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User Guide: Overview of the Application Process
and Menu Options

APPLICATION PROCESS

1. Once you've created a user account and logged in, click on the drop-down menu and select
“Application > Start an Application.”

% DEM
a RHODE ISLAND

Welcom >f Water Resources (OWR) Application Portal for Groundwater Guidance Quick Links

and Fres AlRenevalspplications g Protection Programs « User Guides and FAQs
- Request Technical Assistance
This secure portal allows you to submit and manage permits, licenses, certiications, and other applications for the Office of Water Resources’
Groundwater Protection and Freshwater Wetlands Programs. Submit applications anytime, 24/7 and allows you to save your progress and
return anytime to complete your application

2. Youcan then starta new license(s) or permit(s).
You will be redirected to the SELECT PROGRAM

page. a RHODE ISLAND
PROGRAM SELECT

3. From the PROGRAM PAGE,

applicants can search for a specific program Select Program

by entering its name in the search bar or
scroll down to find the desired program.

Eearch program here_..

In the example below, an applicant you can chose the “OWTS Licensing
Applications and Forms” board by clicking the SELECT button

OWTS Licensing Applications and Forms

The DEM Onslte Wastewater Treatment Systern (OWTS) Program administers the States' septic system permitting program bo ensure the protectlon of publlc health and the natural environment.
Applications & Forms Available: Installer Examination and License, Deslgner License Examination {Class [ & I1), Soll Evaluator License Examination, New Deslgners’ License Application (Class L 1T, 1L & IV) and
Renewals.
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4. After clicking the Select button, applicants are redirected to the "Select Application" page, where they
can select an Application, they wish to apply for.

ZDEM

@/ RHODE ISLAND

{Select Application). ]
-
Search Appllcation here
Installer Exam and License Application

An Installer's Licanse authorlzes an Indlvidual to Install, construct, alter or repalr an GWTS.

Class I & Class II Designer License Exam

A Class 1 License Is for deslgning OWTS repalrs, requlring an Installers license. A Class I License allows for deslgning OWTS and new constructions under 900 GPD, requiring 2 Professlonal Land Surveyor
reglstration In Rhode Island.

Class IV Designer (Soil Evaluator) License Exam

A Class IV llcense authorlzes the performance of soll evaluations. An applicant must prove they mest the aligibliity In the Regulat! d P pass a written and field
exam.

Designers or Soil Evaluator Class I, IT, Il & IV License Application

taes the design of a repalr to an OWTS, or any companent thereaf. A valld Installers llcense Is required to apply. A Class 1 License authorizes the design of an OWTS repalr or OWTS for
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The next steps can be found in the user guides created for each program at dem.ri.gov/owr-portal.

SELECTING A LICENSE

When you create your account and login for the first time all active License/Permit/Requests should be
reflecting under their respective tabs. Click the drop down on the far right of the License Number. This will
allow you to Print the Certification.

SELF PRINTING A LICENSE HDEEM

1. Select “Print” from the action —
column. Your license will display
with the option to print or s el _—
Download T ——— Pr———

and Forms Application

umiser Board Licensa Type SubType License Status: izsus Date Expirstion Date  Renew  Action

After clicking on print, the new license will be
displayed, and to print, the applicant must click

. " ) ) STATE OF RHODE ISLAND A.ND PROVIDENCE PLANTATIONS
on the “Printer Icon " at the top right corner. g Bepartment of nvirenmentl Management

This certifies that
Satya Kp
has been granted a license to design individual sewage disposal systems (15DSs)

as provided in Chapter 5-56.1 of the Rhode Island General Lavs.
License is in the category of a

Class | Designer

‘adogted thereunder as authorized by said laws, and may be revoked or suspended for cause.

Department Authorization:

! e Issue Dot
YAy P 2028

Raymond L. Taylor Ucense Gycle 2025 - 2026

Grounawater ang Wetlanas Protecton Ucense Number o1003

Offce of Water Resousces
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LICENSE RENEWALS QEEMMD

1. Click on the "My Licenses"
tab on the HOME page to My Licenses License Tagging
View your Current licenses. Ucense Number Board Sub Type License Status Issue Date Expiration Date Renaw Mction
A "RENEW" link will be e _
D1003 bt . Class1 Active 1/15/2025 12/31/2026
available in the Renew e : }
column if a license is within e —— B
. L1948 :’:ﬁ;;:"“‘ e epications :’:c': E:""”‘“‘“'“‘ Installer Expired 1073112024 1203112006 -

2. Click on “Renew”

3. After clicking on RENEW,
the applicant will be
directed to the application

OWTS Licensing Applications and Forms: Designers or Soil Evaluator Class I, II, ITI & [V License Application

Onsite Wastewater Treatment System

screen. Click NEXT and .
make sure theinformation " : —
is current. .

4. After confirming all the :

information is correct, click
"DONE" to be redirected to
the home page.

NOTIFICATIONS & REQUESTS 3
o RHODE ISLAND

The Requests menu offers a user-
friendly interface for managing a
variety of construction-related
notifications and requests.

My Requests
Owner Transfer Request _
—_— UIC Notification

Notice of Start of Construction
Introduction

Notice of Termination (NOT)
Application Preparer's Information Freshwater Wilands Perm—_lepartmenf{ of Environmental Management that are active and recorded in the land evidence
records of the Mnicipality Owner

ilocategfare automatically transferred upon the sale of the property to a new owner. If this is

Below is an overview of the
available options:

Permit Numbers

This form can be used to transfer coverage under the RIPDES Construction General Permit, transfer approval for a UIC-Stormwater Discharge System, or a
Water Quality Certification. If you are seeking to transer a joint Freshwater Wetlands and On-Site Wastewater Treatment System Permit, use the On-Site
@ AddPlatilot Wastewater Treatment System Construction Permit instead of this form.

L]
[ ]
@  Search Application Number
[ ]
[ ]

e My Requests: This option provides details where users can track and manage their individual requests.
The table displays relevant information such as the request number, request type, status, received on
date, board info and view actions that need to be taken. Users can easily review the progress of their
requests and make any necessary updates.

o UIC Notification: All the UIC related requests will be available under this menu item.

e Applicants can create a notification using “New Notifications” action

o Notice of Start of Construction: Any site modifications or construction activities on Stormwater
Construction or Freshwater Wetland approved sites must be reported to RIDEM using this form before
they begin.

¢ Notice of Termination (NOT): Use this form to notify RIDEM upon project completion, confirming that
work has been completed in accordance with approved plans and final site stabilization was achieved
on Stormwater Construction permitted sites.

e Owner Transfer: This form can be used to transfer permission for a UIC-Stormwater Discharge
System, a Water Quality Certification, or coverage under the RIPDES Construction General Permit.
Expired permits cannot be transferred.
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MY DETAILS

This section contains an applicant’s educational background, work history, and A/E certification details.

ZDEM

0 RHODE ISLAND

Continuing Education Education Information Employment History AJE Certifications

Location and

Activity No. Datels) or Date Range Nature of Activity Sponsoring Organization Speaker/Instructor

CEU's For This Activity Action

APPLICATION REQUEST

This option contains the UIC checklist review and all Designer IV requests.

RHODE ISLAND

All Designer IV Requests
Pending Action Requests UIC Checkist Review

PRE-APPLICATION MEETINGS

This option allows appliants for a certain project type to schedule a Pre-Application meeting. DEM
recommends these meetings for large projects that may involve more than one permit, for applicants that
are not familiar with the permitting process, or for any applicant that may have questions about permitting
their project. Learn more about Pre-Application meetings.

2 DEM

a RHODE ISLAND

Pre-Application Meatings

"
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https://dem.ri.gov/environmental-protection-bureau/customer-and-technical-assistance/pre-application-meetings
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