feature List tab. This page shows the permitted feature
number (S), if the permitted feature is a primary permitted feature and primary
permitted feature type (U). The allows the user to continue to the “Certification”
page of ePermitting ,which will be covered in a later chapter.

If the user clicks the blue hyperlink Permitted Feature number, it will take the

user to the Permitted Feature Detail page (if the system has accomplished the
background information calculations. It appears as follows:
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Permitted Feature Detail
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There is another way of accessing this page from the Home page. If the user did
not want to wait for the calculations, they can end their session in ePermitting.
Also, if the background calculation takes a significant amount of time, the
ePermitting session may be timed out. Regardless of the reason, if the user
wants to return to their map, they can do so from the Home page in ePermitting.

In the Home page, the user will need to choose the “I want to... [Continue
Application in Process], as shown below:

| Wiome | Tachty Searcn i
Welcome to ePermitting

I pou have o0 facilibes mhed m (e Associded Facility seciion af i page or i you wild Bike fo S0 an sdivbonal Faciiy' thal 15 oor Baded, pou sust select the Faclty Search
[0 ai the b of [ page. Froim Paar [age, you will B abde 1o s @ new RCi oF ST B0 SERDng 008 1 BEpiny on your Homs pags.

COmk Creer E5ta8ed I'wantia = H

Bt John's Bayou Subdkigion [ ] =

Missouri
Deapartment of
Nalural Resources

When the user selects the [Continue Application in Process] and clicks the [GO]
button, the following page appears:
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When the user clicks the Permitted Feature hyperlink, shown with (W), it will take
the user to the ePermitting Permitted Feature List.

Chapter 9: Certification

The Certification page in ePermitting is a very important page in the ePermitting
system. The completion of the Certification is required in order to receive your
general operating permit, and therefore it is very important to understand what is
on this page as well as what the information means.

9.1 Access the Certification Page

There are different paths users can take to access the Certification Page. If the
Certification Page is available, ePermitting will list it in the primary navigation bar,
shown with the (A) below.

Missouri Depariment of

Natural Resources

Clean Water Information System - ePermitting

However, if the user has left the ePermitting system or has gone back to the
Home page, the user can get to the Certification Page with the “I want to...”
functions. To do this, the user will need to use the “l want to...” for the applicable
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facility and select the “Continue Application in Process” drop down option, shown
with (B) below.

Missouri Department of

Natural Resources

Clean Water Information System - ePermitting
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It you e na faciliees insted i the Associaeed Facilly section of iNe page of If you wokd ARe 1o 200 an sodaonal faciliny (Nt i3 nod ESnd. Jou mrs? select (e Facity Search
s o v o aaf [ e, Firowm had fuapes. ot will D 800 10 S0\ & rew' TRCATY 07 S8ACT BN SXISHNG ond B drinliy on oo Nowe page.

Asseciated Facdilies

Ciak Cresd ESeL | want i Pl o |
22 Jobery Barou Suboniaion | waniia =]
/ B
Missouri aw Pt
Department of [ mzr T TEA300
Matural Resources Email: spaimilingidne ma. goy

When the user selects the Continue Application in Process, they will need to click
the [Go] button. When they do this, the Home page will populate a sub-section of
the Home page called “Applications in Process.” This portion of the Home page
will display the status of the application by showing either green check mark for
items completed, or red Xs for items not completed. Additionally, if the item is
not in blue text, it is not available.

The user will need to click the Certification hyperlink shown with (C). When they
do this or use the actual tab in the Primary Navigation bar, (A) above, it will take
the user to the same page.
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9.2 Certification Page

When the user accesses the Certification page, by one of the methods above,
the below page (Certification Page) will be displayed.
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Certification
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The Certification page is important because it
¢ Informs the user about the facility, owner and permit information — (D).
e Allows the user to review the draft permit with (E).
e Presents the Certification Statements as shown with (F).

It is very important, but not required; that the applicant reviews the draft permit.
When the [Review Draft Permit] is clicked, a File Download window will appear.
The user will need to click the [Open] button, shown with the (G). The user can
save the draft permit; however, it is only a draft. This means the permit is not
issued and the applicant cannot start their land disturbance project.
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When the user opens their draft general operating permit, they will see three
documents that contain the following:

Document 1 — Certification Page. The Certification Page of an operating permit
IS the first page with the facility name, permit number (for the draft permit there
will not be a permit number), owner information, and other facility related
information.
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Document 2 — Permit Body, Fact Sheet, and Standard Conditions Part 1. The
permit body contains the terms and conditions of the operating permit. Itis the
same terms and conditions that are implemented for all general operating permits
issued under a specific type of general permit. In this case, the terms and
conditions are specific to Land Disturbance permits. These terms and conditions
are applied to all land disturbance permits.

The operating permit informs the permittee what is to be implemented,; the fact
sheet informs the permittee why it is being implemented. Fact sheets are also
used to give specific and useful information to the permittee to help them
implement the terms and conditions of the permit.

Standard Conditions Part 1 is additional terms and conditions that are applicable
to all operating permits throughout the State of Missouri.

Document 3 — Map. The map document shows the polygon and the stormwater
reference point (Permitted Feature) calculated by the mapping program. The
map should have imagery and a key indicating the specific items on the map.

9.2 Certification Page (continued)

The Certification Statement portion of this page is very important. Not only is it
important for the user to understand what is being stated or asked for, but
because without completing the certifications — the permit cannot be issued.

Certification Statement — Jurisdictional Waters: This is the only yes or no toggle
option. This statement places the responsibility of determining if the land
disturbance activity is in jurisdictional waters of the United States. For a better
understanding of this, please see the FAQ section in Chapter 2.

Certification Statement — Local Authority Erosion Control Plan: This certification
again places the responsibility of determining if the land disturbance activity is in
a location where there is a local authority (county or city) that has an erosion
control plan. While it is very important that the user determine if the activity will
fall in such an area, the department does not require it. Checking on this will
save the permittee time and stress up front rather than finding out the hard way
(i.e., via an inspection by the department or a local authority).

Certification Statement — SWPPP: The development of a Stormwater Pollution
Prevention Plan (SWPPP) [often pronounced swhip or S.W.P3] is required prior
to obtaining a land disturbance permit. However, until such time that ePermitting
can accept records, the development of the SWPPP is on an honor system. If a
SWPPP is not present during an inspection, this may lead to bigger problems for
the permittee.
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Certification Statement — Information is True: It is essential that the user ensure
that everything in the ePermitting system is as accurate as can be. This also
certifies that the user will abide by the terms and conditions of the permit.

9.3 Certify

As stated above, if the user does not agree to any of the three Agree toggle
buttons, then the permit will not be issued. Additionally, the system will not allow
the user to issue the permit if both the yes and no toggle buttons are not
activated.

For this example, the activity is not located in jurisdictional waters and the user
agrees to the three remaining certification statements. The user only needs to
click the toggle buttons to activate them. In the following screen shot, (H) points
to the toggle buttons with No and Agree being activated. When the user does
this, all they need to do is click the [Certify] button, shown with the (1).
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When the user clicks the [Certify] button, an additional window will appear to the
user to ensure the application is complete and no additional information needs to
be added or changed. This window also informs the user that once the [Okay]
button is clicked (J), the application is then a read-only file. This means that
changes cannot be made to the application.
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Message from webpage 2

[

:

( =%  Please confirm that your application is complete and there are no 3
additional changes to be made. Once certified, your application will
become read-only, you will have the ability to pay the application fee,
and submit the permit application for issuance. Do you want to certify

[ the application is complete! I

|

|

|

J..__*

-

OK ' Cancel

If the user wants to check everything in the application again, they only need to
click the [Cancel] button. However, if everything looks fine and they click the
[Okay] button, the Certification page re-displays but has more information.

When the Certification page re-displays, a hew section appears below the
certification statement called the Certification Completed By. In this section, the
user that completed the certification will have their information populated here,
shown with (L). Additionally and as explained above, the application is now in a
read-only mode. Notice that the toggle buttons are now shown with grey
activation (K). Finally, a new button appears on the bottom of the page. The
[Pay Fee] button is now seen (M). If the user wishes to continue with the permit
iIssuance process, all they need to do is click the [Pay Fee] button.
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AR pccuraie. Bnd being gramied this permi, | agres 10 Abide By e Meseoun Chesn 'Waber iw and ol nigs. reguigbons, onders and decriag, and lemms of By
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When the user clicks the [Pay Fees] button, this will start the payment process
for the application. Fee payment is in Chapter 10 of this User’s Guide.

Chapter 10: Payment Process
The user can only access the fee payment portion of ePermitting when all other

steps in the application process have been completed. The permit will not be
issued until ePermitting accepts the payment.

10.1 Accessing the Fee Payment Page

The user can access the Fee Payment page of ePermitting by either continuing
to the Fee Payment page from the Certification page, as indicated with (A) below.

[T:.—.....r | ooy Search
Certification
Fagify 51 John's Bayou Subdedsion Farmil Name. Land Disfurbance
Dwirsps Hame' Wissouri DR Masior Genaral ParmitiD '™ - MORADOOOO
Uastsr Geners PEomil Efectve Dats AR 12
Enspiraton Dale: 02072017

Befere complenng i corulicacon sapemears below, phease canelialy review your oralt permir docament. The drafl docrment 5 avaliaile By obcloing the foflowing Soinon.

Flrwierw Drall Porss

CerMcation Statements

b5 ary paet of tha ared Thal i Beang distursed SRchaeping 10 8 s cichona waler of B Linfied Stades™ - M yea. you must also receive 3 Clean Wirter &ct
Secthon 404 Permni for this sie fom fhe Uned Stales &rmy Corp of Engineers

unissrsiand Mere may be a0 esablaned Local Authonty Erosion Cantrol Pasn - mme oy of e Unincorpaiated area of e county wheny [and Ssbrbance
acivles cowered under s peneral peemil will oocur, (Mole - you may wand by contact your ipcal sulmcrly b debarming i Mare ane 2Ty MEQUANSMEMS |

& Staem Wated PoSubion Preventon Plan (SWPPP] © musd be developed fof his sde. Tres plan must e Sevelaped i ALCOMAaNce wilh Fequirements anHd
oL guidelnis speclied wathin the general permit kor glom walwr Sscharges from Lland distursencs achaies. This applicaSion will De congidered mcomplete
e SWPPE has nol been developad

¥ cwriaty that | am farmstiar waih e inlprmahon condaned in P apphcation, Bl 5o the 251 of my mowiedge and belief such micematan i tnae, complele and
Larea BEourale. Ond Deang granted his parmil | soree 10 abide By he Wissoun Clesn Wale 1w snd 30 nles. regulabans, orders and deosions. and lerms ol his
Pl pidpecd by gy legdimats aepeal seadabie 1 0 appiiceed usder the lasoun Claan Walsr law of the Ligssgn Clagn Walsr Commeggion

Certification Completed By

Harme Michai Abiboll
i ESi
Fhione Humbar 537 528-1139 A

Dats OAIS012 \

If the user for whatever reason did not continue from the Certification Page in
ePermitting or needed to switch to an alternative user (e.g., accounting staff for
the entity), the user (or new user that will need to associate to the facility first)
can access the Fee Payment page in ePermitting from the ePermitting Home
page. The user will need to click the dropdown box in at the “l want to...” section
for the appropriate facility, scroll down to the “Continue Application in Process” as
seen with (B) below:
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| | Tachiy Sowrs
Welcome to ePermitting

o you havd 00 (Clmes Kxied in the Axsocianed Facility secton of (he page of if you would §ke jo sdd an sggimons! faciliny thal is nof Rxied, oo must Seiech e Faciiny Sesch
IS & L b of he pape. Froum ifar page, oo wilt be aive 10 add & now EciliTy or SeleCt an Exsnng oo io osplay on Four Home pape.

Associzied Facilties

Ok Criet Estaley | wealia = m

51 John's Bayou Subdsibion | weaAt o =] B
Maraage [ pcity
Egkz e Paeet
I . - —

Missouri Chasmeccaste,
Dapartment of T B o 1w ¢ (D 3 T52-1300
[y e i it topaaitrer =ik oottt

When the user clicks the [Go] button, the Home page is re-displayed with the
information in the Application in Process area. The user will then need to click
the Payment hyperlink, which should be blue as seen with (C) below. If the
Payment hyperlink is not blue, the user has not completed all the processes. If a
process is not completed, it will not have a green check mark by it.

Map Gaapial hig Pgrrafles Featuin Cemficabion _ Pagymend

Land Disharbandce QAZRRM2 S - . c -

Both ways (A) and (C) above, will take the user to the Payment Fee screen,
which is displayed below.

Missouri Dapartmant of

Natural Resources

Clean Water Information System - ePermitting

Fea Payment

Facildy 21 Johns Bayou Subdiagson Fermil Hame Lend Disturdance
Cramiad tame. Missoun DhA asted CGarmral Permmf 10 BORADOO00

Wiasied Cameral Pernd ERecive Dade FARDAT
Expirafion Dade: 02072017

Indicates o required feld

Appication Fes §300.00

Billing information

Tiams
Phome |
E-rnail

IE -l [vardy

FPayment Details

“Paymaed Typs -

EATeEa U NaVIEIT awary o the screen, your filing and Payment Derads miormasion wil nof be retained for future use. Please cck the Sabist Buimon anfy once; i may ake
& fEW FOTMENTS $0 DIOCESS JOUT DIy and ISSoe L permL.

Missour
Department of B0 1 1-4827 | BT 3.T81-1300
Matural Resources E-muail. eparmilngiine mo. gov
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10.2 Fee Payment Page

Before instructions are given on how to enter the required information in this
page, there is information given on this page. Facility, owner, and facility
information are given at the top (D). The fee amount is given at (E). The
application fee amount is exactly that — the application fee.

Fee Payment

Faoify S0 John's Doy Susakitisn Parmit biamne: Land Diaturbancs

Oranad Name: Missour DNR * 0 —— P L ] MORADDNS
Mazter Genarsd Peemil EMadve Date SRR
Expiragon Date: S20T2047

ndicates & regieired Held

Application Fes: §300.00
Billing Information
Hams -
: =
Phons

“E-mail

"E=mail fvanly]

“Paymant Tips -

Wi pou navigade away froun the screen, poov Biling and Payment Dedails iwformrapon will nod be reramed for faiure pse. Please cick the Sabnwt bumon onfy once, & may take
@ few MOMeNts i Process Your payment sod ssue e permit

The user making the payment for the application will need to fill in all the required
information before they can submit payment. The required information is Name,
Phone, E-mail, and E-mail Verify, which is shown with (F). Then they will need to
select the payment type of credit or debit card or eCheck located at (G). After
this, the user will need to click the [Submit] button, which is (H) below.

Indicates 8 tequied Held
Applcation Fes:  §$300,00
Harme ‘_____--‘-
*E-amail —_— F
E-ma fvact _‘_____..--'"
Paymem Type =] — G

When yog navigane away from the screen, yoor Siling and Paymen: Details informanon will nod be reraned for lmune use. Please cick ihe Sufimi butson ondy omoe; it may lake
& few MOmENEs 10 process FOUT Byt S e e permi

H i
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When the user enters the information required under the billing information
portion of the Fee Payment screen, they will continue next with the Payment

Type.

When the user clicks the drop-down for the payment type under the payment
details portion of the Fee Payment page, more additional information will come
up based on the type of payment.

For example, when the payment type of credit card is used, the below will be
displayed:

“‘Paymard Type: | ek Covd L w

“Cand Typa =l
Card Humbsr
Exrpirabion Dale LYY
Secully Code sl is This®

Whon you savigain away from the Scneen, Joor filng g Payment Derads aiomanan will sor be remined for faure o8, Please ook e Subait beamen anly 0nce; 1T may [ake
& low ITOUTREATS PO DIOCEES V00T DVIIMT S0l iS50 [ DRrmiL

If the payment type of eCheck is used, the below will be displayed:

Paymient Type:  slheck  [=
*ageeanl Tipd -
Chweck Trpw =
*Rpufing Murmiber

"Aeeoird Mumber

WTepa p0U NdPviQRNE avay frov e Scrédn, your BWng and Paymear Derads infonmian will rod be retaned for Rure rie. Phease ook e Sutvaut Beiton anfy 0mce; I may Lke
# Mo EDOMBNES 10 NOCERS JOUT PajyTnend and ISSuse ifs penmiT

10.3 Making the Payment

Once the user has determined what the payment type is to be (for this example
credit card will be used), they will be required to enter it. One of the first items is
the selection of the card type (l), the credit card number (J), expiration date (K),
and security code (L). The security code has an additional hyperlink beside it to
help the user determine what this means.

Paprmienl Trgs  Credt Cavd [=

|
o Ty [Tecsar =] +________———————‘

Card Hurser  S1TT1T110010 - J
R —
“Saturlly Code. 1) L e |
Winis yur nrvigate gy frisn fve wereen, your g sod Plagrrent Doty aformabon wil nof b mbssed for ffare e, Meate chick e Sibeni Bullon onfy oo, § fay GaEe

& [ew FOMENCs Io (IOCeSS Four DIyt and Ssue e permi
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Again, if the user does not know what the security code is they can click the blue
hyperlink, which will display the following in a separate window:

. TR —
|l e mege
| i
F_q Back of Your Credit Card
:l FasEHE
£
] For Custoemas Barvice Call 1500 558111
- e e Bhos S 000000000018 | 123
¢ N
¢ Four Bars
P *
-
G Ietrinet | Postected WMode 0F e

After the user has entered all the required information correctly, they will click the
[Submit] button. This will then take the user to the ePermitting Permit
Confirmation page, which will inform the permittee if the application has been
successfully processed (i.e., issued) or not.

Chapter 11: Permit Issuance

After the user has successfully paid for the permit via the ePermitting Fee
Payment page by clicking the [Submit] button at the bottom of the payment fees
page, as shown with (A) below, the next page that will be displayed is the
Confirmation page.

Vihen jou Anagate Jwidy from the screen, pour Blling and Paymenl Detads mformanan will nod be recinid for Roture ise. Phease Chok the Subumit bumon oy ace; I may ke
# few MOMENTS 10 POCESS YOOT Paymend and 500 T pRrmiL

i = |

When the user clicks the [Submit] button, ePermitting will also generate an email
from “cleanwater@dnr.mo.gov”. This email will contain the amount of the
payment that was successfully processed, the payment confirmation number,
and the General Missouri State Operating Permit number.

11.1 Confirmation Page at a Glance
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The ePermitting Confirmation page gives important information to the user
regarding if the payment was successful, identified with (B) below; the final
issued Missouri State Operating Permit for Land Disturbance activities, identified
with (C) below; and other information regarding the public notification sign and
ePermitting Certification and Signature Document, identified with (D) below.

Missouri Department of

Natural Resources

Clean Water Information System - ePermitting

fhoma | Tachty Sesrch

Permit Confirmation

Facilty: MA Confmmation Parmil Mame: Lang Desturbance D
Cwner Mame: WA Comfirmabion C Mapter Ganaval Parmit iD MBORADDOO0
B Mapter Gansdal Parmid Efpciee Dabe Q208012
- \ Expirabion Duate: 02072047

thie applcabon Pee for We Land Dishebance permil s Sedn 3. :N proceised your Confemalion number hor this papmedd is 10001 128

The permill has Been Soccexsfully insed and rour Pearmt Number (2 WORADIIZD  Your final mseed permmi document will be sakstis 21 2 PDS
e Home Page. Tl permil apphcabion will ne I00ge be N process. Ingbesd. you will Rave M Sty 1o wew and pont your hnal ksus pemt o

easn nole, whin Fou netum b
irv Im e Home Pags

&S siated in e parm, you ang regquintd 1o post a copy ofe pubhc nobScaton Sign 3t e Main enirande 10 your Sils. You ah aiso niquiced 1o Bign e ePamimng Cetlcalion and
Signature Cotsment and send il ks the Deparimant Your pesmil may nol be considensd valid afer 30 days #the deparimant has notrecehed T signed document

Miasouri
Department of 1-800-361-8027 [ 5TI-TE-1200
Nalural Resources E-masl epermaingane mg gov

11.2 Accessing the Issued Permit

To successfully access the PDF version of the issued permit, the user will need
to click the blue hyperlink permit number identified with (C) above.

When the user clicks the blue hyperlink permit number, ePermitting will generate
a separate File Download window. The user can either click the [Open] button,
which is identified with (E); or the [Save] button, which is identified with (F).

File Download =

l:i-. Name: DocumentViewerpdf
Type: Adobe Acrobat Document, 3.?Sy

Do you want 1o open or save this file?

From. wwwiestl.dnr.mo.gov

E\ .

Vhila files from the Intemet can be useful, some fies can potentially
a ham your computer. ¥ you do not trust the source, do not open or
save thes fle. What's the rigk?

If the user clicks the [Open] button or saves the document and then opens it, the
document will contain the following:
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e Cover Letter: this letter contains the Missouri Department of Natural
Resources letter head and lists in the address box the owner’s name,
permit number and county, facility name and facility address. The
paragraphs in the letter inform the user that the permit is issued to them
based on information they have placed into the application (i.e.,
ePermitting system), and gives other important details.

e Certification page of the permit (first page). The certification page of the
permit gives all the pertinent information regarding the permit number,
owner’s information, continuing authority information, facility information,
and location and hydrological data. It also gives the facility description
and the actual permit’'s issuance and expiration date. Finally, the
Certification page is signed by the Director of the Department of Natural
Resources and the Director of the Water Protection Program.

e Permit Body. The permit body will include several pages of terms and
condition requirements that are to be implemented by the permittee.

e The next document in this permit package is the Standard Conditions for
NPDES Permits — Part I: General Conditions. These are conditions that
are applicable to all permits.

e After the Standard Conditions is the Fact Sheet for MORAO0000 Land
Disturbance General Permits. The purpose of this fact sheet is to detail
the reasons and justification to the user on why the terms and conditions
in their permit exist. The fact sheet also includes addendums.

11.2 (continued)

e Facility Map (in color if viewing on a computer). This is the map that the
users drew in order to receive the operating permit. In addition, there is a
map legend to give details regarding what the actual map contains.

e Public Notification Sign is the next document.

e Missouri Department of Natural Resources contact information for all the
regional and satellite offices as well as the contact information for the
central office.

e Finally, the ePermitting Certification and Signature Document. This
document gives the information that the user entered into the ePermitting
system, certification statements, and who the certification was completed
by. The user will need to sign and date this document and send it back to
the department within 30 days of receiving the issued permit. The clock
starts ticking the day that the permit was issued (i.e., when the fees were
paid).

Again, after the user has paid and printed off their permit, they can begin to

conduct their land disturbance activities even prior to sending the ePermitting
Certification and Signature Document back to the department.
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Chapter 12: ePermitting after Permit Issuance:

After the permit is issued via ePermitting, users can come back to ePermitting
and review the issued permit document again as long as they are associated to
the facility. Rather than contacting the department and requesting a copy of their
operating permit, the user can continue to access and print the permit.

To access the permit, the user need only log back into ePermitting, and conduct
a facility search if the user disassociated from the facility; or select the “View
Permit Docs” from the appropriate facility’s “I want to...” drop-down box. Then all
they need to do is select the [Go] button.

|wantto.. = Go |

|wantto.. |Manage Facity
Add a new Permit

Continue Application in Process |

lwantto... |
| Disassociate /
(View Permit Docs

| want to — i

When the user selects the go button, View Final Permit Documents area will
display at the bottom of the page.

View Final Permit Documents

Lid Confirmation

The fodlowang permails have bean iSsued trouph the efermiming Sysiem and are acive. Flaase cick on oee of e following permid nomber fypeninics io view the official
issund permil docoment

HDRAITTI0 *____.—-—-—_'_

The user need only click the blue hyperlink permit number to access their
operating permit again.
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