Kentucky Energy and Environment Cabinet
Department for Environmental Protection
Division for Air Quality

Instructions for Submitting an eForm

The eForms website is the Energy and Environment Cabinet's (EEC’s) electronic forms
website. eForms enables both DEP and DNR to utilize web-based technology and provide
an online means to submit forms that had previously been paper-based. E-Forms are
designed to make the permitting and compliance process business-friendly for industry and
citizens within the state who are required to submit paper forms to the Cabinet. The use of
eForms will reduce the time and cost associated with the review process by using eForms
to highlight deficiencies for users and eliminating the paper-based Notice of Deficiency
process. The eForm application can provide instant feedback, including notes, and highlight
areas that need to be addressed. If you encounter technical issues while submitting your
eForm(s) you can contact the KOG Help desk at 502-564-0104 Ext 2 or DEPAssist@ky.gov

*New Users- In order for this portal to be utilized, an account must first be set up in the
Kentucky Online Gateway (KOG). This site has replaced the KY One Stop portal.
Account registration is located at https://kog.chfs.ky.gov/public/requestaccount/. Once the
link is selected, the following screen will appear.

b Fv0 BN exinting Keotucky Onling Cazeway (KOC) Account, pleave click lere Lo
click on the Cancel ot nat tor §0G anta your account
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*Existing Users- If you already had a One Stop account, your username and password
has been migrated to KOG and can be used to access your account.

Once you have completed you registration you will be ready to log into KOG.

Below is the Login page for the Kentucky Online Gateway.

M
M‘fy;(!nlu:kygav FAQ ‘ Help ‘ @ english[§

(]
Attention KY Business One Stop Users:

As of May 31, 2019, The applications that'you previously accessed through One Stop have now been transitioned to the Kentucky Online Gateway. To login, use the email address
associated to your One Stop Account and the same password. If you have questions about the transition and which applications are impacted, please Click Here to Learn More

WARNING

& Citizen (or) Business Partner Sign In

This website is the property of the Commonwealth of
Kentucky_ This is to notify you that you are only authorized to
use this site, or any information accessed through this site, for
its intended purpose. Unauthorized access or disclosure of
personal and confidential information may be punishable by
L Email Address fines under state and federal law. Unautharized access to this

~ . website or access in excess of your authorization may also be
Epter Emal Address criminally punishable. The Commonwealth of Kentucky follows
applicable federal and state guidelines to protect the
information from misuse or unauthorized access.

Sign in with your Kentucky Online Gateway Account.

® Password Forgot/Reset Password?

Enter Password

sign In Don't already have a Kentucky Online Gateway Citizen Account?

Resend Account Verification Email
Create An Account

Click here to select user account type

Once logged in, the following dashboard will appear. At this point you may either
1. Scroll down to the EEC eForms application.

MyKentucky.gov Welcome L ‘ @ English~ | Help ‘ sign Out G~

Transportation Applications CHFS Bl HSSMB EXT Benefind

HSSMB Business Objects reports can access Learn about public assistance program and
Motor Carrier coL KYU e 3
externally. apply for benefits.
KROWDS KEPT BOCT
= Enroll Enroll as Citizen
STRUT

Click above buttons to access respective Transportation Application.

CAN Payment and Verification Career Counseling CHFS BI TWIST EXT CHFS External SharePoint Sites

The Child Abuse and Neglect (CAN) application Manage your workforce case, locate Kentucky TWIST Bl EXT is a SAP Business Objects external SharePoint Web Application Enables site access
allows the electronic submission, payment and Career Centers, discover opportunities for Portal for TWIST Management reports for PCC via all ky.gov and CIT\ KOG user accounts.
validation of Child Care Central Registry Check training, career workshops and set career goals users under the Cabinet for Health and Family

& EEC eForms

Once you have found the EEC eForms application, using this step,
entities to utilize web-based technology to

submit on-line forms that had previously been seleCt enrO" Within the app EEC eFormS WindOW. This Wi” take you tO
- ' the EEC eForms Home Page.
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-OR-

2. Select the E radio button and the site will filter for applications which start with E.

Welcome Jonathan Barker & | @ english - ‘ Help ‘ Sign Out &

My Apps | All Apps
e[l D lelrl o fcfefulnofrfafe]sfrfofufw]x] ]:]

@ EEC eForms

5

Summary
Message - 0 In Progress - 0

Pending - 0 Complete - 0

m B @

After the site has completed filtering, the EEC eForms application should appear.
Select Launch. This will take you to the EEC eForms Home Page.

EEC eForms

The eForms submittal system allows facilities to submit electronic documents to the
Division for Air Quality (DAQ) through a website. This process eliminates the file size
limitation of email attachments and allows documents to be securely transferred to the
ARM database. It also eliminates the need for sending the Division a hard copy of the
submittal. After submittal of the electronic documents, the sender immediately receives
a confirmation e-mail documenting the submittal.

%

ﬂ Home ﬁHome
a Dashboard

CJ" Forms

EEC the Energy and Environment Cabinet

The eForms website is the Energy and Environment Cabinet's (EEC’s) electronic forms website. eForms enables both DEP
and DNR to utilize web-based technology and provide an online means to submit forms that had previously been paper

s contacte based. E-Forms are designed to make the permitting and compliance process business-friendly for industry and citizens

within the state who are required to submit paper forms to the Cabinet. The use of eforms will reduce the time and cost

© i conter assodiated with the review process by using eForms to highlight deficiencies for users and eliminating the paper-based
Notice of Deficiency process. The eForm application can provide instant feedback, including notes, and highlight areas that
need to be addressed.

Account registration is located at hitps://kog.chfs.ky.gov/public/requestaccount/ and is part of the Kentucky Online Gateway (KOG).

Firefox52 Version:52.0
User Interface issues: 1. This website requires browser versions Internet Explorer 11+, Firefox 26+, and Chrome 34+, Firefox and Chrome are the recommended browsers. 2. This website requires Adobe Flash. 3,
For Security reasons, the website only supports 45 minutes to complete data entry at any given time and will ‘timeout’, preventing the ability to save or submit your data, Please keep this in mind when filling out
an eForm and remember to save often, 4. Please note that the Intemet Explorer Browser uses the Backspace key as a Hot-Key for the Back button {Previous Page). When selecting values from a Dropdown List,
using the backspace key will take you to the previous page and you will need to reenter your infarmation,

This is the EEC electronic forms website. This is the site where you will enter your
documents. To begin your submittal, select Forms on the left side of the page.
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Once selected, you will be directed to the following screen with a list of available eForms.

D eForm by Transaction Id:

Use this option to retrieve a previously saved or submitted eForm.

‘orm Transaction ID to retreive the latest version of your form:

i= List of avaliable eForms:

Drag a column header and drop it here to group by that column

Add
Form

Form Name
Certfied Sewerline Extension Form jision of Water

DAQ Field Operations Branch Electroic Submittal juision of Air Quality
DAQ Permit Application Electronic Submittal juision of Air Quality
DAQ Source Sampling Section Electronic Submittal ivision of Air Quality

DCA Application for Reciprocity

DOW Oil and Gas Registration
Dental One Time Compliance Report

KPDES KYG04 Coal Information Update Form

n-zza--

Who do | submit my eForm to?

Use this eForm to submit permit required reports to the Kentucky Division for Air Quality’s
Field Operations Branch. The Field Operations Branch (FOB) includes the FOB Central
Office and the Regional Offices where the FOB inspectors are located along with a
Supervisor for each office. Permitting application correspondences are not accepted

through this eForm and must be submitted to the Permit Review Branch. Please note that
reports required to be submitted to other branches in DAQ will not be accepted here or
forwarded to other branches and as such will not be considered received. If you have
questions about this eForm, please contact the appropriate Regional Office Supervisor.
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Use this eForm portal to submit permit applications and related application documents to
the Kentucky Division for Air Quality, Permit Review Branch. Please review the list of
document types below as a guide to the type of submittals accepted via this web page.
For copies of blank permit application forms please see: https://eec.ky.gov/Environmental-

Protection/Air/Pages/Air-Permitting-Forms-and-Information.aspx

Applications submitted via email will no longer be accepted due to the restrictions on file
size, limited tracking, and strain on our email network. Submittal using this web page portal
will provide instant proof of delivery to the applicant, has no file size restrictions, and will be
considered the official submittal to the agency.

Please do not send the following to DAQ’s Permitting Section:
e Compliance reports and other permit required reporting submittals, such as Annual
Compliance Certifications and Semi-Annual Reports, are not accepted through this
eForm and must be submitted to the Field Operations Branch using eForms page.

e Stack test protocols, sampling protocols, test plans, and test result reports must be
submitted to the Division’s Technical Services Branch, Source Sampling Section.

¢ While this website is secure, please do not submit confidential business
information via this website. Also, note that information claimed as confidential
business information that has not previously been granted such treatment, in
accordance with 400 KAR 1:060, must include a written request for such treatment
in paper form to the attention of Division for Air Quality, Permit Support Section.

Section accepts files such as sampling protocols and

e Use this eForm portal to submit all test protocols, test notifications, test reports, and
any test-related documentation to the Kentucky Division for Air Quality’s Source
Sampling Section. Please see the Source Sampling and Testing web page for
additional information.
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There are two options for uploading your documents.

Option A allows you to go directly to a screen for uploading your document. Use this
option when you are submitting a file for the first time for a facility. Basic information about
the facility (agency interest number, address, etc.) is required, allowing the file to be
uploaded and submitted.

Option B has 2 choices. You can either view a previously submitted eForm or you can
retrieve a previous eForm to use as a template for a new submittal. Use of this option
requires that you enter an eForm transaction ID that was emailed to you after submittal of a
previous eForm.

Option A:

1) After you have determined who you need to submit your eForm to select the + radio
button under the Add Form column adjacent to your intended recipient.
Once you have made a selection, an entry page will appear.

D eForm by Transaction Id:

Use this option to retrieve a previously saved or submitted eForm.
Enter your eForm Transaction ID to retreive the |atest version of your form:
i= List of avaliable eForms:
Drag a column header and drop it here to group by that column
Add i
Form Name Division Department Form Id
Farm
DEP T
+ Certified Sewerline Extension Form Division of Water BER 27
@ DAQ Field Operations Branch Electronic Submittal Division of Air Quality DEP 34
+ DAQ Permit Application Electronic Submittal Division of Air Quality DEFP 54
+ DAQ Source Sampling Section Electronic Submittal Division of Air Quality DEP 32
+ DCA Application for Reciprocity DME.IDH of Componcs BDER 20
Assistance
- . } . Division of Compliance
+ DCA Registration Form For Exams and Training 5 DEP 18
Assistance
5 E}L,P l_:;eg\slraimn Form For Exams and Training (Solid Divis_ion of Compliance DEP 25
Waste) Assistance
+ DOW Oil and Gas Registration Division of Water DEP 2
+ Dental One Time Compliance Report Division of Water DER: Ik
+ KPDES KYG04 Coal Information Update Form Division of Water DEP 22
Mo 23| 4 »|w | Pagesize:| 10~ 31 tems in 4 pages
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e In this example DAQ Field Operations Branch Electronic Submittal was selected.

Dixisian bor Ar Qrality
Fiald Coparatioss Sranch,
N —
da NOT e i b imrsmatirn via this ek, Al i tion cha e — ol booe prasicd  sudk i it 400 AR 1:060 st b wabre s . o an e 401 AT, 24000, 038, 2o 040,

| gancy: Tntarass (%) '4;‘

|

s Adracs (4 Qfumear and s

smcm:)I [EE—— 200 25 Coda (%)

[y E—— [oompany AsFlision Pacas Humber (4 =]

|Fomact Barsom First Nasmss (%) [Cmearn Parsom Last Nams (%) |

[E-Mail Addressi®)

E-Mail Addraas)

Note: Al reports mat signed by the responsible official 12 defined in 401 EAR S2:001.

=

2) In the ‘Agency/Site Information’ and ‘Submittal of Report By’ sections of the
page, fill out the blank fields and use the provided dropdown fields to enter data
about the facility.

The fields marked by an asterisk (*) are required to submit your document.

e The Agency Interest number (Al) for a facility is located on the cover page
of the permit. If you cannot find your permit, look for this number on any other
correspondences from DEP or call your regional office.

e The system will time-out if left idle for 45 minutes. If you are in the middle

of completing an eForm and wish to have the system save the entered

information for future retrieval, click the ‘Click to Save Values for Future

Retrieval’ button at the bottom of the page. This will return you to the eForms

Application page, and display an eForm Transaction ID number that you

should save for use in the Option B Method below. The eForm transaction

ID number is lengthy so copying and pasting and saving it is recommended.

3) In the ‘Type of Document Submitted’ section of the page, click the ‘Upload File’
button that best corresponds to the type of document you are submitting. If you
don’t think your file is any of the types listed or you are not sure use the ‘Other:’ type
selection, making sure to type a brief description in the provided field.
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4) After clicking the ‘Upload File’ button the following window will open. Navigate to the
location on your computer where the document is stored, click on the document to
select it, then click the ‘Open’ button:

e

(& Select filels) to upload by dep.gateway.ky.gov I“_Z_i_|
Loak in: ‘ ; eForm upload documents L] @ ? -~
= MName = Date modified Type
s
R ;;{PT @2012 Annual and 2012 semi annual July thru ... 11/21/2013 7:33 AM  Adobe Ac
e aces
@Semi— annual 2013 thru June.pdf 11/21/2013 7:36 AM Adobe Ac
Desktop
=
Libraries
. Click the ‘Open’ button once
e you select the document to
Computer ;
Y
Netwark
4 | 1] | 3
File name: 1Semi— annual 2013 thru June pdf _'j Open
Files of type: J‘.png;'-il:'g *bmp ;*.jpeg;'.g'rf;'.tif;*.t'rH;‘.pdf;'st;'ﬂ Cancel

Your document will be uploaded to the web page and the file name will display under the
Upload file button:

State Semi-Annual Report

Files

[ Upload fiie |
|

¢ [#]|z018 15t Semi Annual Monitoring Report.docx {11.0KB} [Remove

To remove the uploaded file, click the ‘Remove’ button.

|—This is the first submittal for the time period. -
I /

Use this drop down to select
whether this is the first submittal

or a revision of a previousl

The DAQ FOB eForm allows the user to upload multiple files in one eForm submittal. To
upload multiple files, repeat the process above for uploading files. The DAQ FOB eForm
allows you to upload up to 5 files for each document type.

e DAQ FOB eForm only- some document types require you to make a selection from
the drop-down menu to identify whether the submittal is the first submittal for the
time period or whether it is a revised submittal of a previously submitted report.
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e When you are satisfied with the uploaded file(s), click the ‘Click to Submit to DEP’
button. The page will refresh and display a receipt at the top of the page.

You may wish save this page as proof of your submittal and to have the submittal ID and

transaction ID for future use. This information will also be emailed to you upon submittal of
your document.

Thank you for submitting the following documents on 03/08/2018 via the Department for Environmental Protection's eForms website:

‘ ‘Subml‘tted File Name iDocument Type

‘1. ‘DAQ FCE 092517 Natural Gas Usage.pdf |Annua\ Compliance Certification

Submittal 1D: 122233

Transaction ID: 8457b121-8aee-42de-a242-b1687543ea80

Please save a copy of this email for your records.

If you have questions regarding this electronic submittal, please contact the regional office listed on the front of your permit at the number listed on the front of your permit.

Note: This email is formatted to be viewed as HTML.

Regards,
Environmental Systems Support Team

Option B — Use of this method requires an eForm transaction ID that was previously
provided to you as described above. If you do not know your transaction ID, log in to KOG,
and go to your EEC Homepage. Select Dashboard located in the menu down the left.

7

ﬁHome

EEC the Energy and Environment Cabinet
(' foms The eForms website is the Energy and Environment Cabinet's (EEC’s) electronic forms website. eForms enables both DEP
and DNR to utilize web-based technology and pravide an online means to submit forms that had previously been paper-
based. E-Forms are designed to make the permitting and compliance process business-friendly for industry and citizens
within the state who are required to submit paper forms to the Cabinet. The use of eforms will reduce the time and cost
© v conver associated with the review pracess by using eForms to highlight deficiencies for users and eliminating the paper-based

Notice of Deficiency process. The eForm application can provide instant feedback, including notes, and highlight areas that
need to be addressed.

\n Contact Us

Account registration is located at https://kog.chfs ky.gov/public/requestaccount/ and is part of the Kentucky Online Gateway (KOG).

Firefox52 Version:52.0
User Interface issues: 1. This website requires browser versions Internet Explorer 11+, Firefox 26+, and Chrome 34+, Firefox and Chrome are the recommended browsers. 2. This website requires Adobe Flash. 3,
For Security reasons, the website only supports 45 minutes to complete data entry at any given time and will ‘timeout’, preventing the ability to save or submit your data, Please keep this in mind when filling out
an eForm and remember to save often, 4, Please note that the Internet Explorer Browser uses the Backspace key as a Hot-Key for the Back button (Previous Page), When selecting values fram a Dropdown List,
using the backspace key will take you to the previous page and you will need to reenter your informatian,
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e From the dashboard you can access incomplete, pending, and completed eForms.

@ Dashboard

u Unread Messages

Completed eForms

View Details fiew iew Detai o View Details [>]

= My incomplete eForms - Details

Drag a column header and drop it here to group by that column

Submittal |d Form Name Date Status

¢ i T
154055 DAQ Field Operations Branch Electronic Submittal 4-05-2019 Z;Z’:;fremd but nsver saved
152056 DAQ Permit Application Electronic Submittal 308-2019 :Ezrs“;f’eated Bitk-rever Savd
152054 DAQ Source Sampling Section Electronic Submittal 3.08-2019 ;:“IJ':‘E[”“M butigher saved
141432 DAQ Permit Application Electronic Submittal 10-24-2018 Z:Z’S";rmmd bt ayet Saved

e Once you have selected the file you wish to work with, the following form details
screen will appear.

Form Details:

Corm Mame: DAQ Field Operations Branch Electronic Submittal Once you have located
the eForm Transaction
ID, highlight the
number and copy it for
eForm Transaction ID: 11 bd79f,3457 4722 bea2-bidddablT50 reference.

Form Id: 34

eForm Submittal ID: 117623

Status: Completed Migration to EEC Data Management System @Hzip
Date: 03/08/2018
Submitted to DEP%: Ves @Hzlp Note: At this point you

.. e e e e S s e can select this option if

you are creating a new

form from previously

~ ] . .
& Document(s): saved information.

Document Name Description/Type Click Image to Download

File

Relief Request SOP {2).doex Annual Compliance Certification =

117623 html eForm Submittal
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