[bookmark: _heading=h.gjdgxs][image: Cover01]

[image: https://lh7-us.googleusercontent.com/docsz/AD_4nXd9gPJrD8lKcv1LHyX2056VfqLeeY5n7Su6mMURD1HFh0UX3cA32Ohnizn8I8eTkQJy5GgvE50o8Bu3E2xUeKRIDt8e21Hv9_sxYNQeD-BUOXPC48W9bFNShufiBHGNXEUIHdijRHjjh8T-5ccJ7iCZxRHY?key=yfbpMsJYWmXgd3c5orweRQ]



[image: ]
Completing Start of Construction or Start of Operation Notices in Iowa EASY Air by Public Users





Iowa Department of Natural Resources
Wallace State Office Building
Air Quality Bureau
6200 Park Ave Ste 200
Des Moines, IA 50321


Contact the Iowa EASY Air Helpdesk
email: easyair@dnr.iowa.gov
Or call (515) 725-9569 or (515) 725-9523
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Functionality has been added to Iowa EASY Air to allow facilities to enter their start of construction and start of operation notices online. This document will walk the user through the process of submitting those notices in the Iowa EASY Air system.

(Note: This document is written to explain how a Responsible Official can submit one of these notices. As with other submittal types within the Iowa EASY Air system, the Responsible Official may delegate the completion of these forms to a Preparer who can complete the forms and have the Responsible Official complete the certification and submit the final notice. The instructions for assigning a Preparer for a facility and submittal type are covered in other parts of the Iowa EASY Air documentation.) 

1. [bookmark: _Toc169681470]Finding Reporting Requirements
There are two ways to find your reporting requirements within the Iowa EASY Air system. First, on your dashboard you can click on the “Submit Non-Permit Report” button in the upper left-hand corner of the dashboard. 

[image: From the Dashboard in Iowa EASY Air you can select to start a new application submittal or to submit a non-permit report.  To access the start of construction and start of operation notices, click on the submit non-permit report button.]
[bookmark: _heading=h.2et92p0]Figure 1 Dashboard buttons to create a new submittal

Alternatively, you can go to Submittal and select “Start a New Submittal”

[image: As an alternative to the buttons on the dashboard, the user may select start a new submittal from the submittal menu in Iowa EASY Air.]
[bookmark: _heading=h.tyjcwt]Figure 2 Submittal menu

After selecting “Start a New Submittal”, you will need to change the Submittal Category to “Report” or “All” in the Category dropdown list at the top of the page.

[image: The types of submittals available for use can be filtered by the using the category dropdown list at the top of the page.  To narrow this down to only the Start of Construction and Start of Operation notices, you can select reports from the dropdown.]
[bookmark: _heading=h.3dy6vkm]Figure 3 Select submittal category

No matter which method you use to get to this point, you will see icons for the two types of reports that are available in the Iowa EASY Air system. Those are the Start of Construction and Start of Operation Notices.

[image: These are the icons that are shown in the Iowa EASY Air system that are used to access the Start of Construction and Start of Operation notices.
 ]
[bookmark: _heading=h.1t3h5sf]Figure 4 Notice Icons

To submit one of these reports, click the start button for the one you wish to submit. After that is completed, you will get a list of the reports that are required for all of the facilities with which your account is associated.

[image: After selecting the particular type of notice you need to submit, a list of the permits that have been issued to the facility through the Iowa EASY Air system will be displayed so that the user may select the appropriate permit]
[bookmark: _heading=h.4d34og8]Figure 5 List of permits with pending notices

If this list is lengthy you can search the list using the search boxes at the top of the screen

[image: The list of permits may be searched using various criteria including the facility name, monitoring period and report due date.]
[bookmark: _heading=h.2s8eyo1]Figure 6 Searching permit list
The Facility Name box will be a dropdown of those facilities with which your account is associated. They monitoring period start date should be the date the permit was issued. The report due date would be 18 months after the date the permit was issued for start of construction notices and 36 months after the date the permit was issued for start of operation notices.

Once you have found the permit that you would like to submit a notice for, click the icon in the “online entry” column at the left-hand side of the table associated with that permit. On the following screen just click continue to the online entry form.

2. [bookmark: _Toc169681471]Form Data Entry
When you get to the online entry form, the top two sections of the form should be pre-populated with all the information about the permit you selected.

[image: The data entry forms for start of construction and start of operation notices will be pre-populated with information about the permit.  The only thing that needs to be entered is the appropriate date for start of construction or start of operation.  Additional comments can be entered if needed.]
[bookmark: _heading=h.3rdcrjn]Figure 7 Data Entry Form

All you will need to do is complete the third section of this form. To do so, enter the appropriate date for start of construction or start of operation depending on which form you are completing. If the permit was a modification and no physical change or change in the method of operation was made to the equipment, enter the date the permit was issued for both start of construction and start of operation. 

There is a comments section to allow you to provide additional information if necessary but it is not required. After you have completed your entry of information onto the form, click Next.

Once you click next on the notice form, you will get a validation screen to verify that all necessary information was provided.
[image: The Iowa EASY Air system will validate that the required information has been completed prior to allowing the user to submit the report.  If there are any issues they will be identified on this validation screen.]
[bookmark: _heading=h.26in1rg]Figure 8 Data Validation

If there are no errors identified on the validation screen, proceed to the next step by clicking “next”. This will take you to the certification screen.

[image: To complete the submission of the report, the user must certify that the information provided is accurate.  This is completed on the certification screen.]
[bookmark: _heading=h.lnxbz9]Figure 9 Submittal Certification

This certification is similar to that which is completed when submitting an application. After completing the necessary information on the certification screen, click the submit button to complete the processes.

You have completed the process to a start of construction or start of operation notice. If you need to submit more than one you will need to repeat this process for each one.

It should be noted that this process is only available for permits that were issued after November 7, 2019. 


If you have questions, please call the Iowa EASY Air Helpdesk
at (515) 725-9569 or (515) 725-9547.
Or, send an email to easyair@dnr.iowa.gov
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Review your Application and any Attachments. Save any changes you make before returning to this page.

Proceed to Submission by clicking NEXT.
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Certification of Submission

01 * As required by 567 IAC 22.107(4),this certification of truth, accuracy, and completeness must be signed by the responsible official as defined in 567 IAC 22.100:
"I hereby certify:
a. Under penalty of law that based on the information and belief formed after reasonable inquiry, the statements and information contained in electronic submissions for which | am the signatory are true, accurate, and complete.

b. That making false statement, representation, or certification of electronic submissions for which | am the signatory may resultin civil or criminal penalties.”

Further,
a1 agree to pay all application fees for this submittal based on the current Fee Schedule.

b. 1 agree to pay all fees incurred for the review of the submittal.
Question: To what city did you go on your honeymoon?
Answer:

. [ ForgotyourPin Number?

Disclaimer

Disclaimer: Terms, Privacy, Warranty and Links to Other Sites

Please refer to https:/iwww.iowa.govipolicies for the State of lowa's disclaimer information.
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