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GETTING STARTED 
 
Just as with other Internet web sites created by the Department of Environmental Protection, this 
site is best viewed using Microsoft Internet Explorer 4.0® with service pack 2 or higher. To check 
whether the version is 4.0 with service pack 2 or higher click on Help, which is located on the tool 
bar at the top of the window.  Then select About Internet Explorer from the pull down menu that 
appears.  If the version is 4.0® with service pack 2 or higher you’re set. Otherwise talk to your 
Network Administrator about getting this product installed.    
 
To be able to use the web based Oracle Application, Jinitiator must be installed on your computer.  It will be 
automatically installed when you go to the website. 
 
Go to the DARM Application Homepage at 
 
 
 

 
 

Type your usual username, your password, and in the Database portion of the box, type the word “oraprod”.  
Click the Connect button.  For first time users, type your username as your password, which will prompt you 
to immediately to change it. 
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Change Password 
 
If this is the first time the user has logged into the application, it will prompt the user to change their 
password.  Enter the password information and click on the SET PASSWORD button.  This will be your new 
password to get into the Oracle Applications System only.  Your Floridadep and Exosphere passwords will 
not change. 
 

 

Log in 
 
If you forget your password and log in three times, the system will boot you out. 
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NAVIGATION 
 

Navigational Tools 

 
More information is contained in the Help menu option. 

Button Bar 
 
Saves the record being entered.  Same as old Commit or Ctrl+F6 
 
Prints current page to default printer. 
 
 
 
Exits the application. 
 
 
Places the application in Query mode.  Same as F11. 

 
Executes the Query. Same as F12. 
 
 
Navigates to the previous block.  Same as Page Up. 
 
 
Navigates to the previous or next record.  Same as Up and Down arrow keys. 
 

 
Navigates to the next block.  Same as Page Down. 

 
 
Navigates to the previous field.  Same as Numlock +Tab. 
 
Navigates to the next field.  Same as Tab. 
 
Displays a list of values for a field.  Same as Ctrl+L key. 
 

 
These buttons Add (the one with the +) or Delete (the one with the x).  The keystroke ctrl+I inserts 
and ctrl +d deletes a record. 

 
Expands a field to allow view of entire text.  Same as Edit or / (slash) key. 
 

 
Clears the data from a record.  F6 is the new keystroke 
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Keystrokes 
 
Function 
 

Key Strokes Function Key 

Block Menu Ctrl+B Function 7 Shift+Ctrl+F7 
Clear Block F7 Function 8 Shift+Ctrl+F8 
Clear Field F5 Function 9 Shift+Ctrl+F9 
Clear Form F8 Help Ctrl+H 
Clear Record F6 Insert Record Ctrl+I 
Commit Ctrl+F6 List of Values Ctrl+L 
Count Query Ctrl+F12 List Tab Pages F2 
Delete Record Ctrl+D Next Field Tab 
Display Error Shift+Ctrl+E Next Block PageDown 
Down Arrow Down Arrow Next Primary Key Shift+F7 
Duplicate Field Shift+F5 Next Record Down Arrow 
Duplicate Record Shift+F6 Next Set of Records Shift+F8 
Edit Ctrl+E Previous Block PageUp 
Enter Query F11 Previous Field Shift+Tab 
Execute Query F12 Previous Record Up Arrow 
Exit Ctrl+F4 Print Ctrl+P 
Function 0 Shift+Ctrl+F10 Return Return 
Function 1 Shift+Ctrl+F1 Scroll Down Shift+PageDown 
Function 2 Shift+Ctrl+F2 Scroll Up Shift+PageUp 
Function 3 Shift+Ctrl+F3 Show Keys Ctrl+K 
Function 4 Shift+Ctrl+F4 Up Arrow Up Arrow 
Function 5 Shift+Ctrl+F5 Update Record Ctrl+U 
Function 6 Shift+Ctrl+F6   
 
Note: Commonly used functions are bold and italicized. 



Department of Environmental Protection ___________________________________________ 6/9/08 

7 

Inventory Menu 
The following options are available from the Inventory Maintenance menu: 

Facility    Enter, update and query facility information using this 
form. 

Emission unit   Navigates directly to emission unit information for a 
desired facility. 

Tests and Reports  
AOR Navigates to the annual operating report data for a 

particular facility. 
CEM Rpts  Navigates directly to the CEM report. 
Facility Rpts  Navigates directly to Facility report. 
EU Reports  Navigates directly to the Emission Unit report. 

 

 
 
Click Inventory in the desired menu option using the mouse than click or press [Enter].  See the 
following sections for more detailed information on each specific topic. 
 

Entering or Querying Facility Data 
 
The ARMS Facility form is used to enter facility related data into fields for reference or to query 
facility records for review or update.  The basic information contained in this form is displayed as 
a header on subsequent forms to show which facility is currently active 
 
Before adding a new, Unpermitted facility it will be necessary to query the database for the 
existence of the facility. 
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Querying a Facility 
 

 
 
 
1. While on the ARMS Facility form, press [Enter Query].  If a message appears on the status 

line that the Field must be entered, press [Clear Form] and then press [Enter query] once 
more.  ENTER QUERY will appear at the bottom of the form. 

 
2. Enter the available information on the facility.  If the AIRS ID is known, it is not necessary to 

enter any other info.  If the AIRS ID is not known, it is possible to query on any of the fields 
provided.  See the Basic Oracle instructions at the beginning of the manual to obtain more 
information about querying. 

 
3. Press [Execute Query] to start the search of the data. 
 
If no records match the query criteria, a message will appear to reattempt the query.  If the query 
was successful, a facility form will appear on the screen.  Notice the status line at the bottom of 
the form, record shows 1/1.  If there were more records it would show the number there.  Use the 
[Up] and [Down] arrow keys to navigate to each facility record. 
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Point/ Area Type of facility 
Office This is the District or Local program office ultimately responsible for the 

compliance and enforcement for the facility.  Each state or local program 
office has been assigned a code. 

County The county in which the facility is physically located. 
AIRS ID The facility’s corresponding AIRS ID.  (System Generated) 
Owner/Comp The owner or company name of the source requesting the permit. (e.g. 

Florida Power and Light is the Owner of Manatee Plant) 
Site The Name of the facility where it’s physically located. 
Directions General Directions on where the facility is located 
Street The Street address of the facility 
City/ Zip The City the facility is located and zip code. 
Validate Address Validation of Lat/Longs using Melissa software 
UTM Zone GIS Location 
Status The facility is Active or Inactive. 
Maj Group SIC Major Group SIC and description. 
Reloc Yes Relocatable or No Relocatable facility 
Shtdown Dt Date facility was shutdown 
Strt Dt Date facility was started 
Final Shtdwn Dt Date facility was completely shut down 
Gov Fac The facility is or isn’t owned by a government authority 
Haz Waste Generator ID: FLD Hazardous waste generator identification number 
AOR Req Yes or No requiring an Annual Operating  
Ozone SIP Facility Yes or No if an Ozone SIP Facility 
Type Facility type number and description 
Compliance Tracking Compliance Assurance information for the facility 
Current Permit Indicator Indicates a General Permit facility (AG) 
Title V Indicate Title V or Non-TitleV facility 
Non-HAP Class Indicates Non Hazardous Air Pollutant Classification 
HAP Class Indicates Hazardous Air Pollutant Classification 
Public Exempt Yes or No it the facility is exempt 
# of Emis Units The number of Emission Units associated with facility 
Generator Rating The generator nameplate rating in Mega Watts 
Comment Facility wide comments 
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Entering a New Facility 
 
When entering a facility record, the Office, County, Owner, City, Status, and the AOR Req 
fields must be entered to commit a new facility record.  ARMS will assign a new AIRS ID to the 
facility.  A new facility will have a default value of [U] for Unpermitted in the Status field and the 
major SIC code value of 99 for an unclassifiable establishment.  These values will be updated 
automatically upon issuance of a permit linked to the facility within the ARMS permitting module.  
Also the Reloc is defaulted at [N] for not being a relocatable facility. 
 

1) Press [Ctrl+I] to insert a new facility. 
2) Fill in the facility’s information by either clicking on the field or by tabbing through the 

form.  Note: When the word <List of Values> appears at the bottom middle 
(information line) of the screen while in any field, press [Ctl+L] and a list of values 
available for that field will appear.  A selection must be made from the list to enter 
into the field.  Use your mouse to navigate within the list and make selection. 

 
3) Press [Commit] to save the facility information and to create an Airs ID. Note: If 

information is missing the screen will prompt for the missing information before the 
form can be saved. 

 
4) A message on the information line will confirm that The Database has been 

successfully updated and the new Airs ID is shown. 
 

 
 

Note:  An AIRS ID that begins with 777 has been marked in the database as a Relocatable 
facility. 
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Facility Menu Bar 
 
 

Details Navigates to more specific facility data, such as location information, 
comments, SIC code and facility history information. 

Emis unit Navigates to the emission unit information and related forms. 
perMit Navigates to a scroll list of permits that have been linked to the facility. 
Compl assr Navigates to the Compliance Assurance information for the facility. 
Pollutant Navigates to a list of pollutants associated with the current facility. 
reLated party Navigates to the forms that list the individuals associated with the current 

facility. 
Help Shows a list of short-cut keys. 
Return Returns to the previous screen. 
eXit Return to the main facility or main menu. 

 

 
 



Department of Environmental Protection ___________________________________________ 6/9/08 

12 

Facility 

 
 

Point/ Area  
Office Designated regulated office 
County County where facility resides 
AIRS ID Air identification number 
Owner/Comp Owner or Company Name 
Site Site Name 
Directions Facility directions 
Street the street address where the facility is located. 
City City where facility is located. 
Zip Zip Code 
Validate Address Allows the use of the MELISSA System to validate the 

address. See MELISSA section of this document for 
further instructions. 

UTM Zone Location Coordinate 
Lat DD, Lat MM, Lat SS,  
   Long DD, Long MM, Long SS Location Coordinate 
 



Department of Environmental Protection ___________________________________________ 6/9/08 

13 

 
 

Status The facility is Active or Inactive. 
Maj Group SIC Major Group SIC and description. 
Reloc Yes Relocatable or No Relocatable facility 
Shtdown Dt Date facility was shutdown 
Strt Dt Date facility was started 
Final Shtdwn Dt Date facility was completely shut down 
Gov Fac The facility is or isn’t owned by a government authority 
Haz Waste Generator ID: FLD  
AOR Req Yes or No requiring an Annual Operating  
Ozone SIP Facility  
Type  
Compliance Tracking Compliance Assurance information for the facility 
Current Permit Indicator  
Title V  
Non-HAP Class  
HAP Class  
Public Exempt The facility is exempt 
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# of Emis Units Navigates to the Compliance Assurance information for the facility. 
Generator Rating Navigates to a list of pollutants associated with the current facility. 
Comment Navigates to the forms that list the individuals associated with the current 

facility. 
 

MELISSA Data Verification (Validate Address) 
 

Entering a New Facility using MELISSA 

 
The Melissa Data Service allows DEP to verify address information and return locational data 
when none have been provided.  This happens quite often for facilities that operate under a 
general permit because GP registration forms do not request this data. 
 
The implementation of this service into the ARMS Facility form is meant to assist in gathering 
Latitude/Longitude data for facilities, particularly new facilities, since the inclusion of 
Latitude/Longitude is required to enter a new ARMS facility record.   
 
Minimum Requirements: 
 
There are minimum requirements for using Melissa.  The record must contain a zip code, and it 
must be valid for the county you’ve selected.  On rare occasions, Melissa may not be able to 
locate the address.  If this is the case, you must use an alternative method of verifying 
Latitude/Longitude data. 
 
Note: You will not be able to save a record until coordinate data is entered. 
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Entering a New Facility without Lat/Longs 

 
When entering a new facility with no Locational data, you will receive the above message upon 
pressing the Commit Record button.  Note: You will not be able to enter a new facility without 
this data!   
 
When entering a new facility with no Latitude Longitude available, follow these 
instructions: 
 

1. Once you have queried the facility ARMS PA and not found, press the Insert Record 
button. 

 
2. Enter the Category, Office, County, Owner/Company, Street, City and Zip.   Then 

click on the Validate Address button.  The following screen will be displayed: 
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This screen compares the Current Address in ARMS and the Suggested Address 
from Melissa.  It will also display the suggested Lat/Longs, and provide a Status to help 
determine the accuracy of the coordinates.  Typically, with a good address the Status will 
read: Information was coded to the ZIP+4 Centroid.  Using the Melissa Data service to 
collect coordinates will return Lat/Longs in the general vicinity of the facility so that you 
can go to WebShape Lite and verify the coordinates after the record has been saved.   

3. Compare both sides carefully.  Then choose from the 4 options presented:  

Accept All:  This will insert the coordinates from Melissa and update the address as 
displayed from Melissa.  (If Lat/Longs already exist, the option to update Lat/longs will not 
be displayed.  Use WebShape Lite to update existing coordinates.) 
 
Accept Lat/Longs only: This will only insert the Lat/Longs. It will not update the 
address. Sometimes Melissa will “clean” the address and remove important information.  
This option allows you collect the lat/longs without updating the address. (If Lat/Longs 
already exist, the option to update Lat/longs will not be displayed.  Use WebShape Lite to 
update existing coordinates.) 
 
Accept Address only: This will only update the address details in ARMS with the 
Melissa suggestion. 
 
Reject All:  This will return to the ARMS Facility Screen without changing any data.   

4. Finish entering the data for the facility, and press Commit Record button.  Upon exiting 
the facility record, the permitting log form will be displayed and the PA project entry can 
continue as usual.  
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Facilities with Existing Lat/Longs 

 
If a facility has existing Locational data, the only two options available will be to Accept Address 
only or Reject All.  DARM prefers you use WebShape Lite to verify any existing coordinates.   
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Details 
 
 
 

 
 
Select the following to navigate directly to facility related forms using the Details option. 
  

Building The name, height, and boundary of the building. 
site bounDary The boundaries in UTM coordinates of the facility. 
convert Utm Converts UTM coordinates from the Latitude and Longitude input. 
cOnv latlong Converts Latitude and Longitude from the UTM coordinates. 
Comments The Title V fee information comments regarding the facility. 
Fee The payment dates and amounts due on those dates. 
reGulations The regulation type code and the regulation site number. 
sIc Standard Industrial Classification Number with description. 
suppLemental Information submitted by facility during permit request. 
pps/Psd Power Plant Site or Prevention of Significant Deterioration number 

and description. 
Regulat. class Regulatory classification of the facility. 
Site Physical location of the facility. 
History View selected Facility and Site Historical data with this menu 

option. 
PermiTsummary Enter information to be posted to the EPA Title V Review web site. 
Fac reports Enter any additional reports required by the permit that do not have 

another place to be recorded in ARMS. 
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Building 
 
Select Building from the Details pull down menu.  Using the Facility Building form, enter 
information on buildings at the facility.  Follow these instructions to enter the data. 
 
1. Enter the building name and press [Return]. 
2. Enter building height in feet press [Return].  (Use format 9999.9) 
3. Select Boundary from the menu to select UTM boundary coordinates. 
4. Press [Ctrl+L] to see all zone values. Use the [Up] or [Down] arrow keys to scroll through 

the zone values.  Press [Enter] or [Cancel] to return back to the field. 
5. Insert the appropriate values in the Zone, East, and North fields, and press [Enter] after 

each. 
 
Note:  No value larger or smaller than the zone values seen in the <List> will be admitted. 
 
6. Most buildings have four entries for the UTM boundary coordinates. To create additional 

entries, press [Insert] after entering the first East and North Zones to access the next line to 
enter additional values and repeat steps four and five to add additional boundary information. 

7. Press [Commit/Accept] to update the database. 
8. Select eXit to return to the facility form. 

 

 
 
Editing the Building and Zone  
 
9. Select Building from the Detail pull-down menu.   
10. Update the building information as necessary and press [Commit/Accept] to save any 

changes made to the data.  
11. Access the Boundary by selecting Boundary from the menu.  
12. Make necessary changes to data and press [Commit/Accept]. 
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Site Boundary  
 
Enter UTM coordinates of the facility boundaries using the Site Boundary form.  When site 
bounDary is selected from the Details pull-down menu, the Zone field is displayed in the right 
hand corner of the screen.  Enter the data or choose the [Ctrl+L] command to display the 
available options for the field.  In the East and North fields, choose numerical values within the 
limitations of the data displayed in the list. 
 

 
 
1. To add site bounDary for a facility, follow these instructions 
2. In the Zone field, press [List] and view data available for entry. 
3. Press [Enter] to make a selection or [X] to abort the entry. 
4. Enter the information for Zone, East, and North, and press [Enter]. 
5. Enter additional site bounDary information for a facility by pressing [Insert Record] and 

repeat steps one through three. 
6. Press [Commit/Accept] to update the database. 
 

 
 
Note:   The <List> that appears when [Ctrl+L] is pressed gives the values that the UTM Zone 

must be within. 
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Locational 
The Locational menu option or WebShapeLite is a tool to help verify UTM coordinates.  When 
Locational  is selected from the Details pull-down menu, the Locational Data Entry  screen is 
displayed.   

 
Object of Interest The Object associated with the Locational data.  This value will 

display as “Facility” as ARMS has not opted for collecting 
locational data for any other Object of interest at this time. 

Collection Method The method or mechanism used to derive the coordinates.  This 
list includes codes for Address Matching, Zip Code Centroid, and 
Digital Aerial Photography with Ground Control (which is 
associated with using WebShapeLite. 

Coord Accuracy The measured, estimated or deduced degree of correctness or 
accuracy for the collected point.  This value is auto-filled based on 
the Collection Method value. 

Proximity Based on the collection method, this is the reasonably expected 
proximity of the Object of Interest to the coordinates collected. 

Datum The horizontal reference for gathering the locational data.  NAD83 
– is the North American Datum of 1983. 

Source of Data The username of the person that collected the locational data. 
Collection Date Date the Locational Data was changed on the ARMS Facility 

Form. 

Verification 

Verification Method The list of values displaying acceptable methods for verification of 
coordinates.  When entering coordinates with Web Point Lite, this 
field is populated automatically with DPHO – Digital Aerial 
Photography with Ground Control. 

Verifier Username of person who verified the coordinates 
Verification Date The date the points were verified with WebShapeLite or some 

other acceptable verification method. 
Launch Web 
    Point Lite button to open WebShapeLite 
 

Click the Launch Web Point Lite button to open WebShapeLite into a new window. 
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Launch WebShapeLite 

 

WebShapeLite window is arranged in two frames:  The Map Frame and the Controls Frame.  The 
Map Frame displays the map of the area and the point representing air facilities.  The Control 
Frame displays the controls that zooms the map in/out, the link that controls which map layers are 
displayed, and the controls that allow you to either verify or move the point. 
 
To verify location, Zoom in to the facility. If you find that the location point is incorrect, you can 
move it by selecting Move Point from the Control Panel then click on the correct location. 
Click the Return button on the Control Panel to return to ARMS. 

 
Click Populate Coordinates button then Ok to confirm. 

Map Frame

Controls Frame 
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Click the Save button.  The changed coordinates is reflected in the UTM Zone and the Collection 
Method is listed with Coordinates Accuracy, Proximity, Daturn, Username of Source, Collection 
Date and Verification information fields are saved in database. 
Note: For additional instructions see WebShapeLite Verification Documentation on the Help Desk 
page on the intranet/extranet. 
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Convert UTM  
 
This option on the Details pull-down menu converts the UTM coordinates to the respective 
Latitude and Longitude values. 
 
 

Conv Latlong  
 
This option on the Details pull-down menu converts the Latitude and Longitude values to the 
UTM coordinates. 
 
Note:  Either a UTM coordinate entry or a entry Latlong entry is required, although both are 
acceptable. 
 

Comments  
 
Select Comments from the Details menu to enter facility comments.  There are two available 
comment types: [D]EP and [A]pplicant.  The [D]ep comment type will be selected for internal 
entries to the comment field.  [A]pplicant comments will be imported from the application data in 
EARS. 
 
Follow these instructions to enter a comment: 
1. Enter Comment Type then press [Return]. 

 
2. Enter related Comment text. 

 
3. To add additional comments press [CtrL+I] and repeat steps 1 and 2. 
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4. Press [Commit/Accept] to save or [X] to abort. 

 
Editing Comment Fields  
 
1. Place the cursor in the Comment text field and press the [Ctrl+E] key. 
2. The Edit window will appear. 
 

 
 
3. Use the tab key or the mouse to navigate within the text, and the backspace key to remove 

any unwanted text.  Note: To make changes, click or tab to the comment area. 
4. Press the [Edit] key to close the window. 
5. Press [Commit/Accept] to accept changes or Press [X] to abort the changes. 
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Using the Search and Replace Modes 
 
To use the Search/Replace mode type the word to be replaced in the Search field.  Then type the 
replace word in the Replace with field and click Search, Replace or Replace All button. 

 

 
 
 
 

 
 
Note:  Return on the Menu bar will navigate back one screen.  Exit will navigate to the main 

Facility. 
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Emission Fee  
 
Enter information about Title V fees that pertain to the current facility using the Facility Fee form.  
ARMS will begin with the cursor in the field marked Year.  Enter the correct information in each of 
the necessary fields, pressing [Tab] or [Enter] to advance through the form.  After the Amount 
due is put into the system, the system auto fills the due date, initial notice date, amount paid and 
Total due fields.  The fields Refund Due and Total Due are calculated by the system and will not 
accept data.  Press [Commit/Accept] to save changes. 
 
 

 
 
Points to consider: 
 
• Total Due is affected by Amount Due, Amount Paid, Penalty, and Refund Due fields. 
• Due Date should be later than the Paid Date. 
• Due Date is also Total Due Date unless there is a Penalty Date.  The Penalty Date will take 

precedence over the Due Date. 
• The Facility Fee form is limited to one record per year. 
 
Note:  Return on the Menu bar will navigate back one screen.  Exit will return the user to the 
main Facility. 
 

Regulations  
 
Selecting the reGulations menu option will display the ARMS Facility Regulations form.  The 
regulations that apply to the active facility can be viewed or modified using this form 
 
1. To modify the regulations applicable to the facility, follow these instructions: 
2. In the Type field, enter the type of regulation:  [F]ederal, [S]tate, or [L]ocal and press 

[Return]. 
3. In the Regulation field, enter the regulation section number. 
4. To enter additional regulations, press [Ctrl+I] and repeat steps 1 and 2. 
5. Press [Commit/Accept] to save the changes or [Cancel] to abort. 
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SIC  
 
To add or update Standard Industrial Classification (SIC) Codes for a facility, use the sIc 
menu selection.  ARMS will prompt for the SIC code.  If the correct entry is unknown, utilize the 
<List> function by pressing the [Ctrl+L] keys.  Select from the menu with the [Up] or [Down] 
keys or by clicking on the field and then press [Enter] or [Ok] to enter the selection.  Some 
facilities may require more than one SIC code.  Use [Ctrl+I] to enter multiple SIC's.  Press 
[Commit/Accept] to save changes. 
 

 
 
Note:  For Title V facilities, the first two digits in the SIC code must match the two digit code 
entered in the Major SIC code field Maj SIC 49 and the first two digits in SIC 4911 are the same.  
If the Title V status is unknown, refer to the main facility form to determine if the facility is affected 
by Title V. 
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Supplemental  
 
The Supplemental Details menu option provides the description and location of the supplemental 
information. Documents such as spreadsheets, maps, etc. would normally be provided by the 
facility during the application process and will be stored within the Electronic Application Review 
System.  However, the information contained on the Facility Supplemental Information form may 
be updated. 
 
To update or add supplemental information: 
1. ARMS will place the cursor in the Supplemental information code column.  Notice <List> 

appears in the lower right hand corner indicating that ARMS provides a list of code values for 
the different types of supplemental information.  Press the [Ctrl+L] key to access the list.  
Select from the menu with the [Up] or [Down] keys or click the correct field, then press 
[Enter] to select. 

2. At the Location prompt enter N/A if the location is not applicable, Waived if a request was 
granted by the department to waive the supplemental information requirement, or enter a 
valid file name (xxxxxxxx.xxx). 
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PPS/PSD  
 
Enter the Power Plant Siting (pps) and Prevention of Significant Deterioration (PSD) 
information for the facility with the PPS/PSD Details menu option. 
 
Follow these instructions: 
1. Enter the PPS/PSD number in the PPS/PSD No field. The entry must begin with either PPS 

or PSD. 
2. Enter the date the permit was issued in the Issued field.  Use format (DD-MON-YY) or (DD-

MON-YYYY). 
3. Enter the date the permit was completed in Completed field. 
4. Enter the description of the permitting action in the Description field. 
5. Press [Commit] to save changes to database. 
 
 

 
 
 
Inserting New PPS/PSD information 
 

1.  With the cursor in the PPS/PSD No field, press [Crl+I], and enter the appropriate 
data. 

 2.  Press [Commit] to save the data or [Cancel] to abort. 
 
Editing PPS/PSD information 
 1.  Place cursor in desired field and enter the information. 
 2.  Press [Commit] to save data to the database. 
    
The following menu options are available: 

Affected E.U. Navigates to the Affected E.U. form. 
Return  Returns to the previous form. 
Exit  Navigates to the point of entry into ARMS. 
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Affected E.U.  
 
PPS/PSD permits will affect certain emission units.  To enter or view the Emission Units affected 
by this type of permit, follow these instructions: 
1. Select Affected E.U. from the PPS/PSD menu bar. 
2. Enter the information by selecting [Ctrl+I] to insert a record, then select an Affected emission 

unit by using the [Up] or [Down] keys or click on the field to highlight the desired emission 
unit or and pressing [Enter]. 

3. Press [Commit] to save changes. 
4. Navigate back to the pps/Psd screen by choosing exit. 
 
 
 

 
 
 
The E.U. No. field is protected against update.  To update the Affected Emission Units press 
[Ctrl+D] to delete the record at the incorrect emission unit and then select the correct emission 
unit from the <List> provided. 
 
Note:  Return on the Menu bar will navigate back one screen.  Exit will return the user to the 
main Facility. 
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Regulat. class  
 
The Regulat. class form contains information on the regulatory classification of the active facility. 
 
To enter information: 
1. Select Details from the menu bar.  Select the Regulat. class option from the pull-down 

menu. 
2. Press [Tab] or click inside the box to navigate to the appropriate field and enter (Y)es, or 

(N)o. 
3. Press [Tab] or click inside the box to navigate to the Regulatory Comment DEP field to 

enter a comment. 
4. Press [Commit] to save changes, [Cancel] to abort. 
 
 

 
 
 
To edit Regulat. Class: 
 
1. Select Update from the Detail menu bar.  Select the Regulat. class option from the pull-

down menu. 
2. Press [Tab] to navigate to the appropriate field or click in the boxes and enter (Y)es, (N)o. 
3. To the Regulatory Comment DEP field to enter or modify a comment. 
4. Press [Commit/Accept] to save changes. 
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Site  
 
Maintain the physical location of the current facility using the Site form.  Select Site from the 
Details menu option, the cursor will be placed in the Directions field.  
 
Edit Site Information: 
 Modify field entries and [Tab] or click inside the field to proceed to the next field. 
 City and County are required field entries. 
 Press [Commit] to save the changes. 
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History  
 
This option allows for viewing Facility and Site History data that has been archived. 
 

Facility History  
 
The Facility History screen allows access to selected historical information about the facility.  
Data entry is not permitted from this screen.  The Facility History screen is for viewing only. 
 
 

 
 
 
Note:  Return on the Menu bar will navigate back one screen.  Exit will return the user to the 
main Facility. 
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Site History  
 
The Site History screen is similar to the Facility History in that they are both for viewing only.  
The information that appears on the Site History field is updated as information is entered into 
the Facility Site fields. 
 
To view a history of the facilities previous sites, choose the Details pull-down menu option from 
the menu bar, and choose the History menu option.  Choose Site History and press [Enter] or 
click on it to view the previous sites for the facility. 
 
 

 
 
 
Note:  Return on the Menu bar will navigate back one screen.  Exit will return the user to the 
main Facility. 
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Permit Posting 
When Air Document Handling is opened, it defaults at Permit Posting tab.  Permit Posting allows 
the user to search for Title V, Non-Title V and PSD permits for the purpose of creating, viewing 
and posting. 

 

Title V Permit Posting (AV) 

To Post a Draft Permit 
1. To post a Title V permit, enter the permit Airs ID on Permit Posting main page then 

click Search. 

 
2. Click Create Summary hyperlink beside the desired permit number in the Select 

Project in PA to Create a New Permit Summary section to create a summary. 
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Note: Permit Status defaults at DRAFT 

3. Click Browse to select zipped files for posting, and then Insert. Note: files must be 
zipped to post. 

 
4. Fill in and check the appropriate boxes in the Applicable Requirements List then click 

Insert to save. 

 
5. Click Return to Airs Number to start a new search or New Search to start a new 

search. 
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To Post a Revised Draft Permit 

 
1. Enter the permit Airs ID on Permit Posting main page then click Search. 
2. Click Add Rev Draft hyperlink next to permit number to navigate to the Permit Summary 

Details page. Note: Permit Status defaults at REV DRAFT. 
3. Click Browse to select zipped files for posting, and then Insert. Note: files must be 

zipped to post. 
4. Fill in and check the appropriate boxes if applicable then click Insert to save 
5. Click Return to Airs Number to start a new search or New Search to start a new 

search. 

To Post a Proposed Permit 
1. Enter the permit Airs ID on Permit Posting main page then click Search. 
2. Click Add Proposed hyperlink next to permit number to navigate to the Permit Summary 

Details page. Note: Permit Status defaults at PROPOSED. 
3. Click Browse to select zipped files for posting, and then Insert.  Note: files must be 

zipped to post. 
4. Fill in and check the appropriate boxes if applicable then click Insert to save 
5. Click Return to Airs Number to start a new search or New Search to start a new 

search. 
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To Post a Final Permit 
1. Enter the permit Airs ID on Permit Posting main page then click Search. 
2. Click Add Final hyperlink next to permit number to navigate to the Permit Summary 

Details page. Note: Permit Status defaults at FINAL. 
3. Click Browse to select zipped files for posting, and then Insert.  Note: Files must be 

zipped to post. 
4. Fill in and check the appropriate boxes if applicable then click Insert to save 
5. Click Return to Airs Number to start a new search or New Search to start a new 

search. 

Note: if you are unable to perform any of these functions, please contact the DARM Help Desk. 
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Non-Title V Permit Posting (AF, AO, AC) 

 

1. To post a Non-Title V permit, enter the permit Airs ID on Permit Posting main page then 
click Search. 

 
2. Click Create Summary hyperlink beside the desired permit number in the Select Project 

in PA to Create a New Permit Summary section to navigate to create a summary. 
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3. Click Browse to select zipped files for posting then click Insert. Note: files must be 

zipped to post. 

 
4. Click Return to Airs Number to start a new search or New Search to start a new 

search. 
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To Post a Draft Permit 

 
1. To post a Non-Title V Draft permit, enter the permit Airs ID on Permit Posting main page 

then click Search. 
2. Click Add Draft hyperlink next to permit number to navigate to the Permit Summary 

Details page. Note: Permit Status defaults at DRAFT. 
3. Click Browse to select zipped files for posting, and then Insert. Note: files must be 

zipped to post. 
4. Click Return to Airs Number to start a new search or New Search to start a new 

search. 

To Post a Revised Draft Permit 
1. Enter the permit Airs ID on Permit Posting main page then click Search. 
2. Click Add Rev Draft hyperlink next to permit number to navigate to the Permit Summary 

Details page. Note: Permit Status defaults at REV DRAFT. 
3. Click Browse to select zipped files for posting, and then Insert. Note: files must be 

zipped to post. 
4. Click Return to Airs Number to start a new search or New Search to start a new 

search. 



Department of Environmental Protection ___________________________________________ 6/9/08 

43 

 

To Post a Final Permit 
1. Enter the permit Airs ID on Permit Posting main page then click Search. 
2. Click Add Final hyperlink next to permit number to navigate to the Permit Summary 

Details page. Note: Permit Status defaults at FINAL. 
3. Click Browse to select zipped files for posting, and then Insert.  Note: Files must be 

zipped to post. 
4. Click Return to Airs Number to start a new search or New Search to start a new 

search. 
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To Re-Post Permits 

 
1. Enter the permit Airs ID on Permit Posting main page then click Search. 
2. Click the permit activity under the permit number to be deleted. 

 
3. Click Browse to select zipped files for posting, and then Update.  Note: The new zipped 

file will overwrite previous file. 
4. Click Return to Airs Number to start a new search or New Search to start a new 

search. 

To Delete a Permit Entry (Admin Only) 
1. Click Draft, Rev (AV), Proposed or Final hyperlink beside Update under the desired 

permit number and be navigated to the Permit Summary Details page. 
2. Click Delete Record hyperlink then Ok to confirm. Note: Data will be permanently 

deleted. 

Note: Only Admin access can delete. 
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Fac Reports 
 
In some permits, there may be requirements for tests and reports that may need to be tracked, 
but don’t fit into the normal structure of the database.  These reports may be entered in the FAC 
reports form. 
 
 

 
 
 

Periodic Rpt Press [Ctl+L] to see a list of Periodic reports available. 
Status The status of the report. 
Future Eff Dt The future effective date. 
Rpt Freq Press [Ctrl+L] to see a list of the codes for the report frequencies. 
Freq Base Due Dt Enter the frequency base due date. 
# of FAC Reports The number of FAC report records entered for this facility. 
Allow The Allowable information for this particular report. 
Basis Allowable The basis of the allowable report.  Press [Ctrl+L] for the list of Values. 
Regulation If the basis of the allowable is rule, cite the rule here. 
Comment The comments associated with the report. 
 
To enter a facility periodic report record from the Periodic Reports form, select FAC Report 
from the Menu, then enter the information into the fields and press [Commit] to save entry. 
 
 
Note:  To view an expanded Comment window, press Ctrl+E. 
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Fac Report 
 
To enter a facility periodic report record from the Periodic Reports form, select Fac Report from 
the menu.  Enter the information into the fields and press [Commit].  
 
 

 
 
 

 
Rpt Due Dt The Periodic Report’s Due Date 
Result The result of the testing [P]ass or [F]ail [N] Inconclusive. 
Receive Dt The receive date of the Facility Periodic Report. 
Review Dt The review date of the Facility Periodic Report. 
Next Rpt Dt The date the next report date is due. 
Allow The allowable information associated with the report. 
Actual The actual result of the report. 
Comment The comments associated with the Facility Periodic Reports. 
 
 
 
Note:  To view an expanded Comment window, press Ctrl+E in the comment field. 
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Emission Unit 
 
Select Emission Unit from the Main Menu or by selecting Emission Unit from within the ARMS 
facility form.  
 
To access using ARMS facility form select Emission Unit from the menu.  ARMS will display the 
emission unit information for the facility that is currently active.  If there is no active facility 
available, a prompt will appear to query the database for a facility to view. 
 
 

 
 
 
Selecting the Emis unit from the menu will navigate to permanent emission unit information. 
 
More information regarding Emissions unit data is contained in the ARMS Emission Unit 
Inventory Maintenance Module. 
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Permit  
 

 
 
The Permit menu option navigates to the ARMS Permitting Application information.  It displays 
the list of permits for the current facility.  As each of the permit requests are highlighted, additional 
information is displayed at the top of the form.   
 

Permit # The permit number generated by ARMS, if the permit has been issued. 
 
PATS The permit number assigned by the old permit tracking system. 
 
Issue The date the permit was issued. 
 
Expire The date the issued permit will be expired. 

 
To view more detailed information regarding the permit requests, press [Menu] and go to the 
appropriate menu option.  Refer to the ARMS Permitting Module for more information on the 
permitting forms. 
 

Detail This navigates to the permit log form for that project.  For old permit 
tracking data, it allows a view into the old permit tracking information for old 
PATS records. 

 
Events Navigates to the Events for for the highlighted ARMS project. 
 
Facility Navigates to the Facility form for the current facility. 
 
perMitted EU Navigates to the form that will allow the linking of a permitting projec to an 

emission unit. 
 
Help Navigates to the help section of ARMS. 
 
Exit Returns to the point of entry into ARMS. 
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Compl Assr 
Compliance Assurance 
 

 
 

 
This form allows for the query of a facility (or facilities) when a compliance activity is 
chosen from the point of entry form (ARMCA000). This list displays the activities 
associated with a facility.  This lists the initiating activity with the violation resolution 
activities following it.  The field descriptions available are listed below. 
 
AIRS ID If the AIRS ID is known, enter it here.  The cursor will 

automatically go to the Compliance Activity Selection portion of 
the screen. 

- OR - 
(1)AIRS ID If only a portion of the AIRS ID is known, enter it here.  No 

wildcards are necessary. 
(2)Facility Category The category of the facility:  Point or Area. 
(3)Office The District or local program office with Compliance 

responsibility over the facility. 
(4)County The county in which the facility resides. 
(5)Facility Status The status of the facility: Active, Construction, or Inactive. 
(6)Owner The Name of the company, corporation or government office 

that owns the facility. 
(7)Name The name of the facility. 
(8)City The city in which the facility resides. 
 
Sort order of Facilities Allows the results of the query to be listed by certain criteria.   
Primary Sort Field The field number to be considered first in the list.  For example, 

to list by Office, place a 3 in this field. 
Secondary Sort Field The field number to be considered second in the list.  For 

example, to list by office and county, place a 3 in the Primary 
sort field and a 4 in the secondary sort field. 
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Violation 
 

 
 
This form allows the query of the violations for a particular facility record.  Enter the query criteria 
and press [Execute Query]. 
 
AIRS ID If the AIRS ID is known, enter it here.  The cursor will 

automatically go to the Compliance Activity Selection portion of 
the screen. 

- OR - 
(1)AIRS ID If only a portion of the AIRS ID is known, enter it here.  No 

wildcards are necessary. 
(2)Facility Category The category of the facility:  Point or Area. 
(3)Office The District or local program office with Compliance 

responsibility over the facility. 
(4)County The county in which the facility resides. 
(5)Facility Status The status of the facility: Active, Construction, or Inactive. 
(6)Owner The Name of the company, corporation or government office 

that owns the facility. 
(7)Name The name of the facility. 
(8)City The city in which the facility resides. 
Sort order of Facilities Allows the results of the query to be listed by certain criteria.   
Primary Sort Field The field number to be considered first in the list.  For example, 

to list by Office, place a 3 in this field. 
Secondary Sort Field The field number to be considered second in the list.  For 

example, to list by office and county, place a 3 in the Primary 
sort field and a 4 in the secondary sort field. 
- VIOLATION SELECTION - 

Office Handling the Violation The office with the responsibility for investigating the violation. 
Violation Status The status of the violation:  Open, Closed or Resolved.  
Current Compliance Status The current compliance status of the violation.   
Violation Date Query by the exact date the violation occurred. 
-or- 
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Begin and End Query Violation date by a date range by entering a beginning 
and ending date. 

Violation Discovered Query by the exact date the violation was discovered by the 
department. 

-or- 
Begin and End Query Violation Discovered by a date range by entering a 

beginning and ending date. 
 

 
 

Init Act The initiating activity that resulted in the discovery of the 
violation. 

Discovered The date the violation was discovered by the Department. 
Viol Date The date the violation occurred. 
Status The status of the violation:  Open, Closed, or Resolved. 
CS The current compliance status. 
SNC If the original activity compliance status was Significant Non 

Compliance this field will be populated with a ”Y”.  If the 
compliance status for the initiating activity was never SNC, this 
field will be “N”. 

Office The office with CA responsibility. 
Coordinator The Compliance Assurance coordinator for this activity. 
Description The description of the violation. 
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Complaints 
 

 
 
Query existing Complaints with the Complaints and Activities option.  Enter the Query Criteria 
and press [Execute Query]. 
 
Complaint # System generated identification number unique to each complaint 

record. 
Complaint Type Type of Complaint  Use  [List] to select from the list of values. 
Complaint Against Company Name or Last Name complaint is lodged against. 
  C/N/B [C]ompany, [N]ame, [B]oth company and name. 
Complaint Made By Company name or Last name of the entity that lodged the 

complaint. 
  C/N/B [C]ompany, [N]ame, [B]oth company and name. 
Complaint Office The office with the Compliance Assurance responsibility for this 

complaint. 
County The County the complaint incident occurred. 
Received Date The date the Complaint was received. 
  or Range through Or, query the date range for the Received Date. 
Complaint Status The status of the Complaint:  Open, Closed, or Resolved. 
Reviewer The user name of the staff assigned to this complaint. 
AIRS ID The AIRS ID of the facility, if the complaint is linked to a facility. 
Owner The Owner name of the facility, if the complaint is linked to a facility. 
Sort Field The field to use to sort the query results by.  Use [List] to select 

from the list of values 



Department of Environmental Protection ___________________________________________ 6/9/08 

53 
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Comply Stat Summ 
 
This Query menu option displays the “bubble up” of the compliance status.  This form displays the 
compliance status of each of the compliance categories, each of the emissions units, and for the facility in 
general. 
 

 
 
Overall Facility Status The overall facility compliance Status.  (IN, MNC, SNC).  Only 

the Compliance Assurance Categories with asterisks [*] beside 
the compliance status are included in the overall facility 
compliance status.  The compliance status for the facility is the 
worst case compliance status in all four applicable categories.  

Inspection The compliance status for the Compliance Inspection (INSP) 
compliance category. 

AOR The compliance status for the Annual Operating reports 
compliance category. 

Test & Report The compliance status for the Test & Reports (TRPT) 
compliance category. 

CEMS The compliance status for the Continuous Emission Monitoring 
(CEM) compliance category. To be included in the Overall 
Facility Status, the ARMS Emissions Unit Description and Status 
field “CEMS - Method of Compliance” must display a “Y”. 
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Pollutant  
 
View the emissions totals of the pollutants defined for the facility using the Pollutant 
 

 
 
This form shows the calculation of the emissions for each pollutant listed for the facility displayed 
in the header.  ARMS totals the emissions of these pollutants on the emission unit level, and 
displays them on this form. 
 

Pollutant The pollutant code and description. 
Poll class The pollutant classification regarding the emissions. 
Est Emission The estimated emissions in Tons/Yr 
Emission Cap The emissions cap in pounds per year and Tons per year. 
Basis The basis for the allowable emission. 
Regulation If the basis for the allowable emission is Rule, enter the rule that applies. 
Comment The Comments regarding the facility pollutant information. 
Act Emis Year The year the actual emissions information was collected. 
Actual Emission The actual emission figure in Tons per year. 
Potential Sum The sum of the potential emissions data. 
HAP Pot Subtotal The Hazardous Air Pollutant Potential subtotal. 
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History  
 

 
 
This form shows the history of the Facility Pollutant in ARMS.  View changes in the facility 
pollutants if a change is made in the facility pollutant pollutant record.  The CURRENT information 
is located at the top of the form and the HISTORY is located at the bottom. 
 

Date The date the record was accessed or changed. 
 
User The user accessing the record or making the change. 
 
Class The classification of the pollutant. 
 
Pollutant The pollutant being changed or accessed. 
 
Comments The reason the record was changed. 
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Fugitive  
 
View the range of pollutants emitted from an emission unit at an undetermined emissions point.  
Enter the Est Fugitive Lower - Upper for the highlighted emission unit. 
 

 
 

Poten Emis  
 

 
 
View the potential emission data for the current facility.   
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Capped EU  
 

To enter an Emission Cap 

 
View emission units that have an emissions cap established in the pollutant record on this form. 
 

To add a capped eu. 
 
1. Select Pollutant from the Menu Bar. 
2. Scroll to locate the Capped EU then Select Capped EU from the menu bar. 
3. Press [Ctrl+L] for the list of EU.  Select the emission unit from the emission unit list by 

highlighting the emission unit and pressing [Enter].   The emission unit status and its 
description will be displayed in the appropriate fields. 

 
4. Press [Ctrl+F6] to save data to ARMS. 
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Related Party 
 
Define people associated with the current facility and maintain that information using the reLated 
party menu option.  Selecting this option will navigate to a scroll list of people associated with the 
facility.  This information may be viewed or updated. 
 

 
 

Rel pty detail  
 
The Related Party Detail form is to give the user the ability to view the current record for the 
related party.  The user is also able to change existing data.  All of the fields on this form can be 
changed or entered new. 
 

To Edit 
1.  Click [Ctr+I] to insert a record. 
2.  Tab or click to the highlighted fields and type the data. 
3.  To commit the entered data.  Press [Ctrl+F6] to save. 
 

Associate and Disassociate Related Party 
 
Delete on ARMINV16 removes the record from facility but not database. 
End Association When someone leaves the company.  Put an end date in the edit field 
Editing Record  Go to Related Party detail. 
 
Note:  Editing a related party record will alter the record for every application associated with this 

related party.  It is recommended not to change the company name or name of person; It this 
because insert a new record and end associative of existing record. 
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Related Party Continued 
 
Enter values in all of the following fields if data is available. 
 

SSN# Social Security. 
FEID# Federal Employer Identification Number. 
Name (First, Middle, Last, suffix). 
Company Name of Company. 
Title Title of the Related party. 
Noncompliant Yes or No 
Voice Voice   (xxx-xxx-xxxx) 
Fax Fax   (xxx-xxx-xxxx) 
Mobile Mobile   (xxx-xxx-xxxx) 
Address I Street Address 
Address II Suite or Street Number 
Address Type Whether the address is a business or a residence. 
City List is available or type in data. 
Mailing Address Mark Yes or No. 
State  Set to Default 
Zip Zip Code 
Country Set at default U.S.A. 
 

Add/replc pty  
 
The Add/Replace Form gives the user the ability to attach a new or existing related party to the 
current facility.  The screen that appears will ask the user to enter a query.  The user can enter 
values into all or one of the fields at this screen.  After entering the values into the fields press 
[Execute Query].  A list of records should appear on the next screen.  If no records appear the 
user may need to enter a new query or create a new record. 
 
The menu bar has the following options press [Menu] to select from them. 
 

Query This will bring up the original Add/Replace screen.  Enter another query if 
needed. 

Detail This will take the user to the Related Party Detail screen.  The user can view 
or change current information. 

Create Gives the user a blank Related Party Detail screen to create a new record. 
 

 
 
Once the query criterion is entered a scroll list of records that matched the query criteria will be 
displayed.  If the desired record is located, highlight the record and press [Return].  To see more 
information on a particular record, highlight the record and press the [List] key.  If the desired 
record is not found, press the [Insert Record] key. 
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Address  
 
A Related Party for a facility may have more than one address associated with the individual or 
company. View the Related party address information by utilizing the aDdress option on the 
menu bar.  The cursor will be displayed in the address field.  Use the [Up] and [Down] arrow 
keys to view the address records for the party.   The address information will be view only.  To 
update the information, select reLpty detail.   
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perMit, 11, 48 
Permit Posting, 36 
perMitted EU, 48 
Point/ Area, 12 
Pollutant, 11, 55, 56 
Post a Draft Permit 

Non-Title V Posting, 42 
Title V Posting, 36 

Post a Final Permit 
Non-Title V Posting, 43 
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Title V Posting, 39 
Post a Proposed Permit 

Title V Posting, 38 
Post a Revised Draft Permit 

Non-Title V Posting, 42 
Title V Posting, 38 

Poten Emis, 57 
pps/Psd, 18, 30, 31 
PPS/PSD 

Affected EU, 31 
Public Exempt, 13 

R 
Regulat. class, 18, 32 
Rel pty detail, 59 
reLated party, 11 
Related Party, 59 
Relocatable facility, 10 
Re-Post Permits, 44 

S 
Search and Replace Mode, 26 
Shtdwn Dt/Strt Dt/Final Shtdwn Dt, 13 
sIc, 18, 28 
SIC, 28 
SIC code of 99, 10 
Site, 12, 18 

site bounDary, 18, 20 
Site History, 35 
Standard Industrial Classification (SIC) Codes, 

28 
Status, 13 
Street, 12 
suppLemental, 18, 29 

T 
Title V, 13 
Title V Permit Posting (AV), 36 
Type, 13 

U 
Unpermitted, 10 
UTM Zone, 12 

V 
Validate Address, 12, 13, 14 

Z 
Zip, 12 
Zone, 19, 20 

 


