Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

The purpose of this document is to provide training to Responsible Officials, environmental contacts,
and consultants in the usage of the Regulated Entities Portal (REP) of the Allegheny County Health
Department Air Quality Program. Users will learn how to electronically submit Air Quality Operating
Permit (OP) applications, review draft permits, make public comments, and view the final issued permit.

Click on a section of the CONTENTS below to jump to that section of the document.
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PART I: ACRONYMS, DEFINITIONS, REFERENCES

Acronyms:

ACHD - Allegheny County Health Department; also referred to as the Department
BACT — Best Achievable Control Technology

CBI — Confidential Business Information

IP — Installation Permit

OP — Operating Permit

REP — Regulated Entities Portal, the online portal for the Allegheny County Health Department Air Quality
Program where facilities may submit permitting documents such as: Requests for Determination,
Installation Permit applications, Operating Permit applications, and pay fees and submit required
reports.

RFD — Request for Determination
RO — Responsible Official

TSD — Technical Support Document
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Definitions:

Air Toxics — pollutants that at sufficient concentrations and exposure are known or suspected to cause
cancer, other serious health problems, or damage to the environment

Comment/Response Document — a companion document prepared alongside a final air quality
installation or operating permit which summarizes any public comments received on the draft permit
and the ACHD response to these comments

Consultant/Preparer — A consultant or preparer could be a facility contact, an environmental contact, or
someone who works for a third-party consulting firm. The Consultant/Preparer may prepare an RFD,
Installation Permit application, or Operating Permit application on behalf of an RO. The RO must sign
and submit the RFD or application.

Environmental Contact — An environmental contact is employed or contracted by the facility. The
environmental contact may work at the facility in question or may work from another office location (for
example, outside Pennsylvania).

Facility Contact — A facility contact works at or services the facility and is employed or contracted by the
company who owns the facility.

Installation Permit — permit that gives a facility the authorization from Allegheny County to install a new
or modify an air emissions source. Also known as a construction permit or plan approval.

Operating Permit — permit that gives a facility the authorization from Allegheny County to operate an air
emissions source

Request for Determination (RFD) — A request for determination is a document written by a company and
sent to the Allegheny County Air Quality Program which asks whether a project or change that the
company is planning will require an air quality permit to be compliant with Allegheny County
regulations.

Responsible Official (RO)— Refer to Allegheny County Article XX §2101.20 definitions, but briefly, an RO
is the person with signature authority for the company who certifies that all information submitted to
the ACHD is true and accurate.

Submittal — Anything “submitted” electronically in REP. It could be an RFD, Installation Permit
application, Operating Permit application, etc.
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Technical Support Document - Also referred to as a review memo, is a companion document for an
installation or operating permit which explains how emissions limits were derived and what air quality
regulations were considered in developing a permit for a facility.

References:

Allegheny County Health Department Article XXI

Allegheny County Health Department Regulated Entities Portal website

On this website, the REP training document “Regulated Entities Portal User Guide” has information on
account setup, emissions inventory submittal, and invoice payment.
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PART II: WARNING ABOUT CONFIDENTIAL BUSINESS INFORMATION DISCLOSURES

In some instances, in the process of submitting a Request for Determination (RFD), Installation Permit
(IP) application, or Operating Permit (OP) application, a facility may need to submit Confidential
Business Information (CBI) in order for the Department to be able to comprehend and review the
request or permit application. If a facility feels that any information it will submit qualifies as CBI, it is
imperative that the facility communicates this to the ACHD during the submission of the RFD, Installation
Permit application, or Operating Permit application online. The facility should review this description
about what claiming confidentiality entails.

Not all information will qualify legally as CBI. Review the instructions regarding Confidential Business
Information (linked above), and Article XXI, Section 2101.7(d) to determine if the information provided
qualifies as CBI. Then, if the facility believes that the requested information constitutes CBI, complete
and submit a CBI claim form with the RFD, Installation Permit, or Operating Permit submittal in REP.
Legal review by the Department is necessary to grant the claim of confidentiality. Without notification to
the ACHD of the possibility of CBI, sensitive information may be disclosed to the general public via the
Regulated Entities Portal (REP). If at any point the facility has questions about its information qualifying
as CBI, the facility is urged to contact the ACHD by phone at 412-578-8103 or by emailing
AQPermits@alleghenycounty.us .
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PART Ill: BRIEF OVERVIEW OF ACCOUNT TYPES IN REP

There are three different account types in REP, and each account type has different privileges assigned
to it. The three types are Responsible Official (RO), Consultant, and General Public. The table below
shows the privileges assigned to each.

Account Type
Account Privilege Responsible | Preparer/ General
Official Consultant | Public
Prepare a Request for Determination (RFD), Yes Yes No
Installation Permit application, Operating Permit
application, semiannual or quarterly reports, annual
compliance certifications
Certify, Sign and Submit an RFD, Installation Permit Yes No No
application, Operating Permit application
View status on submitted RFDs and Yes No No
Installation/Operating Permit applications
Initiate Amend/Revise/Withdraw an Yes Yes No
RFD/Installation/Operating Permit application once it has
been submitted
View RFD submittals and installation and operating Yes Yes Yes
permit applications that were submitted to the ACHD
View Installation and Operating Permit Drafts, and Yes Yes Yes
Submit Public Comments on Installation and Operating
Permit drafts
View RFD decision from the ACHD Yes Yes Yes
View Issued Installation/Operating Permits Yes Yes Yes
Initiate Permit Amendments, Renewals, Name Changes, Yes Yes No
Transfers, Terminations
Pay invoices Yes Yes Yes

Keep these privileges in mind when setting up the accounts for your facility.

e Each person may have only one account type. The type may be changed, but only by notifying
the Department.

e Each facility may have only one RO assigned to it. An RO may also serve as a facility contact or
environmental contact (i.e., perform multiple jobs).

o A facility may have multiple Consultant accounts and multiple General Public accounts.
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For consultants to be able to prepare submittals, Consultant accounts must be linked to the RO’s
account. The RO must also assign facility privileges to whichever consultant account is

responsible for a facility’s submittal.
Anyone without an account can still do the same things as someone with a registered General

Public account, with the exception of paying invoices.

See Appendix A and Appendix B for help in linking Consultant accounts to an RO account and how to
create a new facility in REP when a Consultant will be preparing the submittal.
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PART IV: BRIEF OVERVIEW OF REP DASHBOARD
This section provides an overview of the REP Dashboard screen after logging on as an RO or a Consultant
(who has been linked to an RO and assigned facilities and privileges to prepare application submittals).
Note that the first screen seen upon logging on to REP may vary, as the screen will default to whichever
screen the user accessed prior to logging off.

A convenient way to navigate is to use the (=) “hamburger” menu, three horizontal bars in the top left-

hand corner of the screen (see red box below). Clicking the “hamburger” menu will navigate the user
back to the Dashboard, shown below.

I = Dashboard

Info  Messages

Submittals  Permits/Licenses/Gertificates & Transaction History  Upcoming Obligations & Unpaid Submittals

Insights
=+ Dashboard Info Submittals
Views summary of work progress
submittals MY SUBMITTALS (LAST 3 MONTHS) [0 Submitted
[/ Start New Submittal 0 2
Create new submitals e S &% Ofarouy] B  (B[sm20 o
% Pending Submittals p Installation Permit
5% it unfinished submittals.
CORRESPONDENCE (LAST 3 - —— 7
7 Track submittal Status MONTHS) A& Ofnrauay | EEY (B]22e202 i EIED
=& Monitor submittal status ’ Request for Determination
Open gl
i Upcoming Obligations
Submit compliance reports Authority Unre.. |0 y- Q[ air quality \ (® 12daysago J{ & | 2 |
¥ Pay Invoices/Fees N P Fake Goettman Park
= ‘I Public Unread |11 §
Make online payments. Installation Permit
1200 Goettmann St, Pittsburgh, PA 15212-5108
Issuance
& Permits/Licenses/Certificates Messages 2 O [arauainy | EFT (B[220204 R DA
Track permits or licenses. _iT.,_ —
' Testsite - Arsenal Park
utilities ANNOUNCEMENT Installation Permit
=) Public Records 276 39th St, Pittsburgh, PA 15201
* Search Public Submittals, Notices and
y / — r
Permits/Licenses/Certificates. £ O‘ AT Ouaht)‘ ‘ ‘ ‘, 14(‘?’5 ago E

settings

@ My Account
Change account information

The screen name is displayed to the right of the hamburger menu icon

Dashboard.

Installation Permit

The top right-hand side of the screen has other useful buttons (see ellipse).

rA
LJd

This icon toggles the screen to full screen mode.

____

NEW SUBMITTALS (wy Favorite [RREY
o Q| airquality | +
S5 nstaliation Permit
- Q| air Quality | +
" Miscellaneous submittals
© | covonline | +
Online Enforcement Penaity
Payment

©  Govonline | +

Online Invoice Payment

LY

P~ Q| air quality | +
%" operating Permit
b Q[ air quality | +

%" Request for Determination

. The screenshot above is the
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L - . . L.
This icon shows a timeline listing of the screens the user has accessed.

) Timeline (Activity History) (i)

Dashboard

=
=
i @

Installation Permit

[ "I; Pending Submittals

Request for Determination

I; Submitted Submittals

Request for Determination
[ "1; New Submittal i
| i !

Installation Permit “
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. This button will take the user to a help screen, which is the ACHD Regulated Entities Portal
page. Help documentation is linked there.

< c 25 alleghenycounty.us/Services/Health-Department/Air-Quality/Regulated-Entities-Portal

* O a
@ NewTab @ The Engineering To... \‘-} MACT Training \9’ Air Emissions Invent... & Air Pollution Trainin...

& ALLEGHENY COUNIY

Search...
ALWAYS INSPIRING

dl\ﬁ Air Knowledge \0’ EPA Emission Stand... » 3 All Bookmarks

Government

Services

Projects and Initiatives Parks and Events

Home / Services / Health Department / Air Quality / Regulated Entities Portal

Regulated Entities Portal

Children and Families ‘

County Assistance

\ )
L )
G 7F C G Sr
10
QG“EE;COO
> N ";34 ALLEGHENY COUNTY HEALTH DEPARTMENT
Y o N AIR QUALITY PROGRAM
: VY « 836 FULTON STREET * PITTSBURGH, PA 15233 PHAB
5 PHONE (412) 5788103 « FaAx(412)5788144 Adl/.'ancing
24-HR (412) 687-ACHD (2243) F;’;f;:fr v
WWW.ALLEGHENYCOUNTY.US/HEALTHDEPARTMENT

Rev 0: August 27, 2024



Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

n Tester8
This icon shows your username. Clicking on it allows access to a pull-down menu

and to the Log-out button.

Tester8 Tester8 (> Logout

ra
+ |RO| 2~ @
Tester8 Tester8
£4 Mary.Gleason@alleghenycounty.us

%, 4125555555
[ 301 39th St, Bldg 7, Pittsburgh, PA 15201-1811

11
P Co,,
y AA % ALLEGHENY COUNTY HEALTH DEPARTMENT
M N AIR QUALITY PROGRAM
‘(s. 836 FULTON STREET ¢ PITTSBURGH, PA 15233 P H A B
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Review of left-hand side column icons:

= Dashboard 290 QTesterB

Info

insights
=» Dashboard Info
Views summary of work progress.
submittals
=_’ Start New Submittal 0 2
Create new submittals Submittals . Submittals .
| K Pending Submittals
“&' it unfinished submittals.
CORRESPONDENCE (LAST 3
| 7 Track Submittal Status MONTHS)
Monitor submittal status
Open 3

Upcoming Obligations
Submit compliance reports

Authority Unre.. [0

Iy Pay Invoices/Fees
W | ake online payments Public Unread [

Issuance

- Permits/Licenses/Certificates
/ I Messages
Track permits or licenses.

Utilities ANNOUNCEMENT

[ Public Records

* search Public Submittals, Notices and
Permits/Licenses/Ceriificates

settings

@ My Account
Change account information.

Dashboard screen, left-hand column

Insights

— I cortif o —— i OBlinati
Submittals
MY SUBMITTALS (LAST 3 MONTHS)
for Q| airquality |@ (Br]3/4/2024 (6] 7]
g Installation Permit
for Q| airquality |@ (B ] 22812020 (6] 2]
' Request for Determination
G O e R O
4 Fake Goettman Park
Installation Permit
1200 Goettmann St, Pittsburgh, PA 15212-5108
o -« N - - 5 1]
' Test Site - Arsenal Park
Installation Permit
276 39th St, Pittsburgh, PA 15201
42 Ol | Bz I G

Installation Permit

& Unpaid

evsourns (D)
Por Q| Air quality | +
S nstanation ermit
o Q| Air quality | +
S Miscellaneous submittals

© [ Govoniine | +

Online Enforcement Pendity

Payment

© [ sovonline | +

©

Online Invoice Payment

- Q| Air quality | +
%" operating Permit
- Q| Air quality | +

%" Rrequest for Determination

e Dashboard: shows user’s obligations, submittals, and correspondence. It also lists recent and

new submittals.

Submittals, each listing is an action that can be taken if clicked. These include:

e Start New Submittal

e Pending Submittals (ones started by the user but not submitted to the Department)
e Track Submittals (has the submittals sent into the Department through REP)
e Upcoming Obligations: leads to viewing reporting due, etc.

e Pay Invoices/Fees

Issuance

e Permits/Licenses/Certificates leads to viewing permits and RFD decisions
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Utilities

e Public Records allows search of submittals, permits, RFD decisions, and making public comments
on permit drafts

Settings
e My Account: allows viewing/modifying user’s account setup

When any of these are clicked, REP will take the user to a different screen in order to complete the
requested action.

= Dashboard 1D @ @ Testers

Insights Info  Messages Submittals itsLi [Certifi &Ti ion History ing Obligations & Unpaid
s Dashboard Info Submittals
Views summary of work progress
Submittals MY SUBMITTALS (LAST 3 MONTHS) RN submitted NEW SUBMITTALS (My Favorite (RS C
Start New Submittal 0 2 YR
ad A , > | 3/4/ P Air Quality +
Create new submittals e ubmittals A& Olwrawn | EE (o420 Bira BE e O y | ‘
- nstallation Permit %7 installation Permit
"} Pending Submittals nstaliation Permi
" kit unfinished submittals. O (airaualiy | +
CORRESPONDENCE (LAST 3 - T 3 ks = )
[y Track submittal Status MONTHS) A0 Ofarawiy | R  (B]z2sr0- (e EIE S5 Miscellaneous submittals
-
Monitor submittal status g Request for Determination \W\ +
Open 3 © [ covonline
Upcoming Obligations Online Enforcement Penalty
Submit compliance reports Authority Unre.. |0 P O [airoueity | D (& ]223202 D B @ Payment
I Pay Invoices/Fees Public Unread ] ’ Fake Goettman Park \—Gowomme\ +
Make online payments. Installation Permit c:mme invoice Payment
1200 Goettmann St, Pittsburgh, PA 15212-5108
Issuance —
a @ [ airquality | +
% Permits/Licenses/Certificates Messages y- O [ air quality |m [DIPEERTY 12 caysago 6 | 2 | %" operating permit
Track permits or licenses. _i.[,.., —
p Test Site - Arsenal Park O‘ ‘Air Quality | I
- y
utilti R
Hities ANNOUNCEMENT Installation Permit -Ile'— Request for Determination
[=) Public Records 276 39th St, Pittsburgh, PA 15201
* Search Public Submittals, Notices and
Permits/Li /Certificat Prry— =
ermits/ticenses/bertificstes p- O [airouaiity | B2 [0-][221202 TS &2
Settings » Installation Permit
@ My Account
Change account information.

To the right (see red box)
Info

e Number of upcoming obligations a user has to complete (for example, reports or bills due)
e Submittals (example, requests for determinations, installation permits, etc.)
e Correspondence (communication between the RO and the ACHD)

Open: For the last three months, the total number of correspondence threads opened on any of the
user’s facilities by the facility or the ACHD.

Authority Unread: For the last three months, the total number of correspondence threads from the
facility that have not been read by the ACHD.
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Public Unread: For the last three months, the total number of correspondence threads from the ACHD
that have not been read by the facility.

Any number may be clicked to take the user to another screen for further details.

e Messages displays system announcements (such as planned outages, etc.)

= Dashboard 10 @ @ Testers

Info  Messages Submittals itsLi [certifi ion History i igations & Unpaid

Insights
= Dashboard Info Submittals
Views summary of work progress
Submittals MY SUBMITTALS (LAST 3 MONTHS) Pending NEW SUBMITTALS
|7/ Start New Submittal 0 2 (At ouality
[ - S y +
B Create new submittals Submittals . submittals . &g Ofwown)EHY  (Bsmens oo hils ﬁlﬁ:;:::lg;rlm
. - . » Installation Permit '
| 'k Pending Submittals
5% it unfinished submittals. © (4ir quality | +
CORRESPONDENCE (LAST 3 ~ o 2 e .
7 Track Submital Status MONTHS) A0 Ofarowny | B (o210 nrg BE S5 Miscellaneous submittals
Monitor submittal status 4 Request for Determination [GovOnline | +
Open 3 © | GovOnline
Ji~ Upcoming Obligations Online Enforcement Penalty
U8 ot compliance reports Authority Unre.. 10 a O [arauaity | ERE [0 ]22320: XD B Payment
Vg Pay Invoices/Fees Public Unread i 4 Fake Goettman Park c \7Gow0n\ine\ +
Make online payments. Installation Permit C:nlme Invoice Payment
1200 Goettmann St, Pittsburgh, PA 15212-5108
Issuance —
for Q| air quality | +
4« Permits/Licenses/Certificates Messages £ O (Airqualiy |m (® 12daysago | 8 | 2 ] " operating Permit
Track permits or licenses. .iT-.— 7
o Test Site - Arsenal Park o‘ ‘Air Quality | +
-, y
utilit Ao
ilities ANNOUNCEMENT Installation Permit 5 request for Determination
(=] Public Records 276 39th St, Pittsburgh, PA 15201
* Search Public Submittals, Notices and
Y / E—
Permits/Licenses/Certificates. y- O‘ Air Quality | (» 14 days ago ﬂ
Settings » Installation Permit

Q My Account
Change account information.

Submittals

e Shows submittals in last three months (may toggle between Pending and Submitted).

e Pending submittals may be deleted (red trash can icon) or edited (pencil icon).

o Submitted submittals are submittals that have been prepared and sent by the RO for
Department review.

New Submittals
e Lists submittal types the user is authorized to prepare for submission to the Department.

Click the yellow “+” plus button to initiate the action.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

Scroll down in the Dashboard:

= Dashboard

info  Messages

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

Ly | Info
4
[~ 4
0 2 — N —
b Perm|tsII.|censesICertlhcutes & Transaction History
Submittals Submittals

i MY ACTIVE PERMITS/LICENSES/CERTIFICATES TRANSACTION HISTORY
' CORRESPONDENCE (LAST 3 MONTHS)

= oo 5 PR3 [ installation Permit B v | o
R P Fake Grandview Park

Authority Unre.. |0 Installation Permit (1P)

R () -z O
Public Unread {0
[ﬁ \ Operating Permit | B

Fake Goettman Park

Messages Operating Permit (OP) - Minor

(172472024 | ~[ 172372020 I CACCd
I el installation Permit (o ]

Fake Grandview Park

ANNOQUNCEMENT

Installation Permit (1P)

(27742024 | ~

(120154 ] e 72 | CESEENETZERT) (o]
Fake Goettman Park

Anarating Darmit (ADY - Minar

Permits/Licenses/Certificates & Transaction History

These sections list permits associated with the user’s facility(ies) and any transactions made (payments).

Click the red pdf icons to view the RFD decision or permits.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

Scroll down the Dashboard screen:

Dashboard

Info  Messages i its Li [certifi ion History  Upcoming Obligations & Unpaid Submittals

th Info Upcoming Obligations & Unpaid Submittals

¥ (] NEW OBLIGATIONS UNPAID SUBMITTALS

1 0 2 A quaiy | (B 3767 e
& No record found B~ auairy | (8] s/0/202¢

Submittals Submittals

¥ | Fake South Side Park
I & 2000 Julia St, Pittsburgh, PA 15210

’ CORRESPONDENCE (LAST 3 MONTHS) = & Request for Determination
=
Open 3 m\mrauahtyni 3/1/2024 | e
s Test Site - Arsenal Park
= Ay Uhne- | 276 39th St, Pittsburgh, PA 15201
- Public Unread 0 Request for Determination

] EX (~irauality | (@] 22072024 =3
o

Big Minor Source, Inc.
§ 3901 Penn Ave. Bldg 7, Pittsburgh, PA 15201

Messages E)
e Request for Determination
C ol q

ANNOUNCEMENT BX) (~ir quaity | (@] 172472024 ] ]

Fake Goettman Park
1200 Goettmann St, Pittsburgh, PA 15212-5108
PRWESS = Operating Permit

I o O ) o

.~ TestsSite - Arsenal Park
276 39th St, Pittsburgh, PA 15201
N .

Upcoming Obligations
This section lists reporting obligations.

Unpaid Submittals

This section lists submittals still needing payment. Click on the yellow eye to view the submittal.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

PART V: OPERATING PERMIT APPLICATION PREPARATION AND SUBMITTAL

PART V-A: IMPORTANT SYMBOLS IN THE SUBMITTAL FORM

-Red exclamation points: Anytime there is a field with an exclamation point marked Required next to it
(see red circle) that field must be completed, or the submittal will not go through.

Section 2. Site Information

() Select your facility O Create new facility
© Required.

-A red exclamation point on a tab [the tabs here are: 1 Basic Info (with subtabs Basic Info, Stack, Control
Device, Summary of Emissions), 2 Attachment, 3 Payment, 4 Review, 5 Submission] means required
information is missing and must be completed.

The screenshot below shows these red exclamation points on 1 Basic Info, Basic Info, Summary of
Emissions, and 5 Submission.

Operating Permit

I_Il Basic Info @ @ Attachment @ Payment @ Review @ Submission @

Bosic Info @ | Stack Control Device Summary of Emissions @
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

-Click yellow question marks to activate help messages.

Saction 1. Parmit Description l

|ONE‘«+0 () Renewal @ () Sionficant Modiication @ () Minor Nodifation @ () Adminisrative Amendment @ () Reactivation @
@ Required.

After clicking:

Section 1. Parmit Deseription

ONewe () Renewal @ () Significant Modification @ () Minor Modfication @ () Administrative Amendment @ () Reactivation @
0 Required. Reissuance of an existing operating

permit at the end of its term
Brief Description of Permit Applic

Then click it again to hide the message.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

Yellow (+) New button: This button appears in various places throughout the submittal. Clicking it will
open a set of questions to be completed for a single emission unit, stack, etc.
Operating Permit

(1) Basicinto @ | (Z) Attachment (3) Payment (@) Review (5) Submission @

Basicinfo @ | Stack | ControlDevice Summary of Emissions @
Select data from facilty imventory

Mo record found

©,

After clicking:

Operating Permit

(1) Basicinto @ | (2) Attachment (3) Payment (@) Review ((5) Submission @

Basicinfo @ Stack @ | Control Device Summary of Emissions @

°
- (i}

Stack Identification

Stack Name Identifier Status
I
I I ~ | Active A
© Required @ Required
Stack Type Operation Start Date Operaticn End Date Dismantle Date
~ mm/dd/yyyy a mm/dd/yyyy a8 mm/dd/yyyy a
Outer stack material Stack lining material
UTM East UTM North Ground level elevation (ft)
Actual Stack Height Above Ground (feet) Building Height (feet) Building Length (feet) Inside Stack Diameter (feet)
Stack Orientation Angle (degres) shape
v
Exit Gas Temperature (Fohrenheit) Actual Exit Gas Flow Rate (cubic foot per second) Exit Velocity of Gas (foot per second)
% moisture Distance to the nearest building (ft)
© Required

For the nearest building:
Height (it) Length (1t) Width (it)

M

Once the information is entered, the set of information can be “hidden” or minimized, which needs to
be done to be able to click the +New button to add the next stack (for example). If the New button is
gray, it cannot be selected until the window for the current item is minimized.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

To minimize, click the blue triangle.

Operating Permit

‘
0

(1) Basicinto @ | (2) attachment  (3) Payment (@) Review ((5) Submission @

EesicInfo @ Stack @ | ControlDevice Summary of Emissions @
e ptackl L]

Stack identification

Stack Name identifiar Status

Stack1 S001 v | Active ~

Operating Permit
ek
(1) Basicinto @ | (2) Attachment (3) Payment () Review () Submission @

Basic Info @ Stack @ | Control Device Summary of Emissions @

v

Select data from facilty inventory
v Stack Name
o

b Stackl L]

1 Resuits

e To delete a row of information, click the Delete icon (red trash can)

e Save button: Click the Save button in the bottom right of the screen (red floppy disk icon) at
least once on each tab to save information as it is entered.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

PART V-B: PREPARATION AND SUBMISSION OF OPERATING PERMIT APPLICATION BY
RESPONSIBLE OFFICIAL

These instructions review how a Responsible Official (RO) prepares and submits an Operating Permit
Application using REP.

These instructions assume that the Responsible Official already has an account approved in REP.
Preparation and submittal of the Installation Permit form:

e LogontoREP.

e C(Click on the (=) hamburger menu (three stacked horizontal bars at the top left corner)

e On the left-hand side of screen, under Submittals, click Start New Submittal

e On the New Submittal screen, scroll down on the right-hand side of screen to Operating Permit,
and click the + sign. This takes the user to the Operating Permit screen. It is divided into tabs at
the top (Basic Info (subdivided into Basic Info, Stack, Control Device, Summary of Emissions);
Attachment; Payment; Review; Submission)

- Ageneral but very important note: Within the Operating Permit application submittal,
anytime there is a field with an exclamation point marked Required next to it, that
field must be completed, or the submittal will not go through. A red exclamation point
on a tab means that required information is missing and must be completed.

- Help messages are activated by clicking the yellow ? buttons throughout the form.

e Basic Info tab

- Permit Description Section

- Select the description which best matches the operating permit type (click the yellow ?
buttons for a description of each).

- Under Brief Description of Permit Application/Source, enter a description for the
purpose of the permit (example: is it a new operating permit, a renewal, amendments
requested, etc.). If more space is needed, an attachment with the information may be
uploaded on the Attachments tab.

- Site Information - click on the appropriate button to select an existing facility, or to
create a new facility.
=  For an existing facility, click the pull-down menu under Select your facility.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

e Click on the facility location for the operating permit

=  For a new facility, select Create New Facility

e Fill in the facility name, abbreviation if applicable, choose No for facility
located on Native American Lands (none in Allegheny per EPA
definitions), fill in general company email, general facility phone
number, fax number, number of employees, and any comments.

e Fillin the mailing address. If the address starts to autofill the correct city
and state, allow the system to do this. Fill in any missing information.

e Under Physical location, click the Copy from Mailing Address button if
the physical address and mailing address are identical. If they are not,
enter the full address. If in the (street) address box the system starts to
autofill with the city and state, allow it and fill in any gaps in the full
address.

e Click the map to generate the latitude and longitude. Note: if the map is
blank or shows a location in Oregon, go back to the street address, and
start typing it in until it starts to autofill and let it autofill. Then click on
the map again. [If there is still a problem, notify the ACHD].

- Fillin Federal Tax Identification Number
- Under Municipality, use the pulldown menu to select the municipality for the facility
- Fillin Block, Lot, and Parcel ID
- Provide a brief description of the business for the site
- SIC codes: Select by clicking the blue + sign, then enter a number or keyword to search.
Click to select the code.
- Type of source — Select the description of the source type (click the yellow ? buttons for
a description of each).
- Once one of those options is selected, a fee table will appear.
=  Click the checkboxes in the left hand column of the table for each item that
applies to the permit application.
= The total fee due will be automatically calculated based on what is selected.
This total fee will also appear on the Payments tab which collects the payment
due.

- Contact Information section:
= Requester/Preparer Information
e If the RO is preparing the application, click the box in front of “Same as
Applicant Information?”
e Also click the same box under the Responsible Official Section.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

= Facility Contact Section: A facility contact works for the company who owns the
facility, and works at the facility for which the operating permit is written. Fill in
the information for the facility contact.

= Environmental Contact: Fill in the information for the environmental contact (or
click Same as Facility Contact button, if applicable). The environmental contact
works for, or is contracted by, the company who owns the facility.

=  Emissions Inventory Contact section: Fill in the emissions inventory contact. If
the facility does not have one, click “Same as Facility Contact” button.

= Billing Contact section: Fill in the information for the billing contact.

- Applicable Requirements Section: This section describes what is needed in the
applicable requirements document to be uploaded on the attachments tab.

- Compliance Plan section: Click Yes or No for whether the facility is in compliance at the
time of application submission. If the facility is not in compliance, a document will need
to be uploaded to the Attachments tab describing the plan to bring the facility into
compliance.

- Compliance Review form: Download the Compliance Review Form, complete it, and
upload it to the Attachments Tab.

- Alternative Operating Scenarios: Click Yes or No as to whether there is an alternative
operating scenario to be approved. If there is, a document describing it will need to be
uploaded to the Attachments tab.

- Required Documents Section: This directs the user to a blue “Get Information” button
on the right hand side panel under Submittal Information. Click the “Get Information”
button to open the summary table of attachments needed and emissions calculations
instructions.

- Process Operations Section: Click checkboxes beside the emissions units/processes at

the facility.
= |f the process/emission unit does not fit one of those categories, select General
Process.

=  When a checkbox is clicked, it will open a new tab to complete.
= Click all of the checkboxes needed, then Click the Save button (floppy disk icon
inside a red circle in bottom right corner) to save the data.
e If any required information is missing on the Basic Info tab, there will be
a red exclamation point on the tab. If this happens, go back and review
the contents and enter the missing information; click save, again.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

= Asan example of a tab created by selecting a process operation, here is an
example where Boilers has been selected. This created a tab labeled Boilers at
the top part of the screen.

< Operating Permit
B :

(1) Basicinfo @ |(2) Attachment (3) Payment (@) Review (§) Submission @

Basicinto @ Boilsrs | Stack Control Device Summary of Emissions @

Eoilers Information

- Select data from facility inventory

No record found.

+ New

= [f this operating permit application is following an installation permit that has
been issued through REP, or if this is an operating permit renewal application,
there will be emission units from the previous permit that can be loaded into
the application.

= (Click “Select data from Facility Inventory” , then click the blue + button to
reveal a list of Boilers
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

< Operating Permit
.| | * m o >

(1) Bosicinto @ | (2) Attachment () Payment (4) Review ((5) Submission @

Bosicinfo @ Boilers | Stack Control Device Summary of Emissions @
X
L
) Boilers Information /_\
=

Select dats from facillty inventory

.' @
+ Load Data

No record found.
=

Y| [wew

Operating Permi
=
(1) Basicinto @ | (Z) Attachment (3) Payment (%) Review (&) Submission @

Basicinfo @ Boilers | Stack ControlDevice Summary of Emissions @

Boilers Information

BL-001 (BL-001)

BL-002 (BL-002

Total:2

= Click on the boiler(s) for this permit, from the list that appears, then click on the
screen
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

Operating Permit
(o) :
) @ Basic Info @ @ Attachment @ Payment @ Review @ Submission @

BasicInfo @ | Boilers | Stack ControlDevice Summary of Emissions @
b
Boilars Information

Select data from facltyimentory A

&R BL-001 (BL001) R BL-002 (BL-002) =

BL-001 (BL-001)

| BL-002 (BL-002)

Total: 2

Click the green +Load Data button

‘Operating Permit

= >
() Basicino @ | (2) Attachment (3) Payment (&) Review () Submission @
Basicinto @ | Boilers | Stack ControlDevice Summary of Emissions @
Bollers Information
Select data from faciity iventory A
3R BL-007 (BL-001) | ¥R BL-002 (BL-002) +
|
+10ad Data
No record found.

+New

Click Ok to the question “Load Data from facility inventory will overwrite
existing data. Are you sure to continue?”

Load Data from facility inventory will overwrite
existing data. Are you sure to continue?
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

This will load the data, and emission unit IDs, from any boilers selected. The
blue arrows to the left of the emission unit IDs may be clicked to expand the

record, to show the details for the boiler.

=] >
() Basicinto @ | (2) Attachment (%) Payment (@) Review (&) Submission @

Basicinfo @ Boilers | Stack Control Device Summary of Emissions @

Boilers Information

‘Select dats from facihty nventory

N BL-001(BL-001) 3R BL-002 (BL-00Z) +

+1Load bata

[ r—
La01 o
L-002 B
2 Resuits

‘Operating Permit
[ 206 NEEEH] 5
(1) Basicinto @ |(2) attachment (3) Payment (2) Review () submission °

Basicinfo @ Boilers | Stack ControlDevice Summary of Emissions @

Boilers information

Select dats from faciy Inventory

R BL00T(BL-00T) ¥R BL-002 (BL-00Z) +

+Load Data

Emission Unit identifie

O BL-001 ]

Bailer Information

Gombustion Unit Type

(@ Boiler () Heater () Fumace () Other

Manulacturer Model Serial Number
Alfa Laval test test
Fuel Type @

The fields for the boiler (all but the Emission Unit Identifier) can be updated if
needed and saved.

Click the blue triangle, again, to minimize the record.

‘Operating Permit
&3 (o) >
(1) Basicinte @ | (Z) Atiachment (%) Payment (&) Review (5) Submission @

Basiclnfo @ Boilers | Stack ControlDevice Summary of Emissions @

Boilers Information

‘Select data from faciity Iventory A

R BLO01(BL-001) 3R BL-002 (BL-002) +

+ Load Bata

Emission Unit Identifisr

» BL-001
» BL-002

[2Resuts |
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

= |tis possible to add additional new boilers by clicking the yellow +New button.
[Keep in mind this is done only if advised by the ACHD; typically, new emissions
units must be approved by the installation permit process.]

= This will open a screen of questions to complete. Answer all required questions,
and, if possible, answer any optional questions.

‘Operating Permit

&2

(D Bosicinto @ |(2) Attachment (3) Payment (Z) Review (E) Submission @
Basicinfo @ Boilers @ | Stack ControlDevice Summary of Emissions @

°v BL-003

Boiler Information

Emission Unit Identifier

BL-003

Combustion Unit Type

ter () Fumace () Other

Madel Serial Number
Or:
Fusl Type
[J Natural gas
[ Fuel ail
[ Other
@ Required
Low NOX burnere? NOX ppm by weight €O ppm by weight Flue Gus Recirculat
I v I v
© Required @ Required
Maimum Gapacity (MMETU/hr) Date Equipment was Manufactured Date of Installation at facility Yearty Hours of Operati
| o mm/dd/yyyy a I
@ Required. @ Required

@ Required

= |Located at the bottom of the screen is a brown box with instructions; be sure to
add the requested attachments on the Attachments tab.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

Operating Permit
& >
(1) sasicinto @ | (2) attachment (3) Payment () Review (5) suomission @

Basicinfo @ Boilers @ | Stack ControlDevice Summary of Emissions @

v | v
@ Required @ Required
Maximumn Capacity (MMETU/hr) Date Equipment was Manufactured @ Date of Installation at faciity @ Yearly Hours of Operation
mm/ad/yyyy =] mm/dd/yyyy =] |
© Required © Required @ Required © Required

How does the combustion unit vent?
| [ Indoors [ to Control Device @ [ to atmosphere directly [] to atmosphere via a stack @
@ Required

dditional Limits/Limit Requests

Additional explanations

Please include a vendor specification sheet including emissions data in the Attachments section
Please include a photo of the nameplate for the emission unit
Please include all emissicns from this unit in the Emissions Summary/Spreadsheet o be included on the Attachments tab.

+New

= To add additional boilers, minimize the previous boiler by clicking the blue
arrow next to it. This will activate the +New button at the bottom of the screen
so it can be clicked; and the steps repeated for an additional boiler.

Operating Permit
Open >
&3 (o)
(1) Basicinto @ | (2) Attachment  (3) Payment  (2) Review () Submission °

Basicinfo @ Boilers @ | Stack ControlDevice Summary of Emissions @

Boilers Information

Select data from facilty ivertory
Ermission Unit Identifier

» BL-0O1
1
» BL-002

0' BL-003 L]
|

= After clicking +New

3 Results
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

< Operating Permit
==

(D) sasicinte @ | (2) Attashment () Payment (%) Review (5) submission @

>

Basicinfo @ Boilers @ | Stack Control Device Summary of Emissions @

0' BL-D04

Boiler Information

Emission Unit Identifier

BL-004

Gombustion Unit Type

Boiler () Heater () Fumace (O) Other

ﬂ © Required
Manufacturer Model Sericl Number

@ Required @ Required

Fuel Type
[ Natural gas
(] Fuel ail

[ Other
@ Required
Low NOX burners? NOX ppm by weight €O ppm by weight Flue Gas Recirculation?
I v I v
@ Required @ Reguired.
Maximum Capacity (MMETU/hr) Date Equipment was Manufactured

Date of Installation at facility Yearly Hours of Operation

o
O Required

| mm/dd/yyyy =)
© Re=quired © Required

How does the combustion unit vent?

| [ Indoors [] to Control Device @ [] to atmosphere directly [] toatmosphere via a stack

N ditional Limits Limit Requests e

=  When finished, click the red Save button in the bottom right corner of the
screen
e If any required information is missing for an individual emission unit,
there will be a red exclamation point next to the Emission Unit Identifier
and on the emissions units tab. If this happens, go back and review the
contents and enter the missing information, and save again.
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Regulated Entities Portal (REP) User Guide

for Operating Permit Applications (OPs)
= For another example, here is the General Process tab.

=]
() sa

o

If this operating permit application is following an installation permit that has
been issued through REP, or if this is an operating permit renewal application,
there will be emission units from the previous permit that can be loaded into

the application. Click “Select data from Facility Inventory, then click the blue

+button for a list of processes.

Operating Permit
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Open >
BB (=]
(@) Basicinfo @ | (3) Attachment () Payment (@ Roview () subrmission @

Basicinfo @ GeneralProcess | Stack Control Device Summary of Emissions @

Goneral Process Information

POD1 (P0OT)

) PODZ (PDOZ)

|

Total:2

o

= From the list the appears, click on the process(es)for this permit, then click on

the screen
] >
(1) Basicinto @ | (Z) Attachment (3) Payment (@) Review (&) Submission @
Stack  Control Device Summary of Emissions @
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for Operating Permit Applications (OPs)

= (Click the green +Load Data button

=  Click Ok to the question “Load Data from facility inventory will overwrite
existing data. Are you sure to continue?”

= This will load the data from any selected process(es), including emission unit
IDs. The blue arrows to the left of the emission unit IDs may be clicked to
expand the record to show the details for the process.

Operating Permit

BB (o=
@ =

sion Unitdontier

! 001 L]

| 02 8
[2Resuits]
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for Operating Permit Applications (OPs)

Operating Permit

=

(@ Basicinto @ |(2) Attachment (3) Payment () Review (3) Submission @

Basicinfo @ General Proc

Stack Control Device Summary of Emissions @

General Process Information

‘Select data from faciity mvertory A~
&R P0OT(PO0T) 3R POOZ (POOZ) -
+ Load Data
Emission Unit I
QCDZ W
Part | - Deseription of Process

‘ Please attach a description of the process (including all emissions units, and including those that do not meet the other categories listed under the Process Operations section in the Basic Info tab) in the Attachments tab.

Please also attach a (block) diagram of the process flow. In the diagram, please label the following but not limited to: each process segment (including any and all emissions units), raw material intake points, product discharge
points, lacations of emissions control devices, and emissions discharge points.

List the raw materials usad in the process @

Acid and metals

Final Products

Final Product

» copper L}
= The fields in the process (excepting the Emission Unit Identifier) can be updated
if needed and saved.

Operating Permit

=

Click the blue triangle again to minimize the record.

7) sasicinto @ |(3) Atachment (3) paymont (2) Review (E) submission @

Basicinto @ General Process

Stack Control Device Summary of Emissions @

Genaral Process Information

3R POO1 (PODT) 3R POO2 (PO02)

+Load bata

Emission Unit identifier

» POD1

» PO0D2

@
[2Resufts |

o
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

= |tis possible to add additional new processes by clicking the yellow +New
button. [Keep in mind, this may be done only if advised by the ACHD; typically,
new emissions units must be approved by the installation permit process.]

= This will open a screen of questions to answer. Be certain to answer all required
guestions, as well as optional questions, if possible. The screenshot shows the
start of the questions.

Operating Permit
| I (o)

0@ | (2) Attachment (%) Payment (@)

(7) sash

Basicinfo @ GensralProcess @ | Stack Control Device Summary of Emissions @

0' P-003

Part | - Description of Process

£ R Unit identifier

]
Please attach a description of the progess (including all emissions units, and including those that da not meet the ather categories listed under the Process Operations section in the Basic Infa tab) in the Attachments tab.
]
N Please also attach a (block) diagram of the process flow. In the diagram, please abel the following but not limited to: each pracess segment (including any and all emissions nits), raw material intzke points, product discharge
] points, locations of emissions control devices, and emissions discharge points

List the raw materials used in the process

@ Required
Final Froducts
+New
Please add st least one record
#

= At the bottom of the screen is a brown box; be certain to upload the requested
attachments on the Attachments tab.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)
e

Wi
Part il - Emission Contral Units
How doss the process equipment vent?

[ Indears [ te Gontrol Device @ [ to atmospnere directly (] to atmosphere via a stack @

0 Required,
Additional explax

i
Part v - Remark
Aadditional Commy

_—

10 be included on the Attachments tab. Cite sources for emissions factors. Also

+New

o

= Click the Save button (red floppy disk icon)
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= To add more processes, minimize (click the blue arrow by the emission unit

identifier), then click + New button
Operating Permit

m\Opelﬂ

(1) Basicinfo @ | (2) Attachment (3) Payment (4) Review () Submission @

Basicinfo @ General Process @ | Stack Control Device Summary of Emissions @

Emission Unit Identifier

e 7003

Part | - Description of Process

Emission Unit Identifier
P-003
Please attach a description of the process (including all emissions units, and including those that do not meet the other categories listed
under the Process Operations section in the Basic Info tab) in the Attachments tab.
Please also attach a (block) diagram of the process flow. In the diagram, please label the following but not limited to: each process segment

(including any and all emissions units), raw material intake points, product discharge points, locations of emissions control devices, and
emissions discharge points.

List the raw materials used in the process @ a
1

= After clicking the blue arrow

Operating Permit
[oven) >

@ Basic Info @ @) Attachment (3) Payment (E) Review (3) Submission @

Basic Info @ General Process @ | Stack Control Device Summary of Emissions @

General Process Information

Select data from facility inventory A

3R P001(P00T) IR P0O02 (P002) +

Emission Unit Identifier

b POOT o
» PO02 o
®, poos o

3 Results
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for Operating Permit Applications (OPs)

= After clicking the +New button

Operutlng Permit

& o

(D\ Basic Info @ @) Attachment @) Payment (E) Review (E) Submission @
Basicinfo @ General Process @ | Stack Control Device Summary of Emissions @

0' P-004

Part | - Description of Process

Emission Unit Identifier

P-004

Please attach a description of the process (including all emissions units, and including those that do not meet the other categories listed
under the Process Operations section in the Basic Info tab) in the Attachments tab.

Please also attach a (block) diagram of the process flow. In the diagram, please label the following but not limited to: each process segment
(including any and all emissions units), raw material intake points, product discharge points, locations of emissions control devices, and
emissions discharge points.

List the raw materials used in the process @

@ Required E

= Andsoon.

e If any required information is missing for an individual emission unit,
there will be a red exclamation point next to the Emission Unit Identifier
and on the emissions unit’s tab. If this is the case, go back and review
the contents and enter the missing information, and save again.
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

- Moving onto other tabs on the screen under 1 Basic Info tab:
- Stack tab - Stack information is collected on this tab.
= [f this operating permit application is following an installation permit that has
been issued through REP, or if this is an operating permit renewal application,
there will be stacks from the previous permit that can be loaded into the

application. Click the “Select data from Facility Inventory”
o | G (o] >
() Basicinfo @ | (2) Attachment  (3) Payment () Review () Submission @

Basicinfo @ Stack | ControlDevice Summary of Emissions @

No record found.

- +New

k=

= Click the blue + button to see a list of stacks

Operating Permit
(Open] >

(1) sasicinto @ | (2) Attachment (3) Payment () Review (&) submission @

Basicinfo @ | Stack | ControlDevice Summary of Emissions @

O

+Load Data
Ne record found.

+New

= Click on the stacks for this permit from the drop-down list, then click on the

screen
[0 [ >

(1) Basicinfo @ @" Attachment (3) Payment (4) Review (§) Submission @

Basicinfo @ Stack | ControlDevice Summary of Emissions @

&R stackl (SD01) 3R stackz (S002)

stack (S001)
stack? (S002)

Total: 2
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

=  (Click the green +Load Data button
3 | (G (o] >
" m@f\nuchmem () Payment (3) Review (&) Submission @

I S
Basicinfo @ Stack | Control Device Summary of Emissions @
13

R stack (S00T) &R stacka (S002) +

= (Click Ok to the question “Load Data from facility inventory will overwrite
existing data. Are you sure to continue?”

Load Data from facility inventory will overwrite
existing data. Are you sure to continue?

= This will load the data from the selected stacks. Their stack IDs will be listed.

= The blue arrows to the left of the stack IDs may be clicked to expand the record
to show the details for the stack. The fields in the stack (excepting the
identifier) can be updated if needed and saved.
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for Operating Permit Applications (OPs)

& )

(1) Basicinto @ | (Z) Attachment (%) Payment (%) Review () Submission @

Basicinfo @  Stack | ControlDevice Summary of Emissions @

W stack1 (S001) | B stack2 (S002)

+Load Data
Stack Name

tack1 ]

Stack Identification

Stack Mame

stackl

ical with Rain Cap v

caroon stesl

UTM East UTM North
10 0

Actual Stock Height Above Ground (feet) Building Height (feet) Building Length (feet) Inside Stack Diameter (fest)
100 50 100 3

Stack Orientation Angle (degree) shape

Vertical [l

Exit Gos Temperature (Fahrenhei) Actuo Exit Ges Flow Rats (cubic foot per second)

100 100

% moisture Distance to the nearest building (1t)
18 1000

= Click the blue triangle again to minimize the record

‘Operating Permit
&3 (o= >

(@) Basicinto @ |(2) Attachment (3) Payment (3) Review (%) subrmission @

Basicinfo @ Stack | ControlDevice Summary of Emissions @

3R stackl (SD01) | 3R stack2 (S002)

+ Load Data

Stack Name

stackl L

stack2 L}
2 Results

= |tis possible to add a stack, by clicking +New button. [Keep in mind this may be
done only if advised by the ACHD; typically, new stacks must go through the
installation permit process.]

= This will open a series of questions to complete for the stack. Enter information
for all Required fields.

e For facilities that are required to submit emissions inventories, please
include as much information as possible, even if the questions are
marked as optional.

=  Once completed, click the Save button
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Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

= Click the yellow + New button to add another stack, if needed.

= Repeat steps until all stacks have been added.

= [f any required information is missing for an individual stack, there will be a red
exclamation point next to the Stack ID and on the Stacks tab. If this is the case,
go back and review the contents and enter the missing information, and save
again.

= [f there are no stacks, there is no need to enter anything on the Stack tab.

- Control Devices tab - Control device information for the facility is collected on this tab.
= [f this operating permit application is following an installation permit that has
been issued through REP, or if this is an operating permit renewal application,
there will be control devices from the previous permit to be loaded into the
application. Click the “Select data from Facility Inventory”

Operating Permit
[ 4300 NEEEN] >

(3) sasicinto @ |(Z) Attachment (3) Payment (2) Review (5) Submission ©

Basicinfo @ Stack  Control Device | Summary of Emissions @

Cantrol Device

No record found.

+New

= Click the blue + button to see a list of control devices

Operating Permit
i | g [oeen) >
w (5

(7) Basicinto @ | (2) Attachment (3) Payment (

Basicinfo @ Stack | ControlDevice | Summary of Emissions @

Control Dovice

O

=  (Click on the control devices for this permit, from the list that appears, then click
on the screen
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‘Operating Permit
& =)
(1) Basicinfo @ | (2) Attachment () Payment (2) Review (&) Submission °

Basicinfo @ Stack | ControlDevice | Summary of Emissions @

Centrol Device

‘Select data from facity Inventory A,

¥R afterbumer (AFT00T) | R condenser] (CONDDT) | 3R cyclonel (CYC001) -

afterburnerl (AFTO01)
condenser1 (CON0O1)
eyclonet (CYCO01)

Total: 3

Click the green +Load Data button
(Ge) >
(3) Basicinto @ |(T) Attachment (T) Payment (1) Review (5) Submission @

Basicinfo @ Stack Control Device | Summary of Emissions @

Control Device

‘Select data from facity Iwentory A

R afterbuner] (AFT001) 3R condenser (CONODT) | 2R cyclonel (CYCO001) +
+ load Data

No record found
+New

Click Ok to the question “Load Data from facility inventory will overwrite
existing data. Are you sure to continue?”

Load Data from facility inventory will overwrite
existing data. Are you sure to continue?

o | caen

This will load the data from the selected control devices. Their control device
IDs will be listed.
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Operating Permit
EE0 | Open |
(D Basic Info @ @) Attachment @} Payment (E) Review w@) submission @

Basicinfo @ Stack Control Device | Summary of Emissions @

Control Device

Select data from facility inventory A

&R afterburner1 (AFT001) 2R condenser1 (CONOO1) &R cyclonel (CYC001) +

+ Load Data

Name/ID Number Type Manufacturer Model Number
afterburner1/ AFT001 Afterburner/Thermal Oxidizer test test m
ondenser1/ CON0O1 Condenser test test m
cyclone1/ CYC001 Cyclone Donaldson test m
3 Results
+ New

(@

= The blue arrows to the left of the control device IDs can be clicked to expand
the record to show the details for the control device. The information about the
control device (except the ID number) can be updated, then saved.

Operating Permit
&3 o
(D Basic Info @ @) Attachment @) Payment (E) Review (@l Submission @

Basicinfo @ Stack Control Device = Summary of Emissions @

@aﬂerbumem’ AFT001 Afterburner/Thermal Oxidizer test test

Basic Information

Name D Number or Label Type

afterburner1 AFTO001 Afterburner/Thermal Oxidizer v
Manufacturer Model Number serial Number

test test

Equipment Information

Type

(@ Afterburner  (O) Thermal Oxidizer () Catalytic Oxidizer (O) Regenerative Thermal Oxidizer (O) Other (Specify)

Gas Stream Information

Maximum Inlet Volumetric Gas Flow Rate (acfm) to the unit AtdegF
100 68

= (Click the blue triangle next to the control device name to minimize the record.
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= A new control device can be added by clicking the yellow +New button. [Keep
in mind this would be done only if advised by the ACHD; typically, new control
devices must go through the installation permit process.]
= This will open a series of Basic information questions for the first added control
device. Complete the required fields, and any optional fields, if possible.
=  The Type question is a pull-down menu which includes:
o Baghouse, Electrostatic Precipitator, Cyclone, Condenser, Wet
Collector, Afterburner/Thermal Oxidizer, Adsorption Equipment,
Absorber, SCR/SNCR/NSCR, Flares, Other
= Selecting a Type will open an additional series of questions. Make sure all
required questions are answered, and answer any optional questions, if
possible.
= At the bottom of the screen, the brown box lists what attachments are needed
for the control device. Make sure to upload those on the Attachments tab.

Are any restrictions/limitations being requested for this unit? Please describe

@ Required

Please upload the manufacturer's specification sheet for the baghouse, a specification sheet for its filter materials, a Particle Size Removal Efficiency Curve and
basis of determination, and emissions calculations in the Emissions spreadsheet to the Attachments Tab.

=  Once all of information is entered for a device, click the Save button.

= |f there are additional control devices, minimize the control device (click the
blue arrow by the Name/ID number), then press +New (refer to Part V-A)

= Repeat the process until all of the control devices for the facility have been
added.

e If any required information is missing on any of the Control Devices,
there will be a red exclamation point next to the Name/ID number. If
this happens, go back and review the contents and enter the missing
information; and click Save, again.

- Summary of Emissions tab — The Emissions for the facility are entered on this tab.
=  Enter the facility name or name of company that operates the facility for the
owner.
= Follow the instructions in the brown box:

e Click +New and add each pollutant for each release point.
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e When one release point and associated pollutant’s information have
been entered, minimize the release point by clicking the blue triangle
next to it.

e Repeat until all pollutants and release points have been entered

= The Total Emissions will be calculated automatically
= Click Save Button:

e If any required information is missing on the Summary of Emissions tab,
there will be a red exclamation point on the tab. If this happens, review
the contents and enter the missing information; and click Save, again.

e Attachment Tab: Documents are uploaded to the submittal here. Which attachments are
needed depends on the permit description (new permit, renewal versus amendment) and also
what process units and control devices are included. Click the blue “Get Information” button on
the right hand side panel to open/download a document that lists all needed attachments and
emissions calculations instructions.

Operating Permit 90 Q Testers
. m | open | >

Send Back Attachments
J’ (1) Basicinfo @  (2) Attachment | (3) Payment (4) Review (&) Submission @
Instruction

Submittal Information
5 B Attachments are not required for current submittal.

Operating Permit
J’ When uploading an attachment, first click the file record and select a document type option for the uploaded file. If you want to mail the documents to the -
authorized agency, please navigate to the Review tab and use the "Mail To" checkbox. '

Q) 41002  New
&5 Click to Upload or Drag Files Over Here Operating Permit

Operating Permit

Operating Permit test

Attachment Types

* represents required attachments.

@ Alternative Operating Scenario
Alternative Operating Scenario

[ndf | (zip | dge |[doox |

- Please disregard the blue message on the Attachments tab screen that says,
“Attachments are not needed for the current submittal” and follow the Get Information
document.

- Since all attachments are treated as “optional” in the system, the submittal can be
entered and go through without attachments. However, if attachments are listed as
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required in the Get Information document, and are not uploaded by the facility, this will
result in a delay in the permit being issued.
- Upload each document by doing the following:
= At the bottom of the screen, click the gray rectangle marked “Click to Upload or
Drag Files Over Here” and upload or drag in the file.
= Select Document Type: Pull down and select the type name which best
describes the attachment from the available document types listing.
= Enter a comment if desired, then click the Save button (floppy disk icon inside a
red circle in bottom-right corner of screen).
= [f any attachment is mistakenly attached, a new attachment can be uploaded
(as described above) and the incorrect file may be deleted (click the red trash
can icon to the far right of the attachment)
- Repeat until all documents have been uploaded.
- Click the Save button (floppy disk icon inside a red circle in bottom-right corner of
screen).

e Payment Tab
- Note: If information is missing from the Basic Info, Attachments, Stacks, Control Devices,

Summary of Emissions, or Tabs for Emissions Units, an error message will appear at the
top of the Payments tab screen. Before a payment can be made, errors on the previous
tabs must be corrected. If the errors are not corrected, a payment amount may be
shown but with no payment method enabled.
- Also note, if no boxes are checked in the fee table on the Basic Info tab, the Payment due
would show as zero. Please ensure boxes are checked in the fee table.
- After the various tabs (mentioned above) are complete, the RO must submit a payment.
= To pay the submittal fee, follow these instructions:
e Click blue Pay Amount Due button.
e Select payment method.

o For ACH, enter Account Type, Account Name, Routing Number,
and Account Number, then click the Save icon in the bottom
right of the screen. Click the Pay Now button.

o For Credit Card payments, enter Card Number, Card Holder,
Expiration Date, CVV, and Billing Address. Click the Save icon in
the bottom right of the screen. Click the Pay Now button.
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o For Check by Mail, make check payable to the “ACHD Air
Pollution Control Fund,” and mail to the address shown in REP.
o Click the red Confirm Check By Mail Button, then Ok to “A New
pending payment transaction of Check type will be created.”
e Review tab
- Review the instructions and make any necessary corrections on previous tabs (any
incomplete tab will show a red exclamation point next to the tab name).
= Disregard the blue box that states, “ Attachments are not required for this
submittal.”
= Ifany attachments need to be mailed (which should be extremely rare), click
Select All Mail to and then mail to the address shown in the pale blue box.

e Submission tab

- Read Certification Statement and click “I have read and agree to the certification.”

- Enter Security Question answer and PIN number.

- Click on Yes or No regarding Confidential Business Information. Please refer to Part |l of
this document for assistance on how to answer this question. If the answer is Yes, go to
the Attachments tab and attach a document as type, “Claim for Confidentiality.” For any
guestions, please email AQPermits@alleghenycounty.us for assistance prior to
submitting the RFD in REP.

- Click Submit.

- The screen will update with the message, Submission Successful! in green, at the top of
the screen.

- Click on red Receipt button to obtain a receipt. It will note the payment method,
amount due, and names of attachments uploaded to the submittal. (This receipt is
occasionally slow to load). The receipt can be downloaded if desired.

- At the bottom-right corner of the screen, click the red button to print a summary of the
Submittal Form. It will include all information entered into the application, but it will
not include any uploaded attachments. Note, the submittal will continue to be viewable
in your account under Track Submittals.

- Click the Finish button.

- A system-generated email from GovOnline@govonlinesaas.com will be sent to the RO to
acknowledge receipt of the operating permit application submittal.
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PART V-C: PREPARATION OF OPERATING PERMIT APPLICATION FORM BY A USER
WHO IS NOT THE RESPONSIBLE OFFICIAL (FACILITY CONTACT, ENVIRONMENTAL
CONTACT, OR THIRD PARTY)

These instructions assume the following:

e The preparer is not the Responsible Official for the facility, but instead is a facility contact, the
environmental contact, or third-party consultant;

e The preparer has an account approved in REP, and their account type is Consultant;

e The Responsible Official for the facility already has an account approved in REP, and their
account type is RO;

e The Responsible Official has linked the facility contact, environmental contact, or third-party
consultant, as Consultants on the Responsible Official’s account, and the facility
contact/environmental contact/third-party consultant has been given permission to prepare
Operating Permit application submittals for specific facilities linked to the RO’s account.

Please ensure the accounts have been set up as listed above before attempting to prepare an Operating
Permit submittal. Refer to Appendix A of this document for how to link and assign submittal and facility
privileges to a Consultant Account.

However, if the Operating Permit is for a new facility, the facility must be set up in REP for the
consultant to be able to prepare the Operating Permit. See Appendix B for the steps that the RO must
complete for this step.

General notes:
Given that the assumptions above have been met, please be aware that:

e The Facility Contact/Environmental Contact/Third-Party consultant may only prepare (fill out the
submittal, add attachments, make payment for) the Operating Permit submittal.

e ltis still the responsibility of the Responsible Official to review the submittal draft and attached
documents; agree to the certification statement; confirm whether there may be confidential
business information, and submit the submittal.

o Confidential Business Information: If it is possible that confidential business information
(CBI) will be included in the submittal, please refer to Part Il of this training for further
instruction. If still unsure if the submittal may contain CBI, contact the ACHD by calling
(412) 578-8103 or emailing AQPermits@alleghenycounty.us prior to submitting the
Operating Permit submittal in REP.
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e The only person who will receive system-generated email communications about the submittal
status and final permit issuance is the Responsible Official.

e The Responsible Official and Consultants can withdraw, correct, or revise an Operating Permit
submittal. The “altered” submittal must be reviewed and submitted by the Responsible Official.

e |Important disclosure: Once the Operating Permit submittal has been reviewed by the ACHD, the
submittal summary (the information typed into the Operating Permit submittal), the permit
draft published for public comment, and the final permit and corresponding technical support
document (TSD), will be viewable by the RO, the Facility Contact/Environmental Contact/Third
Party Consultant, and the general public through the Public Records Module. The General Public
will be unable to view attachments included in the submittal.

Preparation of the Operating Permit submittal by a Facility Contact/Environmental Contact/Third-
Party Consultant

e LogontoREP.
e C(Click (=) hamburger menu (three stacked horizontal bars in the top-left corner)

e On left-hand side, under Submittals, click Start New Submittal

e On the New Submittal screen, scroll down on the right-hand side to Operating Permit and click
the + sign. This click will take the user to the Operating Permit screen. It is divided into tabs at
the top (Basic Info (subdivided into Basic Info, Stack, Control Device, Summary of Emissions),
Attachment, Payment, Review, and Submission)

- Ageneral, but very important note: Inside the Operating Permit application submittal,
anytime there is a field with an exclamation point marked Required next to it, that
field must be completed, or the submittal cannot go through. A red exclamation point
on a tab means required information is missing and must be completed.

- Help messages are activated by clicking the yellow ? buttons throughout the form.

e Basic Info tab:
- Permit Description Section
= Select the description which best matches the operating permit type (click the
yellow ? buttons for a description of each).

- Under Brief Description of Permit Application/Source, enter a description of what the
permit is for (example: is it a new operating permit, a renewal, amendments requested,
etc.). If more space is needed, an attachment with the information can be uploaded on
the Attachments tab.

- Site Information - click on the appropriate button to select an existing facility or to
create a new facility:
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=  For an existing facility, click the pull-down menu under Select your facility
(project site).
e Ifthe operating permit is for a new facility, and the facility does not
appear in the existing facility list, then the RO needs to:
o set up the facility in REP;
o link the consultant/facility contact/environmental contact to the
RO account, and
o assign permissions to the consultant/facility contact etc. for
operating permit submittal for the new site. Refer to
Appendices A & B.
- Fillin Federal Tax Identification Number.
- Under Municipality, use the pull-down menu to select the municipality for the facility.
- Fillin Block, Lot, and Parcel ID.
- Provide a brief description of the business for the site.
- SIC codes: Select by clicking the blue + sign, and enter the code number or use a
keyword to search. Click to select the code.
- Type of source — Select the description of the source type (click the yellow ? buttons for
a description of each).
- When any of these options is selected, a fee table will appear.
=  Click the checkboxes in the left-hand column of the table for each item that
applies to the permit application.
= The total fee due will be automatically calculated based on what is selected.
This total fee will also appear on the Payments tab which collects the payment
due.

- Contact Information section:
= Requester/Preparer Information section:
e Leave the box in front of Same as Applicant Information? unchecked.
e Complete all fields marked !Required.
=  Responsible Official section:
e Leave the box in front of Same as Applicant Information? unchecked.
e Complete all fields marked !Required.

=  Facility Contact section:
= : Afacility contact works for the company who owns the facility and works at

the facility for which the operating permit is written.
e Fillin the information for the facility contact.
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= Environmental Contact section: The environmental contact works for, or is
contracted by, the company that owns the facility.
e If the Environmental Contact is the same as the Facility Contact, click
the yellow Copy from Facility Contact button.
e Otherwise, complete all fields marked !Required.
=  Emissions Inventory Contact section:

e Fill in the emissions inventory contact. If the facility does not have one,
click “Same as Facility Contact” button.
= Billing Contact section: Fill in the information for the billing contact.

- Applicable Requirements section: This section describes what is needed in the
applicable requirements document to be uploaded on the Attachments tab.

- Compliance Plan section: Click Yes or No as to whether the facility is in compliance at
the time of application submission. If the facility is not in compliance, a document must
be uploaded in the Attachments tab describing the plan to bring the facility into
compliance.

- Compliance Review form: Download the Compliance Review Form, complete it, and
upload it on the Attachments Tab.

- Alternative Operating Scenarios: Click Yes or No for whether there is an alternative
operating scenario, needing approval. If YES, a document describing the scenario must
be uploaded to the Attachments tab.

- Required Documents Section: This will direct the user to a blue “Get Information”
button on the right-hand side panel under Submittal Information. Click the “Get
Information” button to open the summary table of attachments needed and emissions
calculations instructions.

- Process Operations Section: Click checkboxes besides the emissions units/processes at

the facility:
= |f the process/emission unit does not fit one of those categories, select General
Process.

=  When a checkbox is clicked, it will open a new tab to complete.
= (Click all of the necessary checkboxes, then Click the Save button (floppy disk
icon inside a red circle in bottom-right corner).
e If any required information is missing on the Basic Info tab, there will be
a red exclamation point on the tab. If this happens, go back and review
the contents and enter the missing information; Click Save, again.
= Asan example of a tab created by selecting a process operation, here is an
example where Boilers have been selected. A tab labeled “Boilers” is created at
the top of the screen.

52

ALLEGHENY COUNTY HEALTH DEPARTMENT
AIR QUALITY PROGRAM

836 FULTON STREET ¢ PITTSBURGH, PA 15233 P H A B
PHONE (412) 5788103 « FAX(412) 5788144 Advancing
24-HR (412) 687-ACHD (2243) publichealth

performance

WWW.ALLEGHENYCOUNTY.US/HEALTHDEPARTMENT
Rev 0: August 27, 2024



Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

< Operating Permit
- E 1

(1) Basicinto @ | (2) Attachment (3) Payment (4) Review (5) Submission @

Basicinfo @ Boilers  Stack Control Device Summary of Emissions @
Y

i

Boilers Information

+New

o

= |f this operating permit application is following an installation permit that has
been issued through REP, or if this is an operating permit renewal application,
there will be emission units from the previous permit to be loaded into the
application.

= (Click the “Select data from Facility Inventory”

= Then click the blue + button
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< Operating Permit
.| | * m o >

(1) Bosicinto @ | (2) Attachment () Payment (4) Review ((5) Submission @

Bosicinto @ Boilers | Stack Control Device Summary of Emissions @
X
e
- Boilers Information
(g

Select dats from facillty inventory

e

+ Load Data

No record found.
=

Y| [wew

= The boilers from the data inventory will appear

@ ‘Dpen‘ >

(1) Basicinto @ |(2) Attachment (3) Payment (&) Review (5) Submission @

Bosicinfo @ Boilers | Stack ControlDevice Summary of Emissions @

Boilers Information

Selectdata from facilty iventory A

BL-007 (BL-001)
BL-002 (BL-002)

Total: 2

= Click on the boiler(s)for this permit, from the list that appears, then click on the
screen
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‘Operating Permit
&3 ) >
(1) Basicinto @ | (Z) ttachment (3) Payment (&) Review (&) Submission °

Basicinfo @ | Boilers | Stack ControlDevice Summary of Emissions @

Boilers Information

‘Select data from facilty inventory A

¥R BL-00T (BL-0O01)  BR BL-002 (BL-002) +

~Lood Data

No record found

+New

Click the green +Load Data button
Click Ok to the question “Load Data from facility inventory will overwrite
existing data. Are you sure to continue?”

Load Data from facility inventory will overwrite
existing data. Are you sure to continue?

This will load the data from any boilers selected. Their emission unit IDs will be
listed. The blue arrows to the left of the emission unit IDs may be clicked to
expand the record to show the details for the boiler. The fields (except for the
Emission Unit Identifier) may be updated, and saved.

Operating Permit
&3 o) >
(1) Basicinto @ |(Z) Attachment (3) Payment (@) Review ((5) Submission @

Basicinfo @ Boilers | Stack Control Devics  Summary of Emissions @

Boilers Information

Select data from faciity Inventory A

&R BL-001(BL-001) ¥R BL-002 (BL-002) +

+ Load Data
Emission Unit Identifier
L-001
L-002

2 Results
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Operating Permit
[ 200 JEE) >

(3) Bosicinto @ | (Z) Attachment (3) Payment () Review (5) Submission @

Basicinfo @ | Boilers | Stack Control Device Summary of Emi

Boilers information
R BL-007(BL-007) &R BL-002 (BL-002)

+load Data

Emission Unit Identifier

@L-om

Boiler Information

Combustion Unit Type

(@) Boiler (O) Heater () Fumace (O) Other
Manufacturer Model serial Number
Alfa Laval test test

Fuel Typs @

= Click the blue triangle, again, to minimize the record.
&2 (o) >

(1) Basicinto @ | (2) Attachment () Payment (4) Review (5) Submission @

Basicinfo @ Boilers | Stack ControlDevice Summary of Emissions @

Boilers Information
&R BL-001 (BL-001) R BL-002 (BL-002)

+1oad Data

Emission Unit Identifier

» BLOOT
]

» BL-00Z

(=

= |tis possible to add additional new boilers by clicking the yellow +New button.
[Keep in mind this would be done only if advised by the ACHD; typically, new
emissions units must go through the installation permit process.]

= This will open a screen of questions to answer. Answer all required questions,

and any optional questions, if possible.

2 Results
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‘Operating Permit
(o)
(1) Basicinto @ | (2) Attachment (3) Payment (@) Review ((5) Submission @

Basicinto @ Boilers @ | Stack  Control Device  Summary of Emissions @

0‘ BL-003 L]

Boiler Information

Emission Unit identifier

BL-003

Combustion Unit Typa

c jon U
| () Boiler () Heater () Fumace () Other

@ Required

Monufacturse Madel Sarial Number
@ Required © Required

Fuel Type @

[ Natural gas

[ Fuel oil
[ Other
@ Required.
Low NOX burners? NOX ppim by weight €0 ppm by weight Flue Gas Recirculation?
I v I v
@ Required. @ Required
Manirmurm Capacity (MMBTU/he) Date Equipment was Monufactured @ facility @ Vearly Hours of Oparat
| mm/dd/yyyy =] =] |
@ Required @ Required @ Required

= At the bottom of the screen is a brown box with instructions; be sure to add the
requested attachments on the Attachments tab.

Operating Permit
s

| v
0 R
ity @ A
\dditional Limits/Limit Requests
Additonol exp
,;
NNNNN
Plea: clude @ issions data in the Attachments section.
Plea: clude @
Pl clude al 10 be included on the Attach tab.
+n
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= To add additional boilers, minimize the previous one by clicking the blue arrow
next to it. This should activate the +New button at the bottom of the screen so
it can be clicked. Repeat all steps for adding an additional boiler.

Operating Permit

& (o)
(1) Basicinto @ | (Z) Attachment  (3) Payment (@) Review (5) Submission °

Basicinfo @ Boilers @ | Stack ControlDevice  Summary of Emissions @

Boilers Information

Select data from facdlty inventory

Ermission Unit Identifier

» BL-0O1

1
» BL-002
0' BL-003

3 Results

After clicking +New

< Operating Permit

e [@wen]
() sasicinte @ | (2) attachment (3) Payment (%) Review () Submission @

Basicinfo @ Boilers @ | Stack Control Device  Summary of Emissions @

0' BL-004

Boiler information

Emission Unit identifier

BL-004

Combustion Unit Type

= | (O Boiler () Heater () Fumace () Other

& © Required

Manulacturer Model

© Required © Required

Serial Number

Fusi Type ©
[ Natural gas
O Fuelol
[ Other

© Reuired

Low NOX burners? NOX ppm by waight €0 ppm by weight Flue Gas Recirculation?

I v I v
@ Required @ Required.
Maximurm Capacity (MMETU/hr) Date Equipment was Manufactured @ Date of Installation at facility @ Yearly Hours of Operation
I mm/dd/yyyy =} mm/dd/yyyy o I
@ Required @ Required. @ Required. @ Required.

How does the combustion unit vent?

I [ Indoors [] to Control Device @ [] to atmosphere directly [] to atmosphere via a stack @
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=  When finished, click the red Save button in the bottom-right corner of the
screen:

e If any required information is missing for an individual emission unit,
there will be a red exclamation point next to the Emission Unit Identifier
and on the emissions units tab. If this happens, go back and review the
contents and enter the missing information. Click Save, again.

= For another example, here is the General Process tab

& o= >
D}

nto @ | (2) Atiachment () Payment (2) Review (%) submission ©

= If this operating permit application is following an installation permit that has
been issued through REP, or if this is an operating permit renewal application,
there will be emission units from the previous permit to be loaded into the

application.
= (Click the “Select data from Facility Inventory,” then click the blue + button to
see a list of processes.
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Operating Permit

Payment (&) Review () submission @

Stack  Control Device Summary of Emissions @

o

Operating Permit

>

POO1 (POOT)

1 PO0Z (PODZ)

Total:2

o

= (Click on the process(es) for this permit, from the list that appears, then click on

the screen
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Operating Permit
&a o) >
(3 Basicinte @ |(2) Attachment (3) Payment (&) Review () Submission @

Basicinfo @ General Process | Stack Control Device Summary of Emissions @

General Process Information

R P01 (PODT) | 3R PO02 (PODZ) +

= (Click the green +Load Data button.

= Click Ok to the question “Load Data from facility inventory will overwrite
existing data. Are you sure to continue?”

= This will load the data from any processes selected. Their emission unit IDs will
be listed. The blue arrows to the left of the emission unit IDs can be clicked to
expand the record to show the details for the process.
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Operating Permit

&3 =)
(1) Basicinto @ | (2) Attachment (3) Payment (4) Review (5) Submission @

Basicinfo @ General Process | Stack Cantrol Device Summary of Emissions @

General Process Information

R POD1 (POOT) || 3R POOZ (PO0Z)

+1oad bata

Emission Unit Identifier
! » POOT L]
L]

» POD2

2 Resuits

+hew

Operating Permit

s | Stack ControlDevice Summary of Emissions @

d including those that do not meet the other categories listed under the Process Operations section in the Basic Info tab) in the Attachments tab.

abel the following but not limited to: each process segment (including any and all emissions units), raw material intake points, product discharge

1 Results e

4 hew

= The fields in the process (except the Emission Unit Identifier) can be updated if

needed and saved.
= C(Click the blue triangle, again, to minimize the record.
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Operating Permit
B3 o)

(T) Basicinto @ | (Z) Attachment

(3) Payment (@) Review () Submission @

Basicinfo @ G

ss | Stack ControlDovice Summary of Emissions @

General Process Information

Select data from facilty inventory A
&R POOT (PODT) R POOZ (PODZ)

+Load Data

Emission nit Identifier

» POO1

» PO02

]
2 Results

o

It is possible to add a process by clicking +New button. [This would be done only
if advised by the ACHD; typically, new emissions units must go through the

installation permit process.]
This will open a screen of questions to answer. Answer all required questions

and any optional questions, if possible. The screenshot shows the start of the
questions.
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=1
(1) Basicinto @ | (2) attachment (3) Payment () Review () Submission @
Basicinfo @ General Process @ | Stack  Gontrol Device  Summary of Emissions @

3
°, poo3 L]

Part| - Description of Process

Emission Unit identifier

P-003

Please attach a description of the process (including all emissions units, and including those that do not meet the other categories listed under the Process Operations section in the Basic Info tab) in the Attachments tab.

Please also attach a (block) diagram of the process flow. In the diagram, please label the following but not limited to: each process segment (ineluding any and all emissions units), raw material intake points, product discharge
paints, locations of emissions control devices, and emissions discharge points

List the raw materials used in the process @

oot
@ Required
Final Products
+New
Please add at least one record
Ay xkitonol notas o sxplanctions
%

Part 1l - Process Operatien Scheduls
Ifthis is @ chemicol process,is it
[

= At the bottom of the screen is a brown box; be certain to upload the requested
attachments on the Attachments tab.

Operating Permit
=)

o @ | (D) Attachment (3) Payment (2) Review (5) Submission @

Basicinfo @ Generc < @ |Stack ControlDevics Summary of Emissions @
g
Part Il - Emission Control Units
How does the process equipment vent?
[ Indoors [ to Control Device @ [] to atmosphere directly [] to atmosphere via a stack @
@ Required
Additional explanations
)
Part v - Remarks
Additional Comments/Notes
o
Please include all pollutant emissions (including hazardous air pollutant/HAPS) from this in the Emissions 10 be included on the Attachments tab. Cite sources for emissions factors. Also

attach SDSes if they were used in determining emissions. Include any manufacturer specification sheets for the emissions producing equipment in the process.
Please remember 0 include Process Description antachment and Diagram of the process flow on the Atiachments tab

+New

o
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= C(Click the Save button (red floppy disk icon)

= To add more processes, minimize (click the blue arrow by the emission unit
identifier), then click + New button. A new Process appears.

= After clicking the blue arrow:

Operating Permit
| Open ‘ >

et : = e Ve a = S
(1) Basicinfo @ | (2) Attachment  (3) Payment (4) Review () Submission @

BasicInfo @ General Process @ | Stack Control Device Summary of Emissions @

General Process Information

Select data from facility inventory A

R P00T (PO0T) &R P02 (P0O02) +

Emission Unit Identifier

b POO1

» PO002

e b P-003

3 Results

+ New

= After clicking the +New button
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Operating Permit
GD o

\il Basic Info @ (E‘ Attachment (E) Payment (E) Review (E) Submission @
Basicinfo @ General Process @ | Stack Control Device Summary of Emissions @

ov P-004

Part | - Description of Process

Emission Unit Identifier

P-004

Please attach a description of the process (including all emissions units, and including those that do not meet the other categories listed
under the Process Operations section in the Basic Info tab) in the Attachments tab

Please also attach a (block) diagram of the process flow. In the diagram, please label the following but not limited to: each process segment

(including any and all emissions units), raw material intake points, product discharge points, locations of emissions control devices, and
emissions discharge points.

List the raw materials used in the process @

© Regquired. E

= Andsoon.

e If any required information is missing for an individual emission unit,
there will be a red exclamation point next to the Emission Unit Identifier
and on the emissions units tab. If this happens, go back and review the
contents and enter the missing information. Click Save, again.

Moving onto other tabs on the screen under 1 Basic Info tab:
- Stack tab - Stack information is collected on this tab.
= [f this operating permit application is following an installation permit that has
been issued through REP, or if this is an operating permit renewal application,
there will be stacks from the previous permit to be loaded into the application.
Click the “Select data from Facility Inventory”

< Operating Permit

& | G o)

() sasicinto @ |(2) Attochment (3) Payment () Review (3) submission @

Basicinfo @ | Stack | ControlDevice Summary of Emissions @

No record found.

E ] +MNew

=

= (Click the blue + button to see a list of stacks
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Operating Permit

& = >

(@) sosicinto 8 |(2) Attachmant (3) Payment (&) Roview (8) submission @

Basicinfo @  Stack | ControlDevice Summary of Emissions @

+New

= Click on the stacks for this permit, from the list that appears, then click on the
screen

Operating Permii
[Open] >
(1) Basicinto @ | (2) Attachment (3) Payment (@) Review () Submission @

Basicinfo @ Stack | ControlDevice Summary of Emissions @

3R stack1 (SD01) 3R stack? (S002) -

stack1 (5001)
stack2 (S002)

Total:2

=  Click the green +Load Data button

‘Operating Permit
v | I [Open) >
(1) Basicinto @ | (2) Attachment () Payment () Review (&) Submission @

Basicinfo @ Stack | ControlDevice Summary of Emissions @

cloct data from facilty inventory
I
§1) &R stackz (S002) -

= (Click Ok to the question “Load Data from facility inventory will overwrite
existing data. Are you sure to continue?”
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Load Data from facility inventory will overwrite
existing data. Are you sure to continue?

= This will load the data from the selected stacks. Their stack IDs will be listed.

=  The blue arrows to the left of the stack IDs can be clicked to expand the record
to show the details for the stack. The fields in the stack (except the Identifier)
can be updated if needed and saved.

Operating Permi
&3 o]
[©) @ | (2) Attachment (3) Payment (@) Review ((5) Submission @

Basicinfo @ Stack | ControlDevice Summary of Emissions @

B stackl (S001) M stack2 (5002) +

Stock Name

Gs\ackl L}

sStack identification

Stack Nams status
stack] S00 | Active ~
Stack Typa Opsration start Dats Opsration Ena Date Dismantie Date
Vertical with Rain Cap ~ 07/17/2024 o mm/dd/yyyy a mm/dd/yyyy =]
Guter stack material Stack lining materiot
carbon stee carbon steel
UTM East UTM North Ground level elevation (it)
10 10 1000
Actual Stack Height Abova Ground (fsat) Building Haight (fest) Building Length (fset) Inside Stack Diametsr (fsat)
100 50 100 3
Stack Orientation Angle (dagrae) Shaps
Vertical ~ 90 cylinder
£xit Gas Temperature (Fohrenheit) Actual Exit Gas Flow Rate (cubsic foot per second) Exit Velocity of Gas (foot per second)
100 100 15

% moisture Distance to the nearest building (ft)
18 1000

= Click the blue triangle again to minimize the record.

= |tis possible to add a stack by clicking +New button.

= This will open a series of questions to complete for the stack. Enter information
for all Required fields.
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e For facilities required to submit emissions inventories, please include as
much information as possible, even if the questions are marked as
optional.

=  Once completed, click the Save button.

= Click the yellow + New button to add another stack, if needed.

= Repeat steps until all stacks have been added.

= [f any required information is missing for an individual stack, there will be a red
exclamation point next to the Stack ID and on the Stacks tab. If this happens, go
back and review the contents and enter the missing information. Click Save,
again.

= [f there are no stacks, there is no need to enter anything on the Stack tab.

- Control Devices - Control device information for the facility is collected on this tab:
= [f this operating permit application is following an installation permit that has
been issued through REP, or if this is an operating permit renewal application,
there will be control devices from the previous permit to be loaded into the
application. Click the “Select data from Facility Inventory”

Operating Permit
[ 4300 NEEEN] >

(3) sasicinto @ |(Z) Attachment (3) Payment (2) Review (5) Submission ©

Basicinfo @ Stack  Control Device | Summary of Emissions @

Cantrol Device

No record found.

+New

= Click the blue + button to see a list of control devices
Operating Permit

== >

(1) Basicinto @ | (2) Attachment (3) Payment () Review (&) Submission @

Basicinfo @ Stock | ControlDevice | Summary of Emissions @

Control Dovice

T+
z
H

= (Click on the control devices for this permit, from the list that appears, then click
on the screen
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Operating Permit
=3
(1) Basicinto @ |(2) Atiachment (¥) Payment (@) Review (%) Submission @

Basicinfo @ Stuck | GControlDevice | Summary of Emissions @

Control Device

Select data from faclity imventory A

¥ afterburner! (AFTO01) | 3 condenser] (CONDD1) | R cyelone (CYC001) -

afterburner1 (AFT001)
condenser1 (CONOO1)
cyclone (CYC001)

Total:2

=  (Click the green +Load Data button
&3 (o) >
m (2) Attachment  (¥) Payment () Review (&) Submission @

Basicinfo @ Stack ControlDevice | Summary of Emissions @

Control Device

Select data from facilty inventory A

R afterbumer? (AFT001) | 3R condenser] (CONDD1) 3R eyclonel (CYCOOT) +

|

No record found.

+HNew

= (Click Ok to the question “Load Data from facility inventory will overwrite
existing data. Are you sure to continue?”

Load Data from facility inventory will overwrite
existing data. Are you sure to continue?

=  This will load the data from the selected control devices. Their control device
IDs will be listed.
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Operating Permit
EE0 | Open |
(D Basic Info @ @) Attachment @} Payment (E) Review w@) submission @

Basicinfo @ Stack Control Device | Summary of Emissions @

Control Device

Select data from facility inventory A

&R afterburner1 (AFT001) 2R condenser1 (CONOO1) &R cyclonel (CYC001) +
+ Load Data
Name/ID Number Type Manufacturer Model Number
b afterburner1/ AFT001 Afterburner/Thermal Oxidizer test test m
b condenser1/ CONOO1 Condenser test test m
» cyclonel/ CYCO0O01 Cyclone Donaldson test m
3 Results
+ New

(@

= The blue arrows to the left of the control device IDs can be clicked to expand
the record to show the details for the control device. The information about the
control device (except the ID number) can be updated, and saved.
[ 4300 JSRE)

(1) Basicinfo @ | (2) Attachment (3) Payment (4) Review (5) Submission @

Basicinfo @ Stack Control Device = Summary of Emissions @

@ﬁerbumeﬂl AFTO001 Afterburner/Thermal Oxidizer test test m
Basic Information
Name D Number or Labe Type
afterburner1 AFT001 Afterburner/Thermal Oxidizer ~
Manufacturer Model Number Serial Number
test test

Equipment Information

Type
(@ Afterburner () Thermal Oxidizer (O) Catalytic Oxidizer (0) Regenerative Thermal Oxidizer (O) Other (Specify)

Gas Stream Information

Maximum Inlet Volumetric Gas Flow Rate (acfm) to the unit AtdegF
100 68

= (Click the blue triangle next to the control device name to minimize the record.
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= |tis also possible to add a new control device by clicking the yellow +New
button [Keep in mind, this would be done only if advised by the ACHD; typically,
new control devices must go through the installation permit process.]
= This will open a series of Basic information questions for the control device.
Complete the required fields, and the optional fields, if possible.
= The Type question is a pulldown menu which includes
o Baghouse, Electrostatic Precipitator, Cyclone, Condenser, Wet
Collector, Afterburner/Thermal Oxidizer, Adsorption Equipment,
Absorber, SCR/SNCR/NSCR, Flares, Other
= Selecting a Type will open an additional series of questions. Make sure all
required questions are answered, and answer any optional questions, if
possible.
= At the bottom of the screen, the brown box lists what attachments are needed
for the control device. Make sure to upload these files on the Attachments tab.

Are any restrictions/limitations being requested for this unit? Please describe

@ Required

Please upload the manufacturer's specification sheet for the baghouse, a specification sheet for its filter materials, a Particle Size Removal Efficiency Curve and
basis of determination, and emissions calculations in the Emissions spreadsheet to the Attachments Tab.

= Once all of the information is added for a device, click the Save button.
= |f there are additional control devices to be added, minimize the control device
(click the blue arrow by the Name/ID number), then press +New (refer to Part V-
A)
= Repeat the process until all of the control devices for the facility have been
added.
e If any required information is missing on any of the Control Devices,
there will be a red exclamation point next to the Name/ID number. If
this happens, go back and review the contents and enter the missing

information. Click Save, again.

- Summary of Emissions tab: The Emissions for the facility are entered on this tab.
= Enter the facility name, or the name of the company that operates the facility
for the owner.
= Follow the instructions in the brown box
e Click +New and add each pollutant for each release point
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e When one release point and associated pollutant’s information have
been entered, minimize the release point by clicking the blue triangle
next to it

e Repeat until all pollutants and release points have been entered

= The Total Emissions will be calculated automatically
= Click Save Button:

e If any required information is missing on the Summary of Emissions tab,
there will be a red exclamation point on the tab. If this happens, go back
and review the contents and enter the missing information. Click Save,
again.

- Attachment tab: Documents are uploaded to the submittal here. Which attachments
are needed depends on the permit description (new permit or renewal versus an
amendment), and also what process units and control devices are included. Click the
blue “Get Information” button on the right-hand side panel to open a list of
attachments and emissions calculations instructions.

Operating Permit O 6] QTesterB

G ((00n) > sendBack Attachments
J’ (1) Basicinfo @ | (2) Attachment | (3) Payment () Review (5) Submission @
Instruction . .
Submittal Information
5 B Attachments are not required for current submittal.
Operating Permit
¥ When uploading an attachment, first click the file record and select a document type option for the uploaded file. If you want to mail the documents to the S
authorized agency, please navigate to the Review tab and use the "Mail To" checkbox. ' @ Get Information

© 41002 New

& Click to Upload or Drag Files Over Here Operating Permit

Operating Permit

Operating Permit test

Attachment Types

% represents required attachments.

@ Alternative Operating Scenario
Alternative Operating Scenario

(e in | 6 ) (decx

= Please disregard the blue message on the Attachments tab screen that says,
“Attachments are not needed for the current submittal” and follow the Get
Information document.

= Since all attachments are treated as optional in the system, the submittal can be
entered and go through without attachments. However, if attachments are
listed as required in the Get Information document, and they are not uploaded
by the facility, this will result in a delay in the permit being issued.
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- Upload each document by doing the following:
= At the bottom of the screen, click the gray rectangle, “Click to Upload or Drag
Files Over Here” and upload or drag in the file.
= Select Document Type: Pull down and select the Type name which best
describes the attachment from the available document Types listing.
= Enter a comment, if desired, then click on the Save button (floppy disk icon
inside a red circle in bottom-right corner).
= [f any attachment is mistakenly attached, a new attachment can be uploaded as
described above, and the incorrect one can be deleted (click the red trash can
icon to the far right of the attachment).
- Repeat until all documents are attached.
- Click the Save button (floppy disk icon inside a red circle in the bottom-right corner).

e Payment tab:

- Note: If information is missing from the Basic Info, Attachments, Stacks, Control Devices,
Summary of Emissions, or Tabs for Emissions Units opened by clicking Process Units, an
error message will appear at the top of the Payments tab screen. Before a payment can
be made, errors on the previous tabs must be corrected, else a payment amount might
be shown but with no payment method enabled.

- Also note, if no boxes were checked in the fee table on the Basic Info tab, the Payment
due field will show as zero. Please make sure boxes are checked in the fee table.

- After the various tabs (mentioned above) are complete, there are two options for
payment: Payment by the facility contact/environmental contact/third-party consultant
at time of submission; or payment by the RO when the submittal is submitted.

= To have the Responsible Official make the payment, click the Save button
without choosing the payment method.
= To pay the submittal now:
e Click blue Pay Amount Due button.
e Select payment method.

o For ACH, enter Account Type, Account Name, Routing Number,
and Account Number, then click the red Save button in the
bottom right of the screen. Click the Pay Now button.

o For Credit Card, enter card number, card holder, expiration
date, CVV, and full billing address, then click the red Save
button in the bottom right of the screen. Click the Pay Now
button.
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o For Check by Mail, make check payable to “ACHD Air Pollution
Control Fund,” and mail the payment to the address shown in
REP. Click the red Confirm Check By Mail Button, then Ok to “A
New pending payment transaction of Check type will be
created.”
e Review tab:
- Review the instructions and make any corrections needed to previous tabs (an
incomplete tab shows a red exclamation point next to the tab name):
= Disregard the blue box stating, “Attachments are not required for this
submittal.”
= [fany attachments need to be sent via mail (which is rare), click Select All Mail
to and mail to the address shown in the pale blue box.

- At the bottom of the screen (left side), under Send Notification to RO:

=  Use the pull-down menu to select the Responsible Official.

= (Click the blue eNotify button. This initiates a system-generated email from
GovOnline@govonlinesaas.com to the Responsible Official. This provides a
notification to the Responsible Official so that the person can log on, make
payment (if not already done), review the submittal, and submit it.

- You may still want to contact the Responsible Official outside of REP via email, phone,
etc. to ensure that the Responsible Official is aware that the operating permit
application submittal has been prepared in REP and is ready for review and submission
by the RO.

= The Responsible Official will need to log on to REP, find the RFD submittal in
Pending Submittals, review it (including making payment if that has not been
made), and complete the submission.

= Once the submission is sent in the system, the Responsible Official will receive a
system-generated email from GovOnline@govonlinesaas.com to acknowledge
the receipt of the operating permit application submittal. The preparer (Facility
Contact/Environmental Contact/Third-Party Consultant) will not.
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PART V-D: REVIEW AND SUBMISSION OF AN OPERATING PERMIT PREPARED BY
SOMEONE OTHER THAN THE RESPONSIBLE OFFICIAL

These instructions describe how to review a submittal prepared by someone other than the Responsible
Official, and how to submit an operating permit application using REP. These instructions assume that
the Responsible Official was notified via an email from GovOnline@govonlinesaas.com that the facility
contact/environmental contact/third-party consultant has prepared an operating permit application
submittal, or has otherwise learned from the preparer directly that the operating permit application
submittal is ready for the Responsible Official’s review.

These instructions assume the Responsible Official already has an approved account in REP:

e Logonto REP.
e Click (=) hamburger menu (three stacked horizontal bars in the top left corner)

e On left-hand side, under Submittals, click Pending Submittals.

e Find the Pending submittal to approve in the list that appears, and click the green pencil button
labeled, Edit Submittal Form

e The screen that opens is titled Operating Permit. It is divided into tabs at the top (Basic Info
(subdivided into Basic Info, Stack, Control Device, Summary of Emissions); Attachment;
Payment; Review; Submission)

o A general note: inside the Operating Permit application submittal, anytime there is a
field with ! Required next to it, that field must be completed, or the submittal will not be
able to be submitted. A red exclamation point on a tab means required information is
missing and must be completed.

o Help messages are activated by clicking yellow ? buttons throughout the form.

e For the Basic Info tab, Stack tab, Control Device tab, Summary of Emissions tab, and any other
tabs such as those describing emission units:

o Scroll through and ensure all information is correct and complete; make edits as
needed.

o When finished, click the Save button (floppy disk icon inside a red circle in the bottom-
right corner of the screen) to save the data.

e Onthe Attachment tab, review any documents that have been uploaded. To download them,
click the yellow button that looks like a down arrow with *.* next to it.
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o Alist of attachments needed for the submittal is found on the right-hand side panel
under Submittal Information, accessed by clicking the blue Get Information button. If
an attachment is missing, it can be uploaded by dragging and dropping a file, or by
clicking the gray rectangular button marked, “Click to Upload or Drag Files Over Here.”

Operating Permit D @ 0 Testers
i | (CE] [oven) > | sendBack Attachments
J’ (1) Basicinfo @  (2) Attachment | (3) Payment (4) Review () Submission @
Instruction

Submittal Information

5 B Attachments are not required for current submittal.
Operating Permit

J’ When uploading an attachment, first click the file record and select a document type option for the uploaded file. If you want to mail the documents to the ;.1.,“
authorized agency, please navigate to the Review tab and use the "Mail To" checkbox. ' @® Get Information

© 41002 New

&5 Click to Upload or Drag Files Over Here Operating Permit

Operating Permit

Operating Permit test

Attachment Types

* represents required attachments

€ Alternative Operating Scenario
Alternative Operatihg Scenafio

(nd o) o ) (docx

e Please disregard the blue message on the screen that states,
“Attachments are not needed for the current submittal” and follow the
Get Information document.
e Since all attachments are treated as optional in the system, the
submittal can be entered and go through without attachments.
However, if attachments are indicated as required in the Get
Information document, and are not uploaded by the facility, this will
result in a delay in the permit being issued.
= Select Document Type: Pull down and select from the available document type.
= Enter a comment if desired, then click the Save button (floppy disk icon inside a
red circle in bottom-right corner).
=  Repeat until all documents are attached.

o Ifitis possible that the submittal contains CBI, ensure that a document explaining this
per the guidance in Part |l of this document has been uploaded as CBI Claim Form.

o If any attachment was mistakenly uploaded, or needs to be corrected, a new
attachment can be uploaded, as described above, and the incorrect one can be deleted
(click the red trash can icon to the far right of the attachment).

o Inthe rare case that any attachment hard copies are to be mailed to the ACHD, it is the
Responsible Official’s duty to review this information outside REP.
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e Onthe Payment tab, verify if payment has been made. If it has not, there will be a blue button
in the top-right corner that states Pay Amount Due.

=  Select payment method:

e For ACH, enter Account Type, Account Name, Routing Number, and
Account Number, then click the red Save button in the bottom right of
the screen. Click the Pay Now button.

e For Credit Card, enter card number, card holder, expiration date, CVV,
and full billing address, then click the red Save button in the bottom
right of the screen. Click the Pay Now button.

e For Check by Mail, make check payable to “ACHD Air Pollution Control
Fund,” and mail to the address shown in REP. Click the red Confirm
Check By Mail button, then click Ok to “A New pending payment
transaction of Check type will be created.”

e On the Review Tab, ensure that payment has been recorded and the uploaded attachments are
listed. (Please disregard the message that says Attachments are not required for this Submittal).
Please be advised that before the ACHD will process the operating permit, payment and all
attachments must be received by the ACHD.

o If any documentation (including payment) needs to be mailed to the ACHD, please
ensure it has been completed.

e On the Submission Tab,

o Read Certification Statement and click “I have read and agree to the certification.”

o Enter Security Question answer and PIN number.

o Click Yes or No to whether the submittal contains Confidential Business Information. If
unsure, please refer to Part |l for assistance on how to answer this question. If the
answer is Yes, click the Attachments tab and upload the document, naming it “Claim for
Confidentiality.” If there are further questions or concerns, please email
AQPermits@alleghenycounty.us for assistance, prior to submitting the operating permit
application in REP.

o Click Submit.

o The screen will update to state, “Submission Successfull” in green at the top of the
screen.

= |[fthere are errors, look for error messages on the right-hand side of the screen
in a red box.

o Click red Receipt button to obtain a receipt. It will note the payment method, amount
due, along with the names of attachments uploaded to the submittal. Note, it may be
slow to load.
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o At the bottom-right corner of the screen, click the red button to print a summary of the
Submittal form. It will include all of the information entered into the application, but it
will not list any uploaded attachments. Note, the submittal will still be viewable later in
your account under the Track Submittals button.

Click the Finish button.

A system-generated email from GovOnline@govonlinesaas.com will be sent to
acknowledge receipt of the Operating Permit application submittal. Note that the
preparer (Facility Contact/Environmental Contact/Third-Party Consultant) will not
receive this notice, only the RO. Furthermore, the preparer will not receive any status
updates from the ACHD; these updates will be sent in REP to the Responsible Official
only.
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PART VI: WHAT TO EXPECT AFTER AN OPERATING PERMIT APPLICATION IS
SUBMITTED

PART VI-A: THE ACHD’S PERMIT APPLICATION REVIEW PROCESS; HOW TO REVIEW DRAFTS,
SUBMIT PUBLIC COMMENTS, AND VIEW FINAL ISSUED PERMITS

After the RO submits the operating permit application online, the submittal will be received by the
ACHD. Once received, it will be assigned to a permit engineer for review.

e If information is missing or there are questions:

- The permit engineer will send a request to the RO through REP for additional
information. This will happen in the form of a system-generated email notification from
GovOnline@govonlinesaas.com. The email text will contain a brief description of what is
needed.

= [f the information requested is complicated, the permit engineer may opt to
send an email directly to the RO outside of REP.

- The next steps for the RO would be:

= Logonto REP.
= Click on Pending Submittals icon on left-hand side of the screen.
= Locate the submittal and click on the green pencil icon to edit the submittal.
= Review each tab, and add in information or attachments that were requested.
= Submit the operating permit application again, following the instructions on the
Submittal tab.
e Submission error messages will appear in a red box on the right-hand
side of the screen.

- The permit engineer will then resume submittal review.

o The next communication from the Department will be sent when the permit draft is ready for
public comment via an email from the permit engineer:

- Inthe meantime, if it is necessary to contact the permit engineer during the review
process (note, this can be done by the RO or consultant-type account):

= Logonto REP.

= Select Track Submittals icon from left-hand side of the screen.

=  Once the submittal is located, click on the orange eye icon to the far right of the
submittal, “View Submittal Detail.”

® |nside the submittal, click the Correspondence tab.

= Enter message, then click the Post button on the right.
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= This will send a message through REP to the permit engineer and trigger a
system-generated email to notify the ACHD of the message. The engineer may
respond by using the Correspondence tab. This will cause a system-generated
email from GovOnline@govonlinesaas.com to be sent to the RO to notify the RO
to log onto REP and view the reply message on their Correspondence tab.

e Toview the public comment permit draft (and corresponding technical support document):
= LogontoREP.

= C(Click the (=) hamburger menu, then select the “Public Records” module

Insights

=4 Dashboard 1

" Views summary of work progress.
Submittals

I Start New Submittal

Create new submittals.

&k Pending Submittals
= .

Edit unfinished submittals.

I Track Submittal Status

Menitor submittal status

Upcoming Obligations

Submit compliance reports.

by Pay Invoices/Fees

Make online paymenta.
Issuance

L Permits/lLicenses/Certificates

Track permits or licenses.

Utilities

[=] Public Records
" Search Public Submittals, Notices and
Permits/Licenses/Certificates.

Settings

ﬁl My Account

Change account information.

= The following screen will appear. Under Keywords, type in the facility name.
Checking the Public Notice Only checkbox may also be helpful.
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= Public Submittal Records 1D @ @ Tesers

insights Submitted Submittals  Permits/Licenses/Certificates

+ Dashboard Q search <@=le 120120 submittedDate (New-0kt) v

Soarch Criteria Submittal §10 sito/Location o Status

B Public Notice Only u % ") Fake South Side Park Alr Quality 6 G ago Approved

Installation Permit

Submittals

Start New Submittal

L Pending Submittals foke south
S Edit unf ed submittal:
y Track Submittal Status 4
&4 Monitor submittal stat. P— W Ffake South Side Park r Qualt :
ental nterest e 3 ir Quality [ : Approved
Ji Upcoming Obligations + — |, t esters Teste
ot complianceTeport Installation Permit
’ submittal Status
1y Pay Invoices/Fees cisknacimtes a
Make online payment +
issuonce submittal Types 2]
s - 1~2012
% Permits/Licenses/Certificates +
utiit
Al v

Per enses tes

= Once the submittal is located, click the blue i icon to the far right. This opens a
screen with three (3) different tabs. Click the tab that states, “Public Notice
Documents.” There will be a draft permit, draft technical support document,

and possibly draft calculations to review.

< Public Submittal Records

e Submitted Submittals  Permits/licenses/Certificates
Operating Permit >
B _—
Submittal Info Comments
A
Le? X **| File Names Type/Size < [Date & ©
L @ -. (fokeOPTSDdraft [pocx |[12kB]| [ 6/28/2024 |
i i
I @ Operating Permit
]
[ -] fake OP draft cales [xLsx |[ 26 kB || 6/28/2024 |
Operating Permit
= 426 &
e

= To download the drafts, click the yellow download icon to the right of the
document names.
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e Once the documents have been reviewed, to make public comments:
- Go to the Comments tab.
- Type comments in the box under “Comment.”
- Upload any documents by clicking the gray box or dragging files over it. Documents
must be in .pdf format only.
= |tis recommended to screenshot your comments for your records as no receipt
of comments is sent to you.
- Be sure to click the Submit Comment button when finished.
- Agreen “Saved Successfully” message will appear at the top-right corner of the screen.

& Public Submittal Records

Submitted Submittals  Permits/Licenses/Certificates

Operating Permit >

& [—
SubmittalInfo  Public Notices Documents| Comments

My Message

You may enter the comments below and submit to authority for review if you wish to participate in the Public Comment process for this case.

@ Required
&

Attachment

& Click to Upload or Drag Files Over Here

Submit Comment

o After the public comment period is over, the permit engineer will create a comment response
document to address the public comments received and revise the draft permit, if needed.
- For Title V operating permits, the comment response document and proposed permit
(the revised draft permit) will be sent to the EPA for the required 45-day review.
e Toview the final issued permit:
- The RO will receive a system-generated email from GovOnline@govonlinesaas.com that
provides notification that the permit has been issued.
- Toview the final permit, technical support document, and comment response
document:
= Users with RO or Consultant accounts can view these via the submittal:
e LogontoREP.
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e Select Track Submittals icon from left-hand side of the screen.

e Once the submittal is located, click on the orange eye icon to the far
right of the submittal “View Submittal Detail.”

e Inside the submittal, click the Issuance tab.

< Submitted Submittal Info
=e 5] (Ferroved | ©

Submittal Summary  Attachment Issuance 8] | dmailHistory [] Payment Correspondence

o

| Final Decuments
fake OP

"
I
=

)

There will be a document under the header “Issuance Documents,” with

OP in the name. Click the red download icon button “PLC document.”

This will download the final issued operating permit to your computer

for you to view.

e Under the Supporting Documents header, the technical support
document (which will have TSD in its name), calculations (which will
have calcs in the name), and comment response document (which will
have in the name) will be listed. These documents can be downloaded
to your computer by clicking the yellow download icons.
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PART VI-B: REVISING OR WITHDRAWING SUBMITTALS AFTER SUBMISSION
If the facility realizes that some information was incorrect, omitted, etc., after the operating permit

application submittal was submitted to the ACHD in REP (and prior to a permit being drafted and put
into public comment), there are steps that can be used in REP to alter the submittal.

Likewise, the submittal can be withdrawn in REP, if necessary.
Both of the above scenarios are managed in REP starting the same way.

e Responsible official or consultant logs onto REP.
o  Click Track Submittals (left-hand side):

- Find the operating permit application submittal.

- Click the orange eye button on the far right by the facility name.

- Scroll to the bottom of the screen where it states, “Send the request for
Revision/Withdrawal/Amend to the administrator.”

]

Submittal Summary

Operating Permit

[Faymentbue |

Operating Perm
No Payment Due at This Time g remt

[ —
(=)

Authority Review Completed

28/2024 |

$Send the request for Revisi i to the ini

- Click the yellow question mark help button to pick the appropriate action.

=  Amend will request that the submittal can be reopened, altered, and
resubmitted [Please note, this is different from amending a final issued permit;
this is for changing an application that has been submitted but no permit has
been drafted, to date.]

=  Revision opens a new submittal under a new submittal number, pre-populated
with the contents of the original submittal, which also is then altered and
resubmitted.
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= Withdrawal will request that the ACHD stop its review of the submittal and

prevents any further editing of the submittal.
- For Amend:

= Select the Amend button.

= Type in a comment about why the submittal needs to be amended.

= (Click Send Request button.

= The RO (even if request is made by consultant) will receive a system-generated
email from GovOnline@govonlinesaas.com, indicating the Amend request has
been sent to the ACHD.

= The ACHD will review the request.

= |f the request is approved:

e A system-generated email will be sent from
GovOnline@govonlinesaas.com to the RO to provide notification that
the Amend request has been approved.

e RO must log onto REP (a linked Consultant could also do this step).

e The submittal will now be viewable under Pending Submittals on the
left-hand side of the screen.

o Click the green pencil button to Edit the Submittal.

o Edit submittal, as needed.

= Note, the RO is still required to submit the submittal. If
the consultant made edits, the consultant must use the
e-Notify button on the Review tab, so that the RO
receives an email to submit the submittal.

o RO will submit the submittal (if a consultant prepared it,
submittal will be in Pending Submittals).

o This will trigger a system-generated email from
GovOnline@govonlinesaas.com that the submittal was sent to
the ACHD.

= [f the request was rejected:

e This will trigger a system-generated email from
GovOnline@govonlinesaas.com to the RO that the Amend request was
rejected.

e The submittal will still be viewable under Track Submittals.

- For Revision:

Select the Revise button.

= Type in comment to explain reason for request.
Click Send Request button.

86

ALLEGHENY COUNTY HEALTH DEPARTMENT
AIR QUALITY PROGRAM

836 FULTON STREET * PITTSBURGH, PA 15233 PIHA|B
PHONE 412) 5788103 « FAX(412) 5788144 Adl{arzfing
24-HR (412) 687-ACHD (2243) Zﬁf}:; :mn’ﬂl

WWW.ALLEGHENYCOUNTY.US/HEALTHDEPARTMENT
Rev 0: August 27, 2024


mailto:GovOnline@govonlinesaas.com
mailto:GovOnline@govonlinesaas.com
mailto:GovOnline@govonlinesaas.com
mailto:GovOnline@govonlinesaas.com

Regulated Entities Portal (REP) User Guide
for Operating Permit Applications (OPs)

= This will trigger a system-generated email to the RO from
GovOnline@govonlinesaas.com indicating the Revision request has been sent to
the ACHD.

=  The ACHD will review the request.

= [f the request was approved:

e A system-generated email from GovOnline@govonlinesaas.com will be
sent to the RO to provide notification that the Revision request has
been approved.

e A new submittal number will appear under Pending Submittals with
status Revision.

e Click the green pencil icon Edit Submittal form to edit it.

e Edit submittal as needed.

o Note, the RO still must submit the submittal. If the consultant
made edits, the consultant must use the e-Notify button on the

Review tab so the RO gets an email to submit the submittal.

RO submits the submittal. (If a consultant prepared it, the submittal to
approve will be in Pending Submittals).

= [f the request was rejected:

e A system-generated email from GovOnline@govonlinesaas.com will be
sent to the RO to provide notification that the Revision request has
been rejected.

e The submittal will still be viewable under Track Submittals but cannot
be edited.

- For Withdrawal:

= Select the Withdraw button.

= Typeinacomment.

= Click Send Request button.

=  This will trigger a system-generated email from GovOnline@govonlinesaas.com
stating the request has been sent to the ACHD.

=  The ACHD will review the request.

= |f the request was approved:

e A system-generated email from GovOnline@govonlinesaas.com will be
sent to the RO to provide notification that the Withdraw request has
been approved.

e The submittal will still be viewable under Track Submittals.
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e Once the submittal is approved for withdrawal, the submittal cannot be

amended or revised and resubmitted (essentially the submittal is
locked).

If the request was rejected:

A system-generated email from GovOnline@govonlinesaas.com will be

sent to the RO to provide notification that the Withdraw request has
been rejected.

The submittal will still be viewable under Track Submittals.
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PART VII: GENERAL PUBLIC VIEWING OF OPERATING PERMIT APPLICATIONS, DRAFT
OPERATING PERMITS, ISSUED OPERATING PERMITS

For your information, anyone in the public may register for a General Public account in REP or even
access REP anonymously.

Usually, the general public can view a summary of the Operating Permit Application submittal (the
information typed directly into the form; not any of the attachments) and can always view the draft
permits and final issued permits. This is why it is important to initiate a discussion with the ACHD if a
submittal might include Confidential Business Information ahead of sending a submittal to the
Department via REP.

Here are the steps a member of the general public would take to see Operating Permit applications
submitted to the ACHD in REP, their draft permits, and final issued permits:

- Log onto REP (or click the Public Records Services button)

c 25 achd-public.govonlinesaas.com/pub/login Q

@ NewTab @ The Engineering To... g MACT Training & Air Emissions Invent... ¢ Air Pollution Trainin... @R Air Knowledge & EPA Emission Stand... » DA

Regulated Entities Portal

Allegheny County Health Department

Username

Password (Forgot Password?)

Register Account
m

For assistance, please contact your agency from
below:

& AQReports@AlleghenyCounty.US
R, 412-578-8103
@ Online Help (5

Terms of Use + Privacy Statement
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- Click the Submitted Submittals icon on the left-hand side of the screen, “Public Submittal Records.”

¢ Public Submittal Records @

Q, search

Statement Sub

Public notices are one of many ways Allegheny County

Health Department (ACHD) can communicate about E
current activities and invite the public to be part of the
discussion about our environmental issues The user is

2 able to comment on permit applications issued after

L Sept. 30, 2022.
Permits/Lic

enses/Certif
icates E

Search Criteria

[J B Public Notice Only

Keywords E E

Filter by Submittal ID, Site ID, Site/Property Name,
Site/Property Address .

BN

&b
m

Environmental Interest

+
Submittal Status |m]

R -
Submittal Types |m]

+

Region !

All v

- There are various filters under Search Criteria:

o Select Operating Permit under Submittal Types
o Enter facility name under Keywords
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-Once submittal is located

o Click the blue i icon on the far right of the facility name
o This opens a screen with two tabs: Submittal Info and Public Notices Documents
= [f the submittal has reached the Public Comment stage, there will be a third tab
labeled Comments
o Click the tab Submittals
= This will open the Submittal Summary form, which contains all of the
information typed into the submittal application form. It does not show
documents attached to the submittal.
u,- Operating Permit
Public Notices Documents  Comments
py:ifm ’% Operating Permit E;'
| Basic Information
Select the Responsible Official fer the facility
TesterB Tester8
[ Mary.Gleason@alleghenycounty.us
%, 4125655555
[z 301 38th St, Bidg 7, Pittsburgh, PA 15201-1811
Section 1. Permit Description
New
::;: Description of Permit ApplicationSource
Section 2. Site Information
::l::full run park :;;IQI;J‘ID
'l‘;‘;sli"_:\: ::::L:; Glenshaw, PA 15116-2543 (40.528398,-79.948854)
Federal Tax Identification Number Municipality
test Shaler
o Click the tab Public Notices Documents
= If the permit is in public comment, this tab will show the names of the permit
draft and supporting documents (e.g., technical support document,
calculations).
= |f the permit has been issued, the tab will show the permit draft, its supporting
draft documents, plus the issued permit, its supporting documents, and a
comment/response document.
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Documents can be downloaded by clicking the yellow circular download button

to the far right of the document name.

o If the submittal is in Public Comment, the Comment tab will appear

This is where the general public can submit public comments on the draft
permit to the ACHD.
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PART VIII: RENEWING AN OPERATING PERMIT

Renewing an operating permit in REP can be performed by the RO or by a linked consultant.

These instructions have the same assumptions as in Parts V-B and V-C of this document in terms of
account and permissions set up.

Renewal of an issued operating permit:

e Logonto REP.
e C(Click on the (=) hamburger menu (three stacked horizontal bars in the top-left corner).
e On left-hand side, click Permits/Licenses/Certificates.

e This will open a new screen.

e Search for the permit to be renewed by keyword (could use facility name). PLC type is
Operating Permit. For example, Fake Fall Run Park has been searched, below.

e Toinitiate renewal of the permit (the example is operating permit # 1011-0OP24), click the dark
blue button with three dots.

= Permit/License/Certificate (PLC)

:ze| | QSearch <
1
%] saved Queries . W, fake fall run park ° 0 °
) F (Pick Saved Queries) v Ei,'m.;‘ I 0vorz+ | [ Operating Permmit | |
% p
K2 | Cere Operating Permit (OP) - Minor
=) .
Keywords @
i fake fall run park ° e @ °
i fake fall i’_“l‘i'i [ PLe No. |EEREE]| Env interes: Rl
perating Permit (OF) - SM
5 o Permit (OF) - SMB0
- “
PLC Staty
- 8 i fake fall run park ° e @ °
= i L“‘ m 131170»:'2&] Operating Permit |
“ | peype o] Operating Permit (OF) - SM
-] £ Operating Permit (0P) - Minor +
[ Operating Permit (OP) - SM 1~303

1 Operating Permit (OP) - SM80
10 Operating Permit (OP) - Title V

PLC Issued Date 2

e Then select the second option, Renew (light blue pencil icon)

= Permit/License/Certificate (PLC)

10 ® .Tpstem

Q. search

oy | _SevedQuerles - ., takefall run park 6

= ¥ (Pick Saved Queries) v b“,f ‘ |:|\-D=z:]o erating Permit | 29 ° o @ °

"-‘} Criteria e Operating Permit (OP) - Minar - 0@ o e
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e This will open a new operating permit application submittal with a new submittal number. It
will be pre-populated with the information typed into the submittal form from the previous
operating permit submittal. The attachments will still be available in the issued permit’s
submittal.

e On the Basic Info tab, the permit description will need to be re-selected to be Renewal.

e Below the question, “Is this source a Title V source, Synthetic Minor Source (non SM-80), SM80
Source, or Minor Source?”, re-check the appropriate boxes in the fee table for the permit
renewal.

e Review and add to the Basic Info tab, as needed.

e Go through and update tabs of the submittal as in Parts V-B and V-C of this document.

e Be sure to upload documents, as needed, per the blue Get Information button on the
Attachments tab.

e  When finished, submit the application.

- Ifanon-RO is preparing the application, the RO will need to be notified by clicking the
eNotify button on the Review tab so the RO can review and submit the application.

e The RO will receive a system-generated email from GovOnline@govonlinesaas.com
acknowledging submittal of the application.

e Then the permit renewal application will be processed by the ACHD as in Part VI
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PART IX: AMENDING AN ISSUED OPERATING PERMIT (SIGNIFICANT MODIFICATION,
MINOR MODIFICATION, ADMINISTRATIVE AMENDMENT)

Initiating an operating permit amendment in REP can be performed by the RO or by a linked consultant.

These instructions have the same assumptions as in Parts V-B and V-C of this document, in terms of
account and permissions set up.

Amendment of an issued operating permit:

e LogontoREP.
e C(Click on the (=) hamburger menu (three stacked horizontal bars in the top-left corner).
e On left-hand side, click Permits/Licenses/Certificates.

e This will open a new screen.

e Search for the permit to be amended by keyword (could use facility name). PLC type is
Operating Permit. For example, Fake Fall Run Park has been searched, below.

e To initiate amendment of the permit (example is 1011-0OP24), click the dark blue button with
three dots.

= Permit/License/Certificate (PLC)

1~30f3 Issued Date (New-0Old) v

e Q search <
) 1
(%] saved Quaries - fake fall run park o 0 °
~ || & (Picksaved Queries) v L.ﬂ [ L No. IR Env imeres: [ar i) ‘
|~ 4 - Operating Permit (OP) - Minor
B keywords u}
T fake fall run park
fake fall [ e —— — ° 0 @ °
i o (LY oviorzs | [ERIITEERY Operating Pemit |
. Operating Permit (OF) - SMB0
“~
PLC Status @
: fake fall run park
| S — 0000
= (T (I vovore: | ERIETERRY Operating Permit
“ | picType o] Operating Permit (OP) - SM
ﬂ [ Operating Permit (OP) - Miner +
@ Operating Permit (OP) - SM 1~30f3
@ Operating Permit (OP) - SM80
1 Operating Permit (O) - Title V
PLC Issued Date B
e Select the first option, Amend (green icon)
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= Ppermit/License/Certificate (PLC) o906 .Testem

=s | Qsearch < 1~30f3 ssusd Date (New-Old) ~

Saved Quaties

%] - T fake fall run park ssuex 4 ° Q @ °
N ¥ (Pick Saved Queries ~ Lu:ﬂj (EEIN ovior24 | I Operating Permit | 6/26/2024 029 [

[~ 4 crteria Operating Permit (OP) - Minor 0 0 e
I

e This will open a new operating permit application submittal with a new submittal number. It
will be pre-populated with the information typed into the submittal form from the previous
operating permit submittal. The attachments will still be available in the issued permit’s
submittal.

e On the Basic Info tab, the permit description will need to be re-selected. An option (other than
New) should be selected now, based on the permit descriptions (the yellow question mark icons
can be clicked for descriptions).

e Below the question, “Is this source a Title V source, Synthetic Minor Source (non SM-80), SM80
Source, or Minor Source?” re-check the appropriate boxes in the fee table for the amended
permit.

e Review and add to the Basic Info tab, as needed.

e Go through and update tabs of the submittal as in Part V-B / Part V-C of this document.

e Upload documents, as needed, per the blue Get Information button on the Attachments tab.

e When finished, submit the application.

- Ifanon-RO is preparing the application, the RO will need to be notified by clicking the
eNotify button on the Review tab so the RO may review and submit the application.

e The RO will receive a system-generated email from GovOnline@govonlinesaas.com
acknowledging submittal of the application.

e Then the permit amendment application will be processed by the ACHD as in Part VI
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PART X: CHANGING THE COMPANY NAME ON AN ISSUED OPERATING PERMIT OR
TRANSFERRING THE PERMIT OWNERSHIP

Please contact the ACHD by email AQPermits@alleghenycounty.us or call the Department at (412) 578-
8103 for assistance with this task. .
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PART XI: TERMINATING AN ISSUED OPERATING PERMIT

Please contact the ACHD by email AQPermits@alleghenycounty.us or call the Department at (412) 578-
8103, for assistance with this task.
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PART XII: HOW TO REACH OUT FOR HELP

For general questions about REP; account setup (changing who is the RO account vs Consultant
accounts); something is not working, etc.:

- Email AQPermits@alleghenycounty.us, type “REP account help” in the subject line, or

- Call the Department at (412) 578-8103

For Questions about Confidential Business Information prior to operating permit application submittal,
and general questions about the operating permit application:

- Email AQPermits@alleghenycounty.us, and type “CBI help” or “Operating Permit Application
qguestions” in the subject line, or

- Call the Department at (412) 578-8103
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APPENDIX A: LINK CONSULTANT ACCOUNT TO RO ACCOUNT

*Note, if the RO needs to link a Consultant to a facility that is brand new (it has not been set up in REP
yet), please refer to Appendix B for instructions.

- RO logs onto REP and clicks (=) hamburger menu (red square), then clicks on My Account (blue square)

Dashboard (® fea) Benjamin

Info Messages i itsLi [ certifi &Ti ion History i igations & Unpaid

Info Submittals

Upcoming g Obligation Sendback
MY SUBMITTALS (LAST 3 MONTHS) Pending NEW SUBMITTALS Popular
0 0 [z} W4 Air Quality +
Submittals submittals  __. ) Olarowy ] EHY L =] Q> ﬁrl-— .ﬁ.‘ ‘
;['\"‘ ,

allation Permit
[ | 4 Installation Permit

Air Quality +
' CORRESPONDENCE (LAST 3 MONTHS) D QA uaiity|
=

O (airauaiy | Y [DIERERY vesterday = Miscellaneous Submittals
Open 0 4 Installation Permit A

Online Enforcement Penalty Payment

R @ © (covonline | +
Authority Unre.. |0 —
- y Ofswasiy | G OBz - |
- Public Unread |0 e T — O [Govorine | +
Online Invoice Payment
. olEunIEA OB - | o= -
Messages g Installation Permit ;F\-_'— Operating Permit

ANNOUNCEMENT O (arauiy | I DIBRER] - covs oo | e Olaraualy | +

»  Request for Determination

Installation Permit

Click on the Consultants tab.

My Account

=e m RO| Benjamin Maine

Basicinfo | AccountType Password/PIN Security Questions Consultants Verification  Linked Licensee

4
= Basic Info
¥
< Title: First Name M. Last Naome
L‘ v Benjamin Maine
| User Name Email
[ benjaminmaine Gregson.Vaux@AlleghenyCounty.us
Employer Job Title
ACHD Tester
=
Mobile Phone Number Office Phone Number
& 000-000-0000 412:555-1212 & Upload or Drag File Over
Mailing Address
Address Unit, Suite, or Floor #

301 39th Street

city state Zip Code

Pittsburgh PA (Pennsylvania) v 15201
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Which results in a screen like this:

Click on Add Consultants button.

Basicinfo A ype Passwor d/PIN  Security Questions | Consultants | Verification  Linked Licensee

‘Add Consuiltants ¥

Then enter the email address that the consultant registered in REP and click Find Consultant (red
arrows).

Click the yellow link button (blue arrow).

My Account 3D @ (o) Benjamin
' RO | Benjamin Maine

F >
P Basic Info  Account Type Pas: IN Securi(yﬂuesﬂnns Consultants Verification  Linked Licensee

o

- ‘Add Consultants £

L

Search Consutant by Email:
Ll Email mgleason2@alleghenycounty.us Hnd(xnmlmm‘
! Tester6 Tester6 mgleason2@alleghenycounty.us 412-555-1212
. 3‘1;203‘911 Street, Bldg 7, Pittsburgh 4125551212 @ _
=
]
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The message in red states to click the row — click the blue right-pointing triangle (red arrow).

ra

= My Account I3 D @ (g Benamin

#e | ‘23(RS) Benjamin Maine >

Basicinfo AccountType Password/PIN Security Questions ~ Consultants | Verification  Linked licensee

Name
ZFre0 Testers Tester6 he row to add permissions for this consultant L]
without permissions will be removed when saved.
= mgleason2@alleghenycounty.us
4125551212
412-555-1212
I 301 30th Street, Bldg 7, Pittsburgh 15201
Y

1 Results

Add Consultants ¥

=

[l

Now click the submittal type(s) needed under the pull-down menu (blue arrow).

O G) \A\ Benjamin

=e v RO| Benjamin Maine >
. | Basicinfo AccountType Password/PIN Security Questions  C ion L
Name Permissions
L} N ] Tester6 Tester6 A Click on the row to add permissions for this consultant o
Consultants without permissions will be removed when saved.
¥ mgleason2@alleghenycounty.us
4125551212
4125551212
||

301 39th Street, Bldg 7, Pittsburgh 15201

=
Submittal/site Permissions
Add Permissions 1
- Submittal Site

ﬁ v v +

1 Results
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ra

= My Account 39 @ o) Benjamin

=e | EZ3[R0) Benjamin Maine >

Basicinfo AccountType PasswordfPIN Security Questions  C. ification L

Name Permissions

Consultants without permissions will be removed when saved
mgleason2@alleghenycounty.us

4125551212
412-555-1212
301 39th Street, Bldg 7, Pittsburgh 15201

4]
u ] Tester6 Tester6 A Click on the row to add permissions for this consuftant
& ‘

Submittal/Site Permissions

Add Permissions .

5

Submittal site

QD | Installation Permit

AQD | Miscellaneous Submittals sults

Add |AQD ‘ﬂpevating Permit

AQD ‘ Request for Determination

AQD ‘Submi(a Required Report

Now click the facility that is needed.

= My Account 3 D @ fen) Benjamin

' RO | Benjamin Maine N

BasicInfo AccountType Password/PIN Security Questions  C rification  Lir

Name Permissions

~© Tester6 Tester6 A Click on the row to add permissions for this consuitant
Consultants without permissions will be removed when saved.
mgleason2@alleghenycounty.us

(S

4125551212
412-555-1212
301 36th Street, Bldg 7, Pittsburgh 15201

submittal/site Permissions
Add Permissions + ‘

Submittal site

[ —

ﬁj | AQD | Request for Determination v ~ | I

Rearden Steel, Inc. (FIS RID:194590) 1
1Res

Now, click the yellow + sign.
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= My Account 2 D @ (o) Benjamin

=o ' RO | Benjamin Maine >

Basicinfo  AccountType Password/PIN Security Questions | Consultants | Verification  Linked Licensee

u Name Permissions
¥ [ ] Tester6 Tester6 A Click on the row to add permissions for this consultant o
5 mgleason2@alleghenycounty.us Consultants without permissions will be removed when saved.
& 4125551212
412-555-1212

301 30th Street, Bldg 7, Pittsburgh 15201

=
Submittal/Site Permissions
Add Permissions £

=
- Submittal site
) [ a0 | Request for Determination ~ | Rearden Steel, Inc. (FIS RID:194530) & vt
1 Results
nts ¥

Now click the Save button (floppy disk icon inside a red circle in bottom-right corner).

B Save Required
Ee ‘B [R5] senjamin Maine Changes have been made to this
record. Remember to click Save

. | Basicinfo AccountType Password/PIN Security Questions  C

P Button @ 1o commit to server.
Name Permissions

(¥ 2 [ ] Tester6 Tester6 1f you wish o discard the change,
g simply exit the form.

mgleason2@alleghenycounty.us
4125551212
412-555-1212

=
301 30th Street, Bldg 7, Pittsburgh 15201
“a
Submittal/Site Permissions
= Submittals Sites
= @ (a0 |Request for Determination Rearden Steel, Inc. 1 o

& 1 Resutts |

Add Permissions +

Submittal Site

| AaD | Request for Determination v Rearden Steel, Inc. (FIS RID:194590) 1@ ~ .

1 Resuits

Now, the consultant is linked to the RO and has been assigned submittal types and a facility.

N

These steps are repeated to add more consultants, submittal types, and/or facilities.
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1 D @ () Benjamin

My Account

=s | [EZ[RE) Benjamin Maine >
Basicinfo AccountType PasswordfPIN Security Questions  C:

b Name

o Tester6 Tester6 Rearden Steel, Inc. @)

mgleason2@alleghenycounty.us
bl 4125551212
1125551212
! 301 30th Street, Bldg 7, Pittsburgh 15201
[ e
= 1 Results

Add Consultants ¥

*Note, similar instructions on how to set up an account and assign privileges for specific facilities and
submittals to consultant accounts, can be found on the Department’s webpage on REP. Please refer to
the document, “Regulated Entities Portal User Guide.”
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APPENDIX B: INSTRUCTIONS FOR RESPONSIBLE OFFICIAL TO CREATE NEW FACILITY
(ALLOWS CONSULTANT TO PREPARE SUBMITTALS FOR A NEW FACILITY)

These instructions are to provide information for entities that are seeking to use a consultant, facility
contact, environmental contact, or some other person registered with a consultant account in REP, to
create a new submittal (RFD, Installation Permit application, Operating Permit application, etc.) for a
facility not currently registered with the ACHD Air Quality Program.

These instructions do not apply to a scenario where the RO of the facility intends to submit the submittal
for a new facility (a facility not currently registered with the ACHD Air Quality Program) without using a
Consultant.

The RO needs to do the following:

e Send an email to AQPermits@alleghenycounty.us that includes the information shown as
IRequired in the screenshot below:
o Longitude and latitude fields are not required; these will automatically generate once the correct
address is entered

o  For environmental interest:
= For an RFD, select Installation Permit or Area Sources.
= For an Installation Permit, selection Installation Permit.
= For Operating Permit, select Operating Permit.
= For all other permits, select Area Sources.

Basic Info Physical Location

Site Nome site Type Number of Employees Address unit, Suite, or Floor #

| [0

9 Require: © Required

Environmental Interest |

| Please select at least one environmental interest.

[0 Area sources [ Emission Inventory | | Google Map data 82024 Google
O Installation Permit O Operating Permit

Before continuing o creale a new site, please check nearby master sites by clicking B first

e The RO will be notified via email from AQPermits@alleghenycounty.us once this information has
been entered.
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e Then, the RO must log on to REP and go to the “My Account” page which appears at the bottom
of the menu on the left-hand side.

= Dashboard 29 @ @ onis [N
e info  Messages Submittals  Permits/licenses/Certificates & Transaction History Upceming Obligations & Unpaid Submittals &
E-; Info Submittals -

enanack MY SUBMITTALS (LAST 3 MONTHS) NEW SUBMITTALS "My Favorite Pupu\al

3 I °
A e

Abrasive Blasting Permit Application

Installation Permit
| o w
Air Quality +
CORRESPONDENCE (LAST 3 MONTHS| .
[ L ) © [Arauy | B30 ™ [sr7m0m (] /] SE¥ 5 caive sosting stonfcompation Ntcs Appication
Open 3 d Installation Permit -
x e nstallation Permi O auity ¥
Autherity Unre. ;f"“ Installation Permit
&= v ¥ 0 O ar quany | EEEY IR 7 covs oo f 8] 2
Public Unread |0 g Installation Permit O A aualny 52
;P,‘ Miscellaneous Subrmittals
O ar auaity | (25D & | 21502024 T EDED © [Govonine +
essages e Installation Permit % online Enforcement Penalty Payment
- +
P N—— O [Firawaiy | D DABREER] 2 ior: 0 § 1 7 | % Oovanre] e
! Installation Permit
i o -
/ ertificates & Ti History
MY ACTIVE PERMITS/LICENSES/CERTIFICATES TRANSACTION HISTORY
No record found v
i ligati Inpai i
> & Unpaid

e C(Click on the Account Type tab.

= My Account 29 @ M cnis
wo | L A8) chrisropp >
.. | Basicinfo  AccountType ity Q Verification
LY
|~ 4
 type cannot be chang igned and
[
L ® RO Consultant General Public
- = ol (ROL T eoand &

B a

Submittal Groups

ubmittal group will affect your access right of submittals
Alr Area Source W [ @) ArEmission Inventory Alr Title V Permit "

Facility-submittal Group Permissions (8)

only allowed to add submittal groups from your selected submittal groups abave.

¥ | Quick filtered by site name, site rid, or submital group name

LI e i 100500 &) Ak THie v Permit © .

W oo e Aasboon oA 1525 o AiTieV pemit O .

LI S ° AiTHaV Permit O " 107
B St pa s o A Thie v Pemi

?;ﬂ:‘.‘“:':‘:n:ﬁi: PA 15221 &) A Title V Permit Q) =
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e Onthe “Account Type” tab on the “My Account” page, scroll down and click the “Add
Permissions” button.

= My Account DD @ 6o

e m RO| Chris Rapp >
Basicinfo  AccountType  Password/PIN Security Questions Consultants Verification Linked Licensae

el — T —

- Alr Area Source w Alr Emission Inventary Air Title V Permit w

Facility-submittal Group Permissions (8)

[} You are only allowed to add submittal groups from your selected submittal groups

Ya ¥ Quick filtered by site name, site rid, or submital group name
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a I;‘;\i?‘?i’e‘Plﬂsburq\\ PA 152152418 o A Tile V' Permit c -

e Next, type the site/facility name provided to the ACHD in the “Available Sites” box.

e C(Click on it [Refer to arrow #1 in the screenshot on the next page.]

e C(Click on the correct submittal type in the “Available Submittal Groups” [Refer to arrow #2 in the
screenshot on the next page.]

o C(Click on the “Add” button next to the “Picked Submittal Groups” box [Refer to arrow #3 in the
screenshot on the next page.]

e Click the Save button on the bottom right of the screen [Refer to arrow #4 in the screenshot on

the next page.]

o *Disclaimer* - Choosing “Air Title V Permit” does not mean the applicant is applying for a Title V
permit; it is just a submittal category where RFDs, IPs, and OPs are located. When completing a
submittal, the user will have the option to choose the classification (Title V, Minor, Synthetic
Minor, etc.)
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= My Account 39 O M
e - RO Chris Rapp >
. | Basicinfo | AccountType  Password[PIN  Security Questions L
B W e e et oon pa 15103 (&) A Tae V Permit O .
.4)- = Hamlin, Hamlin, McGill
m 303 Penn Ave, Pittsburgh, PA 15221 [a] Air Title V Permit Q) "
N - Paddy's Pub
o 3500 Butler St, Fittsburgh, PA 15201 &) ATtV Permit © L
Ll = Satriale's .
' o B0G Fulton St, Pittsburgh, PA 15233-2124 m o Al Tile V Pormit o L4
-
- Big Minor Source, Inc. . ;
L 3001 Penn Ave. Bldg 7, Pittsburgh, PA 15201 m o ArrTitls V Permit O L
= The Citadel
o L — == 0 A e Pemie © "
ﬁ Add Permissions #
Picked sites (1) Picked Submittal Groups (1):
Test Site 2024 [} Air Title V Permit
Available Sites Available Submittal Groups
test site
[] RO Test Site 0 ) Air Area Source
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[[] TestSite
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py-Test Site 2024 194993
10 Babcock Blvd, Pittsburgh, PA 15237 c
>
e After the previous step has been completed, the permission for the site will show as pending
(yellow triangle with an exclamation point, in the screenshot below).
= My Account 319 ® @ cnis
#s  [EXDIRS) chris Rapp >
Basicinlo | AccountType | PasswordfPIN  Security Questions
E) Alr Area source w O Alr Emission Inventory E) ArIitie V Permit -

Facllity-Submittal Group Permissions (10)

vou are only allowed 10 add submittal groups from your selected submittal groups above:
[t W Quick filtered by site name, site rid, or submital group name
W e, Pridbuagh, P 152212818 o Al Tite  Permit © w
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Add Permissions T
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e Once this pending sign is visible, email agpermits@alleghenycounty.us to inform the ACHD that
you have requested permissions for the newly created site.

e Once the ACHD has approved the change in permissions, you will receive a system-generated
email from govonline@govonlinesaas.com notifying you that “your user account information
has been changed.”

e Once the system-generated email has been received, the RO should view the permissions page
to confirm that permissions can now be granted for the site (icon should have changed to green
“thumbs up” icon, as indicated in the screenshot).

s [EZ[RS) crrisrapp >
Basicinfo  AccountType  Password[PIN Security Questions Consultants Verification Linked Licenses
Y Air AArea Source w O Air Emission Inventory Air litle V Permit "
- Facility-Submittal Group Permissions (10)
; i ttal groups from your selected submittal groups above.
] W Quick filtered by site name, site rid, or submital group name
! = m :;‘{-S‘Ee”\rylma‘?lf'::;::fﬂ urgh, PA 15221-2816 m O ArTle v Pemit O *
Lt Ay 154503 Kol Ak Trle Y Permit O e
B m e o on =~ prTeVPemit © “
S i S ° AeThevPems © “
L Ta;“":.-)-j\avl:wnntl:tcj:\l PA 15221 o Al Title v Pemit © "
@ Spia:?éjl\:vu:l Pittsburgh, PA 15201 m o Al This'V Pesit O "
g Es\:a;”f?}\?;st Pittsburgh 2 o A Tiia ¥ Parmit © w
B Sl S e o A Tie Pemit © -
@ E}Eg':::ilpinsm-cnmmu 52418 Q Air Title V Permit Q o

Test Site 2024 . .
10 Babcock Blvd, Pittsburgh, PA 15237 m &) Air Title V Permit © C |&>

Add Permissions ¥

Click on the Consultants tab (refer to screenshot below).

Enter the consultant’s email address (if consultant is not already linked to your account).

Click on the arrow next to name of consultant whom you want to prepare the submittal.

Click on yellow Add Permissions button (See blue rectangle in screenshot below).

Click on the correct submittal type and site.

Click on the yellow add button [+] next to the “Site” text box.

Click the Save button. Note: Add permissions to consultant account before saving. Saving the
consultant account with no added permissions will result in unlinking the consultant account.
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*If the RO account does not have a consultant account linked to it, please refer to the “Regulated Entities
Portal User Guide” located at https://www.alleghenycounty.us/Services/Health-Department/Air-
Quality/Requlated-Entities-Portal for instructions on linking account, or Appendix A of this document.

= My Account 29 @ 0o
s | EEYE8) chrisvorp
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© [~ap | Request for Determination Sterling Cooper and Partners wl

=]
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Add Permissions
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e The submittaltype with the correct site should now

‘Submittal/Site Permissions’ table.:

-

| — (0

be visible under the consultant’s
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| submittaifsite Permissions
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>
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e Now the selected consultant account will be able to prepare a submittal on behalf of the RO for
the new site. Please contact the Department (email AQPermits@alleghenycounty.us) if there
are any issues with establishing a consultant account, or assigning a consultant account to a
particular facility.
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