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Online User Roles 

 
Before a user will be allowed to sign into Air Online Services, they must first go to myAlaska 
(https://myalaska.state.ak.us) and setup a user account.  The username they choose will be used 
to create their online account with Air Online Services. A user does not have to be an Alaskan to 
set up a myAlaska user account.  
 
These roles do not have a hierarchical value.  Each role has its own specific set of permissions.  
It is possible, and intended, for one user to have multiple roles across multiple stationary sources 
and possibly across multiple organizations.  In smaller organizations where one person would fill 
all the roles for online use, each role must be assigned to the individual. 
 
Organization Web Administrator 
The user for this role is identified by the organization with an Administrator Request form 
(http://www.dec.state.ak.us/air/ap/docs/adrqst.pdf).  Once DEC processes this form, the 
Organization Web Administrator has permission to edit stationary source contact information, 
and add/edit the Source Web Administrator role for each stationary source within that 
organization.  The Organization Web Administrator also has permission to add/edit organization-
level e-signer and document editor role holders for permits not bound to a particular stationary 
source, such as permits for portable oil and gas operations and open burns.  There is only one 
Organization Web Administrator for each Organization/Company/Entity.  
 
The Organization Web Administrator is intended to be a responsible, employed member of the 
organization with a sufficient level of responsibility to basically meet the intent of the regulatory 
definition of a responsibility party or owner. It would be in the organization’s best interest that 
the Organization Web Administrator is a person or position that does not experience a high level 
of turn-over.  
 
Main Responsibilities  
1. Assign and maintain Source Web Administrator(s) for each source submitting reports 

through Air Online Services. 
2. Assign and maintain Organization Web E-Signer(s) for creating, editing, and submitting 

permits not bound to a particular stationary source, such as permits for portable oil and gas 
operations and open burns. 

3. Assign and maintain Organization Web Document Editors(s) for creating and editing permits 
not bound to a particular stationary source, such as permits for portable oil and gas operations 
and open burns. 

 
Future Responsibilities  
1. Maintain Contact Information for the Organization and stationary sources. 
2. Establish a new stationary source for the organization.  
 
Source Web Administrator  
This role has permission to add/edit e-signer and document editor roles for a specific stationary 
source.  The Source Web Administrator will only have permission for adding e-signers or editors 
to the stationary sources that have been assigned by the Organization Web Administrator. A 
Source Web Administrator can be the administrator for more than one stationary source. There 
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can be more than one Source Web Administrator per stationary source. However this is not 
recommended.  
 
The Web Administrator is intended to be a responsible, employed member of the organization. It 
would be in the organizations best interest that the Source Web Administrator be a person or 
position that does not experience a high level of turn-over, and is familiar with the stationary 
source(s) being assigned. 
 
Main Responsibilities  
1. Assign and maintain Stationary Source Web E-Signer(s). 
2. Assign and maintain Stationary Source Web Document Editor(s). 
 
 
Web E-Signer  
This role has permission to create/edit/save/submit/pay online applications and reports.  When 
the user for this role is assigned by the Organization Web Administrator or the Source Web 
Administrator, an Electronic Signature Validation form in PDF format, 
http://www.dec.state.ak.us/air/ap/docs/validate.pdf, will be made available for the Source Web 
Administrator to print and give to the user to fill out and send into DEC for identity verification.  
Even though a user has been assigned the role of e-signer, without the electronic signature 
validation form submitted and processed by DEC, the potential e-signer will not be able to 
submit or pay online any applications or reports.  
 
E-Signers may be anyone, employed or under contract, by an organization or stationary source.  
Due to the level of responsibility, however, care should be taken on who is given this permission.  
 
Main Responsibilities  
1. Submit applications and/or reports electronically. 
2. Pay for applications and/or reports electronically. 
 
 
Web Document Editor 
This role has permission to create/edit/save online and/or applications. A Web Document Editor 
is not required to submit any additional paperwork or identity verification.  A Web Document 
Editor may be anyone, employed or under contract, by an organization or stationary source.  
 
Main Responsibilities  
1. Create and save an application. 
2. Create and save a report. 
 
--------- 
 
Again, these roles do not have a hierarchical value.  Each role has its own specific set of 
permissions.  It is possible, and intended for one user to have multiple roles across multiple 
stationary sources and possibly across multiple organizations.  In smaller organizations where 
one person would fill all the roles for online use, each role must be assigned to the individual. 
 
Brief summary: In order for an organization create have access to use Air Online Services to 
create and submit permits online, one user must first be identified as an Organization Web 
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Administrator and submit the paperwork. Once that account has been created by DEC, the 
Organization Administrator must logon to Air Online Services and go to the Organization Web 
Administrator Home page. This is where the Organization Web Administrator may assign the 
following roles: 

• Source Web Administrator roles  
• Organization E-Signer roles either to themselves or others.  
• Organization Document Editor roles either to themselves or others. 

 
If the Organization Web Administrator wishes to have the ability to Web E-Sign or be a Web 
Document Editor to create and submit applications and/or reports for a stationary source, they 
must assign themselves as a Source Web Administrator and then return to the Organization 
Home page.  From here the user must select the stationary source for which they are an 
administrator for.  This will bring them to the Stationary Source Home Page where they can now 
select the User Administration link located under the page title (see page 15) and assign 
themselves the E-Sign and/or Editor roles.  
 
If the Organization Web Administrator wishes to have the ability to Web E-Sign or be a Web 
Document Editor to create, edit, and submit applications a for portable oil and gas operation 
permits or open burn permits, they must assign themselves as an Organization E-Signer or 
Organization Document Editor and then return to the Organization Home page.  From here the 
user may create a new MG1 (portable oil and gas operation) notification or a new open burn 
permit (this option is not yet available) or continue editing and/or submit a saved permit.   
 
Once the Source Web Administrator is assigned AND ACTIVE (paperwork submitted and 
processed) the Source Web Administrator will add any additional users and their assignments for 
the specific stationary sources they are assigned to. Source Web Administrators must also assign 
themselves roles if they wish to e-sign and pay. 
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Creating a myAlaska account for Air Online Services 

All Air Online Services users must have a myAlaska account and be subscribed to DEC Online 
Services.  Do not use a myAlaska account that has been created for any other purpose (for 
example, to apply for a Permanent Fund Dividend).  To create the appropriate myAlaska 
account, navigate to https://myalaska.state.ak.us, select the ‘DEC Online Services’ link from the 
‘Businesses’ column on the right side of the page (see figures below). 
 
On the New Account page create a new account with your chosen username and password.  You 
will also be required to submit additional information as required by myAlaska.  In order to be 
subscribed to DEC Online Services you must agree to abide by the restrictions for using your 
myAlaska password as your electronic signature.  As part of this agreement you must agree not 
to divulge your myAlaska password (you may not allow any other user to use your login 
information and impersonate you as an E-Signer).  Each E-Signer must create their own account. 
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Logging into Air Online Services 

Before you can log into Air Online Services: 
1. You must have registered for a myAlaska account subscribed to DEC Air Online 

Services (see section above). 
2. You must have notified your Organization Web Administrator or your Source Web 

Administrator of your new myAlaska Username (not your password).  They must enter 
your username on the User Administration page (where they created you as a user and 
selected your role(s)) before you can proceed. 

3. If you are an E-Signer ONLY, you must complete a copy of the Alaska Department of 
Environmental Conservation (ADEC) Electronic Signature Validation Form, and have it 
notarized ( http://www.dec.state.ak.us/air/ap/docs/validate.pdf ).  Your administrator 
must send this document to DEC Air Quality before you can apply your electronic 
signature, which is your password, to any document.  

 
To log in (see figures below): 

1. Open your browser to https://myalaska.state.ak.us/deca/air/airtoolsweb   
2. Click on ‘Enter Air Online Services’. 
3. Enter your myAlaska username and password and log in. 
4. If this is your first time logging in to Air Online Service AND you are an E-Signer, you 

will be asked to verify information on your validation form. 
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Individual Home Page 

After a successful login, the user will be directed to their individual home page, where they can 
select from the list of organizations in which they hold a role.  In most cases there will be only 
one organization in this list.  Click on the organization for which you will be creating, editing 
and/or submitting a report.  You will be redirected to that organization’s home page. 
 

Organization Home Page 

Once logged in, this is the second page a user will see after they have selected an organization. 
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Organization Web Administrators will see a link to the Organization Administration  home 
page (circled in red).  Organization Web Administrators should select this link the first time they 
enter the system to begin assigning Source Web Administrators.  
 
This page will also list all of the roles the user has for the selected organization (red arrow) and 
also list all of the stationary sources the user has an active role for (once the roles have been 
assigned).  
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Stationary Source Home Page 

 
 
On the Stationary Source Home page, Source Web Administrators will see a link to the User 
Administration  page.  The User Administration page is the same page layout described above 
for the Organization Web Administrator.  Select this link to add and edit online users (E-Signers, 
and Document Editors). 
 
The Stationary Source Home page will also list all the roles that have been assigned to the user 
for the selected stationary source (red arrow). 
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Viewing Signed and Submitted Documents 

 
A web-formatted version of all permits, permit applications, and reports for your organization 
are available for viewing online whether or not they were submitted online.   
 
Step 1:  To view these web documents, start at the Organization Home page and select either a 
stationary source or a non-stationary source permit from the permits or applications grid.   

 
 
Step 2:  If you want to view a report or permits bound to a stationary source, select that 
stationary source (Step 1) and you will be directed to that stationary source’s home page.  You 
will find all a stationary sources approved permits, the pending permit applications, and saved, 
but not yet submitted permit application forms, on the 3 grids on this page.   
 
Select the permit to which the document (permit or report) is bound.  If it is an approved permit, 
you will be directed to the permit home page, where you will have an opportunity to view or 
print any of the permit’s revisions or reports (See Step 3)  If you select a pending application, 
you will see a copy of the pending application, whether or not it was submitted online. 
 
Documents that were submitted online will display the document and data that was submitted 
and signed by the E-Signer.  It also includes the E-Signer’s name and the date of submittal. 
Documents that were not submitted online will display only basic permit or report data.   
 



13 

 
 
 
Step 3: The permit home page for each permit can be toggled to display grids of either approved 
revisions, pending revisions, saved revisions OR submitted reports or saved reports.  
 
Step 4: Select a report (or revision) to view the report (or revision) document for this permit.  
Revision ‘0’ represents the originally submitted permit. 
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Creating, Editing and Saving New Documents 

If you are an E-Signer or a Document Editor you will be creating, editing and saving permit 
applications and reports using Air Online Services.  At the present time, the reports and permits 
that may be created, edited, saved, and submitted (E-Signers only) and the user role(s) required 
are: 
 

1. MG1 Notification, for portable oil and gas operations (Organization level E-
Signer/Document Editor) 

2. Amendment 1 (revision) to an MG1 Notification (Organization level E-Signer/Document 
Editor) 

3. Amendment 2 (revision) to an MG1 Notification (Organization level E-Signer/Document 
Editor) 

4. Excess Emissions report (Stationary Source E-Signer/Document Editor) 
5. Permit Deviation report (Stationary Source E-Signer/Document Editor) 

 
If you are an Organization level E-Signer or Document Editor: 

1. The link to the online MG1 Notification form will appear under the Quick Links section 
of the Organization Home Page (see the figure on page 12).   

2. The link to the online Amendment 1 and Amendment 2 to an MG1 Notification will 
appear under the Quick Links section of the Permit Home page for an MG1 (non-
stationary source specific) permit selected from the Organization Home Page. 

3. Click on one of these links and you will open a new application form which you can fill 
out and either submit (if you are an E-Signer) or save online partially filled out (if you 
are a Document Editor or you don’t have all the information to finish before submitting).  

 
If you are a Stationary Source E-Signer or Document Editor: 

1. The New Report link will appear under the Quick Links section of the Permit Home 
Page for creating, editing and saving a new Excess Emissions or Permit Deviation report 
(see the figure on page 14). 

2. Click on the link and you will be able to select the online form for the report type you 
wish to create. As with all the online forms, you can fill out and either submit (if you are 
an E-Signer) or save online partially filled out (if you are a Document Editor or you 
don’t have all the information to finish before submitting).  

 
When a partially filled-out form is saved it is not considered submitted.  However, you can come 
back to edit and complete the form at any time in the future.  Incomplete saved reports and 
permits are located in the ‘Saved Reports’ or ‘Saved Applications’ grid on either the 
Organization Home Page (for non-stationary source specific permits) or the Stationary Source 
Home Page (for stationary source specific permits and reports). 
 



17 

 
 

 
 
 
 
 

Saved  non-source 
specific Permit 
Applications 

Saved Reports 



18 

Submitting a Completed Permit or Report 

If you have an E-Signer role, you may submit your permit application or report online.    At the 
bottom of every form is the ‘Save, Print, Submit’ section shown below (if you are a Document 
Editor you will not see the ‘Submit’ button). 

 
 
The ‘Save’ Button: 
You may save the data in a partially completed form in almost any state by clicking on the 
‘Save’ button.  If there are any items in the report or application that must be first be corrected or 
there is a problem in saving the document you will see an error message.  Otherwise you will see 
the words ‘Document Saved’ printed below the save button.  To resume editing at a later time, 
go back to the ‘Saved Reports’ or ‘Saved Applications’ grid on the appropriate page and select 
the document based on the value on in the ‘Last Saved Date’ column to resume editing the form. 
 
The Print to Review Button: 
You may print out a printable, but not submit-able, copy of a partially completed form by 
clicking on the ‘Print to Review’ button at almost anytime during the edit process. 
 
The ‘Submit’ Button : 
If you are an E-Signer, in addition to the buttons mentioned above, there will also be a ‘Submit’ 
button at the bottom of the form.  This will allow you to pay for (if there is a fee) and submit a 
completed, validated application or report directly from the form.  You must assert that the 
information that is in the form is correct before the form will be validated.  When you click on 
the ‘Submit’ button, Air Online Services will check for the correct format and acceptable value 
ranges for all data input and make sure that all the appropriate assertions have been checked.  If 
there are one or more validation errors on the form, there will be an error message, and the user 
will need to scroll to the red error messages in the form and correct the input data as described.  
When the errors have been corrected, the user must click on the ‘Submit’ button again to 
proceed. 
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When your data input is completely validated, a signable form will load and the focus will be on 
the input box for your electronic signature (your myAlaska password).   
 
Before you sign, you should check all the data to be sure that everything you wanted to submit is 
contained as you intended, on the form.  Read all of the assertions and be sure that you agree.  If 
you want to change anything on the form, click on the ‘Cancel’ button.  The saved application 
or report will be available for editing in the ‘Saved Applications’ or ‘Saved Reports’ grid on the 
Permit Home or Organization Home page. 
 
If you are happy with the signable form, go back to the input box for your signature, sign the 
form with your myAlaska password and explicitly  click on the ‘Submit’ button.    
 

 
 
If there is a fee to pay, you will be directed to the DEC Online Payment Center where you may 
pay for the application by credit card or electronic funds transfer.  If the fee is not paid at this 
time, you will not be able to complete the transaction online (your document will still be saved, 
however).    Alternatively, if you wish to print out a copy of the completed form and mail it in 
with a signature and payment, 1) exit the signable form by clicking the ‘Cancel’ button, 2) select 
the saved document on the Permit Home or Organization Home page, and 3) reopen the editable 
form.  Click on the ‘Print Document’ button on the form (described in the section below, ‘The 
Print Document Button’).  You can then mail the wet-ink signed, completed document to DEC 
with the payment instead of paying online.  Your application or report cannot be considered 
‘submitted’ without payment. 
 
 
The Print Document Button: 
If you would rather print out a submit-able copy of a COMPLETED form for submittal by mail 
(you might want to do this if you are a Document Editor but not an E-Signer), click on the ‘Print 
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Document’ button.  A complete, validated document will appear in a pop-up window and will 
contain a signature block at the bottom.  This form can be printed and mailed in by the an 
organization representative at a later time.  The form is saved as if the ‘Save’ Button had been 
clicked.  If the printable document is signed and processed by DEC, then the report or 
application will be moved to the 'Approved Permits’ or ‘Approved Reports’ grid on the 
appropriate page.  If not, it will stay in the ‘Saved Reports’ or ‘Saved Applications’ grid. 
 

 
 
Because this will be a completed document, all user input will be validated by Air Online 
Services for the correct format and acceptable value ranges before the printable form is created.  
Air Online Services will also check to make sure that all the appropriate assertions have been 
checked.  If there are one or more validation errors on the form, there will be an error message, 
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and the user will need to scroll to the red error messages in the form and correct the input data as 
described. 
 

DEC Online Payment Center 

If your permit application or report submission includes a fee, you will be directed to the DEC 
Online Payment Center after you have electronically signed the document (see the section ‘The 
Submit Button’  above).  In order to pay online you will need to be able either to use your 
organization’s credit card account or make an electronic funds transfer from your organization’s 
bank account.  Follow the instructions at the site to make your payment.  Check the invoice for 
any errors before you continue and complete your payment.  If there are any errors, please report 
them to DEC.   
 

 
 

 

Check number of 
items and amount. 
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After you have completed the payment process at OPC, you are automatically redirected back to 
the Payment and eSign Confirmation page.   
 

 
 

Email Confirmation 

If you are an E-Signer and have successfully concluded your submission, you will also receive 
an automated email from DEC Air Quality (from email address “airtools_noreply@alaska.gov”) 
which confirms your submission.   

 

Return to Permit Home to 
view the submitted 
application 


