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Document Overview 

This document walks through the AccessDEQ Application Portal in the Permitting Transformation Program 
(PTP) solution created for the Underground Storage Tank (UST) Program permitting. 

More information about the UST program is on NC DEQ’s Underground Storage Tank webpage and the UST 
Permitting and Inspections Branch webpage. 

A revision history and approvals for this document are recorded in Appendix A.  

Helpful reference information may be found in Appendix B. 

Brief instructional videos can be found on DEQ’s YouTube channel in the AccessDEQ Portal Instructional 
Video playlist.   

  

https://www.deq.nc.gov/about/divisions/waste-management/underground-storage-tank-section
https://www.deq.nc.gov/about/divisions/waste-management/underground-storage-tanks-section/permits-and-inspection-branch
https://www.deq.nc.gov/about/divisions/waste-management/underground-storage-tanks-section/permits-and-inspection-branch
https://www.youtube.com/playlist?list=PLsBpAjvXXIH1kogDtF6XDRe2Z0qJMzbXY
https://www.youtube.com/playlist?list=PLsBpAjvXXIH1kogDtF6XDRe2Z0qJMzbXY
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General Instructions for Portal Users 

• The left-hand navigation panel is accessible throughout AccessDEQ and can be toggled open or closed by 
clicking the hamburger icon  in the top left of the screen.   

• Clicking the Action button on the Applications grid displays available options, such as sharing, viewing, or 
editing.    

• Fields or grid rows with a pencil icon  or the edit button allow editing upon clicking the icon.   

• Fields displaying a down caret indicate a drop-down list is available.  In some cases, an Add New 
option displays indicating an option to create a new choice.  

• Fields on the application marked with an asterisk * are mandatory fields and cannot be left blank. Users 
will not be able to proceed if a mandatory field is left blank.  

• The Add Existing option on grids will display a list of existing records that can be selected from a drop-
down list and added to the grid.   

• The Add option on grids can be used to create a new record 

• Location and contact information records may be stored with the portal user account allowing the user 
to select from their own list for certain fields within an application.  At the beginning of a new PCSW 
application, a user may have none of these associated records.  

• Columns in most tables can be sorted by clicking the column heading.  Where vertical ellipses (dots) 
appear in the column heading, clicking on the ellipses displays a menu of available options, such as 
column sorting and filtering.  

• Text boxes appearing with diagonal lines at the bottom right can be expanded or reduced by clicking in 
the area then dragging the box’s bottom line down or up. 
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AccessDEQ Home & Registration 

The home page for AccessDEQ is https://accessdeq.nc.gov.  The user portal home page is 
https://portal.deq.nc.gov/my-accessdeq. Users who are not signed in will be presented with the login 
screen where new users can use the Register now link to register for a new account.  This screen can also 
be reached using https://portal.deq.nc.gov/login.    

 
Applicants can fill out the required information and click Register.   

 
A confirmation email from the address DoNotReply-DEQPermits@deq.nc.gov containing a link to activate 
the account will be sent to the email address on the registration.  Upon logging in for the first time the user 
will be prompted to set up security questions and answers for their account.  Then the user must sign the 

https://accessdeq.nc.gov/
https://portal.deq.nc.gov/my-accessdeq
https://portal.deq.nc.gov/
https://portal.deq.nc.gov/
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Electronic Signature Agreement (ESA). This will only be required once. To sign the document click Sign 
Electronically & Submit. 

 

Some browsers may not display the preview of the agreement document.  The agreement can be opened by 
clicking the Open ESA Document link. 

 

 

Next, the user will enter their password and answer a 
security question to complete signing. 

Once that is complete, the user will be directed to their 
account Profile to enter a phone number.   

Other optional fields can also be completed.  Adding 
entries for such fields as company name and job title is 
advisable for consultants and those who will be signing 
and submitting applications. 
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The left-hand navigation menu is accessible anywhere within AccessDEQ.  Users may toggle it open or 
closed by clicking the hamburger icon  in the top left of the screen.  Each tile on the Home page is also an 
entry in the navigation menu.   

  
Left-hand Navigation Menu Expanded Left-hand Navigation Menu Collapsed 

 

From the Settings menu, users may perform operations such as updating their security questions or initiate 
identity proofing.  Settings can be reached anywhere within AccessDEQ from the  Settings section in the 
left menu and navigation panel.  Clicking the heading will expand or collapse the section. Settings may also 
be reached by clicking the Settings tile on the Home page. 

 

OR 
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UST-6A (Pre-Installation) New Application 

Starting A UST-6A Application  

After signing into the portal a user may create a new application from the application Directory by clicking       
 Start New Application from the left-hand navigation or by clicking the Start a New Application tile on 

the Home screen. 

 

OR 

 

The application Directory will open from which an application may be started for a UST Pre-Installation (UST 
6A) finding the selection for UST-6 and clicking Start.  
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The Directory may also be accessed from the Applications page of My AccessDEQ.  It can be reached by 
selecting it from the left-hand navigation menu or the tile on the Home screen. 

 

OR 

 

Clicking on Start New Application at the top of the list will open the application Directory. 
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Application Introduction 

The first page contains information about the UST-6 application.   

 

Clicking Continue at the bottom of the screen will start a new application.  
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Each application is automatically assigned a unique permit application number (PA-######). Users can leave 
and return to applications in progress without having to re-enter information.  Unsubmitted applications 
can be revised at any time.  They are accessed from the Applications Grid. 

 

As users progress through 
the application, they can 
use the Back and Save & 
Continue buttons at the 
bottom of the screen to 
step back and forth through 
the application. Entered 
information is saved once 
Save & Continue is clicked. 

A stepper display illustrates 
the progression within the 
application 

Note: As users progress 
through the application, the 
steps appearing on the 
Stepper Display may change 
according to the contents 
provided in the application. 
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Installation Type & Location 

The first page of the application collects basic information about the installation. 

Users can enter the Projected 
Installation Start Date or leave it 
blank and select the appropriate 
Reason. 

Users can select the UST System 
components to be installed 
from the dropdown: 

 
 

 

 

Next the user can enter or select Location of UST System.  To add a new facility users can click Add New.  
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A modal window will appear allowing the user to enter information about the facility’s name and location.   

 

 

In the Physical Address section, the user can 
select the location address type: 

 

 

 

For location types with an address or a 
geographic point, the user can use their 
mouse to move around the map.  The + 
and – signs in the top left of the map zoom 
in and out.  

Users can also use the search bar to enter 
the address/coordinates of the site.   

 

 



 
State of North Carolina  

Department of Environmental Quality 
 

ACCESSDEQ USER GUIDE – UNDERGROUND STORAGE TANK PERMITS Page 15 of 43 
 

When the user selects a point on the 
map the latitude and longitude are 
automatically filled.  If the point on the 
map has a street address associated with 
it, the address will also automatically be 
filled in.    

These values can be manually overridden 
by the user.  

 

 
 

 

In the Mailing Address part of the form, the user 
can click the Copy Physical Address button to 
have the address field values from the physical 
address copied into the mailing address fields.    

Clicking the Submit button at the bottom of the 
form completes the entry of the facility’s name 
and location. 
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Note: If the user needs to change the 
information before the permit 
application is submitted, they can 
click  View/Edit to edit the 
information.   

However, if a location has a Permit or 
a submitted Permit Application 
associated with it, the information 
cannot be edited.  Instead, the user 
can use Add New to create a new 
location. 

 

 

To select an existing facility, users can start typing the facility’s name or address into the search bar.  
Matching facilities will be displayed.  The user can select the correct facility. 

 

Note: The system will 
only display a few 
matches at a time.  To 
narrow down the list, 
the user can continue 
typing name or 
address information. 
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Key Stakeholders 

For new installations, the user can enter information about the key stakeholders for the UST system.  For 
existing installations, changes in owner and operator information is not possible on the 6A. 

 

To add contacts, users can open the 
drop down and click Add New. 

 
Once contacts are entered, users may 
be able to select them in subsequent 
contact fields. 

Grids for Ownership and Operator 
allow ability to enter multiple rows if 
necessary. 

To copy the entries from the 
Ownership grid into the Operator grid, 
users can use the toggle. 

   

When adding contacts a modal window appears with contact information fields to complete.  Fields marked 
with a blue asterisk * are required. The user can complete the fields and click Submit at the end to add the 
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contact information. For the remainder of the application, the contacts entered may appear as options from 
which to select for subsequent contact fields. 

 

The user can select the type of contact and enter 
the appropriate information. 

Clicking Submit completes the entry of the contact 
information.   

 

When entering address information for contacts, 
there may be an option to copy the mailing address 
information to the physical address information. 
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Ownership of UST System and Operator of UST System records can be added to grids, allowing the user to 
add as many records as appropriate. The grid works in a similar way to the other contact fields.  

To add a new contact, the user can click the  Add button in the heading of the grid.  The user may repeat 
this as many times as necessary. 

 

To add a new contact record for an owner or operator, users can click  Add New at the top of the 
dropdown.  To select a contact record previously entered, users can select it.  They may also enter search 
terms to narrow down the list. 

 

 

For owner and operator contacts, an additional 
set of information is required. 

Users can select the appropriate Affiliate and 
Owner type, indicate whether the contact is a 
real property owner, and indicate the start date 
of the ownership/operatorship. 
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Users can edit contact information by using the pencil icon.  For the owner and operator grids, users may 
use the buttons in the grid.  Note: an application can always be edited at any time until it is submitted. 
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Scope of Proposed Work 

On this page the user can enter information about the proposed scope of work.  

Under General, users can select 
whether the work is for a new 
UST facility, an expansion of an 
existing facility, or replacement 
of existing components. 

Users can enter additional 
description information.  The 
display of the text field can be 
expanded or reduced by clicking 
and holding the handle at the 
bottom right of the text box.  
Entered information will be 
retained regardless of the size of 
the text box 
. 

 

 

For other than ground up 
installations, users should select 
all the applicable Components 
of the proposed work. 
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Tanks at this Location/Facility 

On this screen users can add tanks to their UST-6A application.  They can click the  Add button to add 
tank information.  The added tank(s) will appear in the grid.  The Make a Copy of Tank button allows users 
to select a tank from the grid to copy its information to simplify adding tank information. 

At least one tank’s information must be added.  After that, the Make a Copy of Tank button can be used. 
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The Add button brings up a series of forms in which the user can enter information about the tank.   

 

The user can fill out the tank forms, using the Back 
and Save & Continue buttons to navigate through the 
tank forms. 

 

There are several fields with dropdowns from which 
the user can make a selection.  Users can scroll 
through the list, or can search/narrow down the list 
by typing into the search bar: 

 

Once the tank’s information has been completed, it appears in the grid, and can be copied, edited or 
removed. 
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To copy a tank in the grid, users can click the Make a Copy of Tank button. 

 

The user can select the tank from the grid to copy and 
indicate the number of copies and the tank ID for 
each copy, separating the values by a comma.  
Clicking Submit will make the copies. 

 

The copied tanks appear in the grid.  The user can use Edit to change the copies as appropriate. 
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Tip: When making edits of copied tanks, if Save 
& Continue has been clicked on each tank 
screen where the user made changes, the tank 
edits have been saved, and the user may click x 
at the top right of the tank modal window to 
exit.   

 

After the user is finished adding and editing tanks, they can click Save & Continue.   
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Compartmented Tanks 

If the user added compartmented tanks, this form is shown which allows the user to select the main tank 
for each compartmented tank that was not designated as a root tank.  

 

The top grid displays non-root 
compartmented tanks which need a root 
association.  The bottom grid displays 
tanks which have already been associated 
with a root tank. 

To associate a tank with its root, users can 
click the Edit button.  A modal window 
appears which allows the user to select 
the root from the list of tanks which were 
designated as a root tank. 

 

 

Once compartmented tanks are associated with a root tank, they are added to the grid at the bottom.  The 
user may click Edit to change the assignment. 

 
  



 
State of North Carolina  

Department of Environmental Quality 
 

ACCESSDEQ USER GUIDE – UNDERGROUND STORAGE TANK PERMITS Page 27 of 43 
 

Manifolded Tanks 

If the user added manifolded tanks, this form is shown which allows the user to associate manifolded tanks 
into a companion group. 

 

The top grid displays manifolded tanks 
which need to be grouped.  The bottom 
grid displays tanks which have already 
been associated with a group. 

Users should click the Edit button for one 
of the tanks which was designated as first 
in manifold tank group to add its group 
members.   
 

 

Step 1: Click Edit on a tank designated first in a manifold group. 
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Step 2: Select from the dropdown a companion 
tank to add and click Save & Continue  

Step 3: Click Add/Remove Another Tank to add or 
remove a companion tank. Or click Submit if finished. 

  
 

The user can repeat the steps unil the manifold group designation is complete. 
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Containment Sumps 

The  Add button on the Containment Sumps screen allows users to add sumps to the 6A.  The Make a 
Copy of Sump button allows users to select a sump from the grid to copy its information to simplify adding 
information for multiple sumps. 

After a sump has been added, the Make a Copy of Sump button can be used. 
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The Add button brings up a form in which the user can enter information about the sump.   

 

There are several fields with dropdowns from which 
the user can make a selection.  Users can scroll 
through the list, or can search/narrow down the list by 
typing into the search bar: 

 

The user can fill out the form and Submit at the 
bottom to add the sump to the grid. 

 

Once the sump’s information has been completed, it appears in the grid, and can be copied, edited or 
removed. To copy a sump in the grid, users can click the Make a Copy of Sump button. 
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The user can select the sump from the grid to copy 
and indicate the number of copies and the sump ID 
for each copy, separating the values by a comma.  
Clicking Submit will make the copies. 

 

The copied sumps appear in the grid.  The user can now use Edit to change the copies as appropriate. 
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Attachments 

On this screen the user can upload the required supporting documents for the application. 

 

 

To upload a file users can click 
Select files… or drag and drop 
a file into the shaded area. 

A signed and sealed drawing 
and UST-6C schedule of 
materials is required for all 
submissions. 

Users can indicate they will be 
submitting a UST-15A and 
financial responsibility 
documentation later, or they 
may upload them now. 

Users should use the N/A 
toggles for the recertification 
checklist and the UST-20, 
respectively, if they are not 
applicable. 

As files are added to the 
application, they appear in the 
document upload area and the 
grid at the bottom of the 
screen.  To remove a file 
attachment from the 
application, users can click the 
x in the file upload area, or the 
Remove button on the grid. 

 

Changes, including to document uploads, can only be made to applications which have not yet been 
submitted, or which have been returned for revisions. 
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Share This Application 

Users who will not sign and submit the application can share it with someone who will.  Users can also share 
applications with colleagues or others who should have access.  If an application has not been submitted, 
share recipients can edit the application.  

Applications can be shared at any time, and applications can also be shared from the Applications Grid.   

 

Clicking  Add at the top of the 
grid allows users to enter a share 
invitation to other users.  

 

 

After clicking   Add at the top of the grid a modal window will open where the user can fill out the 
invitation. The sharing user’s name is automatically filled in.   

The Email Address of the invitee must be entered and their Role must be selected from the dropdown. 
There is also space for optional comments which will be inserted into the email that is automatically sent to 
the share recipient once Send Sharing Invitation is clicked. 

The Accepting Shared Applications/Permits section in this document has more information. 
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The Email Address that is/will be associated 
with the recipient’s AccessDEQ portal 
account must match the email address 
entered here.   

If the wrong email address is used, a new 
share invitation can be issued to the correct 
one. 

Invitees who will be submitting the 
application should have the role Responsible 
Official or Delegated Responsible Official. 

  

For others, users can select the role that 
seems most appropriate.  If unsure, the role 
of Preparer can be used. 
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Users may continue clicking  Add to send more share invitations.  Once entered, the invitations appear in 
the grid.  Invitations in Pending status have not yet been redeemed, those in Redeemed status have.  

Users who will not be submitting the application can use Save & Exit when they are finished on this screen.  
Users may always return to the application before it has been submitted to make revisions.  Users who will 
submit the application can click Save & Continue to proceed. 
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UST Review and Sign 

Users can click the Review Application button to view, download, or print the generated application 
document.  A user who can submit the application can select “Yes” to the attestation and enter their name 
and title, then click Submit to submit the application. 

 
Once the application is submitted, the user can view information and status about it, begin a UST-6B, UST-
6A Major Modification, UST-6A Minor Modification or Fuel Drop request from the Applications Grid.   
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Accepting Shared Applications/Permits 

A portal user can grant access to others for permit applications or permits by using the sharing feature. The 
Share This Application and Applications Grid sections in this document have more information for users 
who want to share.  

When a user shares an application or permit, the recipient is sent a message from the email address 
DoNotReply-DEQPermits@deq.nc.gov which includes information about the permit or application.  The 
subject line of the email contains [Sharer] has shared a permit or permit application with you on 
AccessDEQ. 

If the recipient does not already have a portal account in AccessDEQ, they can register an account. The 
sharing invitation is automatically accepted when the user activates their account and signs in. 

 

An example of a permit 
application sharing email 
message sent which includes 
instructions to register an account 
and a link to the applications grid 
from which the user can access 
the shared permit application. 

 

An example of a permit sharing 
email message sent to a share 
recipient whose email address 
matches a current AccessDEQ 
portal account. 

 

It is important that the email address to which the sharing invitation is sent matches the email address 
that is/will be associated with the invitee’s AccessDEQ portal account.  In the event a user sends a sharing 
request to the wrong email address, the sharer can re-send the invitation using the correct email address 
for the recipient. 

Once the user signs in, access will be granted and the shared permit or permit application will appear in the 
recipient’s Permits & Projects and/or Applications section in My AccessDEQ.   
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Applications Grid 

A list of a user’s applications may be accessed from the Applications page in AccessDEQ.  It can be reached 
by selecting it from the left-hand navigation menu or the tile on the Home screen. 

 

OR 

 

The Applications grid shows the applications to which the user has access. This includes applications 
created by the user or shared with the user. 

The user can filter entries appearing in the grid. Clicking on the permit application number (PA-######) in 
the Application column will take the user to the application.  If the permit application is in the status of 
“Not Submitted” or “Awaiting Applicant”, the permit application will open for editing.  If the permit 
application is in any other status, the Application Details screen is displayed. 

 
 

The Actions button also allows users to view the Applications Details screen 
by selecting View Details.  There are other options such as Share 
Application or Edit Application.  

The Share This Application section of this guide has more information about 
sharing applications. 
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The Application Details screen shows information about the application.  If a Fuel Drop Request, UST-6B, or 
UST-6A Major Modification is available, they can be started from here.  
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Withdrawing an Application 

This can be done by selecting Withdraw Application from the Actions menu on the Applications grid.  

  
 

Initiating Withdraw Application takes the user to a screen where they can provide the reason for the 
withdrawal and submit the withdrawal request.   

Note: A withdrawal request cannot be undone. Withdrawn applications cannot be reactivated.  Should the 
installation resume, a new application is required.   
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Invoices 

Users can continue to make UST payments using ePayments found at https://epay.deq.nc.gov/ust-
epayments.html.   

 

 
 

 

 

  

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fepay.deq.nc.gov%2Fust-epayments.html&data=05%7C02%7Cchristi.haynes%40deq.nc.gov%7C300d9eca67174a6aeea908de3da55252%7C7a7681dcb9d0449a85c3ecc26cd7ed19%7C0%7C0%7C639015977438682021%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=ytfQtSU1Dxgody6BEj2QkwKwOsB%2FjKcduyB2ZrCYPyA%3D&reserved=0
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The change history of the document is recorded in the Revision History Table. 

Version Version Description Details 

1.0 Initial version of the user guide. 
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Appendix B – Helpful Information 

The North Carolina Department of Environmental Quality (DEQ) Permitting Transformation Program (PTP) is 
the initiative behind AccessDEQ.  Information about it can be found at 
https://www.deq.nc.gov/accessdeq/permitting-transformation-program. 

Information about all DEQ permitting and a link to a list of all permits, including those not currently part of 
AccessDEQ, can be found at this web address: https://www.deq.nc.gov/accessdeq/permit-directory. 

 

Description Web Address 

North Carolina AccessDEQ homepage https://deq.nc.gov/accessdeq 

Sign into or sign up for an AccessDEQ portal account https://portal.deq.nc.gov/login 

My AccessDEQ user portal homepage https://portal.deq.nc.gov/my-accessdeq 

General guide to the My AccessDEQ portal https://portal.deq.nc.gov/help/getting-started-guide 

Answers to FAQs and commonly used acronyms https://portal.deq.nc.gov/help/faqs-and-acronyms 

Links to all AccessDEQ portal application user guides https://portal.deq.nc.gov/help/user-guides 

North Carolina DEQ YouTube Playlists https://youtube.com/@NCDEQ/playlists 

https://www.deq.nc.gov/accessdeq/permitting-transformation-program
https://www.deq.nc.gov/accessdeq/permit-directory
https://deq.nc.gov/accessdeq
https://portal.deq.nc.gov/login
https://portal.deq.nc.gov/my-accessdeq
https://portal.deq.nc.gov/help/getting-started-guide
https://portal.deq.nc.gov/help/faqs-and-acronyms
https://portal.deq.nc.gov/help/user-guides
https://youtube.com/@NCDEQ/playlists
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