
My Documents

• Effective immediately, consultants are to submit all reports and 
documents through the portal: https://portal.deq.nc.gov/my-
accessdeq.

• The portal will automatically provide the contact information for 
the assigned reviewer and generate confirmation once your 
submittal has been received.

• This change will also improve efficiency by streamlining the 
transfer of documents into Laserfiche.

• If you have any questions or need assistance getting set up, 
please don’t hesitate to reach out to James Brown at 
james.brown@deq.nc.gov
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Uploading 
Documents
(for external 

users)



To Upload Documents

1. Click on the center square “Documents”

2. When you hover over the center square, it changes to this. CLICK IT



CLICK



Enter relevant information and “Submit”
* Some fields are dropdown, others are not.

*Note some fields are necessary to fill out to proceed. 
*Please be consistent with facility/site/location name for the same location/incident.
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Use the most current Incident # and naming convention for existing incidents.  
If the submittal is a new release that hasn’t been assigned an Incident #, then 
use a “0” in its place. Using and incident number when known is encouraged.

Select file/s to upload

PDFs ONLY

Add new location 
if needed.



Enter relevant information and “Submit”
* Some fields are dropdown, others are not.

*Note some fields are necessary to fill out to proceed. 
*Please be consistent with facility/site/location name for the same location/incident.

You can select one or more 
relevant “Type(s)” here.

PDFs ONLY

Add new location 
if needed.
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itOnce the new location is added 
click “submit at the bottom.



Enter relevant information and “Submit”
* Some fields are dropdown, others are not.

*Note some fields are necessary to fill out to proceed. 
*Please be consistent with facility/site/location name for the same location/incident.

Make sure files are attached for upload

PDFs ONLY
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This is the pop-up message you’ll get when 
your document has been submitted.



These are the email messages you’ll 
receive when your document has been 

submitted, assigned, and reviewed 
(respectively).

***A notification indicating a document has been “Accepted” by the portal 
only confirms successful receipt into the system.  It does not indicate review, 
approval, or acceptance for Trust Fund purposes.
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