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Montana Department
ty Fees, Applications, and Compliance Tracking System

of Environmental Quali

Manage Organizations

How To ADD NEW ORGANIZATION
To add a new Organization to FACTS account, please follow the following steps:

1) If thisis the first time you are logging to FACTS, you will see a button to “Register the Permitted
Organization”

DEQ FACTS  Online Permitting v0.1 ~ Home  Organizations And Contacts My Account  Totorials

FACTS Dashboard

Manage your MPDES Applications/Permits and Permitted Organizations

Welcome te the Fees, Application and Compliance Tracking System (FACTS)
Before vou proceed, please take the time to register the permitted Organization you are representing. Once the crganization is registered, you will be able to view its current permits and initiate an application

as needed.

Register the Permitted Organization

PRIVACY & SECURITY ACCESSIBILITY MONTANA GOV

OFFICIAL STATE WEBSITE

2) Register the Permitted Organization can be clicked and should lead you to following screen:

DEQ FACTS Online Permitting v0.1 ~ Home  Organizations And Contacts My Account  Tutorials

Add Permitted Organization

Organization *
Your Job Title *

Requested Role Select Role A

Attention Consultants: Only Permitted entities have an organization in FACTS. Please select the organization(s) you are working
for and request access as “Preparer”. The organization Admin (or DEQ) will grant you access.

Next Cancel

PRIVACY & SECURITY ACCESSIBILITY M ONTANA G OV

OFFICIAL STATE WEBSITE

Please note that New Organization can be added or modified anytime in future by clicking
“Organizations and Contacts”
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DEQ FACTS  Online Permitting Test v0.]1 ~ Home | Organizations And Confacts | My Account  Tatorials

FACTS Dashboard

Manage your MPDES Applications/Permits and Permitted Organizations

Click here for TD Proofing (required for electronic signature)

New Application

~ Applications

Search Applications

Facility Permitree Permit Type Permit Starus Modify Date Ik

3) To Leave an Organization, “Leave Organization” button could be clicked, To Add a new
Organization, “Add Organization” button could be clicked.

DEQ _FACTS Online Permitting Test v0.] ~ Home  Organizations And Contacts My Account  Tatorials

Permitted Organizations and Contacts

Chrganization Your Role Mailing Address Ciity State Zip Code
Only Organizatior Signatony Authonity 1045 E ith Ave Helena MT s601

4) Adding or searching an organization is a 3 step process:
a. Supply the permitted Organization’s name and your job title. Make sure you enter the
name of the organization to be permitted.
Note: - Attention Consultants Regarding Organizations:
Only Permitted entities have an organization in FACTS. Please select the organization(s)
you are working for and request access as “Preparer”. The organization Admin (or DEQ)
will grant you access.
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Add Permitted Organization

Organization *
Your Job Title *
Requested Role Select Role v

MNext Cancel

b. Review existing organizations within FACTS that match the name entered in step (1).

If none are found, the system will jump straight to step 3.a.

(2]

Permitted Organizations and Contacts
Is one of the organization below your organization? If so, please follow the "Request Access” button.

Organization Mailing Address City State Zip Code

Test Organization 1045 E 6th Ave Helena MT 59602 Edit Org

Test Organization 1 1520 E6'th Ave Helena MT 59601 Request Access

Test Organization 1045 E 6th Ave Helena MT 59601 Request Access

AAB TEST 1010 DODGE HELENA MT 59601 Request Access

THE KOEHLER ORGANIZATION POBOX 15 ABERDEEN SD 47402 ¢ Request Access
Iy erganization is different from the one(s) listed above. Click "Nexi" to add an organization.

Back Next b

If possible matches are found but none of them correspond to your organization,
scroll down to the bottom and click “Next” to create a new organization.
If one of the organizations listed matches your organization, you may Request
Access to it by using the corresponding link on that line.

Note: - Please include the appropriate role you are requesting in the email.

c. Depending on the outcome of step 2, you will be presented with a screen to:

Capture additional information about the new organization (type and address)
before finalizing its creation. Upon creating a brand new organization, you become
its administrator but can re-assign or share that responsibility by editing other's
role(s).
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Permitted Organization Information

Organization * Test Organization

Your Job Title * Administrative Associate
Type * Please select v
Mailing Address = 1052 E 6'th Ave
city Helena
State * Montana v
Zip Code * 59602
Save Cancel

Request access to the organization selected in step 2.c. This request will go to the current organization
administrator if one exists, else it will go to DEQ, for review and approval. You will need to wait for that
review to be completed before performing any tasks in FACTS for this organization.

Request Permitted Organization Access for
OUTLOOK COUNTY SEWER AND WATER

o

Please enter a request for Applicant Privileges for the FACTS Organization Administrator

Please add me to your FACTS Qrganization. As an Organization Admin.

Back || Submit Request
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