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1 Introduction

GovOnline allows for online forms and report submissions with real-time tracking of
processing/review status. The system specifically allows users to:

e Establish a user account and manage all your submittals online

e Submit asbestos NESHAP notifications for demolition and renovation activities
e Submit other air quality compliance reports and applications

e Monitor the processing status of your submittals

e Receive e-mail notifications on review results

Facility/Public Login
User name
Password

Welcome to the MCAQ Online System (GovOnline) for Electronic Notification, © System User Guide
Report, and Application Submissions. @ Create a new account

%) Forgot your login user name or

GovOnline allows for online form and report submissions with real-time tracking of processing/review status. The password?
system specifically allows users to:

« Establish a user account and manage all your submittals online Release Date: October 28, 2016
« Submit asbestos NESHAP notifications for demolition and renovation activities Version: 4.016.1028.23737
« Submit other air quality compliance reports and applications
« Monitor the processing status of your submittals
« Receive e-mail notifications on review results
GovOnline uses Adobe Reader for some
I Jocument viewing. Please click the
g link to install Adobe Reader
software.

Presently the system is operational for the asbestos NESHAP notification form. The system will be expanded to
include additional forms in the future.

System User Guide: The System User Guide provides instructions on using the System under the Help Menu. You
can also access the guide via the link to the right just below the login button. g

Get
ADOBE’ READER"

Figure 1 — GovOnline Public Portal Login Page

On the login page:

1. First time users can click the “System User Guide” link to read through the user
guide (this document).

2. To create an account to begin using the GovOnline system to submit forms,
users should click the (% “===r====unt)) [ink to register (see next section for more
details).

3. Existing users, who have forgotten their login user name and/or password,

Foagot your legin user name or

should click the ('f‘{I passwor? ) link and follow instructions on screen to
retrieve their login information.
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2 Create a New Account

To establish a new user account in GovOnline, click on “Create a new account” (Figure
2). The following instructions will guide you through the registration process. Note that
some steps only need to be completed by those registering under the facility
Responsible Official role.

Facility/Public Login

User name

Password

Login

I System User Guide

I &) Create a new account I

& Forgot your login user name or
password?

Figure 2 - Access Self - Registration

Step 1: Fill in General Information. Registrant needs to complete all required fields
(denoted with a red asterisk).

CREATE ACCOUNT
For a public user to create a new user account. (*) Denotes a required field.

A username will be suggested to you when you enter your first and last name. You may change the suggested username in the UserName field
below.

General Information

If you want to receive SMS

ugh a mabile phone, please input your mobile phone No. an

* First Name: * Last Name: * UserName: (g)
Business Name: Job Title:

* Address Line 1: Address Line 2:

Country: * State: * City: * Zip:

United States NC

* Primary Phone Number (555-555-5555):  Extension: Mobile Phone Number (555-555-5555):
Iwant to receive SMS messages through a mobile phone. Mobile Provider: A
Fax Number: * Email:
* Driver's License Number: * Driver's License State:
NC *

1 permission for the submittal types you request. Please complete all required information including name

Back To Login [l Next>> |

Figure 3 - Fill in General Information
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Step 2: Choose Account Group & Type.

Account Group options are either Preparer or Submitter. Most users would select
“Submitter.” This option is chosen by default.

Submitter = a user who can draft and submit applications or reports, such as the
submitter of an asbestos NESHAP Notification or the Responsible Official at a permitted
facility.

Note: A “Preparer” would be an account group set up for a user who wants to draft an
application or report for a Responsible Official to later log in, review, and submit.
Usually this option is for a consultant who prepares a report for a company official. If
this is the account group you wish to set up, please contact MCAQ at (704) 336-5430
for further assistance.

Account Type options are: (1) Submitter for Asbestos Notification Form or (2) Submitter
for Air Quality Permitting Form(s). You may choose one or both account types.

Choose “Submitter for Asbestos Notification Form” if you want to submit notification of
demolition or renovation activities.

Choose “Submitter for Air Quality Permitting Form(s)” if you want to submit reports or
applications for a permitted air quality facility. Report options include: Annual Emission
Report, 4Z Semiannual Report, 6B Semiannual Compliance Report, Subpart Dc
Semiannual Report, etc.

If you are uncertain as to which roles apply to you, contact MCAQ at (704) 336-5430.

CREATE ACCOUNT

* Account group: () Preparer (@ Submitter

* Account type:

D Submitter for Asbestos Nofification Form D Submitter for Air Quality Permitting Form(s)

Back To Login |§ << Previous [ Next>> |

Figure 4 - Select Account Type
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Step 3: Select and answer Security Questions.

CREATE ACCOUNT

For public user to create user account. {*) Denctes a required field.

* Security Questions

Question 1:
|What is the first and middle name of your oldest sibling? v|

Answen:

Question 2:
[what is your favorite book? hd

Answen:

Question 3:
[what is the name of the hospital where you were born? W|

Answen:

Question 4:
[what is your best friend's last name? v

Answer:

Question 5:
|what is the last name of your favorite teacher? V|

Answer: by

o o Lo Chert>>

One of the following security questions will be referenced during the application submission process. Please ans

Figure 5 - Security Questions

Step 4: Pass Picture Verification. Enter the characters you see in the picture (case
sensitive; no spaces). The characters are drawn so that it's possible for a person to
recognize them, but very difficult for a program to. This helps us prevent automated
programs from creating large numbers of accounts and sending spam. If the characters
are not clear to you, you may try a different picture by clicking on the double arrow icon

(u)_

Users must also read and acknowledge acceptance of the Electronic Signature Terms

and Conditions by clicking the applicable checkbox.

erngolech
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Picture Verification

Enter the characters you see in the picture (case sensitive). The characters are drawn so that it's possible for a person to recognize them, but very difficult for a program to. This helps
us prevent automated programs from creating large numbers of accounts and sending spam.

* Enter the characters you see (case sensitive; no spaces):

* Please acknowledge that you have read, understood and accept the contents of the Electronic Signature Terms and Conditions by checking this box.
Click here to view Electronic Signature Terms and Conditions

Back To Login Create Account

Figure 6 - Picture Verification

Step 5: Receive email confirmation from GovOnline. Soon after you have successfully
registered, you will receive an e-mail from GovOnline that includes your GovOnline
temporary password. This user ID and password will be used to log into the GovOnline
system. You will be required to change your password the first time you login to the
GovOnline system (see figure 7 below). You must also obtain a PIN to be able to

complete submittals in GovOnline; see Step 6 below for more details on obtaining a PIN
in the system.

Step 6a: To submit a form online, users are required to obtain and use a valid online
PIN. The first time you login, you will be able to create a PIN at the same time as you
change your Password to a permanent one.

Passwerd [ Security Setting

Change Password

Password must be at least 8 characters and contain one uppercase letter, one lowercase letter
and one digit number.

* New Password: * Confirm New Password:

Change Pin

New PIN number must be at least 4 digits.

* New Pin: * Confirm New Pin:

Figure 7 — Create a New Password and a PIN at First Time Login
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Step 6b: If you wish to change your PIN, or if you have forgotten your PIN, login to the
GovOnline website and go to My Account > Password. Then click on “My PIN
Information”. If you have forgotten your PIN, click on “Request New PIN” and the
GovOnline system will auto-generate a PIN and email it to your registered email
address. If you already have a PIN that you wish to change, you may change it by
entering the existing PIN in the “Old PIN” field, then entering and verifying a new PIN in
the “New PIN” fields, and then clicking “Save PIN”.

M Mecklenburg County Air Quality
\% ¥ North Carolina (MCAQ)

Submittal
Profile Management

f'q.r Basic Information

&% Manage account information

~, Password

&2l Manage your password

Security Questions
Change security
questions/answers

@A Manage Consultants and

o Preparers

My Account
<] My Account > Profile Management > Password

My Password Information My PIN Information

To request for a new PIN, dick on the "Request New PIN" button.
Password or PIN confirmation will be emailed to the account's email address.

* Denotes a required field

Change PIN
If you don't need to request/change your PIN, please leave it blank.
Old PIN:
New PIN; Confirm New PIN:
Request New PIN

Figure 8 — My PIN Information

3 Access Your Account Information

To view your account information, log into GovOnline and click on “My Account”
(Figure 9). This page should be used to keep your GovOnline account information up-
to-date and change your password. Users registered as a RO can use this section to
request to reset their PIN and update security questions.

erngolech
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My Dashboard Submittal | My Account
| My Aco > Profile Management > Basic Informati
Profile Management ; My Account > Profile Management = Basic Information
Generz| Information Address Information Associate Facilities
f‘-n Basic Information

Manage account information Account_UserBasicinfo nat found,

Password * Denotes a required field
Manage your password

& |
~y
Security Questions
Change security

General Information

questions/answers * First Name: MLL: * Last Name:
New Tester
Manage Consultants and
Preparers Company: Job Title:
Primary Phone Number: Extension: Mobile Phone Number: Mobile Provider:
1234567890

D Do you want to receive 5MS messages through a mobile phone?
Fax Number: * Email:

karan_arora@enfotech.com

[[] shew startup popup on Dashboard page.

Account Type Information

Current Account Type: Responsible Official (Status: Active)| Change Account Type

Save Profile Info

Figure 9 - Access "My Account"
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4 My Dashboard
After logging into the Public Portal, users will first see “My Dashboard”.

It contains following major sections:
e Start a New Submittal
e Message Center
e My Unfinished Submittals

My Dashboard Submittal My Account Hello, Deric @ Help | ¥ Logout
Start a New Submittal My Unfinished Submittals (20)
(41044) NESHAP Notification of Demolition and/or Renovation —
J Last Updated on 10/19/2016
Panding
Message Center
(41058) NESHAP MNotification of Demolition and/or Renovation ’
Il Submittals ] Last Updated on 10/17/2016
Amendment
@ 2 Recent Email(s) for
submitted submittals. " (41057) Title VV
@ 5 Amended /| Revised E [7F] Last Updated on 09/29/2016
submittals. Pending
8 Permits/Licenses (41042) NESHAP Notification of Demolition and/or Renovation =
J Last Updated on 07/26/2016
Panding
(41039) NESHAP MNotification of Demolition and/or Renovation ’
J Last Updated on O7/20/2016
Panding
Click here for more. .

Figure 10 — Public User Home Page

4.1 Start a New Submittal
From the My Dashboard page, click on “Start New Submittal”.

I My Dashboard Submittal My Ac

Start a New Submittal

Start New Submittal

Figure 11 — My Dashboard — Start a New Submittal Button

erngolech Page 10 of 18
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You will be brought to a screen listing all available Submittal Types for Submittal. Each
Submittal Type has available links which contain more information about the Submittal

Type:
e Hover over the info (@) symbol for more details about the submittal
e Click the heart icon (®) to add/remove the submittal type from your favorite
submittal types list.

e Click the PDF icon (?) to download more information on the submittal type.

e Click the question mark icon () to view submittal type instructions.

o Click on the corresponding “Start” button (#EZ#) to start a submittal which will
launch the Submittal Wizard (see section 5).

My Dashboard Submittal My Account Hello, Deric

< | Submittal > Open Submittals > Start a New Submittal

Open Submittaks
: - Use the search fields below to filter the Submittal Types list if necessary. After identifying which submittal form you weould like
Start a New Submittal work on, click the "Start™ button for that submittal type to begin. You do not have to complete the submission in one session;
€ Apply new Submitta you can save a draft of your submission at any time and finish later.
My Favorite Submittals
My favorite Submittals list Category: Permit/License ¥ Keyword: (example: construction, air, water, and
=] EditPending Submitials land... etc)
-'-'/J Exiit amfinisher Subamittals Department: (,L\||:J ¥ | Program: (}’-\IIJ ¥  Submittal Type: (A||:; v

Submitted Submittals

? Track Submitted Submittal Types
&y Submittals

Monitor submitted submittals

Correspondence Msg
@ Monitor comrespondence Msg

' Email History
%= | Track emails for submitted

submittals

Total 1 items

NESHAF Notification of
Demalition and/or
Renovation

09T 0 EIE

Figure 12 — Start a New Submittal Page
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4.2 Message Center

Messages or alerts received pertaining to your activity within GovOnline are accessible
directly from the My Dashboard page within the “Message Center” box. If you have any
messages, click on the available links to review further.

Message Center

Il Submittals

@ 2 Recent Email(s) for
submitted submittals.

@ 5 Amended / Revised
submittals.

i Permits/Licenses

Figure 13 — My Dashboard — Message Center

4.3 My Unfinished Submittals

For any unfinished/pending submittals, click on the row within the “My Unfinished
Submittals” list to continue working on the submittal. You will be taken to the Submittal
Wizard for the corresponding submittal (see Section 5).

My Unfinished Submittals (20)

(41044) NESHAP Notification of Demolition and/or Renovation ’

j Last Updated on 10/19/2016
Pending

Submittal ID: 41044 |
(41058) NESHAP Notification of Demolition and/or Renovation ’
j Last Updated on 10M17/2016
Amendment

E (41057) Title V ?‘

: _’| Last Updated on 09/29/2016
Pending

(41042) NESHAP Notification of Demolition and/or Renovation ’
_’| Last Updated on 07/26/2016

Pending

(41039) NESHAP Notification of Demolition and/or Renovation ’
j Last Updated on 07/20/2016

Pending

Click here for more. ..

Figure 14 — My Dashboard — My Unfinished Submittals List
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5 Submittal Wizard

The Submittal Wizard launches whenever you start a new submittal or edit an existing
one. The Submittal Wizard takes you through a step by step process to complete the
selected submittal to ensure information is filled out completely and accurately.

Complete following steps within the wizard to submit your submittal:
e Complete Data Entry

Wizard Panel

Data Entry
To fill in all Data Entry Forms

2#] NESHAP Notification of
Demalition and/or
Renovation

Attachment
To upload or mail in a
required documentations

Validation
To validate all required data
and documentations

Submission
To submit

Figure 15 — Submittal Wizard Panel

e Upload Attachments (if applicable)

e Check Validation
e Submit the Submittal

Once a submission is complete, you can print out the onscreen receipt. You will receive
email notification to confirm your submission. You can then log into the system to check
the status of your submittal in the “Track Submitted Submittals” module (see Section 6).
Depending on the submittal type and agency review of your submittal, you may also
receive other email notifications and correspondence with updates or requests for
additional information along the way.

erngolech
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5.1 Complete Data Entry
Required fields are marked with a red star (=).

Additional information may appear on screen or be available via links and/or help
question marks (). Click on the link or icon to view more details.

Data Entry
To fill in all Data Entry Forms

|2#] NESHAP Notification of

Demolition and/or * First Name * Last Name
Renovation Deric Long
A Tehanent * Phone * Email
Tour 723-839-1688 deric_long@enfotech.com
requi * Address 1 Address 2
Validation 2145 Suttle Ave
To validate all required data * City State  * Zip Code
and documentations
Charlotte NC v | |28208
Submission
To submit 1. Description of Facility being Renovated or Demolished

Applicant Information

he Applicant Information fields below if necessary to identify the person filing out and submitting this form.

Building Name

* Building Sreet Address Address 2

123 Main Street

* City County State * Zip Code
Charlotte Mecklenburg NC 28208

Figure 16 — Submittal Wizard — Data Entry

NOTE: At any time during the wizard, you may choose to save your submittal and finish
at a later time by using the buttons at the bottom of the screen:

e Click “Save” to save your submittal

e Click “EXxit” to exit your submittal (NOTE: You must click “Save” first if you wish
for your changes to be kept)

e Click “Previous” to return to the previous step within the Submittal Wizard.

Click “Next” to proceed to the next step within the Submittal Wizard.

= D I

5.2 Upload Attachments

e |tis recommended to upload attachments online if possible; choose the online
option and use the button to attach an electronic file.
e Choose the “Other” option for details on mailing, faxing, or hand delivering the

attachment if desired.

Attachment
To upload or mail in al
required documentations

1 Attachment

(. Asbestos Survey (Optional)

" Formore information (@) Other

Validation = Online NIA

To validate all required data

and documentations (LS5 (Please upload one file at a time. Repeat the Upload process if you have multiple files )

Submission
To submit

Attachment Description and/or Delivery Methed:

&

{’ Supporting Document (Optional)
For more information (gl

B3 E3 3 03

Figure 17 — Submittal Wizard — Attachments

Online ) Other @ N/A

erngolech Page 14 of 18
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5.3 Check Validation

GovOnline automatically validates the online form. If all required fields have been filled
and all required attachments have been satisfied, then you can proceed to submit the

submittal.

Data Entry

Te fill in all Data Entry Forms

24 MESHAP Notification of
Demaolition and/or
Renovation

o Attachment
To upload or mail in a

required documentations

o Validation
To validate all required data

and documentations

o Submission
To submit

Vavupation (Suemission ID: 41068)

Click on hyperlinks below to review your application and any attachments.
Proceed to Submission by clicking NEXT.

Application Form(s) Summary

" Online NESHAP Notification of Demolition and/or Renovation

Attachment(s) Summary

" Asbestos Survey
" Supporting Document

e | provious | et

Figure 18 — Submittal Wizard — Validation Successful

If any required information is incomplete, you will receive validation errors. Click on the
validation error link to return to an earlier step in the Submittal Wizard to provide the

missing information.

Data Entry

To fillin all Data Entry Forms

24 MESHAP Notification of
Demelition and/or

Renovation
o Attachment
Te upload or mail in a
required documentations
Validation

Te validate all required data
and documentations

Vavipation (Suemission 1D: 41068)

Click on hyperlinks below to review your application and any attachments.
Proceed to Submission by clicking NEXT.

l\g’/l » In form NESHAP Notificaticn of Demolition and/or Renovation:
o Building Size must be entered.
o Building Street Address must be entered.

Application Form(s) Summary

# Online NESHAP Notification of Demolition and/or Renovation

Attachment{s) Summary Go to MESHAP Motification of Demolition and/or Renovation form }
Submission
To submit . Asbestos Survey
' Supporting Document
Figure 19 — Submittal Wizard — Validation Unsuccessful
erngolech
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5.4 Submit the Submittal

You will be required to acknowledge a certification statement and to provide a
knowledge based security answer and your Personal Identification Number (PIN) to
complete the submission.

You select your PIN at first login (see Section 2); if you have forgotten your PIN, you
may reset it from the My Account screen (see Section 3).
SusmIT ApPLICATION (SuBmission ID: 41068)

Data Entry
To fill in all Data Entry Forms IMPORTANT!
All persons performing the abatement of asbestos containing
2] NESHAP Netification of

o = North Carolina Department of Health and Human Services —

Renovation . .
+ Occupational Safety and Health regulations of the NC Depar
T + Mecklenburg County Land U_se and Environmental Services 4
o To u ) o 314-CODE or www.meckpermit.com.
© upload or mail in a
required documentations
The submittal of the NESHAP notification to Mecklenburg Co
Validation
To validate all required data Click on the check box below Certification of Submission if yo
and documentations
Submission Certification of Submission
To submit

* | certify that the entered information is correct and acknowled|
that an individual trained in the provisions of 40 CFR Part 61, Subpar]
will be available for inspection.

Question: What is your birthday?
Answer:

PIN:

Payment Info

If you are submitting notice for a demolition, move off, or inte
rengvation only project (1.e. no demolition), payment of a 836

(e [ Prious | swomic

Figure 20 — Submittal Wizard — Submission

5.5 Submission Receipt

After successful submission, an onscreen receipt appears which may be printed for your
records. Itis recommended to include a copy of your receipt with any future
mailed/faxed/hand-delivered correspondence.

You may review, revise and track the status of submitted submittals from the “Track
Submitted Submittals” module (see Section 6).

CONFIRMATION OF SUBMITTAL

1. Your application has been received and will be reviewed shortly.

2. Check your account, email and text message for system notification at various mile stones.

3. If you wish to make a revision or withdraw your submittal, you may do so from your GovOnline
account.

Please click HERE to print your receipt.

Submittal ID: 41068 {Please remember the Submittal ID for any future references.)
Submitted By: Responsible Official Info:

o - o

Figure 21 — Submittal Wizard — Submission Receipt

erngolech Page 16 of 18
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6 Track Submitted Submittals

The “Track Submitted Submittals” page allows you to view and manage completed
submittals. The top of the page provides search criteria to allow you to filter out their list
of submittals based on Submittal ID, Submittal Status, Submitted Date, etc. Summary
information of each of your submitted submittals appears in the results grid onscreen.

«
Open Submittals I

Start a New Submittal
Ty ettt el

ﬁ My Favorite Submittals
My favrite Submittals list

= Edit Pending Submittals
¥ 'A Edit unfinished Submittals

Submitted Submittals

Submittal > Submitted Submittals > Track Submitted Submittals

Enter information below search for specific submissions that you have submitted to the agency.

Submittal ID: Submittal Status: (All)

Category: Permit/License ¥ Department. (A[l) v | Program: (All) v
Facility Name: Permit No. :

Site Address:

Submittal List

Request for:

v | Submitted Date:

Submittal Type:  (All)

M @

Track Submitted
Submittals

Monitor submitted submittals

1-10 0710 itemi(s)

R ey B T S BT BT

41068 - NESHAP Natification of Demalition and/or Renovation { Asbestos 2 Deric Long | Complete Submittal
Correspendence Msg Naw, App Type: 4 Submitted on: 10/28/2016 1] Task: MCAQ Admin Review
Monitor correspondence Msg
) 41046 - NESHAP Natification of Demalition and/or Renovation { Asbestos D, Dericlong | Complete submittal
f Emal Naw, AP Type: % Submitted on: 10/05/2016 (43 Task: MCAQ Admin Review
= Trock emails
SR 2 41052 - NESHAP Natification of Demalition and/or Renovation { Asbestos D, Dericlong | Complete Submittal
Nam App Type: 4 Submitted on: 10/03/2016 {3 Task: MCAQ Admin Review
41051 - NESHAP Natification of Demalition and/or Renovation % Asbestos D, Dericlong  Complete Submittal
_NView | e 4 Submitted on: 09/20/2016 {3 Task: MCAQ Admin Review
41038 - NESHAP Notification of Demalition and/or Renavation 4 Ashestos : Deric Long | Admin Review Completed

Figure 22 — Track Submitted Submittals

6.7 Review Submission Copy-of-Record

By clicking on the View (“¥#%) jcon next to a submittal in the onscreen grid, you are
able to view more detailed information about the applicable submittal. You will be
brought to a submittal info screen containing the following tabs of information:

a. Submittal: users can view
information related to the
submission and status as
well as view/print the
submitted form data.

b. Attachments: displays
any attachments that have
been uploaded during the
submission process.
Users may also upload
additional attachments if
necessary from this tab.

c. Work Activities: displays
the review process for this
submittal

d. Correspondence: allows

Submittal Attachment Work Activities Carrespondence Email History

Click the form link under "Application Farm(s) Detail” to view the submitted Application Form.

Application Basic Information

Submittal [D: 41068
App Name: NESHAP Notification of Demolition and/or Renovation
Submitted Date:  10/29/2016 11:24:07 AM
Submitted by:  John Smith
1368 How Lane
New Brunswick NJ 08902
7327215600

morgan_cutts@enfotech.com

Review Status: Complete Submittal - MCAQ Admin Review

Application Form(s) Detail

g Online NESHAP Notification of Demolition and/or Renovation

"= NESHAP Notification of Demalition and/or Renovation - Form View

submitter to correspond with agency users within the GovOnline system
e. Email History: displays a list of emails that have been sent via GovOnline related to this

submittal
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6.2 Submission Withdrawal

From the Submittal Tab, users may
withdraw the submission if desired. Enter
a reason for withdrawal and click
‘Withdraw the application”. For some
submittal types, users may only be able to

Application Withdrawal

* Reason for Withdrawal:

Withdraw the application

request to withdraw the submittal which will forward a request to the agency reviewers
who must approve the request for the submittal to be withdrawn. System generated
emails will inform the submitter and agency reviewers of any withdrawal or request for

withdrawal actions.

6.3 Revise a Submission

From the Submittal Tab, users may also
revise the submission if desired. Enter a
reason for revision and click “Revise the
application”. For some submittal types,
users may only be able to request to
revise the submittal which will forward a

Application Revision

* Reason for Revision:

Revise the application

request to the agency reviewers who must approve the request for the submittal to be
able to be revised. System generated emails will inform the submitter and agency
reviewers of any revision or request for revision actions. When a revision is initiated,
the user will be brought to the Submittal Wizard (see Section 5) for the corresponding
submittal and have the opportunity to add/edit the previously submitted information.
The user must complete the Submittal Wizard to resubmit the submittal once starting a

revision in order for it to be considered for agency review again.
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