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The purpose of this training is for users to 

learn how to review or enter information 

on their site in ePermitting.



From your home page, you will be able to enter any of the options listed on the left to review information on 
your site. From here you can also click Browse Forms or Start a New Form in the left-hand menu to complete 
and submit new forms. To revise a previously submitted application, select Submissions in the left-hand menu. 
To view fees, select Financials.  To view available documents, select the Documents option.

Tip: The appearance of your screen may change based on its resolution. To change the resolution of your screen, use 
CTRL + or CTRL - to change the resolution of your screen. 
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The Dashboard can be used to ensure that you are on task and do not have any outstanding items. You can view the options at 
the top of the screen: Priority, Upcoming, As Needed, Draft, In Process and INVOICES on the right of the screen. In this image, 
you can see there is are 6 invoices with outstanding fees. You will be able to click on the INVOICES area to be taken to the 
Financials area to satisfy payments (See PAYING INVOICES training for more information).
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The notifications icon will house any notifications that are sent to you. This screen will also keep you on task 

with notifications such as payments that are due, violations found on your site, inquiries on applications, etc. 

If you click View All, you will see the possible statuses of notifications.
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The Site Details section shows basic information about a selected site. You can use the scroll bar to the right to scroll 

down and review all of the details. There are sections on the right and at the top to access additional information. On 

the right, there are sections for the status, alternative names, and other actions. At the top, you can access information 

such as a map (Site Plan), contacts, and related sites.
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From the details screen, click on contacts. If contacts are listed, you can click the green ‘Open’ 

button on the far right to see more information or View History to see any changes.
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The Submissions menu item is where you will view draft, submitted, and completed applications 

for sites, permits, licenses, etc. 
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The permit section shows all permits associated with the site or sites that you have access to. You can find the permit 

number, permit type, agency contact information, corresponding issued and expiration dates and the permit status.
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The violations section will house the violations that have been found on your site or sites. They 

will be listed by the site, category, type, description, non-compliance date and status.
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Compliance and Enforcement Actions are listed in this section for each site. Here you can find 

information such as the action type, action number, program, date and status.
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This is your financials list and it is a record of fees paid via ePermitting. You can find information such as a description 

of the fee paid, the reference number, date, total amount, and amount due. Fees that have not been paid are highlighted in 

red and are always at the top of the list and fees that have been paid are highlighted in green. To pay an invoice or get 

more information, click Open.  To select invoice(s) to pay, select the box next to the appropriate invoice or the one next 

to 'Description' to select all open invoices.
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Once you have opened an 

invoice, you can select Pay 

Online to pay by credit card or 

eCheck or you can select 

Generate Payment Voucher to 

create a document with the 

invoice details.
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This is the documents section and it houses documents loaded to the site(s) that you have access to. You can 

download document(s) for review by clicking the box next to the desired document or by clicking the box next to 

‘Name’ to select all documents listed. To download the document(s), click on the green download button to the right 

of the document or the download button on the bottom left (visible once document(s) selected).
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This is the Authorized User section and it lists an authorized user(s) name, role, email address, the date they joined, 

and their status. The page is filtered for Active users by default but you can adjust the filter if needed. You can click 

the open button next to the user to review their information. To invite people to be an authorized user for your site, 

click the ‘Invite User to Join’ button at the top. Only Administrators can invite additional users.



Get in touch

email@des.sc.gov

des.sc.gov @SouthCarolinaDES

@SouthCarolinaDES

South Carolina Department of 

Environmental Services

South Carolina Department of 

Environmental Services

@SC_EnvServices
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