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Publication Information 
This document is available on the Department of Ecology’s website at:  
https://apps.ecology.wa.gov/publications/summarypages/2102034.html 

Contact Information 
Air Quality Program 

P.O. Box 47600 
Olympia, WA 98504-7600 
360-407-6800 
Washington State Department of Ecology1 

ADA Accessibility 
Ecology is committed to providing people with disabilities access to information and services by 
meeting or exceeding the requirements of the Americans with Disabilities Act (ADA), 
Sections 504 and 508 of the Rehabilitation Act, and Washington State Policy #188. 

To request an ADA accommodation, contact Ecology at 360-407-6831 or email 
ecyadacoordinator@ecy.wa.gov. For Washington Relay Service or TTY, call 711 or 877-833-
6341. Visit Ecology's website for more information. 

                                                           

1 www.ecology.wa.gov/contact 

https://apps.ecology.wa.gov/publications/summarypages/2102034.html
https://ecology.wa.gov/contact
https://ecology.wa.gov/About-us/Accountability-transparency/Our-website/Accessibility


 

Department of Ecology’s Regional Offices 
Map of Counties Served 

 

 

Region Counties served Mailing Address Phone 

Southwest 
Clallam, Clark, Cowlitz, Grays Harbor, 
Jefferson, Mason, Lewis, Pacific, Pierce, 
Skamania, Thurston, Wahkiakum 

P.O. Box 47775 
Olympia,  WA 98504-7775 360-407-6300 

Northwest Island, King, Kitsap, San Juan, Skagit, 
Snohomish, Whatcom 

P.O. Box 330316 
Shoreline, WA  98133 206-594-0000 

Central Benton, Chelan, Douglas, Kittitas, Klickitat, 
Okanogan, Yakima 

1250 West Alder Street 
Union Gap, WA  98903 509-575-2490 

Eastern 
Adams, Asotin, Columbia, Ferry, Franklin, 
Garfield, Grant, Lincoln, Pend Oreille, 
Spokane, Stevens, Walla Walla, Whitman 

4601 North Monroe 
Spokane, WA  99205 509-329-3400 

Headquarters statewide P.O. Box 46700 
Olympia, WA  98504-7600 360-407-6000 
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1 Introduction 
Small sources of air pollution that are regulated by Ecology must send their emissions data 
to us.  We collect emissions data through the Source Management System (SMS) to find out 
how much pollution is in the air and to track the data.  Check with your local clean air 
agency for specific requirements. 

2 Access Air Quality Source Management System 
To access the Air Quality Source Management System (SMS), you must have a Secure Access 
Washington (SAW) account: 

• If you are registering for a new SAW account, follow the instructions2 to “Set up a SAW 
account” and “Add Air Quality Portal to your SAW account.” 

• The SAW account must be set up with an individual email address, not a group email 
address. 

 Steps for Accessing SMS 

2.1.1 Log into SAW (https://secureaccess.wa.gov) in your internet browser. 

2.1.2 Click “Access Now” in the Air Quality Application Portal. 

  

                                                           

2 (https://ecology.wa.gov/Regulations-Permits/Reporting-requirements/Air-quality-emissions-
reporting/Small-source-emissions-inventory-reporting 
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2.1.3 Click “Continue.” 

 

2.1.4 Click “Go To SMS.” 
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2.1.5 You are now in SMS and need to request a source.  Click “Get Started.” 
Note:  You will need a signature delegation letter to complete the process to request 
a source.  This can be a proof of identity for the Preparer role or a letter delegating 
signature authority for the Signer role. 

 

2.1.6 Click “Start the Process.” 
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2.1.7 Search for your facility in the “Source Search” bar. 

 

2.1.8 Select your facility (source).  You can select multiple facilities, if applicable. 
If you cannot find your source, click “I can’t find my source” and email the address 
provided. 

 

  



Publication 21-02-034  Source Management System User Manual 
Page 5  November 2021 

2.1.9 Click “Select Checked Sources.” 

 

2.1.10 Select “Continue.” 

 

  



Publication 21-02-034  Source Management System User Manual 
Page 6  November 2021 

2.1.11 Select the appropriate role, enter any applicable notes, and click “Continue.” 

 

2.1.12 Upload a copy of your Signature Authority Delegation letter.  (The letter can be a 
proof of identity for the Preparer role or a delegation of signature authority for the 
Signer role.)  Check the box of the Signature Agreement.  Click “Complete.” 
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2.1.13 Your request is complete.  To request another source, click “Request another 
Source.” 
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3 View and Edit Source Information 
 View your source. 
 Click “Your Sources.” 

 

 Edit source information. 
 Click “Edit.” 
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 From the Edit Source Info screen, you can: 
• Add a new address. 
• Edit an existing address. 
• Remove an address. 
• Add a new contact. 
• Edit an existing contact. 
• Remove an existing contact. 
• Remove a current user. 
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4 Upload Documents 
 Select “My Documents” from the menu bar.  If My Documents does not show in the 

menu bar, refresh your browser. 

 

 Select the correct source from the drop-down menu.  (This only applies if you are the 
registered user for more than one source.)  Click “Upload.” 
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 Select the source, document type (annual report, quarterly report, emissions inventory 
calculations, etc.), file name, and file.  Click “Save.” 
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5 Report Emissions Inventory 
 Report emissions inventory by answering module questions. 

5.1.1 Click “Get Started” from the home screen or select “Emissions Inventory” from the 
menu bar.  If Emissions Inventory is missing from the menu bar, refresh your 
browser window. 
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5.1.2 Answer each inventory question in each module. 
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5.1.3 Select “Ready to Submit” when you have answered each question.  Click “Save for 
Later” if you need to come back later and complete the form, or if you are a 
preparer and the signer needs to submit the form. 
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5.1.4 Check “Did not operate,” then click “Ready to Submit” if your facility did not operate 
during the report year. 

 

5.1.5 Check the attestation box.  Then click “Submit.” 
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 Report emissions inventory by entering individual pollutant totals. 

5.2.1 Click “Get Started” from the home screen or select “Emissions Inventory” from the 
menu bar.  If Emissions Inventory is missing from the menu bar, refresh your 
browser window. 
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5.2.2 Click “Add Pollutant Output.” 

 

5.2.3 Enter facility’s total output/emission for pollutant. 
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5.2.4 Select unit of measure from drop-down. 

 

5.2.5 Select pollutant type from pollutant table. 
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5.2.6 Repeat for each type of pollutant emitted. 
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5.2.7 Upload Emissions Inventory Calculations document to support the pollutant totals 
entered. 

 

5.2.8 Click “Ready to Submit.” 
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5.2.9 Check the attestation box.  Then click “Submit.” 
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