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Environmental Résource Permit

Create an Account

In order to submit an Environmental Resource Permit (ERP) application through
the Southwest Florida Water Management District’s ePermitting portal you need
to become a registered user. Follow the step-by-step guide to create an account:

e Navigate to the District’s ePermitting Portal at the following address:
www.watermatters.org/permits

o Click the ENETEEEERN ink.
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o Indicate whether you are a current permit holder. If “No”, click Next. If “Yes” provide the required
information and click Next.

o Type in the base Permit Number (without prefix) and Revision, or Application ID number.

e Typein Project Name. If not sure, type in what you think it is.

SOUTHWEST FLORIDA WATER MANAGEMENT DISTRICT

Environmental RéSGtirce Permit

Registration Help

[Are you a current Permittea? * Yes ] * Required Fisld

Since you are a current Permittee on at least one permit, provide one of the permit /revision number combinations below. This

will allow us to associate your registration to your current permit(s).

Permit Mumber * 40392
Revision Number * 0oo
or

Application Identification Number *

[ Permittes Mame * Harper Property
MOTE: You can use the ERP Search tool available at WaterMatters.org to look up your Permittes Name.

®) BACK NEXT (=

Southwest Florida Water Management District Headquarters * gmail us =
2370 Broad Street, Brooksville, FL 34604-6800 (Google map’ * email our help desk =

Telephone: (352) 796-7211 or 1-B00-423-1476 (FL only)

e If thisis you, click Yes, if not, click No.
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Permittee Name

Pearmittes Name enterad does not match the Permittee Mame found for Permit 4oqgz.0o0.
Below is the Permittes Name associated with this Permit. If this is you click "Yes", if not click

"No".

Farmitea Name: Edward Bozman

x No

e Review the Electronic Transaction Agreement and select | Agree or | Disagree. If you select
| Disagree, you will not be able to use the District’s ePermitting system. Click Next.

e If you are a current Permittee:
0 The Account Information will autopopulate based on the information from your existing
permit.
0 Verify the information is correct and complete.
0 Update or add any information as necessary, then click Save.
e If you are not a current Permittee:
0 Enter the required information (*) and click Save.
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e You are now a Registered User.

Important note when registering-

This account can be a personal account or a company account. Please note that
the email address that is established with this account will be the recipient of all
correspondence from the District, including permits.

For some entities, it may be beneficial to have all information routed through one
account, with one particular email address for dispersion to the appropriate
individuals. This type of account would need to be set up as an “Organization”
account with the name and address of the Firm. A single email address for the
company would need to be provided and all staff should be advised against
changing the email address, as it would affect all permit applications currently
under review. There is an opportunity in the application submittal process for
individual engineers to input their name and email address.

By establishing a single log in for a company it may provide a single stop for all
staff to access the applications. There would be a single log in and password for
this account. For others, it may be more beneficial to have each individual
establish their own account for their own projects.

Environmental Résource Permit
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Create New Application

In order to submit an Environmental Resource Permit (ERP) application through
the Southwest Florida Water Management District’s ePermitting portal, follow
the step-by-step guide provided below:

e Navigate to the District’s ePermitting Portal at the following address:
www.watermatters.org/permits

e Enter your User Name and Password. Click m

e The ePermitting home page will allow you to begin a new application, view current applications
(submitted and draft), update account information, and view the ERP Information Manual, forms,
and other supplemental information.

Environméntal Résource Permit
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e To submit a new application, select the New Application link.

e Enter the Project Name, indicate who you are in regards to the application and click Save.

Project Information
. *
Project Name
[
‘Who are vou? *
[0 Permittee [ Engineer / Consultant
[J Engineer / Consultant Firm [JContacts - Other

[JOperation and Maintenance Entity [] Permittee - Other

CANCEL SAVE

NOTE: The designation you choose should be consistent with the type of account that was established
and used to log in for this permit application. For example, if an Individual account established and
used for this application, the Engineer should select Engineer/Consultant. If a Company account was
used, select Engineer/Consultant Firm. There will be a section to add an individual or company to the
record later in the application process.

i " ::”" . -
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o After clicking Save, you will be directed to the Application Process overview screen.

e C(Click Next at the beginning of each step.
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1. Permit Determination

This system has been set up to assist the applicant/consultant in correctly
identifying the type of permit application required, as well as the associated fee.
The Permit Determination selection will determine the type of permit you are
submitting.

e The first 18 selections should be used to submit either Noticed General applications or requests for
Exemptions. You determine the type by identifying which rule you are applying under.

e C(lick View Associated Rules, to see which rules apply under which headings. Further determination
will follow.

e You may also select Conceptual, Minor Residential Subdivisions, Site Conditions Assessment,
Petition for Formal Determination or Short Form Modification applications.

Environmental Résotirce Permit
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o If you are applying for a General for Minor Systems (Non Residential), General, or Individual, you
should use the None of the above (General, Individual or other) link. Further determination will
follow.

Transmission, distribution, ication lines and cables Hid

Rule 40D-400.453; 40D-400.455; 40D-400.457; 40D-4.051(9) oD-4.051(10)(b)

Other: Minor gover al activities Hide
Rule 40D-400.483; 40D-400.485; 40D-400.487; 40D-400.495;

Conceptual Vie

Minor Residential Subdivisions iy

Site Conditions A

Petition for Formal Determination 1=

Modification Related to Outparcel Construction Within Permitted Commercial/Industrial Projects Vien

Short Form Modification 1iew

i\lone of the above (General, Individual, or other) I

e Once you have either selected a specific permit application type from the list above, or provided the
responses to the questions for a Minor System, General, or Individual permit application, a Permit

o o © o o O O

Determination Summary page will display:

e Select the correct permit application type from the list and click Next.

Enyvironmental Résotirce Permit
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2. General Information

e Now that the determination has been made, we are on to the General Information.

Application Type

e Click on the appropriate response below:

i " ::”" . -
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Party Information

e To enter the contact information for the permit application including the Permittee,
Engineer/Consultant, Engineer/Consultant Firm, and/or other contacts, click Add.

e Select the Contact Type, Party Type, and enter the required information, then click Save.

Save

Fill out information below and click save button below

Contact Type™ [ Permittee Engineer / Consultant
Engineer [ Consultant Firm Contacts - Other
Operation and Maintenance Entity [*] Permittee - Other
PaTtYTyPe* Individual A
First Name ™
Middle Initial
Last Name*
Address 1 ¥
Address 2
City ™
State ¥ FL -
ba i
Phone Nuraber * T
Email®
Cancel

Environmental Résource Permit
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This would be the location to enter the individual engineer if using a company
account or the company information if using an individual account.

Project Information

e The Project Info page populates with the information you already populated if you chose “None of
the above”. If you chose another permit type, you would need to fill in the info here.

e Provide the required additional information on the project. Click “Next”

Project Description

e Provide a description of the proposed project, including any pertinent information for the review of
the application.

Environmental Résource Permit
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Engineering Worksheet

e To provide an electronic Engineering Worksheet with the application, click the Add button. A data
screen will appear. Add the individual pond data and click Save. You can add as many ponds to the
worksheet as necessary. Once complete, click Next to move to the next screen.

Save Help
“ | BASIN NO. - POND i
NO.: Identify the basin
Pond Data £y
and/or pond number (i.e.
Basin No. - Pond No. * Basin 1-Pond 3 as 1-3).
Open or Closed Open =~
. OPEN OR CLOSED:
Pond Bottom Elevation =
Identify whether the basin
Seasonal High Water Elevation . fy P R
is open or closed. Open an
Control Device Elevation pen . .
. . closed basins are defined in
Design Low Water Elevation i i
the Permit Information
Weir Invert Elevation
Manual.
Design High Water Elevation L4
Top of Bank Elevation CONTEROL DEVICE
Weir Width (Ft.) ELEVATION: The lowest
Area at Top of Bank (Ac.) * elevation at which water
Volume at DHW (Ac.-Ft.) can be released through the
VolumeatTOB (Ac.Ft) e 0 feoe el |
Quantity
[2cVR/24HR Discharse Rates] Pra-Navelonment (CFS) S

e The Engineer Worksheet is optional. However, if you enter any information for a pond, you will be
required to complete the Pond Name, Area at Top of Bank, and the Water Quality Type before
moving forward.

Enyvironmental Ré:




3.

Total Land Area

The Total Land area is defined using GIS.

Zoom to the location by Lat/Long, County, Parcel, STR, Address, or a previous permit number.

Degrees Minutes Seconds
O Zoomto Location Latitude: (ex. 28 38 24.55) | | | | | |

Longitude: (ex. 82 21 35.00) | | | | | |

z to G
©zoomto Gounty Choose a County
Zoom to Parcel
O Choose a County Parcel ID: | |
O Zoomto STR
Section: Township: Range: | %%
&) Zoom to Address Addressintersection: (Intersection Example: Main & First) ZIF Code:
2379 Broad Strest | 34604

) Zoom to ERP ) -
PermnNumber:l:I F'erm|tRe'u'19|0n:_

The District’s GIS map will populate to the selected area. You will then use the tools to zoom in,
zoom out, pan, view full extent of map, select a parcel, draw a polygon, or clear a graphic. Once the
total land area is selected, click Next.

Environmental Résotirce Permit
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4. Project Area

e Choose to “Draw Map”
Project Area

© Draw Map
Vou will be directed you to the draw polygon tool (instructions in Tool Help) to create vour project area boundary. After drawing the project area boundary, click Next.
(O Upload Map

Vou will be directed to the attach section of the
page. Once the document has been uploaded, click Next.

lication where you can upload the project area document. Instructions on how to upload documents are available on the attachment section

e Choose to use the TLA as your project area, by click “Yes”.. Or.

Identify Project Area

The Project Area indicates the areas of land to be affected.
In order for the District to better understand the impact of
this permit, you are required to provide the area that will be

affected by this permit.

Is the Project Area boundary the same as the Total Land
Area boundary (outlined in red)?

L] ]

| Map Legend |

e If not, use the previously referenced tools to select/draw the correct project area.

Environmental Résource Permit
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5. Certification

e General and Individual permit applications typically should not have certification questions. This
section is currently limited to Noticed Generals, Minors, and some exemptions. Any questions in
this section need to be answered.

General Environmental Resource Permit
40D-40

No Questions to certify at this time. Questions have not been added.

Environmental Résource Permit
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6. Site Plan

e  Wait until you get to the attachment page to upload the required Site Plan Certification.

e As appropriate the information requested on the Site Plan Certification should be provided on the
site plan. Indicate using the dropdowns whether the requested information has been provided on
the site plan.

Environmental Résource Permit
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e If you have indicated there are wetlands outlined on the site plan, the following screen will appear.
In this example, it was indicated that there are two wetlands within the project area. The name of
the wetland/surface water should be provided as well as the water resource, type, and description

from the drop down.

e If you need to add additional Wetlands/Surface Waters, click the “Add” link at the top of the page.

e If no wetlands are indicated within the project area, the following screen will appear:

e If you need to add wetlands, click Back to correct the previous screen.

Enyvironmental Ré:
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Project Schedule

e Provide the information requested, if known. Click Next.

Project Schedule

How many days after the permit is issued will the project start |

Estimated time required for project completion (in days) |

e The Project Schedule defaults to “No”.
Project Schedule
Is fill used in project?
Is rip rap needed?
Does the project include pilings or seawalls?

Does a slope stabilization requirements exist?

Environméntal Résource Permit
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7. Attachments

e Depending on the application type, different attachments may be required.

e Attachments indicated with a are required. All others are optional. Use the drop down
on the right to select the appropriate document type and click Browse to locate the document.
Once the file is selected, click Add Document.

Once the document has been uploaded, the document will appear under the “Uploaded
Attachments” section and the will turnto a

e Continue this process until all required and optional documents necessary for the permit application
have been uploaded.

o

Enyvironmental Résotirce Permit
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e If adocument is uploaded erroneously, you can click the “delete” link to remove it and upload a
different document.

Document Attachment

Below is the list of doc ts that are needed to complete vour application. The documents that are labeled “Optional” or “Optional upload” are not required
to submit your application online. However, they may be required for the District to process your application. You will be notified in a Request for
Additional Information letter within 50 days of the submittal date of these omissions per Chapter 120.60, Florida Statutes.

Document Type

To upload a file, select the document type vou are uploading. Click the Browse button to locate the file on vour computer, then click Open. The file name
will display next to the Browse button, click the Add Document button and the files will display in the Uploaded Attachments section below.

| Agent Authorization \ | Browse.. ]

Uploaded Attachments
Document Date Artion
Agent Authorization 08/16/2011 ‘-

Environméntal Résource Permit
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8. Process Payment

e The boxes below must be checked to proceed. You can also indicate if there is a fee reduction
or if you are reapplying for a withdrawn or denied permit. Click Next.

i " ::”" . -
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e Select the type of payment and enter the required information. Do not upload a copy of the check.
You only need to input the account and routing numbers into the system. Click “Next”.

Payment Information

Payment Type (& Credit Card | O Receipt | O Check

First Name * | |

Last Name * | |

Address® | |

City ® | |

State®

ZIP Code ™ L]

Country * us

CardNumber® | - || || |
Expiration Date * Month Vear

Application Fee $2g912.00

Note: You have indicated that project activities will occur on Sovereign Submerged Lands. Please be aware that additional application fees may be
required for these activities in accordance with the fee schedule provided in Chapter 18-21.F.A.C.
Total Amount $2912.00

e If the payment amount is incorrect, or if there is another reason you cannot submit payment, use
the “Fee Does Not Appear to be Correct” link. This will enable you to submit the application without
payment. If you select this link, you will not be able to pay using Credit Card, unless you visit the
service office. You will need to mail payment to the District, noting the Application ID number.

Process Payment

Your permit application has been saved. Use the form to submit payment for your new permit application.
Your application will not be submitted to the Southwest Florida Water Management District for review until
your payment has been processed. You may retrieve this application at a later time (using the Permit Search
link) and submit your online payment. This is a Thawte® secure site. Using the information you supply
below, your application fee will be processed by Point-and-Pay after you click 'Process Payment'. This site
does not record your credit card information once your transaction is completed. Note that payment by
credit/debit card is provided as a service through Point And Pay, Inc. Once your payment has been
submitted you will not be able to make changes to your permit application or any associated attachments. If
you need to make changes to your permit application, contact the Southwest Florida Water Management
District.

Incorrect Fee Amount

If the fee does not appear to be correct, click on the "Fee Does Not Appear To Be Correct” link below to

submit the application without a payment. This link can

be used to

bypass the
payment.

Fee Does Not Appear
To Be Correct

Eﬁ\:}i._rt-anmémtal‘_R




e The system will ask if you are sure you want to submit this application. If yes, click yes; if no, click no. If you
select “No” you will be returned to the payment page. If you select “Yes”, your application will be submitted.

Submit Application

Are you sure you want to submit this application? If so, click
on “Yes.” This action will process vour payvment and submit
your application. If not, click on “No.”

|
e Usethe link to view your application and save an electronic copy. The final
page can be used to submit to the entity responsible for payment and can be sent to the District
along with a check. It is also the receipt of payment if payment is made.

Environmental Résotirce Permit
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Payment Summary- Receipt of Application

e Your application has been submitted to the District. You can view the application from this page or create the
manifest document.

Payment Summary

ERP Application Identification Number 647598
Transaction For ERP STANDARD GENERAL
Transaction Date 8/17/2011
Amount S2g1z
Application

To view the application that was submitted to District click on the View Application button.

VIEW APPLICATION

Engineer Electronic Signature File

Document is created you will need to print the document and arrange for its delivery to the Southwest Florida Water Management District with the signature and

. Note:If this document needs to be Signed and Sealed you will need to create a Manifest Document by clicking the Create Manifest Document button. Once the Manifest
Professional Seal stamped on the document.

© Create Manifest Document

Other Useful Information

e You can return to any section that has been previously completed. However, you will have to step
through all of the sections that follow to return to your current location. The system will store the
information previously entered, but you will have to manually click through the system at this time.

e At anytime through the process, you can see your application progress on the progress bar on the
right of the screen. You can also preview your application at any time as well by clicking the
“Preview Application” link at the top of the page. A separate window will open with your draft
application information.

Eﬁ\:}i._rt-anmémtal‘_R




Generating a Manifest with an Application Submittal

Once the Application has been submitted, there are certain documents that
require signature and seal from a registered professional. In order to meet theaw
requirements, a Manifest document will need to be generated, signed and sealed,
and delivered/mailed to the appropriate District Service Office.

. Create Manifest Document .
e On the Payment Summary Screen, click on the S Cieste MEe e Dacienc TR

e The following window will open:

Document Manifest
Type of Professional Professional Engineer * Professional’s Wame Debbis Harper License # 123456
F’r(rfess onal Engineer
B L™ Date ___ Add o Manites
Application 09/22/2011
Application Authorization 09/22/2011
Calculations/Drainage Information 09/22/2011
Plans 09/22/2011
Pre-Application Meeting Minutes 09/22/2011
Section C 09/22/2011
Section H 09/22/2011
[ [ Generate Manifest ]][ Close ]

Environmental Résource Permit
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e Only the documents selected to be signed and sealed will appear on the manifest document.

e Select the Type of Professional from the drop down menu, enter the Professional’s name and license
number.

e Select the documents that require the signature and seal of the indicated professional by click the
Add to Manifest box to the right of the document type.

e Once all appropriate documents have been selected, click the Generate Manifest button.

e The Manifest Document will populate with an encrypted code for the specific documents sealed.

e Print the manifest. Sign and seal the Manifest and mail to the appropriate District service office.

e This process can be repeated numerous times to generate multiple manifest documents for multiple
professionals to sign and seal.

e If you miss creating the Manifest Document, you can always log back into your account and click
the View Application button. Then click the Document link. You will see the below page which
allows you to create the Manifest Document, view documents submitted, or submit additional
information.

Evi__fnmhtalR source Permit-




Note: The manifest document should NOT be uploaded and submitted to the District electronically.
This is the one physical paper that is required to meet the Professional Board’s requirement for signed
and sealed documents.

Environmental Résource Permit
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Responding to a Request for Additional Information or Clarification

Letter

Once the application has been submitted and reviewed, a Request for Additional
Information letter (RAI) or Clarification of Information letter (Clar) may be
emailed to you by the District review staff. This letter will be sent electronically
to the address indicated at the time of submittal. In order to respond to either
letter, follow the steps below:

e Loginto your ePermitting Account

o Select the View Applications link.

e Select the Documents link next to the permit application in which you need to respond.

Note: The applications shown as “Draft” above have not been submitted to the District for review and
can be continued or cancelled (deleted) at any time.

Correspond with the District
e Select the type of correspondence you wish to send to the District:

o Partial Response, Complete Response, or Correspondence.

i " ::”" . -
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Note: The Applicant Transmittal Form is not required with electronic submittals. Selecting the
appropriate response type above meets the requirements of the Applicant Transmittal Form.

e Submit Complete Response was selected for the example below:

e The only required document for a response is Response to Request for Information for
complete responses or RAI/CLAR Partial Response for partial responses. It is recommended
that this document include the cover letter and the responses to the RAI/CLAR questions.

e Select the document type that is being uploaded.
e Click Browse to locate the document on your hard drive.
e Then click Add Document

e Once all the documents have been added, click Next.

Environméntal Résource Permit
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e Click Next to upload the documents to the District’s ePermitting system.

e The response has been provided to the District.

Environmental Résource Permit
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Generating a Manifest with a Response
Documents provided with the Response to a Request for Additional Information or
Clarification letter may need to be signed and sealed.

e After uploading the response documents, you will return to the Application page shown below:

. Create Manifest Doc nt .
e To generate a manifest, select the S8 Create ManifeseDocuments jyThvig

e The following separate window will open:

Document Manifest
Tvpe of Professional Professional Engineer v Professional’s Name Debbie Harper License # 123456
Add to Manifest
Agent Authorization 08/17/2011
Application 08/17/2011
Calculations/Drainage Information 09/22/2011
Plans 09/22/2011
Request for Additional Information 09/08/2011
Response to Request for Additional Information 09/22/2011
Section C 08/17/2011
Section E 08/17/2011
Section G 08/17/2011
Generate Manifest l l Close ]

i " ::”" . -
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e Select the Type of Professional from the drop down menu, enter the professional’s name and
license number.

e Select the documents that require the signature and seal of the indicated professional by click the
“Add to Manifest” box to the right of the document type. Note that all the documents associated
with the application appear on the list, including those created by the District. You can sign and seal
documents that were submitted with the response as well as any documents that were not
previously signed and sealed.

e Once all appropriate documents have been selected, click “Generate Manifest”.
e Print the manifest. Sign and seal the Manifest and mail to the appropriate District service office.

e This process can be repeated numerous times to generate multiple manifest documents for multiple
professionals to sign and seal.
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The Southwest Florida Water Management District (District) does not discriminate on the basis of disability. This nondiscrimination
policy involves every aspect of the District’s functions, including access to and participation in the District’s programs and activities.
Anyone requiring reasonable accommodation as provided for in the Americans with Disabilities Act should contact the District’s Human

Resources Director, 2379 Broad St., Brooksville, FL 34604-6899; telephone (352) 796-7211 or 1-800-423-1476 (FL only), ext 4702; TDD
1-800-231-6103 (FL only); or email ADACoordinator@WaterMatters.org.
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