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Overview and Introduction 
The Oregon Department of Environmental Quality has instituted the use of a modernized, cloud-based tool for 
a selection of compliance programs within the agency and several business processes that involve the public 
and regulated entities.  

Your DEQ Online is an Environmental Data Management System designed to combine current DEQ processes 
across air, land and water divisions in one convenient and easily accessible portal. The system enables users 
to submit applications, upload reports, enter data, check the status of applications, pay fees or fines, and 
manage account activity. In addition, the system allows for greater public access to environmental data without 
the need to request this information from DEQ staff. 

Starting in January 2024, members of the regulated community such as permit holders licensed providers and 
others must use Your DEQ Online when engaging with the Underground Storage Tank program at the Oregon 
Department of Environmental Quality. 

This guide is intended for the use of Permittees and provides a detailed explanation of how to submit an 
Underground Storage Tank owner permittee modification by using Your DEQ Online.  

https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online.aspx
https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online.aspx
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1. Logging in to Your DEQ Online 
Your DEQ Online is a platform that requires each Responsible Official to create a user account. This allows the 
user to electronically pay invoices and fees, obtain permits and licenses, and submit documents to the Oregon 
Department of Environmental Quality. 

Please visit the Your DEQ Online Account Registration resource to learn more about which account type to 
select and detailed steps in registering or updating your user account.  

Once you have established your user account, use the account registration guide to make Account Type 
selections such as “Responsible Official”, the submittal group “Underground Storage Tanks” and linking to your 
facility or facilities. Next, login to the Your DEQ Online Public Portal by entering your username and password, 
then clicking on the “login” button. 

2. Start a New Submittal 
2.1. Navigate to submittals list 

Once you have logged into your Your DEQ Online account, select the ‘Start New Submittal’ icon in the top left 
corner of the screen. This will open list of new submittal options. 

  

https://www.oregon.gov/deq/permits/Pages/Account-Registration.aspx
https://ordeq-edms-public.govonlinesaas.com/pub/login?web=1
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2.2. Locate and select the UST Tank – Financial Responsibility 

To find and select “UST Tank – Owner/Permittee Modification”, either enter criteria to narrow your search, or 
use the scrollbar to the right to view selections and locate the submittal. Click the “plus” icon to open the form. 

  

2.3. Enter “Basic Info” and select facility 

Tabs across the top of the form are marked with red alert symbols until required information is entered. Once 
required information is provided, red alert symbols disappear. Click the “save” button in the lower right corner 
before proceeding. 

Navigate to “Basic Info” tab and complete required fields. Afterward, click the “save” button. 
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Select Your Facility by using the dropdown menu. Click on the down-pointing arrow at the right side of the 
“Select your Facility” box. Move your cursor to the facility you wish to select for the submittal.  

 

If the Tank Owner information or the Property Owner information is the same as the Permittee, you may click 
the “Copy from Permittee” button to populate the fields with Permittee information. 
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Always click on the “Save” symbol in the lower right of the screen to save the information you have entered. 
You are now ready to upload attachments. 

3. Add Attachments – Signature Page 
Save your changes and leave the “Basic Info” tab, then proceed to the “Attachments” tab.  

3.1. Prepare and upload the Signature Page 

Required attachments are listed in the right column of the screen. Locate the Attachment Type called 
“Signature Page”. Click the blue “here” link to download. 
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Steps for completing the Signature Page: 

1. Print the signature page document. 
2. Obtain the required signatures. A signature is required for each of the signature fields, even if this is the 

same person signing for different roles. 
a. The “Tank Owner”, “Permittee” and “Property Owner” must each sign in the spaces provided, 

even if the same person is signing in both places on the form.  
b. The names of the “Tank Owner” and “Permittee” must match records on file with the Oregon 

Secretary of State Corporations Division. 
c. The name of the “Property Owner” must match the name of the County Deed.  
d. If a business is registered as the “Tank Owner” or “Permittee”, use the legal business name to 

register the Underground Storage Tanks. 
3. Scan or take a clear photograph of the completed, signed document to create a digital copy.  
4. Click the “Click to Upload or Drag Files Over Here” bar to navigate to the documentation you wish to 

attach or drag the file from the location on your computer to that upload bar. 
5. Always click on the “Save” symbol in the lower right of the screen to save the information you have 

entered.  
6. After saving the information, click on the Attachment tab. 



Submitting Owner Permittee Modification   
Version 1.0  

Oregon Department of Environmental Quality    Page 10 of 22 

 

 

 

Please note: If the incorrect documentation is added, your submittal will be rejected. You will receive a 
notification of this and will need to upload the correct files. 

3.2. Identify the file type 
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After you upload documentation, the type of file must be identified. Click inside the Attachment Panel to 
expand it. Next, select “Click on the document to identify the attachment type” which will open the menu of 
choices. 

 

Once you have completed this, the documentation will appear in the “Attachments” tab with file type and date.  

 

Always click on the “Save” symbol in the lower right of the screen to save the information you have entered. 
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4. Payment 
Once you have saved changes made on the “Attachments” tab, proceed to the “Payment” tab. “Saving” your 
submittal is required before proceeding to payment. 

  

After saving, the “Pay Amount Due” button appears. 
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Note: Technology fee is applied regardless of payment method. This is a standard transaction fee in Your DEQ 
Online. If paying by credit card, an additional credit card transaction fee is applied to the total amount due.  

Learn more about Your DEQ Online payments: https://www.oregon.gov/deq/permits/Pages/Payments.aspx. 

4.1. Check by Mail Payment 

Click the Pay Amount Due button and select “Check by Mail” from payment method options. The check must 
be made payable to and mailed based on the information provided on the screen. Mail this along with the 
submittal receipt. Select “Confirm Check by Mail” to proceed. The submittal will not be processed by DEQ until 
the check with submittal receipt is received. 

 

4.2. Credit Card or ACH Payment 

To make payment with a credit card or through ACH, bank transfer, select the “Pay Now” button.  

https://www.oregon.gov/deq/permits/Pages/Payments.aspx


Submitting Owner Permittee Modification   
Version 1.0  

Oregon Department of Environmental Quality    Page 14 of 22 

 

 

Next, you will see message before the Your DEQ Online “DEQ GovOnline Payments” secure system opens. Click 
“OK” to continue.  

 

This is followed by a welcome to DEQ GovOnline Payments. This presents the option to register a username 
and password to save payment information or continue without registering. 
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If registering, you may find that your name and address appear in the contact information window. Enter the 
contact phone number before proceeding. 

 

If making a Credit Card payment, complete the “Payment Method” section, then click on the “Continue” button. 
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If making a ACH payment, enter bank account information, then click on the “Continue” button. 

 

Review your payment information on the “Review Payment” screen. You will need to accept the Terms and 
Conditions by checking that acknowledgement box. Next, click on the “Confirm” button at the bottom of the 
page. 

 

On the confirmation window, you will find the transaction confirmation number. You may print this page for 
your records. Click on “Return to Your DEQ Online” and “OK” in the popup to return to the submittal. 
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In the submittal process, after ACH or Credit Card payment, the balance will be zero and the payment method 
will be recorded. 

 

5. Review and complete submission 
5.1. Review the submission and attachments 

Select the “Review” tab to begin a review of the information and documentation. Under the “Submittal Form 
Summary” section, click on the PDF icon to open the “Submittal Document” for options to save or print. 

5.2. Complete submission 
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After reviewing, proceed to the “Submission” tab and click the required acknoweldgement checkbox. This will 
activate the “Submit” button. Select “Submit” to proceed.  

 

5.3. View receipt and submittal form 

The next screen will acknowledge successful submission. Options will appear for viewing and printing the 
receipt and the submittal form.  

 

 

A submittal receipt paid in full will reflect the amount paid and payment method. If electing to pay by check, 
be sure to print the submittal reciept to be mailed together with payment as soon as possible to avoid 
delays in completion of your submittal. 
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The “Submittal Form” will show Responsible Official, Facility, Permittee and Tank Owner information. 
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5.4. Finish the Submission 

To complete the submission, click the “Finish” button at the bottom of the “Submission” tab. After doing this, 
you will be returned to the “Submitted Submittals” page to confirm your submission. You’ll see that the 
“Complete Submittal” is recorded. 
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6. Helpdesk and Resources 
For more information, training and resources, go to the Your DEQ Online Help page. For technical assistance, 
contact the Your DEQ Online Helpdesk. 

https://www.oregon.gov/deq/permits/Pages/Your-DEQ-Online-Help.aspx
https://oregondeq.atlassian.net/servicedesk/customer/portal/2
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