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User Guide: Application and Permit Tagging

When you create a new User Account in DEM’s OWR Application Portal, the system will
automatically try to match your account information (name and phone number) with existing
permit or application records. If a match is found, those records will appear under:

¢ "Ongoing New Applications" (for in-progress applications)
¢ "My Permits" (for issued permits)

If arecord does not appear and you are responsible for an application or permit, you may need to
manually tag the record to pull it into your User Account.

What is Permit or Application Tagging?

Tagging allows you to associate an existing application or permit with your User Account. It also
allows DEM to ensure that a User Account has been linked to applications and permits of record so
that they can proceed with any actions on that application or permit. Think of tagging as creating a
‘door’ that allows access between DEM staff and an associated User for the flow of documents and
communications.

Once tagged and approved, permits will appear under "My Permits," and applications will show up
in "Ongoing New Applications." DEM staff will review tagging requests to ensure they are
appropriate and valid. Once the permit or application becomes associated with your User Account,
you can take actions like submitting documents, requesting modifications, or managing renewals.

Important Guidance for Tagging

¢ Each application or permit can only be linked to one User Account at a time.

¢ The person who submits the tagging request should be the primary contact for that
application or permit, usually the design professional or owner.

¢ Ifthe owner prefers to manage the permit themselves, they should be the one to tag the
record to their user account.

o IfaUser wants to tag an account that is already associated with another user account (ex. an
owner/applicant has associated their application, but now wishes their design professional
to handle all interaction with DEM), they can ask their design professional to submit a
tagging request to associate the application with their account. Once approved, that design
professional will then be able to use the portal to interact with DEM for the application.

DEM may contact either the owner of record or the person requesting the tag for confirmation to
ensure records are only tagged by authorized individuals.

Need help? Go to https://dem.ri.gov/owr-portal-guidance for FAQs and contact information.
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Application, Permit, or License Tagging Instructions

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

2. After successfully registering and creating your profile, if you do not see your legacy
applications or permits under their respective tabs upon logging into the new system,
please follow the steps below.

Application Tagging:

This process will allow you to tag your legacy applications to your new account
(see page 5 for tagging an existing permit)

1. Click "Applications”

< DEM

a RHODE ISLAND

Status Of All New and Ongoing Applications

Status

Select the status =

2. Click "Ongoing New Applications”

Applications A

Start ap-Application

Status Of;‘i plications

Ongoing New Applications

Status Ongoing Renewal Applications

Select the status

3. Click "Application Tagging"

d Ongoing Applications Application Tagging

v
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4. Select the appropriate "Program Name" for which you want to tag the application.

Search for Application
* Program

Select a Program A4

Application for Water Quality Certification
pursuant to the State Water Quality
Regulations and/or Clean Water Act Section
401

Dredge

Freshwater Wetlands

RIPDES CGP [ UIC Stormwater Application

Septic & Onsite Wastewater Treatment
Systems Applications and Forms

Stormwater Proprietary

* Application Type

Select an Application Type

* Application Number

Enter an Application Number

5. Click "Select an Application Type"

Search for Application

*Program

[ Freshwater Wetlands - ]

* Applicatiop Type

Select an Applicatian Type

* Application Number

Enter an Application Number

6. Enter IA number or legacy application number and click "Search”

Search for Application

* Program * Application Type
Freshwater Wetlands v Freshwater Wetlands Determination or
Permit

* Application Number

IA-0000005649

7. Review the details and Click "Submit"

Search Result

Application Type:
Freshwater Wetlands Determination or Permit

Application Number:
1A.0000005649

Application Status:
Determinations

Location Name:
OWR - 057765

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

Current Account Name:
Bob Developer

Legacy Application Number:
"**No Data Found®**

Address:
123 Demonstration Avenue
Warren, 02885

3]OWR Permit Application Portal Guidance




User Guide: Application and Permit Tagging

8. Click "Confirm"

Confirm Your Request

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

Cancel Confirm

9. C(lick "Requests = My Requests" and you will find the status of the tagging request. Once DEM
approves the tagging request, it will tag the IA under "Ongoing new application”

Request Submitted

Your request was successfully submitted.
Case Number: 00008906
You can track the status of new request from Requests — My Requests tab,

See the next page for instructions on tagging an existing permit
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Permit Tagging:

10. Click "My Permits"

RHODE ISLAND

My Requests
Request Number Request Type Status Received On Board
00008906 Tagging Request Open 5/13/2025 FWW Det,

11. Click "Permit Tagging"

My Permits
i : Permit Taggin,
gging to search and easily add it to your profile!

MNo Permits Available

12. Click "Select a Program"

Search for License/Permit
* Program License/Permit Type License/Permit Number

Select a Program v Select a License/Permit Type v Enter a License Number

13. Click "Select a Program”

Search for License/Permit

* Program License/Permit Type License/Permit Number

I Select a Program v ] Select a License/Permit Type Enter a License Number

Complete this field.

Clear Filters
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14. Click on the program that issued the permit you wish to tag

Search for License/Permit

* Program License/Permit Type License/Permit Number

I Select a Program v ] Select a License/Permit Type v Enter a License Number

e
Application for Water

Quality Certification
pursuant to the State Water Clear Filters
Quality Regulations and/or

Clean Water Act Section 401

Dredge

Freshwater Wetlands

OWTS Licensing Applications
and Forms

RIPDES CGP | UIC
Stormwater Application v

15. Click "Select a License /Permit Type"

Search for License/Permit

* Program License/Permit-Type License/Permit Number

[ Freshwater Wetlands v I Select a License/Pefmit Type v Enter a License Number

Complete this field.

Clear Filters

16. Click "Freshwater Wetlands Determination or Permit"

Search for License/Permit
* Program License/Permit Type License/Permit Number

Freshwater Wetlands v Select a License/Permit Type w Enter a License Number

Freshwater Wetlands

Determination or Permit Clear Filters

General Permit Application

17. Enter your permit number in the "License/Permit Number" field.

Search for License/Permit

* Program License/Permit Type License/Permit Number

Freshwater Wetlands v Freshwater Wetlands Enter a License Number

Determination or Permit

Clear Filters
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18. Click "Search"

Search for License/Permit
*Program License/Permit Type

Freshwater Wetlands v Freshwater Wetlands

Determination or Permit

License/Permit Number

25-0001]

Clear Filters

19. Click "Submit"

t approval from DEM and to associate this License/Permit with your account.

lermination or Permit

Current Account Name:
Charles Horbert

License Status:

Active

Expiration Date:
12/31/2030

Address:
Truman Dr
Woonsocket, 02895

Back to Search

20. Click "Confirm" on the pop-up that appears

Confirm Your Request

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

SRl

21. Click "Close" on the next pop-up

Request Submitted

Your request was successfully submitted.
Case Number: 00008908
You can track the status of new request from Requests — My Requests tab.
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22. 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 permit will appear under "My Permits."

2 DEM

RHODE ISLAND

Requests v

My Requests
Request Number Request Type Status Received On Board
00008908 Tagging Request Open 5/13/2025 FWW Determination
00008306 Tagging Request Open 5/13/2025 FWW Determination
00008905 Tagging Request Open 5/13/2025 FWW Determination
00008899 Tagging Request Closed_Approved 5/13/2025 Water Quality Certification
00008898 Tagging Request Closed_Approved 5/13/2025 FWW Determination
00008895 Tagging Request Closed_Approved 5/13/2025 FWW Determination
00008749 Water Request Open 5/6/2025 Owner Transfer
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