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PURPOSE 
This document is intended to help external users access the Southwest Florida Water 
Management District’s (District) online ePermitting system. It explains how to register and provides 

detailed guidance on each step of the application process. 
 

HOW TO REGISTER 
The District has selected Appian as the software platform for its new ePermitting system. A one-
time registration is required to access the Appian platform. 
 
After completing the one-time registration, users will continue to access the new ePermitting 
system through the District’s watermatters.org. 
 

1. Use the link provided below.  

 
https://swfwmd.watermatters.org/suite/ 

 
2. Click on ‘Create a new user account’. 

 

Review the ePermitting “Electronic Transaction Agreement.” If you agree, click “I agree,” then click 

“Next” to continue with registration. If you do not accept the terms and conditions, you must apply 

for a permit or submit compliance data by mailing a paper application or documentation to the 

District. 

 

 
 

https://www.swfwmd.state.fl.us/
https://swfwmd.watermatters.org/suite/
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3. On the “ePermitting Registration” page, enter your email address, first name, last name, 
and username, then click “Register.” 

 

• Refer to the information above for username requirements. 

 

You will see a message confirming that registration was successful. If an issue occurs, the system 
will provide instructions on how to resolve it.  

 

 
 
 

You will receive an email from “Noreply Appian” confirming that your account has been created 
and providing a temporary password. 
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4. Use the link in the confirmation email to access your new “Account Profile” page. 

 

 

5. Enter the “Username” you provided above. 

6. Copy and paste the temporary password from the email that was sent. 

7. Click “Sign In”. 
 

 

 
 

 

You will now be able to change your temporary password.  

8. Paste your temporary password under ‘Old Password’. 

9. Type in a ‘New Password’. 
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Please select a password that meets all of the following criteria: 

• Is at least 12 characters 

• Has not been used in the previous four passwords 

• Contains at least one character in the English alphabet 

• Contains at least one numeral (0 through 9) 

• Contains at least one non-alphabetic character (such as !, $, %) 

• Contains at least one uppercase character (A through Z) 

• Contains at least one lowercase character (a through z) 

 

10. Confirm ‘New Password’. 
 
 
 

 
 

 

11. Click ‘Submit’. 

 

 



7 
 

New User Registration and Account Profile Instructions 

 
The system will populate a ‘Welcome’ page for you to set up your new account profile.  
 
 
 
 
 
 
 
 
 
 
 

 

 
1. Select “New User” and you will be taken to the page to set up your new account. 
2. Select the appropriate “Party Type”: 

• Individual Account: Select this option if you are the only person using the ePermitting 

account. When you log in, your information will be recorded. When submitting a new or 

modified permit application, you will assign the appropriate contact for your role. You can 

continue using your account even if your employer information changes. 
 

• Organizational Account: Select this option if multiple employees or a designated 
employee will use the account to submit applications. We recommend using a shared 
email inbox that is monitored daily to ensure emails from the ePermitting system are 
reviewed promptly. 

 
Once you have selected the appropriate party type, follow the steps to complete and customize 
your profile. 
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Individual Party Type 
1. Select “Individual” as the party type. Your first and last name will be prefilled, and your 

email address and username will appear at the bottom. 

2. Enter the required information in the “Address 1,” “Address 2,” “City,” “State,” “Zip Code,” 

“Country,” and “Phone Number” fields. 

3. Click ‘Save’. 

 

 

 

 

 

 

 

 

 

 

 

 

 
Organization Party Type 

 

1. Select “Organization.” Your email address and username will appear at the bottom. 

2. Use the drop-down menu to highlight the correct type of Organization.  

3. Provide all other required information and click ‘Save’. 
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Apply for a New Permit 
Applying for an Environmental Resource Permit (ERP) or requesting an ERP exemption is now 
faster and more user-friendly through the Southwest Florida Water Management District’s 
ePermitting portal. 

 
Note: You can now apply for an Environmental Resource, Water Use, or Well Construction Permit 
with a single login. However, for the time being, selecting “Water Use Permit” or “Well 
Construction Permit” will redirect you to the Water Management Information System (WMIS) login 
page until the new process becomes available. 

 
1. Go to the District’s ePermitting portal using the following address: 

https://swfwmd.watermatters.org/suite/ 
 

2. After logging in, select the ‘Apply for Permit or Request an Exemption’ button in the left-
hand menu. 

 

 
 

https://swfwmd.watermatters.org/suite/
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3. The ‘Apply for a Permit’ page will appear. Select the ‘Environmental Resource Permit’ 
option. 

 

 

 
The page will populate with additional helpful information available by opening the ‘Attention’ 
ribbon or the blue ‘Quick Resources’ ribbon. 
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4. Select ‘Apply for a new Permit/Request Exemption’. 
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Applicant Information 
5. Enter the ‘Project Name’ for this application. You may edit the ‘Project Name’ at any point 

during the application process. Your ‘Draft Application ID’ will appear in the upper right 
corner and will become your ‘ERP Application ID’ once the application is submitted. 

 
Note: The milestone menu on the left will help you identify which step in the application 

process you are on. You can navigate back to any step by clicking on the appropriate choice. 

However, the system will not allow you to skip any step by navigating forward. 

 
6. Select the contact type from the ‘What Contact Type describes your role in the 

application?’ drop-down menu. For detailed descriptions of the contact types, click 

on ‘+Show Contact Type Descriptions’. 
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Assign Additional Contacts 
Applicant/Permittee information is always required. You may add additional contacts if needed, but 
they are optional. 
 

7. Click on ‘Assign Additional Contacts’ to search for and add contacts to your application. 
 

 
 

Search for Available Contact 

8. Choose one of the available search options to load existing contact information, then click 

‘Search’. Click into a different box and the ‘Search’ button will appear. 
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9. If you do not find the record you are looking for, check the box at the bottom left corner to 
create a new contact. 

 
 

10. To add the new contact, select either Individual information or an Organizations 
information. All fields with an asterisk are required. 

 

 
 

11. Enter party information. 
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Click ‘Clear Results’ and search by another option if you do not find the correct contact information 
after your first search. 
 

12. Select the correct contact information by clicking on the row. 

 

 
 

13. The contact information will be populated on the grid. 
 

14. Assign the appropriate ‘Contact Type’.  If you need to remove a contact, click on the red 
‘X’ next to the contact you want to remove. 
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15. To add a contact to your ‘Favorite Contacts’ list, click the star icon to the right. A yellow 
star indicates the contact has been successfully added. You may also use the ‘Add 
Contact’ option to save a favorite contact for use in future applications. After adding a 
contact, be sure to assign the appropriate ‘Contact Type.’ To remove a contact from your 
‘Favorite Contacts,’ select ‘Delete From Favorites.’ When all contacts for this application 
have been entered, click ‘Continue.’ 
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Location Information 
On the ‘Location Information’ page, you can provide the project area in one of two ways: by 
uploading a Computer-Aided Design (CAD) file or by drawing a polygon. 

 
Upload a CAD File 

 

1. Click on the CAD icon. 

 
 

2. Drag and drop or upload the CAD file. 

 

 
 

3. Provide the appropriate ‘Projection Type’. 
 

 

4. Click ‘Process CAD’. 
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The project area will populate on the map. 
 

5. Confirm the uploaded CAD project area placement is correct. 

 
6. Click ‘Continue’.  

 

Draw Project Polygon: 
1. Click on the polygon icon and the map will populate. 
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2. Choose one of several options to locate your project area. Search Options are: 

• Lat and Long 

▪ Enter the appropriate information and click zoom. 

• ArcGIS World Geocoding 

▪ Highlight and type in address. System will provide suggestions. 

• Existing Permitted ERPs 

▪ Highlight and type in permit number. System will 

provide suggestions. 

• Section Township Range (STR) 

▪ Highlight and type in S/T/R. System will provide suggestions. 

• Property Appraiser Parcels 

▪ Highlight and enter the county parcel number as seen on the tax 

appraiser’s site. 

 
3. If you need to search by a different option, remember to click on the ‘X’ to clear the  

previous search selection. 

 
4. To zoom the map in or out, use the option on the top left of the map or scroll on your 

mouse or you can scroll in and out using your mouse. 
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5. Click on the three horizontal lines to populate the ability to add layers to the map. The 

‘Layers and Legend’ option will appear at the top right of the map. 

 

 

6. By clicking the Layers and Legend, you can click on the “ ” icon of one, or all, of the 
layers you would like to populate on the map. If the icon is crossed through, it is not active 
on the map. 

 

 
 

7. Toggle the icon located at the bottom right of the map to populate the street view. 
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Draw Polygon – ERP Editor 
 

8. Click on ‘Add New Permit Project Area’. 

 

 

9. Zoom in and place your cursor on the map and draw the project area polygon. Double 
click to close polygon. Select Save Project Area(s) and the area drawn will appear as 
highlighted, then click continue. 
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Edit or Delete Polygon 

You can edit your polygon any time prior to submitting it. 

 

10. To edit your polygon, click on the drawing feature and adjust the lines, then hit update. To 
delete your polygon, click on the drawing feature and select delete. 

 

 
 

11. Click ‘Save Project Area’ when you are satisfied with your polygon. 
 

 
12. Click ‘Continue’ at the bottom right-hand side of the page to go to the next step. 
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Project Information 

1. Use the ‘Application Type’ dropdown to select the appropriate option for your 

application. For detailed information about the selected type, follow the link 

provided to DEP’s website. 

 

 
 

2. Provide all the required information. The asterisk by the questions identify that an answer 
is required. Depending on the answers, more questions may populate. 
 

 
3. Provide a brief but detailed ‘Project Description’. 

 

 
4. Click ‘Continue’. 
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Attach Documents 
Attaching documents can help the District reviewer determine whether your application is complete, 
but uploading documents is not required. 
 

1. You may drag and drop up to 10 files at once or upload a single file if you prefer. Each 
document will be scanned for viruses before appearing in the attachment grid. 

 

 
 

DO NOT UPLOAD COPIES OF CHECKS 
 

2. Provide the ‘Document Type’ for each file attachment in the drop downs. 
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To the left of the attachment grid, the ‘Document Type Help’ section provides descriptions for each 
available document type. You will also find the ‘Download Section Forms’ area, where you can 
access any forms needed for your submittal. Click the document icon to download the desired form. 

 

 
 

a. The uploaded documents can be viewed, if necessary, prior to clicking ‘Next’ Click 
‘Refresh Document’ and click on the pdf icon to confirm document is correct. Delete 
an attachment by clicking on the red ’X’. 

 
3. Click ‘Continue’. 
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Submitter Agreement 
You must agree to both statements in the ‘Submitter Agreement’ section before you can proceed. 
These same acknowledgments are also required on the paper application. 
 

1. Review the two statements provided and click ‘I Agree’ for each. Both must be selected 
before moving to the next step. 

 
If you are not the property owner submitting the application, you may be required to provide an 
‘Agent Authorization’ form. Once you select the applicable checkboxes, the Agent Authorization form 
dropdown will appear. 

 
1. Download the ‘Agent Authorization’ form if you do not already have one to send to your 

client. Click ‘Continue’. 
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Submit Payment 

1. Select “Yes” or “No” to the two questions in the ‘Adjustment of Fees’ section. 

2. Click on ‘View Fee Schedule’ to view a current copy of the SWERP fee schedule.   

 

 
 

Pay Now 

3. Credit cards, eCheck or a District Receipt Number are accepted forms of payment. Click on 
‘Pay Now’ to pay for your application submittal. 

4. Select the payment option you will be using, enter the payment amount, and complete the 
required fields for processing your payment.  
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5. Enter your credit card information. All fields marked with an asterisk are required. After 
entering your address, click outside the address box, then select ‘Check Address’ to validate 
it. 

 
6. Once you select check address, you will receive a notification. Choose the correct address 

then select Process Payment. 
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Note: NO SENSATIVE CREDIT CARD OR CHECKING INFORMATION IS SAVED IN THE 
SYSTEM. 

 

 
 

7. A pop-up box will appear asking for confirmation of application submittal.  Click ‘Confirm’ to 
continue with submittal or ‘Cancel’ to return to the ‘Submit Payment’ page.  

 

 

8. Confirmation of processing your payment will populate. Click ‘continue’. 
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Pay Later 

9. Click on ‘Pay Later’ to submit your application without payment. Payment will be required 
prior to the permit being issued. 

 

10. Click ‘Submit’. 

 
A pop-up box will appear asking for confirmation of application submittal without payment.  Click 
‘Yes’ to continue with submittal or ‘No’ to return to the ‘Submit Payment’ page.  

Confirm Submittal 

Your application has been successfully submitted to the District. 

1. Download a copy of your payment receipt if you submitted payment by clicking on the 
‘Payment Receipt’ button  

2. Download a copy of your Application by clicking on the ‘Application’ button.  

3. If you upload a document that needs a manifest, you will be able to complete the 

manifest process from the confirmation page. 

4. Send a copy of the application to different recipients 

5. Compete the Customer Satisfaction Survey by clicking the link provided. 
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Generate a Manifest 

Documents submitted electronically that are professionally signed and sealed will require a 
manifest document. 

 

1. Click on ‘Create Manifest Document’. 

 
2. Provide the Professional Engineer’s ‘Name’ and ‘License Number’.  
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3. Click the row of the document(s) to be added to the manifest. If there is more than 
one document that needs to be included on the manifest, you will need to select 
each one then click Create Manifest Document. 

 

 
4. After the page refreshes, click ‘Manifest Document’ to download your manifest. Print the 

document and have the professional engineer sign and seal it. Be sure to include any 
required language as specified by the Florida Board of Professional Engineers, then submit 
the completed manifest to the District. 

 

 

Examples of the correct language for digitally or electronically signed and sealed documents are 
provided. Use the link to the Florida Board of Professional Engineers (FBPE) site if you need further 
information. 
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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: 
 

1. Log into your ePermitting account. 
2. Select the ‘Applications’ link. 

 

 
 

3. Filter results by clicking on ‘Submittals’. 
 

 
 

4. Select the ‘App ID’ for your application. 
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Correspond with the District 
1. Click on ‘Send Correspondence to District’ in the upper-right hand corner. 

 

 
 

2. Select the type of correspondence you wish to send to the District: 
Complete Response, Partial Response, or Send Correspondence 
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‘Complete Response’ was selected for the example below: 
 

 
 

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.  
 

3. Click ‘Submit Complete Response’. 
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4. Upload the response document. 
 

 
 

5. Once all the documents have been added, click ‘Submit’ to upload the documents to the District’s 
ePermitting system.  
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The response has been provided to the District. 
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