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Instructions on how to fill out the various online compliance reports 
The following steps will walk you through how to set up an account for the Permittee Portal so that you 
submit various air quality compliance reports online.  Various security roles have been created so that 
someone can prepare the report and the responsible party can e-sign it.  Also there are various options 
for submittal: You can create a hard copy by entering the data and printing the form to mail or fax to us. 
Or fill out the form then electronically sign it (you will go through an electronic signing ceremony).   

1. Navigate to the Alaska Division of Air Quality website http://dec.alaska.gov/air/index.htm.  Click 
on the Online Services Homepage (under the Air Online Homepage link). 

 

2. You will be directed to the Air Online Services homepage. Click on the Permittee Portal link 

 

http://dec.alaska.gov/air/index.htm
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3. Input your active myAlaska username and password.  If you do not have an active myAlaska 
account, you may click on the “New User- Register for a myAlaska Account” hyperlink to go 
obtain a myAlaska account. 

 
 

4. Once signed-in, the Air Online Services Permittee Portal page will appear.   Select “click here to 
continue” 

 
5. Prior to submitting documents online. Each company MUST FIRST appoint an ORGANIZATION 

WEB ADMINISTRATOR.  The Organization Web Administrator will designate the person(s) 
within the company who will have access to ADEC’s Permittee Portal  for electronic submittals 
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and reports, and permit actions for the company’s stationary Sources.  Instructions for 
creating an Organization Web Administrator and details concerning authorizations for 
submitting documents online are located at 
http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp  

6. Once you receive authorization from your Organization Web Administration to submit 
documentation, you will be view a list of organizations (companies) for which you may submit 
reports. 

 
 

7.  Click on the desired stationary source.  

 

http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp
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8. Next you will see a list of permits. Click on the one that you would like to submit a report for.  
You will be taken to the following screen.   It will list the reports that have been previously 
submitted for that permit.  In the upper right hand corner click on the link that says “New 
Report”. 

 
9. Select the type of report you wish to submit.  
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Annual Compliance Certification  

 

1. Due Date – the date when the Annual Compliance Certification is due.  Usually it is listed as a 
permit condition.  This date is prefilled; if it is prefilled with the wrong date please edit as you 
see fit. 

2. Period Start and End Date: this is the time period covered by the annual compliance certification 
covers.  

3. Add Custom Conditions: this button allows the user to enter any missing permit conditions that 
need to be included in the annual compliance certification. Please note that this is optional.  If 
you prefer to upload a pdf of the completed ACC form  When clicked the following will appear: 

 
A. Permit Condition number – for example 1 or 1.1 or 1.1.a 
B. Permit Condition Title 
C. Method Used/Note: Method used to show compliance with the permit condition. 
D. Status – In compliance, out of compliance or N/A 
E. Occurrence – intermittent or continuous 
F. Delete button – you can only delete the permit condition that you entered.  
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4. Attachment Browse Button: Allows the user to attach a file to upload to ADEC.  
5. Save button – you can save what you have entered. Exit and come back later to finish the report. 
6. Print Draft – this will open another window in which you can print an unofficial draft of the 

report. 
7. Print Document- this will open another window in which you can print an official and final draft 

of the report.  In which you would need to sign certify and mail or fax in this report to ADEC. 
8. Submit Report Electronically – this will allow you to e-sign your report and certify that what you 

are submitting is the true to your knowledge.  To validate that you are an e-signer, you will be 
asked to answer on of your security questions and myAlaska password.  You will receive e-mail 
confirmation that your report has been submitted ADEC personnel will also be notified that you 
have submitted a report.  
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Change of Responsible Party Report 

 

1. Definition for Responsible Official. 
2. Selection of the definition of responsible official that is applicable. 

 
3. Remove Responsible Official: request to remove already existing responsible official 

a. First Name and Last Name is needed 
b. Person’s Business title  
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c. Delete button  
4. Add new responsible official (you can multiple persons). 

a. Responsible person’s First Name 
b. Responsible person’s Middle Initial 
c. Responsible person’s Last Name 
d. Responsible person’s Title 
e. Responsible person’s Phone number 
f. Responsible person’s Email 
g. Delete button 

5. Attachment Browse Button: Allows the user to attach a file to upload to ADEC.  
6. Save button – you can save what you have entered. Exit and come back later to finish the report. 
7. Print Draft – this will open another window in which you can print an unofficial draft of the 

report. 
8. Print Document- this will open another window in which you can print an official and final draft 

of the report.  In which you would need to sign certify and mail or fax in this report to ADEC. 
9. Submit Report Electronically – this will allow you to e-sign your report and certify that what you 

are submitting is the true to your knowledge.  To validate that you are an e-signer, you will be 
ask to answer one of your security questions and myAlaska password.  You will receive e-mail 
confirmation that your report has been submitted ADEC personnel will also be notified that you 
have submitted a report.  
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Emission Fee Estimate 

 

1. Type in actual emission (in TPY) of criteria pollutant. 
2. Calculate the emission fee 
3. Potential to Emit – data is pulled from State of Alaska database of what the stationary source 

has the potential to emit.  If actuals are not submitted then the potential is charged.  
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4. If a pollutant is missing please use the drop down to select the pollutant and then click on the 
“Add Pollutant” button to add. 

5. Attachment Browse Button: Allows the user to attach a file to upload to ADEC.  
6. Save button – you can save what you have entered. Exit and come back later to finish the report. 
7. Print Draft – this will open another window in which you can print an unofficial draft of the 

report. 
8. Print Document- this will open another window in which you can print an official and final draft 

of the report.  In which you would need to sign certify and mail or fax in this report to ADEC. 
9. Submit Report Electronically – this will allow you to e-sign your report and certify that what you 

are submitting is the true to your knowledge.  To validate that you are an e-signer, you will be 
asked to answer one of your security questions and myAlaska password.  You will receive e-mail 
confirmation that your report has been submitted ADEC personnel will also be notified that you 
have submitted a report.  
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Excess Emission Report 

 

1. Discovery date of the excess emissions 
2. Discovery time of the excess emissions 

Excess Emission Details 
a. Exceedance Continuity  
b. Event Information – intermittent exceedences as one event 
c. Cause of event – please use drop down to select 
d. Type of incident 
e. Emission Limits Potentially Exceeded 
f. Emission Units involved 
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g. Corrective action taken (please describe) 
h. Unavoidable emissions 

 

3. Attachment Browse Button: Allows the user to attach a file to upload to ADEC.  
4. Save button – you can save what you have entered. Exit and come back later to finish the report. 
5. Print Draft – this will open another window in which you can print an unofficial draft of the 

report. 
6. Print Document- this will open another window in which you can print an official and final draft 

of the report.  In which you would need to sign certify and mail or fax in this report to ADEC. 
7. Submit Report Electronically – this will allow you to e-sign your report and certify that what you 

are submitting is the true to your knowledge.  To validate that you are an e-signer, you will be 
asked to answer one of your security questions and myAlaska password.  You will receive e-mail 
confirmation that your report has been submitted ADEC personnel will also be notified that you 
have submitted a report.   
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Permit Deviation 

 

1. Discovery date of the Permit Deviation 
2. Discovery time of the Permit Deviation 

Permit Deviation Details 
a. Deviation Type 
b. Event Information – intermittent exceedences as one event 
c. Deviation From:  click on one of the radio button and then identify each permit 

condition or potential deviate. 
d. List the emission units involved 
e. Description of potential deviation 
f. Correction Action taken 
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3. Attachment Browse Button: Allows the user to attach a file to upload to ADEC.  
4. Save button – you can save what you have entered. Exit and come back later to finish the report. 
5. Print Draft – this will open another window in which you can print an unofficial draft of the 

report. 
6. Print Document- this will open another window in which you can print an official and final draft 

of the report.  In which you would need to sign certify and mail or fax in this report to ADEC. 
7. Submit Report Electronically – this will allow you to e-sign your report and certify that what you 

are submitting is the true to your knowledge.  To validate that you are an e-signer, you will be 
asked to answer one of your security questions and your myAlaska password.  You will receive e-
mail confirmation that your report has been submitted ADEC personnel will also be notified that 
you have submitted a report.  
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PAEL 1 Fuel Usage Report 
There are 2 ways of filling out PAEL Fuel Usage Reports by either filling it in as seen below.  Or a CSV file 
(which can be opened with excel) can be downloaded filled in and then uploaded. Please see page 20 for 
details.  

 

Please fill in the amount of fuel transferred per day through out the year.  Remember to save often as 
you will be timed out if there is 20 minutes of inactivity.  

 

1. Attachment Browse Button: Allows the user to attach a file to upload to ADEC.  
2. Save button – you can save what you have entered. Exit and come back later to finish the report. 
3. Print Draft – this will open another window in which you can print an unofficial draft of the 

report. 
4. Print Document- this will open another window in which you can print an official and final draft 

of the report.  In which you would need to sign certify and mail or fax in this report to ADEC. 
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5. Submit Report Electronically – this will allow you to e-sign your report and certify that what you 
are submitting is the true to your knowledge.  To validate that you are an e-signer, you will be 
asked to answer one of your security question and your myAlaska password.  You will receive e-
mail confirmation that your report has been submitted ADEC personnel will also be notified that 
you have submitted a report.  

PAEL 2 Fuel Usage Report 

 

1. Gallons consumed 2 years ago 
2. Gallons consumed 1 year ago 
3. Rolling total (automatically calculated) 
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4. Attachment Browse Button: Allows the user to attach a file to upload to ADEC.  
5. Save button – you can save what you have entered. Exit and come back later to finish the report. 
6. Print Draft – this will open another window in which you can print an unofficial draft of the 

report. 
7. Print Document- this will open another window in which you can print an official and final draft 

of the report.  In which you would need to sign certify and mail or fax in this report to ADEC. 
8. Submit Report Electronically – this will allow you to e-sign your report and certify that what you 

are submitting is the true to your knowledge.  To validate that you are an e-signer, you will be 
asked to answer one of your security questions and myAlaska password.  You will receive e-mail 
confirmation that your report has been submitted ADEC personnel will also be notified that you 
have submitted a report. 
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PAEL 1 and PAEL 2 Fuel Usage Report using CSV 
1. Once you navigate to you Fuel Usage report in the upper left-hand corner is the download CSV 

button.  Click on the download CSV button.   

 
 

2. Open in Excel. Fill in the Gallons.  A number is needed for every date.  If no fuel was transferred, 
then please put in 0 (zero).  Decimal places are NOT accepted.  Remember to save in CSV 
format.  

 
 

3. Navigate back to PAEL fuel usage report in AOS and click on the upload CSV file button. 



21 
 

 
 

4. Navigate to saved/filled out CSV file. And proceed with uploading file.  

 
 

5. Once the file open it should autofill. Scroll to the bottom and click on save. The save will trigger 
data validation to ensure all the dates have a number.  If there is no number the day will be 
highlighted in red.  You will not be able to submit unless all the days have a number or zero.   

 
 

6. Next go through the submission process in which the Responsible official electronically signs and 
does the final submission.   
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Relocation Notification Form 

 

1. Make and Model of the emission unit to be relocated 
2. Contact Person (First and Last Name) 
3. Contact Person’s phone number 
4. New Location (address or highway and mile number)  
5. New Latitude (in degree decimal) 
6. New Longitude (in degree decimal) 
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7. Datum (map projection of the new latitude and longitude) 
8. Estimate start up and shut down of the moved emission unit. 
9. Distance in feet to the nearest inhabited structure. 
10. Use drop down to select terrain type 
11. Comments 
12. Attachment Browse Button: Allows the user to attach a file to upload to ADEC.  
13. Save button – you can save what you have entered. Exit and come back later to finish the report. 
14. Print Draft – this will open another window in which you can print an unofficial draft of the 

report. 
15. Print Document- this will open another window in which you can print an official and final draft 

of the report.  In which you would need to sign certify and mail or fax in this report to ADEC.   
16. Submit Report Electronically – this will allow you to e-sign your report and certify that what you 

are submitting is the true to your knowledge.  To validate that you are an e-signer, you will be 
asked to answer one of your security questions and myAlaska password.  You will receive e-mail 
confirmation that your report has been submitted ADEC personnel will also be notified that you 
have submitted a report.   
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NSPS Semi-Annual Report 

 

1. Due date of the report (should be a permit condition) 
2. Start and end date of the period the report covers. 
3. General comments about the report.  
4. Attachment Browse Button: Allows the user to attach a file to upload to ADEC.  
5. Save button – you can save what you have entered. Exit and come back later to finish the report. 
6. Print Draft – this will open another window in which you can print an unofficial draft of the 

report. 
7. Print Document- this will open another window in which you can print an official and final draft 

of the report.  In which you would need to sign certify and mail or fax in this report to ADEC. 
8. Submit Report Electronically – this will allow you to e-sign your report and certify that what you 

are submitting is the true to your knowledge.  To validate that you are an e-signer, you will be 
asked security questions and your myAlaska password.  You will receive e-mail confirmation that 
your report has been submitted ADEC personnel will also be notified that you have submitted a 
report.    
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Facility Operating Report 

 

1. Due date of the report (should be a permit condition) 
2. Start and end date of the period the report covers. 
3. General comments about the report.  
4. Attachment Browse Button: Allows the user to attach a file to upload to ADEC.  
5. Save button – you can save what you have entered. Exit and come back later to finish the 

report. 
6. Print Draft – this will open another window in which you can print an unofficial draft of the 

report. 
7. Print Document- this will open another window in which you can print an official and final 

draft of the report.  In which you would need to sign certify and mail or fax in this report to 
ADEC. 

8. Submit Report Electronically – this will allow you to e-sign your report and certify that what 
you are submitting is the true to your knowledge.  To validate that you are an e-signer, you 
will be asked to answer one of your security questions and myAlaska password.  You will 
receive e-mail confirmation that your report has been submitted ADEC personnel will also 
be notified that you have submitted a report.   
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