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Purpose

The purpose of this document is to provide guidance on transferring the text of general permit terms and conditions into your STARS2 terms and conditions template. With the deployment of STARS2, the ability for general permits to be automatically issued without the need for a permit writer to enter the terms will no longer be the case.  It will be necessary for the permit writer to transfer the terms from a general permit template document into the STARS2 terms and conditions template. This is applicable for both Title V facilities who will be issued a general PTI and non-Title V facilities who will be issued a general PTIO. These procedures require you to be working on a permit using the new STARS2 terms and conditions template.  If you are performing these steps prior to deployment of the new STARS2 system, you will need to perform additional steps and should refer to the guidance document “Guidance for transferring existing permit Terms and Conditions from a WordPerfect document to the new Stars2 Word 2007 Template” Dated “April 25, 2008”. This guidance can be found on the DAPC intranet at: http://epaintra.epa.state.oh.us/dapc/TermsandConditionGuidance.pdf 
IMPORTANT- you will be copying the exact terms of the general permit WITHOUT making any edits.  You may not edit or add ANY terms in the general permit after you have pasted it into the STARS2 template.  If you determine ANY edit or additions are necessary, then you are not issuing a general permit and will need to issue a regular individual permit.
___________________________________________________________________
Procedures

1. “ Generate” Terms and Conditions Template in STARS2
The application for your permit will be contained in the system.  There will be a “Facility Profile” and “Permit Detail” page available for your facility and permit.  Locate the “Facility Profile” using the “Facility Search” function.  Open the “Facility Profile” and click on the third-level menu “Permit(s).” In the table, click on the “Permit Number” hyperlink associated with the application and permit you are working on that will be issued as a general permit.  You will be taken to the “Permit Detail” page.  In the third-level menu click on “Terms and Conditions”.  Click the “Edit” button and then the “Generate” button. Enter a “Description” for the permit (carefully, this description will be part of the permit document) and click “Apply”.  The description will be identified in the table.  Click on the “Description” hyperlink and SAVE THE DOCUMENT to your computer.  This will become your working permit document for this permit action.

When you open the document there should be a Section B for facility-wide requirements and a Section C for EACH emissions unit that is in your permit. The information in the system will automatically have populated some of the fields in the permit, including the emissions unit IDs and descriptions located at the op of each emissions unit page.  If you are missing an emissions unit page or missing information at the top of a page(s), this would be because information was not complete in the “Permit Detail” page.  For example, if an emissions unit description is missing.  If this is the case, it will be necessary for you to complete the necessary information in the “Permit Detail” page and then regenerate the Terms and Conditions document again with the steps noted above.

2. Copy the General Permit Terms from the General Permit Template
The text that you will be copying and transferring is for the specific emissions unit only. There are no facility-wide requirements in the current set of general permits. 
The text that you will be transferring for the emission unit specific portion of the terms and conditions is already formatted and set to conform to the styles of the template document. There should be no need to reformat, however, if something does not come through correctly, you may select the paragraph(s) to be reformatted and apply a quickstyle based on the appropriate level (i.e., if your paragraph should be a numbered, Level 5 paragraph, select the paragraph and click on the Level 5 quickstyle in the toolbar).
The transferring of the general permit template language is a simple copy and paste. The process has been automated with a macro so that the appropriate information will be copied. Once the information is copied, you will have to return to your original document and past according to procedure 4 below.
a. To begin, go the Ohio EPA General Permitting website (http://www.epa.state.oh.us/dapc/genpermit/genpermits.html) and open the appropriate general permit template for the emissions unit you are preparing the general permit for.

b. When you open the general permit template, you will see that the first page contains the general permit number and the source description. You should confirm that these are correct for your source on your permit detail page. The emissions unit information page of the permit detail page for which the general permit will be issued will identify the general permit category and type.  At the end of the general permit type the general permit number is identified in parenthesis (e.g., (GP2.1). 

c. On the first page are two macros. One macro copies the permit language for a Title V PTI, the other for a non-Title V PTIO. Select which permit type you are preparing and run the macro by double-clicking the text “Double Click Here”. You have automatically copied the term language that you will need for your permit. You should immediately return to your developing permit STARS2 terms and conditions template and paste the requirements in according to the directions in the next section.
3. Transferring Text to STARS2 Terms and Conditions Template
After you have completed step 2, you can return to your STARS2 Terms and Conditions Template and insert the language by the following steps.
a.
To begin, go to your STARS2 Terms and Conditions Template under the emissions unit terms and conditions for which the general permit is applicable (confirm EU ID and description) and place your cursor just in-front of the text in paragraph 1.a). by “left clicking”:
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b.
Next, go to the end of section 1. (at the end of the “Miscellaneous Requirements”), hold down your shift key and click at the end of the last sentence (see graphic below). The whole section should be selected (note color change to show the selection):
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c.
Once you have selected the paste location, you may insert the language by holding down the “Ctrl” key and pressing “V” or by right-clicking the mouse with the cursor within the shaded text and selecting “Paste” from the pop-up menu. This will place the completed text of the template permit into the shell permit.

Note: If, for some reason, the pasted text is incorrect or incomplete, simply undo the paste by holding down the “Ctrl” key and typing “Z” and then restart the procedure outlined in this section.

