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Overview

The NYC Department of Environmental Protection (DEP) Bureau of Water & Sewer Operations
Permitting System (WSPS) allows applicants to electronically file (e-file) permit applications for
water and sewer repair and relays that are “in-kind”. An e-filing user (for this system, a licensed
master plumber) may commence filing of applications as soon as they are registered in the system.

The new system does not change any of the applicable rules associated with the regular filing of an
application for permit as contained in the Rules of the City of New York Title 15, Chapter 20,
“Rules Governing and Restricting the Use and Supply of Water”, and in Chapter 31, “Rules
Governing House/Site Connections to the Sewer System”. The system was created to make the
permitting process for these types of permits more efficient.

WSPS in brief

WSPS is a program that provides for the filing of permit applications with DEP electronically.
Currently, the system can be used for repair and relay applications for both “in-kind” water and
sewer cases the City of New York.

Benefits of the system

There are many benefits to e-filing for Licensed Master Plumber’s (LMP) and their clients. Permit
applications can be created and filed on any day of the week at any hour from virtually anywhere.
When an electronic application is submitted, it is sent to a queue virtually for immediate review by
DEP staff. The status of the application is accessible at any time by logging into the User’s
account. The system is very easy to learn and use. The system provides instantaneous notice by e-
mail to the participating User whenever an application has been accepted and whenever the status
changes.

Registration/Passwords

In order to file permit applications on the system, a User must be a LMP in NYC who has
registered to file applications on the WSPS. In order to register, a person must complete and
submit an “Authentication Form” which must be signed and attested by a NYS Notary Public. This
request must be submitted in person (with proper identification, e.g. driver’s license, passport,
government issued ID) to DEP by the LMP. The request will be checked for completeness and the
identification of the LMP will be verified. The approval of this registration will result in the
issuance of an e-mail to the Filing User containing a temporary login password. During the first
login attempt, the User will be prompted to change their password, and confirm the new password.
Once these steps are completed, the User will be able to start working on applications to e-file.

The User’s contact information will be provided from the NYC Department of Building (DOB). It
is important that the primary address and telephone number associated with the User’s plumbing
license be kept up to date with DOB. If the User’s plumbing license is not active, surrendered, or
expired, the system will generate an error message and the application will not be submitted to
DEP.



Software/Hardware Requirements

The current minimum requirements for filing are: a computer with Internet access (disable pop-up
blockers), a printer, and Adobe Acrobat software, or similar (to convert documents formatted by
word processor to portable document format (PDF)).

An internet browser is a program that allows you to access pages on the World Wide Web. The
WSPS application was developed specifically to take advantage of the features available within
Internet Explorer 7.0 or higher. Other browsers, such as FireFox and Netscape, are not supported
at this time. You can download the latest version of Internet Explorer, free of charge, at
http://www.microsoft.com/windows/ie/downloads/default. mspx.

Cookies

The user must have cookies enabled to use the system. The WSPS website uses session cookies
and only retains information until all user browsers are closed and the session is thus ended. The
WSPS web site does not write any data to the user’s hard drive. The exception to this is if a user
selects to save a PDF of a permit.

Pop-up Blockers

If you have a pop-up blocker installed, you will need to allow pop-ups from the WSPS Web site. If
you do not have a pop-up blocker installed, you can skip to the next section.

To allow pop-ups from the WSPS Web site using Internet Explorer 7.0, follow these procedures:
Step 1. On the Internet Explorer main menu, select tools and then pop-up blocker. The Internet
Options window displays.

Step 2. Click turn off pop-up blocker.

Figurel


http://www.microsoft.com/windows/ie/downloads/default.mspx

How to access the system
The web address of WSPS is www.nyc.gov/dep/wsps.

To login to WSPS, enter your email address and password in the appropriate fields. After entering
the information click on the Login button. Please note that the password is case sensitive.

Environmental
Protection

Water & Sewer Permitting System (WSPS)

Attention: For any questions, problems, and feedback, please email:mailto:wsps@dep.nyc.gov. Contact
number: 718-595-3088

Registered Customers : Log In

Email:
New Customers

Fegaward: Register at DEP
with License

—

Forgot Your Password?

Welcome to the Water & Sewer Permitting System. This online tool helps you prepare, submit and
get water/sewer permits. From here you can:

= Submit your application online: You can submit your application on line
instead of going to DEP personally.

Figure 2


http://www.nyc.gov/dep/wsps

System Timeout
The System times out after it has been inactive for sixty minutes or more. The following message
displays, informing you to re-log into the system.

Message from webpage | P

. Your session will expire in 5 minutes. Any unsaved changes will
»' ! ", be lost upon logout.

Figure 3

Retrieving a lost password
To retrieve a lost password, click on the password recovery link, Forgot Your Password?.

Environmental
Protection

Water & Sewer Permitting System (WSPS)

Attention: For any questions, problems, and feedback, please email:mailto:wsps@dep.nyc.gov. Contact
number: 718-595-3088

Registered Customers : Log In

Email:

New Customers

£ emawont Register at DEP
with License

IFogggt Your Password?l

Welcome to the Water & Sewer Permitting System. This online tool helps you prepare, submit and
get water/sewer permits. From here you can:

. Submit your application online: You can submit your application on line
instead of going to DEP personally.

Figure 4
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Environmental
Protection

Water & Sewer Permitting System (WSPS)

PROVIDE YOUR EMAIL ADDRESS TO RETRIEVE YOUR PASSWORD

Your email address: Helpful Information

wspsuser@dep.nyc.gov * To have your password sent to you, type the full email
address you used to sign in to your WSPS account

* Required Field

Copyright 2010 The City of New York FAQ Build#1.0.0.0

Figure 5

After entering the email address associated with account, click Send Password. Your password
will be sent via email immediately.

Main Menu

The main menu screen contains information on all applications entered into the system by the user.
Applications which appear in the Request in Progress are those which have been started but not
submitted to DEP. Applications In Draft Stage can be edited or deleted. Applications in the
Requested Submitted section are applications which have been successfully submitted to DEP.
Once an application has been submitted to DEP it cannot be deleted or edited.



First-time Users will see a screen similar to the one below, with no current applications in the

system.
Protoction. "
Protection

Water & Sewer Permitting System (WSPS)

Main Menu
Log Out
Name;JOhn Doe | User ID:ichndoe@plumbing.com
Add New Application

Requests in Progress:

Requests Submitted:

opynight 2010 The City of New York FAQ Build# 1.0.0.0

Figure 6



Start a new application

To start a new application, the User should click on the Add New Application button on the Main
Menu.

Environmental
Protection
Water & Sewer Permitting System (WSPS)
Main Menu
Log Out
Name: John Doe | User ID: johndoei@eplumbing.com

Add New Application ||

Requests in Progress:

D Date Created Application Address Status Activity

2 YL [watersay |07 dmnciontd Tt | g petee submi
Sl e o il -
Requests Submitted:

1D Date Created Application Address Status Activity
I e e = v
R O e o v el v
T e e e e e
238 ;/gé/gglle Sewer-Relay (Szlee%’?:th Street Approved Get Permit Tap Card

Copyright 2010 The City of New York

FAQ Build# 1.0.0.0

Figure 7



Before you begin an application, you can click the DEP Rules, Standards, and Fee Schedule to
get criteria regarding repair and relay applications. To continue with a new application, click
Continue to be directed to the permit application page.

Environmental
Protection

Water & Sewer Permitting System (WSPS)

Main Menu

User: Link To Tap Card | Log Qut

Refer to the following link for applicable rules for filing permit applications. These rules are contained in the City of
New York Title 15 Chapter 20, Rules Governing and Restricting the Use and Supply of Water and Chapter 31 Rule
Governing House/ Site Connections to the Sewer System.

DEP Rules. Standards. and Fee Schedule

RSSO SR

Copyright 2010 The City of New York FAQ Build# 1.0.00

Figure 8

Completing the form
For more information on a particular field, click on the link below the field Click to show help

text.

Several of the fields in the application are of general applicability; these include the fields under
Property Information, Plumber, and Owner Information. General fields can be found in Step 4 -8
of Permit to Repair a Water Service Line and are repeated as such for all other types of
applications.

Permit to Repair a Water Service Line
Step 1: To begin, select Water from the Form Type drop down list

Permit Application

Form Type  Water Ed
Select ...
Figure 9



Step 2: When the form selection is made, the User must select Repair from the Application for in
the Property Information Section.

Property Information

Application for |Select Type... IT
Select Type...

Figure 10

Step 3: Applications for Repair will prompt the Repair Type drop down list. Select the
appropriate Repair Type for the application.

Property Information
Application for |Repair |T

Repair Type |Select ... E2
Select ..

Property Use |Water Service
Curb valve
Curb box
Main Control Valve
0SS & Y Valve
Tap hole
Goose neck

Figure 11

Step 4: Select the Property Use from the drop down list below.

Property Information

Application for | Repair |T
Repair Type |Select ... [~
Property Use |Select ... lT

1 Family
2 Family
3 Family
Mixed Use

Multiple Dwelling
Commercial
Industrial

Figure 12



Step 5: Specify the Use of the subject property (e.g. Dry Cleaner, Church, Garage, etc.), in the
Specify Use field.

Property Information
Application for | Repair

Repair Type |\Water Service

nlalia

Property Use |1 Family

Specify Use (e.g. Dry Cleaner, Church, Garage, etc.) Residential

Figure 13

Step 6: Complete the required fields Address Number, Street Name and Borough and select the
Auto Complete Address button. The system will now validate and geocode the address. It will
return the Zip Code, Block and Lot numbers. The Address AKA and Location of Connection are
optional fields.

Property Information
Application for |Repair

Repair Type |\Water Service

niialic

Property Use |1 Family
Specify Use (e.g. Dry Cleaner, Church, Garage, etc.) Residential
Address Number 793
Street Name East 51st Street
Borough |Brooklyn =

State NY

Auto Complete Address |

Zip Code 11203
Block 07927
Lot 0038
Address AKA (if applicable)

Location of Connection (Cut on street if different from
above)

Figure 14
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Step 7: Based on the license number supplied on the Authentication Form submitted to the
Department, the Plumber section is automatically populated with the User’s information which
DEP obtains from DOB data on the license number associated with the User. The User must
choose the Company Name connected with the application. Once the Company Name is selected
from the drop-down list the contact information for that business will populate into the
corresponding fields, see Figure 15.

Plumber
Name DEP TEST
License Number 9999909
CIS Account Number 123556
Email wsps@dep.nyc.gov
Company Name |PLUMBING [+
Business Address 280 BROADWAY
Data provided City NY
hy L
DoB

State NY

Zip Code 10007

Telephone no. 2125664327

Fax no.

Figure 15

Step 8: Complete the all fields in the Property Owner section. Be sure to provide the owner’s
information correctly. The owner’s information must match DEP’s billing records.
Property Owner

Name John Marr
Address 151-41 26th Avenue

City Flushing

State NY

Zip Code 11354
Figure 16

Step 9: Complete all fields in the Water Information section. This section relates to applications
for Repair of a water service line. Answer the required question, Are there multiple services? If,
yes, provide the meter number or specify what the line is supplying (e.g. sprinkler, cooling
tower, etc.) also indicate the Length of service to be repaired. Specify the water Service Type
and Service size by choosing from the drop-down lists. Once all fields are completed click Save,
see Figure 17.

11



Water Information

Service Type | Combined o

Are there multiple services? () Yes (*)No

If yes, Provide meter number or specify what the
line is servicing (e.g. cooling tower, well meter,
etc.)

Length of service to be repaired 10

Service Size | 1 ]
Copyright 2010 The City of New York Build# 1.0.0.0
Figure 17

Permit to Repair a Sewer Connection
Step 1: To begin, select Sewer from the Form Type drop down list

Permit Application

Form Type Sewer A4

ater

Figure 18

Step 2: Follow the procedure outlined in Step2 of the Permit to Repair a Water Service Line.

Step 3: Select the appropriate Repair Type for the application.

Property Information

Application for |Repair ]T

Repair Type |Select .. F

Sewer Connection
Catch Basin

Catch Basin Connection
Manhole

Figure 19

Step 4: The property information required for the sewer application is the same as that required for
the water service application. See and follow the procedure outlined in Steps 4-8 of the Permit to
Repair a Water Service Line section of this document.

12



Step 5: Complete the all fields in the Sewer Information section. This section relates to
applications for Repair of a sewer connection. Complete the fields, Type of the sewer house
connection is? Type of sewer connected to? Specify the size of the sewer connection and the
Length of service to be repaired? Once all fields are completed click Save.

Sewer Information

Type of the sewer house connection is? | Combined v

Type of sewer connected 107 | Combined ]

Size of the sewer house connection is? Mote: The min. service

size in Manhattan is 8” all other Boroughs 67) 6

Length of service to be repaired? |10

Copyright 2010 The Clty of New York Build# 1.0.0.0

Figure 20

Permit to Relay a Water Service Line
Step 1: To begin, select Water from the Form Type drop down list as shown in Figure 18.

Step 2: Follow the procedure outlined in Step 2 of the Permit to Repair a Water Service Line.
Step 3: Follow the procedure outlined in Steps 4-8 of the Permit to Repair a Water Service Line.
Step 4: Complete the all fields in the Water Information section. This section relates to
applications for Relay of a water service line. Answer required question Are there multiple
services? If, yes, provide meter number or specify what the line is servicing (e.g. cooling

tower, well meter, etc.). Specify the water Service type and Service size by choosing from the
drop-down lists. Once all fields are completed click Save.

Water Information

Service Type | Cembined |

Are there multiple services? () Yes (*)No

If yes, Provide meter number or specify what the
line is servicing (e.g. cooling tower, well meter,
etc.)

Service Size [ 1” =8

Copyright 2010 The Chy of New York Build# 1.0.0.0

Figure 21
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Permit to Relay a Sewer Connection
Step 1: To begin, select Sewer from the Form Type drop down list as shown in Figure 9.

Step 2: Follow the procedure outlined in Step 2 of the Permit to Repair a Water Service Line.
Step 3: Follow the procedure outlined in Steps 4-8 of the Permit to Repair a Water Service Line.
Step 5: Complete the all fields in the Sewer Information section. This section relates to
applications for Relay of a sewer connection. Answer required question Are there multiple
services? If, yes, provide meter number or specify what the line is servicing (e.g. cooling

tower, well meter, etc.). Specify the water Service type and Service size by choosing from the
drop-down lists. Once all fields are completed click Save.

Sewer Information

Type of the sewer house connection is? | Combined )

Type of sewer connected 107 | Combined .|

Size of the sewer house connection is? Mote: The min. service

size in Manhattan is 8” all other Boroughs 6) 5

Copyright 2010 The City of New York Build# 1.0.0.0

Figure 22

Submitting an application
Once an application has been created it can be submitted by selecting the Submit link under

Activity in the Requests in Progress section. Before an application can be submitted, the user
must read and agree to the acknowledgment by checking the box I have read and agreed to the
above text.

14



If there are errors within the application, they will be outlined at the top of Main Menu see Figure

23.

Permit Application

Your request has the following errors:

Specify Property Use:
Property Zip:

Property Block:
Property Lot:

Property Owner Name:

Property Owner
Address:

Property Owner City:
Property Owner State:
Property Owner Zip:

Property Information

Field is blank.
Field is blank.
Field is blank.
Field is blank.
Field is blank.

Field is blank.

Field is blank.
Field is blank.
Field is blank.

Form Type

Application for

Property Use

Return to Main Menu | Log Out

Name: John Doe

Water b
Click to show help text

Relay v
Click to show help text
Mixed Use w
Click to show help text

Specify Use (e.g. Dry Cleaner, Church, Garage, etc.)

If no errors are found, you will see a note on the screen alerting you that you must confirm the

Address Number

application as shown in Figure 24.

Click to show help text
96-05
Click to show help text

Figure 23

| User ID: johndoe@eplumbing.com

Environmental
Protection

Water & Sewer Permitting System (WSPS)

Main Menu

Name: John Doe

Log Out
| User ID: johndoe@eplubimg.com

|Thank you for using WSPS. An email has been sent to you. Please confirm the application in order for DEP to process it. |

Add New Application

Requests in Progress:

8:21:47 AM

‘ 5917 Junction Boulevard

Queens Progress

iD Date Created Application ‘ Address Status | Activity

252 ié)zgézgé];mvl Water-Relay (Szzégr{i:nction bivd In Draft Stage | Edit Delete Submit
251 1/02‘8/622;1‘“4 Water-Relay ‘ gﬁézl{]’:nction blvd In Draft Stage | Edit Delete Submit
Requests Submitted:

iD ' Date Created Application ‘ Address Status [ Activity

248 | 1/26/2011 | Water-Relay [ [ Review in . Review In Progress

Tap Card

Figure 24
15




To confirm the application, click on the link provided on the email sent from WSPS see Figure 25.

From: wsps@dep.nye.gov [mailto:wsps@dep.nyc.gov]
Sent: Monday, December 13,2010 3:46 PM

To: Doe, John

Subject: Permit Review

Mi/Ms John Doe,

The Water and Sewer Permitting System has received an application ID # :164 from your account. The application will be in pending status until you
confirm that you submitted the application.

To confirm the application, please click on the link below and you will be directed back to your application for confirmation.

http://permitconfirmation/confirmation aspx?q=aWQIMTY0Im 1vZGU9Y2hlY2s=

If the hyperlink does not display application by clicking on it, cut and paste the entire link to your browser.
If you did not submit this request, please contact DEP or send an email to wsps@dep.nve.gov.

Thank you,

Water and Sewer Permitting System

Figure 25

Checking the status of an application
The status of a submitted application can be located in the Status column in the Requested
Submitted section.

Applications in the Review in Progress category have been submitted to DEP.
Applications in the Objection category have been processed and given objections by DEP.

Applications in the Approved category have been processed and approved by DEP.

Correcting objections and resubmitting
If the status of your application is shown as Objections:

Step 1: Click on Objections in the Activity column

Step 2: You will see the following column headings: objection, when it was created, the reviewer,
response and tasks. Read the objection(s) which appear on the table.

Step 3: To add a response to an objection click on Add Response.
Step 4: Type your response in the Response Comment text field and click Save.

Step 5: Read or edit your response again by clicking Add Response or click the Send response
button.

Step 6: If applicable, you will have the ability to make any changes requested by the Department
on the application. Click Yes to edit the application or No to continue and send your response.
16



Retrieving a permit
If the status of your application is shown as Get Permit:

Step 1: Click on Get Permit
Step 2: Permit will appear on the screen.

Step 3: Permit can be saved, printed, or emailed.

m To report vosals working condiiel ons dial: 311

]
Protacthon

WORK PERMIT

Praperty Addresa: Boramgh: Permdt MNumber
500 Db Sareet . Y. 10373 Qudenn WEPS00045011
Addres AKA: Block Lot Livensed Maater Flusiber:
DIETE0RS Jlohn D
Freperty Owmer: Froperoy Uss: Livemss Number:
Wano Realry Musbtip b Draeliing U]
Permit Ivsuanoe [rate: Fermit Expiration Daie: CI5 Accoumt Mumber
iz zzaon v
Phoss Numiber
=T |WaPsooIS11 [euer | 1
. Type of Sewer Houns Lemgih of Service Size of Sewer Houws
Permit Trpe Work Taps — nh Consction ) Canditions
SUE ] Sanilary 8 . ¥ HE of Ballding Line

Thiis i mied @ sdrect opening pernsit

o it willl b o wri] all copern chonges v boen aiafied ncloding, bt oot limited 0. changes agaisat de subject promises sndion clhoges iscurend on the scoonmt of the Licomed
Plasten Flonsber. A phones of e promising, procma, inchmive of the p cond. mmi be cormgleind for sl sotion of de pemit sgeirmmenis. Failoe o provide seoomany doosmenistion
B corpkdeied o vicksvs ol @ reles As per Chapaei 20 70400 i), I 8 Liconsed WMasies Pharsbe of fectes epsain compair Lails i oomply swith e 05 of easie s slandlepk o
Prarmests of e Fales, of ihe i ol cordionn of sery proasst aleradhy imed umedos e Foabes, dusimg o thiee | 1) feonih gy e orminpasaes of e
wgwlace s D05 off wler Admmiiparen e Casde, paay wplie o denermi it ket et | o s i appl i stiorp sebemned [woam ok oogand WMoasies Flambe of meiern
oy sompery sl b dangs s allhe vicdaions oo mon-ooaeplin e s ooareed.”

Tamygeoring with or knowingly malking o fale entry imor fakerby shering this permi is o crire dat i panishable by o fice. imp on by,

Fermi e be piescsl o woib sse o o] imres dwibigg G do ot of il woib,

Commpaioner of Dept. of Environmental Protection:

Figure 26
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Submitting the Tap Card

The complete online permit process includes the submission of the tap card data electronically
(previously provided as the Affidavit of Work or Self-Certification of Work). The LMP must
submit an electronic tap card for every water service permit to report the work completed as per
the approved permit. Failure to complete all phases of this online process is considered a violation
of Chapter 20, 20-01 (c).

After a permit has been issued, the User must click on the Tap Card link in the Activity column
of the Requests Submitted section (Figure 27).

Requests Submitted:

D Date Created Application Address Status Activity
1/31/2011 5 59-17 Junction Boulevard | Review in Review In Progress

261 10:55:43 AM Water-Relay | () aong Progress Tap Card

248 1/26/2011 8:21:47 Water-Relay 5917 Junction Boulevard Review in Review In Progress
AM Queens Progress Tap Card
1/24/2011 5917 Junction Boulevard Review in Review In Progress

240 11:00:14 AM Water-Relay | o oons Progress Tap Card

539 1/21/2011 2:59:44 Sewer-Relay 5610 94th street Queens Review in Review In Progress
PM Progress Tap Card
1/21/2011 2:09:37 )

238 PM Sewer-Relay 5610 94th Street Queens | Approved Get Perml

Copyright 2010 The City of New York FAQ Build#1.0.0.0

Figure 27
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Step 1: To begin, click on the Tap Card link (Figure 27).

Step 2: In order to proceed, please read the Acknowledgement which appears on the screen, see
Figure 28, and indicate whether or not the meter seal was broken during the performance of the
permitted work. Once you selected the proper check box click on Go to Tap Card to proceed to
the Tap Card form (Figure 29).

Environmental
Protection

Water & Sewer Permitting System (WSPS)

Acknowledgement
Return to Main Menu | Log Out
Name:John Doe | User 1D: jehndoe@eplumbing.com

I ACKNOWLEDGE:

IN PERFORMANCE OF THE PERMITTED REPAIR/RELAY WORK AND IN COMPLIANCE WITH
SECTIOM 20-05 (n) OF TITLE 15 CHAPTER 20, RULES GOVERNING AND RESTRICTING THE
USE AND SUPPLY OF WATER.

[#]1 have broken the meter seal  [C]1 have not broken the meter seal

Copyright 2011 The Gity of New York MANUAL FAQ Build# 1.0.0.0

Figure 28
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Step 3: The electronic tap card will have any applicable information from the permit pre-
populated; Complete all other fields in the Tap Card form and click Save to save the application
and continue it later or Submit to submit the electronic tap card to DEP, see Figure 29.

Water & Sewer Permitting System (WSPS)

Tap Card Information
Return to Main Menu | Log Out
Name: lohn Doe | User ID:johndoe@eplumbing.com

Waork Type: Repair
Permit/ Contract# WSPS00068Q11 Address: 5917 Junction Boulevard NY 11373

Address AKA (if applicable): 9605 Horace

Borough: 4 Block: 01918 Lot: 0001 Harding Expwy

Connection Type Tap v Size: 4 -

Connection on  Junction Boulevard Between Horace Harding Expway — and  57th Avenue

Main Size 12" ¥ MainType City Water Main v with depth of (ft) 40

The location is 60 t M = of curbline - apdr) 20 M = of building line -
Lengthiz 100 Mew/Repaired lengthis 100

Size of senvice pipe is {inch) 4 v Waterial Brass M

Senvice Pipe ) New @ Old Tap/WC installed by repair ¥

) ; Transfer/Repair _ _
Senvice Type Domestic - Date work performed (@] @
¥p p 2/2/2011 other tap card? I Yes @ No

Line no longer active O Yes @ Mo

No comments =

Motes/Comments

N —

Copyright 2011 The City of New York MAMUAL FAQ Build# 1.0.0.0

Figure 29
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