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Request New Permit 

This Quick Reference Guide (QRG) will provide steps for Certified Burners to request a new permit. The steps in this QRG 

match the New Burn Permit stepper. 

Note: The functionality available to the user in the Burn Permit System will be based on the user’s role and 

permissions. 

Navigate to Burn Permit System using the URL provided by the Agency and Sign In. Click  in the side 
navigation drawer to start a New Burn Permit request. 
 
1 Applicant Info - Complete the required fields. The first 

time the user accesses this page the user will be 
required to enter their information, including Certified 
Burner Number. On subsequent permit requests all 

user information should be pre-filled. Click  to 
advance. 

Note: Expand the menu at the bottom of the screen 
where the user’s email is located and the click Profile 
to edit the user’s information. 

2 Location - Search or pan and zoom the map to select 

the permit location. Click  to advance. 
3 Restrictions & Dates - Complete fields and click 

 to advance. 

4 Permit Details - Complete fields and click  to 
advance. 

Note: Complete the Certified Burner Details 
information. Responsible party name and contact 
information as well as landowner name and contact 
information should be entered in Permit Details Step 
3: Enter Additional Comments 

5 Involved Parties - click . 
6 Smoke Model - If all Certified Burner Details fields 

were completed, the Fuel Type and Tons/Acre fields 
will autofill. If the fields were not completed, return to 
Step 4 and complete Certified Burner Details, or just 
select the values in the Smoke Modeling step. Click 

 and review the Smoke 

Model. Click  to advance. 
7 Review & Approve – Acknowledge the Certified 

Burner Message, review all permit details and click 

. The permit request has been 
submitted. 

8 Finish - Click  to save the permit and 

send the permit reason. Click  to 
start a new permit request beginning on Step 2. 

Note: It is required to click  on Step 8 to 

finalize the permit request. 
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