
 
 

Step 1 

Check your inbox for an email from an IDEM VRP Project Manager. (See below.)  
  

Step 2 

Click on the ‘Submittals’ folder icon in the email. 

Note: Save this email to access E-Submissions in the future. 
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Step 3 

The link will open in your default web browser. Enter your email address and click ‘Next’. 
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Step 4 

The following message will now be displayed. 
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Step 5 

Check your email inbox for the verification code from ‘SharePoint Online’. (See Below.) 

Note: Your code will be different from the one shown below. 

 
 
 

If you do not receive the code within a few minutes, please check your SPAM or Junk Email Folder.  If the 
code is not in your SPAM folder, then please add ‘no-reply@sharepointonline.com’ to your safe list, and try 
sending the code again (from Step 4).
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Step 6 

Now go back to your web browser and enter the verification code, then click ‘Verify’. 
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Step 7 

Your web browser should now display the new VRP E-Submissions Portal folder called ‘Submittals’. 

(If you’re web browser does not immediately take you to ‘Submittals’, then go back to the original email 
from the VRP Project Manager [Step 2], and click on the ‘Submittals’ folder again.) 

 

 
 

 
Step 8 

To upload a new file, either click the ‘Upload’ drop-down list, and select ‘Files’… 

 

 
 
Or drag the file into the ‘Submittals’ folder. 
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Note: Unlike the previous version of VRP E-Submission, folders of documents cannot be accepted within 
‘Submittals'. 

Step 9 

After uploading the new file, the ‘Submittals’ folder will ask for the ‘Site Number’ and ‘VRP Project 

Manager’. 
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On the far right-hand side of the page under ‘Properties’, click ‘Edit all’. 
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Step 10 

Fill out the ‘Site Number’, select the ‘Project Manager’ from the drop-down list, and check the ‘Submit’ 
checkbox.  After completing these entries, click the ‘Save’ button. 

 

 

 

Step 11 

After a few minutes, the file will be automatically moved to the selected Project Manager’s internal folder.  
If the upload was successful, you should receive an email similar to below. 
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Step 12 

To end the document upload session, click your initials in the upper right-hand corner. 

 

 
 

Step 13 

Select ‘Sign out’. 
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Additional Directions 

Deleting a Document 

To delete a document before submitting to the Project Manager, select the file and click ‘Delete’ in the banner. 

 
 
 
 
Then click the ‘Delete’ button in the pop-up window. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


