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I. Air Services Home Page 
 
This is the Air Services Home page. 

 
 
Your Air Services Home page contains FOUR major elements. 
 

1. Facility Information  
 

 
 
 

First-level menu
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2. In Progress Tasks – these are the tasks you have started but not yet submitted 

to Ohio EPA, for example, an application.  You can work on tasks, save them, 
and go back to them later to do more work.  They are accessed by clicking on 
the hyperlink in the Task Description column or from the e-Business Center.  
Your data is kept in a secure data store and Ohio EPA does not see what is in 
these tasks until you submit them. 

 
3. New Tasks – this is where you start a new task by clicking on the hyperlink 

for the task you want to perform. For example, you may wish to start a 
PTI/PTIO Permit Application for a new project. 

 
 

4. Third-level Menu – this contains hyperlinks to other features that provide 
information about your facility. You cannot edit here, but rather through the 
New Tasks section. 
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A. Owner/Contact – shows a list of all contact types and the history of their 

start and end dates.  Clicking on the hyperlinked titles or names in the 
“Contact Type” and “Contact Person” provides further details.   Again, 
you cannot edit Owner/Contact’s from this link or any third-level menu 
link, but rather through the New Tasks section.  This is discussed later. 

 
 
 
 

B. Application(s) - shows a list of all applications you have SUBMITTED to 
Ohio EPA.  Clicking on the hyperlink in the “Request number” column 
opens the Application Detail page which shows the full application as 
submitted. 
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C. Permit(s) - shows a list of all permits ISSUED by Ohio EPA for your 
facility.  Clicking on the hyperlink in the “Document” column opens the 
actual document for viewing.  All permits issued in the future will be 
accessible while some very old PTIs may not be in the system.  

 
D. Emissions Report(s) - shows a list of all Emissions Reports for your 

facility.  Clicking on the hyperlink in the “Report” column opens the 
actual document for viewing.  Clicking on the hyperlink in the “FP Id” 
column opens the Facility Profile as it existed at the time the Emissions 
Report was submitted.  This is called a “historical” Facility Profile if it 
differs from the current Facility Profile.  Facility Profiles are discussed 
below. 
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E. Reporting Category - shows your facility’s emissions reporting category 
for each year you were/are required to submit reports along with whether 
or not it’s been submitted, or even if Ohio EPA’s sent you a reminder. 

 

 
F. Compliance Reports - shows a list of all compliance reports SUBMITTED 

to Ohio EPA by your facility (after implementation of Air Services).  
Clicking on the hyperlink in the “Report ID” column opens the actual 
document for viewing.   
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G. Facility Profile History – identifies all versions of your Facility Profile. 
With start and end dates.  Clicking on the hyperlink in the “History Id” 
column opens the Facility Profile as it existed during that time period.  
This is called a “historical” Facility Profile.  Facility Profiles are discussed 
below. 

 
H. Event Logs – identifies events related to your facility, such as the date and 

time Ohio EPA received an application submittal, or when a permit was 
issued draft. 
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I. References – a page where useful references, guidance, documents, tools, 
etc. can be found via hyperlinks. 
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II. Facility Profile 

 
Notice the button  under your Facility Information.  If you click 
on this button you will see a view of your Facility Profile as it exists with Ohio EPA.    
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can make changes to your Facility Profile and they will be submitted with other 
tasks, such as an application.  Ohio EPA does not see these changes until you submit 
a task associated with your profile to Ohio EPA.  Tasks that are dependent on your 
profile include applications and some reports.  You can tell if submitting a task will 
submit your latest profile by viewing the task in your “In Progress Task” list.  The 
Dependent on Task column will say “Facility Profile Change”. 
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If you want to make a change to your Facility Profile you cannot do it through the 
 page.  Rather, you click on the Facility Profile Change hyperlink in 

your In Progress Tasks.  If you do not have an In Progress Task that is dependent upon 
your Facility Profile but you still need to make a change to your profile and submit it to 
Ohio EPA, you can generate a Facility Profile Change task by clicking on the hyperlink 
under the New Tasks heading of your Air Services Home page. 
 

 
 
When you are working on a Facility Profile Change, clicking the hyperlink will open a 
page that allows you to edit your Facility Profile.  Your Facility Profile is very important.  
It contains all information related to your emissions units, processes, control equipment 
and egress points.   
 
Note: as mentioned above, submitting certain tasks will submit your latest profile.  Each 
time a profile is submitted, the version is saved in the system if it is not identical to the 
existing profile.  These versions can be accessed in viewed in the third-level menu 
“Facility Profile History” as discussed above. If you are viewing a Facility Profile that is 
historical, you will see the following banner at the top of the Facility Profile page: 

 
 
Your Facility Profile page contains FIVE major elements. 
 

1. Facility Information – this identifies basic information, including your 
operating status (e.g. operating), permitting classification (e.g. TV), and 
reporting due dates/categories. 
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2. Facility Details – this identifies important information such as your location 
LAT/LONG, SIC and NAICS codes. 

 
 
 
 

 
3. Bottom Buttons – at the bottom of the Facility Profile page is several useful 

buttons.  
 
 

 
 

 
 
A. Edit – allows you to edit certain accessible fields on whatever page 

you are viewing. 
 
B. Show Profile Report – allows you to view and print the entire current 

Facility Profile. 
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C. Create Emissions Unit – this allows you to create an emissions unit by 
entering the necessary information and saving. 

 
 

D. Create Control Equipment – this allows you to create control 
equipment by entering the necessary information and saving. 
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E. Create Egress Point – this allows you to create an egress point by 

entering the necessary information and saving.  

 
   
F. Validate and Submit – validation is used to make sure the minimum 

information has been entered for submitting.  Submitting is the final 
step in the process.  

 
Notice the  button is grayed out.  You cannot submit a 
Facility Profile change until you have validated by clicking the 

 button. 
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4. Facility Tree – this is where all of your emissions units, processes, control 

equipment and egress points are identified and you can easily access detailed 
information regarding each one.  Here are the major components of your 
Facility Tree: 

 
 
 The Facility ID is a hyperlink to the Facility 

Profile  
 F001 is an emissions unit    
 F001-3-04-001-08 is an emissions process 
 Cyclone 1 is control equipment 
 Shredder Baghouse is additional control 

equipment  
 EP01 is an egress point for the control 

equipment, Cyclone 1 and Shredder Baghouse 
 F001-F002 is a fugitive egress point for the    

Cyclone 1 only 
 
 

Clicking on the icon/hyperlink will take you to an information page which gives you 
details of each of these components and the opportunity to edit information, if needed.  
There will also be a Facility Tree on each of the component pages.  If you want to return 
to the Facility Profile page from any other page you can click on the Facility ID 
hyperlink. 
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A. Emissions Unit Information page – this is where the details of your 

emissions unit are located.  It is accessed by clicking on an EU ID  in 
the Facility Tree. 

 

You can edit emissions unit fields, create an emissions process for the 
emissions unit or clone the emissions unit from this page.   
 
You create a cloned emissions unit by clicking on the 

 button.  This allows you to add another 
emissions unit to your Facility Profile by using the information of an 
existing emissions unit as a starting point.  This can be useful when the 
emissions units will have similar information.  Clicking this button will 
open the same “Emissions Unit Information” but 
the “DAPC Emissions Unit ID” and “DAPC 
Description” will not be assigned yet.  You will 
change the other information to apply to the new 

emissions unit and click .It will be given a 
temporary ID that will stay in place until Ohio EPA assigns an Emissions 
Unit ID (e.g., B020) after you have submitted the information.  
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From this page you can also create an emissions process by clicking on the 
 button and entering the information. 

 
 
 

B. Process Information page – this is where the details of your emissions 
process are located.  It is accessed by clicking on a Process ID  in the 
Facility Tree. 

 
From this page you can associate control equipment by clicking on the 

 button or disassociate control equipment that 
was previously associated by clicking on 
the .  

 
From this page you can associate egress points by clicking on the 

 button or disassociate an egress point that was 
previously associated by clicking on the .  
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Selecting any of these buttons generates a screen where you will select the 
control equipment or egress point ID from a picklist that you wish to 
associate and disassociate.  You can associate control equipment with an 
emissions process and you may also associate a “subsequent” control 
equipment with a specific control equipment (see below).  There may be 
more than one piece of control equipment associated with an emissions 
process, and there may be more than one emissions process in the facility 
that uses any particular piece of control equipment.  An egress point can 
be either associated with an emissions processor control equipment. 

 
 

C. Control Equipment Information page– this is where the details of your 
control equipment are located.  It is accessed by clicking on a Control 

Equipment ID  in the Facility Tree. 

 
Note – on this page you can associate and disassociate “subsequent” 
control equipment via the buttons at the bottom. 
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D. Egress Point Information page- this is where the details of your egress 

point are located.  It is accessed by clicking on an Egress Point ID  in 
the Facility Tree. 

 
 

Notice your Facility Profile contains much of the information needed when 
submitting an application or emissions report.  By completing this information 
about each emissions unit, process, control equipment and egress point and saving 
it to your Facility Profile, it is always ready when you need to submit an 
application or emissions report.   
 
 
 

5. Third-Level Menu – this contains hyperlinks to other features that provide 
information about your Facility Profile. 
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A. Emissions Units- shows a list of all emissions units in your Facility 
Profile.  Clicking on the hyperlinked EU ID’s in the “DAPC Emissions 
Unit ID” column opens the Emission Unit Information page for 
viewing or editing.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
B. Control Equipment- shows a list of all control equipment in your 

Facility Profile.  Clicking on the hyperlinked ID’s in the “Company 
ID” column opens the Control Equipment Information page for 
viewing or editing. 
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C. Egress Points- shows a list of all egress points in your Facility Profile.  

Clicking on the hyperlinked ID’s in the “Company ID” column opens 
the Egress Point Information page for viewing or editing. 
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D. Federal Rules- contains information regarding the applicability of 
certain federal rules to your facility.  This information is populated 
automatically by Ohio EPA and provide here as information when you 
indicate the applicability of certain federal rules in your applications or 
when Ohio EPA reviews your application and develops your permit. 
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III. Applications 
 

You begin the application process by selecting a New Task on your Air Services 
Home page. 

 
Submit a notification for a 
PBR 
 
Submit a PTI/PTI 
application 
 
Submit a Title V 
application 

 
1. NEW!! Request Administrative Permit Modification 
 

This is a new feature that allows you submit an electronic request for 
changes to a permit that don’t typically require an application.  Clicking 
this hyperlink generates a pop-up where you pick the type of request you’d 
like to send. 
 

 
 
 
 
 

 
 
 
 
 
Here is an example of the PTI/PTIO Administrative Modification Request. 
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2. PBR Notifications 

 
Here is an example of a PBR notification for a boiler. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Title V Application 
 

If you select a Title V application you will get a pop-up that allows you to: 
generate a new blank Title V application (by clicking create); generate a 
correction to an application that was previously submitted but the permit 
has not been issued yet (by checking the first box and then clicking 
create); or generating an application by copying a previous application as 
a starting point (by selecting the second box and clicking create). 
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Here is an example of a Title V application. Entering certain information 
into some fields may automatically generate additional questions or fields. 
The first page of the application contains Facility-wide information. 
     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please note the particulate matter 
criteria pollutants list is incorrect in 
this draft page.  This will be 
corrected prior to deployment. 
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Here is a view of the Facility-Wide Requirements pop-up generated when 
you click   This pop-up is similar for all requirements tabs, wether 
Facility –wide or Emissions Unit specific (as seen below). 
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When you are not in edit mode on the Facility-wide section of the 
application, several additional buttons can be found at the bottom. 
 

 
 
Create EU Group – this button allows you to group 2 or more emissions 
units for the purpose of a combined emissions requirement.  Clicking this 
button generates the following page where you can select the emissions 
units to include in the group and enter group requirements. 
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Here is a view of the Emissions-Unit specific application information. It is 
accessed for each emissions unit by clicking on the EU ID in the Facility 
Tree. This is for a non-insignificant Emissions Unit.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notice the buttons at the bottom.  
 
A. Copy EU Date – allows you to copy information already entered 

for one emissions unit to the one you are viewing.  Useful as a 
starting point when they share similar information. 

Please note the particulate matter 
criteria pollutants list is incorrect in 
this draft page.  This will be 
corrected prior to deployment. 
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B. Exclude EU from application – allows you to remove the 
emissions unit from the application.  

 
C. Add Alternate Operating Scenario – allows you enter an alternate 

operating scenario.  When clicked, it generates the following page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PTE – notice there are potential-to-emit tables at both the facility level and 
emissions unit level.  When you enter your PTE at the emissions unit level 
it automatically populates the PTE – EU Total column of the Facility 
level.  Then there is a column available to enter the Facility PTE if it 
might vary from the EU Total PTE.  For example, if you have several 
emissions units that share a PTE value, you would enter that value into 
each PTE table for each emissions unit.  You would then correct it by 
putting the one combined PTE in the Facility PTE column.  This is 
discussed in more detail on the Online Help that will be available in the 
new Air Service’s System. 
 
 
 

Please note the particulate matter 
criteria pollutants list is incorrect in 
this draft page.  This will be 
corrected prior to deployment. 
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Here is an Emissions Unit specific application page for an insignificant 
Emissions Unit. 
 
 
 
 
 
 
 
When you  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. PTI/PTIO Application 
 

If you select a PTI/PTIO application you will get the same pop-up 
discussed under the Title V application above.  This pop-up allows you to: 
generate a new blank PTI/PTIO application (by clicking create); generate 
a correction to an application that was previously submitted but the permit 
has not been issued yet (by checking the first box and then clicking 
create); or generating an application by copying a previous application as 
a starting point (by selecting the second box and clicking create). 
 
Entering certain information into some fields may automatically generate 
additional questions or fields. For example, selecting “Subject to subpart” 
or “Subject but exempt” for certain Federal Rules Applicability generates 
a datagrid where you will add the subpart. 
 
 
 

Please note the particulate matter 
criteria pollutants list is incorrect in 
this draft page.  This will be 
corrected prior to deployment. 
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Here is a PTI/PTIO application.  The first page of the application contains 
Facility-wide information. 
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Here is a view of the Emissions-Unit specific application information. It is 
accessed for each emissions unit by clicking on the EU ID in the Facility 
Tree.  Note, currently on emissions unit B001 is included in the 
application. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cont…. 
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All applications require some type of attachments (for example EAC forms) that 
are added by clicking on the  button at the bottom of the Attachments 
sections.  
 

IV. Owner/Contact Change 
 

You can make changes to the owner and contact by selecting a New Task on your Air 
Services Home page. 
 

 
 
  
 
 

 



Page 33 of 39 
DRAFT – all pictorials in this document are considered DRAFT and subject to change. 

 
Clicking on the hyperlinked titles or names in the “Contact Type” and “Contact Person” 
provides further details for viewing or editing those entries.   The buttons at the bottom 
also allow you to create a new contact person, assign contact types to existing persons or 
make a change/assign ownership.  You will set a Start Date for the contact type to take 
effect and you also have the option of setting an End Date if it is only temporary 
appointment or if you need to end the appointment of the person later (for example, when 
no longer employed in the company).   

 
Changes you make to the Owner/Contact are not viewed by Ohio EPA until you submit 
the changes by clicking the  button. 

 
 

V. Emissions Report 
 

You begin the emissions report process by selecting a New Task on your Air Services 
Home page. 

 
 
 
 
 
Clicking the hyperlink generates the following pop-up where you can pick the reporting 
period and generate a new empty report or use data from a previously submitted report as 
a starting point.  Feature: the system will provide the appropriately due report based on 
DAPC’s Reporting Category information (recall the third-level menu of the Facility 
Profile page).  If you believe this is incorrect you may wish to contact DAPC. 
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Here is an example of an empty TV FER report.  The first page you see is the Emissions 
Report Summary page. 

 
Clicking on the tablet icon  under the EU ID in the Facility Tree provides access to the 
Process & Emissions Detail page where you can enter information for each of your 
Processes relevant to the emissions report. 

 
cont…. 



Page 35 of 39 
DRAFT – all pictorials in this document are considered DRAFT and subject to change. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Within this page you will see that we’ve provided a table of pollutants which could be 
applicable to each of your Processes.  Click  to enter the emissions 
reported.  After you have entered the emissions information the “Facility Emissions” 
table on the Emissions Report Summary page will be automatically updated. 
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VI. Compliance Reports 
 
You begin the process by selecting a New Task on your Air Services Home page. 
 
 
 
 
 
 
 
 
PER (Non-Title V facilities)   Other Compliance Report (e.g., Malfunction  
Title V Annual Certification    notification, Quarterly deviation) 
 
Just as with applications, the information in compliance reports is not seen by Ohio EPA 
until the submittal process is completed. 
 

1. Permit Evaluation Report (PER) 
 

Clicking the hyperlink generates the following pop-up where you can pick the 
reporting period and generate a new empty report or use data from a 
previously submitted report as a starting point. 
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In the above report, the Detailed EU Information table will automatically 
include all DAPC EU IDs at the facility and any available information on 
installation, etc., dates.  In the Deviations or Exceedances columns you 
will select Yes or No for each emissions unit as to whether or not any 
deviations/exceedances occurred from operational restrictions/emissions 
limitations (OR/EL) or monitoring, recordkeeping or reporting (MRR) 
requirements. If Yes is selected, you will add information into the 
Deviation, Exceedance or Visible Emissions Detail table by clicking the 

 button.  This generates the following pop-up which you 
will complete. 
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2. Title V Annual Compliance Certification Report (TVCC) 

 
Clicking the hyperlink generates the following pop-up where you select the 
reporting year and create the report. 

 

 
 

You have two options for your annual Title V compliance certification: you can 
complete the information in the sections of the online form, or if you have already 
developed a reporting form that meets the requirements for these report and you 
prefer to use your form, you can include it as an attachment in the online form.  
Recall, you can use this system to save deviations/excursions, etc., year-round and 
submit when the reporting period has ended.  Again, Ohio EPA does not see your 
securely stored data until you submit. 
 
Here is a view of the report form. 
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To add an Excursion/Deviation, click the button and the following pop-up 
appears.  After clicking create it will populate the table above. 

 
 

3. Other Compliance Report 
 
This option can be used for submitted all types of other compliance reports, 
such as a malfunction notification or a Title V quarterly deviation report.  
Clicking this hyperlink generates a pop-up where you will select the type of 
“other” report from a picklist.  All “other” reports use the same online format 
with space for an attachment if needed. 

 
 


