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How to Add Permits to Your NetDMR Account 
 
1. Once you have created an account, sign into CDX, look under “Services”, and select your Permittee 

(signature) or Permittee (no signature) role. 

 

 
 

2. Click Continue to NetDMR. 

 

 

 

3. Find the row of tabs in the upper left (tiny writing). Click on Request Access- NOT “Access Requests”. 
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4. Under the heading, “Request Access to Permits and Associate DMRs”, enter the NPDES Permit ID (begins 

with “TN”), and press the “Enter” key on your keyboard. The Facility Name should pop up right 

underneath the Permit ID: 

 

 
 

5. Check that the facility name appeared and is correct, then select your desired role from the dropdown 

box beside “Role” (descriptions below), then click Add Request. Do this for each permit to which you need 

access. 

 

 
 

a. Description of NetDMR Permit Access Roles: 

 
 

                   *To sign and submit DMRs, you must have the Signatory role. 
 

NetDMR Role What each role can do 

Signatory 
View, Edit, Correct, Import, Sign and Submit DMRs; 
must sign a Subscriber Agreement 

Edit View, Edit, Correct, and Import DMRs 

View Download and View CORs 

Permit 
Administrator 

Approve, Deny, and Revoke roles 
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6. The Permit ID will now appear beneath the “Access Requests” heading. Verify that it is correct, then click 

Submit. You will receive an email verifying the access request has been submitted. 

 

 

 

7. Signatory Access Requests- continue with all of Step 7. View, Edit, or Permit Admin. Roles- skip to Step 8. 

a. On the following page, select your employer’s relationship to the facility from the drop-down box 

on the right side of the screen: 

i. Choose Parent if you work at a corporate headquarters or offsite office. 

ii. Choose Facility if you work at or near to the location of the wastewater treatment facility. 

iii. Choose Other if you are a third-party operator.  

b. If you are a Responsible Official (each permit can have as many as you want), select the first option 

button and click Submit. Skip to step 7.d. 
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c. If there is another Responsible Official for this permit and you wish to be an authorized 

representative, select the second option button, fill out the information, click Submit.  

i. NOTE: The Responsible Official you list MUST have their own NetDMR account and have 

already been granted signatory access to the permit before you submit your request.  

1. Put in the email address associated with the Responsible Official’s NetDMR account 

for them to approve your request. 

ii. After you’ve completed the entire process, the Responsible Official will receive a message in 

their NetDMR inbox to approve you as signatory. Let Responsible Official know they can 

approve you. Contact the DMGR NetDMR Coordinator if the Resp. Official needs instructions.  

d. On the following screen, choose to Sign Electronically (Sign via Paper takes considerably longer to 

complete account setup and is not recommended). 

 

 
 

e. Review the subscriber agreement and click on Sign Electronically at the upper left of the screen 

under the box with green writing. 
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f. Read and accept the terms. 

 

 
 

g. A confirmation message is provided. 

 

 
 

h. A NetDMR Administrator will review your request and grant access (usually within 48 hours). To 

speed the process, inform the DMGR NetDMR Coordinator that a request has been submitted. 

i. After you have been approved, reporting instructions will be sent to the email associated with your 

account. 

8. Complete this step for Edit, View, and Permit Administrator Roles (continued from Step 6 above): 

a. After selecting the Edit, View, or Permit Admin. role, click Submit.  

b. On the following screen, press Confirm after verifying the information is correct. 
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c. Confirmation will be provided. 

 

 
 

d. A Permit Administrator or Signatory can now approve your request from their account following 

these instructions: 

i. Login to CDX, click on their Permittee (signature) role, click Continue to NetDMR. 

ii. Scroll to the bottom of their homepage to “Pending Access Requests”, check the 

appropriate box to approve the request, then click Save.  

9. You should now have access to the permit in NetDMR. 

a. If you need instructions for reporting data in NetDMR, please email the DMGR NetDMR Coordinator, 

and instructions will be sent.  

 

*If you need additional info, please visit our DMR Reporting website by clicking on the following link, or 

copying the link into your browser: https://www.tn.gov/environment/permit-permits/mineral-

geologic/dmr-reporting.html.  

 

https://www.tn.gov/environment/permit-permits/mineral-geologic/dmr-reporting.html
https://www.tn.gov/environment/permit-permits/mineral-geologic/dmr-reporting.html

