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Overview:  
eForms provides an online means to submit forms that had previously been paper-based. It is designed to make 
the permitting and compliance process business-friendly and more efficient for industry and citizens within the 
state.  

Registration to new EEC Login screen:  

You can find the Account Management guide on how to register and account creation in eForms using the below 
link:  
https://dep.gateway.ky.gov/eForm/StaticFiles/AccountRegistrationGuide.pdf  
  

eForms Information:  

Website Recommendations and Requirements:  

• Firefox and Chrome are the recommended browsers.  

Important Notes:  

• For Security reasons, eForms will time out after 45 minutes. It will also time out if your screen goes idle. 
Please keep this in mind when filling out an eForm and remember to save often. If eForms times out, it 
will allow you to continue typing in data but that data will not save.    

• Do not use the internet browser back or “X” buttons to close an eForm, this could cause issues the next 
time you need to create a form.  

• Attachments will not save. You should add attachments right before submitting your form to ensure that 
they are included in your submittal.   

Screen Navigation:  
Once the eForms app is launched it will open on the home screen. The home screen provides an overview of 
eForms.  

The top black header has several tabs that will allow you to navigate to different screens in eForms by clicking 
on them.  
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The dashboard screen is a quick way to get to your eForms messages and your saved, pending, and completed 
forms.  

 
  

  
To start a brand new form or to get to a saved form using its transaction ID, click on the “Forms” tab in the top 
black header.   
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Default Assignments: 
 
Default Assignment allows a user to automatically assign newly created eForms to specific users, replacing the 
need to perform the task every time a new eForm is created. Under the “Default Assignments” tab, under Assign 
To, select the user that you want to have a copy of the eForm and select the Form Name and click on Default 
Assignment. Default Assignment is both form type and user specific. 
 

 
- The default assignment is only from the creation of a new eForm which gets assigned at the creation point. 
- If there is anything historic, these eForms are not impacted. 
- If the assignment is removed, it likewise no longer automatically assigns for that specific user and form. 

 

 
  
For further assistance with eForms, you can click on the “Contact Us” or “Help Center” tabs.  
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- Contact us now takes you to our agency Contact page that includes phone directory and driving directions. 
Url: https://eec.ky.gov/Pages/contact.aspx  

  

List Navigation:  

Under the “Forms” tab and inside the “List of available eForms” box, there are filtering options to assist you with 
finding the eForm you need.  
  

 
  
  
When using the filtering fields to find an eForm you do not have to use an exact name or capitalization. This filter 
searches for the typed information and once done, you need to click on Filter. For example, if you type “MPA” in 
the Form Name field the results will be narrowed down to forms belonging to any Division with MPA in its name.   
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At the bottom of the screen, you have several options to navigate to different pages.  
  

 
  
Creating a New Form:  

To start a brand new form click on the “Forms” tab. Under the “List of available eForms, filter to find the form 
you need. You can click on the form name to view a summary of it. If you click on the name again it will close 
the summary.  
After confirming you have found the correct form, click on the plus sign to create the new form.  
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At this point, the form will open. Once again, here are some important things to remember before you begin filling 
out your form:  

• Save often. If eForms times out, you will be able to continue filling out the form, but the data you enter 
will not save.   

• Do not use the internet browser navigation buttons (Back or Forward) or the X close buttons while an 
eForm is open. This could cause issues the next time you need to create a form.  

• Attachments do not save. Add attachments right before submitting your form to ensure that they are 
included in your submittal.  

Saving a Form:  

At the bottom of each eForm page, there is a Click to Save Values for Future Retrieval button.   

Please SAVE often. DO THIS STEP EVEN IF YOU DID NOT MEAN TO OPEN A FORM.  

  
When you click on this button it will close your form and take you to that form’s detail screen. The Form Details 
box provides some helpful information like the submittal ID, the status of the form and whether or not it has 
been submitted to EEC.   
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To go right back into the form, just click on the Continue with this eForm button.   
 

 

  

If you need to come back to your form later you can log off of eForms at this point.   

 

  

Retrieving a Form:  

There are several ways to retrieve your previously saved form. One way is to go to the dashboard tab, find your 
incomplete form under “My incomplete eForms” box, then click on the “Submittal Id”.  
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This will open up that form’s detail screen. Then just click on the Continue with this eForm button.  
 

 

  
Different Types of Forms and Form Fields:  

Most of the eForms are set up very similarly, but there are some differences. This section will cover those 
situations.  
  
ONE-PAGE OR MULTIPLE-PAGE FORMS:  
  
One-page example: Below the form header are all of the fields. Scroll down to access any fields that are not visible 
on the screen.  
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Multiple-page example: Below the form header are tabs that will allow you to navigate to the different pages. You 
will still use the scroll bar, mouse wheel, or Tab key to navigate to the fields not visible on your screen for that 
section.  
  

 
  

Field Order:  

It’s important to fill out fields in order, from left to right. Some fields, like the DNR ID Number, may populate 
other fields for you.   
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Fields like the Permittee ID field will filter information in the next field, so only applicable options will be 
displayed in the drop-down.   
  

  

Each question or field will have a way to tell if it is required, conditionally required, or not required.  
  
Required fields will have an asterisk * and must be filled in. If you see a field with a checkmark  it is 
conditionally required, whether or not it is required depends on a previous answer. If neither symbol is present, 
then the field is not required.  
  

  
  
Tables:  

Some questions may require more than one response. If that response also has multiple fields, the data is entered 
into a table.  

  

  

Required Fields:   
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To type your information into the next field within the same row, either click in each field individually or use the 
tab key and then the enter key before typing.   
  

Add-On Sections:  

Some questions, that have multiple parts and where more than one response can be given, are entered into an add-
on section.   
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Do not add your attachments until you are ready to submit your form. They will not save.  
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When the form is complete and all attachments have been added, click on the Click to Submit to EEC button.  
   
If you receive the following message, there is an issue with your form. It could be that all required fields have not 
been entered or there is an issue with the data that was entered into a field. Click on OK.  
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eForms will add an error message to the fields that need attention. Once all errors have been addressed click on 
Click to Submit to EEC again.   
  

 
If all of the errors have been resolved eForms will direct you back to the form’s detail screen. The status will 
change to “Submitted to EEC” and the response to “Submitted to EEC” will change to Yes.  
  

 
Below the details will be a list of each attachment that was added. There will also be an HTML document that is 
a copy of the form that was submitted. Some eForms will also have a copy of the form in a PDF format that is 
more readable than the HTML version. Click on the down arrow to download and view any of these documents.  
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Now that the form was successfully submitted it has been moved out of the “My incomplete eForms” dashboard 
box and into the “eForms Pending EEC Review” dashboard box.  
  

 
**Another option to create a new form is to go to the details page of a previously saved or submitted form and 
use the Create a new eForm with values from this previously saved/submitted eForm. This will copy all of the 
previously submitted information into a new form.  
  

Deleting a Saved Form:  

If a form has not been submitted, it can be deleted from your list of incomplete eForms. YOU MUST ENSURE 
THAT THE FORM HAS BEEN SAVED BEFORE DELETING IT.  
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There are some situations where you may need to share your form with another eForms user.  
   
To do this, go to your form’s detail screen. Below the form details there is a box called “Assign Submittal”.   

 
In the blank field below the “Assign Submittal” header, start typing the email address of the person who needs 
access to your form. As you type information in, the system will start searching for available users. Once you 
find who you are looking for, click on the checkbox next to their email address.   
  

  
  

Sharing a Form:   
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That person’s email and name will now appear below yours and that form will be available to them in their 
dashboard.  
Each eForm is secured on an eForm by eForm basis by user. Other users cannot see your eForms unless you give 
them assignment. 
  

  

If needed, you can remove the access to the form. Just uncheck the box next to the person that no longer needs 
access.   

Messages:  

There are several places where you can see if you have a new eForm message.   
At the top of your eForm screen, in the black header.  

  

   
And on your Dashboard screen.  
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Once you are on the messages screen, click on the envelope to view your message.  
  

  

If a form is improperly closed you may receive an error message the next time you try to open a form. This 
could happen if the browser crashed or is closed before you click on the Click to Save Values for Future 
Retrieval button.   

  
  

  

In-Progress Error:   
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To resolve this issue you must find the form that was improperly closed, then open and save it.   

1. Go to the dashboard, ensure you are in “My incomplete eForms” box, then click on the submittal Id for 
the form that may have been improperly closed.  
  

 
2. Click on the Continue with this eForm button.   

   
**DO NOT DELETE ANY INCOMPLETE FORMS UNTIL   

AFTER YOU HAVE RESOLVED THIS ERROR. **  
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3. Scroll down to the bottom of the form and click on the Click to Save Values for Future Retrieval button.   

  
4. Try to open a new form again. If you still receive the In-Progress message follow these steps for each 

incomplete form until you are able to open a new form.  

   

Anonymous Forms:  

Anonymous forms can be accessed by clicking on “Anonymous Forms” tab on the Home screen. This allows 
users to fill out the forms without requiring them to register or provide personal information.  

  

 

  

Users can click on the “+” sign to open a new form and start filling the form.  

 

Once the form is complete click on “Click to Submit to EEC” button to submit the form.  
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