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1 overview of GEOS

GEOS is an EPD Portal that provides the one-stop interface the ability to allow the regulated community
to submit information to EPD, and also to support the general public to query environmental data of their
interests.

(A) Eor the Regulated Community:
GEOS will serve as a central platform for the facility to manage permit applications, permits, reporting
requirements, and compliance reports. The GEOS system offers online options for a wide spectrum of

s
1

|l

ubmittals, including:

Environmental Permitting
o Apply new permits

0 Amend permits

0 Renew permits

Environmental Reporting
0 Submit compliance reports
0 Submit monitoring data

The initial launch will offer air permit options regulated under the Clean Air Act Title V Operation permit

p

rogram, and surface water permit options required under the Clean Water Act Georgia Pollution

Elimination System. EPD will continue to enhance the GEOS system and offer additional online submittal
features in the future.

GEOS offers the following functions for the regulated community:

=A =4 =8 -8 -8 -9

Establish a user account and manage all submittals online.

Apply environmental permits, certificates, licenses, and other environmental issuances online.
Submit environmental compliance reports.

Monitor the processing status of all online submittals and allows correspondence with EPD Staff.
Keep track of all submission history.

Manage past and current environmental issuances for record keeping, amendment, renewal, and
termination.

(B) For the General Public:
The GEOS offers an online tool for the general public to:

f
f
f

1

Participate in obtaining public notices, and provide comment on draft permits proposed by EPD.
Query environmental permits
Submit complaints

.1 Definitions, Acronyms, and Abbreviations

This subsection provides the definitions of all terms, acronyms, and abbreviations required to properly
interpret the System Design Document.

Term Definition
GEOS Georgia EPD Online System: Online submittal system for environmental data.
FIS Facility Identification System
FIMS Fee Information Management System
LEMIR Land Environmental Management Information Repository.
GIS Geographic Information System: Utility that allows for online mapping.

NPDES National Pollutant Discharge Elimination System: Application for a permit to allow a POTW to
discharge treated wastewater to the environment.

WLA Waste Load Application: General information application submitted alongside the NPDES
application.
Title V Title V of 1990 Clean Air Act, the environmental law for the operation permits mandated under

the 40CFR Part 70 regulations.
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Term Definition
LEAD Lead-based Paint
GUST GUST i GA Underground Storage Tank Trust Fund
STC Scrap Tire Complaint
UTD Used Tire Dealer
STP Scrap Tire Processor
STGN Scrap Tire Generator
BFP Brownfield Program
HRN HSRA Release Noatification
STS Scrap Tire Sorter
ST-CR Tire Carrier
STR Scrap Tire Re-treader
STBR Scrap Tire Beneficial Reuse
ST-TD Tire Dump
SWTF SWTF i Solid Waste Trust Fund
HWTF HWTF i Hazardous Waste Trust Fund
RRP LBP Renovation Repair & Painting
SW- Solid Waste Violation - Lead-based Paint
LEAD
HSI Hazardous Site Inventory
ASB Asbestos
AHERA Asbestos Hazard Emergency Response Act of 1986
VRP Voluntary Remediation Program
UEC Uniform Environmental Covenant
CAA Corrective Action Agreement
PAF Project Assignment Form
PP Prospective Purchaser
PPCAP Prospective Purchaser Corrective Action Plan
PPCSR Prospective Purchaser Corrective Status Report
GIS Geographic Information System: Utility that allows for online mapping.

1.2  Prerequisites

In order to use the GEOS system, the user will need the following:
A Internet connection

A |E 7.0 or higher

A PDF file Viewer (for viewing PDF files only)
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2 Public Site Account Management

If you plan to submit data through GEOS, you will need to establish a user account. This section explains
the types of users and details on how to create and manage an account.

If you do not plan to make any online submittal, you do not need an account. You could query data or
submit an anonymous complaint without a user account.

2.1 Account Types in GEOS Public Portal

Currently, GEOS has two types of public accounts i Responsible Official and Preparer. It is important for
the user to identify their role because each account has different access privileges. The table below
explains in detail the difference between the two account types.

User Type Purpose Account Privileges
Responsible | Only the RO account can certify and submit | A Will be issued a PIN once their account
Official (RO) | applications in GEOS. privileges are approved by EPD.

An RO can only maintain one User A View and prepare an electronic data
Account, but have this account to have the entry form in GEOS.
the preparer rights for other facilities. If the entry form in GEOS.

RO plans to certify a submittal, the RO must

get your account approved by EPD as the A View submitted data in GEOS _
RO for that facility. A Keep track of the status of submitted

records.
A Keep track of issuances

A Associate a consultant to their account
to prepare applications.

Preparer A preparer is someone who is assigned by A View and prepare an electronic data
a RO to create and prepare applications for entry form in GEOS.
their facility. A View submitted data in GEOS
The preparer has no right to actually submit | A Keep track of the status of submitted
an application but can prepare applications records.

for a single or multiple ROs that have
he/she associate with. The types of
application and the facilities that the
preparer can prepare applications for are all
defined by the RO. An RO can be
associated as a preparer for another RO.

A Keep track of issuances

Fee Fee Payment Account Type is designed for A View and submit Online Payment i
Payment user who only wants to use GEOS to make FIMS
payments. A Track Account Transaction

2.2 Account Creation Process

Anyone who has access to the GEOS Public Site will be able to create a Public User Account. Without an
account, the user cannot access the GEOS system and have access to the features provided by GEOS.
Follow the steps below to obtain a public user account.
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Step 1: Clickthe iCr e at e Aa c N @ lmk inthe
login page.

Welcome to Georgla DNR Environmental Protection Division Online Permitting &

+ Estaish o user account a eanage ol s bl ok
confcats, ko

+ Scbmi sexrcemanta epos
+ Monior procesting status ofyour ke st
+ Recete &-mal nothcatins on permitng results

Reporting Services W Mo e ney
[ S T—
wppots T fobars featues

Step 2: The user will need to enter in their ——
personal identification information (Business, -
Name, Username, Title, etc.) along with their o .
contact information (address, e-mail, phone
number). i
Any field that contains an * icon is required and must Ot s ]| oA ]
be filled in in order to continue. If these fields are not e i [
filled, the system will display a validation error that s e e o
fields are missing. Once complete, the user should -
click the ONextd6 button. o
By placing the mouse over the L7 icon, a help box will be ® Address Line 1
displayed to provide additional information.
Thiz is your current address.
L e e

CREATE ACCOUNT

Fer public user to create user account. (%) Denotes a required field,

Step 3a: The user will have to select
H H HH = Account group: (_) Fee Payment (8) Preparer () Responsible Official

their role as_somated to ,the facility. If the s B

user i s a OPreparer '

account type should be selected. [Next> |

A username will be suggested to you when you enter your first and last name. You may change the suggested username in the UserName field below.

Step 3b (for Responsible Official Only): If the user is a Responsible Official, then they will need to

select which application type he/shei s r esponsi bl e for and for which
will allow the user to search through a list of facilities to add to their profile.
CREATE ACCOUNT
For a public user to create a new user account. {4 Denotes a required field.
Ausername will be suggested to you when you enter your first and last name. You may change the suggested username in the UserName field below.
* Account group: () Fee Payment () Preparer (@) Responsible Official
* Account type:
[JResponsible Official for NPDES (I Responsibie Official for TitleV' [ Responsible Official for SIP [ Fee Payment
[Jrotowner for Scrap Tire [ roiowner for Brownfield [ ROOwner for Lead-Based Paint and Asbestos ] RO/Owner for Trust Fund Reimbursement Request
[JRotowner for Storm Water Construction [ RO/Owner for Storm Water Industrial | RO/Owner for Underground Storage Tank [ RotOwner for Solid Waste Fee
[Jrotowner for Hazardous Waste Fee || RO/Dwner for Hazardous Substance Fee [¥] ROIOwner for Voluntary Remediation Program

Associated Facility List

Mame Mailing Address Physical Location Submittal Type Source Status

Associate Facility

The “Associate Facility™ feature will allow you fo become a Responsible Officer for those facilities you have selected and be able to certify submittals for them.

erngolech
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The RO will need to associate a facility to his/her

account in order to create and submit Seareh Fasilty

applications for the selected facility. The S ————C

facility search feature allows the user to Y
search the master facilities by name, e e

address or organization name. Once the Fasiy Name. Address. Orgariation Nare:

results are displayed, the user can check

their facility(s) and the application they =3

are responsible for. If the user searches

and cannot find their facility(s) listed, the —

user can c¢click on ACreate New Facilityo
button on the associate facility pop-up window.
To create a new facility, the user has p——
to provide the following information of
the new facility:  Eacilfy Mame
Facility Name and Facility/Property Maling Aeress 1 Hesling Address 2
Address. Mailing Address of a facility oty cy R
is optional. ] o]
* Facility/Property Address 1 Facility/Property Address 2:
* County: * City: * State: * Zip:
] ealv]
Latitude: Longitude:
[ Create |
CREATE ACCOUNT
Step 4: Once the selections have been saved, the user should el i
move to the next section. The next section will require the USEr 0 | =ree e s o s o s s s oo e
provide answers to a few security questions. These questions will (vt e v et e idcla mare of your ldest sl ]
be used later on to retrieve a lost password and used to submit .
appllcatlons T::igyourmnhday? ~
[what is fhe name of the hospital where you were born?
[what is ;'nur best fiend's last name? v
\wha:s the last name of your favorite teacher? ~

Step 5: To finalize the application, a CAPTCHA needs to be
verified. Once verified, the account will be
created.

‘CREATE ACCOUNT

The RO has to go through identity : :
proofing when creating a new e
account by e-Verify option or ESA
(Electronic Signature Agreement)
option. If the user is only creating an
account for RO for stormwater
construction, the user can choose to

opt out of identity proofing. P ] ]y e—
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Step 6a (for Responsible Offical Only): If the i

Public User chooses E- online identity o eprserair

verification, he/she must provide full name, home L
address, date of birth, and last 4-digit of SSN. The o s

system will send the information to CROMERR ey S Lo 2

Service and display the verification results to the < e e 855 St Bt MBI

Public User.

e-Verlly Help Message (Your account has 3 opy
= 1

ities 1o use e-Verity option):
s your identily. If successtul, your a
A, you Tl o8 T ERA, 0o, ] Ik gt Tl

o-Verify Results

;*_I*MM&

-
M
A
o

3, Yourlast 4-sigit of SSN and D.0.8 . Tha data will not be saved i
4. Before you use the last e-Virify apgortunity. t s highly recommended that you contact GEOS s Dok (04) 628 3361
for sssistance, to avoid &ny potental delay ta obisin your acoount SppIOVE

will oy b used for this e-Verify ses

You have {3) opportunity opportunities) left

-Verify Rosults

6/28/2018 10:49:16
M

Fail: You do not mest the CROMERR Legal Cartainty Minimum Standard
using LexisNeaxss

[ i et e | o

Step 6b: If the user chooses ESA option or encounters a failed E-Verify option for identity
proofing verification, after GEOSr ecei ves t he RO®&6s ink signaGEOSe and val
Admin needs to turn on the ROG6s ficeGEOSfi Jeaumdi tsyub®et toi m g
Only after CDPHEGs authorization can the RO be able to
report using the eBGPOSNO assi ned hv th

Georgia EPD Online System (GEOS) Environmental Protection Division
o . 2 Martin Luther King Ir. Drive
for Permitting, Compliance & Facility Information Salho 1S5, East T

Subscriber Agreement s, GA 30134

The Subscriber Areement should be used by faciity's responsible offcials) who would ik to electronically apply
permits/licznse from the £PD or submit compliance reports ta the £90,

The system will display a message with  sbsrberafomaten
instructions on how to activate the account so P
that all features can be opened. T oo (o

B. Facility/Permit Information
Signing peivleges ore requested for the following fecilty:
Facility FiSID: 3267 Facility Mame: ARAGON Permit #: GAIOZ6162-0

Troe of Request Select Oaly One).

The RO is required to print out, sign and mail an R ————
Electronic Signature Agreement (also known as the e s

ASubscribet @dPgrERODMd @ [ Cer f| oo o e oo
privilege. This form is needed by the EPD so that the

EPD can approve of the account
association to the facility and
activate the facility in GEOS for
the applicant. By clicking the e e R T e S D e T
APrint Subscribey Agieemment-ombi om0 5T
GEOS will auto-fill the subscriber afe the RO associaes youraccount withhishers*

agreement form for the user. As a

CREATE ACCOUNT

For public user to create user account. (¥ Denotes a required field.

QAR Ll Print Subscriber Agreement

6Responsi bl e Of fif GuloediaOuommae il umimeia o susseiser rgeamentio o0
0Subscriber Agreemento wi Tl need

to be printed, signed, and sent back to the agency. The

mailing address will b e |[oceransmmn: riber
A g reemen t 6 f or m. Your new account has been created.
Your login name is: bsmith
Your password is: H6bJpXGx
Step 7 The user W|” recelve an e_mall . tuh,:?r;dlﬁ:gbi:,::::ra'r;ﬁ;z::nr;;fnc:;ir::r>"Dasswordi‘l)w“ro customize your password into something
notifying them of their account creation with _
. g Thank you for using the Georgia EPD GEOS System!
the"‘ IOg'n name and randomly generated If you have any questions, please do not hesitate to contact the GEOS System help center.
password. After receiving the login/password Regards,

Georgia EPD GEOS System

information, the user can now use this
information to log into GEOS Public Portal.
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Step 8 (Optional): If the user forgot their password,
he/She can S I mp I y c I I c k on t h € Your password is: M4XzdVUB

the

Step 8a (Optional): The user will need to enter a valid e-

Dear Bill Smith:

main login screen.

mail address to prompt a security question before their Regards,

password will be sent to them via e-mail. After the
system validates the account based on the email and
security question response, the system will reset the
user6s password and send t

Georgia EPD GEOS System

This is the notification regarding your request for retrieving password.

Thank you for using the Georgia EPD GEOS System!
If you have any questions, please contact GEOS System help center.

Password / Secunty Setting

password to the wuser ds r e il ChngePassword

Password must have at least ol

* New Password:

seessene

etter, one lowercas

* Confirm New Password:

Change Pin
Step 9: To make sure the user account is secured, when New PIN number must be t least £ gt
the user first logs in, GEOS will inform the user that they e o e P
will have to change their password to a new password
with the described criteria. save
GIA Goorgia

DEFARTMINT OF NATURAL REMOUBCES

Start a New
Submittal

Start New Application
‘Submit Non-Permit Report

MENTAL PROTECTION DIVISION]

My Dashboard ‘Submittal My Account

P—
M Upcoming Submittal Obligations

You don't have Upcoming Submittal Obligation.

If you need to create new application/Submittal/Complaint, please select Start New Application, Submit Non-Per:

M Permits / Licenses

2.3

After creating an account, the user has the option to go back and modify his/her information. Having the

Managing Account Settings

ability to edit the user account information is important because GEOS contains several functions that rely

on the information that was entered in the fields. For example, GEOS will pull and auto-populate certain

fieds based on the user account information. If the user has an incorrect e-mail, e-mail notifications will
not be received by the user. The user is able to manage his/her account security settings and his/her
associations. Poor configuration in this section can lead to hinderance in creating and submitting
applications in GEOS. This is why it is imperative for the user to keep their information up to date and
entered correctly.

The user can manage their account settings by clickin g on 6 My

IntheA My Accounto module, the user ¢
options:

1)

In 6Basic I nformationd, the wuser
information. This section provides tabs along the top so that the user
can also change his/her address information.

The user can al so associate faci

/

r".la
¥

i
&

t

Profile Management

Basic Information

y Manage account information

Passwaord

Manage your password
Security Questions
Change security

guesticns,/answers

Manage Consultants and
Preparers

es under

heir

6Basi

erngolech
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If the RO has passed E-verify, the facilities willbe auto-appr oved t o be associate t
The status of facilities will be fAActiveOo once associ

If the RO user ESA process before, to associate with new facilities, the RO has to re-submit
subscriber agreements.

If the RO chose to opt-out identity proofing, the facilities will be auto-approved to be associate to
RO6s account. Thse witlalt ulse off Adtaicvidd torece associated.

2) The 6Passwordd and O6Security Qdtemnhgethar padswargpor i ons al | ov
security questions, which prevents unauthorized access to their account and prevents unauthorized
users to submit applications.

3) The 6Managing Associat ed Con alawsthausdr® manage hiPr epar er s 0 s
consultants/preparers.

2.3.1 Manage Account General Information
This section details how the user can

manage their acccount information. Iné Bas | =

I nf or mtheuseowillde able to see S S e S

three tabs: @&eneral Informationd Address " pereies e e

Information§ and dttachmentsd General Information
* First Name: M * Last Name:
Bill Smith

I n the 0Gener althe userfcanr commn P

specify a different billing address from their

ma|||ng address and vice versa. Primary Phone Number. Extension: Mobile Phone Number Mobile Pravider:
4044348689 ﬂ
[ 0o you want to receive SMS messages through a mobile phone?

The O0Att acwilaewmusdstd ab Fax Number * Emait:

upload documents for identity proofing, such prifh@arzgorine cor g

as the 6Subscriber Ag

documents that they would like the agency to Moo

be able to view. This can range from the

60Subscriber &&tngka@aent 6 t o

2.3.2 Protect Account Security

GEOS provides three layers of protection over the
user 6s account,andpewiy Questian,

My Password Information My PIM Information

The Password is the credential the user uses for login; Ta request far anew PIN, click on the "Request New PIN' button
whereas, PIN and security questions are the credential Password or PIN confirmation will be emailec to the account's email address
for certification and submission, which serves as an e

electronic signature of the Responsible Official. The
dasswordba nd o6 Secur i ppiionallosvshe i g
user to prevent unauthorized access to their account

and preventing unauthorized users to submit Old FIN:
applications.

Change PIN

f you don't need to request/change your PIN, please leave it blank.

New PIN: Confirm New PIN:

Bycl i ¢c ki ngr dtbeassscango tothe 6 My

Password Informationd tab ord by
entering their old password and then entering their new
password.

The second security layer GEOS has is the PIN number. By
clicking on the 60 MymbBerwlibenf or mati on
able to request a PIN number and then change it in the

engsolech Page 11 of 59



g GEOS i User Guide for the Regulated Community

future. The PIN number will be required to submit an
application.

Security Questions

Once a PIN number is requested, the user will receive an e-

Question 1:

mail of a new PIN. The user w|i [rsheipagmglegmedyougdestspingvj ¢ Kk
make sure the changes have been stored. As a part of security |

measurements, GEOS requires the Certifier to answer a (What io your biriday? v

security question challenge correctly before it will accept each A

online submittal. If the user is creating a RO account, they will ottt the marme o e hospial where you were bom? ]

also need to setup a pool of security Q/A so that GEOS can —
use their answers to authenticate their identity during the Sy

. . ™ . . . Z . [what is your best friend’s last name? v
submission certification process. Clickingonthe 6 Sec ur i t y__
Qu e s ttabgpttre diser can change their security question(s) R
and response(s). The security questions will be needed when |iwhatis the last name of your favorite teacher? v/|
retrieving a lost password and when submitting an application. e

Reason to Reset Security Questions

Reason:

<}

2.3.3 Managing Associated Consultants and Preparers

A RO user could manage a list of associates (consultants or preparers) to help the RO prepare draft
applications. This option is useful in situations where an RO manages multiple facilities and requires
additional assistance. When a preparer creates an application for the RO, the RO can see the newly
created application when he/she logs into their account. Once the application is reviewed by the RO, the
RO can then submit the application. This Section describes features the RO can use to manage his/her
associates within GEOS and only viewable by the RO. This section describes how an RO will associate

Consultants List

1 -1 of 1 item(s)

= e | ot |ty | i | | e e | |

‘ x |J jason fan MARKTEC INC. | Prepare Only = Title v Application = 07/01/2014 07/24f2014 Active

Add Consultant

6Save P

and de-associate a preparer for his/her facility. By clickihgthe 6 Managi ng Associ ated Consul

Pr epar er sausesacarcsed agid view of preparers that have been associated to their account.
The grid view lists out who they have associated with them and for which facility and application type, as
well as the effective dates of this association. If the user wants to de-associate the user, they can simply

click on the  icon to remove them. By clicking on the |j icon, the user can pull a detailed view of the
associates setting.

To add a new preparer, the system first Consultant Information
promp ts for e'maﬁv W}'F]Ch epar Effective Date Expiration Date
means the preparer is required to have an 07/01/2014 07/2472014
account in GEOS first. Next, GEOS asks for

the effective date and expiration date of this [ Save | Enad Notiy

association, if any.

Authorized Applications

1 -1 of 1 item(s|

As a third step, the user needs to 'Add HEESEE status
A p p | i cat i on Aut h or i z at | M Title v Application  MARKTEC INC. = Prepare Only | Active
OApplication Authori za4d

Add Application Authorizations

and the application type(s) (i.e. Title V or
NPDES) the preparer is allowed to prepare, as

engsolech Page 12 of 59
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well as the permission access. Once the
association is completed, the preparer can
log in and begin working on applications.

erngolech
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3 Home Page (the fADashboardod)

The home page of GEOS is also called the 6 D a s h b which givés,the user visibility of key features that
GEOS offers. The dashboard provides access to applications that have to be created, applications that
need to be finished, and applications that have already been submitted while being organized by the
applications latest activity.

Envn‘olulwntal Protection Division Georgia e of l:’:‘:lr: Reaoure
Gem’gna Department of Natural Resources ne Permitting & Reporting

I!v[lashhnam m My Account ® Hello, John m

B M Upcoming Submittal Obligations
Start a New Submittal
1-2 of Zitem(s)
Start New Application
Submittal Type Reporting Period Submit Date
Submit Non-Permit Report
[T S — | Edit | Honda of Conyers dba Shottenkirk - GA Tire Tire Fee Report 3/16/2016 - 4/30/2016 04/30/2016 Over Due
Honds of Conyers dba Shottenkirk - GA Tire Tire Fes Report 1/1/2016 - 4/30/2016 08/10/2016 Over Due 8/17/2016

View All Pending Submittals [ View all Historical Submittals
@ ermits / Licenses

@ 1-9 of 9 item|
T S N

viessage Center

Search Account Transaction

Search for Transactions

[E] Tssued on 09/06/2016

5 — O INE-DL oar 2, John smith UST-2093-2093 - test.bxt FF] Effective on 03/06/2016
== RKAN Stage: FINAL Permit , Status: Issued A Exi
m 405 virgi Dr, Daltonyihitheld, GA 30721 M 405 Virgil Dr, Dalton, 30721 tag ed ] Expired on 03/06/2017
App#: 43505 - Storage Tank Registration Form Mary Smith
@ 56 Recent Email(s) for submitted submittals ~) Mary
@ 36 payment due submittals_ Ly ) John Smith UsT 145K - Annual Storage [EE] Issued on 09/06/2016
— el ertific
- DURKAN = ] Effective on 09/06/2016
® 10 Amended / Revised submitals. [ Action [BWimeTaiietio L2 405 Virgi Dr, Dalton, 30721 Stage: FINAL Permit,, Status: Issued B efe i
App#: 43385 - Storage Tank Registration Form (B Bared on 057062017
R rem - [F7] 1ssued on 09/01/2016
= Sachon o & S B John smith UST-571-571 - cignature.png [EF] Effective on 05/01/2016
S . ackson Gas & Service Stage: FINAL Permit , Status: Renew is processin e
@ 2 expired permit(s) 805 N Jefferson St, DUBLINLaurens, GA 31021 L] 805 N Jefferson st, DUBLIN, 31021 tog P o [EF] Expired on 09/01/2016

App#: 43393 - Storage Tank Registration Form
op rage Tank Registration > vy st

[E7] Tssued on 08/31/2016

= 2 John smith Issuance_Number - test.bd 7] Effective on 08/31/2016
Jackson Gas & Service Stage: FINAL Permit , Status: Terminate is processing =
805 N Jefferson St, DUBLINLaurens, GA 31021 M BT T £ L (PR b | Bl CEEDEIE
) Mary Smith

App#: 43209 - Storage Tank Registration Form

®Thé3téart a New Applicationdé allows the user to start

display four types of submittals that the user can submit from GEOS.

®T he&JpZ&oming Submittal Obl i agredfforsitetssdbmit ebligatipneapartf i cal | vy
Under monitoring period, the site can see all obligation reports under this section. When the date passes

pro

report start date, the AEdi to button will be enabl ed.

©T h &eatch Account Tran s a c tallowsruger to search all transactions in FIMS by searching
account ID. The user will be required to type in the pin number to access account information.

@ The O6Message Cent er &Ghatmeedsuhie dsers6 s nd tdbfenmetian ooctudes links
to any communication done via GEOS. This provides a shortcut for the user to see e-mails or
correspondence messages that were sent to them.

@ Under the sectionof® er mi t / L i cusan cae\sed all perrhitdicenses/issuance that have been
issued to the user. Permit number, related application, Issued date, effective date, and expiration data are
also displayed in the grid view. The user can access related submittal form by clicking through the
Gubmissionnameé | i nk
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4 Application Submission and Management

Once an account is established, the user could begin online submittals. Currently GEOS provides the
ability to submit a Title V and NPDES Municipal permit applications. This Section provides generic
features applicable to all online submittals. For data entry forms specific to each submittal (e.g., Title V or
NPDES), please see the Appendix section.

4.1

Overview of Application Submission Process

To better understand how to use GEOS, it is important for the user to understand the submission process.
The below diagram displays the flow for completing a submission.

Major steps of submitting an application in GEOS are listed in the following table.

Submitting an Application in GEOS
o
2 itiate New ectan Enter Necessar RO Certifies & nd New ication)
g‘;— app?iclation type No—P Appl::;::;snporr: P Insert hment Subrr}ir:s(g)ggcaﬁon —
E F ¥
2

A 4 A 4
Backend Task will be

@ Peronrmi Data Display successful triggered to save a
o Validation & ission receipt | | copy of the submission
i Completeness page & email the GEOS Database
G] Check receipt to RO

Step | Name Highlights of System Functions & Description

#

1. Select an submittal Based on the selection of submittal category, department (Air/Land/Water),
type Environmental Interest and submittal type name, the user can search the

type of submittal to prepare.

2. Select a facility At the start of each submittal (i.e., application or report), the user needs to
specify a facility by selecting from a drop-down list. The list is based on:

1 For RO: the facilities identified on the Electronic Signature Agreement
and approved by EPD;

1 For Preparer: the facilities authorized by the associated RO.

Once a facility is selected, the general information and FIS ID of that facility

will be populated from the FIS database into the submittal form

automatically. Please note that if an RO user cannot find a facility from the

drop-down list, he/she needs to

T Go to O0MyA AManagtedAc cAh licmassociate pes 6
facility

91 If he/she cannot find the facility from the search, he/she needs to contact
EPD.

If a preparer cannot find a facility from the drop-down list, he/she needs to

contact their associated RO for authorization.

3. Enter necessary GEOS will conduct data validation along with the preparation of an
information on the application form, and display warning/error messages to the user if the data
application form validation fails.

4. Insert attachment(s) | GEOS supports uploading of required and optional attachments. The file
format of the attachments include: WORD (doc, docx), EXCEL (xIs, xIsx, and
csv), PDF, image (JPEG, PNG, GIF, etc.)

5. Data validation and At the end of preparation, GEOS will present a tree view summary of the

completeness check | data validation result of each section with a hyperlink to the corresponding
engsolech Page 15 of 59
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0 Fee Program

Step | Name Highlights of System Functions & Description
#
section to ease the correction process.

6. Pay Submittal Fee If the submittal requires a fee to be paid along with the form, the user can
(If needed) pay the fee through ACH/Check/Money order. Different submittal types may

allow different payment methods.

7. Certification and For all submissions, the user will need to certify that they are a qualified
submission individual, answer a security question, and then enter their PIN before a

submissioncan be submitted. Currently,
submit submittals. The user can refer to section 2.3.2 for more information
on how to receive a PIN or reset security question.

8. Acknowledgement For each successful submission, GEOS will present an acknowledgement
Receipt and receipt on screen. The receipt can then be printed by the user if they wish.
confirmation email The receipt contains the following information:

1 Unique Submission ID
1 Date and Time of submission
1 IP address from which submission was made
1 Name, Address, and contact information of RO
1 Facility Name and (if applicable) Permit Number of submission
1 Indication of (and details for) any attachments provided along with the
submission
GEOS will also send a confirmation email to the user with similar information
as the receipt.
4.2  Applying and Submitting submissions
Currently, the GEOS system allows submittals:
1 Air Branch
o Title V Application
o SIP Application
1 Water Branch
0 20 submittal forms serving 2 units (Please refer to appendix 6.1.2 for submittal list)
1 Land Branch:
0 62 submittal forms serving for 8 units (Please refer to appendix 6.1.3 for submittal list)
1 GEOS-NOI
o Stormwater Construction Application
0 Stormwater Industrial Application
1 Other

Being able to submit applications online provides a way for both public and agency users to electronically
organize submissions, track, and share progress from anywhere and anytime as long as the user can
access the internet. This section will describe the standard process of preparing submittals in GEOS
system, different submittal type may have slightly varies, to view the guide in completing title V and
NPDES application, please refer to appendix 6.1.1 & 6.1.2.

42.1
The

Select a Submittal
submittal

type | ist is determined by the wuserds

to access Title V application, Responsible official for NPDES allows user to NPDES application, for

erngolech
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accessible applications of RO/Owner for Brownfield, RO/Owner for Scrap Tire and other land
environmental Interests, please refer appendix 6.1.3

Keyword: (example: construction, home, dog, and cat... etc.)
Category: Permit/Licensel, Department:  (All) l, Program:  (All) ﬂ Submittal Type:
o v

Land Department Submittal Type List

Total 6 items

g

¥ =P 5 & el S
 Generator | ‘hioruu. i . Carrier_
Retail Tire Dealer / Scrap Scrap Tire Processor Permit Scrap Tire Processor Pre- Scrap Tire Sorter Permit Tire Carrier Permit
Tire Generator ID Number Application Application
Application

0937 Em 092 Em 097 Em 02y Em 092 Emm

Submittal List

The list is defaulted to show submittals under permit/license. The user can see other submittal by change

category filter:

Category Category description

Report Obligation reports

Permit/license | Application for permit/license/certification and any other kind of approval.

Grant Applications for Trust Fund Reimbursement Request.
Feel/lnvoice Make Online Payment Only.
Other Any other type of submittals to be implemented into GEOS.

To quickly find desired submittal type, the user can also filter by:
i Department
1 Program (Environmental Interest)
1 Submittal Types

4.2.2 Start a Submittal

fill in the online form.

By climf)g off selected submittald

i 0 icon provides extra information on selected submittal (e.g,
submittal description/department etc.)

B S
1 .iconallowsusertoaddsel ected submitta M“-

Submittalso. After marked, t he
Submittalsodo to quickIly .access Scrap Tire Processor Permit

- Application
f  — icon allows user to open an blank form in pdf version. The
user can print out the form and submit it in paper.
4 0vT ¥ EIN

T Some submittals have this icon, which allow the user to

ser Cc

r

ite

an

AMy Favo

s ubmi

engsolech Page 17 of 59

tta



GEOS i User Guide for the Regulated Community

download the specific guidance on how to prepare and submit this submittal.

4.2.3 Online Form Data Entry

Ai*d0 on online form indi
continue to next page.

cates the field iredfieldsaogqui r ed.

Wizard Panel

Data Entry
To fill in all Data Entry Forms

2 Application for Renovation
Firm Certification

Please fill out the form below.

4| Application > Wizard Panel > Application for Renovation Firm Certification

APPLICATION FOR RENOVATION FIRM CERTIFICATION (SUBMITTAL ID: 40894)

I. Renovation Firm Information

1-Year|v|
Validation * Firm Name

To validate all required data
and documentations

<

Submission
To submit

* Firm Address

* Firm City

* Firm Phone Number

d * 1-Year or 3-Year Certification * Initial or Renewal

Initial ~ [v]

* Contact Person

* State  * Zip
GA|v|

Firm Fax Number

Online Form

4.2.4 Upload Attachment

Along with the online form, some
submittals may require certain

ATTACHMENT (SUBMISSION ID: 40850)
To include your attachment(s), click on the "Upload™ button and follow the instructions to upload.

“Upload™ button can be clicked multiple times to attach multiple files under each category.

attachments to be submitted together. Attachment
If selecting to submit online, the user .
9 ) ) @ i (e = () Online ) Mail () Other
can upload the file using e button.
f‘:’ Notary of Certification (Reguired) :jj-OnIinE:(jj- Mail :i:‘ Other

If selecting to submit through mail, the
system will provide mail-to address.
If selecting other, the user will have to
fill in reason/explanation to continue.

Only optional attachments can be
selected N/A.

(’ Agent Verification of Information (Required)
f‘:’ Training Documents for all Licensed Supervisors (Optional)

(’ Other Supporting Documents (Opfional)

(S Sove ) Provions | Werc

() Online () Mail () Other
O Online () Mail () Other () N/A

() Online O) Mail O Other () NIA

4.2.5 Online form validation

GEOS will automatically validate the online form.
Aftera | | pagesd required
and all required attachments have been
submitted, the user submit this submittal.

4.2.6 Submittal Fee

If the submittal requires a fee, the user will be
navigated to the payment page after a validation

VALIDATION (SUBMISSION ID: 40852)

Review your Submittal and any Attachments, Save any changes you make before returning to this page.
Proceed to Submission by dlicking NEXT.

Application Form(s) Summary

éﬂ Asbestos Project Notification Courtesy ** Asbestos Project Notification Courtesy - Form View

" Asbestos Project Notification Courtesy Form
' Asbestos Project Notification Courtesy Form Cont.
' Asbestos Project Notification Courtesy Form Cont.

Attachment(s) Summary

' Attachment

erngolech
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check. The payment module will display the detailed description of fee and the amount of fee required.
The user can select check / money order / ACH payment as payment method. (Payment method option
may vary depending on submittal type.)

Make Payment

4.2.7 Submit a submission
The user will be required to certify the statement and entry correct answer for security questions as well
as pin number to submit the submittal.

4.3 Tracking Submitted Applications

The ability to track submitted applications allows the user to effectively manage submissions. Users can
track the applications theyhaves ubmi tt ed by navigating to the O6Applicat
link. In this section the user is able to search applications using the search toolbar on top to filter their

selection.

Submittal 1D: Submittal Status: (All) ﬂ Submitted Date: =

Category: Permit/License ﬂ Department: (A||} ﬂ Program: [A||) ﬂ Submittal Type:
(Al v

Facility Name: Permit No. :

Site Address:

Request for: ﬂ m
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