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Greetings; 

Thank you for choosing to use the Northwest Florida Water Management Districts E-permitting Portal to 

submit your application and requests for authorization to conduct activities covered under Chapters 62-

346 and 62-341 Florida Administrative Code (F.A.C.), ERP Phase I. 

This manual is designed to assist you in completing your application or request for authorization and 

otherwise using the full suite of E-permitting resources available on the Districts ERP website: 

http://www.nwfwmd.state.fl.us/permits/permits-ERP.html 

If, after consulting this manual and the resources available on line, you are unable to find the 

information you are looking for and resolve your issueΣ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ Environmental 

Resource Permitting Field office at: 

Tallahassee Field Office  
Northwest Florida Water Management District 
Delaney Center, Suite 2-D 
2252 Killearn Center Blvd. 
Tallahassee, FL  32309 
Telephone (850) 921-2986 
Fax (850) 921-3082 

erppermits@nwfwmd.state.fl.us 
 
Before you proceed, here are a few tips to remember when using the E-permitting Portal: 
 

1. Be sure to read all information pertaining to the section of the on-line application you wish 

to use carefully.  This includes at a minimum; 

a. The E-permitting users Guide; 

b. The Welcome Page for each application process; 

c. The Terms and Conditions Pages; and 

d. The Rules and Statutes that apply to your activity.  

2. Have a pad and pen (or other means) ready to record pre-application numbers and other 

important information. 

3. Save your application early and often. 

4. Have all of your documentation to be submitted converted to a digital format, and ready to 

be uploaded before you start the application process. 

5. Temporarily turnoff pop-up blockers 

6. Did we mention you should save your application early and often? 

Thank you, 

NWFWMD ERP Team 

 

http://www.nwfwmd.state.fl.us/permits/permits-ERP.html
mailto:erppermits@nwfwmd.state.fl.us
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Part 1:  User Account Setup 

 
Before attempting to log in and begin using the E-permitting Portal, users will need to set up a user 

account.  This user account will allow users to access the Districts E-permitting resources described in 

ǘƘƛǎ ǳǎŜǊΩǎ ƳŀƴǳŀƭΦ   If a user account already exists, please skip this section and go to part 2.   

First, using the internet browser, navigate to the E-permitting Portal login page:  

http://epermitting.nwfwmd.state.fl.us/proderp/common/login.do 

 

New users must begin the registration procesǎ ōȅ ǎŜƭŜŎǘƛƴƎ άwŜƎƛǎǘŜǊ bƻǿέ ōŜƭƻǿ ǘƘŜ άsubmit" button.  

This will open ǘƘŜ ά¦ǎŜǊ wŜƎƛǎǘǊŀǘƛƻƴ CƻǊƳΦέ  All fields in the user registration forms marked with an 

asterisk (*) are required fields. 

Be sure to select a unique id and password.  ItΩǎ 

recommended that the password contain numbers 

and letters (capital and lower case) and be at least 6 

characters long.  If a character is entered that the 

application can not recognize, users will see a prompt 

identifying un-usable characters.  

After entering the required information, left click the 

άsaveέ button at the bottom of the page.   

Left clicking the άŎŀƴŎŜƭέ ōǳǘǘƻƴ ǿƛƭl cancel the 

process and restart the session at the login screen.   

Left clicking tƘŜ άŎƭŜŀǊέ ōǳǘǘƻƴ ǿƛƭƭ ŎƭŜŀǊ all fields in 

the form. 

An activation link will be sent by email to the users 

email address.  Left Click on this link to activate the account.  Users with spam filtering software should 

be sure to check their junk email folders or filtered email.  We recommend that users add emails 

Click this link and 

follow the 

prompts if you 

have forgotten 

your password 

and/or user id. 

User Id and 

password are 

case sensitive 

http://epermitting.nwfwmd.state.fl.us/proderp/common/login.do


E-permitting Portal Users Guide
 6

 

September 22,2009 
V.1.1        

received from this domain to the approved senders list.  After activating the account, open the login 

page and enter the pass word and user id.  Remember, this information is case sensitive. 

Forgot the user password? 
 
¢ƘŀǘΩǎ ƴƻǘ ŀ ǇǊƻōƭŜƳΦ  /ƭƛŎƪ ƻƴ ǘƘŜ άŦƻǊƎƻǘ ȅƻǳǊ ǳǎŜǊ ƛŘ ƻǊ 
passwordΚέ  link on the bottom of the login page.  This will 
open a new window   
 
In this new window users can select the άǳǎŜǊ ƛŘΣέ 
άǇŀǎǎǿƻǊŘΣέ ƻǊ ōƻǘƘΦ   
 
/ƘŜŎƪƛƴƎ ǘƘŜ άǳǎŜǊ ƛŘέ ƻǇǘƛƻƴ ǿƛƭƭ ƻǇŜƴ ŀ ƴŜǿ ǇǊƻƳǇǘΦ  Lƴ ǘƘŜ ƴŜǿ ŦƛŜƭŘΣ ŜƴǘŜǊ the email address and the 
ŎƭƛŎƪ ǘƘŜ άŎƻƴǘƛƴǳŜ ōǳǘǘƻƴΦ  ¢ƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǿƛll attempt to return every user id assigned to that email 
address.  Ideally, there should only be one user id per email address. 
 

 
 

At this point, users can left click the user name to open the login screen with the user name already 
populated, or click ǘƘŜ άŎƻƴǘƛƴǳŜέ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ Ƴŀƛƴ ƭƻƎƛƴ ǎŎǊŜŜƴΦ 
 
/ƘŜŎƪƛƴƎ ǘƘŜ άǇŀǎǎwordέ option will open a new prompt.  In the new field enter the user id and click the 
άŎƻƴǘƛƴǳŜέ ōǳǘǘƻƴΦ  !ƴ ŜƳŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ provided when registering the user account.    After 
ǊŜŎŜƛǾƛƴƎ ǘƘŜ ǇŀǎǎǿƻǊŘΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ƭƻƎƛƴΦ 
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Part 2:  Login and Select a Module 

 
Having successfully registered and activated an ŀŎŎƻǳƴǘΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ƭƻƎƛƴΦ  Enter the user name and 
password assigned to the account exactly as they were entered on the user registration form and select 
ά{ǳōƳƛǘ.έ   
 

 
 
Now displayed on the e-permitting main menu page should be 8 options (Modules): 
 

 

1. Update User Account Information ς this option allows users to correct errors in, and/or update, 
their information.  It is important that to keep this information current in the E-permitting Portal.  
The District uses this information to send correspondence and notices concerning projects with 
which users may be involved. 

2. Exemption Self-Certification ς Select this option to ōŜƎƛƴ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ƻƴ-line Exemption Self-
Certification process 

3. Noticed General Permits ς Select this option to submit a notice to conduct activities under Chapter 
62-341, F.A.C. (Noticed General Permits). 

4. Individual Permit ς Select this option to submit an application for authorization to conduct activities 
under an individual permit covered in Chapter 62-346, F.A.C. (ERP Phase I) 
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5. Application Status ς This option allows users to track the status of application for which they are a 
party to, and view the status of other permit applications for projects. 

6. E-Noticing ς By using this option, users can request notice of receipt of applications submitted 
under Chapter 62-346, F.A.C., using the E-Permitting Portal.  Users will be able to select one or more 
counties of interest, or narrow the notice areas by selecting one or more zip codes. 

7. E-Documents ς Applicants, associated parties, and owner/operators can view documents associated 
with any activity and submit additional information and requested documents to permits or 
applications to which they are an associated party.   

8. Log out ς This option will log users out of the E-permitting Portal. 
 
Users may start using the e-permitting Portal by left clicking on a module link.
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Part 3:  Authorizations 

 

Section1:  Exemption Self-Certification 
 
This module is designed to help users verify whether or not their activity may be exempt from the 
permitting requirements in Chapter 62-346 F.A.C. (also referred to as ERP in the Northwest District). 
 
At the top of each page in this module users will find 3 links; Cancel Interview; Main Menu; and Log out.  
 
To begin, select the Exemption Self-Certification Module from the main menu by left clicking the 
ά9ȄŜƳǇǘƛƻƴ {ŜƭŦ-/ŜǊǘƛŦƛŎŀǘƛƻƴέ ƭƛƴƪ.  This will open the Exemption Self-Certification Welcome Page.  On 
this page users will find information concerning the exemption process and links to pertinent Florida 
Administrative Code and Florida Statute (F.S.).  Users should read this page in its entirety, and take time 
to become familiar with the Rules and Statutes prior to proceeding.  ¦ǎŜǊǎ ǎƘƻǳƭŘ ǎŜƭŜŎǘ άŎƻƴǘƛƴǳŜέ ǘƻ 
processed to the Terms and Conditions page 
 

   
 

 

 
Users should now be at the άTerms and Conditionsέ page.  This page lists the legal terms and conditions 

that all users must agree to in order to use the Exemption Self-Certification Module.  Read this page 

carefully. Once users have read this page and feel comfortable with the 

terms and conditions, select the check boȄ ƴŜȄǘ ǘƻ άL ŀƎǊŜŜ ǘƻ ǘƘŜ ŀōƻǾŜέ at 

the bottom of the page.  ά/ƻƴǘƛƴǳŜέ ǿƛƭƭ ŀǇǇŜŀǊ ōŜƭƻw the check box.  

Users must left click άcontinueέ to proceed.  Clicking άcontinueέ is equivalent to an 

electronic signature and as such authorizes the District to process the request and 

verifies the ǳǎŜǊΩǎ acceptance of the terms and conditions.   

 

Follow links in 

the text for 

more 

information 

Directs you to the 

main menu 

without canceling 

the interview 

Cancels the 

exemption 

interview and 

directs you to the 

main menu 
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Users should now be at the άtǊƻƧŜŎǘ 5ŜǎŎǊƛǇǘƛƻƴ tŀƎŜΦέ  Use the fields provided to submit information 

concerning the activity or project.  This page is intended for project location information, not personal 

contact information. All fields indicated with an asterisk are required. 

 

The module will display a warning box if any required fields have 

been left empty and users will not be allowed to procede with 

the interview until all of the required information has been 

entered. 

First enter a Project Name.  Try to be specific and descriptive.  For example:  the project or activity may 

consist of installing a new culverted crossing on State Road 123.  A simple project name would be 

άŎulvert crossingΦέ  However; how many other projects or activities involve culvert crossing and may be 

named the same?  A more specific ƴŀƳŜ ŦƻǊ ǘƘŀǘ ǇǊƻƧŜŎǘ ǿƻǳƭŘ ōŜ ά/ǳƭǾŜǊǘŜŘ /ǊƻǎǎƛƴƎ ƻƴ {w мноΣ ƳƛƭŜ 

мнΦέ  .ȅ ŎƘƻƻǎƛƴƎ ŀ ƴŀƳŜ ǘƘŀǘ ƻŦŦŜǊǎ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴΣ users may make it easier to locate information 

concerning this project of aŎǘƛǾƛǘȅ ǿƘŜƴ ǳǎƛƴƎ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ {ǘŀǘǳǎέ ƻǊ ά9-5ƻŎǎέ ƳƻŘǳƭŜǎΦ 

Next, enter the street address.  It is possible that the project or activity location may not have a street 

address at this time.  In these cases, enter as much information as would be necessary for an individual, 

who is unfamiliar with the area, to locate the project. For example: άThis project is located on the north 

side of Main Street, 1.2 miles west of 12th.έ  Users may also enter parcel numbers and latitude and 

longitude coordinates.  The District strongly recommends that users enter the latitude and longitude 

coordinates for the project or activity location when using this module.  These coordinates are 

required for Individual permit applications and Notices for Noticed General Permits. 

Continue entering the appropriate information in the remaining fields and left click 

the άƴextέ button when to continue. 

Users may left click ǘƘŜ άŎƭŜŀǊέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ǘƻ ǊŜǎŜǘ ŀƭƭ ƻŦ ǘƘŜ 

fields on that page.  Caution: this will clear all fields on the page.  

Fields marked by 

an asterisk are 

required. 
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¦ǎŜǊǎ ǎƘƻǳƭŘ ƴƻǿ ōŜ ŀǘ ǘƘŜ άowner informationέ ǇŀƎŜ ƻŦ ǘƘŜ ά9ȄŜƳǇǘƛƻƴ {ŜƭŦ-/ŜǊǘƛŦƛŎŀǘƛƻƴέ ƳƻŘǳƭŜΦ  In 
this page, users will enter the ƻǿƴŜǊΩǎ contact information.  This is the person for whom the verification 
will be processed.  Users should be aware; all fields are required on this page. 
 

   
 
Click the άnextέ button to continue ǘƻ ǘƘŜ άtǊŜƭƛƳƛƴŀǊȅ vǳŜǎǘƛƻƴǎ {ŜŎǘƛƻƴ.έ 

The Preliminary Questions page is designed to eliminate the majority of activities that do not qualify for 

an exemption.  An answer is required for each of the four general questions.  Left click άnextέ button to 

continue  

 

The ǳǎŜǊΩǎ answers will be compared to the acceptable entries and requirements for the selected 

exemption to determine whether or not the user may continue with this process. 

This can be a work, 
home, or cell 
number.  It should 
be the one most 
likely to reach the 
owner. 

Be descriptive.  This 
field is used by staff 

to gain a good 
picture of the 

online exemption 
requests. 

Left click links in 
the text to view 
definitions, rule 
and other helpful 
information.  
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If the project or activity does not meet the criteria listed in the preliminary questions, users will be 

directed to a screen indicating that the project or activity does not appear to qualify for an exemption 

and to please contact the District. 

 

If the project or activity meets the necessary requirements in the preliminary questions, users will be 

ŘƛǊŜŎǘŜŘ ǘƘŜ ά!ŎǘƛǾƛǘȅ ¢ȅǇŜέ page. 

 

Here, users will select the activity type that the project or activity best fits by left clicking on the activity 

link.  Each activity type contains a subset of questions specific to that activity.  Users will be asked to 

answer fully, all of the questions in that section.  The verification is based on the answers provided, 

without District staff review, final agency action or determination. 

 
   

 
Once users have completed the questions for the activity left click ǘƘŜ άnextέ ōǳǘǘƻƴ ǘƻ ŎƻƴǘƛƴǳŜ.  The 
web application will compare the ǳǎŜǊΩǎ answers with a set of acceptable values to determine if the 
activity may to be exempt.  Be aware that the browsers security functions or other programs may 
block pop-ups.  This application uses them to display the verification letter.   
 

Select an activity by 

left clicking on the 

link that best fits the 

project or activity 
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If the project or activity qualifies for an exemption users will receive two messages. 
 
The first is the qualification header.  This will list the date, the owners name and address and the 
exemption number.  Users can capture a screen shot of this window if they choose.  However, this 
information will be listed on the exemption letter.  To access this letter, users will need to select either 
άƻǇŜƴ ǿƛǘƘέ ƻǊ άǎŀǾŜ ŦƛƭŜΦέ  ¢he letter is generated using the άǇƻǊǘŀōƭŜ Řocument formatέ (PDF).  Users 
will need a PDF reader.  Adobe offers a free reader which can be downloaded from their corporate 
website.    
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The District recommends 

saving all documents prior 

to printing them. 

The application will 

generate an exemption 

letter if the project or 

activity appears to 

qualifies 
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If the activity does not appear to qualify for an exemption, the users will receive a notice of non-

qualification directing them to contact the District if they feel that their activity does qualify. 
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Section 2:  Noticed General Permit Module (NGP) 
 
This module is designed to proviŘŜ ǳǎŜǊǎ ǿƛǘƘ ŀ ƳŜǘƘƻŘ ǘƻ ǎǳōƳƛǘ ŀ άbƻǘƛŎŜ ǘƻ ¦ǎŜ ŀƴŘ DŜƴŜǊŀƭ tŜǊƳƛǘέ 

ǘƻ ǘƘŜ bƻǊǘƘǿŜǎǘ CƭƻǊƛŘŀ ²ŀǘŜǊ aŀƴŀƎŜƳŜƴǘ 5ƛǎǘǊƛŎǘǎΩ 9wt ǇǊƻƎǊŀƳΦ   The module is designed to 

resemble the notice in rule allowing users to more easily enter the required information. 

Quick Notes: 

Write down the Pre-application.  Users should use this number to return to the application or notice if 

they are disconnected or forced to suspend the process.  To do this, use the Application Status 

Module to query for that application or notice.  DO NOT START ANOTHER APPLICATION OR NOTICE 

until you have searched for the one that was suspended. 

At the bottom of each page of the άNoticed General Permit Moduleέ users will find 3 or 4 buttons: save, 
clear, previous and next.   
 

 The άsaveέ button will save the users current progress.   

 ¢ƘŜ άŎlearέ button will clear all of the fields on the current page.  

 The άpreviousέ button will take users to the previous page or section the application.  Please 
note that this does not take the user to the previous page in the application if the user has 
skipped a section or page during the process. 

 The άnextέ button will take users to the next section in the application.  The next button also 
saves all work before proceeding. 

 
¦ǎŜǊǎ ǎƘƻǳƭŘ ƳŀƪŜ ǎǳǊŜ ǘƻ ǊŜŎƻǊŘ άtǊŜ-ŀǇǇƭƛŎŀǘƛƻƴ bǳƳōŜǊέ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ 

ǘƘŜ ōǊƻǿǎŜǊ ǿƛƴŘƻǿ Ƨǳǎǘ ōŜƭƻǿ ά5ƛǎǘǊƛŎǘέ ƛƴ ǘƘŜ ǇŀƎŜ ǘƛǘƭŜΦ  ¢Ƙƛǎ ƴǳƳōŜǊ ǿƛƭƭ ōŜ ǳǎŜŘ ǘƻ store the 

application or notice and any associated documents prior to submitting it to the District. 

 
 

 
Before beginning, users should have: 

 User Id and Login Password 

 Something to record information and notes such as pre-application numbers. 

 Project information  

 Applicant and other associated party information, including name, address and other contact 
information  

 Electronic copies of all the supporting documents and files that will be attached to the 
application including the signed authorizations page.  Organizing these documents and files in 
one central location on the ǳǎŜǊΩǎ computer or server is a good idea.  This can facilitate the 
document upload and application process  

 Payment Information 
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Welcome Page 
 
To begin, select the άNoticed General Permit Moduleέ ōȅ ƭŜŦǘ ŎƭƛŎƪƛƴƎ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ƭƛƴƪ ƻƴ ǘƘŜ Ŝ-
permitting main page.  This will direct users to the άNoticed General Permit Welcome Page.έ  On this 
page users will find information concerning the Noticed General Permit noticing process, as well as links 
to pertinent Florida Administrative Code (F.A.C.) and Florida Statute (F.S.).  Please read this page in its 
entirety and take time to become familiar with the pertinent Rules and Statutes prior to proceeding.  
When ready, left click άŎƻƴǘƛƴǳŜέ to proceed to the άTerms and Conditionsέ page. 
 

 
 
The NGP e-permitting άTerms and Conditionsέ ǇŀƎŜ lists the legal terms and conditions that all users 

must agree to in order to continue to the NGP Module.   Users should read 
this page carefully.   Once users have read this page and feel comfortable 
ǿƛǘƘ ǘƘŜ ǘŜǊƳǎ ŀƴŘ ŎƻƴŘƛǘƛƻƴǎΣ ǎŜƭŜŎǘ ǘƘŜ ŎƘŜŎƪ ōƻȄ ƴŜȄǘ ǘƻ άL ŀƎǊŜŜ ǘƻ ǘƘŜ 
ŀōƻǾŜέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜΦ   

 
άClick here to cƻƴǘƛƴǳŜέ ǿƛƭƭ ŀǇǇŜŀǊ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ the check box.  Users must 
left click this link to proceed.  Selecting the check box and clicking this link is 
equivalent to an electronic signature and authorizes the District to process the 
notice and verifies user acceptance of the terms and conditions which include 
receiving all communications about the application by email.  If no email address is supplied for an 
associated party, it is likely they may not receive copies of notices and requests from the District.  When 
ready to begin the application pǊƻŎŜǎǎΣ ǳǎŜǊǎ ǎƘƻǳƭŘ ƭŜŦǘ ŎƭƛŎƪ άŎƭƛŎƪ ƘŜǊŜ ǘƻ ŎƻƴǘƛƴǳŜέ ǘƻ ǇǊƻŎŜŜŘ ǘƻ ǘƘŜ 
άLƴǘǊƻŘǳŎǘƛƻƴέ ǇŀƎŜΦ 
 
 
 
 
 
 
 
 
 
 

Follow links in 

the text for 

more 

information 

Directs you to the 

main menu  
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Associated Parties, Sections 1 and 2ɀ Applicant and Agent information  
Users should now be at the Agent/Applicant Page.  Here users are prompted to select the role, either 

the agent or applicant; they will be using to enter the notice information.  

 

 Agent ς Users should select the radio button next to agent if they are submitting this 

notice on behalf of another party.  By selecting this, the ǳǎŜǊΩǎ information will be 

automatically entered into the agent fields.  USERS MUST ENTER APPLICANT 

INFORMATION ON THE PARTIES PAGE IF THEY CHOOSE TO PROCEED AS THE AGENT.   

 Applicant - Select the radio button next to the applicant if the users are the entity 

seeking the authorization for the project.  This will be the entity to which the verification 

letter for the Notice will be sent. 

On the left side of the page is displayed a side bar navigation menu.  All of the sections used in the 

Noticed General Permit module are displayed here.  To move within the notice, use this menu or the 

links on the bottom of the modules.  DO NOT USE THE FORWARD OR BACK BUTTONS ON THE 

INTERNET BROWSER. 

 

 

 

When users are satisfied with their entries, ƭŜŦǘ ŎƭƛŎƪ άnextέ to continue.  

 
 

Enter Applicant and Agent 

information 

Users can download section C 

of the Noticed General Permit 

application.  Applicants must 

sign and return this form. 

Enter project specific 

information 

Allows users to upload and 

attach supporting documents 

to the application before 

submittal. 

Starts the payment process 

for final submittal to the 

District 
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First users should scroll down to the bottom of the page where four navigations buttons are available.  
These buttons, along with the side bar navigation menu should be used navigate while in the E-
permitting Portal.  DO NOT USE THE INTERNET BROWSER BACK AND FORWARD BUTTONS. 
 

 

 
 
Save ς Saves the notice progress.  Click this button often.  This will help limit the loss of information 

should a user be disconnected unexpectedly or have to suspend the notice process. 
Clear ς Clears every field on the page.  Users should not click this button unless they plan to enter all of 

the information on that page again. 
Previous ς Navigates back to the previous page in the notice.  Be aware; if a user skips a section using 

the side bar navigation menu, and then use the previous button to go back, it will only take users 
to the previous page in the notice, not necessarily the page they came from. 

Next ς Directs users to the next page in the notice.  By default, this button also saves the information to 
that point. 

 
 Users should see their user information 
entered into the fields for the role they 
selected.   Verify that the information is correct 
and ŀƴŘ ƭŜŦǘ ŎƭƛŎƪ άǎŀǾŜΦέ 
 
IMPORTANT:  Users applying as the agent 

Ƴǳǎǘ ŜƴǘŜǊ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ōŜŦƻǊŜ 

proceeding.  Notices will not be processed 

ǿƛǘƘƻǳǘ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 

 

To enter role information, users must first left click ǘƘŜ ά{ŜŀǊŎƘέ button in that role 

section.  This will open another window.  Enter the name and company (if available) 

in the search fields provided, and click the άsearchέ button. 

 

Use this box to broaden or narrow your 

ǎŜŀǊŎƘΦ  ¸ƻǳ Ŏŀƴ ǎŜƭŜŎǘ άŜǉǳŀƭΣέ ά[ƛƪŜέ ƻǊ 

ά{ǘŀǊǘǎ ǿƛǘƘΦέ  {ŜƭŜŎǘƛƴƎ άŜǉǳŀƭέ ǿƛƭƭ ǎŜǘ ǘƘŜ 

ǎŜŀǊŎƘ ŦƻǊ ŜȄŀŎǘƭȅ ǿƘŀǘ ȅƻǳΩǾŜ ŜƴǘŜǊŜŘΦ  

Selecting either of the other two will set the 

search for all or part of the values entered 
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The search will display all possible matched in the search window.  Review the records and 

select the appropriate one by left clicking the radio button located to the left of the target 

record. The information should now be populated in the role section.  Left click the άǎŀǾŜέ 

button.  The application will display this window if the information has been successfully 

saved. 

Users should not enter new user information in this screen.  All parties to be associated with any project 

should create a user account.  This will allow them access to the application and help ensure that they 

can access all permit applications and permits with which they are associated. 

 

Now look in the upper right corner of the web page.  Users should see a new number.  This number is 

ǘƘŜ άtǊŜ-!ǇǇƭƛŎŀǘƛƻƴέ ƴǳƳōŜǊΦ  LŦ users have to suspend the notice or lose connection at any time, this 

number will allow them to resume the notice at the point it was 

last saved.  Write this number down! 

Left click the άƴŜȄǘέ button to continue. 

Users should now be at the άProject Informationέ page.   Users will enter project specific information on 
this page including the project address, latitude and longitude coordinates, commencement date and 
other information.   
 
 

Project Information ɀ Section 3, Rule Citation 
 
First, users must select the Rule under which they are noticing the District.   
 
¢ƻ Řƻ ǘƘƛǎΣ άƭŜŦǘ ŎƭƛŎƪέ ǘƘŜ ŘǊƻǇŘƻǿƴ ŀǊǊƻǿ ƴŜȄǘ ǘƻ ǘƘŜ ǊǳƭŜ Ŏƛǘŀǘƛƻƴ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ Ǌule.  
Links to the rules and other guidance documents can be found on the NGP welcome page as well as on 
ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ 9wt ǿŜō ǎƛǘŜΦ  
 

 
 
 
 

 

Left click the 

dropdown arrow to 

view all NGP rules 

http://www.nwfwmd.state.fl.us/permits/permits-ERP.html
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Project Information ɀ Section 4, Location of proposed activity  
 
After selecting the correct rule citation, users should enter the projects or activities actual address; itΩǎ 

physical location.  If the project or activity area does not have a physical address, enter directions from a 

well known highway with enough detail so that someone unfamiliar with the area can find the site.  

Additionally, if the project or activity area is not within the incorporated area of a city or town, please 

indicate the nearest postal city. 

 

Next select the primary county by left clicking the dropdown arrow.  The primary county is the county 
containing the largest portion of the project area.  In the 
new window, move the cursor over the desired county 
and select it by left clicking.  If the project or activity 
extends into more than one county, users can add 
ŀŘŘƛǘƛƻƴŀƭ ŎƻǳƴǘƛŜǎ ōȅ άƭŜŦǘ ŎƭƛŎƪƛƴƎέ ǘƘŜ άŀŘŘ ŀŘŘƛǘƛƻƴŀƭ 
ǇǊƻƧŜŎǘ ŎƻǳƴǘƛŜǎέ ōǳǘǘƻƴ.  A new field will appear.  Select 
the appropriate county as needed.  Users can add as many 
counties as necessary.  If users add a county by mistake, 

the county can be removed by clicking the άremoveέ button. 
 
The next step is one of the most important in the noticing process; entering the latitude and longitude 
coordinate pair.  For the purposes of the e-permitting Portal, GPS coordinates should be entered using 
ǘƘŜ 5ŜƎǊŜŜǎ όϲύΣ aƛƴǳǘŜǎ όΩύΣ {ŜŎƻƴŘǎ όέύ Ŧƻrmat (DMS), without symbols or spaces and must contain at 
least 6 digits before the decimal.  
 
For example, 80°1Ω8Φпέ would be entered as 800108.4.   
 
Be sure not to confuse this format with Decimal Degrees.  Users should convert coordinates taken in 
decimal degrees to DMS prior to entering them into the e-permitting application.  More information on 
converting Decimal Degrees to DMS is available on the Districts ERP website.  
 

 
 
In this section, users must enter the latitude and longitude coordinates in the format described above.   
Be advised: The District accepts GPS coordinates for the site location projected in NAD (North American 
Datum) 27 or NAD 83 datum.  NAD is a horizontal datum and should not be confused with the NGVD 
(National Geodesic Vertical Datum).  Although both reference datum contain horizontal components, 
projections based on one datum using coordinates taken using the other datum can be off by significant 
margins.  Lǘ ƛǎ ǘƘŜ ǳǎŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǾŜǊƛŦȅ ǘƘŜ ǇǊƻƧŜŎǘΩǎ ŎƻƻǊŘƛƴŀǘŜǎ. 
 

If the site or project 

does not have a street 

address, enter 

directions from a 

major roadway using 

landmarks and 

intersections 

http://www.nwfwmd.state.fl.us/permits/permits-ERP.html
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Select the datum the coordinates are projected in (NAD 27, NAD 83 or other), and then select the source 
(GPS, Surveyed, Topo, or Other).   Please be aware that Google Earth ©projects its coordinates using the 
NAD 83 datum (current September 2009) 

 

 

 
 
 
Next enter the tax parcel id number for the project or activity 
site.  If the project or activity covers multiple parcels, users 
may enter additional tax parcel ID ƴǳƳōŜǊǎ ōȅ άƭŜŦǘ ŎƭƛŎƪƛƴƎέ 
thŜ ά!ŘŘ ŀŘŘƛǘƛƻƴŀƭ ¢ŀȄ tŀǊŎŜƭ LŘέ ōǳǘǘƻƴΦ  
 

Now is a great time to save the notice progress.  Left click the save button at the 
bottom of the page.   The web application will save all work to the pre-application 
number in an on-line temporary file.  Be aware that the application has not been 

submitted to the District.  After the data has been saved, the web-application will display this window. 
 

 
Click ǘƘŜ άOKέ ōǳǘǘƻƴ to continue.  Remember, save early and save often! 
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Project Information ɀ Section 5, Date Activity is Proposed 
 
Next, enter the date the activity is expected to commence.  
Users can enter the date directly into the field using this 
format: dd/mm/yyyy or users can select the date using the 
calendar.  To activate the calendar, left click the calendar 
button, ƴŜȄǘ ǘƻ ǘƘŜ άǘƻ ŎƻƳƳŜƴŎŜέ data entry field. This will open  
the date selection window. 
 
 
 
 
 

 

      

Users can select the date by left clicking on the date in the new window.  The window defaults to the 
current month.   
 
Important: Applicants wishing to conduct activities under a noticed general permit may not begin 
construction sooner than 30 days from the date the noticed was received by the District.  If users 
select a date that is less than 30 days, they will receive this message: 
 

 

If a user receives this message, they must ƭŜŦǘ ŎƭƛŎƪ άhYέ ŀƴŘ ǎŜƭŜŎǘ ŀ ŘŀǘŜ ǘƘŀǘ ƛǎ ŀǘ ƭŜŀǎǘ ол Řŀȅǎ after 

the date notice will be received. ¦ǎŜǊǎ Ŏŀƴ ŜƴǘŜǊ ǘƘŜ άǇǊƻǇƻǎŜŘ ŘŀǘŜ ƻŦ completionέ ǳǎƛƴƎ ǘƘŜ ǎŀƳŜ 

steps described above.  This date may not be prior to the proposed date to commence.  

 

This arrow will move 

the calendar 12 

months back 
This arrow will move 

the calendar 12 

months forward 

Selecting these arrows will move 

forward or back one month 

To select a date, left 

click on the day. 
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Project Information ɀ Section 6, Total Work i n Wetlands 
 
In this section users will enter information describing the potential wetland impacts associated with 
their activity. Users may leave this section blank if there are no wetland impacts associated with this 
Notice.  
 
Information in this section is separated into 2 basic categories; Federal and State jurisdictional wetlands 
and other surface waters.  The definition and delineation methodology for State regulated wetlands is 
located in Chapter 62-340, F.A.C.  Federal definitions and delineation methodologies can be found in 
Chapters 33 and 40 CFR.   
 
It is important to note that the area of wetlands regulated by both entities may not always be the same.  
Differences in definitions and methodology can result in inconstant wetland lines and therefore 
different proposed impacts.   Be sure to enter the correct wetland information in the correct fields as it 
relates to the regulatory agency. 
 
First users must enter the surface area of the area to be filled or excavated within federal jurisdiction in 
both square ft and acres.  Fill and excavation areas must be entered separately.  Users must next enter 
the volume of material to be removed in cubic yards. 
 

 
 
Next do the same for State regulated wetlands and other surface waters. 
 

 
 

After entering the state information, users should enter the fill and or excavation waterward of the 
Mean or Ordinary High water line.  This line relates to tidally influenced fluctuations in water levels as 
observed over the National Tidal Datum Epoch (19 years). 
 

 
Finally, users must enter the area of State Jurisdictional Land that will be severed or created. 
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Project Information ɀ Section 7, Stormwater Information  
 
In the next section users will enter Stormwater information for their project.  This information includes 

the project area, total applicant owned area contiguous to the project, total land area served by the 

system, impervious area, impoundment volume and others.  All numerical values for area in this section 

should be entered in acres with the exception of impoundment volume which is in acre-feet.  Be sure to 

convert all values to the appropriate units before entering the information. 

Lƴ ǘƘŜ ǘŜȄǘ ŦƛŜƭŘ ǇǊƻǾƛŘŜŘ ŦƻǊ άtǊƻƧŜŎǘ bŀƳŜέ ŜƴǘŜǊ ŀ ǳƴƛǉǳŜ ƴŀƳŜ ŦƻǊ ǘƘŜ ǇǊƻƧŜŎǘ ƻǊ ŀŎǘƛvity.  For 

example, if the project is re-paving of a city road, a good name would beΥ άtŀǾƛƴƎ ƻŦ /w м ƛƴ {ǳƴ /ƛǘȅ 

ŦǊƻƳ 9ŀǎǘ {ǘǊŜŜǘ ǘƻ ²Ŝǎǘ {ǘǊŜŜǘΦέ  The name should provide sufficient information to get a good 

overview of the project and be used consistently throughout the notice, plans, and other supporting 

documents. 

 

NextΣ ǎŜƭŜŎǘ ά¸Ŝǎέ ƻǊ άbƻέ ŦƻǊ the phased projects item.  If the activity is part of a phased project users 

must include information for previously permitted phases or phases that are being applied for 

concurrently. 

To add phases, ǎŜƭŜŎǘ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ŦƻǊ ά¸ŜǎέΦ  ¢ƘŜ άadd phaseέ button should now be available.  Click 

ǘƘŜ άŀŘŘ ǇƘŀǎŜέ ōǳǘǘƻƴΦ  ¢Ƙƛǎ ǿƛƭƭ ŀŎǘƛǾŀǘŜ п ƴŜǿ ŦƛŜƭŘǎΦ  Users should enter: the Agency that issued the 

permitted or is reviewing the application or notice; the date the permit was issued, the date the notice 

was approved, or the date the application was submitted; the permit, notice or application type; and the 

permit or application number.  If users add a phase by mistakŜΣ ŎƭƛŎƪ ǘƘŜ άǊŜƳƻǾŜέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ 

incorrectly added phase. 

 

 

Click on the links to 

navigate to the terms 

and definitions page 

form more 

information about 

specific terms. 

Select the agency reviewing 

the application or that has 

issued the permit from the 

dropdown box. 

Add additional phases by clicking 

ǘƘŜ ά!ŘŘ tƘŀǎŜέ .ǳǘǘƻƴ 

To remove a phase, click the 

άwŜƳƻǾŜέ .ǳǘǘƻƴΦ 
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Next users should select the treatment type.  To add a treatment Best Management Practice (BMP), left 
ŎƭƛŎƪ ǘƘŜ ά!ŘŘ ¢ǊŜŀǘƳŜƴǘ ¢ȅǇŜέ button in the treatment type field.  This will activate the treatment type 
drop down list.  Left click the dropdown arrow and select the treatment 
BMP that will be used for the activity.  Users can change the selection by 
opening the dropdown menu again. 
 

 

 

 

 

 

 

 
 
Multiple treatment BMPs can bŜ ŀŘŘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άŀŘŘ ǘǊŜŀǘƳŜƴǘ ōǳǘǘƻƴ ŦƻǊ ŜŀŎƘ ƴŜǿ ǘǊŜŀǘƳŜƴǘΦ  

Once the new treatment field is available, 
select the treatment BMP as described above. 
 
Next, describe in reasonable detail, the 
current site conditions.  For example, if the 
project area has a small commercial building 
on it users may describe the site as; άThe site 
is currently being used for a commercial and 
retail business.  There is one two story building 

with associated parking and pedestrian walk ways on the south portion of the property.  The north 1/3 of 
ǘƘŜ ǇǊƻǇŜǊǘȅ ƛǎ ǿƻƻŘŜŘ ŀƴŘ ǳƴŘŜǾŜƭƻǇŜŘΦέ  
 
 bƻǿΣ ŘŜǎŎǊƛōŜ ǘƘŜ ǇǊƻǇƻǎŜŘ ƭŀƴŘ ǳǎŜΦ  ά¢ƘŜ ǎƛǘŜ 
will be re-developed to include an additional 
retail building and parking to the north while the 
current parking area will be resurfaced and 
graded to discharge to the new stormwater 
treatment system.  The treatment system will be 
located in an area between the existing building 
and the proposed additions.έ 
 

/ƭƛŎƪ ǘƘŜ άwŜƳƻǾŜέ ōǳǘǘƻƴ 

to delete treatment types. 



E-permitting Portal Users Guide
 26

 

September 22,2009 
V.1.1        

bŜȄǘΣ ŜƴǘŜǊ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǊŜŎŜƛǾƛƴƎ ǿŀǘŜǊōƻŘȅ ŀƴŘ ƛǘΩǎ ŎƭŀǎǎƛŦƛŎŀǘƛƻƴ ōȅ ƭŜŦǘ ŎƭƛŎƪƛƴƎ ǘƘŜ ά!ŘŘ wŜŎŜƛǾƛƴƎ 
²ŀǘŜǊǎέ ōǳǘǘƻƴΦ  ¢Ƙƛǎ ǿƛƭƭ ŀŎǘƛǾŀǘŜ ǘƘŜ άbŀƳŜέ ŀƴŘ ά/ƭŀǎǎƛŦƛŎŀǘƛƻƴέ ŦƛŜƭŘǎΦ  ¦ǎŜ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ǘƻ 
select the receiving waters for their activity and the classification.  Classifications are based on the 
requirements of the federal Clean Water act and are: 
 
Class I - Potable Water Supplies  
Class II - Shellfish Propagation or Harvesting  
Class III - Recreation, Propagation and Maintenance of a Healthy, Well-Balanced Population of Fish and 

Wildlife.   
Class IV - Agricultural Water Supplies - Generally located in agriculture areas around Lake Okeechobee.  
Class V - Navigation, Utility and Industrial Use  
 
If the receiving water body has not been officially named, or 
the name is not listed in the dropdown menu, select άotherέ 
and enter a description of the waterbody in the new field.  
Users who are unsure about the waterbody classification 
should consult Chapter 62-302, F.A.C. for more information. 
 

Project Information  Page ɀ Section 8, All Proposed Activities 
 
In this section, users will enter descriptions of the proposed activity, wetland and aquatic habitats to be 

effected, construction methods and any additional information that supports qualification for the 

activity under a Noticed General Permit.  Be aware that there is a maximum number of characters that 

can be used in each box.  Users should try to be brief, but still enter the information as requested. 

Lƴ ǘƘŜ ŦƛŜƭŘ ǇǊƻǾƛŘŜŘ ŦƻǊ ά²Ƙŀǘ ƛǎ proposedέ ǳǎŜǊǎ ǎƘƻǳƭŘ ŘŜǎŎǊƛōŜ ǘƘŜ overall activity that will be 

conducted on site.  For example:  ά¢Ƙƛǎ ŀŎǘƛǾƛǘȅ Ŏƻƴǎƛǎǘs of the repair and replacement of 3 culvert 

crossings on Highway 1 south of Sun City.  New culverts will be twin 24 inch reinforced concrete with 

mitered end sectionsέ 

Next describe the wetland and aquatic 

habitats to be impacted.   Users may leave 

this field blank if the project is contained 

solely in uplands.  The definition and 

delineation of wetlands and other surface 

waters is located in Chapter 62-340, F.A.C. 

Now describe the construction methods 

that will be used on site including the type 

of equipment.  Also describe the 

construction schedule for the site.  For 

ŜȄŀƳǇƭŜΥ  άConstruction for this project will begin with installation of all perimeter sediment and erosion 

controls followed by a rough cut of the stormwaǘŜǊ ǘǊŜŀǘƳŜƴǘ ŦŀŎƛƭƛǘȅ ǘƻ ǿƛǘƘƛƴ сέ ƻŦ Ŧƛƴŀƭ ƎǊŀŘŜΦ  

Clearing and grading will be limited to only those areas planned for construction within 2 days.  The site 

ǿƛƭƭ ōŜ ƎǊŀŘŜŘ ŀƴŘΧέ 
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Finally, use the last field in this section to provide any additional information not requested in the notice 

that supports the intent to conduct activities under a NGP. 

Project Information  Page ɀ Section 9, Permanent and Temporary 
Turbidity, Erosion, and sediment controls.  
 
Use this section to describe the turbidity, sediment and erosion BMPs that will be used on site prior to, 
during and after the completion of construction for the project or activity until the site is fully stabilized.  
These methods may include silt fencing, diversion swales, sediment sumps, etc.  A description of 
acceptable BMPs can be found in Florida Department of Environmental Protections Sediment and 
Erosion Control Inspectors Manual.  Additional information is located in the Applicants Handbook 
volumes I and II. 

 

Project Information  Page ɀ Section 10, Previous Applications for This  
Project  
 
Users will enter previous application and permit information for this activity and project area in this 
ǎŜŎǘƛƻƴΦ  CƛǊǎǘ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ tǊŜǾƛƻǳǎ tŜǊƳƛǘέ ōǳǘǘƻƴΤ ŦƛǾŜ ƴŜǿ ŦƛŜƭŘǎ will appear.   
 

 

 

First select the agency responsible for the review and final agency action for 

the previous application/permit. 

Next select the date the application was submitted or the date the final 
action was taken.  Users can enter the date using the same steps described 
in Section 5 of the NGP module. 
 
Select the permit or application type, enter the permit or application number 

and select the action taken from the dropdown menu.  Click theέ removeέ 

button to delete a permit or application record entered by mistake.  Click the 

άƴŜȄǘέ buǘǘƻƴ ǘƻ ǇǊƻŎŜŜŘ ǘƻ ǘƘŜέ Authorizationsέ Page. 

 

 

Click links for more 

information 
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Authorizations Page  

 
The applicant or the agent must now download the Authorizations form, collect all necessary signatures 
and submit the form to the District.  This form is part C of Form 62-346.900(2) Notice of Intent to Use an 
Environmental Resource Noticed General Permit in Northwest Florida.   
 
¢ƻ ŘƻǿƴƭƻŀŘ ǘƘŜ !ǳǘƘƻǊƛȊŀǘƛƻƴǎ ŦǊƻƳΣ ŎƭƛŎƪ άhereέ at the bottom of the page.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Once the form has been signed as appropriate, users can scan the original and attach it to the 
application using the άǳǇƭƻŀŘ ƛƴŦƻǊƳŀǘƛƻƴ ǇŀƎŜέ described in the next section.   /ƭƛŎƪ άƴŜȄǘέ ǘƻ ǇǊƻŎŜŜŘ 
to the upload information page. 

 
 
 
 
 

The applicant or their 

approved representative 

must print their name, sign 

and date on this line.  

The applicant should print their 

name and sign here only if they 

are authorizing an agent to sign 

the notice on their behalf 

represent them for this 

application to the District..  
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Upload information page  
 
The first section of this page is Section B of form 62-346.900(2), F.A.C.  The information listed here is the 

minimum amount of information needed to submit a complete notice.  Users should collect the files, 

documents and other information described here and have them ǊŜŀŘȅ ōŜŦƻǊŜ ŎƭƛŎƪƛƴƎ ǘƘŜ ά¦ǇƭƻŀŘ 

!ǊŜŀέ ōǳǘǘƻƴ at the bottom of the page. 

In the upload area, users will be able to upload and attach required documents and files to the notice.  

Documents requiring signing and sealing by a registered professional can be electronically signed and 

sealed using this section.    

Note:  Registered professionals (including engineers, geologists, and surveyors should consult the 

rules for their profession to make sure they provide for using this option. 

 
 
Users can click this link to open a quick reference document designed to help them 

upload information, files and documents and attaching them to the notice. 

 
Uploading documents 
 

 
 
CƛǊǎǘ ǳǎŜǊǎ ǿƛƭƭ ƴŜŜŘ ǘƻ ƭƻŎŀǘŜ ǘƘŜ ŦƛƭŜǎ ǘƻ ōŜ ǳǇƭƻŀŘŜŘΦ  !ǎ ƳŜƴǘƛƻƴŜŘ ŜŀǊƭƛŜǊΣ ƛǘΩǎ ŀ ƎƻƻŘ ƛŘŜŀ ǘƻ organize 
files and place them in one location on the computer or server being used to submit the notice.  
 
 
 

Click here to select 

the document of file 

type being submitted 

with the notice  

Select this check 

box to include the 

document or file on 

the signed and 

sealed manifest  

Click to attach all of 

the selected files and 

documents to the 

Notice  

Click to upload 

the file or 

document  

Click to 

open the 

file browse 

window  
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To locate the file to be attachedΣ ƭŜŦǘ ŎƭƛŎƪ ǘƘŜ ά.ǊƻǿǎŜέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ŦƛƭŜ ŦƛŜƭŘΦ  This will open a file 
browsing window.   
 

 
 
 
Navigate to the folder containing the target file and left click the 
file.   The file path should now be displayed in the file field.  
Click the άopenέ button to insert the file into the upload page 
file field. 
 
Next, select the άsubmittal typeέ.  The άsubmittal typeέ refers to the type of information contained in 

the document or file.  For example:  If the file to be uploaded is a collection of 
aerial photographs of the project area, users should ǎŜƭŜŎǘ άŀŜǊƛŀƭ 
ǇƘƻǘƻƎǊŀǇƘǎέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘΦ   
 
Below the άfileέ and άbrowse fieldέ, users will see a comment box.  Users 
should enter a description of the information contained in the files to be 
attached, if the Submittal type is inadequate.  CƻǊ ŜȄŀƳǇƭŜΤ άōƻǳƴŘ ǊŜǇƻǊǘǎέ 
dose not indicate which report it is.  Users should enter a description of the 
bound report in the comment filed.  This will assist District staff when 

identifying and processing the notice. 
 
 

As indicated earlier, this notice provides a method for registered 
professionals (only engineers at this time) to sign and seal documents in 
accordance with the appropriate rules and Florida Administrative Code.  To 
the left of the comment field, users should see a check box.  Check this box 
if the document requires signing and sealing. 
 
Finally, click submit file to upload the file to the pre-application number. 
 

After the upload is complete, the file should be listed in the bottom section of the page.  Users should 
verify that the intended file has been uploaded by left clicking on the file name link.  This will open the 
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target file.  If the file is correct, close it and continue to upload additional files as necessary.  If the file is 
not the correct one, click the Ψremoveέ link to the far right of the file name to delete the file from the 
upload area. 
 
IMPORTANT: Users must repeat the process listed above to upload each document separately.  

Because the system assigns a unique number (SHA ς Secure Hash Algorithm described below) to each 

attachment, it is not possible to upload multiple files at one time.  Zip, or other compressed file types 

for multiple files are not allowed. 

 

 

 

 

 

The E-permitting Portal uses two (of three authorized)) methods of electronic signing and sealing 
available at this time.  The first allows users to submit an electronic copy via the upload page, and then 
follow up by delivering original signed and sealed hard copies to the District.  This method allows the 
District to begin its review sooner; however, there is really no time or resource savings for the applicant 
or District staff as hard copies of files still must be submitted. 
 
The second involves the use of a άmanifestέ and a unique and secure hash algorithm (SHA-1) code that is 
assigned to each file, listed on the manifest, and verified by the signing engineer.  This method provides 
real time and cost savings for the applicant and staff. 
 
To open the manifestΣ ƭŜŦǘ ŎƭƛŎƪ ǘƘŜ ά/ƭƛŎƪ ƘŜǊŜ ŦƻǊ ŀ ǇǊƛƴǘŀōƭŜ {ƛƎƴŜŘ ŀƴŘ {ŜŀƭŜŘ aanifestέ Link.  This will 

open a new window, or tab (depending on the internet browser settings) displaying the manifest.  The 

manifest must be printed, dated, signed and sealed by the registered professional, and delivered to the 

District.  A scanned copy can be uploaded if the user chooses, however; the original signed and sealed 

manifest must be submitted to the District to meet the requirements listed in Rules 61G15-23.003,  

61G16-2.005, 61G17-7.0025 F.A.C.   

When users have uploaded the necessary files and signed and sealed the manifest, they should be ready 

to submit the notice.  /ƭƛŎƪ ǘƘŜ ά{ǳōƳƛǘ tŀƎŜέ ōǳǘǘƻƴ ǘƻ ŎƻƴǘƛƴǳŜ. 

Clicking this link will open the 

printable Signed and Sealed 

Manifest 

Indicates whether or not the 

file has been designated for 

signing and sealing 

Clickable link to 

view the target file. 
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EXAMPLE SIGNED AND SEALED MANIFEST 

 

 

IMPORTANT:  District staff may not proceed with verification that the activity is covered under a 

noticed general permit in Chapter 62-341, F.A.C. unless the hard copy of the manifest (if the activity 

required signed and sealed documents) has been submitted.   

 

 

 

Verify that the correct 

name and pre-

application number are 

displayed. 

Registered Professionals 

should list their 

professional license 

number here 

All documents, for 

which the user selected 

the check box for 

signing and sealing will 

be displayed here. 

The unique secure hash 

algorithm for each file 

will be displayed below 

the file name. 

Registered Professionals 

should must sign, date 

and affix their seal here. 
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The web application will now review the notice information and identify any potential problems that 

may exist including errors, omissions, and information provided in the wrong format.  Any potential 

issue or concern will be displayed under the άDescription of ConŎŜǊƴǎέ ƘŜŀŘƛƴƎ ƛƴ ǘƘŜ ƴŜǿ ǇŀƎŜΦ   

 

All concerns must be addressed and corrected before users can continue with the notice process.  In the 

example listed above, the primary county information has been omitted.  To enter this information 

users must select άtǊƻƧŜŎǘ Lnformationέ ŦǊƻƳ ǘƘŜ ǎƛŘŜ ƴŀǾƛƎŀǘƛƻƴ ōŀǊΦ  Do 

not use the navigation buttons on the browser.  Using them may kick the 

users out of the system, resulting in lost data and delays. 

Once all the concerns have been addressed, click the ά{ǳōƳƛǘέ button in the 

side navigation bar.  The web-application will again review the information 

for errors and omissions.  If no additional concerns are found, users will be directed to the payment 

module. 

IMPORTANT: APPLICATIONS AND NOTICES CAN NOT BE SUBMITTED TO THE DISTRICT USING THE E-

PERMITTING PORTAL WITHOUT PAYMENT IN FULL AT THE TIME OF SUBMITTAL. 

Payment Module 
 
The first screen users will see in the payment module is the fee screen.  Users should verify that the fee 
displayed is the one indicated for Noticed General Permits in the Rule 62-346.051, F.A.C.  If the fee is 
ŎƻǊǊŜŎǘΣ ŎƭƛŎƪ ǘƘŜ άǎǳōƳƛǘ ōǳǘǘƻƴΦ  LŦ ǘƘŜ ŦŜŜ ƛǎ ƛƴŎƻǊǊŜŎǘΣ ƻƴŜ ƻŦ ǘwo things may have happened:  1) The 
user may have entered the project area or impoundment volume incorrectly; 2) The E-permitting portal 
may have made an error.  Users should first, use the side bar navigation menu to return to the project 
information section and check these values.  If they are correct, contact the District for additional help.  
 

 
 

Clicking ǘƘŜ άsubmitέ ōǳtton will take the user to a secure payment process provided by Bank of America 
outside of the E-permitting Portal. 

 
 

$250.00 
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¢ƘŜ ƴŜȄǘ ǎŎǊŜŜƴ ŘƛǎǇƭŀȅŜŘ ǿƛƭƭ ōŜ ǘƘŜ άǇŀȅƳŜƴǘ ǎŜƭŜŎǘƛƻƴέ ǎŎǊŜŜƴΦ  !ǎ 
indicated earlier, users must submit the total fee amount for their 
activity before a request, notice, or application can be submitted to the 
District.   
 
Select the payment method by clicking the radio button next to the 

ŘŜǎƛǊŜŘ ƳŜǘƘƻŘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ άtŀȅ bƻǿέ ōǳǘǘƻƴΦ  ¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ users to 

the information page. 

The E-permitting Portal uses several authorized methods of payment in the E-Permitting process:  
 
Major Credit Card 

 
 
 
In the credit card option Users can choose to use one of 4 
credit card options; American Express, Discover, Master Card 
and Visa.  
  
Users should have the credit card number, name of the credit 
card holder, the expiration date, and access code as displayed 
on the card. 
 
Enter the requested information.  All fields marked with an 
asterisk are required. 
 
 
 

 
Personal and Business Check 
 

 
 
Users can also choose to submit payment by personal or 
business check.   
 
When paying by personal check, users will need the first and 
last names as they appear on the check, the routing transit 
number, the account number, the type of account (checking or 
savings) and the and the check holders address. 
 
When paying by personal check, users will need the company 
name, the routing transit number, the account number, the 
Employer Identification Number (EIN), the type of account 
(checking or savings) and the and the business address. 
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Users can find the routing transit number, account number and check number (if needed) on the bottom 
of the check. 

 
 
 
Next, enter the requested information.  All fields marked with an asterisk are required.  Click the 

ά{ǳōƳƛǘ tŀȅƳŜƴǘέ ōǳtton to continue. 
On the next page, users are asked to verify the payment 

information they have entered before proceeding.   

Please take time to review the information for accuracy and 

correct any errors or omissions before proceeding.   Users 

may use the browser navigation buttons to go back. 

²ƘŜƴ ǊŜŀŘȅΣ ŎƭƛŎƪ ǘƘŜ άȅŜǎέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 

page. 

The E-permitting Portal ǿƛƭƭ ǇǊƻŎŜǎǎ ǘƘŜ ǳǎŜǊΩǎ ǇŀȅƳŜƴǘ 

request.   Important:  DO NOT ATTEMPT TO NAVIGATE 

AWAY FROM THIS PROCESSING SCREEN.   

The progress bar will continue to flash while the application is 

communicating with the Districts financial institution. 
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Finally, if the payment has been approved, the E-permitting Portal will display the payment receipt.    
Save and/or print this receipt for future use. 

 
 












































































