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Course Objective 

The purpose of this training is for Site 
Administrators to learn how to authorize 
other users access to their site. 



    

    
    

 

      

  

User Roles 

Site’s can have as many users (any role) access their site as needed. 

• Site Administrator –Site Administrator’s are responsible for managing access to 
their site.  They can edit site data, forms and reports. 

• Editor – This role can edit forms and reports. 

• Limited Editor – This role can edit forms and reports they’ve started. They cannot 
edit forms and reports another user started. 

• Viewer – This role can view site data. 



 
  

  
  

   
   

  
  

  

  
  

Authorize a 
user access 
to your site 
Select a site from 
the site selection 
box in the upper 
left corner.  Click 
on the down arrow 
to display the list of 
sites. Use the 
scroll bar on the 
right to find the 
right site or enter 
the name of the 
site in the Filter 
Items field. 
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Authorized 
User 
Once a site is 
selected, the 
Authorized Users 
screen option 
becomes available. 

User access is 
granted per site. 



  
  

 

  
 

 
 

  

 
  

 
 

  
 

  
  

   

Invite User 
to Join 
The user you invite
to join your site
must have a 
MiEnviro user 
account. You need 
the user’s email 
address before you 
can grant them 
access. 

Click Authorized 
Users on the left 
navigation menu,
then click the Invite 
User to Join button. 
This screen also 
provides a list of
users who have 
access to the site. 
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Invite 
User 
Enter the users first 
and last name in 
the Name field.  
Enter their email 
address they used
for their account. 
Select a role using
the drop-down list. 

Click Send 
Invitation at the 
lower left of the 
screen. The system
will send an email 
to the user with a 
link. The user will 
click the link in the 
email and have 
access to the site. 
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Certifier Rights 
There are some applications, forms and reports which require a user to be 
certified in order to access the submit function. 

Site Admins and Editors who need certifier rights must submit a Certifier 
Agreement Form. 

 Certifiers must be a direct employee of the site 
 AQD does not allow consultants to be certified 



 

    

     

      

    

   

Certifier Agreement Form 

Access the form on your user profile. 

Your user profile is your name in the upper right corner. 

The form must have a wet signature on both signature pages. 

Forms with electronics signatures will not be approved. 

Mail the completed form to the address listed on the form. 



  
 

  
 

 

Edit User 
Role or 
Remove 
Access 
On the Authorized 
Users screen, click 
Open on the far 
right next to the 
user to access the 
Edit User Role 
screen. 



 
 

  
  

  

 

 
 

  

Edit User 
Role or 
Remove 
access 
Use the drop-down 
arrow under “Role” 
to change user 
access. Click Save 
when finished. 

Click Inactive to 
remove access.  If 
you click Inactive, 
the system 
instantly removes 
the user’s access to 
the site. 
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Email for questions 
EGLE-Air-MiEnviro@Michigan.gov 

EGLE does not discriminate on the basis of race, sex, religion, age, national origin, color, marital status, 
disability, political beliefs, height, weight, genetic information, or sexual orientation in the administration of 
any of its programs or activities, and prohibits intimidation and retaliation, as required by applicable laws 
and regulations. 

To request this material in an alternate format, contact EGLE-Accessibility@Michigan.gov or 800-662-9278. 
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