
Permit Administrator  -  Manage Access 
 
Click on “Manage Access” 
 
During May 11th demo the Signatory requested access first.  Only the initial Signatory 
will be granted Permit Administrator access also.   Once the first person’s Signatory 
access is approved, others can request Permit Administrator, Edit, View, Signatory or 
Data Providers can request Edit or View roles.  Refer back to the handout used on May 
11th to process the first Signatory request. 
 
These instructions are based on the fact that the Signatory already has been approved for 
your NPDES ID. 
 
A list of Pending Access Requests for External and Internal View Partial may be 
displayed.  On page 3.1 of the User Guide describes the specific types of access requests 
you can respond to which include:  External Edit, External View, External Data Provider, 
Internal View Partial.   You will need to approve or deny their request.   If you deny the 
request, you must enter a comment. 
 

 
 
 
 
 
 
 
 
 
 

 1



A confirmation screen appears.  Click “SUBMIT”. 
 

 
 
Screen appears stating that Access rights have been updated. 
 

 
 
You will be able to view an entire list of users and their current access status.  In the 
View section, click on “Users.” 
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You can Sort (hyperlinks), View All, View Partial, or Delete Role. 
 
Delete Role – The Add Comments for Access Rights Removal page will appear.  Enter 
comments and click on “Confirm Removal”.    
 
User Account Details -  Click on the icon on far right to see additional user account 
details. 
 

 
 
 
You can also Search Users to identify who has access to that specific permit number or 
search on any other fields that are listed below.   
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A list of users that have access to NM0022250 appears. 
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View Partial DMR Access – 
 
State or EPA must request access for a specific permit, permitted feature and Discharge 
number to assist with troubleshooting.  From Manage – Access Requests, see the Pending 
Access Requests – Internal.  Under the Requested Access Rights, you will be able to see 
“Partial DMR”.  You can click on the figure on the far right in the View Details column.     
 

 
 
 
View Details. 
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You can approve or deny request.  If you deny – must add comment.  Click Submit. 
 

 
 
Confirmation Screen appears.  Click Submit. 
 

 
 
 
 
Notification that access has been granted appears. 
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You can view Users to confirm. 
 

 
 
If you click on the gray DMR data box:  detailed information is displayed for the DMR 
data requested. 
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