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• Logging into Your Account

• Adding a Site to Your Account

• Checking Site Registration

• Searching for a Site

• Claiming the Site

• Submitting Your Request



Introduction
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• This training will guide you through the process 

of adding a site to your account and becoming 

an authorized user.

• You will also learn about the different user 

roles available: Administrator, Editor, and 

Viewer. 



Logging into Your Account
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• Ensure that you are logged into your account. 

• Navigate to the Home button on the left menu.



Adding a Site to Your 
Account



Adding a Site to Your Account
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• Scroll down and location the option that says ‘Add a Site/Person/Organization to your account’



Checking Site Registration
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• After click on the option, you will be asked to select what best describes the site, person, or 

organization you need to work with. 

• Choose between registered and not registered.

• If the site is registered, choose that option to begin searching for your site. 

• If not registered is selected, you will be directed to search for the correct form to fill out.



Searching for a Site
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• Clicking ‘Search for a Site (by location) will open Site Explorer in a new window.



Searching for a Site
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• You can use the left menu to search for the site by keyword or site name. 

• Once you find the correct site click the blue hyperlink to proceed. 



Searching for a Site
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• You can use the left menu to search for the site by keyword or site name. 

• Once you find the correct site click the blue hyperlink to proceed. 



Claiming the Site
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• After selecting the site, click the 

“Claim This Site” button.

• Your name, phone number, and 

email will be auto-filled into the 

form.



Claiming the Site
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• You must enter the following:

• Request Reason

• Account Role 

• Administrator - Can edit site information, invite other users to join 

the site, inactivate users, and request certifier permissions for users

• Editor - Can fill out forms and reports. May require certifier 

permissions to submit, depending on the form

• Viewer - Can view site information but can't make any change



Submitting Your Request

S O U T H  C A R O L I N A  D E P A R T M E N T  O F  E N V I R O N M E N T A L  S E R V I C E S 1 4

• Once all information is entered, click Submit.

• After submission, you will see a confirmation message that reads the following.



Get in touch

The ePermitting Team

ePermittingHelp@des.sc.gov

des.sc.gov
@SouthCarolinaDES
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