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[bookmark: _Toc16772302][bookmark: _Toc21688536][bookmark: _Toc436819728]Disclosure Information
The information in this document may not be changed without the express written agreement of the Department of Environmental Protection.
[bookmark: _Toc16772303][bookmark: _Toc21688537]Change History
	Version
	Date
	Revision Description

	1.0
	February 28, 2018
	Version for user review

	1.1
	August 15, 2019
	Updated for formatting, etc. 

	1.2
	October 11, 2019
	Updated for Instant Access Functionality

	1.3
	February 6, 2020
	Modified access for consultants

	1.4
	May 19, 2020
	Updated for new Greenport screens


[bookmark: _Toc16772304][bookmark: _Toc21688538]Purpose
Welcome to the guide to user administration for the e-permitting website via the DEPGreenPort website.  
This guide provides information on how to successfully administer eDMR users on the DEPGreenPort website and use the functions available through the e-permitting Application. 
[bookmark: _Toc16772305][bookmark: _Toc21688539]Applications Support Help Desk Team
Help Desk Support Line
Number: (717) 787-HELP (4357)
Hours: Monday to Friday 8:00 am to 4:30 pm
Business Support Help Desk Team
The Applications Support Help Desk Team includes helpdesk specialists, trainers, web masters, on-line help developers, and testing engineers working together to provide complete end-user support for eFACTS and other applications.
Applications Support Help Desk Team's Services
· Applications Training
· Formalized Classroom Training
· Small Group Training
· One-on-One Training
· Participate in meetings to provide application guidance
· Telephone Support Help Desk
· Application Web Page Development and Maintenance
· Publish articles identifying solutions to common problems
· Application Testing
· Documentation Development
· Application On-Line Help Development and Maintenance
[bookmark: _Toc516120910][bookmark: _Toc14698869][bookmark: _Toc16772306][bookmark: _Toc21688540]DEPGreenport Self-Registration
For most DEP electronic applications users have completed a Request for Security Access form and DEP has provided a username and password to access the DEPGreenPort.  However, DEP has some electronic applications that allow users to self-register.  If you are sure that the application, you wish to access is on the list of applications which allow users to self-register you may begin the self-registration process.  
[bookmark: _Toc516120911][bookmark: _Toc14698870][bookmark: _Toc16772307][bookmark: _Toc21688541]Creating a DEPGreenport Self-Registration Account
1. Go to the https://www.depgreenport.state.pa.us website. 
[image: ]The DEPGreenPort Login screen will display.






2. Select the Click here to Self-Register button. 
3. Click the ‘Click here to self-register’ button.  
4. [bookmark: _Hlk39225093]The DEPGreenPort New Account – User Profile screen will display.
5. Click the User Guide link and follow the steps to complete the set-up of your GreenPort user account.
[image: ]


[bookmark: _Toc21520796][bookmark: _Toc35326304][bookmark: _Toc35589545][bookmark: _Toc39238163]Enrolling into the e-permitting Application
After a user is registered, the user must log into DEP GreenPort to Enroll into the e-permitting Application.  
1. Select the Application Enrollment header. 
[image: ]
2. The DEP GreenPort List Applications screen will display. 
3. Under the Permitting header, select the Enroll button for e-permitting. 
[image: ]

4. The user will be taken to the DEP GreenPort Additional Data Required for access to ePermitting screen.  
[image: ]
6. Select Radiation Program from the Program Area drop down list.
7. Select  one of the following options to act as an EFA:
a. I am representing myself to do business with DEP
b. I am representing my company/entity/organization, and the follow up option of I have the authority to submit work/payments to DEP
c. I am representing someone else, and the follow up option of I am assisting an individual in filling out this form.
8. Select the Submit button.
[bookmark: _Toc16772309][bookmark: _Toc21688543]DEP New Client Registration
Currently, Radiation Protection functionality will be limited to users making payment on an existing invoice.  If there are no existing invoices to be paid at this time, please contact the Bureau of Radiation Protection at 717-787-3720. 
Applicants are given the ability to upload documentation as needed. 
[bookmark: _Toc16772310][bookmark: _Toc21688544]Client Identification 
The user will have the ability to Search for an existing registration number by entering a valid registration number.   The user may add additional facility registration numbers, if necessary.
When a registration number is entered incorrectly, a notification message will display indicating verification of the registration number and ask the user to re-enter the number.  
Upon entry of a valid registration number, the Client Search Name and Facility address will display.  Once the user validates the information that was returned from the system is accurate, the user will select to proceed by selecting the Continue button.  
[image: ]
[bookmark: _Toc16772311][bookmark: _Toc21688545]Security Agreement for Owner and EFA
The applicant is required to select the Terms outlined within this Agreement, additional required information will be entered by the applicant as applicable, and the date the agreement was signed prior to the save and submission of this form.  The Signature page will only display when an invoice # is provided.  

Once the user selects to save and submit the form, the Security Agreement for Owner and EFA will display. 
[image: ]
Once the form has been submitted, an E-mail notification will be sent to the E-mail Address entered when setting up the DEPGreenPort Self-Registration account.  
[image: ] 
Upon success of the submission, the user will be navigated to their e-permitting dashboard where they can pay pending registrations
[bookmark: _Toc21688554]












Accessing the ePermit Dashboard
1. Open Internet Explorer.
2. In the URL Address Bar type in https://www.depgreenport.state.pa.us
3. [image: ]The DEPGreenPort website will display. 



















4. Enter your username in the Username field.
5. Enter your password into the Password field.
6. Click the Log into DEPGreenPort button.
7. The List Applications Screen will display. 






[image: ]

8. Click the launch button.
9. From within the ePermitting application, the ePermit Dashboard is the Home page.  It can be accessed at any time by clicking the Home button.
10. Authorized users will see various links based on the programs they have been given access to. 
[image: ]










If users only have access to one program, this page is skipped, and the user is taken directly to their dashboard for that program.
[image: ]





[bookmark: _Toc21688555]Working Through a Draft Permit Application
Authorized ePermitting users have the ability to create draft permit applications by completing modules and saving them at any time within the ePermitting Application.  
[bookmark: _Toc21688556]Types of Data Fields
Users will encounter several different types of data field types when working through their applications.  Some samples of these types of data fields are below.
1. Checkbox – a checkbox is clicked to select the value next to it.  You may click it a second time to deselect it.
Example:  [image: ]
2. Text Box – a textbox is a box where users can enter text manually or paste text that was copied from another application.
Example:  [image: ]
3. Radio Button – a radio button is used to select one item from a series of items.  Only one button in the grouping can be selected.
Example:  [image: ]
4. Dropdown menu – a dropdown menu is a menu you click on to display a list of items.  You will click the item you wish to select from the list for it to display as the selected item from the list.
Example:  [image: ]
5. Button – a button is used to operate the command shown on the button.  In the example below, the Save button saves the data that had been entered onto the screen.
Example:  [image: ]


[bookmark: _Toc21688557]Entering Data into Your Draft Application 
The ePermitting Application is a dynamic application which means it can change based on the information entered into it.  Users may notice that, depending on the answers given in some areas, the application will add additional questions or perhaps even require additional modules.  
[image: ]







1. While working in a draft application in the ePermitting application, click the link for an unfinished module.
2. Complete all data fields in the module, including all required fields.
Required fields:  A required field is indicated by an asterisk * to the right of the field title.  The module will not be consisdered complete until all required fields have been completed.
3. Click the Save button to save your changes at any time while working on the module.  You can return to the module to complete it at another time.
You may encounter an error message when saving a module if something was entered incorrectly.
You will see a message indicating if the module was saved successfully or not.
4. Click the Completeness Check button to verify all required information has been completed for the module.
If a module is not complete, you will see a list of items that need to be finished before the module can be considered complete.
5. Click the Close button.



[bookmark: _Toc21688561]Paying a Registration Fee
Payment can only be made once client/facility information is verified and a green icon appears in the status column on the dashboard.
[bookmark: _Toc14950017][bookmark: _Toc21688562][bookmark: _Toc502212890]Pay by Telecheck 
You will now be taken to the ‘Payeezy’ page to enter your payment information.  When finished, click the ‘Pay with Your Credit Card’ button. Master Card is not accepted at this time.



If payment is accepted, the user will receive a message indicating the payment is processed successfully and the user will be returned to the ePermit Dashboard. 














If payment is not successful, a message will display on the ‘Payeezy’ screen indicating the payment was not processed.  
[bookmark: _Toc21688563]Printing a Certificate
1. To view paid registrations, select the Completed tab from the ePermitting dashboard. 
2. The user may view and print a Registration Certificate by selecting the View Temporary Certificate link
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Welcome to the Pennsylvania Department of Environmental Protection’s GreenPort. Different services and applications are
available by registering or logging in below. After logging in, you can access electronic services that allow you to report radon;
submit Mine Subsidence Insurance applications; enter data for Chapter 110 Water Allocation and Water Management Plan
reporting: apply for the Waste Transportation Safety Program; and submit an Air Quality Request for Determination. To view
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and a usemame and password to access the DEPGreenPort. Other services can be accessed by registering below.
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that are associated with self-registration





image3.png
DEPGreenPort e}"a pennsylvania

- DEPARTMENT OF ENVIRONMENTAL
Login i=d crorccrion

Welcome to the Pennsylvania Department of Environmental Protection’s GreenPort. Different services and applications are
available by registering or logging in below. After logging in, you can access electronic services that allow you to report radon;
submit Mine Subsidence Insurance applications; enter data for Chapter 110 Water Allocation and Water Management Plan
reporting: apply for the Waste Transportation Safety Program; and submit an Air Quality Request for Determination. To view
the available applications after registering. please click the link below for access.

Note: For some of the electronic services, users should have already received from DEP a Request for Security Access form
and a usemame and password to access the DEPGreenPort. Other services can be accessed by registering below.

Username:

Password:

Log into DEPGreenPort

Can't remember your password? Click here
Having problems? DEP Greenport FAQ

See the current st of self-register applications

Click her

After completing the self-registration form, users will be provided with a username and password
Please note that this username and password will only grant access to those electronic applications
that are associated with self-registration





image4.png
\ Patrick McDonnell, Tom Wolt, DEP Home
$ Secretary ‘Govemor

i User Guide @ FAQ

pennsylvania

Y% pennsylvania
D E PG ree n Port r' I?EPARTMENTyOF ENVIRONMENTAL
PROTECTION

New Account - User Profile
Email * t Verification Code

Email Verification | ###-###
Code *

First Name * Last Name *

Phone * (#h#) p AR Extension e
Address City ™

State * — Select - v Zipr e

Need help? Contact Us.





image5.png
DEPGreenPort ‘}é’pe"“syl"a"‘a
PROTECTION
Permitting
e-permitting Dev — e-permitting Dev
e-permitting Stage/QA - e-permitting Stage/QA

Administration

e-permitting QA Security - e-permitting Administration QA
e-permitting Stage Security — e-permitting Administration Stage
Need help? Contact Us
Pennsylvania Department of Environmental Protection
Rachel Carson Building | 400 Market Street | Harrisburg, PA 17101





image6.png
Y% pennsylvania
D E PG ree n Port r' I?EPARTMENTyOF ENVIRONMENTAL
PROTECTION

B My Applications
B Application Enroliment |
|

You may enroll yourself to the following applications.
Click on the "Enroll” button next to the application name to add it to your list of available applications / Request access.

Permitting
e-permitting Dev — e-permitting Dev [ 2 envol |
e-permitting Stage/QA — e-permitting Stage/QA [ 2+ Envo |

Administration

RCMS Stage Security - Remediation Contract Management System Stage Administration [ 2 envol |

Need help? Contact Us

Pennsylvania Department of Environmental Protection
Rachel Carson Building | 400 Market Street | Harrisburg, PA 17101 |
o}





image7.png
GreenPort Application Enrollment
Additional Data Required for acce: rmitting Stage/QA

In order to Enrollin the e-permitting Stage/QA application you must firs tel us a bit about the type of permit application you wish to submit

DEP has some electronic applications which you can access immediately while other electronic applications require you to first provide us with the Access
1D you wish to access. If you are requesting access to an application which requires you to provide an Access ID then once your request is reviewed and
approved an e-mail wil be sent to your account and you vil be able to access the e-permitting Stage/QA application. f your request is rejected you will
also receive an e-mail containing an explanation of why the request was rejected.
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For purposes of this Security Agreement, the use of the terms "you" and "your” includes both the Owner and the EFA when appropriate.

Your access 1o the Department of Environmental Protection s (DEP) e-permiting System is a pivilege and not a right. Access for your employees, agents or
assignees to engage in electronic reporting is at the sole discrefion of DEP and may be terminated at any time and without nofice even over your objections.
‘Access to the DEP e-permitting System, for purposes of tis agreement alone, i limited to the time that an individual i either a) your employe or b) an
independent contractor, agent or assignee working on your behalf pursuant o your contract with DEP. The EFA and Users must be required to submit data to
'DEP as an essential duty pursuant to ther designation under either 2(a) or 2(b) of this Security Agreement.

You are ultimately responsible for the security repercussions of the Users approved by you, the decisions and actions of your EFA and the use by Users of their
user name and password. User names and passwords are not o be shared with any other individual at any time during the course of this Security Agreement.
Failure to adhere to this provision may result in the immediate termination of access as to a specific individual or o al of your approved Users with possible
legal action by DEP for any direct, indirect or consequential damages that the breach of security caused.

You agree that all electronic filings made by you and your Users pursuant to this designation wil be in the manner prescribed by DEP.

DEP reserves the right, at ts expense, to auit your records pertaining to the evaluation, granting and monitoring of allsecurity credentials granted to Users.
under this Security Agreement and you agree to cooperate with any such audit including access to alrelated records and individuals.

You understand and agree that everything that s filed electronically must be submitted only by the EFA or User approved to the assigned GreenPort account.
You, the EFA o the Users have no authority to delegate access (o any third party that results in more than one person utiizing the same GreenPort user name
and password. Failure to adhere to this provision may result in the immediate termination of a specific User or your access with possible legal action by DEP for
any direct,indirect or consequential damages that this breach of security caused.

‘Access o and use of DEPs e-permitting System will be according 1o the designated and approved use: read only, subHitor edit only.

You agree to engage in no activities during this Security Agreement that would be knowingly incompatible with the software, equipment, or lectronic iling
system of DEP.

You will not knowingly permit or instruct the il offalse or erroneous data or documents by any individual with access to the DEP e-permitting System during
the term of this Security Agreement.

You agree that all electronic access and filings shall be in accordance with all Federal laws and the laws of the Commonwealth of Pennsylvan
You agree to immediately provide to DEP changes to any information requested as part of the security verfication process for your EFA, and all of your.
‘approved Users, once known or should have reasonably been known. Failure o do so within thirty days of receipt as to any update may resultin the.
termination of your access.

I performing the services required by this Security Agreement, User is an independent Contractor and not an employee or agent of DEP or the Commonwealth
of Pennsylvania and this Security Agreement shall be govemed by and interpreted and enforced in accordance with the laws of the Commonwealth of
Pennsyivania.

Iffor any reason you terminate the access of the EFA, or any of your approved Users whether it be voluntarily or involuntarily, you are to notify DEP within 24
hours and provide an explanation as to your decision to terminate access.

'DEP reserves the right o request additional information from the Owner andlor EFA prior o approval of access to the DEP e-permitting System.

Inthe event that the EFA s also a User, the EFA by digitally signing this agreement incorporates as if setforth i full, and agrees {0, the additional obligations.
cited within the User Security Agreement.

“The Owner and EFA shall hold DEP and the Commonwealth harmiess from and indemify DEP and the Commonwealth against any and all clims, demands and
actions, including attorney s fees and costs, based upon or arising out of any activites performed by the Owner, EFA and its employees and agents under this.
Security Agreement including al approved Users.

You agree to immediately provide to DEP any changes as to any information that has been requested of the EFA andlor the Owner as part of the security
Verification process within thirty (30) days of any change. Failure to do so may result in the immediate termination of your access.
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1 agree that the use of my GreenPort password to submit data and records to DEP constitutes an electronic signature. | understand that an electronic signature
is taking place every time | use my password to submit data and records to DEP.

lintend to be bound by my electronic signature. | authenticate the electronic data and record and attest to the statements contained within. | understand that my
electronic signature is fully binding and has the same legal effect as an original, handwritten signature under the Electronic Transactions Act, 73 P.S. §
2260.101. | understand that submitting another individual's electronic signature or attesting to false statements in an electronic record may be subject to
substant I and criminal penalties, including, but not limited to, 18 P.S. § 4304 relating to Unswomn Falsification to Authorities. If I discover that information |
have submitted is incorrect, | will notify the DEP immediately.

I/We understand and agreed to the terms outlined [
within this Security Agreement.”

1do hereby say, verify and attest to that: | am fully aware and accept my obligations as an EFA as outlined within this Agreement; and The information provided
s to my Application is true and accurate to the best of my knowledge, information and belief, under penalty of perjury, and subject to the penalties of 18 Pa.
C.S. § 4904 relating to unsworn falsification to authorities.

Type Full Name*
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available by registering or logging in below. After logging in. you can access electronic services that allow you to report radon;
submit Mine Subsidence Insurance applications; enter data for Chapter 110 Water Allocation and Water Management Plan
reporting; apply for the Waste Transportation Safety Program; and submit an Air Quality Request for Determination. To view
the available applications after registering, please click the link below for access

Note: For some of the electronic services, users should have already received from DEP a Request for Security Access form
and a username and password to access the DEPGreenPort. Other services can be accessed by registering below.
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Password:

Can't remember your password? Click here
Having problems? DEP Greenport FAQ
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