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[bookmark: How_to_Add_new_organization][bookmark: To_add_a_new_Organization_to_FACTS_accou]HOW TO ADD A NEW ORGANIZATION
To add a new Organization to a WWeP account, please follow these steps:

1. If this is the first time you are logging in to WWeP, you will see a button to “Register the Permitted Organization.”


2. Click “Register the Permitted Organization,” and it should lead you to the following screen:











a. Search for your organization by typing the name in the “Organization” Field or the DP number in the “Permit Number” field (NMDP0####) and then clicking “Search”. 

3. If your organization does not exist in the WWeP system, you can add your organization by clicking “Next”.

a. [image: Graphical user interface

AI-generated content may be incorrect.]Fill out your organization’s mailing information on the next screen and click “Save:
Please note that a New Organization can be added or modified at any time in the future by clicking “Organizations and Contacts.”











[bookmark: _Hlk205474424]REQUEST ACCESS TO AN EXISTING ORGANIZATION
Only Permitted entities have an organization in WWeP. Please follow these steps to Request Access to an Existing Organization as a Preparer.

1. Use the “User Registration Management” instructions to create a WWeP account. 
2. Log in to WWeP
3. Click “Register the Permitted Organization” on the “Home” page.

4. Search for your organization by typing the name in the “Organization” Field or the DP number in the “Permit Number” field (NMDP0####) and then clicking “Search”. 






5. [image: ]Review existing organizations already entered in WWeP and Request Access.

6. [image: ]Edit the text of the Applicant Privileges request (optional) and select your Requested Role

a. You will have to wait for NMED or someone in your organization to approve your access. 


LEAVE AN ORGANIZATION
1. Log into your WWeP account.
2. Click on “Organization and Contacts”
3. Click “Leave Organization”
[image: ]


Version Date: August 2024
P a g e 1 | 4

image3.png
NMED Wastewater e-Permitting v1.1 ~ Home  Organizations & Contacts

Search Permitted Organization @
Search for a permitted organization by organization name or permit numbe.
« Please enter at least one of Organization Name'or Permit
Number
Organization
or

Permit Number

Cancel

NMED® +

New
Mexico
Environment
Department





image4.png
NMED Wastewater e-Permitting v1.1 ~ Home  Organizations & Contacts

Search Permitted Organization @
Search for a permitted organization by organization name or permit numbe.
« Please enter at least one of Organization Name'or Permit
Number
Organization
or

Permit Number

Cancel

NMED® +

New
Mexico
Environment
Department





image5.png
Search Permitted Organization

Search for a permitted organization by organization name or permit number.

Organization Main Street Waste Water Treatment Plant
OR
Permit Number NMDP0555§

arch





image6.png
Search Permitted Organization

Search for a permitted organization by organization name or permit number.

Organization Main Street Waste Water Treatment Plant
OR
Permit Number NMDP0555§

arch





image7.png
Permitted Organizations and Contacts

Lol
Is one of the organization below your organization? If so, please follow the "Request Access” button.
Show| 5 v entries Page search:
Organization Active Permits Address
Wagon Mound (Village of) - Wastewater Treatment Facility NMDP01075 Wagon Mound (Village of) - Wastewater Treatment Facility, Request
PO Box 87 Access
Santa Teresa Wastewater Treatment Plant NMDP01076 Santa Teresa Wastewater Treatment Plant, PO.Box 429 Request
Access
Bluewater Water and Sanitation District NMDP00109 Bluewater Water and Sanitation District, PO Box 68 Request
Access
Dexter (Town of) - Wastewater Treatment Plant NMDP01093 Dexter (Town of) - Wastewater Treatment Plant, POBox ~ Request
249 Access
Vaughn (Town of) - Wastewater Treatment Plant NMDP01112 Vaughn (Town of) - Wastewater Treatment Plant, POBox ~ Request
278 Access
Showing 1o 5 of 86 entries Previous . 2 3 4 5 . 18 Next

My organization is different from the one(s) listed above. Click "Next” to add a new organization.

Back. Next

NMED[& +

New
Mexico.
Environment
Department





image8.png
Permitted Organizations and Contacts

Lol
Is one of the organization below your organization? If so, please follow the "Request Access” button.
Show| 5 v entries Page search:
Organization Active Permits Address
Wagon Mound (Village of) - Wastewater Treatment Facility NMDP01075 Wagon Mound (Village of) - Wastewater Treatment Facility, Request
PO Box 87 Access
Santa Teresa Wastewater Treatment Plant NMDP01076 Santa Teresa Wastewater Treatment Plant, PO.Box 429 Request
Access
Bluewater Water and Sanitation District NMDP00109 Bluewater Water and Sanitation District, PO Box 68 Request
Access
Dexter (Town of) - Wastewater Treatment Plant NMDP01093 Dexter (Town of) - Wastewater Treatment Plant, POBox ~ Request
249 Access
Vaughn (Town of) - Wastewater Treatment Plant NMDP01112 Vaughn (Town of) - Wastewater Treatment Plant, POBox ~ Request
278 Access
Showing 1o 5 of 86 entries Previous . 2 3 4 5 . 18 Next

My organization is different from the one(s) listed above. Click "Next” to add a new organization.

Back. Next

NMED[& +

New
Mexico.
Environment
Department





image9.png
New Permitted Organization Information

Organization * Main Street Waste Water Treatment Plant
Your Job Title * City Clerk

Type* County Government

Meailing Address * 555 Main Street

City * Moriarty

State * New Mexico

Zip Code * 87035

Save  Cancel





image10.png
NMED Wastewater e-Permi

ngvl.l Home  Orgas

Search Permitted Organization

Search for a permitted organization by organization name or permit number.

« Please enter at least one of ‘Organization Name' or ‘Permit
Number.
Organization

OR




image11.png
NMED Wastewater e-Permi

ngvl.l Home  Orgas

Search Permitted Organization

Search for a permitted organization by organization name or permit number.

« Please enter at least one of ‘Organization Name' or ‘Permit
Number.
Organization

OR




image12.png
Permitted Organizations and Contacts

Is one of the organization below your organization? If so, please follow the "Request Access” button.

Show 5 v entries Page search:
Organization Active Permits Address
Delancey Street NMDP00223 Delancey Street, PO Box 1240 Request
Access
Main Street Waste Water Treatment Plant 555 Main Street Request
Access
Showing 1 to 2 of 2 entries Previous . Next

My organization is different from the one(s) listed above. Click "Next” to add a new organization.

Back. Next

NMED[& +

New

Mexico





image13.png
Request Permitted Organization Access for Main Street Waste Water Treatment Plant 0

Please enter a request for Applicant Privileges for the NMED Wastewater e-Permitting Organization Administrator

Please add me to your NMED Wastewater e-Permitting Organization.

Requested Role Select Role o

Select Role

in organization in NMED Wastewater e-Permitting. Please select the

Billing
ss as “Preparer”. The organization Admin (or NMED) wil grant you

Organization Admin

Other

Preparer

Signatory Authority

NMED & +

Mexico
Environment
Department





image14.png
Permitted Organizations and Contacts

Find My Permit
Organization Your Role Mailing Address city State Zip Code
Main Street Waste Water Treatment Plant Pending 555 Main Street Moriarty NM 87035

Start Application

Leave Organization

NMED

New
Mexico
Environment
Department

e+





image1.png
water e-Permitting v1.1 2 madison buechter

NMED Wastewater e-Permitting Dashboard

NMED ePermitting News
We ae excited to announce the launch of our new Wastewater ePermitting Portl! This oniine pltform enables our Groundwater
Quality Bureau team to process your wastewater permit applications quickly and efficenty, reducing wat imes, conserving space,
and miimizing paper use. Additonally, the portal includes a real-time submission racking feature,allowing you to monitor your
applicaton's progress at al times.

Click here to learn more about our streamlined permitting process!

Manage your Applications/Permits and Permitted Organizations

Weloms o th s Appicaton snd Camplance Trocking stem CTS
et you proceec,ples 5k the i 12 it th prTite g5 Yo 3 repesenig,Onceth orgnizatio s eqitee.ou wil b i 0 view s curent prmits and
it 30 splcaion s needed.

NMEDf® +





image2.png
water e-Permitting v1.1 2 madison buechter

NMED Wastewater e-Permitting Dashboard

NMED ePermitting News
We ae excited to announce the launch of our new Wastewater ePermitting Portl! This oniine pltform enables our Groundwater
Quality Bureau team to process your wastewater permit applications quickly and efficenty, reducing wat imes, conserving space,
and miimizing paper use. Additonally, the portal includes a real-time submission racking feature,allowing you to monitor your
applicaton's progress at al times.

Click here to learn more about our streamlined permitting process!

Manage your Applications/Permits and Permitted Organizations

Weloms o th s Appicaton snd Camplance Trocking stem CTS
et you proceec,ples 5k the i 12 it th prTite g5 Yo 3 repesenig,Onceth orgnizatio s eqitee.ou wil b i 0 view s curent prmits and
it 30 splcaion s needed.

NMEDf® +





image15.png




image16.png




