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Updating Permit Representatives 

 

How To Manage Representatives on your permits. 

Organizations may need to update representatives due to staffing changes or new representatives. 
Keeping this information current ensures that DEQ can communicate with the correct individuals. 

1. Click on Home at the top of the screen. 

 

2. Click on Effective Permits & Authorizations 

 

3. Click on the permit number to update the representatives. 
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4. Click on View/Edit Representatives. 

 

5. Change the assigned representative by clicking Change assigned person. 

 

This will allow you to choose a representative that is already listed in your organization. 
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6. Click on the down arrow to see a list of representatives. 

 

7. Choose the representative.

 

Do this for each role that you have a change in representatives. Roles that have a red asterisk (*) 
are a required field. 

If you choose a representative that does not have a FACTS account, you will get the following 
message. 
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To add a representative that is not currently a part of your organization. 

1. Click on Add Representative. 

 

2. Fill out all fields. Fields that have a red asterisk (*) is a required field. 

 

3. Click save. 


