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Introduction

The online NPDES permit database, Wastewater Permit Information Exchange (WWPIE), can be used by
anyone who has access to the internet. Users can search the database to see any permits that are final or any
permit that is on public notice (draft or draft amendment). Users can also register and perform more functions
with the database.

This manual describes how to register, save searches, comment on permits, complete permit applications, and
submit permit applications.

The WWPIE main screen is at: http://programs.iowadnr.gov/wwopie. If you have questions on any part of the
following manual, please contact Courtney Cswercko at courtney.cswercko@dnr.iowa.gov and 515/725-8411,
or Mark Lasnek at mark.lasnek@dnr.iowa.gov and 515/725-3403. For assistance with Enterprise A&A (used to
log in to WWPIE), please call 515-281-5703 or 1-800-532-1174.

Roles of the Three Classes of Registered Users

Registered Users can save search criteria, request email notifications when permits are put on public notice,
and submit comments online.

In addition to all the rights of a Registered User, a Registered Applicant can complete permit applications
online.

In addition to all the rights of a Registered User, a Registered Signatory can sign, pay for, and submit permit
applications online.

WWPIE uses Enterprise A&A to complete registrations. Enterprise A&A is a service provided by the State's
Department of Administrative Services, Information Technology Enterprise (DAS-ITE). It is meant to replace all
of the various user name/password combinations used by different web applications, and provide a "one-stop
shop" for managing your identity information with the State of lowa. The A&A service provides a central web
page for logging on to any application, so users can be sure they are connecting to the State of lowa and can
use the same username and password.


http://programs.iowadnr.gov/wwpie
mailto:courtney.cswercko@dnr.iowa.gov
mailto:mark.lasnek@dnr.iowa.gov
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Registration

From the WWPIE main page (shown below), select “Register” to become a Registered User. Please note, you
may only become a Registered Applicant or a Registered Signatory after you have become a Registered User.
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Enter your first name and last name and then hit the “register” button. If you already have an account with
the State of lowa through the Enterprise A&A system, please contact Courtney Cswercko at
courtney.cswercko@dnr.iowa.gov or 515-281-7206 to obtain permissions on WWQPIE.
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Enter your email address twice to confirm its accuracy and then hit the “Save Account Details” button. Note,
by default your user id for this system will be: your firstname.your lastname@lowaid.
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If the default user id with the combination of your first name and last name is used by another user, you will
get the following error message:
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Modify the user id and hit the “Save Account Details” button again.
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Once you see the following screen, follow the instructions and check your email to complete the registration
process.
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Open the email account that was used to register. Look for an email from "entaa-noreply@iowa.gov" and click
on the activation link provided in that email.
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Complete the account confirmation steps as described.
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Click on “Confirm My Account”.
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Enter your identity baseline information.
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Follow the instructions to complete your identity baseline questions.
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.ﬁ :-__.- = | Hb st e go e bas fann

T Fae

File Edit View Favoriez Took iep -

@ e W Enarprise ARA Service - 5500 Inkla. | BB & -FPager BTook "
Cin this page, you must creste your idestiy hasabna, This is 8

wel of quesbens and answ e way eslabish for your sccount, 7
vou fargat woaur paisaward of ok yaur account for 5me
FRASGA, yOu Can MEwdr hess guestions o get ACCask Lo your
ACCOUNL.

Quasiion &

[ T T p————————

Anpsar 1: |TReeE Crrfirr: [reeEs

Quisstionn 30
= Fiend Chsstion ~
AU §

S

Question 3 [Dreale pour sen question b

Erweer 31 Trrfir

[ Savr ldertily Barline

Some guidebnes for seting pour haseline
1. Choose quesbons and snswess that you know well, but
that others don't
2. Aok apecisl charactess ke commas or quates that you
may Astanter the same way Latsr
3. Keep your answers simphe - for examphe, uee
“paperboy” instead of “The Des Mones Regsier paner

s 4ok

° Enterprise ARA Service - 550 Initialize Account - Windows Internet Explorer

'ﬂ_r-__;v W it o o ferbaayssn v ikl B
Fie Edit Wiew Emorites Tools Help -
% & ENErderprise ARA Service - 550 Initla.,. B - B & - [Page- BTook-

DNR Waste Water Permit Information Exchange

Sefl S=rarce Password Change DNR Waste Water

Parmit Information
Exchangs

w W maist change your passwond,
Pagswind Changs for FHAME LNAMEGS@ELOWALD
Enter pew password:
Confirm ew password:
Fassword Rules:

Passwords should contain 3 maimum of § aiphanumenc
characters [a mix ol upper &nd lower chse] induding at leasl
one specal character. Mote: You may not use peces of your

naims of a-rail address v your pagswornd

I_Aa_a.rg_rl-r--md__l _Cancel |

Sl s it

Waiy g lakisg 81 5 HakZe Aot

{E2004 State of Jowa, DAS-ITE

Mergon 239




@ WWPIE User Manual

Enter your password and confirm it by re-entering the exact same password and hit the “Save New Password”
button.
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This completes the process to register on WWPIE with lowa’s Enterprise A&A system. Now you are ready to
use WWHPIE. If you have difficulty completing the registration process through Enterprise A&A, please contact
the Enterprise A&A helpdesk at 515-281-5703 or 1-800-523-1174. Please note, DNR staff cannot retrieve
passwords or assist with identity baseline questions in WWPIE.
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Log In to WWPIE

From the WWPIE main page, select “Login with your A & A username and password”.
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Type in your user ID and password and then hit the “sign in” button:
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Registered User

Once you have logged in as a Registered User following the steps above, you will see a home page similar to
the one below. If you wish to become a Registered Applicant or Registered Signatory, click on the “Manage
Account” link.
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If you only wish to be a Registered User, you do not need to complete the Manage Account screen below.
Click the “Home” button to return to your home page.
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Please note that in order to close your session on WWPIE so you can log in successfully the next time you visit
WWPIE, you must log out each time you exit. Please click the Logout link at the top of any page when you are
ready to exit your session.

12



bR

Registered Applicant
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If you wish to become a Registered Applicant, check the appropriate box on the Manage Account screen and
complete the required fields on the screen. Click on the “Submit” button at the bottom of the page only after
you have checked the “Apply to Become a Registered Applicant” checkbox.
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Once you have applied online to become Registered Applicant, DNR NPDES staff will verify your information
before granting you the right to become a Registered Applicant. An email will be sent to you with the decision.

Click the Logout link at the top of any page when you are ready to exit your session.
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Registered Signatory

If you wish to become a Registered Signatory, check the appropriate box (next to the text “Apply to Become a
Registered Signatory”) and complete the information required on the screen before clicking on the “Submit”
button at the bottom of the Manage Account page. In addition, you must download the Signatory Certification
Form, complete and sign it, then mail to DNR at the address shown. This signed form is required for the DNR
to receive electronic records. Click on the “Submit” button at the bottom of the page only after you have
checked the “Apply to Become a Registered Signatory” checkbox and you have downloaded the Signatory
Certification Form.

* NPDES Waste Water Permits - Windows Internet Explarer - :E
'@ = i hHpe ipaytest lowadT goviweris Do ot asps fomd sManagefooont | | el s
Flo Edit View Faworikes Took Halp ® -
o EPCES Wil Walsr Derrnils & -~ m = v rEage = 3 Took =
Complsta tha beids talaw tha rofe vou winh bo reguast and chock on the
o commpets and submt s sdcbonsl fare, s nobed Balae, DAL sl reeay vour reousst and vou
ey P anph ol
sl Pia e F T
Last Rama Lnamra
Emall: frams namsd S % shoo com
A - The Grganaansn snd T fslde ans prknsl fos
Isrpnhtian, 3 Ragiotered Uner
Tini
&pp by bo Da n P 1 Apgk 1
P Fralsis with an avtwrrsh © arw regured &o spot b
baome @ Megetered Appi el
Addrass iz
Rildrest 3
Chv:
Simnc Salex Oum -
fip:
fpply b Bacome  Raghtered Signabary
el By i F e rered To By TR
Ragraatay. In adgicwn, is
foems, Al i aue camplace I
Cowitney Cowarcks »

Once you have applied online to become a Registered Signatory and your signed paper form is received, DNR
NPDES staff will verify your information and email you with a decision.

Click the Logout link at the top of any page when you are ready to exit your session.
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Save Permit Search Criteria

Registered Users (and registered applicants/ signatories) can save searches and choose to receive emails when
a permit is drafted or issued, or a comment is posted, for facilities in the search results. To save permit search
criteria, navigate to the Registered User home page, click on “Search Permits”, as shown on the screen below.
Please note, the home page for a Registered Applicant or Registered Signatory will contain two more links and
a box for association with a permit application.

- NPDES Waste Water Permits - Windows Internet Explorer
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Enter your permit search criteria, and instead of clicking on “Search”, click the link “Click here” at the bottom
of the page to save your search.

- Search NPDES Permits - Windows Internet Explorer
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On the Notification Confirmation page, enter a name of your search criteria for later reference. If you want to
receive automatic email notification about permits meeting your selection criteria, select appropriate boxes
for notifications. Submit your request to be saved by the database by clicking on the “Confirm” button at the
bottom of the screen. You can modify your search criteria the same way you set up your saved search.
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You will now receive the selected emails on the facilities returned by your search.
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Comment on a Draft Permit

WWPIE User Manual

Registered users (and registered applicants/ signatories) can comment on draft permits. Log in to WWPIE and
perform a search to find the permit you want to provide comments on by entering the permit search criteria
on the Search NPDES Permits screen. Select “DRAFT” or “DRAFT-AMENDMENT” for the permit status. If you
want to see all the draft permits currently on public notice, select “DRAFT” as Permit Status and do not enter
any other search criteria. If you only wish to see draft permit amendments, follow the same steps.

- Sparch NPDES Permits - Windows Internet Explorer
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You will now be presented with the draft permit or draft permit amendment details page.
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You can click the hyperlinks to email the permit writer; to read the documents associated with the draft permit
or draft amendment; or to read comments already submitted and posted. To add your comments to a draft
permit or draft amendment, go to the lower half of the screen.
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Once you have entered your comments by either typing in the New Comments field or by attaching files, click
on the “Submit Comments” button. Once you have submitted comments on a draft permit or draft
amendment, the permit will be available under the “Commented Permits” link on the Registered User

homepage.
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Submit a Request for a New Permit

If you are a Registered Applicant and have a facility that has never had an NPDES permit, you may apply for a
new permit. First, on the Registered Applicant screen, select “Submit a New Permit Application”. Please note,
you do not need to submit a new permit application when your permit is being renewed; a permit writer will
post your application for you.
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Complete all the information on the New Application screen.

© NPDES Waste Water Permits - Windows Internet Explorer
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Click on the “Submit” button at the bottom of the screen to submit your facility’s initial permit application
information to NPDES staff.

< NPDES Waste Water Permits - Windows Internet Explorer
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Once NPDES staff has received this initial information, an email notification will be sent to you with further
instructions. You will need to associate with the new permit number given to you by NPDES staff and follow
the steps to complete an application for a permit renewal (below) to access your new permit application. If
you have an existing NPDES permit for your facility, you do not need to complete the new application
information.
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Complete an Application for a Permit Renewal

On the Registered Applicant home page, enter in the permit numbers (seven-digit number that identifies a
permit, ex. 7708001) you wish to be associated with in the “Associate with Permit #” box and click on
“Submit”. You will see a message that indicates whether the association with the permit number was
successful at the top of the page in red. Once you have successfully associated with one or more permit
numbers, the applications will be available under the “Permit Applications” link.

. NPDES Waste Water Permits - Windows Internet Explorer
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Click on the “Permit Applications” link on the previous screen. A list of permit applications that you have
associated with will be available, as shown below. Please note, permit applications will not appear on this
page until they have been created by NPDES staff. You may successfully associate with permit numbers before
the permit applications are available.
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Select the permit application you wish to complete by clicking on the Facility Name.
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You will be prompted to enter a password. Enter the password that was mailed to the facility owner with the
permit renewal notice letter. The password will be eight-characters, capitalized, and alphabetic. Please note,
passwords are only mailed to the facility owner; if you are a consultant, you must obtain the permit application
password from the facility owner.
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Once you have successfully entered the password, you will be directed to the Application Home page. From
this page, you can complete the appropriate sections of the permit application by clicking on the title of the
permit application and following the instructions on each application form.

Applicants for industrial NPDES permits will see the following screen:
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Applicants for all other NPDES permits (municipal, semi-public) will see this screen:
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You are only required to complete the portions of the application that have been highlighted. If you need to
submit more information, you can add another portion of the application as needed by using the “Add: link in
the middle column. Please note, documents, pdfs, and pictures may be uploaded to certain portions of the
application using the links at the bottom of that portion of the application.
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Validation of the Permit Application

All applicable portions of the permit application need to be completed and validated before a permit
application can be submitted. This must be done when you complete each portion of the application (form or
part). When you click the “Validate Application” link to the right of the individual form or part, the system will
identify potential errors in the form or part that must be corrected before the application can be submitted.

< HPDES Waste Water Permits - Windows Internet Explorer r: rﬂ"‘k_

G = | i Apawtest iowadne, gowawpie Delau i aspe md =alidatePasswondCom mand * @lx
Fik Edt View Fawriies Tools Help R
"
W o MPDES Washs Wioter Barmills A - utPage = L Toolks -
[ Hy-EaeE Hii

“_m_-

Fequined AL §0CT9T A8
isddl aewite | Bevrares AN LR B0-36:3T e
Ear &/11,7000 10-30

Banipey BITLIE00N B003E T a

EEmaz BAILG00E J0-FRET S
Sacured BELL 00 BOTE I A

o o yorr pamit applcabon ared vakdatad therm mdradually, vou muet seldats the scpicabon o a whols, Flams nots
ariire appication iy wpbgisked, the spplration fes can e paed, and She sppicabon mp B mibmited by 3 Sagis
il S0l b S

&= a Fageiered & :r.lr =0y, Pou can choows to pay the permat apeicaton fee slscirancsly or by check st & Lyter dats, The pemet agplcaben can b
L T e -|'\;'\-;.-.'-;r; 1§y Che g B Dy by chEcR, wiear paimek pppkcaton will nok e procesaad untd the KPDES gection repeie) tha

Hiodify Rl Bl i

| Payment Methad:

| Pravicas Application

Do 5 @ remre Xy

s Cirre

](m dDN R NI ’Utb Permits

[ Ergidered fpplicanisReghdered Sgrainny {awriney £ saercha Laneud

e %]

Firm 1 Vallatian Makells

Hsturs of Dunree At vaue o moured for the feid (200)

Fachty lrprovemends Cas ot A valuw i reguawd b thin Faid |50,

Wt Usage Witten Placd Orm o for Sekd n S Qroup ane regured 14195
Wil Gk pied Dy - Movopal Spleime & cuasiod sl 18 reoduesed fad this fekl {30s).

b Calai e Dy - Warli Hauky A e FUTsi e salul was piomoed for s Taid G200
Wilkcn Gadare per Gay - Imbeenal A raeTearic 8l |8 requiced for thin ekd {20,

Wiken Gallara per Day - Eesporstcn A numerc sl in regueced far thee field (18],

Milken Gallane per Doy - CRbar & mwsmeric s s |8 regqueced for e feld {505,

] i [ b= | ST P T WP e e T

When a form has been validated, the message “Form Successfully Validated” will appear in red at the top of
the Application Home page.
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Submittal of a Permit Application

After validating all the application forms successfully, make the application available to the person who will
sign the application forms by clicking on the Notify Signatory button. You will need to notify the signatory;
WWPIE will not notify him/her. When you have clicked the “Notify Signatory” button, a message will appear in
red at the top of the screen indicating that the form has been successfully submitted. This means only that the
signatory has been notified; not that the application has been submitted to DNR. The Registered Signatory
must still log in to WWPIE and complete the steps below.
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The Registered Signatory needs to complete and validate the certification forms and submit the permit
application (Form 5 for Industrial facilities; Form 30 Part F for all other facilities). The Registered Signatory
must log in to WWPIE, navigate to the Application Home page, select the certification portion of the
application, complete that portion, and validate it. After completing the certification form, the Signatory must
validate the entire permit application by clicking on the Validate Application button at the bottom of the page
(see screen shot above).
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Once the application has been validated, the Registered Signatory must select a payment method for the $85
application fee. At this time, this fee may only be paid by check. The Signatory must select “check” from the
Payment Method dropdown box, and then click on the Payment Screen button.
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On the Pay Application Fee by Paper Check screen, the Registered Signatory must read the certification
statement, download and print the application invoice using the “Paper Check Download Form” link, and click
on the “Submit Application” button. Mail the completed application fee invoice with a check to the lowa
Department of Natural Resources (address on invoice). The invoice and check must be received before your
permit application submittal will be approved.
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Clicking on the “Submit Application” button in the previous screen will take you to the Application Submission
Confirmation screen.
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Once the application is submitted to DNR on WWPIE, a permit writer will review your submission to ensure
accuracy and completeness. At this time, you can view your application forms but you will not be able to make
any changes. If there is any revision that needs to be made to your application forms, the permit writer will
call or email you and return ownership of the application forms back to you so that you can make the changes
and resubmit.

Once your application is acceptable to the permit writer and the application fee invoice and check have been
received, he or she will accept the submittal. If you did not upload the map and schematic or line drawing to
the application, you must also mail the map and schematic/ line drawing to the permit writer before the
permit application submittal will be accepted on WWPIE. The application fee and the map and schematic/ line
drawing may be mailed together or separately.
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