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• Division Staff (primarily from Fleming or Compliance) will 
be contacting facilities over the next year to onboard 
them to the system.

• The first wave will be systems ~begin February-March
– Currently in the TNPOP program ~  Jordan Fey

– Currently submitting the excel MORs ~ Beverly Glass

– Permit Reissuance in 2025 ~ Bri Begley

– Special Circumstances

• Second wave is tentatively scheduled for 2026



• This training is specific to onboarding municipal 
wastewater systems for the Monthly Operating Report 
(MOR). 

• This universe consists of Cities, Towns, Utilities, and some 
military installations.

• This MOR Form is not to be used for Drinking Water 
Systems, Decentralized Systems or small domestics* 
(schools, rest areas, campgrounds etc.)

* There may be a need to have certain small domestics with significant compliance issues report on this 
form until such time a small domestic MOR is developed. 



• They must have a MyTDEC forms account, and

• They must be designated an official contact or delegated 

signatory authority in the Division’s database (Waterlog).

• Users do not need a new or separate account.

• If you don’t “see” the permit number when starting the 
form
– using a different email address than what we have

– you have not been marked as a delegated signatory or

– the form has not been enabled for the permit number.

– To resolve these issues, please let your division contact know.



• The MyTDEC forms MOR (MOR) will calculate quarterly 
and the annual rolling load in lb/year. In order to do this 
calculation, the Division’s database (waterlog) MUST have 
Total Nitrogen (TN) and Total Phosphorus (TP) historical 
Data loaded before the first MOR is submitted 
electronically.

• If the permittee has been using the excel MOR, this data 
is already in waterlog.



• The MyTDEC forms MOR (MOR) will calculate quarterly 
and the annual rolling load in lb/year. In order to do this 
calculation, the Division’s database (waterlog) MUST have 
Total Nitrogen (TN) and Total Phosphorus (TP) historical 
Data loaded before the first MOR is submitted 
electronically.

• If the permittee has been using the excel MOR, this data 
is already in waterlog.



• If the permittee has been sending in paper MORs, the 
data must be preloaded before the MOR can be 
submitted. 

• Using the bulk data upload excel file input the effluent 
flow, TN and TP results on the appropriate date. 

• If the permitee is  a quarterly reporter, they need to 
submit all sample values for the 3 months prior to the 
first MOR submittal. 

• If the permittee has  annual rolling load i.e. lb/d 
reporting, they need to submit all sample values for the 
13 months prior to the first MOR submittal



• The sheet has 5 tabs, 
each tab contains 1 years 
worth of fields. 

• On the First Year Tab, 
enter the permit number 
in cell C3 and current 
year in cell F3. It will auto 
populate the rest of the 
worksheet. 



• For every date that a TN or TP sample was taken, the following 
columns should be completed in the row that corresponds to 
the date of the sample. 
1. Effluent Flow in MGD (Column M)
2. Total Nitrogen Effluent (mg/l) (Column BL) 
3. Total Nitrogen Effluent (lb/d) (Column BM)
4. Total Phosphorus Effluent (mg/l) (Column BO)
5. Total Phosphorus Effluent (lb/d) (Column BP)

• Do NOT delete columns C-H. You may delete unused columns 
I-CD, but it is not required. If you delete these columns make 
sure you delete the entire column.

• Please note, if columns are deleted the column designations 
above will no longer be valid.

• This sheet does not do any calculations. It is simply a means to 
transfer data in the right format.

• The permitee is free to fill out more data, but not required. 



• Email the completed sheet to the person who contacted 
you about onboarding to the MyTDEC forms MOR.

• Copy Ariel.Wessel-Fuss@tn.gov

mailto:Ariel.Wessel-Fuss@tn.gov


• Log into MyTDEC Forms and search for Monthly 
Operating Report or MOR in the finder. 

• Select Monthly Operating Report (MOR) for Municipal 
Wastewater Facilities





• If you can’t type in your permit number, you do not have 
the correct permissions. Most likely you have not been 
delegated authority by your municipal official. Please 
contact your EFO Inspector to resolve.



• MyTDEC forms will look for the last month that you 
submitted date and default the form to the next month. If 
this is correct, you don’t make any changes. If you need to 
report for a different month select yes and enter the 
month and year.

• Note: if you are skipping months, the nutrient data will 
not calculate correct. It is best to enter in the missing 
months in order.

•  



• To begin, select download

• Open the excel file that was downloaded. It will likely be named 
Monthly_MOR (#) as a default. Next, select Enable Editing if a yellow warning 
message appear



• This excel file is where you will record your monthly data. 
It contains all of the parameters used by municipal 
wastewater plants across the state. You only need to fill in 
the parameters that are required for you facility i.e. 
rainfall, influent, effluent flow, BOD or CBOD etc., refer to 
the facility’s permit, your EFO inspector can also provide 
additional guidance.



• Calculates Sum, Count, Average, Maximum, Minimum, 
and Geo Mean as appropriate for the various parameters, 

• Contains the same validations as the MyTDEC form, e.g. it 
won’t let you enter 57 for a pH

• You can hide columns by right clicking on the column 
header and selecting hide

•  



• Once you hide unnecessary columns, you may save the 
form on your computer for use the following months. If 
the Division makes changes to the form e.g. add a 
column, change a validation, a new form will need to be 
downloaded. In the case of a revised form, you will see an 
error on data upload. 



• Fill out the excel form for the reporting month and save it 
to your computer with a unique name. Once you 
download a blank form to your computer, you can fill it 
out on the fly during the month. You don’t have to open 
MyTDEC Forms.

• When you are ready to submit your MOR, Log into 
MyTDEC Forms and navigate to the MOR form



• Click on the Monthly Operating Report Data Section and 
select Upload



• Select the file for that month and click upload

• It may take a while to upload the file. MyTDEC forms is 
checking to verify that all of the validations are met. 



• Errors in the form will be show by the red exclamation 
triangle



• You may correct the errors in the MyTDEC Forms data 
entry form. Please note these corrections will not be sent 
back to your excel form.

• Click Next Error



• It will take you to the first error for correction



• The Historical Data section is read only and is just to 
quickly verify if there is nutrient data missing .e.g. “None 
Specified.” Contact your EFO inspector if you see an error



• If you have more than one outfall , each outfall will 
preload in the form



• After you Sign and Submit the document, click on the 
view submission to go to the submission overview page.

• MyTDEC Forms will complete the calculations for the 
nutrient data. It will generate a pdf





• Quarterly Calculation will 
only run in the March, 
June, September, and 
December submittals.



• Calculation error



• February 20, 2025

• 8:30 am central

• Fleming Training Center * maybe online



• When your system begins reporting on MyTDEC Forms you no 
longer have to 
– Attached a signed pdf of the MOR to the NetDMR Submittal

– Send an email to the EFO staff and DWRWW.Report@tn.gov with the 
excel copy 

• Can you make a change to the form?
– Yes, but not quickly.

– Minor changes or changes to correct a bug will be implemented as 
soon as possible.

– Major changes that affect the table will be made sparingly. 

• I have to report <insert a metal, semi-volatile or volitle etc.> but 
there is no column. What do I do?
– The majority of the time the frequency of these samples is such that a 

running calculation isn’t needed. So, these are just reported on your 
DMR.

mailto:DWRWW.Report@tn.gov


• Does a revised form duplicate data in the division 
database?
– No, when the revised form is processed, it should write over the 

exiting submission data.

• Why can’t I see the quarterly nutrient data?
– Quarterly data is only shown for the reports of March, June, 

September and December

• Who can sign these reports?
– Official Contact or Delegated Signatory. 

• Why can’t my boss see the report?
– The form must be shared with specific individuals who have 

MyTDEC forms accounts in order to be viewed. We strongly 
suggest all MyTDEC forms submittals be shared with others in 
case of an issue. 
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