Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

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 Installation
Permit (IP) applications, to 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 can 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 can 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 could work at the facility in question or could 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 can have only one account type. The type can be changed, but only by notifying the
Department.

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

e Afacility can 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 (E) “hamburger” menu, three horizontal bars in the top left-
hand corner of the screen (see red box below). Clicking the “hamburger” menu takes the user back to

the Dashboard, shown below.

I = Dashboard

Info  Messages

Submittals  Permits/Licenses/Certificates & Transaction History

Insights
s Dashboard Info Submittals

Views summary of work progress
submittals MY SUBMITTALS (LAST 3 MONTHS) Pending

Start New Submittal 0 2

I - - e 2
Create new submitals sunmirls | [ S &% Ofarouy] B  (B[sm20 o
4 Pending Submittals ’ Installation Permit
S Edit unfinished submittals.
CORRESPONDENCE (LAST 3 - —— 7
7 Track submittal Status MONTHS) A& Ofnrauay | EEY (B]22e202 i EIED
= Monitor submittal status g Request for Determination
. o Open 3

i Upcoming Obligations

Submit compliance reports Authority Unre.. |0 y- Q[ air quality \ (® 12daysago J{ & | 2 |
‘e Pay Invoices/Fees Public U s W ' Fake Goettman Park

Make online payments ublic bnrea Installation Permit

1200 Goettmann St, Pittsburgh, PA 15212-5108

Issuance
4 Permits/Licenses/Certificates Messages £ O (ir quality | XY (] 27232024 [ERERETTY ED

Track permits or licenses. _iT._ —

' Test Site - Arsenal Park

utilities ANNOUNCEMENT Installation Permit

[ Public Records
* Search Public Submittals, Notices and
Permits/Licenses/Certificates.

settings

Q My Account

Change account information.

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

Dashboard.

276 30th St, Pittsburgh, PA 15201

P T - JOIEEIEERY < oo

Installation Permit

oa

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

This icon toggles the screen to full screen mode.

Upcoming Obligations & Unpaid Submittals

e ——
i3 ‘3 @ ,Tes(ers

s (s B
o Q| airquality | +
S5 nstaliation Permit

- O/ airquality | +

" Miscellaneous submittals

© [ sovonline | +
©Online Enforcement Penalty

Payment

© | Govonline | +

LY

©nline Invoice Payment

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

%" Request for Determination

. The screenshot above is the
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L - . . L.
This icon shows a timeline listing what screens the user 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 b d i |

@ NewTab @ The Engineering To... \‘-} MACT Training \9’ Air Emissions Invent... & Air Pollution Trainin... dl\ﬁ Air Knowledge \0’ EPA Emission Stand... » 3 All Bookmarks

y 4

ALLEGHENY COUNIY Search... ﬂ
ALWAYS INSPIRING

Government Services Projects and Initiatives Parks and Events
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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
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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

S — o e —

Submittals

MY SUBMITTALS (LAST 3 MONTHS)

for O\Aurnuahtﬂ@

L evivs D)
DA - oo 00 ] 5] 7 |

d Installation Permit

p- (@I 5555 I BN 7 cays ago |

Request for Determination

P - OEEE -

Fake Goettman Park

oa

oa

Installation Permit
1200 Goettmann St, Pittsburgh, PA 15212-5108

PR - JOABa) o

Test Site - Arsenal Park
Installation Permit
276 39th St, Pittsburgh, PA 15201

49 Ofamn | E (Blzzver: KD

Installation Permit

oa

oa

& 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 to complete the requested

action.

= Dashboard 1D @ @ Testers

Insights Info  Messages
=» Dashboard Info
Views summary of work progress
submittals =)
|/ Start New Submittal 0 2
Create new submittals SrITTE S Submittals
"} Pending Submittals
S Edit unfinished submittals.
CORRESPONDENCE (LAST 3
| '} Track Ssubmittal Status MONTHS)
S Monitor submittal status
. o Open 3
Upcoming Obligations
Submit compliance reports. Au thomy Unre. 0
Iy Pay Invoices/Fees
B | lake online payments Public Unread |1
Issuance
% Permits/Licenses/Certificates Messages
Track permits or licenses.
utilities ANNOUNCEMENT
[=] Public Records
* Search Public Submittals, Notices and
Permits/Licenses/Certificates.
Settings
@ My Account
Change account information.

To the right (see red box)

Info

Submittals

— — &Th

.

& Unpaid

ion History

Submittals

MY SUBMITTALS (LAST 3 MONTHS)

O\Alrauahtﬂm

Installation Permit

O (airaualy | EEEY (W] z/28/2024

Request for Determination

© (o I (572727 KX

Fake Goettman Park
Installation Permit
1200 Goettmann St, Pittsburgh, PA 15212-5108

(&I <1+ WCABERRR 12 dovs ago

Test Site - Arsenal Park

(B[ 3/4/2024

Installation Permit
276 39th St, Pittsburgh, PA 15201

O v | (B z2vzve RN

Installation Permit

LG submitted

oa

oa

aa

oa

oa

NEW SUBMITTALS

- Q| air quality |
%7 installation Permit

Q| air quality |
% Miscellaneous submittals

© | Govonline |
Online Enforcement Penaity

Payment

© | sovoniine |
Online Invoice Payment

o @ air quality |

" operating Permit

Por Q| Air quality |

"1"',‘ Request for Determination

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

(My Favorite Pnpular

+

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 can be clicked to take the user to another screen for more details.

e Messages shows system announcements (planned outages, etc.)

= Dashboard 10 @ @ Testers

Insights Info  Messages Submittals its /Li [Certifi ion History i igations & Unpaid
= Dashboard Info Submittals
Views summary of work progress
Upc: g Obli Sendback
Submittals MY SUBMITTALS (LAST 3 MONTHS) Pending NEW SUBMITTALS
|7/ Start New Submittal 0 2 Y
/ > y +
(S Do s et & OhenED BLhio s BE &R Ol
s . S nstaniation Permit
| K Pending Submittals nstallation Permit
5% Edit unfinished submittals. O [2irqualiy | +
CORRESPONDENCE (LAST 3 T V2 ks ;
{ Track submittal Status MONTHS) A0 Ofarowny | B (o210 nrg BE S5 Miscellaneous submittals
K< Monitor submittal status y Request for Determination —
0 3 © | Govonline | +
o pen
Ji~ Upcoming Obligations Online Enforcement Penalty
U8 ot compliance reports Authority Unre.. 10 a O [arauaity | ERE [0 ]22320: XD B Payment
i 4 Fake Goettman Park Poma—
i Pay Invoices/Fees Public Unread [ © [ Govoniine] +
ake online payments. Installation Permit Online 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
4 Test Site - Arsenal Park o‘ Air qualty | I
& y
Utilities ANNOUNCEMENT Installation Permit .ir-.- Request for Determination
f

[=] Public Records 276 30th St, Pittsburgh, PA 15201

* Search Public Submittals, Notices and

Y / —
Permits/Licenses/Certificates. y. O [7ir quaiy | B0 (22200 RO o
Settings » Installation Permit

Q My Account
Change account information.

Submittals

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

e Pending submittals can 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 Installation Permit Applications (IPs)

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 see the RFD decision or permits.
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

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 Installation Permit Applications (IPs)

PART V: INSTALLATION 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 Basic Info, 2 Attachment, Summary of
Emissions, and 5 Submission.

<« Installation Permit
=3 | + G [oven)

(D Basic Info @ Attachment @ @ Payment @ Review @ Submission @

BasicInfo @ @ Stack ControlDevice Summary of Emissions @

= 4
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

-Click yellow question marks to activate help messages.

Section 1. Permit Descriptil

(® New Construction @ (O Major Modification @ () Minor Modification @ (O Adm. Permit Amend @ () Amendment @

After clicking:

Section 1. Permit Description

(® New Construction @ (O Major Modification @ (O Minor Modification @ () Adm. Permit Amend @ () Amendment @

Check All Applicable Any physical change at a source or Btoc
change in the method of operation at

0 | @source that is not otherwise b
exempted from requiring a permit 2500
under §2102.04.

Then click it again to hide the message.

Current Fee
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

- Yellow + New button: This appears in various places in the submittal. Clicking it will open a set of
guestions to be completed for a single emission unit, stack, etc.

Installation Permit
+ D [oven) >

(D Basic Info @ Attachment @ @ Payment @ Review @ Submission @

Basic Info @ Stack  Control Device Summary of Emissions @
No record found.

After clicking:

Installation Permit

eE | open | >
iD Basic Info @ @ Attachment @ @ Payment @ Review @ Submission @
Basic Info @ | Stack @ | Control Device Summary of Emissions @
stack Name
ll' [}
Stack Identification
Stack Name Identifier Status
v Active v
@ Required @ Required
Stack Type Operation Start Date Operation End Date Dismantle Date
v | mm/dd/yyyy m mm/dd/yyyy m} mm/dd/yyyy a
Outer stack material Stack lining material
For the nearest bulding:
Height (ft) Length (ft) Width (ft)
List any processes or emissions units that share this stack, and the percentage shared. Example: boiler 1, 50%; boiler 2, 50%.
Comment
#“
1 Results
+ New
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)
Once the information is added, the set of information can be “hidden” or minimized, which needs to

happen 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.

To minimize, click the blue triangle.

Installation Permit
+ [ (over >

(D Basic Info @ @ Attachment @ @ Payment @ Review @ Submission @

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

Stack Name

Stacm

Stack Identification

Stack Name Identifier Status
Stack1 S001 v Active ~
Stack Tvpbe Operation Start Date Operation End Date Dismantle Date

Installation Permit

*\.Dpen.\ >

(D Basic Info @ @ Attachment @ @ Payment @ Review @ Submission @

Basicinfo @ Stack @ | Control Device Summary of Emissions @

Stack Name

o) Stack1

| 1 Results |

+ New

e To erase 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 (looks like a floppy disc in
red) at least once on each tab to save information entered.
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

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

These instructions review how a Responsible Official prepares and submits an Installation 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 Click on the (=) hamburger menu (three stacked horizontal bars in the top left corner)

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

e Onthe New Submittal screen, scroll down on the right-hand side to Installation Permit, and click
the + sign. This takes the user to the Installation 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)

- A general but very important note: Inside the Installation 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 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 installation permit 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.
= Also fill in any boxes not grayed out in the Type of Permit Requested column.
e Grayed out boxes are system settings or calculated by the system.
= 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.

- Under Brief Description of Permit Application/Source, enter a description of what the
permit is for, including emissions sources being added or modified, amendments
requested, etc. Include expected start date for the project if known. If more space is
needed, an attachment with the information can be uploaded on the Attachments tab.
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

- 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
(project site).
e Click on your facility to select where the project will occur.
=  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 Fill in 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,
fill in 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 project

- 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.

- Click Yes or No to “Is the facility a major source prior to this installation/modification”.
Each option will have additional questions to answer. If directed to contact the ACHD,
email AQPermits@alleghenycounty.us for assistance.
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

- Contact Information section:

= |fthe 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.

=  Facility Contact Section: a facility contact works for the company who owns the
installation project (owns the facility/process equipment, etc.) and works at the
facility for which the IP 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 facility who owns the installation project.

= Emissions Inventory Contact section: fill in the emissions inventory contact. If
the facility doesn’t 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 to whether the facility is in compliance at 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.

- 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 besides the emissions units/processes
that are being installed or modified.

= |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 to describe the installation, 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 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 Installation Permit Applications (IPs)

= 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.

Installation Permit
(open) >

T Basi i jssi
(1) easicinfo @ @ Attachment @ @ Payment @ @ Review @ Submission @

Basicinfo  Boilers | Stack Control Device @ Summary of Emissions

Boilers Information

No record found

= Click +New button to add a boiler.

= This will open a screen full of questions to answer. Be sure to answer all
required questions, and also answer optional questions if possible.

Installation Permit
(oven)

™ o . L
(1) Basicinfo @ @ Attachment @ @ Payment @ @ Review @ Submission @

Basicinfo  Boilers @ | Stack Control Device @ Summary of Emissions

Boilers Information

Emission Unit Identifier

O, BLo01

Boiler Information

Emission Unit Identifier

BL-001

Combustion Unit Type

| Q Boiler () Heater (O) Fumnace () Other
@ Required

Manufacturer Model serial Number

@ Required © Required

Fuel Type @
= 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 Installation Permit Applications (IPs)

< Installation Permit
sy | (G0 (o) >

(D Basic Info @ @ Attachment @ @ Payment @ @ Review @ Submission @

BasicInfo  Boilers @ | Stack Control Device @ Summary of Emissions

Additional Limits/Limit Requests

L &0

Additional explanations

[ —

Notes

B 4

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 emissions from this unit in the Emissions Summary/Spreadsheet to be included on the Attachments tab.

1 Results

+ New

= To add a second boiler, minimize the first one. This should activate the +New
button at the bottom of the screen so it can be clicked, and the steps repeated
for the second boiler.

Installation Permit
y | G [over) ~

(D Basic Info @ @ Attachment @ @ Payment @ @ Review @ Submission @

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

~

Boilers Information

Emission Unit Identifier

®, BLOO1

Boiler Information

Installation Permit
[open) >

Ci) Basic Info @ @ Attachment @ @ Payment @ @ Review @ Submission @

BasicInfo  Boilers @ | Stack Control Device @ Summary of Emissions

Boilers Information

Emission Unit Identifier

9, BLo01 o

| 1 Resuts |
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

Installation Permit
ez (o) >

(D BasicInfo @ @ Attachment @ @ Payment @ @ Review @ Submission @

Basicinfo  Boilers @ | Stack ControlDevice @ Summary of Emissions

Boilers Information

Emission Unit Identifier

®. BL002

Boiler Information

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 emissions from this unit in the Emissions Summary/Spreadsheet to be included on the Attachments tab

1 Results

+ New

o

=  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 unit’s tab. If this is the case, go back and review
the contents and enter the missing information, and save again.

=  For another example, here is the General Process tab

Installation Permit

[ope]

(D Basic Info @ @ Attachment @ @ Payment @ @ Review @ Submission @

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

General Process Information

No record found.

= To add a process, click +New button
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

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

Installation Permit
- >

(D Basic Info @ @ Attachment @ @ Payment @ ® Review @ Submission @

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

General Process Information

Emission Unit Identifier

ov P-001

Part | - Description of Process

Emission Unit Identifier

P-001

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 |abel 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

Final Products e
+ New

= At the bottom of the screen is a brown box; be sure to upload the requested
attachments on the Attachments tab.
= Also click the Save button (red floppy disk icon)
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

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

Installation Permit
] 3767 I >
G) Basic Info @ @ Attachment @ @ Payment @ @ Review @ Submission @

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

General Process Information

Emission Unit Identifier

®, poot

Part | - Description of Process

Emission Unit Identifier

P-001

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

= After clicking the blue arrow:

Installation Permit
* BTl [open | >
(D Basic Info @ @ Attachment @ @ Payment @ @ Review @ Ssubmission @

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

General Process Information

Emission Unit Identifier

0’ P-001

| 1 Resuits |
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

= After clicking the +New button

Installation Permit
* [open | )

(T) Basicinfo @ | (2) Attachment @ (3) Payment @ (4) Review (5) Submission @
BasicInfo  Boilers @  General Process @ | Stack Control Device @ Summary of Emissions
General Process Information

Emission Unit Identifier

°, ooz

Part | - Description of Process
Emission Unit Identifier

P-002

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.

Cissions e, oo el ekt i, praductdhacharys ot oeetons of rissions conyel devioesand emiasions deeharge pons. o
= 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.

- Moving onto other tabs on the screen under 1 Basic Info tab:

- Stack tab - Stack information corresponding to the installation at the facility is collected
on this tab. Please include any new stacks here and also include any existing stacks if
new equipment emissions are routed to an existing stack.

= (Click the yellow +New button
= This will open a series of questions to complete for the first stack. Enter
information for all Required fields.

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 till 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.
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Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

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

- Control Devices tab - Control device information for the installation at the facility is
collected on this tab.
= Click the yellow +New button
= This will open a series of Basic information questions for the first control device.
Complete the required fields, and the optional 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 also answer the optional ones if possible.
= At the bottom of the screen, the brown box lists what attachments are needed
for the control device. Make sure to attach 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 the 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 till all of the control devices for the installation 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 is the case, go back and review the contents and enter the missing
information, and save again.

- Summary of Emissions tab — The Emissions due to the installation 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
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e Click +New and add each pollutant for each release point
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 is the case, go
back and review the contents and enter the missing information, and
save again.

e Attachment Tab: Attachments are uploaded to the submittal here. Which attachments are
needed depends on the application type (new construction versus an administrative
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 which lists
attachments needed and emissions calculations instructions.

- Please disregard the blue message on the 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 without attachments. However, if attachments are listed as required in the Get
Information document and 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) to save the data.

= |f any attachment 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)

- Repeat until all documents are attached.
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- Click the Save button (floppy disk icon inside a red circle in bottom right corner) to save
the data.

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

Summary of Emissions, tabs for emissions units opened by clicking Process Units, an
error message will appear at the top of the Payments tab screen. Before 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 would show as zero. Please make sure boxes were checked in the fee table.
- After the various tabs mentioned above are complete, the RO needs to make payment.
= To pay the submittal, 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 hit the Save icon 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 Billing Address. Click the Save icon in the bottom
right of the screen. Click the Pay Now button.

o For Check by Mail, make check payable to the ACHD Air
Pollution Control Fund, and mail 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 (any
incomplete tab will show a red exclamation point next to the tab name).
= Disregard the blue box that says 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 on “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 help on how to answer this question. If the answer is Yes, go to the
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Attachments tab and attach a document as type Claim for Confidentiality. If unclear,
please email AQPermits@alleghenycounty.us for assistance, prior to submitting the RFD
in REP.

- Click Submit

- The screen should update to say Submission Successful!l in green at the top of the
screen.

- Click on red Receipt button for a receipt. It will note the payment method, amount due,
along with the 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 what was entered into the application, but it won't list
any uploaded attachments. Note the submittal will continue to be viewable in your
account under Track Submittals later.

- Click the Finish button.

- A system-generated email from GovOnline@govonlinesaas.com will be sent to the RO to
acknowledge receipt of the installation permit application submittal.
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PART V-C: PREPARATION OF INSTALLATION 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 permissions to prepare
Installation Permit 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
Installation 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 Installation Permit is for a brand-new facility, the facility will need to be set up in REP for
the consultant to be able to prepare the Installation Permit. See Appendix B for the steps that the RO
must complete to do this.

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 Installation Permit submittal.

e It is 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 |l 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
Installation Permit submittal in REP.
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e The only person who will receive system-generated email communications about the submittal
status and decision on the determination is the Responsible Official.

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

e |mportant disclosure: Once the Installation Permit submittal has been reviewed by the ACHD,
the submittal summary (the information typed into the Installation Permit submittal), the
permit draft published for public comment, and the final permit as well as its 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 Installation Permit submittal by a Facility Contact/Environmental Contact/Third-
Party Consultant

e LogontoREP.

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

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

e Onthe New Submittal screen, scroll down on the right-hand side to Installation Permit and click
the + sign. This takes user to the Installation 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)

- A general but very important note: Inside the Installation 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 be submitted. 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:
- Permit Description Section
- Select the description which best matches the installation permit type (click the yellow ?
buttons for a description of each).
- Once one of those options is selected, a fee table will appear.
= C(Click the checkboxes in the left hand column of the table for each item that
applies to the permit application.
=  Fill in any boxes not grayed out in the Type of Permit Requested column.
e Grayed out boxes are system settings or calculated by the system.
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= 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.

- Under Brief Description of Permit Installation/source, enter a description of what the
permit is for, including emissions sources being added or modified, amendments
requested, etc. Include expected start date for the project if known. 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.

=  For an existing facility, click the pull-down menu under Select your facility
(project site).
e Click on the facility to select where the project will occur.
e Ifthe installation permit is for a brand new facility, and it 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
installation permit submittal for the new site. Refer to
Appendices A & B.

- Fillin Federal Tax Identification Number

- Under Municipality, use the pulldown menu to select the municipality for the project

- 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 the code number or use a
keyword to search. Click to select the code.

- Click Yes or No to “Is the facility a major source prior to this installation/modification”.
Each option will have additional questions to answer. If directed to contact the ACHD,
email AQPermits@alleghenycounty.us for assistance.

- 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.
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= Facility Contact Section: A facility contact works for the company who owns the
installation project (owns the facility/process equipment, etc.) and works at the
facility for which the IP is written.
e Fillin the information for the facility contact.
= Environmental Contact Section: The environmental contact works for or is
contracted by the facility who owns the installation project.
e If the Environmental Contact is the same as the Facility Contact, click
the yellow Copy from Facility Contact.
e Otherwise, complete all fields marked !Required.
=  Emissions Inventory Contact Section:
e Fill in the emissions inventory contact. If the facility doesn’t 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 attachment to be uploaded on the attachments tab.

- Compliance Plan section: click Yes or No to whether the facility is in compliance at time
of application submission. If the facility is not in compliance, a document will need to 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 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
that are being installed or modified.

= |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 to describe the installation, 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 is the case, go back and
review the contents and enter the missing information, and save again.
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= 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.

Installation Permit
(o0en) >

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

Basicinfo  Boilers | Stack Control Device @ Summary of Emissions

Boilers Information

No record found.

= (Click +New button to add a boiler.
= This will open a screen full of questions to answer. Be sure to answer all
required questions, and also answer optional questions if possible.

Installation Permit
[open]

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

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

Boilers Information

Emission Unit Identifier

®% BL001

Boiler Information

Emission Unit Identifier

BL-001

Combustion Unit Type

| QO Boiler ) Heater () Furnace () Other
@ Required

Manufacturer Model Serial Number

@ Required @ Required

Fuel Type @

= At the bottom of the screen is a brown box; be sure to add the requested
attachments on the Attachments tab.
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< Installation Permit
sy | (G0 (o) >

(D Basic Info @ @ Attachment @ @ Payment @ @ Review @ Submission @

BasicInfo  Boilers @ | Stack Control Device @ Summary of Emissions

Additional Limits/Limit Requests

L &0

Additional explanations

[ —

Notes

B 4

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 emissions from this unit in the Emissions Summary/Spreadsheet to be included on the Attachments tab.

1 Results

+ New

= To add a second boiler, minimize the first one. This should activate the +New
button at the bottom of the screen so it can be clicked, and the steps repeated
for the second boiler.

Installation Permit
y | G [over) ~

(D Basic Info @ @ Attachment @ @ Payment @ @ Review @ Submission @

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

~

Boilers Information

Emission Unit Identifier

®, BLOO1

B Boiler Information

Installation Permit

‘DDEH‘ >

[D Basic Info @ @ Attachment @ @ Payment @ @ Review @ Submission @

BasicIinfo Boilers @ Stack Control Device @ Summary of Emissions

Boilers Information

Emission Unit Identifier

%, BLo01 m

| 1 Resuits |
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Installation Permit
BTG | open | >
(D BasicInfo @ @ Attachment @ @ Payment @ @ Review @ Submission @

Basicinfo  Boilers @ | Stack ControlDevice @ Summary of Emissions

Boilers Information

Emission Unit Identifier

®. BL002

Boiler Information

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 emissions from this unit in the Emissions Summary/Spreadsheet to be included on the Attachments tab

1 Results

+ New

o

=  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 unit’s tab. If this is the case, go back and review
the contents and enter the missing information, and save again.

=  For another example, here is the General Process tab

Installation Permit

[oper]

(D Basic Info @ @ Attachment @ @ Payment @ @ Review @ Submission @

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

General Process Information

No record found.

= To add a process, click +New button
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= This will open a screen full of questions to answer. Be sure to answer all
required questions, as well as optional questions if possible. The screenshot
shows the start of the questions.

Installation Permit
- >

(D Basic Info @ @ Attachment @ @ Payment @ ® Review @ Submission @

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

General Process Information

Emission Unit Identifier

ov P-001

Part | - Description of Process

Emission Unit Identifier

P-001

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 |abel 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

Final Products e
+ New

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

Installation Permit
] 3767 I >
G) Basic Info @ @ Attachment @ @ Payment @ @ Review @ Submission @

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

General Process Information

Emission Unit Identifier

®, poot

Part | - Description of Process

Emission Unit Identifier

P-001

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

= After clicking the blue arrow:

Installation Permit
* BTl [open | >
(D Basic Info @ @ Attachment @ @ Payment @ @ Review @ Ssubmission @

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

General Process Information

Emission Unit Identifier

0’ P-001

| 1 Resuits |

= After clicking the +New button
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Installation Permit
* €2l | open | E
(T) BasicInfo @ | (2) Attachment @ (3) Payment @ (@) Review (5) Submission @

Basicinfo Boilers @ General Process @ | Stack ControlDevice @ Summary of Emissions

General Process Information

Emission Unit Identifier

°, poo2

Part | - Description of Process

Emission Unit Identifier

P-002

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

= 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.

Moving onto other tabs on the screen under 1 Basic Info tab:

- Stack tab - Stack information corresponding to the installation at the facility is collected
on this tab. Please include any new stacks here and also include any existing stacks if
new equipment emissions are routed to an existing stack.

= (Click the yellow +New button

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

=  Once completed, click the Save button

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

=  Repeat steps till 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.
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- Control Devices - Control device information for the installation at the facility is
collected on this tab.
= Click the yellow +New button
= This will open a series of Basic information questions for the first control device.
Complete the required fields, and the optional 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 also answer the optional ones if possible.
= At the bottom of the screen, the brown box lists what attachments are needed
for the control device. Make sure to attach 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 the information is added 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 till all of the control devices for the installation 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 is the case, go back and review the contents and enter the missing
information, and save again.

- Summary of Emissions tab — The Emissions due to the installation 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 till all pollutants and release points have been entered

= The Total Emissions will be summed 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 is the case, go
back and review the contents and enter the missing information, and
save again.

- Attachment Tab: Documents are uploaded to the submittal here. Which attachments
are needed depends on the application type (is it new construction versus an
administrative 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.
= Please disregard the blue message on the 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 without attachments. However, if attachments are listed as required in
the Get Information document and 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 “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) to save data.

= |f any attachment 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).

Repeat until all documents are attached.

Click the Save button (floppy disk icon inside a red circle in the bottom right corner) to

save data.
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e Payment Tab -

- Note: If information is missing from the Basic Info, Attachments, Stacks, Control Devices,
Summary of Emissions, tabs for emissions units opened by clicking Process Units, an
error message will appear at the top of the Payments tab screen. Before 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 would show as zero. Please make sure boxes were checked in the fee table.

- After the various tabs mentioned above are complete, there are two options for
payment: payment now by the facility contact/environmental contact/third-party
consultant; 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 the red Save button in
the bottom right of the screen. Click the Pay Now button.

o For Check by Mail, make check payable to the ACHD Air
Pollution Control Fund, and mail 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).
= [fany attachments need to be sent via mail (which should be extremely 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 pulldown 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
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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 installation 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 installation 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 INSTALLATION 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 installation 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 installation permit application
submittal, or has otherwise learned from the preparer directly that the installation permit application
submittal is ready for the Responsible Official’s review.

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

e LogontoREP.

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
that says Edit Submittal Form

e The screen that opens will say Installation 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 Installation 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 make sure all information is correct and complete; edit if 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  On the Attachment tab, review any attachments that have been uploaded. To download them,
click the yellow button that looks like a down arrow with *.* next to it.
o Alist of attachments needed for the submittal is found on the right hand side panel
under Submittal Information by clicking the blue Get Information button. If an
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attachment is missing, it can be uploaded by dragging and dropping a file, or by
uploading using the gray rectangular button marked, “Click to Upload or Drag Files Over
Here”.

e Please disregard the blue message on the screen that says,
“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 without attachments. However, if
attachments are listed as required in the Get Information document and
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) to save the data.

= 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 attached as CBI Claim Form.

o If an attachment 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 responsibility to review those outside REP.

e On the Payment tab, check if payment has been made. If it has not, there will be a blue button
in the top right corner that says 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 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 the ACHD Air Pollution
Control Fund, and mail 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”.
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e Onthe 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). Remember that before the ACHD will process the RFD, the payment and all
attachments must be received by the ACHD.

o If anything (including payment) needs to be mailed to the ACHD, make sure that has
been done.

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 the Part Il for help on how to answer this question. If the answer
is Yes, go to the Attachments tab and upload a document, naming it Claim for
Confidentiality. If unclear, please email AQPermits@alleghenycounty.us for assistance,
prior to submitting the RFD in REP.

Click Submit
The screen should update to say, “Submission Successful!” 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 for 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.

o At the bottom right corner of the screen, click the red button to print a summary of the
Submittal form. It will include what was entered into the application, but it won’t list
any uploaded attachments. Note the submittal will still be viewable later in your
account under Track Submittals button.

o Click the Finish button.

o A system-generated email from GovOnline@govonlinesaas.com will be sent to
acknowledge receipt of the Installation 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 will be sent in REP to the Responsible Official only.
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PART VI: WHAT TO EXPECT AFTER AN INSTALLATION 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 installation permit application online, the submittal will be received by the
ACHD. It will get 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 more 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:

= LogontoREP.
= 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, add in information or attachments that were requested.
= Submit the installation 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 review the submittal again.

e The next communication from the Department will be 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):

= LogontoREP.

= 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.

= Type in message and then click the button on the right “Post”.
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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 back using the Correspondence tab, and this will cause a system-
generated email from GovOnline@govonlinesaas.com to be sent to the RO to

notify them to log on to REP to view the reply message on their Correspondence
tab.

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

Click the (=) hamburger menu, then select the Public Records Module

Insights I

i=# Dashboard

Views summary of work progress.

Submittals

| Start New Submittal
Create new submittals.

&k Pending Submittals
= cdit unfinished submittals.

I Track Submittal Status

Monitor submittal status

i Upcoming Obligations

Submit compliance reports.

by Pay Invoices/Fees

Make online payments.
Issuance

L Permits/Licenses/Certificates
Track permits or licenses.

Utilities

[5] Public Records
™ Search Public Submittals, Notices and
Permits/Licenses/Certificates.

Settings
ﬁ My Account

Change account information.

The following screen appears. Under Keywords, type in the facility name.
Checking the Public Notice Only checkbox can also be helpful.
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= Public Submittal Records

29D @ @ Tesers

Submitted Submittals  Permits Licenses/Certificates

Insights
+ Dashboard Q search <@=le 1~2012 0 Submitted Date (New-Okd)
Views suninieny of Work progres I
Soarch Critoria submitol 0 sittocation o b stotn
Submittals
B Public Notice Only 4007 W Fake South Side Park Alr Quality 6712024 R roved
i OUD [ ot o Emm e @
W oot v sctritsi o] s : Fedtas T
Installation Permit
L Pending Submittals foke south
' Edit unfinished submittal
y Track Submittal Status 4
= Monitor submittal stat. Environmental Interest o DOEZ) N rokesouthside ark Alr Quality [ 7 6 days ago Approved @
2000 Julia St, Pittsburgh, PA
| Upcoming Obiigations + = 521 tallat t Testers Testerd
ot complianceTeport Installation Permit
» submittal Status
1y Pay Invoices/Fees rakiniziesi a
Make online payments =
tssuonce Submittal Types a
T - 1~202
% Permits/Licenses/Certificates +
ack permits o licer
utit
All .

per enses s

= Once the submittal is located, click the blue i icon to the far right. This opens a
screen with three different tabs. Click the tab that says Public Notice
Documents. There will be a draft permit, draft technical support document, and
possibly draft calculations to review.

Public Submittal Records

29D @ B Tesers

Submitted Submittals  Permits/licenses|Certificotes

§ Installation Permit | [—
B ————
Submittalinfo Public Notices Documents | Comments
- Fake South Side Park
L &= File Names Type | size = [Date & ©
NN - ] take IP draft cales XLSX || 26 K8 || 6/7/2024
i (R nstalation Permit 1 20240607 &
System
Ya
° fake IP permit draft k8|6 4
S @R installation Permit : @
5]
s ed by [System
& [ ] fake IP TSD draft pocx |[1zks| [ er7/z0z4
EE3 g installation Permit 20240607 i
System

= To download the drafts, click the yellow download icon to the right of the
document names.
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e Once you have reviewed the documents, to make public comments:

Go to the Comments tab
Type in 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.
=  You may want 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.
Afterwards there will be a green “Saved Successfully” message towards the top right
corner of the screen.

< Public Submittal Records

Submitted Submittals  Permits/Licenses/Certificates

. Installation Permit > Eacillty Info

-5
Submittal Info  Public Notices Documents  Comments )

W Fake South Side Park

[~ 4
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.

. comment
a
= :

S Re Lengtn 400 118120 |ig
[ﬁ @ Required \ > Area |

Attachment

& Click to Upload or Drag Files Over Here

Submit Comment

e To view the final issued permit:

When the public comment period is over, the permit engineer will review the public
comments, create a comment response document, and make edits to the permit if
required.

Once those tasks are complete, the RO will receive a system-generated email from
GovOnline@govonlinesaas.com to provide notification that the permit has been issued.
To view 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

[ECIC) Testerd
2007} - > :
Submitis summary  Attachm Znc . yment  Gomespondenc Fake South Side Park
<] ake South Side Par
- [
fake IP
L
a =
R EITRRRY Foke Soulh Side Park 1P002
2024-06-07 LR R
)
supparting Documents Applcationsceived
fake IP calcs
by System 2]
Assign ParmitEnginaar
. o e
fake IP TSD - | 4
. biggen N R X
EGE Compiatanesa teviaw
N e
fake IPer . Ll;_
i e}

e There will be a document under the header Issuance Documents, with
IP in the name. Click the red download icon button “PLC document”.
This will download the final issued installation permit to your computer
for you to view.

e Under the Supporting Documents header, the technical support
document (will have TSD in its name), calculations (will have calcs in the
name), and comment response document (will have cr in the name) will
be listed. These 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 installation 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 on to REP.
o  Click Track Submittals (left-hand side).

- Find the installation 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 says, “Send the request for

Revision/Withdrawal/Amend to the administrator.”

]

Submittal Summary

Operating Permit

[Faymentbue |

Operating Parmit

No Payment Due at This Time

$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 yet.]

=  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 get 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 notify them that the
Amend request has been approved.
e RO needs to log on to REP (a linked Consultant could also do this).
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 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 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 will 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.
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= 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 notify them 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 notify them 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
saying 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 notify them 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 notify them 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 INSTALLATION PERMIT APPLICATIONS,
DRAFT INSTALLATION PERMITS, ISSUED INSTALLATION PERMITS

For your information, anyone in the public can set up a General Public account in REP or even access REP
anonymously.

Usually, the general public can view a summary of the Installation Permit Application submittal (the
information typed directly in 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 Installation Permit applications
submitted to the ACHD in REP, their draft permits, and final issued permits.

- Log on to 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 Installation 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
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.

© ¢ Public Submittal Records

= Installation Permit >
B
Submittal Info 5 Documents s

Tester8 Tester8
& Mary.Gleason@alleghenycounty.us
%, 4125566556

() 301 38th St, Bidg 7, Pittsburgh, PA 15201-1811

Installation Permit Application

BdsaFa 2500 2500

o Click the tab Public Notices Documents
= [f the permit is in public comment, this tab will show the names of the permit
draft and supporting documents (technical support document, calculations).
= [f the permit has been issued, the tab will show the permit draft, its supporting
documents, plus the issued permit, its supporting documents, and a
comment/response document.
= 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: EXTENDING AN INSTALLATION PERMIT EXPIRATION DATE

Please contact the ACHD by email AQPermits@alleghenycounty.us or call the Department at 412-578-
8103 for help with this.
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PART IX: AMENDING AN ISSUED INSTALLATION PERMIT (MAJOR MODIFICATION,
MINOR MODIFICATION, ADMINISTRATIVE AMENDMENT)

Initiating an installation 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 installation permit:

e LogontoREP.

e (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

= Permit/License/Certificate (PLC)

s | Qsearch < 1~150115 © | Issued Date (New-Old) ~

B | o ueres - I . fake fallrun park ° 0 e °
¥ (Pick Saved Queri) - L“;" PLC No.
1~ 4 Installation Permit (IP)
criteria
= | eyworas 8 ¥ , fake hartwood acres park 0000
I Filter by Permit Number, Site Name L“*‘.’i
» Installstion Permit (IP)
- %
= E W , fakefallrun park i5S0ed) (@] /2512024 o o @ °
= * L‘{«i T ealaton Pemi [rnw)
Sl 7} s
g +
T fake hartwood acres park Issued €/2472024
s f p e 000
L nstallat (er2er2023) - [wrzar202
e Installati )
o
- J | fake hartwood acres park ssuea 0000
o tw'ﬂ‘ [y nstaltion Permit (CEERPCEE + e == |
Installation Permit (IF)
-~
Contested|Appocied? @ T , fake north park U] (@] /2972024 ° 0 @ °
Ows Qm bed ()

Installation Permit (IP)

e Search for the permit to be amended by keyword (could use facility name). PLC type would be
Installation Permit. For example, here Fake Fall Run Park has been chosen
e To initiate amendment of IP002, click the dark blue button with three dots.
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= Permit/License/Certificate (PLC) 23906 Tester8.

s | Qisearch < 1~2012 © | issusd Date (New-old) ~

fake fall run park

<

installation Permit (IP)

- Keywords @ T fake fall run park

]
» Instalation Permit
- %

e Then select the first option, Amend (green icon)

== - fake fall run park e DR
o (Pick Saved Queries) . Lm PLCNo. [JITEH eralston Permi] () - R (3 @ °
51 ciera Install rmit (1P) — 0 o o :

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

e On the Basic Info tab, the permit type 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 Once the updated permit type has been selected, the fee table below it will update. Check the
appropriate boxes to calculate a fee 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 / V-C of this document

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

e When finished, submit the document.

- 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 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 INSTALLATION PERMIT

OR TRANSFERRING THE PERMIT OWNERSHIP

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

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

Questions about REP itself: account setup (changing who is the RO account vs Consultant accounts)
something isn’t working, etc.:

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

- Call the Department at 412-578-8103

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

- Email AQPermits@alleghenycounty.us, put “CBI help” or “Installation Permit Application questions” 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 on to REP and clicks (=) hamburger menu (red square), then click on My Account (blue square)

(? (ea) Benjamin

= Dashboard
n oy
Info
- Upcoming Obligation
L O 0
Submittals Submittals
|

b CORRESPONDENCE (LAST 3 MONTHS)

Open 0
Authority Unre.. [0

Public Unread [0

Messages

ANNOUNCEMENT

Click on the Consultants tab.

= My Account

#o | [EZY[RO) Benjamin Maine

MY SUBMITALS LASTS MNTHS)
B
B
B
B
S

T ion History iing Obligati

Submittals

Q| Air quality |m

Installation Permit

O airaualiy | I

Installation Permit

O [irauaiiy | EIE8

Installation Permit

O (arauaiy | B

Installation Permit

O [rauaiy | BT

Installation Permit

Pending -Submmed
IDIEREEYY vesterday

(DI vesterday

(B ] 311272024 (]

® 2 ors a0

® 2oy 0

& Unpaid

NEW SUBMITTALS

O [air uality |
* Installation Permit
Q| air quality |
@ © (Govoniine |
Online Enforcement Penaity Payment
"
© [ covonline |
Online Inveice Payment
O (Air quality |
%" Operating Permit
A Q)| Air quality |

;" Request for Determination

My Favorite JioIETS

+

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

L

- Basic Info
(¥

. Title: First Name ML Last Name
LJ v Benjamin Maine
| User Name Email

benjaminmaine

-
R Employer
ACHD
5]
‘ Mobile Phone Number
[} 000-000-0000

Mailing Address

Gregson.Vaux@AlleghenyCounty.us
Job Title
Tester

office Phone Number

412-555-1212

& Upload or Drag File Over

Address
301 39th Street
City

Pittsburgh

Unit, Suite, or Floor #

state Zip Code

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 1D @ () Benjamin

- ' RO Benjamin Maine

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

o

- ‘Add Consultants £

L

Search Consutant by Emai:

¥
[ %) Email mgleason2@alleghenycounty.us Find Consultant ‘

. Tester6 Tester6 mgleason2@alleghenycounty.us 412-555-1212
' 301 30th Street, Bldg 7, Pittsburgh 4125551212 @
a 15201

=
&
70
P Co,,
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The message in red says to click the row — click the blue right pointing triangle (red arrow).

My Account

mE 'D @ twa) Benjamin
#e | ‘23(RS) Benjamin Maine

>
.. | Basicinfo AccountType Password/PIN Security Questions ~Consultants | Verification  Linked Licensee
E" Name
¢ » O Tester6 Tester6  row to add permissions for this consultant o
vithout 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)

My Account

0 D @ C(2) Benjamin

e v RO| Benjamin Maine

>

., | Basicinfo  AccountType Password/PIN  Security Questions  C ion  Li
b“' Name Permissions
L& N ] Tester6 Tester6 A Click on the row to add permissions for this consultant o

- mgleason2@alleghenycounty.us Consultants without permissions will be removed when saved.
= 4125551212

412-555-1212
) 301 39th Street, Bldg 7, Pittsburgh 15201
"o
Submittal/site Permissions
8 Add Permissions *
= Submittal Site
ﬂ v v | IS
1 Results
71
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+R (412) 687-ACHD (2243) i i
WWW.ALLEGHENYCOUNTY.US/HEALTHDEPARTMENT

Rev 0: July 3, 2024



Regulated Entities Portal (REP) User Guide
for Installation Permit Applications (IPs)

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 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) to save data.

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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11 D ® (qs) Benjamin

My Account
=s | [EZ[RE) Benjamin Maine >
Basicinfo  AccountType Password/PIN Security Questions | C.
L Name
o Tester6 Tester6 Rearden Steel, Inc. @)
mgleason2@alleghenycounty.us
bl 4125551212
1125551212
! 301 30th Street, Bldg 7, Pittsburgh 15201
[ S—
= 1 Results
= Add Consultants ¥
=R

*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 and 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 !
Required in the screenshot below:

o Longitude and latitude 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 Name Site Type Number of Employees Address Unit, Suite, or Floor #

@ Require: @ Required

Environmental Interest |

| Please select atleast one environmental interest.

[ Area sources [ Emission Inventory | | Google
[ Installation Permit [ Operating Permit

Before continuing to create 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 @ Mo BN
nfo  Messages Submittals  Permits|/Licenses/Certificates & Transaction History  Upcoming Obligations & Unpaid Submittals P
g e submittals -
. &
[V MY SUBMITTALS (LAST 3 MONTHS) NEW SUBMITTALS (it ravorie [
P
W e e O [arawny | €23 e - 1 = 17 O s auany B |4
ali& %' Abrasive Blasting Permit Application
4 Installation Permit
b S w
CORRESPONDENCE (LAST 3 MONTHS) O air quaity *
' O ar auainy | T3 B[ 3712024 (8]2] ' Abrasive Blasting Start/Completion Netice Application
) Open 3 ;# Installation Permit O Airauaiiy i )
Al B caiotion permit
- y J Oy ) G W [rarmona [=17]
Public Unread [0 g Installation Permit O arqualny 52
' Miscellancous Submittals
O[5+ | T oG © [coe .
essages . Installation Permit Online Enforcement Penalty Payment
Govonine +
AIr Quality DIEREERTY 25 daysago Q8 [ 2] -
ANNQUNCEMENT o &) e 25 day= 0 | e mvoics Fayment
Installation Permit
itsLi [ &T History
MY ACTIVE PERMITS/LICENSES/CERTIFICATES TRANSACTION HISTORY
No record found v mm
> g & Unpaid &
e C(Click on the Account Type tab.
= My Account 39 @ @ onis
s | EEYIAB) chis ropp >
_ | Bosicinto | Account Type ity o Veriication
-9
|~ 4
[t type cannot be changed once assigned and saved.
o
! ® RO Consultant General Public
a
=
Submittal Groups
ubmittal group wil affect your access rght of submitta
Air Area Source w O Air Emission Inventory Air Title V Permit "
Facllity-submittal Group Permissions (9)
You are only allowed o add submittal groups from your selected submittal groups above.
W Quick filtered by site name, site rid, or submital group name
Mystery Magic, LLC
‘ 104580 Air Title V Permit
B 06 South Ave 3, Pitsburgh, PA 15221-2616 Emo . Q w
& Sterding Cooper and Partners )
B o buncan v 413 Patebungh, £ 15257 = ArTitieV Permit -
= KingsLanding )
T 07 ouncen ave 414, pisburon, pa 15297 ] AirTile V Perm "
= LosPollos Hermanos )
> 8 Hamiin, Hamlin, McGill o ArTile v Permit Q3 2

303 Penn Ave, Pittsburgh, PA 15221
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e Onthe ‘Account Type’ tab on the ‘My Account’ page, scroll down and click the “Add
Permissions” button

= My Account 1D © 6o

=s B[R0 chrisRepp >
Basicinfo  AccountType | Password/PIN Securlty Questions Consultants  Verification  Linked Liconsas

&l omittal group wi afrect your access ta

e Air Area Source w 0O Air Emission Inventory Air Title V Permit "w

Facility-Submittal Group Permissions (9)

i Vou are only allowed to add submittal groups fram your selected submittal groups above

Y W Quick filtered by site name, site rid, or submital group name
L} ZJy::E?:f'\v;ﬂ.?j:\\;&buqh PA15221-2816 o ArTite v Permit o “

w5237 i © preVFemit © *

e LJ f;rlgusu::j:ﬂ:gm Pitsburgh, PA 15237 e AirTite  Permit © “
g "Lgi ;eﬂ::?;i;?::o’famﬂt—Moa'\, PA 15108 Q A Thie V Parnit © -
o e @0 A"t .
ﬁ T:gﬂd:‘fllf:lz Pittsburgh, PA 15201 0 A Tiie v Permit O “
o f::::a‘lngrsn S, Pittsburgh, PA 15233-2124 e ArTieV Pemnit © “
Rt ° TP O “
o The Citadel (a) Alr Title V Permit © "

223 13th St, Pittsburgh, PA 15215-2418

Add Permissions ¥

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].
e C(Click on the “Add” button next to the ‘Picked Submittal Groups’ box [Refer to arrow #3 in the
screenshot on the next pagel.
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 029 @ @ cmis
) - RO Chris Rapp >
BasicInfo | Account Type y O ificati L i
[N - SR - .
o 100 Beaver Grade Rd, Camot-Moon, PA 15108 o Air Title V Permit "
(¥ 4 = Hamilin, Hamlin, McGill .
L 303 Penn Ave, Pittsburgh, PA 15221 19450 &l Air Title V Permit C) "
LY | _  PaddysPub
@ 3500 Butler S, Pittsburgh, PA 15201 194309 K&l AirTitle V Permit O L
L = Satriales .
T s rutton st Prasourgn,pA 182332124 s ) AirTitle v Permit Q) o
v
=@ .
= Big Minor Source, Inc. ;
L 3901 Penn Ave. Bldg 7, Pittsburgh, PA 15201 Bz o Arr TtV Permit O L
= The Citadel
= L 223 13th St, Pittsburgh, PA 152152418 L9498 c Alr Thie V Permit o L
& Add Permissions £
Picked Sites (1). Picked Submittal Groups (1):
Test Site 2024 1] Air Title V Permit
Available Sites Available Submittal Groups
test site
est Site ir Area Source
RO Test Sit Air Area S
651 Babcock Bivd, Pittsburgh, PA 152001626
o & O Air Title V Permit
[] TestSite (194505 |
313 Shorecrest Ln, Linden, PA 1744 ra)
(] Test Site - Arsenal Park
276 39th St, Pittsburgh, PA 15201 mé
wy-Tes1 Site 2024
10 Babcock Blvd, Pittsburgh, PA 15237
>

o 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 39 @ @ chis
me RO| chris Rapp >

0| AccountType | Password/PIN  Security Questions

Aif Area Source w O Air Emission Inventory Al Title V Permit "

Facllity-Submittal Group Permissions (10)

You add submittal groups from your selected submittal groups above:
il W Quick filtered by site na ] bmital grour e
f Mystery Magic, LLC
W W o south ave 3, Pinsburgh, PA 152212816 © AlrTiie V Permit O "
R Sterling Cooper and Partners
Air Title V Perm
L 707 Duncan Ave 414, Pittsburgh, PA 15237 Q ir Title V Permit O L
=) King's Landing
C | W 07 Duncan Ave 414, Prtsburgn, PA 15237 @Emo Aie Tile V Permit O "
"] Los Pollos Hermanos §
Air Title V Permit
® 100 Beaver Grade Ro, Carmot Moon, PA 15108 = o "
Hamlin, Hamlin, McGill
T 03 e Ave, Pitsburgn, PA 15221 [ 1941505 Ral Air Title v Permit Q) "
Paddy's Pub
Al Title V Permit
B 2500 Butler 51, Pittsburgh, PA 15201 e i Thtia [a) "
Satriale's
Alr Title V Permi
W 206 Fuiton St Phtsburgh, P 15293.2128 =1 - rThleV Parmit O "
Big Minor Source, Inc. §
o 3001 Penn Ave. Bldg 7, Pittsburgh, PA 15201 o) Air Title V Permit w
The Citadel
B IO st I © A THie Y Permit © -
Test Site 2024 y
I o 10 Babcock Blvd, Pitisburgh. PA 15237 Q Air Title V Permit ( ]

Add Permissions ¥
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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 in the screenshot).

= My Account 19 O @ons
s [EZ[RS) crrisrapp >

Basicinfo AccountType | Password|PIN Security Questions Consultants  Verification  Linked Licenses
& Air Area Source W [ @) AirEmission Inventory Air litle V Permit "

Facility-Submittal Group Permissions (10)

d You are only al add submittal groups from your selected submittal groups above

i W Quick filtered by site name, site rid, or submital group name

! = m :;f;i\rylmi?li':’\\;::ﬁj urgh, PA 15221-2816 m O ATt v permit o *

a o igr!nlg?(::ipi::r;dp:?:r:egrs [ [ 104563 Fa] Air Title V Permit W

= g ',—(r‘,n*gi::;\m»:gm Piltsburgh, PA 15237 =3 AirTite v Permit Q “

S i S ° AeThevPems © “
m :fa;n_l‘l?l:-j\av':wpn;l:fiz:\l PA 15221 m o ATt Femit O '.
@ Spiaﬂd:ﬁgj“:u:l Pittsburgh, PA 15201 m o AlrTe Pemit O “
o ES\:E"(I":JI\?Di $t, Pittsburgh, PA 15233-2124 o AIrTie v Pemit o *
B oo sve i prisagh pa 1520 © AT VPemit O “
o ;‘;‘f g':::?‘lpillstu'ch PA 152152418 0 A Tite V Permit O .
@ :fsa‘ﬂfiﬂszwz Pitisburgh, PA 15237 [ 194993 Ka) Air Title V Permit © C '.D

Add Permissions ¥

e Click on the ‘Consultants’ tab (refer to screenshot below)

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

e C(Click on the arrow next to name of consultant you want to prepare the submittal

e C(Click on yellow “Add Permissions” (See blue rectangle in screenshot below).

e Click on the correct submittal type and site

e C(Click on the yellow add button [+] next to the ‘Site’ text box

e C(Click the Save button. Note: add permissions to consultant account before saving. Saving
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

Basicinfo  AccountType Password/PIN  Security Questio

&

A - ] Tester7 Tester7
e CRapp@AlleghenyCounty us
o & 2

Mystery Magic, LLC () H Paddys Pub () Hsama ) ‘

Sterling Cooper and Partners ()

412-5551212
I 301 39th St, Bldg 7, Pittsburgh 15201
Ya submittal/site Permissions
Submittals sites

° QD | Installation Permit Mystery Magic, LLC L]
=z _

© (-0 Request for Determination Paddy's Pub oy o

© [0 | Reauest for Determination Satriale’s b L

© [~ap | Request for Determination Sterling Cooper and Partners wl

=]

| 4 Results

Add Permissions

AQD | Request for Determination Test Site 2024 (FIS RID:194993) vl

o The submittaltype with the correct site should now

‘Submittal/Site Permissions’ table.:

-

| — (0

be visible under the consultant’s

— T
= My Account 29 @ @ chis
<o | QY RB) chris ropp >

Basicinfo AccountType Password[PiN Security Questions  Consultonts | Verification  Linked Licensee

R -] Tester7 Tester7 [mystery wagie i @) | ecdys pub @ | [sarmales @)
- & T eI {.&(e'\ ing Cooper and Part ww:o { Test Site 202 no

|
| submittaifsite Permissions
Submittals sites
© (-0 Instaliation Permit Mystery Magic, LLC 1l g
= =
© | 700 | Request for Determination Paddy's Pub 1 o
© (20 Request for Determination Satriale’s W o
© | ~on | Request for Determination Sterling Cooper and Partners il a
e 20D | Request for Determination Test Site 2024 il o
5 Resuits |
Add Permissions &
Submittal site
40D |Request for Determination v Test Site 2024 (FIS RID:194993) 1 v +

: ©
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e Now the selected consultant account should 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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