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Getting Started 

Welcome to the Electronic Permit Submittal and Processing (EPSAP) 
application.  This web based application is designed to save work for the 
applicant while helping the department maintain an accurate database of 
permitted facilities.  This is accomplished by allowing the currently stored 
information required for the completion of the application to be imported from the 
department's Air Resources Management System (ARMS) database into 
EPSAP.  Once the import is complete, the applicant needs only to correct any 
inaccuracies that are found. 

Electronic Permit Submittal and Processing site is best viewed using Microsoft 

Internet Explorer 5.5  with service pack 2 or higher.  To check whether your 
version is 5.5 with service pack 2 or higher, select Help from the tool bar.  Then 
select About Internet Explorer from the pull down menu. 

 

Web Address:  http://www.dep.state.fl.us/air/emission/epsap/. 

DARM Application Support Desk Information: 

Contact the DARM Application Support Desk at (850) 717-9000 or 
DARM.Helpdesk@DEP.STATE.FL.US to notify the Department regarding any 
problems with EPSAP or its supporting documentation. 

 

http://www.dep.state.fl.us/air/emission/epsap/
mailto:DARM.Helpdesk@DEP.STATE.FL.US
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Logging In 

 
 

To begin a Permit Application in EPSAP the user must first log in.  The EPSAP 
Login security box is separated into five sections, the Username/Password/Form, 
the New Users to the System, Registered Users, and the Forget Your Password 
sections. 



7 

New Users to the System 

 
 

Set Up An Account: 

To set up an account with EPSAP, click on the ñClick here to register an accountò 
hyperlink on the EPSAP Login page. 

1. Choose a username. Note: Enter up to 30 characters (letters or numbers) 
with no embedded spaces. 

2. Enter your First name, Last name, Job Title, Name of Organization or 
Firm, Telephone number, and Mailing address in the fields provided.  
Note: Fax Number is optional. 

3. Enter a valid E-mail address.  Note: Your password will be e-mailed to this 
address. 

4. For users that are Professional Engineers, enter your valid Florida PE 
number in the PE number field.  Note: Certain permit applications require 
a Professional Engineerôs signature.  In such case the PE will need a 
Personal Identification Number (PIN) to submit the application. 
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5. Enter your motherôs maiden name.  Note: This will be used for security 
reasons if you need to call our help desk to assist us in verifying your 
identity. 

6. Click the ñSubmitò button to save or ñCancelò to abandon. 
 

Help for New User Account Setup 

 

 

 

EPSAP PIN Request Form 

 
If you are a PE or Owner/Auth. Rep., you may submit a Non-Title V 
application using an assigned Personal Identification Number (PIN).  Click the 
link labeled, ñDownload the PIN Request Formò. 



9 

 

Verify message by clicking the OK button to open the EPSAP PIN Request 
Form. 

 

 

The EPSAP PIN Request Form has information captured from the Account 
Setup page.  Print the form by clicking the ñPrint this Formò button, sign and 
mail to DARM Application Support Desk Department of Environmental 
Protection 2600 Blair Stone Rd, MS 5500 Tallahassee, FL 32399-2400.  
Note: Your Personal Identification Number represents your signature for both 
Non-Title V and Long Form EPSAP applications. 
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User Login Name/ Password 

 

To Login, enter your username and password, then click Submit.  Note: If you 
have registered in EPSAP Long Form application, your username and password 
are the same for EPSAP Non-Title V Form. 

Registered Users 

The Registered Users section is for those users who have already registered in 
EPSAP and need to update their password.  Note: If you registered using the 
Long Form Application you do not have to register again.  Also when you change 
personal information in Non-Title V, it is changed in the Long Form application as 
well. 

Change DEP Division of Air Password 

 

To change your EPSAP password, click the ñClick here to change your 
passwordò hyperlink. 

1. Fill in your Username, Old Password, New Password and the repeat of 
your New Password. 

2. Click the Submit button to save or Cancel to abandon. 

Once the submit button is press, a confirmation message that your password has 
been successfully changed appears.  Click the OK button to continue.  Note: this 
option is available on the EPSAP Main Menu as well. 
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Forget Your Password 

 

If you forget your password you have the option to either call the DARM 
Application Support Desk at 850-717-9000 or send an email by clicking the email 
address provided.  By clicking the email link, an email opens using your email 
provider with pre-filled information needed for DARM Application Support Desk to 
reset your password.  Note: When emailing your request allow 24 hours for it to 
be reset.  If your request is on a Saturday or Sunday, your password will be reset 
on the next business day. 

EPSAP Buttons and Menu 

 This button is used to add new information. 

 This button is used to continue to the next page. 

 This button is used to cancel out of that particular screen. 

 
This button is used to submit your information. 

 This button is used to update your information. 

 This button is used to continue to the next page. 

 
This button is for navigating to the next page within the same frame 

 
This button is for navigating to the previous page within the same 
frame 

 
This button is for navigating to the last record. 

 This button is for navigating to the first record. 

 This is a radio button.  Click inside circle to indicate choice. 

 This is a check box.  Click inside box to check the box. 
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How to use EPSAP for Non-Title V Permit Applications 

 

Welcome Menu 

Choose an Option Below: 

Update Your EPSAP Account Info Allows user to update their personal information. 
Note: this information will be changed in the 
Long Form application as well. 

Select a Current Application  Allows user to navigate to an application that 
has already been started by the user or has 
been returned back to the application owners by 
DEP. 

Select a Submitted Application Allows user to select an application that has 
been submitted to the Department. 

Start a Non-Title V Application Allows user to download facility information from 
the division of Air Resource Management 
database (ARMS) or create a new facility and 
begin working on a New Non Title V Permit 
Application for this facility. 

Start a Non-Title V Renewal Application Allows user to download facility information from 
the division of Air Resource Management 
database (ARMS) or create a new facility and 
create a New Non Title V Permit Renewal 
Application for this facility. 

Print Form to Request a PIN for  This option navigates to the Personal 
   Application Submittal Identification request form. The Professional 

Engineer, Responsible Official, and 
Owner/Authorized Representative must have a 
PIN if submitting electronically. Note: This 
option is also located on the main page. 

Log Off EPSAP Exits the Electronic Permit Submittal and 
Processing System. 
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Select a Current Application 

 

To review or work on a current application, click on the ñSelect a Current Applicationò 
option on the EPSAP Welcome Page.  If you are working on an application, all current 
applications you are working on will be listed.  To select an application you are working 
on, click on that record.  If your application is not listed, follow the instructions for ñTo 
search the list of unsubmitted applications.ò 

Search for unsubmitted applications: 

1. Select the search criteria radio button to indicate which value to query on. 
2. Fill in the application information to be searched. 
3. Click on the Search button to search the list of existing applications (or 

Cancel to return). 

Select a Submitted Application 

 

To review or work on a submitted application, click on the ñSelect a Submitted 
Applicationò option on the EPSAP Welcome Page.  This will display a list of submitted 
applications.  Select the application from the list that appears on the Submitted 
Applications page by clicking on that record.  If your application is not listed, enter your 
search criteria in the field provided. 

Search for submitted applications 

1. Select the search criteria radio button to indicate which value to query on 
2. Go to the field above it and enter the criteria in the search box 
3. Click on the ñSearchò button to search the list of existing applications or 
ñCancelò to return. 
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Start a Non-Title V Application 

 

ARMS Facility Search Option Form 

To start a new Non-TitleV Permit Application, click the text that says ñor Click 
Here to Add a New facilityò link next to the arrow or use one of the 6 search 
options to select the facility.  Note: Option 6 may take a while to download 
because it is searching through the entire Air Resource Management System 
(ARMS) database.  Note: The red and blue arrow help you navigate through the 
application. 

Option 1: Search for this Facility ID: Enter the facility ID number. 

Option 2: Search for this Facility Owner/Company Name:  Enter the Owner/Company 
name of the facility. 

Option 3: Search for this Facility Site Name:  Enter the Site Name of the 
facility. 

Option 4: Search for this Facility Street Address: Enter the street address where 
the facility is located. 

Option 5: Search for this Facility City: Enter the city where the facility 
is located 

Option 6: Select From the Complete List of ARMS Facilities. This option searches the entire 
list of Non-TitleV facilities in the 
Air Resource Management 
System database. 

To search using the option radio buttons: 

1. Click on the radio button associated with your chosen search option.  
Enter the search criteria next to the search option field. 

2. Click the ñSearchò button to display a list of facilities meeting the search 
criteria. 
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ARMS Facility Search Results Page 

 

To Download a Facility: 

To download a facility, click on the desired facility hyperlink.  A message will be 
displayed to verify that the correct facility was chosen.  Click ñOKò and the facility 
will be downloaded. 

 

If your facility is not shown you have the option to perform another search by 
clicking the ñPerform Another Searchò button or Cancel by clicking the ñCancelò 
button. 

 

Chosen Search Option 
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Create a new facility 

 

1. To create a new facility, click on the red arrow or the text that says ñClick 
Here to Add a New Facility.ò 

 

2. This navigates to a blank ñFacility Identification Form.ò The user must 
update all indicated facility information then click the ñInsertò button to 
save or ñCancelò button to abandon.  Note: double asterisks indicate 
required fields. 
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Non-Title V Application Purpose 

 

Once the information is inserted, the ñNon-Title V Application Purposeò form will 
be displayed. 

3. Give the application a unique name, click the radio button beside the 
purpose of your application, and then click the ñContinueò button. 

 

4. When the Continue button is clicked the warning box ñNote: The data in 
this application is secure and cannot be viewed by the permitting authority 
until the application is submitted for reviewò box appears.  Click ñOkò to 
verify message and be taken to the EPSAP Main Menu. 
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Start a Non-Title V Renewal Application 

 

To search using the option radio buttons: 

1. Click on the radio button associated with your chosen search option.  
Enter the search criteria next to the search option field. 

2. Click the ñSearchò button to display a list of facilities meeting the search 
criteria. 

Unique Application Name 

 

3. Enter a Unique Application Name then click ñContinueò button.  Note: for 
more instructions on searching see ñARMS Facility Search Option Formò 
in the previous section. 
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EPSAP Main Menu 
The EPSAP Main Menu screen allows the user to navigate to the section of the 
application that they wish to work on which includes Application Menu, Facility Menu, 
Emissions Unit List, Edit for Sufficiency, Print Application Information, and Print Required 
Forms. 

 

Application Menu  This option navigates to the general Application 
  Section I of Application Information for the facility.  This is usually referred to 

as Section 1 of the application. 

Facility Menu  This option navigates to the facility information, such 
  Section II of Application as contact information, requested emission cap, etc. 

Emission Unit List/Search This option navigates to the emission 
  Section III of Application unit information. 

Edit for Sufficiency This option will perform a check of the application for 
sufficiency.  Note: this option changes to Submit this 
Application if you are the Professional Engineer, 
Responsible Official or Owner/Authorized Rep. 

Application Detail Report This option generates a report that allows you to 
print your application detailed information. Note: this 
printed copy is for your records only and is not 
intended to replace the electronic submission. 

Print Form to Request a PIN  This option navigates to the Personal 
  For Application Submittal Identification request form. The Professional 

Engineer, Responsible Official, and 
Owner/Authorized Representative must have a PIN 
if submitting electronically. Note: This option is also 
located on the main page. 

Print Required Signature Forms  This option navigates to the Signature and Fee form 
  and Fee Form page.  This form must be signed and mailed to the 

permitting office, if you chose not to submit using a 
PIN. 

Update Your EPSAP User Account Info Allows user to update their personal information. 
Note: this information will be changed in on Long 
Form application as well. 
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Section I: Application Menu 

 

 

Return to Main Menu Navigates back to the EPSAP Main Menu. 

Delete This Application  Will delete the current application. 

Assign/Remove Edit Rights to this Application Allows the user to determine who should 
have edit rights to the application.  This 
button displays a list of currently registered 
EPSAP users. 

Assign/Delete Professional Engineer As the application must be submitted by a 
professional engineer, this function allows 
the user to assign the professional engineer 
account who will be submitting the 
application. 

Transfer Ownership of this Application The applicant owner is the user that created 
the application.  This function allows the 
owner to transfer ownership to another user.  
This will relinquish the ownerôs edit rights to 
the application permanently unless he is 
also assigned as a signatory on the 
application. 

Viewable only by the 
application owner 
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Application Sections: 

The Application Sections column displays the following links.  Note: Section I: 
Application links are accessible on the EPSAP menu bar throughout the 
application. 

Application Identification Information: Describes the Application purpose and 
construction information, if applicable. 

Scope of Application: Define the Emission Units covered by this 
application, enter the Permit Type and view 
fee information. 

Application Contact Information: Enter or Edit the Application Contact 
information. 

Professional Engineer Information: Enter or Edit the PE Information for this 
application. 

Owner/Authorized Representative Information: Enter or Edit the Owner/Authorized 
Representative information for this 
application. 

 

The Data Updated column displays a No value if the corresponding section 
hasnôt been updated.  If the section has been updated, it will display a Yes value. 
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Assign/Remove Edit Rights to this Application 

 
 
This option allows the owner of the current application to assign other EPSAP 
users rights to edit the current application before it is submitted to the 
Departmentôs permitting authority. 
 

 
 
Use the scroll bar to view all possible usernames and click on the appropriate 
one.  To select more than one user to assign edit rights for this application, hold 
down the CTRL key and click on the usernames, and then click the Update 
button to save the changes.  Note: The users assigned will be displayed in the 
ñOther Users with Edit Rightsò list. 
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Assign/Delete Professional Engineer 

 
 
 
 
 
 
 
 
 

This option allows the owner of the current application to assign a Professional 
Engineer.  In order to submit an application to the department, a professional 
engineer must be assigned to the application and the application must be 
submitted from that account. 
 
The professional Engineer must first create an EPSAP account (see Creating An 
Account).  

1. First select a 
username from the 
Professional Engineer 
list.   

2. Click on the Update 
button to save the 
changes. 

3. This will navigate to a 
new form to allow edit 
of the information first 
captured on the 
registration forms.   

Note:  Information marked with two red **asterisks are required 
information. 

4. Click ñReturn to Application Menuò button when finished. 

The information for the professional engineer will now be considered updated in 
the EPSAP Database. 
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Transfer Ownership of this Application 

 

 
 

The Transfer Ownership option allows the owner of the current application to 
transfer responsibility for this application to another registered EPSAP user. 

1. To select a user to resume ownership of the application click on the drop 
down box and select a username. 

2. Press the Update button to save the changes.  

 
After the transfer of ownership, the application will no longer be accessible to the 
original owner unless the original owner is also assigned as a signatory on the 
application.  The new owner will have edit rights to the application. 
 



25 

Application Sections 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Application Identification Form 

The Application Identification Information is designed to display the purpose of 
the application.  This area can be used by the applicant to declare a multi- unit or 
facility wide emission Cap, although the pollutants and the units covered by the 
cap are designated in the Facility Section of the application. 

 

 

 

 

 

 

 

 

Figure 1 Construction Permit Request 
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Operating Permit Request 

 
1. Enter the applicable information on this form and click on the Update 

button to save the information.   
 

2. Once the update is successful, a ñReturn to Application Menuò button 
will be displayed.  Click on this to be returned to the Application Menu to 
continue working with the application. 

Scope of Application 

 

The Scope of Application page is for the identification of the Emission Units (EU) 
to be included in the permit request. 

To Add EUôs to the scope: 

1. Add Emission Units to the Scope of Application by clicking in the check 
box beside the desired emission units. 

2. Click on the Update button.  A new web page will appear that displays the 
emission units included in the scope. 
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3. Click on an emission unit to navigate to the Permit Type page. 

Emission Unit Fee and Permit Type Form 

 

 

 

 

 

 

After the selection of the emission unit that has been defined in the scope of 
application has been made you will be navigated to the Emissions Unit Permit 
Type Form. 

1. Select a Permit Type from the List of Permit Types by clicking on the list 
box and highlighting the desired Permit Type. 

 

2. Click on the Update Button to save the information.  A web page will 
display that indicates that the update was successful. 

3. Click the Return to Scope of Application List to return to the list of 
Emission Units included in the scope to add Permit Types to other 
emission units.  
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4. Continue Selecting Emission Units and entering Permit Types. 

 

5. Click Cancel to return to the Application Menu to continue filling out the 
Application section. 

Application Contact Information 
 

From the Application Menu, click on the Application Contact Information to 
provide the name, address, phone, fax and Email for the primary contact for the 
current application.  Information marked with two red **asterisks are required 
information.  
 

1. Enter the required information in the fields. 

2. Click the Update button to save changes.  A new page will display the new 
information.   

3. Click on the Return to Application Menu button to return to the application 
menu and continue the application. 
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Professional Engineer Information 

Clicking on Professional Engineer (P.E.) Information option on the Application 
Menu will navigate to a series of forms that allow assignment or edit of a 
professional engineer. This can also be done with the ñAssign/Delete 
Professional Engineerò button on the Application Menu page. 

 

1. If no PE has been assigned, the above page will be displayed.  Click on 
the ñClick hereò message to navigate to the Professional Engineer 
Assignment page. 

 

2. Select the username for the desired P.E. and click Update.  Note: If the 
P.E. has not registered with EPSAP, go to the ñCreate an Accountò 
section.  

 

3. This form is pre-filled from the initial user account information.  The fields 
marked with red ** are required to save the record.  Click the ñReturn to 
Application Menuò button.  Note: If information is incorrect on this page, 
you must go to the ñUpdate User Account Information. 
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Owner/Authorized Representative Information 

 

From the Application Menu, click on the Owner/Authorized Representative 
Information to provide the name, address, phone, fax and Email for the Owner or 
the Authorized Representative for the current application.  Fields marked with a 
red ** are required to save the information.  
 

1. Enter the required information in the fields. 
2. Click the Update button to save changes.  A new page will display the new 

information.   
3. Click on the Return to Application Menu button to return to the 

application menu and continue the application. 
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Section II: Facility Menu 

 

The EPSAP Facility Menu also outlines Section two of the Air Permit Application 
forms, which describes the facility level information for the application.  The list 
under Facility Sections displays a link to each page of the Facility Section.  The 
Data Updated column displays a No value if the corresponding section hasnôt 
been updated.  If the section has been updated, it will display a Yes value. 

Facility Identification Information Contains the name and address of the facility. 

Facility Location and Type Contains the UTM and/or Lat/Long information and 
SIC codes for the facility. 

Facility Contact Contains the name, address, phone and email of 
Enter the name and title of the person to be 
contacted regarding day-to-day operations of the air 
pollutant emissions units at the facility. 

Facility Regulatory Classifications Contains the Regulatory classification information for 
the facility, such as whether the facility is a Synthetic 
Non-Title V facility, subject to NSPS, or NESHAP 
standard. 

Rule Applicability Analysis A brief, narrative analysis of the rules applicable to 
the facility as a whole and to each proposed new or 
modified emissions unit addressed in the 
application.   

Facility Pollutants The facility level pollutant information, including 
requested emission caps. 

Facility Supplemental Information Applicable supplemental information that is attached 
in electronic format at the time of submittal or mailed 
separately after submission to the department with 
fees and signature pages.  
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Facility Identification Information 

 

 

The facility identification form provides information on the facilityôs name, location 
and status. 

1. Enter or edit the information for the facility. Fields marked with red ** are 
required to save the information. 

2. Click on the Update button.  A new page will be displayed with the 
updated information. 

3. Click on the ñReturn to Facility Menuò to go back to the facility menu and 
continue working on the application. 
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Facility Location and Type 

 

 

 

 

 

 

 

 

 

 

Enter or change the coordinates of the location of the facility, the facility SIC 
(Standard Industrial Classification) Codes, and the Governmental Facility Codes 
in the Facility Location and Type page. 

1. Enter or change the Facility UTM Coordinates, Facility Latitude, and 
Facility Longitude. 

2. Enter Primary, Secondary or Tertiary Facility SIC Codes by clicking on 
the Add button. Change them by clicking on the Edit button. 

 

This will navigate to a page that will list all possible SIC codes.  Search the codes 
by entering the desired search information and selecting the appropriate radio 
button.  Once the desired SIC Code is displayed, click on the record to select.  It 
will insert the value in the appropriate SIC Code field and return to the Facility 
Location and Type page. 

3. Enter or Change the Governmental Facility Code or the Facility Major 
Group SIC by clicking in the list box and selecting the desired value. 

4. Save any changes to this page by clicking on the Update button.   
5. Click Return to the Facility Menu to continue working on the application. 



34 

Facility Contact 

 

Facility Contact information is downloaded from ARMS Database.  If information 
on page is incorrect, make the correction then click Update.  Click Return to 
Facility Menu to return.  Note: Information marked with two red **asterisks are 
required information. 
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Facility Regulatory Classifications 

Define the facilityôs regulatory classifications as provided in the official application 
instructions. 

 

If the facility is a Small Business Stationary Source, click on the radio button to 
the left of the ñSmall Business Stationary Sourceò field. 

1. In the check boxes provided, click in the box to select the regulatory 
classifications that apply to the facility. 

2. In the ñRegulatory Classifications Commentò field, enter any comments 
regarding the responses on this form. 

3. Click on the Update button to save any changes. 
4. Click on the Return to Facility Menu button to return to the Facility Menu 

and continue the application.  
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Rule Applicability Analysis 

 

For a construction permit application, complete this part of the form by providing 
a brief, narrative analysis of the rules applicable to the facility as a whole and to 
each proposed new or modified emissions unit addressed in the application.   
 

1. Enter the analysis in the field provided and click on the Update button.   
2. Click on the ñReturn to Facility Menuò to go back to the facility menu and 

continue the application.  
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Facility Pollutants 

 

Clicking on Facility Pollutants from the Facility Menu navigates to the Facility 
Pollutant List. 

Search the list by entering the pollutant code, the pollutant classification, or the 
pollutant description and clicking the Search button. 

To Add a New Pollutant: 

Add a new pollutant by clicking on the Add New Pollutant button. 

To Select a Pollutant: 

1. Click on the desired pollutant from the list.  A page 
will display the details of that pollutant such as the 
Pollutant code and description, and pollutant 
classification.   

Note: If applicable, a facility Emissions Cap Information 
may be included on this page.  

2. Enter the cap in lbs/hr and/or tons/year. 
3. Use the list box to enter the Basis for the Emissions 

Cap. 
4. There are two options for defining the emission cap: 

Option 1: Includes all EUôs that emit this pollutant in this emission cap.  This 
option does not require specifying the emission units in the box below. 

Option 2: Select EUôs below to ñincludeò or ñexcludeò in the Facility Emissions 
Cap.  When using this option to define the emission units covered in the 
Emissions Cap for this pollutant, the date isnôt saved until the Update button is 
clicked.  

5. Press the Update button to save changes. 
6. Press the Return to Facility Menu to go back to the Facility Menu to 

continue the application. 
















































































































