TN Department of
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Accessing & Sharing Approval

Documents in MyTDEC Forms

2025



Approval Documents

Construction documents and approval letter previously sent by
email or shared via TNCloud link.

New feature in MyTDEC Forms allows technical reviewer to
upload approved construction documents to associated form.

Approved construction documents for forms submitted after
May 1, 2025, will be returned to submitter using this method.

Submitter can share MyTDEC Form with others who need
access to the approved documents.

Additional users accessing the form to download approved
documents will need to register for a MyTDEC Forms account.
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How do I access approved

documents?




Accessing Approved Documents

« Signin to MyTDEC Forms.

Sign In X

Don't have an account?

Register

Forgot Password?

Sign In Cancel


https://forms.tdec.tn.gov/

Accessing Approved Documents

+ Click My Submissions.

TN Department of
Environment &
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Home Find v My Submissions



Accessing Approved Documents

« Locate the appropriate Submission ID.

 (Click the arrow at the end of the row to open the
Overview page.

My Submissions & Print

1

3 results found

Name

Drinking Water
Engineering Plans
Submittal

Drinking Water
Engineering Plans
Submittal

Drinking Water
Engineering Plans
Submittal

Department of
Environment &
.Conservation

Alternate Identifier

Engineering Plans:
Approval Docs
Upload Test

Engineering Plans:
Shared Access Test
Form

Submission ID

HQC-CSD9-1XZ1v

HQC-2FWM-MDYT3

HQC-2FR9-R9X8V

Startedon =

5/06/2025 1:25 PM

4/23/2025 10:54 AM

412372025 10:46 AM

Submitted on

5/08/2025 8:45 AM

4/29/2025 2:36 PM

Balance Due

Status
COMPLETE >
INREVIEW & >
DRAFT > Vs



Accessing Approved Documents

 Scroll down on the Overview page.

IMISSION OVERVIEW
Drinking Water Engineering Plans Submittal

ID # HQC-CSD9-1XZ1V ENGINEERING PLANS APPROVAL DOCS UPLOAD TEST

View Form
A complete view of the
submitted form data

Summary NAME Drinking Water Engineering Plans Submittal
Processing 05/08/2025 (7 days ago) by 2. || NN
Event Log HQC-CSD9-1XZ1V

Approval Docs Upload Test

Notes & Issues

0 Approved Documents N

Added by [ 2025-05-08 9:12 AM

Processing

Submission Deemed Complete

TN Depa_rtment of
Environment &

== Conservation

Status
lo)
[courLere ¢

li‘ Download / Export

E View Confirmation

Fees

$0.00

Balance Due
$0.00

Contact Info

Address
Tennessee Department of Environment



Accessing Approved Documents

Processing

» Click Added by
Processor in the
Documents & Submission Deemed Complete
Attachments
section.

¢ C||Ck eaCh ﬂle to Documents & Attachments
download COpleS. ALL (3) SUBMISSION ATTACHMENTS (1)

# Approved Plans Test.pdf
Attached to NOTE by I 2025-05-08 9:12 AM

- Approval Letter Test.pdf
Attached to NOTE by I 2025-05-08 9:12 AM
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How do I share forms with

additional users?




Sharing Forms with Additional Users

« Signin to MyTDEC Forms.

Sign In X

Don't have an account?

Register

Forgot Password?

Sign In Cancel


https://forms.tdec.tn.gov/

Sharing Forms with Additional Users

+ Click My Submissions.

TN Department of
Environment &

.Conservation

Home Find v My Submissions



Sharing Forms with Additional Users

« Locate the appropriate Submission ID.

 (Click the arrow at the end of the row to open the
Overview page.

My Submissions & Print

1

3 results found

Name

Drinking Water
Engineering Plans
Submittal

Drinking Water
Engineering Plans
Submittal

Drinking Water
Engineering Plans
Submittal

Department of
Environment &
.Conservation

Alternate Identifier

Engineering Plans:
Approval Docs
Upload Test

Engineering Plans:
Shared Access Test
Form

Submission ID

HQC-CSD9-1XZ1v

HQC-2FWM-MDYT3

HQC-2FR9-R9X8V

Startedon =

5/06/2025 1:25 PM

4/23/2025 10:54 AM

412372025 10:46 AM

Submitted on

5/08/2025 8:45 AM

4/29/2025 2:36 PM

Balance Due

Status
COMPLETE >
INREVIEW & >
DRAFT > Vs



Sharing Forms with Additional Users

 Scroll down on the Overview page.

TN Depa_rtment of
Environment &

.Conservation

Home Findv My Submissions l # UAT ENVIRONMENT ‘

SUBMISSION OVERVIEW

Dri g Water Engineering Plans Submittal sy Koo

E A complete view of the
ID # HQC-2FWM-MDYT3 ENGINEERING PLANS SHARED ACCESS TEST FORM submitted form data

Summary NAME Drinking Water Engineering Plans Submittal P o
Processing SUBMITTED 04/29/2025 (0 days ago) by & Carley
SUBMISSION 1D HQC-2FWM-MDYT3

|:I Revise Submission
ENGINEERING PLANS  Shared Access Test Form

WORKGROUP =

¥, Download / Export
Processing

rﬁ Copy as New

’ e
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Sharing Forms with Additional Users

Contact Info

* Click Share with...

Tennessee Department of Environment
and Conservation

Division of Water Resources

Davy Crockett Tower-9th Floor

500 James Robertson Parkway
Nashville, TN 37243

Contacts

Contact Email
DWR.Engineering@tn.gov

Access

Not shared with any users.

2 Share with...
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Sharing Forms with Additional Users

* (Click Add User Access.

Manage Submission Access X

@ This screen provides the ability to add, modify or delete users access to this submission. All new users added will receive an
email with instructions on how to access the submission.

CARLEY

I R

Add User Access
Department of
Environment &

== Conservation



Sharing Forms with Additional Users

 Enter the email
address for the user
who will receive
access to the form.

* Note: The user you are
inviting to access the
form must have a
MyTDEC Forms
account.

TN Department of
Environment &
== Conservation

Add User Access

Email Address for the user you would like to provide access: *

Access Level: *

© Adding a user will allow them to access and potentially modify this submission. The
user must be registered with the system to be eligible.

Cancel

X



Sharing Forms with Additional Users

« 3 levels of access permissions:

— Submission Viewer = Read access only.

- Canview the form. Will not be able to pay review fee or make any
changes to the form.

— Submission Contributor = Can only edit the first draft of the
form.

- Cannot submit responses to correction requests from TDEC reviewer.
— Submission Editor = Can edit all versions of the form.

- Can submit responses to correction requests and share the form with
other users.

TN Department of
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Sharing Forms with Additional Users
Add User Access

« Use the drop-
down menu to
select the desired
Access Level
setting.

TN Depa_rtment of
Environment &

== Conservation

Email Address for the user you would like to provide access: *

Access Level: *

VIEWER

Can View Submission

CONTRIBUTOR

Can Edit Submission Data

EDITOR

Can Edit and Share Submission with others

X



Sharing Forms with Additional Users

Add User Access

« Check Acknowledge
and click Submit.

e The form will be
visible from the My
Submissions tab of
the additional user’s
MyTDEC Forms
account.

TN Department of
Environment &

== Conservation

Email Address for the user you would like to provide access: *

Access Level: *

EDITOR
Can Edit and Share Submission with others

X

Acknowledgement: *

D _is associated with this email.
| understand that _w:ll be able to access, modify, share and submit this
submission.

Cancel



How do I create a MyTDEC

Forms account?




Account Registration
Go to https://forms.tdec.tn.gov/ and click Create Account.

TN Department of
Environment &
.Conservation

‘Welcome to'MyTDEC Forms!

Browse, access, fill _d_ut,submit, and'make payme.nts on various types of forms.

Search keywords, form names, form types, efc...

© Information

Welcome to MyTDEC Forms, the State of Tennessee's Department of Environmental Conservation online form portal!

TN Depa_rtment of
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https://forms.tdec.tn.gov/

Account Registration

Fill in required fields
and click Register.

The email address
entered at this step will
be the Username you
enter each time you sign-
in to MyTDEC Forms.

TN Depa_rtmemt of
Environment &
== Conservation

Register for a new account

First name * Last name *

Password *

N ©
YOUR PASSWORD M NTAIN
« One lower case letter « One special character
« One upper case letter « 8 characters minimum



Account Registration

Enter the Confirmation code and click Confirm Code or
click the activation link in your email.

Confirm account

An email has been sent to —Please check it and enter the confirmation code

below.

Confirmation code *

Cancel Resend Confirmation Code
Department of
Environment &

== Conservation



Account Registration

B O m

Exam le activation link
email.

If you do not receive an
account activation email,
please check your
spam/junk folder or
contact your IT
department to have
mytdec-forms@tn.gov
unblocked or added to
your organization’s
whitelist.

TN Depa_rtmemt of
Environment &

== Conservation

28 0 & m D

Confirm New Account in the MyTDEC Forms System Inbox

MyTDEC Forms (no reply) <mytdec-forms@tn.gov>

me w

Welcome to the Tennessee Department of Environment and Conservation MyTDEC Forms System

You have successfully created a new account. Your username is _

Please activate your account by selecting the link below:

Alternatively, if you are on the registration confirmation code screen, you can enter the confirmation code shown below. Your confirmation code is:
[ ]

Once you confirm your account, you will be able to use the system. All future notifications regarding your account will be sent to this email address
If you did not register for this account, or if you are having difficulty accessing or using the system, please contact Support for further assistance
Thank you,

Tennessee Department of Environment and Conservation
ask tdec@tn.gov

[ & Reply ) ﬂ' > Forward |



mailto:mytdec-forms@tn.gov

Account Registration

Enter your
Username and
Password.

Click Sign In.

Username is the
email address used
during account
registration.

TN Depa_rtmemt of
Environment &
== Conservation

Sign In

© Your account has been activated. You may now sign in.

Cancel

©

Forgot Password?

X



Account Registration

Increase your account security by verifying your mobile

number. (Optional)

Verify Your Phone Number X

Boost your account security by verifying your mobile number using a confirmation code. If you prefer, you
can add a new phone number. Remember, you can always edit this information in your user profile.

Add new mobile number

Send Code Remind me next time Don't ask me again

TN Depa_rtment of
Environment &
== Conservation



Account Registration

Enter the Confirmation code sent to your mobile number
and click Confirm Code.

Verify Your Phone Number X

+« Confirmation code successfully sent.

Please review the text message sent to_and provide the confirmation code below.

Confirm Code Cancel Resend Confirmation Code
Department of
Environment &

== Conservation



Account Registration

You will receive on screen confirmation of successful mobile
number verification. Click the X to dismiss the notification.

Success p_4

«” Phone number is successfully verified

TN Depa_rtmemt of
Environment &
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Account Registration

COMPLETING REGISTRATION

E nte I yO ur a d d ress Complete Your Profile (optional) sac
and click Update B e
Add ress. (O ptio na |). Address Information

Address Line 1 *

Address Line 2

City * State/Area* Postal Code *
Country *

United States

Skip

DT peeetows [l i e ar [ ;?E{El:n add this information at any time in your User

Update Address

TN Depa_rtmemt of
Environment &
== Conservation



Account Registration

Select the correct address and click Use This Address.
Verify User Profile Address ) 4

O Original Address:

@ Suggested Address:

Use This Address Close, Back to Edit Address
Depa_r ttttt of
Environment &

== Conservation



Account Registration

Electronic signatures are not required for engineering document submittals but
may be required for construction general permit submissions. You may Skip
and enable electronic signatures later, if desired.

COMPLETING REGISTRATION

Additional Permissions (optional)

Your new account is almost ready to go. While we finish up registration, you can optionally add additional permissions for your account.

Enable electronic signatures

Some forms will require signatures before they can be submitted. Providing a digital (electronic) signature is the fastest and easiest way to do this.

To enable electronic signatures for your account, you will need to follow a few short steps to verify your identity.

Enable Electronic Signatures

Skip
You will b asked to verify your identity with Tennesses

You can add this permission later at any time, by choosing
Departmant of Ervironmant and Conservation.

the option inside your User Profile

TN Depa_rtment of
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Questions?

Email
DWR.Engineering@tn.gov
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