
 

 

1. Log into the Regpermitting     
Portal. (need link). 

2. Click on the Create an         
Account. 

3. Enter the required fields to the 
self registration (those marked 
with a red (*) asterisk. 

4. Enter the Captcha code and 
click Submit. 

5. Click OK when you see the 
message. 
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You will be directed to a page confirming your 
“Registration has been Submitted”. 

 

5. Check your email account of the email you 
used to register with. 

6. Click the link in the email to set up your pass-
word. 

7. Enter your login (email). 

8. Enter your password. 

9. Click Login. 

10. After setting up your password, you’ll be     
directed to the page that says “Account Crea-
tion Complete”. 

11. Go back to the Regpermitting portal  

(need link). 

5. Click on the Login link. 

6. Once logged in, you’ll see the Welcome Page 
with the full menu on the left side. 

 

Note:  Creating an account is only done once. 
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After logging into the system, the external customer 
will click on their My Dashboard. 
 
Those submittals that have not been transmitted 
through for processing will be located under My 
Pending Actions. 

 

Those submittals that have been transmitted 
through for processing will be located under My 
WOD Submittals.   

By clicking on the Submittal ID No., user will be 
able to see what has been submitted and the status. 
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Once Submittal ID is opened, the user can view what 
was submitted.   

 

Note:  Under the My WOD Submittals, users can sort 
or filter by any column.   
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To submit a WOD submittal: 

1. Click on Submit Compliance Information   
under My Dashboard. 

2. Choose WOD Submittal tab. 

3. Click Create WOD Compliance Submittal.   
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To upload a sample period (Sample period is the 
entire range of dates that the samples are taken 
with the intention to be composited; from Start Date 
to Pickup Date must be between and including start 
and pickup date), the External User will need to  
download the template to use to submit the   
spreadsheet (Do not manipulate the template).   

1. Click Download Template.   

2. Enter the Sample data into the spreadsheet 
and save to your computer. 

3. To attach the template into the Permitting Portal, 
Click Choose File and attach the spreadsheet.   

4. Click Upload when file is attached.  User will 
see the period information in RegPermitting. 
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5. Double-click each line item to review the data is 
correct before submitting.   

6. Ensure that items marked with a red asterisk are 
entered (*).   

7. Once reviewed that all data is correct, Click 
Submit 

8. User can Save if not ready to Submit and will be 
under My Pending  Actions  

      or  

9. Submit to the next stage.  The submittal is 
now with the Reviewer. (Pending-Review 
Stage). At My Dashboard~My WOD Submittals, 
you can view your submittal and the status. 
 
Period Statuses: 

 Draft (Collect Stage)  My Pending Actions 
 Submitted (Pending Review Stage) 
 Re-Submitted (Pending Review Stage) 
 Approved (Resolved-Completed) 
 Rejected (Reviewer to send an email to user 

requesting to resubmit the sample period). 
 Resolved-Cancelled  
 
Note:  If you get an error message when submitting, 
the system will identify what needs to be updated or 
completed.   
 
Note:  Do not click on the Generate Sample if the 
sample data was uploaded via the template.  This 
will clear out the samples periods and will need to 
be re-entered.  
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1. Click on Submit Compliance Information   
under My Dashboard. 

2. Choose WOD Submittal tab. 

3. Click Create WOD Compliance Submittal.   

 

For manual entering a new sample period (Sample 
period is the entire range of dates that the samples 
are taken with the intention to be composited; from 
Start Date to Pickup Date must be between and in-
cluding start and pickup date).  All items marked 
with a red (*) asterisk are required fields. 

1. Click Add item under the Collect Details page. 

2. Choose Permit Number from the drop-down 
menu. 

3. Choose the Structure ID from the drop-down 
menu. 

4. Enter the Start Date (start of the sample period 
and should be less than or equal to the Pickup 
Date). 

5. Enter the Pickup Date (greater than or equal to 
Start Date). 

The Number of Days will automatically populate.  
That will be the number of samples needing to be 
entered.  

6. Enter the Analysis Date (should be greater 
than or equal to the Pickup Date). 

 

 

   

 



 

 

7. Choose the Device Code from the drop-down 
menu.  They are: 

 ASSC = Concentration Associated with     
Neighboring Structure 

  BKGB = Back Grab Sampling;         
Autosampler not operational 

 DOWN = Down 

 FPFW = Flow-Proportional/flow 
weighted Auto sampler 

 GRAB = Manual Grab Sample 

 None = No Sample Collected 

 TPFW = Time—Proportional/Flow 
Weighted  Auto Sampler 

 TPTW = Time—Proportional/Time 
Weighted  Auto Sampler 

8. Enter the TP Sample Concentration (can enter 
0 or 0.1 to 100). 

 0 means no sample taken.  If TP is 0 
then flow should be 0) 

 If the TP Sample Concentration is left 
blank, must provide a reason why in the 
sample comment section. 

9. Enter Lab Sample ID, if applicable (required if 
TP is greater than 0) 

10. Choose the Lab Certification Number from the 
drop-down menu.  The period status will update 
to “Draft” 

11. Click the Generate Samples button to generate 
each sample date. 
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12. Once the generated sample dates are loaded, 
Enter the Daily Flow (MG) 0.0 to 50 (0 means 
no sample taken due to no flow). 

13. Enter the Daily Rain Fall (inches). 

14. Enter Sample Comments, if applicable.  If no 
TP sample concentration is entered, the system 
requires a comment.   

 

Note:  Daily Load (KG) is automatically calculated 
by the permitting portal.   

Math -  Load = TP x Flow x factor 

Note:  Samples should always be equal to the  
number of Days or the system will not let you submit 
(error message). 
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15. Once all samples have been entered, Click        
Submit. 

16. If there are any instructions to the reviewer, you can 
enter the information into the instruction field. 

17. If any edits need to be done, double click on the row 
and the system reopens the edit period for updates 
(you can also delete a row by clicking inside the row 
and clicking delete). 

18. Click Submit to the Next Stage to submit the    
sample period information.  User will receive a     
confirmation notification that the submittal has been 
transmitted to the District. 
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The user may get an email that a sample period needs to 
be resubmitted with the Submittal ID No. (Template from 
Susan). 

 

Please resubmit what was requested.    
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