
Registering an Organization in OASys  
Step-by-Step Guide 

An important new feature in the Water Online Application System (OASys)! This document will guide you through the process of 
registering an Organization in OASys. 

Why Register Your Organization? 

Collaborate! 
Registering your organization enables members to 
collaboratively view, modify, and submit any application 
created on behalf of the organization (company/entity).  

Retain Access to Historical Submittals! 
Members of registered organizations retain access to all    
submittals created on behalf of the organization. Access is no 
longer lost when associated staff depart the organization.  

How to Register Your Organization 

1 
 

After logging into the Water Online Application System 
(OASys) using your myAlaska account, you will be taken 
to the Welcome page. 

Select “Register Your Organization” displayed in the 
upper right-hand corner. 

 

NOTE:  
The “organization” you register in OASys represents the 
entity (applicant, permittee, loanee, or grantee) on 
whose behalf you are submitting online applications, 
reports, etc. If applicable, you can be a member of 
more than one organization. 
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2 
Selecting “Register Your Organization” will open a PDF 
Organization Registration Form.  

 

Note: The PDF form will be replaced with an online 
registration form in a future release of OASys. 

 

 

 
 
 

 

3 Complete the form as follows: 

Enter your first & last Name, your title, your myAlaska 
Username, and your contact information into 
the Registrant section. 
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4 Enter the organization name (company or entity name), 
description/business Type and contact information into 
the Organization section. 
 
 
 
 
 
 
 

 
 

5 If you intend to submit Alaska Pollutant Discharge 
Elimination System (APDES) Permit Applications and/or 
Reports in OASys, you must select “Yes” to this question 
to be granted future access to these submittals.  This will 
establish your Organization with an OASys access type 
of “APDES” once it is registered. 

For more information on APDES Program, visit the 
website at: 

http://dec.alaska.gov/water/wwdp/index.htm 

 

  

 

6 Lastly, enter your name (registrant), your signature and 
date at the bottom of the registration form.  
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7 When you are satisfied that the registration form is 
accurate and complete, scan and attach to an email 
sent to the DEC Water OASys Administrators.  
(DEC.Water.OPAHelp@alaska.gov)   
 
Sending the completed registration form via email is 
usually the most expedient method and typically results 
in a processing time of around 1 business day. If email is 
not an option, send to the mailing address provided on 
the cover letter. 
 
Note: The PDF registration form will be replaced with an 
online registration form in a future release of OASys. 

 

 

 

 

8 After your registration form is processed, you will find a 
new link “My Organization” in the upper right hand 
corner of the OASys homepage.  
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How to Use the Organization 

1 Using the “My Organizations” page, all 
organization members can: 

• Edit their own contact information associated 
with the organization 
 

• Remove themselves from the organization 
 
 

Additionally, all organization members can 
create new OASys submittals on behalf of the 
organization. 

 

2 The next online submittal you select in OASys, 
you will be given a choice to: 
 

• Submit on behalf of [your registered 
organization name] 

Or 
• Submit on behalf of an organization that is 

not registered in OASys. 
 

 

3 Once you create a new submittal on behalf of 
your organization, the Organization column will 
appear on the OASys homepage. 
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How to Manage the Organization 

1 Using the “My Organizations” page,  
organization members that are granted the 
Administrator role can: 

• Edit the Organization information 
• Add new members to the organization 
• Remove members from the organization 
• Assign other members the role of “Administrator” 

 
Administrators can also: 

• Edit their own contact information associated 
with the organization 

• Remove themselves from the organization 

 
 
 
  

2 Edit Organization Information: 
NOTE: The organization’s “Access Type” is determined during 
the organization registration.  
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3 Add New Members: 
NOTE: You will need to enter myAlaska Username for the new 
member. 
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4 Remove Members: 

 

5 Assign the “Administrator” role to other 
members: 

 

Registering an Organization in OASys 1/30/2015 Page 8 



6 Edit the Contact Information for Members of the
Organization: 

NOTE: Administrators can only edit the member’s contact 
information associated with the organization. This does not 
affect the User’s myAlaska profile in any way. 

For assistance with the online process, please contact the Division of Water at 

907-465-5180 or email DEC.Water.OPAHelp@alaska.gov 
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