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Records Management

• Security of Information

• Access to Information



Questions to Answer Today

• What is a record?

• How do I access the records I need?

• How do I use the online public records 
system?

• How can I get more information?



What is a record?

• Definition

– Evidence of a business activity or decision

• Record formats

– Paper documents, photographic records, 
electronic records



How can I access records?

• Submit a public records request

• Visit a Public Records Center

• View the online Electronic Document 
Management System (EDMS)



Public Records Requests
• Send request form to DEQ

– Online – www.deq.louisiana.gov/prr

– Mail

– Fax

– In person

• To obtain a paper form visit our website at 
www.deq.la.gov\pubrecords or contact a 
Public Records Technician at (225) 219-3168 
or publicrecords@la.gov

http://www.deq.louisiana.gov/prr
http://www.deq.la.gov/pubrecords
http://www.deq.la.gov/pubrecords
http://www.deq.la.gov/pubrecords
mailto:publicrecords@la.gov




Public Records Requests

• Records Management fulfills public records 
requests by:

– Receiving requests 

– Contacting requester within three days

– Locating responsive records

– Providing notice of copy and shipping costs

– Receiving appropriate fees (check or money order)

– Delivering copies of records upon payment



Public Records Center

• Hours: 8:00 AM - 4:30 PM, Monday - Friday

• Visitors may research and print facility records

• Assistance is provided by a member of the 
Records Management staff

• Provide access to non-paper media 

• Regional Offices with public access computers 



Online Records Access

• http://www.deq.louisiana.gov/edms

• Documents available online include:

– Documents from January 1, 2000 to present

– No Radiation related documents

• Visit Public Records Centers to access all 
documents, except confidential

http://www.deq.louisiana.gov/edms


What is the EDMS?

• The Electronic Document Management 
System (EDMS) is DEQ’s electronic repository 
of official records that have been created or 
received by DEQ. 

• Examples of documents available:

– Permits to discharge into the Air or Water

– Facility Inspection Reports

– Compliance Orders



Register
• Click the 

Create 
Account link 
in the 
Manage 
Account box 
on the left 
side of the 
screen

http://www.deq.louisiana.gov/edms

http://www.deq.louisiana.gov/edms


Request New Account Form

• Open the 
Request New 
Account form

• Username 
and password 
may not 
contain 
spaces



Request New Account Form

• Fill in all 
fields

• Click Submit



Account Request Confirmation

• You will receive 
a confirmation 
screen stating 
that an account 
has been 
created for you.

• Open your e-
mail program 
to activate your 
account.



Activate Account

• You will 
receive an e-
mail from 
edmsaccounts
@la.gov

• Open the e-
mail and click 
the activation 
link 

mailto:edmsaccounts@la.gov
mailto:edmsaccounts@la.gov


Activate Account

• After clicking 
the activation 
link, EDMS will 
open an 
Activate 
Account 
window.

• Enter your 
username and 
password.

• Click Activate.



Activation Confirmation

• After clicking 
Activate, 
EDMS will 
open an 
activation 
confirmation 
screen.

• Click the Start 
Using EDMS 
link to begin 
searching for 
documents.



Searching
• To begin 

searching for 
documents, enter 
information in the 
fields on the 
document search 
screen.

• For a broad 
search, fill in one 
or two fields.

• To narrow a 
search, fill in 
more fields.

• Click Run.



Agency Interest (AI) Number

• AI stands for 
Agency Interest

• An Agency Interest 
number is the 
identification 
number that is 
assigned to every 
facility that DEQ 
regulates

• Click the Lookup AI
link to find an 
unknown AI 
number.



Lookup AI

• Enter the 
available 
search 
information

• Click Run
• Not case 

sensitive
• Use wildcards 

(*) to expand 
your search



AI Search Results

• Click the 
checkbox to 
select the 
desired AI(s).

• Click Return to 
Document 
Search.

• AI(s) will be 
automatically 
entered on the 
Document 
Search screen.



Date

• Choose a date 
format from the 
drop down box.
– Between: Enter 

start and end 
dates

– Before

– After

– Equals: For 
exact date only



Document ID
• Identification 

number 
assigned to 
each 
document

• Use this field 
only when 
the exact 
document 
number is 
known.



Media
• Media are specific 

environments 
which are the 
concern of 
regulatory 
activities (i.e. air).

• Click on desired 
media to select it.

• Select multiple 
media by holding 
the Ctrl key while 
clicking (works for 
all drop down 
boxes).



Division
• Division lists 

the different 
sections of 
DEQ’s 
organizational 
structure.

• Searches based 
on division will 
not return 
documents 
prior to the 
year 2000.



Description
• Enter complete or 

partial description.

• Not case sensitive

• Use wildcards (*) 
to expand search
– Don’t need * at 

beginning or end 
of words

– Use for 
intervening words 
or truncation



Document Type/Subtype

• Types are 
categories of 
documents.

• Subtypes are 
more specific 
than types.

• Only the 
subtypes 
applicable to 
selected types 
will appear in 
the drop down 
box.



Document Search Results

• Click the 
Document ID (in 
green) to open a 
document

• To scroll through 
the results
– Green arrow 

buttons at the 
top of the screen

– Page numbers at 
the bottom of 
the screen



Sorting Results

• For 50,000 
documents or 
less, sort results 
by any field by 
clicking on the 
column header.  

• Click again to 
reverse the 
order of the 
sort.



Download Documents

• To download 
documents, select 
desired 
documents.

• Click Download 
Selected 
Documents
button.

• Download up to 
10 documents at 
once.



Download Documents

• Documents will 
download as a 
zip file.

• Progress bars 
show 
downloading 
process.



Download Documents

• Click pickup 
documents 
here.



Contact Us

• Click the 
Contact Us
link to ask 
questions or 
provide 
suggestions 
or 
comments



Troubleshooting

• If documents will 
not open, 
download the Java 
Runtime 
Environment

• Available by 
clicking Getting 
Started, then Sun 
Microsystem’s JRE



Records on DEQ Website

• Rules and Regulations

– http://www.deq.louisiana.gov/portal/tabid/96/De
fault.aspx

• Air Quality Data

– http://www.deq.louisiana.gov

– http://www.deq.louisiana.gov/portal/tabid/2831/
Default.aspx

http://www.deq.louisiana.gov/portal/tabid/96/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/96/Default.aspx
http://www.deq.louisiana.gov/portal/
http://www.deq.louisiana.gov/portal/tabid/2831/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/2831/Default.aspx


Records on DEQ Website

• Permit Applications

– http://www.deq.louisiana.gov/portal/tabid/2194/
Default.aspx

• Enforcement Actions

– http://www.deq.louisiana.gov/portal/tabid/225/D
efault.aspx

http://www.deq.louisiana.gov/portal/tabid/2194/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/2194/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/225/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/225/Default.aspx


Records on DEQ Website

• Settlement agreements

– http://www.deq.louisiana.gov/portal/tabid/2838/
Default.aspx

• Emission Inventory Program

– http://www.deq.louisiana.gov/portal/tabid/1758/
Default.aspx

http://www.deq.louisiana.gov/portal/tabid/2838/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/2838/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/1758/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/1758/Default.aspx


Records on DEQ Website

• Toxic air pollutant emission reports

– http://www.deq.louisiana.gov/portal/tabid/1758/
Default.aspx

• Toxics Release Inventory

– http://www.deq.louisiana.gov/portal/tabid/105/D
efault.aspx

http://www.deq.louisiana.gov/portal/tabid/1758/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/1758/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/105/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/105/Default.aspx


Records on DEQ Website

• Abandoned hazardous waste sites

– http://www.deq.louisiana.gov/portal/tabid/2447/
Default.aspx

– http://www.epa.gov/superfund

• Criminal Investigations

– http://www.deq.louisiana.gov/portal/Default.aspx
?tabid=2581

http://www.deq.louisiana.gov/portal/tabid/2447/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/2447/Default.aspx
http://www.epa.gov/superfund/
http://www.deq.louisiana.gov/portal/Default.aspx?tabid=2581
http://www.deq.louisiana.gov/portal/Default.aspx?tabid=2581


Records on DEQ Website

• Emergency Response
– http://www.deq.louisiana.gov/portal/tabid/1617/Default.as

px

• Public Notice Information
– Proposed permitting information: 

http://www.deq.louisiana.gov/apps/pubNotice/default.asp

– Upcoming public hearings: 
www.deq.louisiana.gov/portal/Default.aspx?tabid=2605

– Notification subscription: 
http://doa.louisiana.gov/oes/listservpage/ldeq_pn_listserv.
asp

http://www.deq.louisiana.gov/portal/tabid/1617/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/1617/Default.aspx
http://www.deq.louisiana.gov/apps/pubNotice/default.asp
http://www.deq.louisiana.gov/portal/Default.aspx?tabid=2605
http://doa.louisiana.gov/oes/listservpage/ldeq_pn_listserv.asp
http://doa.louisiana.gov/oes/listservpage/ldeq_pn_listserv.asp


Records on DEQ Website

• Recycling/Household disposal
– http://www.deq.louisiana.gov/portal/tabid/87/De

fault.aspx

• Fish consumption/swimming advisories
– http://www.deq.louisiana.gov/portal/default.aspx

?tabid=1631

• Drinking water protection program
– http://www.deq.louisiana.gov/portal/tabid/1724/

Default.aspx

http://www.deq.louisiana.gov/portal/tabid/87/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/87/Default.aspx
http://www.deq.louisiana.gov/portal/default.aspx?tabid=1631
http://www.deq.louisiana.gov/portal/default.aspx?tabid=1631
http://www.deq.louisiana.gov/portal/tabid/1724/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/1724/Default.aspx


Records on DEQ Website

• Impaired water bodies
– http://www.deq.louisiana.gov/portal/tabid/130/Defa

ult.aspx

• Customer Service Center and Public Records 
Requests
– http://www.deq.louisiana.gov/portal/tabid/2231/Def

ault.aspx

• Hurricane Information
– http://www.deq.louisiana.gov/portal/tabid/2231/Def

ault.aspx

http://www.deq.louisiana.gov/portal/tabid/130/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/130/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/2231/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/2231/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/2231/Default.aspx
http://www.deq.louisiana.gov/portal/tabid/2231/Default.aspx


DEQ in 2008

Contact Information

Laurie Blandino
(225) 219-3171

laurie.blandino@la.gov

Ellen Peneguy
(225) 219-3166

ellen.peneguy@la.gov

Customer Service Center
1 (866) 896-LDEQ

mailto:Laurie.blandino@la.gov
mailto:Ellen.peneguy@la.gov


Resources

• EDMS: http://edms.deq.louisiana.gov

• Public Records Request: 
http://www.deq.louisiana.gov/prr

• Public Records e-mail: publicrecords@la.gov

http://edms.deq.louisiana.gov/
http://www.deq.louisiana.gov/prr
mailto:publicrecords@la.gov

