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User Guide: OWTS License Tagging

When you create a new User Account in DEM’s OWR Application Portal, the system will
automatically attempt to match your account information (like your name and phone number) with
DEM’s existing license records. If a match is found, the associated records will appear under the "My
Licenses" section of your portal dashboard.

e "My Licenses" - This section displays your active and expired licenses.

e Ifnorecords appear, but you hold an active Installer or Designer license, you may need to
manually tag the license record to your user account.

If no records appear, you may submit a request to tag an ongoing application to your profile by
following the instructions below:

License Tagging Instructions

To access the portal, open a browser and go to the URL https://demri.my.site.com /owr

After successfully registering and creating your profile, if you do not see your Installer or Designer
License under their respective tab upon logging into the new system, please follow the steps below:

1. Click "My Licenses"
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2. Click "License Tagging"

My Licenses

License Number Board

OWTS Licensing Applications
L2461 - hils

and Forms
OWTS Licensing Applications
D4224 i
and Forms
icensing Application:
D1363 OWTS Licensing Applications

and Forms

OWTS Licensing Applications
and Forms

ILE-071624-0000000954

T —m——. OWTS Licensing Applications
and Forms

Click "Select a Program”

Search for License/Permit

* Program

*]

[ Select a Program

Dredge

Freshwater Wetlands

| OWTS Licensing Applications 4nd Forms |

RIPDES CGP { UIC Stormwater Applicatio

Septic & Onsite Wastewater Treatment
Systems Applications and Forms

Stormwater Proprietary

Underground Injection Contral /Other
Groundwater Discharges

4

Search for License/Permit

* Program

User Guide: OWTS License Tagging

License Type Sub Type
Installer Exam and License
i Installer
Application
Designers or Soil Evaluator
Class I 1T, IT1 & IV License Class IV
Application
Designers or Soil Evaluator
Class 1, 11, Il & IV License Class I

Application

Installer Exam and License
Application

Installer Exam and License
Application

License/Permit Type

Select a License/Permit Type

Click "Select a License/Permit Type"
Select "Designers or Soil Evaluator Class I, II, III & IV License Application"

License/Permit Type

License Status Issue Date Expiration Date Renew  Action
Active 12/20/2024 12/31/2026 v
Active 12/6/2024 12/31/2025 v
Active 12/18/2024 12/31/2026 v
Active 1/8/2025 12/31/2026 v
Active 711612024 12/31/2027 v

Select "OWTS Licensing Applications and Forms"

License/Permit Number

e Enter a License Number

License/Permit Number

OWTS Licensing Applications and Forms -

[ Select a License/Permit Type
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Enter a License Murnber

Designers or Soil Evaluator Class I, I, Il & IV
License Application
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Search for License/Permit
* Program

OWTS Licensing Applications and Forms v

Installer Exam and License Application

License/Permit Type

Designers or Soil Evaluator Class I, 11, II1 & IV

License Application

Search for License/Permit
* Program

OWTS Licensing Applications and Forms v

License/Permit Type

Designers or Scil Evaluator Class I, I, TIT & IV

License Application

Click the "License/Permit Number" field, enter your Installer or Designer number, then search:

License/Permit Number

I [Enter a Licdnse Number l;

License Permit Number
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8. Search Results: Confirm before you "Submit” to DEM.

Search Result

Click 'Submit’ to request approval from DEM and to associate this License[Permit with your account.

License Type: Current Account Name:
Designers or Soil Evaluator Class I, I1, 111 & IV License Application Christopher Hayward
License Number: License Status:

D3171 Active

Issue Date: Expiration Date:
419/2025 12/31/2027

9. Click "Confirm"

Confirm Your Request

Are you sure you want to submit your request to tag this number to your account?

Cancel

10. Click "Close"

Request Submitted

Your request was successfully submitted.
Case Number: 00009321
You can track the status of new request from Requests — My Requests tab.

11. Now, when you go to “Requests”, you will see the status of the request as "Open.” Once it is
approved by DEM, the status will be updated, and the License will appear under "My Licenses."
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My Requests

Reguests v

Request Number Request Type Status Received On Board Action
00009321 Tagging Request Open 5/20/2025 Designer Soil Evaluator License Application -
00009029 Water Request MNew 5/16/2025 Owner Transfer v
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