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CREATE AN ACCOUNT

To be able to submit applications and information to the Department, you will need a user account. The first time you access the permitting
system, you will need to create one. The website is available here: https://epermweb.dhec.sc.gov/. Select the option to create an account as
circled below.
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You will need to enter the required information (noted with a *) to create a user account. Once the account is set up, other users from your
facility can be added to the account (See INVITING OTHER USERS). The email address entered here will be the username for the account.
Also, notification emails sent by the permitting system and DHEC staff will be sent to this email account.
Once you have entered all required information, the Create Account button (circled below) will be activated. Click to create an account.
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You will get an on-screen notification once your account has been properly created, as shown below.
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You will also get a notification email, sent to the email address entered earlier. Please click on the link in the email or copy and paste the
address into your browser to verify your request to create an account. This link will take you directly to your new account.
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Once you have clicked the link to verify your request to create an account, you will need to log into the permitting system. You may do so by
clicking the Sign In button as circled below. If you choose to not log in at this time, follow the instructions in the LOG IN Section to log into
the system.
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A set of security questions must be chosen and answered as part of setting up the new account. These questions will be used to reset the
account’s password, if needed, and may be used to confirm certain submissions or changes.
Once the account security questions have been appropriately chosen and answered, the Save button will be activated, as circled below.
Clicking this button will activate your account.
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LOG IN

To log in, click here: https://epermweb.dhec.sc.gov/ncore/#/login. You should see a screen like the one below. You will need to enter your
username (the email that was used to create the account) and your password. If you do not remember your password, click ‘Forgot Your
Password’ and your security questions will be used to allow you to reset the password.
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APPLYING FOR A LICENSE, PERMIT, OR REGISTRATION

There are two main ways to access the permitting system to complete an application or submit data to the Department. Both are described
below.
When you log in to the permitting system, this will be the first screen you see. It is the 'Home' screen. If you click the 'Home' button (circled
below) at any time, you will be returned to this screen.

10

FACILITY APPLICATIONS

To apply for or renew a license, permit, or registration with the Department, you will need to start a new form. You will get to this screen by
clicking ‘browsing the available forms’ or ‘Apps, Requests and Reports’ on the Home page. On this page, click the ‘Start New Form’ button
as circled below.
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If your facility has submitted application(s) to the Department in the past, you will see the screen below. To renew or revise a previously
submitted application, select ‘Permit Change Forms’. To fill out an application for a new permit, license, or registration, select ‘All Other
Forms’.
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You will then be taken to a list of available forms. For each type of facility, there will be a form for new facilities to apply and another form for
renewing a license, permit, or registration. Please chose the appropriate form. You can search terms in the 'Form Name' and/or
'Description' filters (circled below). Once you highlight the form you need to fill out, the appropriate 'Begin Submission' button will be
activated. Click this button to start working on the form.
As more Department Programs transition into the permitting system, more forms will be added to this list.
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CREATING A SITE - New Licenses, Permits, and/or Registrations

Before an application can be filled out, a Site must be created. This Site is the location where regulated activities occur. The Site Name should
be the name of the company or the owner of the business, if the business is not a company. For example, the Site Name may be the same as
the name of the organization as filed with the Secretary of State.
Once you have entered the Site Name, the 'Begin Submission' button (circled below) will be activated. Click to begin submission of the
application you have chosen for this site.
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COMPLETING AND SUBMITTING AN APPLICATION

Each application form will have its own sections and instructions. Please contact Program staff if you have questions about the information
needed. All required information must be entered before the form can be submitted.
The final Section (Certify & Submit) of any application has an option to Save and Exit (circled below) so that you do not have to complete the
form in one session. If you Save and Exit, Department staff will not have access to any of the information on the form until the form is
submitted. You do not have to complete all information on the form to reach this Section. It can be selected by clicking on the Section name
in the left portion of the screen (circled below).
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You can move throughout the application without having to enter all required data but the system will not allow you to submit the application
until all required data has been entered. The Section that is missing information will have a red 'x' next to it (see Disposal Section circled
below) and the 'Submit Form' button will not be available. If there is a fee associated with your application, the amount will be displayed in a
tag at the top of the screen (circled below). Submission of the application is taken as agreement with the Certification Statement on the final
page of the Application. To submit the Application, click ‘Certify & Submit’ as circled below.
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If there is a fee associated with your application, you will see the screen below. Click ‘Online’ to be taken to the SC.GOV website to pay the
invoice. To print an invoice, click ‘By Mail’. Payment due upon receipt, past due 30 days from invoice date.

BECOMING A SYSTEM USER

If your site already has a license, permit, or registration with the Department, the Department, or another Authorized User, has provided or
can provide an invitation or verification code. This will tie your account to the site that is already in the system. You will receive this invitation
or verification code by email or post from the Department. An example of an email sent with an invitation is shown below.
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If you receive a verification code by mail, click on 'Enter a Verification Code' on the Home Screen. You will be taken to the User Screen
where you can enter the Verification Code provided in the Verification Code box, circled below, then click ‘Submit’.
If you are associated with more than one facility or Department Program, you will receive separate invitations or Verification Codes. Once you
enter and submit a code, you will be able to enter and submit another code.
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You will get a notification on screen once you have successfully activated the link sent in an email or entered a verification code from a letter.
You can then sign in to the system to connect to your site by clicking the button as circled below.
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SUBMITTING A RENEWAL APPLICATION

Log in to the system (see LOG IN Section for assistance, if necessary) use the menu on the left side of the screen to select the site you are
applying for by clicking the orange arrow. You should only see the site(s) you were invited to apply for. You can then follow the instructions
shown in the COMPLETING AND SUBMITTING AN APPLICATION Section above.
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REVISING AN APPLICATION

An application can be revised, if necessary, before it has been processed by the Department. To access the application, log in to your
permitting system account (see LOG IN Section, if needed). You will be taken to the Home Screen. Select ‘Apps, Requests, and Reports’ as
circled below.
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Select ‘Continue Draft & View Submitted Forms’ as circled below.
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You will be taken to a list of all the forms that you have created, with the status of each. Once you highlight the form you need to fill out, the
appropriate 'Begin Submission' button will be activated. Click this button to start working on the form.
Items with a status of ‘Completed’ cannot be revised. If new information needs to be provided for applications with a ‘Completed’ status, a
new application will need to be created. See the COMPLETING AND SUBMITTING AN APPLICATION Section to create a new
application.
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If you open a document, you must review the document again before it can be resubmitted, even if you do not make any changes.

25

INVITING OTHER USERS

To invite other users to view, edit, or administer information in the permitting system, click in the Select Site (or All) box on the left side of the
screen and select the site the new user will have access to. It may be useful to have other users if other people interact with the Site (e.g.,
Billing, Administrative) or for times when the initial user is unavailable (e.g., vacation, change of position).
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The menu on the left side will display options for Sites. Select ‘Authorized Users’ as circled below.
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Click ‘Invite User to Join’ as circled below to invite a new User. They will receive an invitation as described in the BECOMING
SYSTEM USER Section.
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Fill out required information for the new user. Roles are described in the right column. Once the information has been entered, the ‘Send
Invitation’ will be activated (as circled below). Click to send the invitation. The new user can follow the instructions in the BECOMING A
SYSTEM USER Section above.
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