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Introduction 
The Permittee Portal is for creating and electronically submitting air quality compliance reports and 
open burn approvals online. It is a secure system, meaning you will need to set up an myAlaska 
account to be able to access/create Air Quality compliance reports.  Extra security has been set up for 
the submission of these reports in order to comply with federal reporting requirements found in the 
Cross Media Electronic Reporting Rule (CROMERR). Various forms need to be submitted to start the 
process depending on the level of responsibility.  Not all users are required to submit forms, however 
at least one representative from the permitted organization must do so. This document walks a user 
through the signing up and compliance form submission process.  If you have any suggestions or 
improvements, please let ADEC know through DEC.AQ.AOSHelp@alaska.gov . 

 

Getting Started in Permittee Portal  
 

Step 1. Get a myAlaska account. 
Before any user can sign into the Permittee Portal, they must first have a myAlaska 
(https://my.alaska.gov) user account. You are using your myAlaska account (username) to authorize 
and gain access to various State of Alaska Service portals; the Air Online Services (AOS) Permittee 
Portal is one of them. A user does not have to be an Alaska resident to set up a myAlaska user account.  
 
Establishing a link between the AOS Permittee Portal and your myAlaska username does not mean 
that ADEC has access to any other State of Alaska service portals you may use. ADEC DOES NOT HAVE 
ACCESS to information in the other State of Alaska service portals such as the Permanent Fund 
Dividend, hunting and fishing licenses, etc. The link simply allows you authorized access to ADEC’s 
AOS Permittee Portal. 
 
If a user already has a myAlaska account, another one is not needed (proceed to Organization Web 
Administration Directions).   
 
If you do not have a myAlaska account: setting up the myAlaska account will look like the screenshot 
below. Fill in the questions and click on the “I accept the user agreement” then the “start registration” 
button. 

https://my.alaska.gov/NewAccount.aspx
mailto:DEC.AQ.AOSHelp@alaska.gov
https://my.alaska.gov/NewAccount.aspx
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Once you have set up your account you will be emailed a confirmation email (with a confirmation 
hyperlink) which will link you to your account confirmation webpage. Please enter your username and 
password to confirm your account. 
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Step 2. Determining Your Role 
Determine your role within the Air Quality Permittee Portal.  The Permittee Portal identifies four roles 
that a user can be assigned. Each role has its own specific set of permissions and does not have a 
hierarchical value. The assigned role determines what you will be authorized to do within the 
Permittee Portal and what subsequent paperwork will need to be submitted. 
 
Individuals can be assigned more than one role.  As an example, one user may have multiple roles 
across multiple stationary sources and possibly across multiple organizations, while in a smaller 
organization one person may fill all the roles.  Please look at the roles below to determine which 
one(s) apply to you.  
 
1. Organization Web Administrator:  

• Determines, creates, and controls other users’ Permittee Portal accounts for submitting 
and creating compliance reports for their company/stationary sources/permits. At a 
minimum, must assign at least once Source Web Administrator (SWA), and that individual 
can assign and maintain all other individuals. 

• Can assign Source Web Administrators (SWAs). 
• Creates and edits compliance reports. 
• One person is to be identified for a company/organization/entity. 
• Has read access to information stored in the Air Quality Database. 
• Ability to review and edit contact information for main points of contact within 

organization.  
 

2. Web E‐Signer:  
• Creates and edits compliance reports. 
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• Electronically signs and submits compliance reports to ADEC. 
• There can be more than one Web E-Signer as long as each person meets the definition of 

Responsible Official as defined in 18 AAC 50.990 (93). Or in accordance with sources under 
Title 18 AAC 50.230 (c)(H) or (d)(D), an e-signer that is the owner or operator. An operator 
“directing” (AS 46.14.990) or reporting on emissions from units at of the above-mentioned 
facility and company. 

 

3. Source Web Administrator:  
• Determines, creates, and controls other users’ Permittee Portal roles for submitting and 

creating compliance reports for a stationary source.  
• Creates and edits compliance reports. 
• Ability to review and edit contact information for main points of contact within 

organization.  
 

4. Web Document Editor:  
• Creates and edits compliance reports. 
• There can be more than one Web Document Editor who is authorized to review 

and edit documents for a company/organization/stationary source.  
• Can work directly within the company/organization/stationary source OR can be 

an assigned contractor. 
• Access can be controlled by dates; past an expiration date, for example, an 

assigned contractor would no longer have access to a 
company/organization/stationary source’s database entries to create or edit 
draft compliance reports or have read-only access to previously submitted 
information. 

 
Each role must be assigned to the individual. An individual can have multiple roles. For more 
information about each role and its duties please refer to the information below. 
 

Organization Web Administrator 
This role is identified by the organization and requires the submittal of the 
Organization Web Administrator Request form 
(http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp ). 
 
There is only one Organization Web Administrator (OWA) for each organization, company, or entity. 
The OWA does not have to be a Responsible Official as defined by 18 AAC 50.990 (93). 
 
The individual assigned the role of OWA should be an staff member of the organization with a 
sufficient level of responsibility equal to that of a responsible official or owner.  The individual should be 
versed in (but not limited to) knowledge of the stationary source’s air quality compliance needs and 
permits along with the company’s standard operating policies.  This person is likely to contact ADEC for 
the required sign-up forms and to trouble shoot with ADEC staff if problems arise. In addition, it is the 
responsibility of this person (OWA) to assign each role to an individual employed/contracted by the 
organization.   Please note it would be in the organization’s best interest that the OWA is a person or 
position that does not experience a high level of turn‐over. 
 
Once the form has been submitted and ADEC processes the form and links the OWA to the 
organization, the OWA will have the ability to add/edit stationary source contact information, Source 

https://dec.alaska.gov/Applications/Air/airtoolsweb/Home/ViewAttachment/16887828/qCLwy0qGjboZa9GeGpJpWQ2
http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp)
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Web Administrator (SWA) role(s), Web E‐Signer role(s), and Web Document Editor (WDE) role(s) for 
each stationary source within that organization.  
 

Main Responsibilities 

1. Assigns and maintains SWA(s) for each source submitting reports through AOS. 
2. Assigns and maintains organization’s 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. Assigns and maintains stationary source’s Web E-Signer for creating, editing, and submitting 
compliance forms bound to a particular air quality permit.  

4. Assigns and maintains organization’s WDE(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. 

5. Maintains contact information for the organization and stationary sources. 
 

 
Future Responsibilities 
1. Establishes a new stationary source(s) for the organization. 

 
An OWA may assign more than one Source Web Administrator. Only OWAs and Web E-
Signers are required to submit paperwork; all other users within the Permittee Portal for a 
company/organization/entity are added and maintained by one of the OWAs or SWAs.  
 
In short, the Permittee Portal has been designed to allow either a single person to have many 
roles (a small company/organization/entity), or for multiple individuals to have multiple or 
individual roles.     

 
Web E-Signer 

The individual assigned the role as Web E‐Signer should be a Responsible Official of the 
organization or stationary source as defined by 18 AAC 50.990 (93) and have permission to 
create/edit/save/submit/pay online applications and reports.  
 
This role requires submitting the Electronic Signature Validation form 
(http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp ). To establish the Web E-Signer role, the 
OWA or the SWA can print and give the form to the potential Web E-Signer to fill out, or the potential 
Web E-Signer can print out the form themselves and send the filled out form to ADEC for identity 
verification. 
 
Bottom line: ADEC will need the required Web E-Signer form and documentation to begin the process 
of establishing a Web E-Signer. Without the electronic signature validation form submitted and 
processed by ADEC, the Web E-Signer will not be able to submit or pay any applications or reports 
online. 
 
Once the Web E-Signer paperwork has been processed by ADEC, the OWA will be granted access to 
the Web E-Signer, and the OWA will be able to assign the Web E-Signer their role within the 
permittee portal. 
 
Main Responsibilities 

https://dec.alaska.gov/Applications/Air/airtoolsweb/Home/ViewAttachment/16887827/xVKxvpcHRRTenDKnhw6FVQ2
http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp%20).
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1. Submits applications and/or reports electronically. 
 

Source Web Administrator 
This role has permission to add/edit Web E-Signer and WDE roles for a specific stationary source. The 
SWA will only have permission to add Web E‐Signers or WDEs to the stationary sources that have 
been assigned by the OWA. A SWA can be the administrator for more than one stationary source. 
There can be more than one SWA per stationary source. However, this is not recommended. A SWA is 
not required to submit any additional paperwork or identity verification other than being added by 
the OWA. 
 
The SWA is intended to be a responsible, employed member of the organization. It would be in the 
organization’s best interest that the SWA be a person or position that does not experience a high level 
of turn‐over and be someone familiar with the stationary source(s) being assigned. 
 
Main Responsibilities 
1. Assigns and maintains stationary source’s Web E‐Signer(s). 
2. Assigns and maintains stationary source’s WDE(s).  
3. Maintains contact information for the organization and stationary sources. 

 
Web Document Editor 

This role has permission to create/edit/save applications online and understands the compliance 
needs/forms for that facility. A WDE is not required to submit any additional paperwork or identity 
verification. The WDE may be anyone employed or contracted by the organization or stationary 
sources. The WDE’s role is set up and granted by the OWA or SWA.  A person assigned the role of 
WDE can create and edit compliance forms and submit the documents to others to review or e-
signature. Only the Web E-signer is authorized to finalize and submit the documents to ADEC. 

 
Main Responsibilities 
1. Creates and saves an application. 
2. Creates and saves a report. 
3. Forwards prepared documents to Web E‐Signer for submittal of reports  

 

Organization Web Administrator Sign up and Duties. 
 
Step A. Fill in and Submit an Organization Web Administrator Request Form 

Once the myAlaska account is established, you will need to determine to whom to assign the role of OWA if 
your organization doesn’t already have a person in this role. The Organization Web Administrator Request 
Form (http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp) will need to be filled out.  The form 
(screenshot example below) must be emailed (DEC.AQ.AOShelp@alaska.gov) and then mailed to State 
of Alaska Department of Environmental Conservation, Attn: AOS Specialist, 555 Cordova Street, 
Anchorage, Alaska 99501. 
 
ADEC requires the completed form to grant access to the AOS Permittee Portal and database. An email 
notification will be sent to you once your myAlaska account is registered with ADEC and access has been 
granted to use the Permittee Portal. After receiving notification from ADEC that your account has been 
registered, you will need to go into the Permittee Portal to finish the account registration and 
activation process, which includes verifying access has been properly established. 

https://dec.alaska.gov/Applications/Air/airtoolsweb/Home/ViewAttachment/16887828/qCLwy0qGjboZa9GeGpJpWQ2
https://dec.alaska.gov/Applications/Air/airtoolsweb/Home/ViewAttachment/16887828/qCLwy0qGjboZa9GeGpJpWQ2
http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp
mailto:DEC.AQ.AOShelp@alaska.gov
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At a minimum, for large entities, an OWA needs to assign at least one SWA; there are no further 
requirements for the OWA to monitor overall activities other than through receiving emails. 
However, if there is a need to submit applications for approvals (open burn, black smoke, or 
firefighting) or to monitor or submit information regarding Minor General Permits 1 (MG1), then an 
OWA will need to assign themselves as a Web E-Signer. Therefore, if you want the ability to 
electronically submit/certify open burn approvals, MG1 information, or other reports requiring 
certification  you must submit an Electronic Signature Validation Form. 
(http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp ). 
 
Once an OWA is assigned AND IS ACTIVE, the OWA may add any additional users and assign them roles 
for the specific stationary sources to which they are assigned. OWAs must also assign themselves the 

https://dec.alaska.gov/Applications/Air/airtoolsweb/Home/ViewAttachment/16887827/xVKxvpcHRRTenDKnhw6FVQ2
http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp)
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Web E-Signer role if they wish to e‐sign and pay. 
 
An OWA may assign more than one SWA for a stationary source. Only OWAs and Web E-Signers are 
required to submit paperwork; all other users within the Permittee Portal for a 
company/organization/entity are added and maintained by the OWA or SWA.  
 
The points below summarize the duties and obligations of being an OWA. It also explains how to sign 
others up to electronically submit air compliance reports and open burn approval applications. Various 
security roles have been created so that someone can prepare the report for review and signature and 
the responsible party can e‐sign it (For details see Step J). There is only one OWA for each 
organization/company/entity. Back‐ups may be permitted on a case‐by‐case basis. 
 
Summary of Roles and Responsibilities: 

• May create and save any report, application, or document required for any permit or approval 
in the system. 

• May delegate all administrative duties specific to a particular source or group of sources. 

• Assigns and maintains SWA(s) for each source or group of sources. 
o SWAs must be staff employed with the organization. 

• Assigns and maintains organization’s or stationary source’s Web E‐Signer(s) who create, edit, 
and submit compliance report(s) bound to a particular stationary source. Web E-Signers for 
portable oil and gas operations and open burn approvals are bound to the organization. 

o Web E-Signers must meet the definition of a Responsible Official, just as those providing 
hard copy signatures do. 

• Assigns and maintains organization’s or stationary source’s WDE(s) who create and edit 
permits not bound to a particular stationary source, such as permits for portable oil and gas 
operations and open burns. 

o WDEs may be anyone either employed within the organization or a contractor to the 
organization. OWAs can set expiration dates for anyone assigned a role. 

 

• May not e‐sign unless they also assign the Web E-Signer role to themselves and submit 
required paperwork. 

 

• OWA will receive any updates or information from the Air Permit Program pertaining to the 
Permittee Portal. 

 

• Permittee Portal has a help page  that contains instructions and forms on how to sign up for 
accounts, fill out reports, and submit open burn approvals. 
http://dec.alaska.gov/Applications/Air/airtoolsweb/PermitteePortalHelp/Index 

 

• Will receive monthly reports that contain: 1) list of all documents that have been electronically 
signed and submitted on behalf of the organization and 2) list of all individuals active within 
the Permittee Portal, including those individuals that may have been established by SWAs. 

 
Step B. Assigning Roles in the Permittee Portal 

The OWA assigns roles to other users (or themselves) in the Permittee Portal. If the OWA wants to 
assign the role of Web E-Signer to themself, if needed, or to others, please proceed to E-Signer 
Instruction. This process is used to assign a user a role for a stationary source. 

http://dec.alaska.gov/Applications/Air/airtoolsweb/PermitteePortalHelp/Index
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In the User Admin page, click the user’s name to edit the account profile. 
 

 

 
Under the Role Detail portion of the page use the drop down to select the role type (1) and if that role 
(the screenshot above shows Web Document Editor) is to be applied to the stationary source (2). Next 
click on the add role (3) and then the save user button (4). The expiration date is optional. 
 
Please note that for preparing or e-signing online open burn and MG1 applications, the user role is 
added under the organization (2). For Air Quality compliance forms the role is added with the 
stationary source. 
 

Step C. Setting up New Permittee Portal User 
Navigate to the User Admin page (refer to the breadcrumbs in the screenshot below). 
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1: Select Existing User and Edit User Role(s): The Users grid will contain a list of all role holders 
for the stationary source or organization selected from the drop-down list. Click the user’s 
name to display and edit their data and their roles for the selected stationary source or 
organization in AOS. 

 

OR 
 

2: Create a New User and Add User Role(s) 
 

New User: This will display a form that will allow you to enter the new user’s name and 
myAlaska username, as well as assign the necessary roles to the new user for the selected 
stationary source or organization. Please note that if the new user is a Web E‐Signer they will 
need to print the Electronic Signature Validation form 
(http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp ) and sign and mail it to ADEC. 

 
Step D. Filling in data and assigning a Role 

 

 
 

1. Enter User’s Name and myAlaska Username: 
myAlaska Username: User’s registered myAlaska username. 

http://dec.alaska.gov/Applications/Air/airtoolsweb/AOSHelp
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NOTE: This myAlaska Username must exactly match the myAlaska username as stated on the 
application. Any misspellings or mismatch in case/font will result in the user not being able to 
log into AOS. Required field 

First Name: User’s first name. Required field 

Middle Initial: User’s middle initial. This is not a required field. However, it does help 
differentiate individuals with the same first and last names. 

Last Name: User’s last name. Required field 

Title: User’s title or position. Required field 
 

2. Enter User’s Work Address: 
Work Address Line 1: User’s primary work address. Required field 
Work Address Line 2: User’s secondary work address. 
Work City: User’s work city. Required field 
Work State: User’s work state. Required field 
Work Zip: User’s work Zip. Required field 
Work Email: User’s work email. Required field 
Work Number: User’s work number. Required field 
 

 
 

3: Enter and Configure User Roles: 
Roles Type: Drop down list contains the available roles that may be assigned to the selected 
user. 
 
4: Set up User Access: 
Use the drop downs to select an organization or stationary source. 

 
 5: Add Role 
Adds the user’s selected role(s) for a particular stationary source from the Roles drop down 
list and allows the OWA to set an expiration date to limit user’s access to the system. After 
the set expiration date, this user will no longer have the privileges of this role. Select expiration 



 

  12 

date by clicking on the calendar image and selecting a date. Expiration date can be left empty 
by clicking the update link. If the expiration date is left empty, the role never expires. To 
remove the role, click the delete link in the row of the role you wish to remove. 

 
6: Save User 
After making any changes to the selected user (including adding or deleting roles), click the 
Save User button to save your changes. You can then return to the User Administration page 
and find that person listed among the users for the appropriate stationary source or 
organization. 

 
Only an OWA may add/edit/delete or change the expiration date for other users connected 
to the same stationary source. The expiration date is not a required field; however, it is a 
good security measure to ensure the assigned role is not used past the period it is required. 

 
Cancel Changes: Click this button to cancel changes made to the selected user (including adding or 
deleting roles). 
 

Step E. Duplicate New User 
If a user’s myAlaska account already exists a possible match will appear. If it is a match, click the 
SELECT radio button (in the pink box) and then click on the “Select Match” button. If it is not the same 
person, the person should have a different myAlaska username. Click “Cancel” to return to the 
previous screen and please email DEC.AQ.AOSHelp@alaska.gov with the details. 

 

 

Web E-Signer Sign-Up Directions  
 

Step A. Determine if the user meets the definition of a Responsible Official  

mailto:DEC.AQ.AOSHelp@alaska.gov
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A potential Web E‐Signer must submit an Electronic Signature Validation Form. Please note that a 
Web E-Signer for an organization or stationary source will need to be a Responsible Official as defined 
in 18 AAC 50.990 (93). An OWA is not required to assign themselves as a Web E‐Signer unless they 
wish to submit open burn approvals, MG1s, or any other item that must be submitted at the 
organizational level. The OWA determines if the user meets the definition of a Web E‐Signer. 
 
The Electronic Signature Validation form requires notarization and a photocopy of your driver license. 
 

  

 
Once ADEC receives the electronic signature validation form (via mail and email), the data will be entered 
into the ADEC database. 
 

Step B. Assigning an E-Signer Role to a User 
The OWA must go into the Permittee portal to assign the role of Web E‐Signer to themself (only if they 
wish to be a Web E‐Signer) or others, which is done through the User Admin hyperlink in the Permittee 
Portal. This same process would also be followed for SWAs who assign themselves the Web E‐Signer 
role. 
 

https://dec.alaska.gov/Applications/Air/airtoolsweb/Home/ViewAttachment/16887827/xVKxvpcHRRTenDKnhw6FVQ2
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On the Organization Home screen, click on the User Admin Link. 
 

 
 
On the User Admin page, click on your name.  This will open the user’s name to the Role Detail page 
where you will be able to edit the account profile. 
 

 
Under the Role Detail portion of the page use the drop down to select the role type (1) and if that role 
(the screenshot above shows Web Document Editor) is to be applied to the stationary source (2). Next 
click on the add role (3) and then the save user button (4). The expiration date is optional. 

 
Step C. E-Signer Validation process 

Once assigned the role of Web E‐Signer, you will need to navigate back to the portal welcome page. 
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http://dec.alaska.gov/Applications/Air/airtoolsweb/PermitteePortal and reload the page. Once you 
have logged into the Permittee Portal, you should see the webpage (below or something similar.)  
Click on hyperlink in this web page to validate your driver’s license. 
 

 
 
You will only need to validate your driver’s license number once by entering it, clicking on the “I 
Agree” checkbox, and then clicking the Validate button.  It will look like the screenshot below. 
 

 

 
Step D. E-Signer setting up security questions for e‐signing 

http://dec.alaska.gov/Applications/Air/airtoolsweb/PermitteePortal
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Along with validation of your driver’s license number, you will need to set up 5 security questions. When e-
signing you will be required to enter your myAlaska password and answer one of your security 
questions. 
 
NOTE: Security questions are established/set through the myAlaska interface and can be changed if 
needed through your myAlaska user profile. 
 

 
 
Once the security questions have been set up, the Web E‐Signer will need to log out and log in again 
to complete the e-signing validation process. As a Web E‐Signer you should be able to 
create/edit/sign/submit an AQ compliance form or open burn approval. Proceed to “Directions how 
to create/edit/electronically submit a report” if you wish to submit a compliance report. 

 

Web Document Editor Directions 
 

Step A. Determine if the user meets the definition of Web Document Editor  
Potential WDEs are identified by the OWA. The WDE can create and edit a compliance form. They are 
employed or contracted by the stationary source’s company and understand the compliance 
needs/forms for that facility. 

 
Step B. Assign the role of Web Document Editor  

The OWA will need to assign the role of WDE through the User Admin page of the Permittee Portal. 
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Please refer to Step B. Assigning a Role to a User under Web E-Signer directions. The WDE role can 
create and edit compliance forms. They cannot electronically sign a compliance form or online burn 
application. Please proceed to “Directions on how to create/edit/electronically submit a report” to 
find the assigned responsibilities. 

 

Directions how to create/edit/electronically submit a report  
Once request forms are submitted, Permittee Portal accounts authorized and activated, users 
assigned the correct role(s) for stationary sources/organization, validation completed, and security 
questions set up (as applicable), you can then begin to use the Permittee Portal.  You will need to 
navigate to the AOS home page http://dec.alaska.gov/Applications/Air/airtoolsweb/Home/Index. Click 
on the link ‘Permittee Portal’. 
 

 
 

Step A. Log into the Permittee Portal  
Enter your myAlaska username and password and click the ‘Sign‐In’ button to log into the Permittee 
Portal. 
 

http://dec.alaska.gov/Applications/Air/airtoolsweb/Home/Index


 

  18 

 
 

Step B. Permittee Portal homepage 
The Permittee Portal will show Permittee Portal News and Updates. Next click on the “Click here to 
continue” to proceed. 
 

 
 

Step C. Individual Page lists your organizations 
Click on the organization for which you want to submit a report. Please note that in most cases there 
will only be a single organization listed. 
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Step D. Organization Home page lists the Stationary Sources  
On the Organization home page click on the stationary source for which you want to submit a report. 
In the example below, the report submittal process for “Dutch Harbor Bulk Plant” starts when you 
click on the stationary source’s name (highlighted). 
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Step E. Stationary Source home page lists the permits 
On the Stationary Source page, click on the permit for which you want to submit a report. Please 
note that for a rescinded permit, you will only be able to submit a report a year after the rescission 
date. For the screenshot below you would click on permit ID “AQ0806PL101P”. 
 

 
 
Step F. Permit home page lists the compliance forms 

On the Permit Home page click on “New Report” under Links on the right side of the screen. 
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You, and anyone with assigned roles, will be able to start the following reports: 
• Annual Compliance Certification 
• Change in Responsible Party 
• Emission Fee Estimate 
• Excess Emissions 
• Permit Deviation 
• PL1 Fuel Usage 
• PL2 Fuel Usage 
• Relocation Notification 
• NSPS Semi‐Annual Report 
• Facility Operating Report 
• Emission Inventory 

 
Click on the compliance report you need to complete: 
 



 

  22 

 
 

Step G. Start/Edit/Save a compliance report 
Please SAVE any compliance report that you start or edit! Sessions that are inactive for 15 minutes 
will automatically end. If you haven’t saved during an active session, all the information you entered 
during that session will be lost. A warning message will appear saying that it will log you out if nothing 
is done within 5 minutes (there will be a countdown). After saving the report you can exit the system 
and come back later to work on the report. So please save often. 
 
Once you have filled out a report, as the OWA or WDE, you will have the following report options: 
 

➔ Save 
➔ Print Draft 
➔ Print Document  
➔ Invite another user to view, edit, or sign the document (yellow bar on 

the right-hand side) 
 

Please note that as the OWA and/or WDE you can save the report and invite the Web E‐Signer to 
view, edit or e-sign the report at this point. Please proceed to Step I if you want to invite a Web E‐
Signer to electronically sign and officially submit a compliance report. 
 

Step H. Navigating back to a saved DRAFT report 
If you have exited the Permittee Portal and need to get back to the saved report, you will need to 
follow Steps A to E. Once you are back at the permit home page you should see your draft report. You 
might need to scroll down, but it should look like the screenshot below. Your draft report should be 
listed under “DRAFT, UNOFFICIAL reports”.  For the draft report you want to edit, click on the 
corresponding “View/Edit” hyperlink. 
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Once you are in a report and it has been edited, saved, and is ready for submittal proceed to Step I 
below. 
 

Step I. Inviting an E-Signer to sign/submit a report 
The OWA/SWA or WDE can invite a Web E‐Signer to “sign” a report when it is ready. Click on the 
“INVITATIONS” banner (light yellow) on the right of the Report Options screen: 
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Input the full email address of the individual you wish to review/e-sign the report, adding comments if 
desired, and then click on the Share Report URL button to send the email with an embedded report link to 
your invitee: 
 

 
 

You will receive a message that the report was successfully sent to your invitee. 
 

 
 

Return to the report menu by closing the invite panel. 
 

 
 
Step J. E-Signer to sign/submit a report 

The invitee (Web E‐Signer) will receive an email notifying them that they have a web document for 
review and/or e-signature. The email contains a link to the document that has been prepared for their 
review and signature. The email should look like the screenshot below. 
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The invitee will “Click here to View the Report” to access the submittal and be directed to the 
myAlaska sign-in page where they will be required to log in. From there they will automatically be 
directed to the prepared report; under the Report Options the Web E‐Signer (invitee) should click on 
the Submit Report Electronically (e-signature) button. 
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Click on the certification check mark box and then the e-sign Document button. 
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The Web E‐Signer will be taken to the e-signing screen asking for their password and an answer to 
one of their security questions.  Once those have been filled in, click on the “Sign and Submit” button. 
 

 
 

You will be taken back to the permit home screen with a “Thank you for your submission.” screen. 
Please note that the report is now in the FINAL OFFICIAL report queue. 
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As a Web E‐Signer, you will get an email saying the report you submitted has been received by the 
system.  At this point you have completed the submittal process.  If you have any questions, please 
contact the ADEC inspector for this facility. 
 

 
 

Submittal via the “Print Report” Option  
 
Step A.  Permittee selected “Print Document” Option 

This is another way to submit a completed compliance report if electronic signing is not an option. 
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The Permittee Portal user can click on the “Print Document” button under the Report Option. 
 

   
 
Step B.  Print and Fill out Certification Form 
After clicking on the “Print Document” button, the certification screen appears in a new browser 
window. The user will need to print and fill out the certification portion of the form. The Responsible 
Official needs to sign the form. Scan and submit the document to the Air Reports email 
(DEC.AQ.Airreports@alaska.gov). ADEC staff will proceed to retrieve the compliance form from AOS.   
 

mailto:DEC.AQ.Airreports@alaska.gov
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Step C. ADEC Intake Staff to retrieve report 
When intake ADEC staff receives the PDF of the certification form, it will be retrieved from AOS and 
imported into the ADEC internal database. Once it is imported, the permittee will see that the report 
is no longer a “DRAFT” but has been moved to the “OFFICIAL” report queue. 
 

 
 

Other Actions and Issues  
 

Viewing Signed and Submitted Documents 
A web‐formatted version of reports for your organization is available for viewing if the forms were 
submitted online. 
 
Step 1: To view 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. 
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Step 2: To view reports bound to a stationary source you will need to navigate to that stationary 
source’s home page. It will list the stationary source’s approved permits and any pending permit 
applications. 
 
Select the permit to which the document 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. No reports will be bound to a pending 
application. 
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Documents submitted online will display the hyperlink to that document, submittal data, and 
confirmation of signature by the Web E‐Signer (certified by). Documents that were not submitted 
online will display only basic permit or report data. 
 
Step 3: The permit home page for each permit will list approved revisions/amendments, pending 
revisions, “FINAL, SUBMITTED” submitted reports, and “DRAFT, UNOFFICIAL” reports, displayed on 
toggleable grids. 

 

 
 
Step 4: Select a report (or revision) to view the report (or revision) document for this permit. 
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Accidental Submittals 
If a document is submitted electronically in error, the user can click on “Request DEL” which stands for 
Request Deletion. 
 

 
 
This can only be done if the report has NOT been reviewed and is within 30 days of the submission. 
When the Request DEL is clicked you will see the repudiation screen that will ask the user to contact their 
inspector with a listed information in the repudiation screen. 
 

 
 

This is a misnomer since the submission cannot be deleted.  However, the inspector can take the 
submittal and return it to the user’s DRAFT, unofficial report queue.  At this point the user can make 
changes as needed to the report and then resubmit.  
 

Open Burn Application and Approvals 
From the Organization Home page, you can submit open burn approvals. Under the Links box on the 
Organization Home page, you will need to click on the Approval Applications to access the various open 
burn approval applications. 
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You can submit the following open burn approval applications: 
▪ Black Smoke Approval 
▪ Controlled Burning for Land Clearing 
▪ Controlled Burning for Resource Management 
▪ Controlled Burning for Resource Management (Renewal) 
▪ Fire Fighter Training – Fuels 
▪ Fire Fighter Training – Fuels (Renewal) 
▪ Fire Fighter Training – Structures 
▪ Fire Fighter Training – Structures (Renewal) 
 

Approval Applications are created, saved and E‐Signed using the same process as a Report submittal. 
 

 
 

If you have any questions about the Permittee Portal, you can email DEC.AQ.AOSHelp@alaska.gov 

mailto:DEC.AQ.AOSHelp@alaska.gov
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Invalidate a Compromised myAlaska Login for an Existing User 
If you have reason to believe that a user’s myAlaska has been stolen, misused, or compromised, navigate 
to the User Administration page. Open the compromised user profile and set the account to expire on 
today’s date. This will disable that person’s account. Next send an email to DEC.AQ.AOSHelp@alaska.gov 
with the reasons for the account being disabled. 

 

Email Notifications 
As the OWA for your organization(s), you will be receiving monthly email messages from AOS. These are 
automatically generated messages that will enumerate the following: 

 

• Each document, application or report that was submitted by an authorized user from your 
organization for the previous month. 

• All the current authorized users for your organization and their role in AOS. 
 
Note: Whenever a signed document is successfully submitted the submitter, the Web E‐Signer will receive a 
“receipt” email message and payment confirmation (if applicable). The automated messages have the 
following sender address: airtools_noreply@alaska.gov 

 

Permittee Portal Contact Management Feature 
Contact Management feature is found under the organization and stationary source homepage and 
allows the OWA to edit and add contacts for their stationary sources and permits. This differs from the 
AOS User Admin, which dictates who submits and prepares Air Online Services documents. The contacts 
management feature directly controls the contacts used by the department for billing and other 
permitting/compliance matters.    
 
Screen 1 Access. On Organization Home page, right sidebar under “LINKS” is the “Contact Management” 
link which takes you to the Contact Management” screen containing contacts’ summary data. 

mailto:DEC.AQ.AOSHelp@alaska.gov
mailto:DEC.AQ.AOSHelp@alaska.gov
mailto:airtools_noreply@alaska.gov
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“Contact Management” link can be accessed on either the “Organization” or “Stationary Source” home 
page.  Through the Organization Home page, the drop down has “*** All Sources ***” which display all 
contact information for each stationary source under that organization.  At the “Stationary Source 
Home” page displays that source’s contact information.  

 
 
Users change the summary information by selecting a source in the drop down. And then clicking on the 
“View All Contacts” button. 
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Please note for Open Burn Request permits contacts are accessible through the organization home 
page. 
 
Screen 2 View Contact.  Click the “View All Contacts” button in the upper right to display all contact 
types, or click on a role name to display only that contact type. 
The “View Contacts” page has a number of features: 

• A contact with more than one source/permit, will have an “Expand” link, which when clicked 

provides details.  

• Billing contacts and Point of contacts have an add button above their respective table on the 

right hand side. 

• Contacts that allow edits (all roles except owners and operators) have an edit link at the end of 

the row. 
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Screen 3 Add Contact.  The “Add” button is available for contact types that allow adds. A pop-up with a 
drop down appears when clicked. “Create New” is the default but will allow selection of a previously 
used contact or one used under a different contact type. 

 
 
When adding/changing a Billing Contacts (Primary) the following alert message appears: 

 
 
The “Add Contact” page has several required fields along with a list of sources and checkboxes. You 
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must select at least one source to complete the add. 

 
 
Screen 4 Replacing a contact. Replace an existing primary billing contact for another person by adding a 
new contact (fill in the required fields) and then select a source(s) along which will also list who is to be 
replaced.  
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Screen 5 Matching Contact. After submitting the add contact form, the “Select Matching Contact” page 
could appear. This occurs when the system finds an individual/organization record that matches the 
entered data. If there are no matches, a new record is created, and this page is skipped. A match can be 
found from the following: 

• For individuals: 

o First and Last Name match 

o Email match 

o Phone match 

• For organizations: 

o Name match 

o Phone match 

o Street 1 and Zip match 
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Screen 6. The “Edit Contact” page allows for the editing of contact information and source linkage.  

• The “Add Source” button will appear above the sources.  

• Each source for a contact has either “Deactivate” or “Reactivate” (depending on the contact’s 
status) that allows the OWA to set an effective or end date.  

 
 

 
If you are adding a source to a primary billing contact and another contact is already assigned to that 
source, the add source permit screen shows who is being replaced. 

 
 
Screens 7 Error messages:  
If the OWA attempts deactivate a source’s only primary billing or point of contact the following error 
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message appears: 

 
 
If you attempt to reactivate a source’s primary billing when there is an existing active contact, the 
following error message appears: 

 
 
Screen 8 Verification and Restriction for email change. Editing a contact email address may be 
restricted. Updates are allowed, if ONE of the following is true: 

• The individual is not tied to a myAlaska account 

• The permittee portal user and the individual being edited are the same individual 

• The work email address of the individual is either null or empty 

• The work email address of the individual has been flagged as a bad email address 

• The work email address is invalid (example: this@that) 

If none of the above is true, the user will see the following message on the “Edit Contact” page: 

 
In this case, if the user submits a change to the email address, a request is emailed to the current work 
email address. The email language: 
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Subject: ADEC E-Notice / Kevin Fode Has Requested a Change to Your Work Email 
Address 

Message: Kevin Fode has requested a change to your work email address, as part of your 
role as a Billing Contacts (Primary) for Alaska Power & Telephone. The requestor 
would like to update your email to: test.change@alaska.gov        
To accept this change, please go to the following link: 
http://test.dec.alaska.gov/Applications/Air/airtoolsweb/UpdateEmail?guid=8e21
5272-cdb0-45ac-9545-e288d745f0a7  
This link will expire on Tuesday, May 25, 2021.  

 
The link expires in 15 days.  The pending change request is noted on the “View Contacts” screen along 
with a “Cancel” link to cancel the pending change. 

 
On the individual’s side, following the link will execute the change request, without logging in, looks like 
the following: 
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