2. Once on the Switchboard web page, scroll down to the “L.og
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The following instructions provide a quick overview of the electronic submittal process for next day deviation
(NDD) reporting. The Department of Natural Resources (DNR) Air Program will continue to accept ink
signatures for NDD reporting, though sources are encouraged to sign electronically. Detailed instructions on
the electronic signature process, as well as quick instructions on how to obtain a DNR Switchboard Login ID
and how to gain access to new reporting functions within the electronic reporting system, are available on the
website: http://dnr.wi.gov/topic/AirPermits/ComplianceReports.html.

STEP 1: ACCESSING NEXT DAY DEVIATION REPORTING UPLOAD LOCATION

1. Access the Switchboard Registration page by going to
either:

e http://dnr.wi.gov/topic/Switchboard/

e Starting at the DNR Homepage http://dnr.wi.gov,
select Environment in the menu, scroll to the
“DNR Switchboard” tile and click to be
directed to the DNR Switchboard.

In” tile and click to be directed to the Log In screen.

DNR SWITCHBORRD

Secure eBusiness portal

LOG IN

If you already have a Wisconsin User
ID, log in now.

Enter your WAMs ID and password, then Select “Login.”
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http://dnr.wi.gov/topic/AirPermits/ComplianceReports.html
http://dnr.wi.gov/topic/Switchboard/
http://dnr.wi.gov/

4. Locate the correct facility on the list and select the “Air Compliance Actions” link under What You Can Do
for that facility.

Alternatively, select “View Facility Air Data (and Upload)” or “Air Permit Actions” and then select

@ Compliance

STEP 2: SUBMIT NEXT DAY DEVIATION REPORTING

Stack Tests

Compliance Certifications || Monitoring Reports

1. Click on the “Deviation Notifications Tab”
Other Reports, Plans, and Notifications

2. Click on “Upload Deviation Notification”

Upload Deviation Motification

3. Enter the process or control device number(s) that this notification pertains to (for example: P13). This
number(s) will be added to the documents name in the switchboard for easier identification.
————

4. Enter any comments for the notification.

Ext Comments:

Comwment will be saved when uploading document, below.

5. Browse for the file to be uploaded, then click on “Upload Document”

Ink Signature: Confidential Data?
To complets this submittsl, the Rzspanzible Carparate Official If mart of your Comsplismce Cartification bas bean approved to
YRODN can either mesl & bard comy of the dotument with the AC0Hs o= considered confidential via the confidentinlity reguest snprowal
loriginal ink sigrature or pompletes the a-signature process. For ink jorocess DO WOT SUEMIT THE CEIIFIDEN'I'[I!..L-{I'ERHEIDH lEIIP'I'HE
Eignature, mai the signed document to the Complisnce [nspector IDOCUMENT VA THE ELECTONIC UPLOWD SYSTEM. Submit the
przigned to the facdity. For e-signature, uoload the document and [Confidential copy vin hard copy in the med, amd then submit the
Follore the instructions for eletronically signing the document. b lic wesrsicn win the: slectromio system
Browse...
Maximum Uplcad File 3ize- 100ME
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TEP 3: SIGNING THE NEXT DAY DEVIATION REPORTIN

. L . E-Sign Document . . o
1. If the responsible official is signed in, the option will show. Clicking the

button will generate an email that is sent to the responsible official’s email address on file. This email will
contain a link to the Digital Signature Service, as well as a temporary PIN code for the service.

2. Open the auto-generated email in the responsible official’s email inbox and login to switchboard with
the responsible official’s username, password, and temporary PIN provided in the email message.

3. Click the m button to sign the document and complete the electronic signature process.



4. After clicking the button, the signature status changes to “signed” and an email receipt will be sent to
the responsible official’s email on file. This email is the signature confirmation for this document;
retain this confirmation for the facility’s records.

If the E-Sign Document option does not show:

o If this box is displayed, the responsible official is not logged in to the switchboard. Notify the
responsible official that the document is ready for e-sign.

Digital Signature Service

Drily the fatilily Respensibie Corperate OMMaal [RC0) May e screnicaily sign
this document. Pleage netify the FECO that the decurnent i ready to be
signed.

o If this box is displayed, the responsible official is not signed in and a responsible official is not currently
assigned to the facility. The responsible official will need to obtain a WAMS ID and complete the login
setup process before they are able to sign the document.

Digital Signature Service

The RCO for this facility does not have a WAMS ID or does not have a
completed Electronic Signature Agreement on file and cannot complete the -
signature process at this time. The RCO can register for a WAMS ID here, and
follow: the steps to complete the e-signature process.

Alternatively, the facility may submit a hard copy of the NDD report containing the wet ink signature of the
responsible official to the assigned Air Compliance Engineer. To find the WDNR Air Compliance Engineer
assigned to the facility, select “Facility Home” and then “General”.

Selected Facility: 555555

Facility Home
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Contact the facility’s assigned air compliance engineer for questions.



