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Share Access to an Application Form
(Editing-and-Submission or View-Only Rights)

Updated January 26, 2021

Contact Information: https://nrb.vermont.gov/act250-program/district-staff-and-commissions

Feedback about these instructions: Act250. General@vermont.gov



https://nrb.vermont.gov/act250-program/district-staff-and-commissions
mailto:Act250.General@vermont.gov

Prerequisites:

* You must have an existing ANR/NRB Online account

* Whoever you share your application with must have an existing ANR/NRB Online account
(see Quick Guide: Create an ANROnNline Account)
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Organizations Natural Resources Board

Select the organization from which you would like to submit a form.

Select Organization ~ . o e o
Welcome to the Natural Resources Board's Act 250 Online Portal for Application and CACC Form Submission

Choosing the Right Form
Forms s e

It is recommended you contact the District Coordinator for guidance on which form to use for your Act 250 land use project (see Contacts below). You can then choose the appropriate
To locate a specific form please use our form finder. | 2 %
form according to the form's described use (see Forms section at the bottom of this page). Note: It is important to identify the correct form as submission of an incorrect form requires
= - filling in a new form (no data or previously answered questions transfer over)

£ Form Finder

Application or CACC Submission

Once you reach the “Certify and Submit” section of the ANR/NRB Online forms, follow the instructions and then click on “Finalize Submission: Submit Form® to submit. How to download
the payment voucher is covered in the Act 250 Application Guide (see Additional Links below)

Submitting Supporting Documents (Exhibits) for Your Application via Our FTP Site
Please upload all Exhibits (i.e., documents that are required for and/or that you believe are necessary to support your application) to our FTP site using the log-in information provided in

our application guide. Do not use a web browser to open the FTP site with a PC. The application guide contains step-by-step FTP site instructions; exhibit guidelines, folder, and file
naming conventions; and other steps necessary for the submission of a complete application

Payment Voucher and Application Fee Check Mailing

Once you submit your application here and upload your exhibits to our FTP site, please print and mail the payment voucher and a check payable to “State of Vermont” for the application
fee to your District Office to the mailing addresses listed in the Contact section below.

Project Number Assignment


https://anronline.vermont.gov/Home/10e7de62-a05e-43d4-b1d7-0e713cf52e03

How to Share an Application with Others
from within the form

(See page 14 for instructions on how to share an application with others
from the application’s Summary page)



1. Sign into the NRB landing page at ANR/NRB Online.
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Forms

To locate a specific form please use our form finder.
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Welcome to the Natural Resources Board's Act 250 Online Portal for Application and CACC Form Submission

Choosing the Right Form

It is recommended you contact the District Coordinator for guidance on which form to use for your Act 250 land use project (see Contacts below). You can then choose the appropriate
form according to the form's described use (see Forms section at the bottom of this page). Note: It is important to identify the correct form as submission of an incorrect form requires
filling in a new form (no data or previously answered questions transfer over)

Application or CACC Submi

Once you reach the “Certify and Submit” section of the ANR/NRB Online forms, follow the instructions and then click on “Finalize Submission: Submit Form” to submit. How to download
the payment voucher is covered in the Act 250 Application Guide (see Additional Links below).

Submitting Supporting Documents (Exhibits) for Your Application via Our FTP Site
Please upload all Exhibits (i.e., documents that are required for and/or that you believe are necessary to support your application) to our FTP site using the log-in information provided in

our application guide. Do not use a web browser to open the FTP site with a PC. The application guide contains step-by-step FTP site instructions; exhibit guidelines, folder, and file
naming conventions; and other steps necessary for the submission of a complete application

Payment Voucher and Application Fee Check Mailing

Once you submit your application here and upload your exhibits to our FTP site, please print and mail the payment voucher and a check payable to “State of Vermont” for the application
fee to your District Office to the mailing addresses listed in the Contact section below.

Project Number Assignment


https://anronline.vermont.gov/Home/10e7de62-a05e-43d4-b1d7-0e713cf52e03

2. Once you have signed in, at the top of the web page, locate and click on the “My
Submissions” tab.
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Select the organization from which you would like to submit a form

Select Organization - ) o o
Welcome to the Natural Resources Board's Act 250 Online Portal for Application and CACC Form Submission

Choosing the Right Form
Forms

it is recommended you contact the District Coordinator for guidance on which form to use for your Act 250 land use project (see Contacts below). You can then choose the appropriate form according to the
form's described use (see Forms section at the bottom of this page). Note: It is important to identify the correct form as submission of an incorrect form requires filling in a new form (no data or previously
answered guestions fransfer over)

To locate a specific form please use our form finder.

£ Form Finder

Application or CACC ission

Once you reach the “Certify and Submit” section of the ANR/NRB Online forms, follow the instructions and then click on “Finalize Submission: Submit Form™ to submit. How to download the payment voucher
is coverad in the Act 250 Application Guide (see Additional Links below)

Submitting Supperting Documents (Exhibits) for Your Application via Qur FTP Site

Please upload all Exhibits (i.e., documents that are required for and/or that you believe are necessary to support your application) to our FTP site using the log-in information provided in our applicafion
guide. Do not use a web browser to open the FTP site with 2 PC. The application guide contains step-by-step FTP site instructions; exhibit guidelines, folder, and file naming conventions; and other steps
necessary for the submission of a complete application

Payment Voucher and Application Fee Check Mailing

Once you submit your application here and upload your exhibits to our FTP site, please print and mail the payment voucher and a check payable to “State of Vermont” for the application fee to your Disfrict
Office to the mailing addresses listed in the Contact section below.

Project Number Assignment

Your District Office will assign a project number (aka known as “application number” or “permit number”) to your application within 1-2 days of application submission. You will receive this number via
i Applicatior

ng form. Please be sure fo reference this project number in all future correspondence with the District Office, etc.

Schedule G — Notice of Initial Application Filing

Upen the filing of an application, the District Office will send by electronic means (and by mail, when needed) a Notice of Initial Application Filing (Schedule G) that contains a URL link to the application in
the public Act 250 Database (see Additional Links below) and the assigned project number to the following persons: the applicant, the landowner if the applicant is not the owner, the municipality in which
the land is located, the municipal and regional planning commissions for the municipality in which the land is located, ANR, and any adjacent Vermont municipality and municipal and regional planning
commission if the land is located on a municipal or regional boundary.The town clerk will publicly post the notice in the town office_Application documents can be reviewed on the Act 250 database by




3. A list of all your draft and in-progress forms will appear. Choose the form you wish
to share, then click on the arrow at the end of the line item to open the form.
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4. From within the application, click on the gear icon that appears at the top of the

window to the right of the form’s name.

>

W Natural Resources Board
VERMONT Fair...Consistent...Predictable!
VTANR Home

Administrative Amendment/Construction Completion Date Extension (of an existing Act 250 Lar

Submission HPF-00HT-TNE3E Revision 2 Form Version 1.110

B

® Applicants) 1

Landowner(s) 1

Property
Information

Primary Contact for
Application

Other Contacts
OPTIONAL

Others with
Significant Legal
“ Interest in this

Property
OPTIONAL

Schedule E - Adjoiner
Information

Project Information

Applicant(s)

Please include information for all the applicants related to th

i

Users 2

Calculated Fee
Computed at Payment

My Submissions G

Help = Kara Wheeler &
) Last saved 35 minutes ago
o & SAVE PROGRESS

Sign Out &

CLEAR DUPLICATE

Applicant Name

FIRST NAME LAST NAME
1 1 1
Mailing Address
ADDRESS 1 ADDRESS 2 cITY
1 1

Applicant's legal interest in land

ORGANIZATION NAME

APPLICANT EMAIL

1@1.com

STATE

1 1

POSTAL CODE

APPLICANT PRIMARY
PHONE

111-111-111 x

COUNTRY




5. In the new window that opens, click on “Manage Shared Access.”

Natural Resources Board
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Administrative Amendment/Construction Completion Date Extension (of an existing Act 250 Land Use Permit) Application . Calculated Fee

Submission HPF-00HT-1NE3E Revision 2 Form Version 1.110

(v} Landowner(s) 1

Property
Information

Primary Contact for
Application

Other Contacts
OPTIONAL

Others with
. Significant Legal
¥ Interest in this

Property
OPTIONAL

Schedule E - Adjoiner
Information

(v Project Information

Home # Finder 2 Dashboard & Users & My Submissions G Help & Kara Wheeler &

Computed at Pa

Delete Draft

Manage Shared Access

Applicant(s)

Please include information for all the applicants related to this permit application.

CLEAR DUPLICATE

Applicant Name
FIRST NAME LAST NAME ORGANIZATION NAME APPLICANT EMAIL ;:gh‘g‘“m REIMARY
1 1 1 1@1.com 111-111-1111 x
ADD ROW
Mailing Address
ADDRESS 1 ADDRESS 2 CITY STATE POSTAL CODE COUNTRY
1 1 1 1 -
Applicant's legal interest in land




6. In the new window that opens called “Manage Access to the Submission,” in the

designated field, type in the email address of the person you would like to share the
form with.
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VTANR Home Home #& Finder O Dashboard & Users 2 My Submissions & Help Kara Wheeler = Sign Out ©
Sam Smith
Manage Access to the Submission Manage Access to the Submission
(Submission # HPE-FRRP-MRB41, v1)

This area allows you to share your submission with other registered users in

the system. To share your submission, fype in the email address of the user Enter the email address for the user you would like to authorize:

whom you wish to allow. You can also indicate if you want to allow them to n

add or remove other users from the submission by selecting the Can ;23Namg@gmall.com : : . - . : -

Manage Access to Submission checkbox. The system will then verify that dding a user will allow them to access, modify and view this submission. The user must be registered with the system to be eligible.

th ist d will t i firm th lection. Aff

e LIISEI’ ?ms s and wi ;?romp you to con _|rml ?se ec _u}n er [ Can Manage Access to Submission?
confirmation, the user will be sent an email with instructions on how to
access the submission. B Add
Users with Access to this Submission
4 Username i} Affiliation {} Can Manage Access to Submission? i Is Submission Owner? Actions
Kara Wheeler
B Done

Vermont Agency of Natural Resources Vermont ANR/NRE Online Services Portal | Contact Us | Dizclaimer and Terms of Use o
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7. To give the person editing and submission rights to the application, check the box
next to “Can Manage Access to Submission?” If you wish to give read-only
rights, do not check this box.
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VTANR Home Home # Finder 2 Dashboard & Users 2 My Submissions @& Help & Sam Smith £ Sign Out ©

Manage Access to the Submission Manage Access to the Submission
(Submission #: HPE-FRRP-MRB41, v1)

This area allows you to share your submission with other registered users in
the system. To share your submission, type in the email address of the user l,'l'.lj.:jmg a user will allow them to access. mod f-:l,- and view this SJhr"II
whom you wish to allow. You can also indicate if you want to allow them to
add or remove other users from the submission by selecting the Can

Manage Access to Submission checkbox. The system will then verify that Can Manage Access to Submission?
the user exists and will prompt you to confirm the selection. After

confirmation, the user will be sent an email with instructions on how to

fem to be eligible.

access the submission. B Add

B Done

Vermont Agency of Natural Resources Vermont ANR/MNRE Online Services Portal | Contact Us | Disclaimer and Terms of Use o
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8. Within the same section, locate and click on “Add.”
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Manage Access to the Submission Manage Access to the Submission ) STl

(Submission # HPE-FRRP-MRB41, v1)

This area allows you to share your submission with other registered users in
the system. To share your submission, type in the email address of the user
whom you wish fo allow. You can also indicate if you want to allow them to
add or remove other users from the submission by selecting the Can 123Name@gmail.com

Manage Access to Submission checkbox. The system will then verify that Adding a user will allow them to access, modify and view this submission. The user must be registered with the system to be eligible.
the user exists and will prompt you to confirm the selection. After
confirmation, the user will be sent an email with instructions on how to

access the submission. — B Add

Users with Access to this Submission

Enter the email address for the user you would like to authorize:

Can Manage Access to Submission?

1 Username i Affiliation { Can Manage Access to Submission? i 1s Submission Owner? Actions

Kara Wheeler

B Done

ermont Agency of Natural Resources Vermont ANR/MRE Online Services Portal | Contact Us | Disclaimer and Terms of Use @
@Copyright 2022 Windsor Solutions, Inc. | Version: 4.12 (g-e6dafl758e97) | Built on 12/9/2021 4:20:00 PM PT



9. A “Verify User” window opens. Click “Confirm” to add the person, who will then
receive an automatic email invitation to the form.

Agency of Natural Resources &

Natural Resources Board (Act 250)

Home # Finder 2 Dashboard & Users & My Submissions & Help & Sam Smith & Sign Out &

Manage Access to the Submission Manage Access to the Submission
(Submission # HPE-FRRP-MRB41, v1)

This area allows you to share your submission with other registered users in
the system. To share your submission, type in the email address of the user
whom you wish to allow. You can also indicate if you wan)

add or remove other users from the submizsion by sele

Vanage Access to Submission checkbox. The system will then verify that Adding a user will allow them to access, modify and view this submission. The user must be registered with the system to be eligible.
the user exists and will prompt you to confirm the selection. After
confirmation, the user will be sent an email with instructions on how to
access the submission.

Enter the email address for the user you would like to authorize:

123Name@gmail.com

Can Manage Access to Submission?

B\ Add

Users with Access to thi : 5 : : 5

Kara Wheeler is associated with this email.

Please confirm this selection.
‘I‘E Username Confirming will allow this user to modify Submission? :U. Is Submission Owner? Actions

and submit this submission.

Bob Smith
Confirm ! Cancel

Vermont Agency of Natural Resources Vermont ANR/NRE Online Services Portal | Contact us § wesuranne: anu seams o use 1o
@Copyright 2022 Windsor Selufions, Inc. | Viersion: 4.12 (g-=6daf0755e97) | Built on 12/9/2021 4:20:00 PM PT



10. On the same page, click “Done” to complete the process. You will be returned to
the Summary page. The added person will now have access to your form.
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VTANR Home Home Finder 2 Dashboard & Users & My Submissions @ Help & Sam Smith 2 Sign Out &

Manage Access to the Submission Manage Access to the Submission
(Submission # HPE-FRRP-MRB41, v1)

This area allows you to share your submission with other registered users in
the system. To share your submission, fype in the email address of the user
whom you wish to allow. You can also indicate if you want to allow them to
add or remove other users from the submission by selecting the Can
Manage Access to Submission checkbox. The system will then verify that Adding a user will allow them to access, modify and view this submission. The user must be registered with the system fo be eligible.
the user exists and will prompt you to confirm the selection. After
confirmation, the user will be sent an email with instructions on how to
access the submission.

Enter the email address for the user you would like to authorize:

123Name@gmail.com

Can Manage Access to Submission?

B Add

Users with Access to this Submission

1 Username i Affiliation {f Can Manage Access to Submission? i 1s Submission Owner? Actions

Bob Smith

‘Vermont Agency of Matural Rescurces Vermont ANR/MRE Online Services Portal | Contact Us | Disclaimer and Terms of Use of
@Copyright 2022 Windsor Solufiens, Inc. | Version: 4.12 (g-e6dafl759e97) | Built on 12/9/2021 4:20:00 PM PT

Helpful tip! If more than one user is working in the same ANR/NRB Online form at the same time, all users will
need to refresh the browser frequently to see the latest edits.



How to Share an Application with Others
from the application’s Summary page

(See page 3 for instructions on how to share an application
with others from within the form)



1. Sign into the NRB landing page at ANR/NRB Online.
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- Agency of Natural Resources
VERMONT Respect...Protect..Enjoy!
VTANR Home
Organizations

Select the organization from which you would like to submit a form

Select Organization ~

Forms

To locate a specific form please use our form finder.

£ Form Finder

Welcome to the Na oaras A

Choosing the Right Form
It is recommended you contact the District Coordinator for guidance on which form to use for your Act 250 land use project (see Contacts below). You can then choose the appropriate

form according to the form's described use (see Forms section at the bottom of this page). Note: It is important to identify the correct form as submission of an incorrect form requires
filling in @ new form (no data or previously answered questions transfer over)

Application or CACC Submission

Once you reach the “Certify and Submit” section of the ANR/NRB Online forms, follow the instructions and then click on “Finalize Submission: Submit Form” to submit. How to download
the payment voucher is covered in the Act 250 Application Guide (see Additional Links below).

Submitting Supporting Documents (Exhibits) for Your Application via Our FTP Site
Please upload all Exhibits (i.e., documents that are required for and/or that you believe are necessary to support your application) to our FTP site using the log-in information provided in

our application guide. Do not use a web browser to open the FTP site with a PC. The application guide contains step-by-step FTP site instructions; exhibit guidelines, folder, and file
naming conventions, and other steps necessary for the submission of a complete application

Payment Voucher and Application Fee Check Mailing

Once you submit your application here and upload your exhibits to our FTP site, please print and mail the payment voucher and a check payable to “State of Vermont” for the application
fee to your District Office to the mailing addresses listed in the Contact section below.

Project Number Assignment


https://anronline.vermont.gov/Home/10e7de62-a05e-43d4-b1d7-0e713cf52e03

2. Once you have signed in, at the top of the web page, locate and click on the “My
Submissions” tab.

o

VN Agency of Natural Resources , o B
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Organizations Natural
Selzct the organization from which you would like to submit a form. Home Finder 2 My Submissions @ Help &£ Kara Wheeler & Sign Out U
Select Organization ~ Welcome to t = — = T ——————————
Choosing the Right Form

Forms

t is recommended you contact the Disfrict Coordinator for guidance on which form to use for your Act 250 land use project (see Contacts below). You can then choose the appropriate form according to the
form's described use (see Forms section at the botiom of this page). Note: It is important to identify the correct form as submission of an incorrect form requires filling in & new form (no data or previously
answered guestions transfer over).

To locate a specific form please use our form finder.

£ Form Finder

A or CACC Submission

Once you reach the “Certify and Submit” section of the ANR/NRB Online forms, follow the instructions and then click on “Finalize Submission: Submit Form™ to submit. How to download the payment voucher
is covered in the Act 250 Application Guide (see Additional Links below)

Submitting Supporting Documents {Exhibits) for Your Application via Our FTP Site
Flease upload all Exhibits (i.e., documenis that are required for and/or that you believe are necessary fo support your application) to our FTP site using the log-in information provided in our application

guide. Do not use a web browser to open the FTP site with 2 PC. The application guide contains step-by-step FTP site instructions; exhibit guidelines, folder, and file naming conventions; and other steps
necessary for the submission of a complete application.

Payment Voucher and Application Fee Check Mailing

Once you submit your application here and upload your exhibits to our FTP site, please print and mail the payment voucher and a check payable to *State of Vermont” for the application fee to your Disfrict
Office to the mailing addresses listed in the Contact section below.

Project Number Assignment

Your District Office will assign a project number (aka known as “application number” or “permit number”) to your application within 1-2 days of application submission. You will receive this number via

Sch le G - Notice of Initial Applicatior ng form. Please be sure to reference this project number in all future correspondence with the District Office, etc.

Schedule G — Notice of Initial Application Filing

Upen the filing of an application, the District Office will send by elecironic means {(and by mail, when needed) a Notice of Initial Application Filing (Schedule G) that contains a URL link to the application in
the public Act 250 Database (see Additional Links below) and the assigned project number to the following persons: the applicant, the landowner if the applicant is not the owner, the municipality in which
the land is located, the municipal and regional planning commissions for the municipality in which the land is located, ANR, and any adjacent Vermont municipality and municipal and regional planning
commission if the land is located on a municipal or regional boundary. The town clerk will publicly post the notice in the town office. Application documents can be reviewed on the Act 250 database by



3. A list of all your draft and in-progress forms will appear. Choose the form you wish
to share, then click on the arrow at the end of the line item to open the form.
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1 results found

Balance Due  Status

Name Alternate ID Submission 1D Started on & Submitted
Administrative
Amendment/Construction

11042022 3
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existing Act 250 Land Use Permit) SUBMITTED @ >
Application
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4. On the “Submission Overview” page ..scroll down the page, and on the right-
that opens... hand side, locate and click on the box

that states, “Share with..”

— Rutland District Office (Districts 1 & 8
Environmental Commissions)
STAFF: IGNORE THIS  0x0101003AEASDBACBO7EE40BDDSDCF513BA3DT9 eksainamenBillding
CONTROL, IT'S FOR Rutland, VT 05701
Dosrele St. Johnsbury District Office (District 7
Environmental Commission)
5 374 Emerson Falls Road, Suite 4
St. Johnsbury, VT 05819
Springfield District Office (Districts 2 & 3
BACK TO Environmental Commissions)

100 Mineral Street, Suite 305

Dashboard View Form y

E]  Acomplte viewof the Springfield, VT 05156
submitted form data

ASSIGNED
COORDINATOR

NaturalResc® “=sBoard

Home #  Finder ©  Dashboard @ My Submissions @ Help @ Sign Out

Payment Remittance Address
Once you have submitted the form, click
SUBMISSION OVERVIEW on "Payment Voucher” to view the

- O o mailing address for your Act 250
Downtown Findings Application - Act 250 S Environmental Commission district
office. To determine which district your
property is located in, see map and
contact info here:
https://nrb.vermont.gov/act250-
program/district-staff-and-
commissions

1D # HPE-FRRP-MRBA 1

Revise Submission

Contacts
Notes & Issues Add New

None found

Access
&, Download / Export

Not shared with any users.

Processing

[E] View Confirmation

24) Assign Coordinator 28) Assign Technician in Internal Controls
Fees v
003 01/04/2022 (I 01/04/2022

Downtown Findings Fees are always

A NRBAct 250 St. J A Act250 Submittals




5. In the new window that opens called “Manage Access to the Submission,” in the
designated field, type in the email address of the person you would like to share the form
with.

=)

- Agency of Natural Resources &
VERMONT Natural Resources Board (Act 250)

VTANR Home Home & Findar O Dashboard & Users 2 My Submissions & Help &8 SafarsSidithler = Sign Out &

Manage Access to the Submission Manage Access to the Submission
(Submission #: HPE-FRRP-MRB41, v1)

This area allows you to share your submission with other registered users in

the system. To share your submission, type in the email address of the user Enter the email address for the user you would like to authorize:
whom you wish to allow. You can also indicate if you want to allow them to
add or remove other users from the submission by selecting the Can
Manage Access to Submission checkbox. The system will then verify that
the user exists and will prompt you to confirm the selection. After
confirmation, the user will be sent an email with instructions on how to

123Name@gmail.com

dding a user will allow them to access, modify and view this submission. The user must be registered with the system to be eligible.

O can Ma nage Access to Submission?

access the submission. A Add
Users with Access to this Submission
1 Username i Affiliation {} Can Manage Access to Submission? i Is Submission Owner? Actions

Kara Wheeler

@ Done
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6. To give the person editing and submission rights to the application, check the box
next to “Can Manage Access to Submission?” If you wish to give read-only rights, do
not check this box.

=

VSN Agency of Natural Resources &
VERMONT Natural Resources Board (Act 250)

VTANR Home Home # Finder 2 Dashboard & Users 2 My Submissions @& Help & Sam Smith £ Sign Out ©

Manage Access to the Submission Manage Access to the Submission
(Submission #: HPE-FRRP-MRB41, v1)

This area allows you to share your submission with other registered users in
the system. To share your submission, type in the email address of the user l,'l'.lj.:jmg a user will allow them to access. mod f-:l,- and view this SJhr"II
whom you wish to allow. You can also indicate if you want to allow them to
add or remove other users from the submission by selecting the Can
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7. Within the same section, locate and click on “Add.”
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8. A “Verify User” window opens. Click “Confirm” to add the person, who will then
receive an automatic email invitation to the form.
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9. On the same page, click “Done” to complete the process. You will be returned to
the Summary page. The added person will now have access to your form.
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Helpful tip! If more than one user is working in the same ANR/NRB Online form at the same time, all users will
need to refresh the browser frequently to see the latest edits.
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