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[bookmark: _GoBack]Revisions to Standard Specifications 107.25 and 208 - Water Quality Control and Erosion Control

The purpose of this Bulletin is to provide information and instruction regarding revisions to Standard Specifications 107.25 and 208. Changes to the specifications were made to ensure compliance with the Colorado Department of Public Health and Environment’s (CDPHE) new Colorado Discharge Permit System General Permit for Stormwater Discharges Associated with Construction Activities (SCP) (COR400000). This permit was issued on October 31, 2018 and is effective on April 1, 2019. The revised specifications will be applied to all new projects advertised after Thursday, March 28, 2019.

To prepare for compliance with the new standard special provisions, the following is recommended prior to advertisement:

1) Add a Force Account item for stormwater sampling if your project discharges to an impaired waterbody. The CDPHE may require sampling of runoff from sites that discharge to impaired waters, and reserves the right to require sampling from any site with an active permit. A Force Account in the initial amount of $2,500.00 per discharge location per year of active construction is recommended.  

2) The Resident Engineer (RE) will continue to be the individual signing the permit application on behalf of the Colorado Department of Transportation (CDOT). The RE is required to set up an account in the Colorado Environmental Online System (CEOS) at https://ceos.colorado.gov/CO/CEOS/Public, which is CDPHEs new electronic system for permit-related submittals. The site includes an on-line tutorial as well as the attached CEOS guide.

If the RE changes during the course of the construction project, the signature authority for the permit will need to be transferred to the new RE. Additional information on this process will be made available as it is received from the CDPHE. 




There are four major changes to the 107.25 specification:

1. The SCP now requires co-permittees to be identified on the permit. Co-permittees will be the Owner and Operator of the construction project. Definitions for the terms Owner and Operator have been included in the specification, subsection 107.25(a) to clarify the permit signatory requirements. A separate Environmental Bulletin (Bulletin # 19-001)) has also been issued to further clarify the agencies SCP Owner and Operator.

2. Subsection 107.25(b)13 has been replaced to clarify that discharges to the ground of concrete washout water associated with the washing of concrete tools and concrete mixer chutes is only considered an allowable non-stormwater discharge under the new permit if washout water does not leave the site as surface runoff and does not enter State waters. 

3. Information has been added to subsection 107.25(b)(8) to further clarify the allowable stormwater and non-stormwater discharges covered under the new permit. The most significant change to allowable discharges is that discharge of uncontaminated groundwater to land (from construction dewatering activities) is no longer covered under the new permit as this was always covered under CDPHE’s Low Risk Discharge Guidance Policy for Uncontaminated Groundwater to Land. 

4. Subsection 107.25(c) has been replaced to ensure that CDOT’s requirements for obtaining a SCP align with the requirements of the new permit issued by CDPHE. This change will result in internal administrative changes but is not expected to impact the contractor’s working on CDOT construction projects. Note that a SCP is no longer automatically approved after 10 days. No work shall begin until written approval has been received from CDPHE. 

The major changes to the 208 specification include:

1. The term “best management practices” has been replaced with “control measures” throughout the specification to reflect the terminology change in the SCP.

2. The specifications have been revised to be compliant with the new requirements and guidelines in the SCP including, but not limited to:

a. Requirements for both structural and nonstructural control measures:
i. Install outlets that withdraw water from at or near the surface when discharging from basins or impoundments;
ii. Maintain pre-existing vegetation or equivalent control measures for areas within 50 horizontal feet of receiving waters; 
iii. Minimize soil compaction for areas that will receive final vegetative cover; 
iv. Preserve topsoil unless infeasible; and 
v. Minimize amount of soil exposed during construction).
b. Clarification was added that stormwater runoff from all disturbed areas and soil storage areas for which permanent or temporary stabilization is not implemented must flow to at least one control measure to minimize sediment in the discharge.
c. Requirement to take corrective action for inadequate control measures.    

3. In subsection 208.03(a), the time period for review of modifications to control measures or to the Stormwater Management Plan (SWMP) has been revised from 5 to 7 days, to allow time for adequate review of the proposed changes. 

4. Specifications for several control measures (such as silt fence, erosion logs, concrete washout structures, etc.) have been revised and updated to better reflect industry standards. 

5. Bid items have been added or expanded for the following control measures:

a. Erosion Log (Type 3)
b. Pre-Fabricated Concrete Washout Structure has been replaced with:
i. Pre-Fabricated Concrete Washout Structure (Type 1)
ii. Pre-Fabricated Concrete Washout Structure (Type 2)

[bookmark: _gjdgxs]____________________________________________________________________________________

Please download the complete Revision of Section 107 – Water Quality Control and Revision of Section 208 – Erosion Control for reference during your construction projects. These standard special provisions can be found on the Design and Construction Project Support web page at: 
https://www.codot.gov/business/designsupport/cdot-construction-specifications/2017-construction-standard-specs/rev-ssp

When finalized, the new M-208-1 standard plans can be found at: https://www.codot.gov/business/designsupport/standard-plans/copy_of_2012-m-standards-plans

When finalized, the revised SWMP template for projects with one or more acres of disturbance can be found at:  https://www.codot.gov/programs/environmental/landscape-architecture

Updates will be made to the CDOT Project Development Manual, Section 3.15 Environmental-Stormwater Management Plans and Section 3.17 Environmental-Water Quality, to reflect the new project requirements, as soon as all information is gathered from CDPHE. 

image1.emf
CEOS_GovOnline_P ublic_Portal_Reference_Guide


CEOS_GovOnline_Public_Portal_Reference_Guide
COLORADO

Department of Public
Health & Environment

CDPHE
7

CEOS USER GUIDE
FOR THE REGULATED COMMUNITY

Issued By:

Colorado Department of Public Health and
Environment (CDPHE)

Prepared By: enfoTech & Consulting, Inc.

Revision: 1.0
Date: July 22nd, 2016





EE CDPHE
CEOQOS — User Guide for the Regulated Community

TABLE OF CONTENTS

1 OVERVIEW OF CEOS .....iiiiiiiiiiiititiiitiiiieteieterareeererereterererersrer...—.—.—.—.—.—.—.—.—.—.—.—.—.—.—...........—...—...... 3
1.1 DEFINITIONS, ACRONYMS, AND ABBREVIATIONS ....uuitieetietittisseeeteessstiseeesesssstnnnaeseessesssnnnnaeasseesssnnnns 3
1.2 PREREQUISITES ...uuttttttteeeesiitttteeeseeesesastateesteessssasstssesseesssaansstasssaeesssaassnseseseeesssanssssaseseessssnsssessnerenes 3

2 PUBLIC SITE ACCOUNT MANAGEMENT ..o, 4
21 ACCOUNT TYPES IN CEOS PUBLIC PORTAL ...ciititititie i e e ettt e e ettt e s e e e s eeatanas s e e e s eeaastnnnaeaeaaaenes 4
2.2 ACCOUNT CREATION PROCESS .....cciiiitttittiieeessiiittteeeteeesssssstasaeseaeesssssstsssseeaessaansstasseeeesssasnssssnnseeees 4
2.3 MANAGING ACCOUNT SETTINGS...ittttutuuieeetetetttunnieseaetesstnnieeesesssstnnaeeaesaestnnaesteerna e 8

2.3.1 Manage Account General INFOrMatioN ............oooiiiiiiiiiiiie e 8
2.3.2  ProteCt ACCOUNE SECUILY ...cceei e e e 9
2.3.3  Manage Consultants and Preparers ... 10
HOME PAGE (THE “DASHBOARD?) .....coiiiiiiiiiiiiii ettt eee e e e e s st n e e e e e s ntnsaeeeaeeeennnns 11
APPLICATION SUBMISSION AND MANAGEMENT .....uutiiiiiiiiiiiiiiiieiiieieieieieieiereisreisieren ... 12
4.1 OVERVIEW OF APPLICATION SUBMISSION PROCESS .....cuuuuiiiieiiieiiiiisieeeseeeasiinseseeeseessnnanseeeseesnnennns 12
4.2 APPLYING AND SUBMITTING SUBMISSIONS .....uuuuuuueesusesesssnnnssnnssssnnsnsnnssmssnssmsmnmnmnmsmsmsmnmnmnmnmmmmmmmmmmmm 13
4.2.1  Select a SUDMILEAL ........coooviiiiiiii 14
A - | o - T YU o] 0 V1= P 15
4.2.3  0NliNE FOrmM Data ENTIY ....cooiuiiiiiiiiiee ettt ettt et e et e e e e sbneeeeens 15
4.2.4 Upload AHACNMENL........cooiiieieiee e 16
425 Online form validation ..o 16
4.2.6  SUDMIL @ SUDMISSION ...uuuiiiiicieciee et e e e e e e et e e e e e e e eesbab e eeeeeeessranns 16
4.3 TRACKING SUBMITTED APPLICATIONS. .. uuuututttetssssessssssssssssssssssssssssssssssssssssssssssrsrsrsrsrs...—.————. 17
4.3.1 Review Submission COPY-0f-RECOM ........ccoiiiiiiiiiiiie it 18
4.3.2 Tracking Submission Status — WOork ACHVILIES ...........ccvvvvviiiiiiiii 18
4.3.3  Tracking ISsuances from CDPHE .........c..oiiiiiiiiiii e 18
4.3.4 Tracking Correspondences with CDPHE ... 19
4.3.5 Tracking Emails SENt DY CEOS .......cooiiiiiiiiiiie ettt st e e sbaee e 19
4.4 REQUEST FOR APPLICATION WITHDRAWAL .....eitttieetettteeeeei e s etaeeesstasesssaaasesssansessstanesessansessssneesesas 19
4.5 REQUEST FOR APPLICATION REVISION .. .ietuuuieiiiteeeeet e eeeei e e setaaeeeeet s e aeeaanseseannneesetnaaeeesnneeennnneesennn 20

5 PERMIT AND ISSUANCE MANAGEMENT ..., 20
5.1 AMEND/MODIFY/UPDATE PERMIT ...ututututuuutstettsesssesesssesssssssssssssssesssstsssrstessrsre............—.———.——————————— 21
5.2 L N A =t Rt 21
5.3 LI =Y LN 1 = S 22

6 AP PENDIX .o e e e e e e ———— e e e e e e e aa—————ataeeeeaan————rataaeaeaaabaraaaaaaaaaaanns 23
6.1 RO ACCOUNT TYPE AND ASSOCIATED SUBMITTAL TYPES .....uuuuuiuuuiuiuiuinininrnrninrernrsnnrnrnnsrsrnrnrnnnn. 23
6.2 SUBMITTAL STATUS ..t tettttiti et et et eettiia e s e e et eeetet s e eeeeesastaaa e aeaeteeatasa st eeeeeeesstannaseaesesstnnnnaseeeeeessnrnnns 23
6.3 PERMIT STATUS ..utttutuuuuuuutttuuetutessretesesareresesareserersrer.—.—e.e—eraretetetetssssssssssssssssssssssnsssssssssssssnsnsnsnsnsnnns 24

erngolech Page 2 of 25





SE CDPHE
% CEOQOS — User Guide for the Regulated Community

1 Overview of CEOS

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

CEOS will serve as a central platform for the facility to manage permit applications, permits, reporting
requirements, and compliance reports. The CEOS offers online options for a wide spectrum of submittals, including:

e  Environmental Permitting
o Apply new permits
o Amend/Modify permits
o Renew permits
o Terminate permits

e  Project
o  Submit project submittals
o Complete submittal obligations through dashboard

CEOS offers the following functions for the regulated community:

e  Establish a user account and manage all submittals online

e Apply environmental permits, certificates, licenses, and other environmental issuances online

e  Submit environmental compliance reports

e Monitor the processing status of all online submittals and allows correspondence with CDPHE Staff

e Keep track of all submission history

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

1.1 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
CEOS Colorado Environmental Online Services
WQCD Water Quality Control Division
APCD Air Pollution Control Division
FIS Facility Identification System
CBR Clean Water Benefits Reporting System
RO Responsible Official
ESA Electronic Signature Agreement
HAP Hazardous Air Pollutants

1.2 Prerequisites

In order to use the CEQS system, the user will need the following:
= Internet connection

= |E7.00r higher

= PDF file Viewer (for viewing PDF files only)

ergolTech Page 3 of 25
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2 Public Site Account Management

If you plan to submit data through CEOS, 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 CEOS Public Portal

Currently, CEOS has three types of public accounts — Responsible Official, Preparer and Viewer. 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 among the three account types.

ID Actor Name

Responsibilities

Public Roles

1 Responsible Officer (RO)

Prepare and submit an application form
Apply, amend, renew, or withdraw permits

Manage permit/grant applications and
permit/grant information

Manage User account and contact information

Use the system on a regular basis for data
entry/query, correspondence, tracking
application review status

2 Consultant/Preparer (Prepare-only)

Prepare an application form

Use the system on a regular basis for data
entry/query, correspondence, tracking
application review status

3 Viewer (View Only)

View a submittal form

2.2 Account Creation Process

Anyone who has access to the CEOS Public Site
will be able to create a Public User Account.
Without an account, the user cannot access the
CEOS system and have access to the features
provided by CEOS. Follow these steps below to
obtain a public user account.

Welcome to Department of Public Health and Environment Online
Submittal/lssuance Services © Need more help?

% Add Website to Bookmarks

Step 1: Click the “Create a New Account” link in

the login page.

Online services offer the convenience of obtaining environmental permits and submitting compliance reports
online. It supports the following features

- Establish a user account and manage all your submittals online:
+ Apply environmental permits, certificates, licenses and other environmental issuances online;
+ Submit environmental reports;

+ Monitor processing status of your online submittals;

- Receive e-mail notifications on permitiing resulfs:

@ Forgot your login user name or
password?

Release Dates Apeil 29, 2016
Version: 4.0016.0429.24786

erngolTech
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Step 2: The user will need to enter in their personal
identification information (Business, Name, Username,

Title, etc.) along with their contact information (address,

e-mail, phone number).

Any field that contains an ® icon is required and must
be filled in in order to continue. If these fields are not
filled, the system will display a validation error that
fields are missing. Once complete, the user should click
the ‘Next’ button.

By placing the mouse over the L2 icon, a help box will be displayed to

provide additional information.

CREATE ACCOUNT

For public user to create user account. () Denotes a required field,
A usemame wil be suggested to you when you enter your first and last name, You may change the suggested username in the UserName field below.

General

I you want to receive SMS messages through a mobike phone, please input your mabile phone No. and select a senvice provicer
* First Name: * Last Name: * UserName:
Business Name: Job Titie:
* Address Line 1: (@) Address Line 2:
Counfry: State:  * City: * Zip:

usalv| colv]

* Primary Phone Number (555 655.6655): Extension: Mobile Phone Number (555-655.6655):

[ want to receive sMs messages through a mobile phone. Mobile Provider: [v]

Fax Number: * Email:

[Gaceo1oum | ver]

® Address Line 1

This is your current address.
-

= ===y

Step 3a: The user will
have to select their
role associated to the
facility. If the useris a
‘Preparer’/ ‘Viewer’,
then the ‘Preparer’/
‘Viewer’ account type
should be selected.

CREATE ACCOUNT

« Account type: [] Preparer

For a public user to create & new wser account. (*) Dienotes a required fisld.
A uzarname will be suggested to you whan you enter your first and last name. You may change the suggestad usemame in the Userame field bedow.

* Account group: () Preparer () Responsible Official (*) Viewer

Back To Login [ <<Previous | Next>> |

Step 3b (for Responsible Official Only): If the user is a Responsible Official, then they will need to select which
application type he/she is responsible for and for which facilities. The ‘Associate New’ button will allow the user to

search through a list of facilities to add to their profile.

CREATE ACCOUNT

Associated Facility List

For a public user to create a new user account. (£} Denotes a requirad fisld
A usermame will be suggested to you when you entar your first and last name. You may change the suggested usermame in the UserName field below.

* Account group: () Preparer (e) Responsible Official () Viewer
« Account type: [+ ROVOwmer for Clean Water Construction Permits [ RO/Owner for Alr Emission Permits ] RO/Owner for State Revolving Fund

fok To Logr

I Wame Mailing Address Physical Location  Submittal Type = Status

Associate Facility &S5 5 BN I you do not see your facility and need further assistance please contact your parmit administrator.

erngolTech
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Step 4: Once the selections have been saved, the user should move to
the next section. The next section will require the user to provide

answers to a few security questions. These questions will be used later Answer:
on to retrieve a lost password and used to submit applications.

Step 5: To finalize the application, a CAPTCHA needs to be verified.

* Security Questions

One of the following security questions will be referenced during the application subr

Question 1:
|Wha| is the first and middle name of your oldest sibling? V|

Question 2:
|What is your birthday? W

Answer:

Question 3:
[What is the name of the hospital where you were born? |

Answer:

Question 4:
What is your best friend's last name? V‘

Answer:

‘Question &:
|what is the last name of your favorite teacher? V|

Answer:

Picture Verification

Ertter the characters you see in the picture (case sensitive). The characters a
sending spam.

* Enter the characters you see:

Identity Proofing
Step 5a (for Responsible U on [
official only): There Wi” be "E ym”z:::'ill:m.me o i venﬁci-:ﬂ.":uf:rr"-m:-?ﬁ‘ﬁmygs“ﬁm ‘Security Number for the symmvemyyuunnenmy I you nl\lellmed|n|:ln5m::lrx}ﬂ:u;usewurnmmvnum;m
: e i : o el G S D e
“The E-Verify option is for ‘general permits or to expedite requests.

two different security
options presented at the
bottom of the page, please

Submiting your ESA, please contact (e AGERcY 10 1010w up.

2 ESA Option: ou vl e asked to Dmllmln 190 an Eectronic Signature Agteement and mal 113 the Agency atthe addres3 shown on the ESA “The Agency willverity your denty and make a decision on your RO request. You wil
after

fe. The ESA will take =

Back To Login Proceed with e Verify Option [§ Proceed with ESA Option

choose which one you
would like to proceed with.

If the Public User chooses E- online identity
verification, he/she must provide full name,
home address, date of birth, and last 4-digit
of SSN, the system will send the information
to CROMERR Service and display the
verification results to the Public User.

If the user chooses ESA option or
encounters a failed E-Verify option for
identity proofing verification, after COPHE
receives the RO’s ink signature and validates
the account, a CEOS Admin needs to turn on
the RO’s “certify and submit” right to these
facilities in CEOS “Security Setting”. Only

Please dlick "OK" to perform identity verification conducted by LexisNexis®

Canceling this process may require additional information to be provided in order to supply sufficent proof of
identity under Title 40 CFR § 3.2000(b)(S)(wil).

e

Lexishexis® Privacy Policy

@ LexisNexis' | verification for £pA
— pm e

after CDPHE'’s authorization can the
RO be able to certify and submit an
application or compliance reports
using the “PIN” assigned by the CEOS.

[Ev—

" LexisNexis* | verification for EPA

Thank you for Completing the Lexshens verfication process on behalf of the U.S. Environmental Protection AQency
Please Rk the "OK" uton Delow or Choss U window 10 CONDAMUR WIth the FOgILIAtON proCess

erngolTech
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Step 6: The user will receive
an e-mail notifying them of TR R N T TE
their account creation with S e s A :
their login name and 3
randomly generated
password. After receiving the
login/password information,

CREATE ACCOUNT

Congratabions! Your account has been created successhully. Please check your e-mal for your temporany password. To have your account fully RancSional, please folilow the
procedure below

1. I you have registered as a Responsible Oficial and compleled the identity proofing sing the E-Vertty, the System will send you a login credential 10 your emall address. Please use
the credential 10 login the Systern 10 begn

Cokoeado Department of Public Health and Enviroament

Emvironmental Technology Onvision

300 Chesry Creek Drive South
Denver, CO 80245
th e user can now uset h IS 2. I you have registered a3 3 Proparer, the System will send you  login Credential 10 your emadl addeess. Please inform the Responaitie Oficial from the Entity of your interest to 3dd

you o the Entity's workgroup. After joining the workgroup, you could use the login credential 1o begin
information to log into CEOS
Public Portal. b

Doz air Bl St h

Your new soount has been onested
Your login raeme B bamith
TVour pativwdrd 0 MOGIpXG

L) et I, el £ B0 DO Il ASEun ™ - "Padiword § PINT 00 Culomile youl pliivedid mS 1oimsething
Pt wiilll by aadgr For you Do femepmEser,

. . . . . Public Login
Step 6a (for Responsible Official Only): At this point, the RO

can log into CEQOS using the password provided by CEOS to:

User name

a.Manage its account info and change password. Pasaword

b.Create and edit a permit application, but cannot i
certify or submit a permit application. il

(@) Need more help?

(@) Create a new account

Step 7 (Optional): If the user forgot their password, he/she T

f rgot your login user name or
can simply click on the ‘Forgot Password’ link on the main login password?
screen.

Release Date: April 29, 2016
Version: 4.0016.0429.24786

Step 7a (Optional): The user will need to enter a valid e-mail
address to prompt a security question before their password * Request Your Password Information
will be sent to them via e-mail. After the system validates the  Email Address:

account based on the email and security question response, |

the system will reset the user’s password and send the system

generated password to the user’s registered email address. [ Next |
Step 8: To make sure the user account is secured, when the Password / Securily Sefting

user first logs in, CEOS will inform the user that they will
have to change their password to a new password with the

. . . Password must have at least one uppercase letter, one lowercase letter and one digit number.
described criteria. * New Password: * Confirm New Password:

Change Password

Step 8 (for Responsible Official Only): In the future, if the m""f oo
RO wants to associate more facilities to its account, he needs | —** —
to: o
* New Pin: * Confirm New Pin:
a.Go to “My Account” tab, “Basic Information” sub- S -
tab in CEOS.
Ea

b.Click “Associate Facilities”

c.Facility Select Window will pop up: procedure is
the same as step 4 to 7.

ergolTech Page 7 of 25
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d.The RO’s “certify & submit” right to newly associated facilities can only be turned on by CDPHE after

CDPHE receives and validates the RO’s ink signature.

2.3 Managing Account Settings

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

edit the user account information is important because CEOS contains several functions that rely on the

information that was entered in the fields. For example, CEOS 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 CEOS. 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 clicking on

My Dashboard

COLORADO
Treguirtrvait of Prablis
Healin b Trevaonmarg

‘My Account’.

In the “My Account” module, the user can select from the following options:

1) In ‘Basic Information’, the user can change their name and contact information. £ < Basic Information
This section provides tabs along the top so that the user can also change

his/her address information.

2) The ‘Password’ and ‘Security Questions’ options allow the user to edit/change
their password or security questions, which prevents unauthorized access to
their account and prevents unauthorized users to submit applications.

3) The ‘Manage Consultants and Preparers’ section allows the user to manage

his/her consultants/preparers.

Profile Management

”

Password

Hi

y Manage account information

Manage your password

Security Questions
Change security
questicns/answers

2.3.1 Manage Account General Information

This section details how the user can manage
their acccount information. In ‘Basic
Information’, the user will be able to see three
tabs: ‘General Information’, ‘Address
Information’, and ‘Attachments’.

In the ‘General Information’ tab, the user can
specify a different contact information.

In the ‘Address Information’ tab, the user is
able to change the mailing address, billing
address, property location and block/lot.

@ Manage Consultants and
[ o Preparers
General Information | Address Information | Associate Faciliies | Attachment
o verity and update your basic user information below as needed.
* Denotes a required field
General Information
* First Name: ML * Last Name:
Debi Kirkland
Company: Job Title:
Primary Phone Number (655-555-65656): Extension: Mobile Phone Number (655-555-6656): Mobile Provider:
7328391688 v
[ po you want to receive SMS messages through a mobile phone?
Fax Number (555-565-6656):  * Email:
julia xiao enfotech@gmail com
Save Profile Info

erngolTech
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In th e ’Associate Fa Ci | Ity' ta b, General Information | Address Information | Associate Faciites | Atachment
the user can manage — &
* Account type: 7 5

associated facility list. By
clicking ‘Associate Facility’
button, the user can add 5 = = B P hction
system existing facility to the e
list using information of
facility name, facility identifier
or address. If the user passed
the E-verify process when S——
registered, the status of | 840533 Coney's Truck Wash Tires | (4] 15101 E Alameda Phny . Awora , GO 80012 | Gonstracén Stormuster Parmit Panding | You srathe oy RO for i facity 3nd submitaltype.
added facility will be active e N

automatically. While if the
user did not verify him/herself through E-verify, the status will be pending and actions needed from the Agency
side. By clicking the red cross on the left, the user can delete any pending associated facility on this list. The user is
also able to create new facility using the blue button.

Assogiated Facility List

onsible Official for the following faciities

04th Ave . Westmins APEN - Condensate Storage Tanks Active | You are the only RO for this faciity and submittal type.

Tad's Quick Lube Inc. [ 252 W. 104th Ave . Westminster . Ci APEN - Reciprocating Infemal Combustion Engines Active | You are the only RO for this faciity and submittsl type.

Tad's Quick Lube Inc. [ 6252 W. 104th Ave . Westminster . CO & Canstrucion Dewatering or Ground Remediation Permit | Aciive | You are the only RO for this facility and submittal type.

RO already exisis for this favilty and submitial type
Click here to replace existing RO

Tad's Quick Lube Inc L) 6252 W. 104th Ave , Westminster . GO $0020 | Construchion Stormuater Permit Active

840533 | Coney's Truck Wash Tires | 4] 15101 E Alameda Plwy . Aurora , CO 80012 | APEN - Condensate Storage Tanks Pending | You are the only RO for this facility and submittal type.

840533 | Goney's Truok Wash Tires | [{f] 15101 E. Alameda Pley . Aurora , GO 80012 | APEN - Reciprocaiing Infernal Combustion Engines | Pending | You are the only RO for and submital type.

XX (X X X X X

840533 | Goney's Truok Wash Tires | (] 15101 E Alameda Phvy . Aurora , GO 80012 | Gonstruction Dewatering or Ground Remediaon Permit | Pending | You are the only RO for thi

I you are registered as a RO, you are required to sign and mail a hard-sapy Subscriber Agreement to CDPHE

If an associated facility already has a

RO, the public user is able to

rEPIace EXiSting RO. By CliCk on the * Please selecta RO to be replaced: () Debi Kirkland

blue text ‘Click here to replace | OSUEWANG
. . . OWa acb2

existing RO’, a pop-up window will '

show up and the public user can

select an existing RO and type in
his/her email to replace him/her.

RO Replacement

| * Existing RO's Email:

The ‘Attachment’ tab will allow users to upload documents for identity proofing; such as the ‘Subscriber
Agreement’ or other documents that they would like the agency to be able to view. This can range from the
‘Subscriber Agreement’ to ‘Testing Data’.

2.3.2 Protect Account Security

CEOS provides three layers of protection over the user’s account:

Security Questions

password, PIN, and Security Question. The Password is the (Wit s the frs and middie name ofyour oidestsbing?
credential the user uses for login; whereas, PIN and security .;w‘ez

questions are the credential for certification and submission, [Whatis your birthday? v
which serves as an electronic signature of the Responsible Official. ij3

The ‘Password’ and ‘Security Questions’ options allow the user to L“:::E‘:“““m“““9"”f’F"‘a'W“e'””“WE"* born? v
prevent unauthorized access to their account. The ‘Security o

[What is your best friend's last name? v

Questions’ and ‘PIN’ prevent unauthorized users to submit
applications.

Answer:

Question 5:
\whal is the last name of your favorite teacher? V|

Answer:

Reason to Reset Security Questions

Reason:
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By clicking ‘Password’, the user can go

My Password Information | My PIN Information

to the ‘My Password Information’ tab to R
c h an ge t h el r p asswo rd by e nte ri n g t h e| r ;;:vzurzeynm password, enter old password then new password. New passuord must be re-typad and matched the new password to proceed. Click the *Save Password” button to update the changed
o Id password an d th ene nte r| ng th ei r New password will be emailed to the account's email address. Password is case sensitive:

* Denotes a required field

new password.

Change Password

Password must st one uppercase lefter, one lowercase letter and one digit number, If you don't need to chang:

Old Password:

The second security layer CEOS has is
the PIN number. By clicking on the ‘My
PIN information’ tab, the user will be
able to request a PIN number and then
change it in the future. The PIN number
will be required to submit an application.

New Password: Confirm New Password:

Once a PIN number is requested, the user will receive an e-mail of a new PIN. The user will need to click ‘Save PIN’
to make sure the changes have been stored. As a part of security measurements, CEOS requires the Certifier to
answer a security question challenge correctly before it will accept each online submittal. If the user is creating a
RO account, they will also need to setup a pool of security Q/A so that CEOS can use their answers to authenticate
their identity during the submission certification process. Clicking on the ‘Security Question’ tab, the user can
change their security question(s) and response(s). The security questions will be needed when retrieving a lost
password and when submitting an application.

Diear Bill Smith:

This & the notification regarding your recenthy reset PIN in the ePermit System,
Your new PIN is: wPGLCYCE

Lipon lagin, you can go to "My Account” -> "Password f PIN" to customize your PIN into something that
will be easier for you to remember,

2.3.3 Manage Consultants and Preparers

A RO user could manage Consuttants List

a list of associates 1 8 of 6 item(=)
I — L —— T
(CO nsu Ita nts or p re pa re rs) ‘ X @ cay Davis Tad's Quick Lube Inc. | Prepare Only ~ APEM - Condensate Storage Tanks 04/28/2016 04/27/2017 Active
to hel p the RO prepare ‘ X #H Gy Davis Tad's Quick Lube Inc. ~ Prepare Only  APEM - Recipracating Intemal Combustion Engines 04/28/2016 04/27/2017 Active |
d ra ft app | ic atio ns Th i S ‘ X @ cay Davis Tad's Quick Lube Inc. ~ Prepare Only  Construction Dewatering or Ground Remediation Permit | 04/28/2016 04/27/2017 Active
. . . Z Gy Davis Tad's Quick Lube Inc.  Prepare Only  CAP-PartA 04/28/2016 04272017 Active |
option is useful in Bl
. . ‘ ® @ shamnon Ridley Tad's Quick Lube Inc. | Prepare Only ~ APEM - Condensate Storage Tanks 05/13/2016 Active
situations where an RO - .
¥ @ shennon Ridley 05/17/2016

manages multiple
facilities and requires Ada User
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 CEOS and only viewable by the RO.
This section describes how an RO will associate and dissociate a preparer for his/her facility. By clicking the
‘Manage Consultants and Preparers’ section, a user can see a grid 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
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type, as well as the effective dates of this association. If the user wants to dissociate the user, they can simply click

on the % icon to remove them. By clicking on the @ icon, the user can pull a detailed view of the associates
setting.

To add a new preparer, the system first prompts for the preparer’s e-mail, which means the preparer is required to
have an account in CEOS first. Next, CEOS asks for the effective date and expiration date of this association, if any.

Consultant intormation

As a third step, the user needs to * Effecive Date _ Expiraion Date
' . . , 04/2812016 0472712017
Add Authorizations’ to the preparer.
‘Authorized Submittal Types’ which 3
defines the facility(s) and the ized Submitial Types
submittal type(s) the preparer is 1_s ot 4 temis)
allowed to prepare, as well as the F-mm

. ) x APEN - Condensate Storage Tanks Tad's Quick Lube Inc. ~ Prepare Only  Active |
permISSIOn access’ Once the ‘ x APEN - Reciprocating Internal Combustion Engines Tads Quick Lube Inc. ~ Prepare Only  Active |
association is completed, the | % et Tads Qi ibe . Prepore Ony | Acie |
preparer can |Og in and begin ‘ ¥ Construction Dewatering or Ground Remediation Permit ~ Tad's Quick Lube Inc.  Prepare Only ~ Active |
working on applications. Add Authorizations  Print Delegate Agent Subscriber Agreement @)

3 Home Page (the “Dashboard”)

The home page of CEOS is also called the ‘Dashboard’, which gives the user visibility of key features that CEOS has
to offer. 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.

My Dashboard Submittal My Account Hello, Debi & Help #% Logout
coming Submittal Obligations
rt a New Submittal
Apply New Application (&) You don't have Upcoming Submittal Obligation.
b4
Submit Non-Permit Report If you need to create new application/Submittal/Complaint, please select Apply New Application, Submit Non-Permit Report, or Submit a Complaint

button on top left of the screen.

View All Pending Submittals |§ View all Historical Submittals

ormitsl Licenses

18 Recent Email(s} for submitted Sl
e | owemmb | Gmaele | Citialbats |
Sl Issuance Info. Critical Dates

zssage Center

submittals s 2016-585 -
@ 0 payment due submittals | ™ Debi Kirkland e ! [E] tssued on 0s/17/2016
Tad's Quick Lube Inc. | = . Stage: Final Permit , Status: Issued
® 23 amend | revised submittals m L 6252 W. 104th Ave, Westminster, 0020 »o- . sac _ Construction Dewatering or Ground E7) Effective on 05/27/2016
Remediation Permit
— =
M Permit 2 e Ok Lube ) Debi Kirkland P2016-490 - ] tssued on 0sfo1/2016
ke ick Lube Inc. = . i .
m s Quick Lube Inc. L} 6252 W. 104th Ave, Westminster, 80020 Stage: Final Permit , Status: Issued |E7] Effective on 05/01/2016
App#: 490 - Construction Stormwater Permit
|

The ‘Start a New Application’ allows the user to start a new application from the dashboard. It will only
display four types of submittals that the user can submit from CEOS.
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@ The ‘Upcoming Submittal Obligations’ is specifically prepared for site to submit obligation report. Under
monitoring period, the site can see all obligation reports under this section. When the date passes the report start
date, the “Edit” button will be enabled.

The ‘Message Center’ provides information that requires the user’s attention. Information includes link to
any communication done via CEOS. This provides a shortcut for the user to see e-mails or correspondence
messages that were sent to them.

Under the section of ‘Permit/Licenses’, the user can view all permit/licenses/issuance that have been
issued to the user. Information of 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 link of
submission name.

4 Application Submission and Management

Once an account is established, the user could begin online submittals. Currently CEOS provides the ability to
submit an APEN and Revolving Fund submittals. This Section provides generic features applicable to all online
submittals.

4.1 Overview of Application Submission Process

To better understand how to use CEOS, 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 CEOS are listed in the following table.

CIMPLE - Paper Submission Process
W —
= I
.
: D*E.i;;w mn_u &?m"?:é?;n» 1 :’z:w‘:“:;: %&:’E _l :::‘:: e (Suhns’w::\.ip:oun)
@ e e l —I J
g R
| D e P s T
Display successful Backend Task wil be
b submission receptpage | | | tiggered to save o
s & emad e recoipt 10 the mu%m::n
o
| I,

Step | Name Highlights of System Functions & Description

#

1. Select a submittal type | Based on the selection of submittal category, department (Air/Land/Water),
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:
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Step | Name Highlights of System Functions & Description

#

e For RO: the facilities identified on the Electronic Signature Agreement and
approved by CDPHE;

e 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

e Goto ‘My Account’ = ‘Manage Account Type’ = To associate new facility

e If he/she cannot find the facility from the search, he/she needs to contact
CDPHE.

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

4, Insert attachment(s) CEOS 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, CEOS will present a tree view summary of the data

completeness check validation result of each section with a hyperlink to the corresponding section
to ease the correction process.

6. 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

submission can be submitted. Currently, only ‘Responsible Official’ can submit
submittals. The user can refer to section 2.3.2 for more information on how to
receive a PIN or reset security question.

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

e Unique Submission ID

e Date and Time of submission

e [P address from which submission was made

e Name, Address, and contact information of RO

e  Facility Name and (if applicable) Permit Number of submission

e Indication of (and details for) any attachments provided along with the
submission

CEOS will also send a confirmation email to the user with similar information as

the receipt.

4.2 Applying and Submitting submissions

Currently, the CEOS system allows submittals:

Water Quality Control Division

ensForTech
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o

o

Construction Stormwater Permit

Construction Dewatering or Ground Water Remediation Permit

e Air Pollution Control Division

o

o

APEN - Condensate Storage Tanks

APEN - Reciprocating Internal Combustion Engines

e Grant and Loan Unit

o

o O O O

o

o O O O

Drinking Water Revolving Fund - Eligibility Survey
Drinking Water Revolving Fund - Pre-Qualification
Drinking Water Revolving Fund - Project Needs Assessment
Drinking Water Revolving Fund - Loan Application

Drinking Water Revolving Fund/ Water Pollution Control Revolving Fund - Construction Change
Orders

Drinking Water Revolving Fund/ Water Pollution Control Revolving Fund - Construction Pay
Request

Drinking Water Revolving Fund/ Water Pollution Control Revolving Fund - Contracting
Documents

Drinking Water Revolving Fund/ Water Pollution Control Revolving Fund - Public Meeting
Documents

Drinking Water Revolving Fund/ Water Pollution Control Revolving Fund - Pre-Bid Documents

Drinking Water Revolving Fund/ Water Pollution Control Revolving Fund - Final Closeout
Documents

Water Pollution Control Revolving Fund - Eligibility Survey
Water Pollution Control Revolving Fund - Pre-Qualification
Water Pollution Control Revolving Fund - Project Needs Assessment

Water Pollution Control Revolving Fund - Loan Application

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 CEOS system, different submittal type
may have slight variations. To view the guide in completing these applications, please refer to appendix 6.

42.1 Select aSubmittal

The submittal type list is

determined by the user’s Keyword: (example: construction, air, water, and land... efc.)
aCC.O.Unt type, Responsible Category: Permit/License V| Department: (All) [V] Program: (All) [Vv] submittal Type: (Al
official for APCD allows m

user to access APEN
submittals, Responsible

official for State Revolving Water Quality Department Submittal Type List
Fund allows user to State

Revolving Fund application.

Total 2 items

Construction Dewatering or Construction Stormwater

erngolTech
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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
Financing Applications for Trust Fund Reimbursement Request
Other Any other type of submittals to be implemented into CEOS

To quickly find desired submittal type, the user can also filter by
e Department
e  Program (Environmental Interest)

e Submittal Types

4.2.2 Start a Submittal

By clicking “ m” of selected submittal’s icon, the user can start to fill the
online form.

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

. . icon allows user to add selected submittal to “My Favorite
Submittals”. After marked, the user can go “My Favorite Submittals”
to quickly access this type of submittal

Construction Dewatering or

- Ground Remediation Permit
. — icon allows user to open an blank form in pdf version. The user

can print our the form and submit it in paper.
. "‘ Some submittals have this icon, which allow user to download
the specific instruction on how to prepare and submit this submittal.

4.2.3 Online Form Data Entry

“*" on online form indicates the field is required. The user needs to at least fill in all required fields to continue to
next page.

<¢| Application > Wizard Panel > Construction Stormwater Permit
Wizard Panel r o L

CONSTRUCTION STORMWATER PERMIT (SUBMITTAL ID: 674)
Data Eniry

Tofill in 3l Data Entry Forms Please fill out the form below.

24 Construction Stormwater

Permit
PERMIT INFORMATION
* Reason for Application
= (O NEW CERT () RENEW CERT () MODIFICATION () TRANSFER (O CHANGE OF CONTACT () TERMINATION
e Validation Existing Cert #
= To validate all required data
and documentations A. PERMITTED PROJECT/FACILITY INFORMATION
Submission

* Facility/Property: Original 1D:

2

To submit
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4.2.4 Upload Attachment ATTACHMENT (SUBMISSION ID: 40850)

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

Along with the online form, some
submittals may require certain

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

attachment to be submitted Attachment
together.
. . £ Standard Operating Procedures (SOP) (Reguired A online C Mail ()
If select to submit online, the user .4 @I @) @I
can upload file using e aiaall b tton. €9 Notary of Certification (Requircd) O Online O Mail () Other
If select to SU-bmit th.rough -ma”p l{' Agent Verification of Information (Required) () Online () Mail () Other
the system will provide mail-to
address &p Training 0 eI e (Rt O Online O Mail O Other O NIA
If selected other, the user will have p otner supporting Documents (Optionsl) O Online ) Mail O Other () N/A

to fill in reason/explanation to

continue. . B B

Only optional attachments can be
selected N/A

4,25 Online form validation

CEOS will automatically validate the online
form. Only after all pages’ required fields
have been filled and all required
attachments have been submitted, can the
user submit this submittal.

4.2.6 Submitasubmission

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

_;4] 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

[Eit ) Provious Jf Next |

Click on the check box below Cerification of Submission if you agres with the tarms of use described herein and then click on the SUBMIT bution 2t the bottom of this page to complete your application.

The user will be e b

required to certify SUBMIT APPLICATION (APPLICATION ID: 2075)
the statement and Certifonion of Submiseion

entry correct answer Py

for security questions s

as well as pin number o mmmm——

to certify/submit the Qs sy iy

submittal. o

Security Precautions

[ # 1 hereby certify that| am the owner. or authorized agent of the owner. of the described property. Further, | consent fo the wark to be done as described

To pravent your information fram being used

Disclaimer

g
Authorize NET's PCI compliant processes. Onoa We provide you with 3 password, you are maintaining Plaase note that access to these links, ITespective of the issuance of the User ID and

Password. may be terminated by our discretion at any time.

we maintzin stringent COPS's

a5 well 35 physical and administrative protection. In addition, the security safeguards are also powersd by VeriSign's Certficates and
of

The CDPS systam, its agencies, officers, or employees would ddicate their bests to protect your confidential information. However personally identifiable information privacy is a new and evolving area, and despite dedicated efforts, some mistakes

result. The

St ) Previous | st f cerery |

P to any external sites at their own risk. CO DPHE and CDPS system development company specifically disclaim any and all iability from damages which may result from the accessing the web
site, or from refiance Upon any such information

erngolTech
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Signer List
If more than one co-signers are required in a submittal, the public S it
user is able to assign co-signers on the signer list. The assigned co-
. . . 123123
signers will then be able to see the submittal on the dashboard and | Qasabco
. . . . [ awef awef
will be able to certify the submittal and notify the RO who prepared [ awefwas wasfas
. P . ey [] Danwen Sun
the submittal to submit it. After all co-signers have certified the [ Debi Kirkland
submittal, the RO who prepared the submittal will be able to submit it. D Mg Smin
[JSUE WANG
[JSUE WANG
[ Sylvia test
[J TAWERA WERW
[Jtest 32
[test1 tesi2
[]test1 test23
[ tester Demo
[tester 1234
[ Tester wQCD
[Jwaacpz2
E=ER
4.3 Tracking Submitted Applications
The ability to track
Submitted Submittal 1D: Submittal Status: (All) ﬂ Submitted Date: ~
applications allows Category: Permit/License[ | Department:| (All) [w] Program: (All) [v] submittal Type:
the user to (Al v

effectively manage
submissions. Users

Facility Name: Permit No. :

Site Address:

can track the
Request for: w ml
applications they ! _ ; _J _

have submitted by
navigating to the ‘Manage Submitted Case menu bar under “Submittal” tab. In this section the user is able to
search applications using the search toolbar on top to filter their selection.

The user can also filter out submissions Submittal Attachment Work Activities Issuance Correspondence Email History

that they have withdrawn, amended, or

. . Click the form link under "Application Formi(s) Detail” to view the submitted Application Form.
terminated for those that require

additional attention. CEOS provides an Application Basic Information
advanced search option, giving the user
more search parameters to use. Submittal ID: 560
CEOS provides the following features for App Name: TSR ST e
the user to keep track of their submission: Submitted Date: 6/14/2016 11:58:17 AM
m . e . Submitied by: Debi Kirkland
e  Ability to review submission detail 1368 How Ln
Denver CO 12345
e Track CDPHE work status 7328391688
rega rding the submission julia.xiao.enfotech@gmail.com

L Review Status:  Admin Review - Submittal Type Determination, due on 06/19/2016
e Viewing issuances related to the

submission
Application Form(s) Detail
e  Communicating with the CDPHE
regarding the submission [Zf Online APEN - Reciprocating Internal Combustion Engines
e E-mail tracking of notifications Application Withdrawal

sent by the CDPHE

* Reason for Withdrawal:

)

erngolTech
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4.3.1 Review Submission Copy-of-Record

A public user may have several submissions for their facility(s) so it is important for them to be able to have a tool
to review their submissions. By clicking on the ‘View’ tab from the grid view in ‘Track Submitted Applications’, the
user will be brought to the screen below. The user can see the review status on this page and the most current

review task. The user can also view his submission by clicking the “=== jcon.

The ‘Track Submitted Application’ tabs can be broken down into the following:

a. Submittal: user can view information related to the submission and status - CEOS displays: Submission ID,
Application Type, Submission Date, Submitter details (Name, Address, Phone and Email), Most Recent
Application Status, Application Status History with Comments and Most Recent Application Form.

b. Attachments: displays any attachments that have been uploaded to CEOS during submission process; if
attachments were uploaded during submission process, the applicant can upload additional sets of
attachments in this page.

c.  Work Activities: display the review process for this application

d. Issuance: displays all permits that have been issued for the submission in question.

e. Correspondence: allows applicant to initiate correspondence with agency users, but is visible to third-
party users as well.

f.  Email History: displays a list of emails that have been manually sent by agency users, and are not system-
automated.

If the user needed to copy his/her submission because of the similarities of a new submission, the ‘Copy
Application’ function will create a new application and transpose all the data that was filled in on the previous
application

4.3.2 Tracking Submission Status — Work Activities

The current work activities can be seen by
the user by clicking on the ‘Work Activities’ R (Al [v]

tab. This will show each task’s complete Work Activity List

date and status. This allows the public user + 3ot et

to keep track of the submission review

process progress so that if a WOI’k taSk was ‘ Submittal Type Determination ~ Scheduled - Submittal Type Determination and Completeness Review
. ‘ Completeness Review NfA - Submittal Type Determination and Completeness Review
overdue, that the applicant can address the | Fee Deermination WA ; e Determanation

reason why.

4.3.3 Tracking Issuances from CDPHE
The user can also keep track of documents that

have been issued so that he/she can see if any
additional steps still need to be taken. In some
cases, the CDPHE will issue multiple draft L
permits that will be displayed in this section so B febonioing
that the applicant may see which draft permit

Beon Submttal
@ Back 1o Search

T=| Start a New Submittal

L‘ Aoty hew subma L

e | Emad History

should be used in moving on to the final permit. [ [ e swmmocee | isummce ocumen

In issuance, the user will show the permit type, [ oo i
permit number, and the type of permit issued. IERELERD.

The user can also view the document by clicking | g s

[=7™) Link Paper Submissions

Ll une
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==
onthe = icon. Please make sure that a PDF viewer is installed prior to viewing the document.

4.3.4 Tracking Correspondences with CDPHE

CEOS provides an additional feature for allowing the applicant to notify the CDPHE. Being able to contact the
CDPHE is necessary to resolve any issues that require attention and effectively lessen the time needed to resolve
any issues. The user can access this section if there is any new correspondence through the message center. The
correspondence tab within the submission will only display correspondence regarding the selected submission.

Submittal Attachment Work Activities Issuance Correspondence Email History

You may communicate with Staff without using email by reading their comments and/or by selecting "Mew™ below, typing a subject and comment and dicking "Create™. When you cpen an existing comment, you can
continue a conversation on that subject by typing a new message in the text box within the window that pops up and clicking “submit”

Discussion

The following comments have been submitted to this application.

u'| No comrespondence found
&/

Correspondence Tab

By clicking on the IJ icon, the user can open the correspondence history so that the applicant.

The correspondence history will contain time stamps of the conversations, the time the correspondence was
created, and the subject.

If no correspondence exists, the user can select the new button to start a new correspondence.

4.3.5 Tracking Emails Sent by CEOS
CEOS maintains a history of all
emails pertaining to each

submittal. This provides an easy Submittal Review Email History
method of record keeping of
CEOS system and the details of sent Date

[Demo] COPHE Online Application Received = GovOnline System 05012016

Submittal Attachment Work Activities Issuance Correspondence Email History

the e-mail. Only e-mails generated ‘
by CEOS are stored in this section.
This may prove to be useful in
situations where the applicant did not receive an e-mail due to various reasons but can use this tool to check on e-
mails regarding their submission.

By clicking on the v icon, the user can see the message that was contained in the e-mail sent by the system.

4.4 Request for Application Withdrawal

In some cases, an applicant will want to Application Withdrawal
withdraw his submission. CEOS currently
only allows the user to request for a * Reason for Withdrawal: =

withdrawal. The request for withdrawal
option is located in the ‘Track Submitted

Application = Application tab. This allows
the user to request a withdrawal of their

current submission. By doing so, the

ergolTech Page 19 of 25





SE CDPHE
% CEOQOS — User Guide for the Regulated Community

CDPHE will make a decision of whether or not to approve or deny the request. If the withdrawal was approved, the
status will mark the submission as withdrawn and no further action can be taken.

4.5 Request for Application Revision

An applicant might notice an error in their Application Revision
submission and would like to revise their
submissions. In such cases, the applicant * Reason for Revision: =
would need to request for revision in
order to notify the CDPHE first. The
request for revision option is located in
the ‘Track Submitted Application =
Application tab. This allows the user to
request a revision of their current submission. By doing so, the CDPHE will make a decision of whether or not to
approve or deny the request.

If the submission is approved for revision, a new application will be created with the status set as ‘Revision’. This
will let the user revise their past submission and the old submission will be marked as ‘Revised Archived’. No
further action can be taken on the old submission.

5 Permit and Issuance Management
The permit and issuance management module offers the Applicant the following features:

=  Track CDPHE review status for their permit submissions
=  Manage permits issued by CDPHE
=  Renew/Amend/Update/Transfer existing permits

= Submit permit termination request

Upon login into the CEOS, the System will present a list of active permits associated with the facilities which the
user is associated with. At this time, CEOS will provide air and water permits and the list will grow as the System
integrates with additional CDPHE data systems in the future. If the user applies a permit via CEOS, the permit
record will contain submission data and final permit. Otherwise, the permit record will contain permit meta data
only (no submission data). CEOS allows the user to amend, renew, and terminate their issuances. When renewing
or amending a permit, please follow the CEOS screen Wizard to complete required forms and submit them for
CDPHE’s review.

The following sections will provide more details on how to manage issuances. The ‘Manage Permit/Certification’
module under ‘Submittal’ allows the user to view all issuance associated to the facility that they are associated
with. Similar to the ‘Issuance’ feature in the ‘Track Submitted Application’, the user can view the permit by clicking

L _J
the ~ icon. The user can filter the permits by the tool bar above the grid view and filter by ‘Application I1D’,
‘Permit Number’, ‘Permit
Stage', ’Site Add reSS’, To search for desired “Issued Permits” by selecting from a variety of search aiteria which indude pemiit name, type, status, faciity names, andyor pemit issuance date range. Your search resuts will appear on the

list shown below.

and/or ‘Facility Name’. The
user can click on the
submission hyperlink in
‘Issuance Info’ to navigate

Submittal ID: Permit No.: Permit Stage: [v] site Address: Facility Name:

m { £ Advanced Search)

Search Result

1-8 of Bitemis)

to the application s I I BT S
SmeiSSiOn to VieW the B ade ouick Lube 1 P0LG58S - [E] Issued on 05/17/2016 ) Debi Kirkiand
details if th i [ncton [l < Quick Lube Inc. | Soge: Final Permit, Stats: Tssued . . [ Effective on 05/27/2016  [[{] 6252 W. 104th Ave, Westminster, 80020
etails i e permit is App#: 585 - C or Groun Permit
T B [E] Tssued on 05/01/2016 ) Debi Kirkiand

- Tads Quick Lube Tnc. . — .
m ® S G B B ] 7] Effective on 05/01/2016 [ {} 6252 W. 104th Ave, Westminster, 50020 -

P FroTec h App#: 490 - CAP-Part A b






EE CDPHE
% CEOQOS — User Guide for the Regulated Community

associated to a CEOS submission.

5.1 Amend/Modify/Update Permit

Since facilities can often times change in the way they operate,
their existing permit will need to be amended to remain in
compliance. User can amend a permit anytime when the permit
is effective. The process of amending a permit is as follows:

Request Action on Permit

Reason for Application:

() Amend/Modify
() Terminate
ransfer

() Change Contact

1. Search and select a permit that needs to be amended.
2. Select “Amend/Modify” and click on “OK”.

Application > Wizard Panel > Application
Form List Agency Comments

3. The page will be
directed to a new
application form

APFPLICATION FORM LIST (SUBMISSION ID: 770)
If you know what Form(s) you need for your application, please select them from the list below.

If you DO NOT know what form(s) you need for your application, please just dick on “Next™ button to continue

based on the perm |t - Agency staff will determine what forms need to be filled out based on your initital request.
type' All Applicable Forms List
v B ign D ing or Ground R jation Permit - Form View Construction Dewatering and Remediation Permit

4. If submission history doesn’t exist in CEOS, the application form will not have any previous submission data
pre-populated. But CEOS will pre-populate the facility data into the application form.

If submission history exists in CEOS, the application form will have all previous submission data pre-populated.

Applicant is able to revise the data in the application form. Details on how to fill out an online application form
are in Section 4.2.

CONSTRUCTION DEWATERING OR GROUND REMEDIATION PERMIT (SUBMITTAL ID: 770)

7. Applicant can save and exit the application form
any time before submission.

8. After the new application form passes CEOS
validation check, the application can be submitted.

scharging to Surlace Water (COG315000)

9. RO needs to go through the same submission
process as Section 4.2 to submit an
amendment/modification application.

10. RO can withdraw the amendment submission
before a permit revision is issued. For details,
please refer to Section 4.4.

2
~] 8020

11. The submission status of the amendment submission can be tracked the same way as described in Section
4.2.3.

5.2 Renew Permit

To remain in compliance, applicants will need to renew their permits prior to permit expiration date. If the permit
is near to expiration or expired, the user will see a ‘Renew’ button in addition to an ‘Amend’ button. The process of
renewing a permit is as follows:

1. Search and select a permit that needs to be renewed.
2. Select “Renew” and click on “OK”.

3. The page will be directed to a new application form based on the permit type.
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4. If submission history doesn’t exist in CEOS, the application form will not have any previous submission data
pre-populated, but CEOS will pre-populate the facility data into the application form.

If submission history exists in CEQOS, the application form will have all previous submission data pre-populated.

Applicant is able to revise the data in the application form. Details on how to fill out an online application form
are in Section 4.2.

Applicant can save and exit the application form any time before submission.
After the new application form passes CEOS validation check, the application can be submitted.
RO needs to go through the same submission process as Section 4.2 to submit an amendment application.

10. RO can withdraw the amendment submission before a permit revision is issued. For details, please refer to
Section 4.4.

11. The submission status of the amendment application can be tracked the same way as described in Section
4.2.3.

5.3 Terminate Permit

If a final permit has been issued by the CDPHE through a CEOS submission and the applicant decides that the
permit is no longer needed, the applicant can request for termination of the permit. This allows the user to
request to terminate of their current permit. By doing so, the CDPHE will make a decision of whether or not to
approve or deny the request. If the agency approves of the termination, the submission will then be terminated
and no longer be modified. The process of terminating a permit is as follows:

1. Search and select a permit that needs to be terminated.

2. Select “terminate” and click on “OK”.

3. The page will be directed to a new application form based on the permit type.

4

If submission history doesn’t exist in CEOS, the application form will not have any previous submission data
pre-populated, but CEOS will pre-populate the facility data into the application form.

b

If submission history exists in CEQS, the application form will have all previous submission data pre-populated.

Applicant is able to revise the data in the application form. Details on how to fill out an online application form
are in Section 4.2.

Applicant can save and exit the application form any time before submission.
After the new application form passes CEOS validation check, the application can be submitted.
RO needs to go through the same submission process as Section 4.2 to submit an amendment application.

10. RO can withdraw the termination submission before a permit revision is issued. For details, please refer to
Section 4.4.

11. The submission status of the termination application can be tracked the same way as described in Section
4.2.3.
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6 Appendix

6.7 RO Account Type and Associated Submittal Types

RO Account Type RO Account Type Submittal Type
Description
RO/Owner for Clean Water RO/Owner for Clean Water Construction Stormwater Permit

Construction Permits

Construction Permits

Construction Dewatering or Ground
Remediation Permit

RO/Owner for Air Emission
Permits

RO/Owner for Air Emission
Permits

APEN - Condensate Storage Tanks

APEN - Reciprocating Internal Combustion
Engines

RO/Owner for State Revolving
Fund

Responsible Official for State
Revolving Fund

DWREF - Eligibility Survey

DWRF - Pre-Qualification

DWREF - Loan Application

DWREF - Project Needs Assessment

DWRF/WPCRF - Construction Change Orders

DWRF/WPCRF - Construction Pay Request

DWRF/WPCRF - Contracting Documents

DWRF/WPCRF - Pre-Bid Documents

DWRF/WPCRF - Public Meeting Documents

DWRF/WPCRF - Final Closeout Documents

WPCREF - Eligibility Survey

WPCRF - Pre-Qualification

WPCRF - Loan Application

WPCRF - Project Needs Assessment

6.2 Submittal Status

Submittal Status

Status Description

Partial Submittal

System automatically updates submission to this status when user submits an
application with missing attachments. Application form is yet to be reviewed by

agency staff.

Complete Submittal

System automatically updates submission to this status when user submits an
application with all attachments; application form is yet to be reviewed by agency

staff.

Scheduled

The application has a task that has been scheduled but the work task has not been

completed.

Admin Review Start

The application is ready for the agency to start the review process.

erngolTech
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Submittal Status

Status Description

Admin Review Completed

All attachments have been submitted, fee has been paid in full, and application form
is complete; Submission ID remains the same when status is updated.

Tech Review Start

The application is ready for the agency to start the technical review process

Tech Review Completed

The application has been technical reviewed.

Public Comment Period
Open

The public notice stage has begun.

Public Comment Period
Closed

The public notice stage is complete.

Approved

Application has been approved and permit can be issued to the user/facility.

Permit Issued

The permit has been issued to the applicant.

Withdraw

Application has been withdrawn by the Applicant; Submission ID remains the same
when status is updated, but submission is closed and no further work can be
performed on the submission.

Terminated

The application was requested and approved for termination. The application can no
longer be altered and all work flow is halted.

Modification

The application was requested for modification/update.

Revised Archived

The application was requested and approved for revision/modification. The
application can no longer be altered and all work flow is halted. A new application
was created with the data from the revised application.

Denied

Permit has been denied due to various reasons; Submission ID remains the same
when status is updated.

Closed

All material has not been submitted for agency user to issue a permit; application
was previously in Incomplete status for a significant amount of time (manual
determination by agency user); Submission ID remains the same when status is
updated.

On Hold

Application is placed on hold due to various reasons (applicant cannot be reached,
site cannot be accessed, etc.); time clock to process a submission stops and is
resumed once application is taken off this status to another status (i.e. technical
review complete).

Rejected

Application has been rejected for a permit (either because permit is not needed or
work has already been completed); with this status, application has reached a
terminal status and no further work can be performed against the same submission
record; Submission ID remains the same when status is updated as such;
applicant/agency user must make a new submission to request for a permit.

Renewal

When a new application is created for permit renewal, system automatically updates
the new application to this status.

Renewal Archived

System automatically updates the original application to this status when a new
application is created for permit renewal.

6.3 Permit Status

Issuance Status

Status Description

Issued

Permit has been issued.

erngolTech
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Issuance Status Status Description
Permit has expired; this occurs when the applicant fails to renew the permit before
Expired the permit expiration date; no further action can be performed against the
submission.
Termination Permit has terminated and is no longer valid.
Extension The permit was given an extension and given a new expiration date.
Interim Any inspection/site visit proceeding final inspection
Inspection conducted; agency awaiting submittal of closeout documents from entity
Incomplete or consultant
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