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Introduction 
 
The Division of Mine Permits has been doing electronic permitting (ePermitting) since 1997 when the 
division received their first electronic permit submission. The building blocks for how ePermitting 
evolved are based upon decisions made during that implementation back in the mid 1990s. In 2010, 
the Division revamped their applications. At that time, it was decided to look at alternative methods of 
receiving permitting information electronically.  
 
A team, with members from industry and the division, was formed to design the system. This user 
guide will illustrate how to utilize the new system and its features. 
 

Why Change to New Method 

 
When the original ePermitting system was developed, management decided it must stay in the 
Microsoft Word format that the current application was in. So, we were forced to develop within the 
confines and limitations of Word. Some of the more burdensome restrictions are: 
 

 Attachment file names can not have spaces 
 Attachment file names must start with a letter 
 Attachment file names could only be 40 characters long 
 Word uses the file association on the local computer.  

 
o Slows down attachment build performance 
o The division must have the same programs that are on the machine building the 

application. 
 

 Changing attachment(s) meant rebuilding the attachment file instead of just substituting the 
changed attachment(s). 

 Difficult to print an application. 
 Difficult to compare submissions. 

 
The new system for ePermitting resolves all these issues., plus add some additional functionality to 
help in preparation of the application submittal. 
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Installation/Upgrade 

 
This method of ePermitting will work with 32-bit and 64-bit versions of Access 2003, Access 2007, 
Access2010, and Access 2013 running on Windows XP, Windows 7, and Windows8 computers. 
There is also an installation method for those without Access. There are two methods of installing 
ePermitting.  
 

1. Installation for those who have a version of 32-bit/64-bit Microsoft Access (2003, 2007, 2010, 
or 2013).  

2. Installation for those who do not have Microsoft Access.  
 
Regardless of which installation method you choose, Microsoft Word is required if you intend to print 
sections or the entire permit.  
 

Minimum System Requirements 

 Screen Resolution 1024 x 768 

 2GB RAM 

 2GHz Processor 

 Microsoft Word to Print/View documents 
 
Click on the following link to download the MPA application and User Guide. Note: If you do not have 
Microsoft Access installed on your computer you must first install the Access Runtime program. Refer 
to the directions that follow for steps to install the application. 
 

http://minepermits.ky.gov/Pages/ePermitting.aspx 
 

Download Description Modified 

Access Runtime 
This program allows users who do not have Microsoft 
Access on their computer to run the MPA0 Access 
applications. 

8/8/2011 

   

Application Codes Application Codes 6/23/2011 

   

ePermitting_PowerPoint ePermitting PowerPoint Presentation 9/1/2012 

   

ePermitting User Guide User Guide on e-Permitting (All MPA’s) 2/1/2013 

   

Combined_MPAs 
Includes the installation of the MPA00, MPA01, MPA02, 
MPA03, MPA05, MPA06, MPA07, MPA08, MPA09, 
MPA10 and combined User Guide 

2/1/2013 

   

http://minepermits.ky.gov/Pages/ePermitting.aspx
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MPA00_v1.0 
Access Application for computers running Microsoft 
Access Runtime, Access 2003, 2007 & 2010 and the 
MPA00 User Guide – Version 1.00 

2/1/2013 

   

MPA01_v1.0 
Access Application for computers running Microsoft 
Access Runtime, Access 2003, 2007 & 2010 and the 
MPA01 User Guide – Version 1.00 

2/1/2013 

   

MPA02_v1.0 
Access Application for computers running Microsoft 
Access Runtime, Access 2003, 2007 & 2010 and the 
MPA02 User Guide – Version 1.00 

2/1/2013 

   

MPA03_v4.00 
Access Application for computers running Microsoft 
Access Runtime, Access 2003, 2007 & 2010 and the 
MPA03 User Guide – Version 4.00 

1/13/2012 

   

MPA05_v1.0 
Access Application for computers running Microsoft 
Access Runtime, Access 2003, 2007 & 2010 and the 
MPA05 User Guide – Version 1.00 

2/1/2013 

   

MPA06_v1.0 
Access Application for computers running Microsoft 
Access Runtime, Access 2003, 2007 & 2010 and the 
MPA06 User Guide – Version 1.00 

2/1/2013 

   

MPA07_v1.0 
Access Application for computers running Microsoft 
Access Runtime, Access 2003, 2007 & 2010 and the 
MPA07 User Guide – Version 1.00 

2/1/2013 

   

MPA08_v1.0 
Access Application for computers running Microsoft 
Access Runtime, Access 2003, 2007 & 2010 and the 
MPA08 User Guide – Version 1.00 

2/1/2013 

   

MPA09_v1.0 
Access Application for computers running Microsoft 
Access Runtime, Access 2003, 2007 & 2010 and the 
MPA09 User Guide – Version 1.00 

2/1/2013 

   

MPA10_v1.0 
Access Application for computers running Microsoft 
Access Runtime, Access 2003, 2007 & 2010 and the 
MPA10 User Guide – Version 1.00 

2/1/2013 

   

Water_Location_Codes 
Required (County, Basin, QUAD and Station Type) 
codes used when creating XML Baseline Water Data 

11/8/2012 
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Method 1: Installing the MPA on a Computer with Microsoft Access Installed 

 
Download the MPA00 Application from the Mine Permits e-Permitting webpage. This MPA program 
will work with 32-bit versions of Access 2003, Access 2007, or Access2010 running on Windows XP, 
Windows 7, and Windows 8 computers. Extract (unzip) the MPA application using Windows Explorer 
or an unzip utility such as WinZip.  
 
Once you extract the program to your desktop you will find a MPA folder containing two files. Double 
click on the “Setup” file to start the installation of the MPA. 
 
 

 
 
If you receive the error message below, you must remove the program through the Control Panel 
before running another install and/or performing an update.  
 
 
 
 
 
 
 
 
 
 
If you do not have a previous version of the MPA03 installed your computer the following installation 
window will display. Click Next to continue. 
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The “Select installation Folder” window will display indicating where the MPA application will be 
installed. Do not change this location because the folders and files are referred to and used by the 
Access application. Accept the default location, C:\ KYDNR\MPAxx\ by clicking “Next.” Later, you can 
change the location of the actual database file (*.mdb).  
 
Confirm you want to install the MPA application on your computer. Click Next on the next screen to 
finish the installation 

 
 
Once installation has completed a new folder called MPA’s will be placed on your desktop. Inside this 
folder you will located a shortcut for the MPA and any other MPA’s you install.  
 

 
 

Important: The icon on the desktop will always point to the database MPA located in the folder,  
C:\KYDNR\MPA.  To open up the ePermitting copies you make in other locations you need to 
navigate to that directory and double click the mdb file.  
 
The following screen shot is representative of the directory structure for the downloaded MPA once it 
has been installed on your computer. The shortcut on your desktop points to the MPA application 
located in this folder.  
 

 
 

 Import Attached Folders – includes folders for each section of the MPA. Copy the 
attachments into these folders.  

 Sections are the sections of the MPA00 used during the printing process. 
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Method 2: Installation on a Computer without Microsoft Access 

 
If your computer does not have Microsoft Access installed you will need to first install the Access 
Runtime program, which allows users who do not have a Microsoft Access on their computer to run 
the MPA application.   
 
The following steps will install the Access Runtime program for those users that do not have Access 
on their computer. This installation only needs to be done once. Click on the Access Runtime link to 
download the Access Runtime program and save on your desktop. In addition, click on the MPA to 
download the application to your desktop. However, you must first install the Access Runtime 
program BEFORE installing the MPA application.  

Installing Access Runtime Program 

 
Once the Access Runtime program has finished downloading, locate it on your desktop and double-
click on the icon. Click “Extract all files.” A window will display asking where you want to extract the 
Runtime program. It will default to the location in which you saved the program. Accept the default by 
clicking the “Extract” button. If you do not have the “Extract all files” option on your computer you will 
need to use an unzip utility such as WinZip to extract (unzip) the files.  
 

 
 

Locate the Access Runtime folder on your desktop and double-click on the program to start the 
installation. Once you check the box indicating you agree with Microsoft's Licensing of the program, 
the Access Runtime program will be installed on your computer. 
 

Installing the MPA03 Application 

 
Extract (unzip) the MPA application using the same steps you performed when extracting the Access 
Runtime program. Once you extract the program to your desktop you will find a MPA folder containing 
two files. Double click on the “Setup” file to start the installation of the MPA. 
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If you receive the error message below, you must remove the program through the Control Panel 
before running another install and/or performing an update.  
 
 
 
 
 
 
 
 
 
 
If you do not have a previous version of the MPA installed the Installation window will display. Click 
Next to continue. 

 
 
The “Select installation Folder” window will display indicating where the MPA application will be 
installed. Do not change this location because the folders and files are referred to and used by the 
Access application. Accept the default location, C:\KYDNR\MPAxx\ by clicking “Next.” Later, you can 
change the location of the actual database file (*.mdb).  
 
Confirm you want to install the MPA application on your computer. Click Next on the next screen to 
finish the installation 
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Once installation has completed a new folder called MPA’s will be placed on your desktop. Inside this 
folder you will located a shortcut for the MPA and any other MPA’s you install.  
 

 
 

Important: The icon on the desktop will always point to the database MPA located in the folder,  
C:\KYDNR\MPAxx.  To open up the ePermit copies you make navigate to that directory and double 
click 
 
The following screen shot is representative of the directory structure for the downloaded MPA once it 
has been installed on your computer. The shortcut on your desktop points to the MPA application 
located in this folder.  
 

 
 

 Import Attached Folders – includes folders for each section of the MPA. Copy the 
attachments into these folders.  

 Sections are the sections of the MPA00 used during the printing process. 
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Features/Functionality 
 
Regardless of the method used to install the MPA the application will function the same way. There 
are three sets of buttons on the MPA application. 
 

 
 

1. Section Buttons - As each item/section of the application is selected, by clicking on the 
item/section buttons on the left side of the screen, the attachments associated with that section 
will be displayed on the right hand side.  
 

2. Function Buttons – Provides utilities to save, reset (erase), import, and printing the 
application 

 
3. Attachment Buttons – Used to insert and delete attachments to the MPA 

 
a. The Attachment buttons are greyed on on the opening window. These buttons will 

active once you click on the appropriate section (Section 1 through 7) 

 

 

 

 

 

Attachments will 

be listed here 

Attachment buttons 

Function Buttons 

Version 
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Saving a Copy of the ePermit 
 

 
 
The “Save a Copy” button will save a copy of your current (active) database to another folder on your 
computer or to an external drive (Frash drive). The default location is My Documents but you can 
change the location.  
 
Do not confuse this button with the SAVE AS function used with other Microsoft applications. While 
you did copy the database to another location you are still working on the original database (MPA) as 
noted on the top left corner of the application.  
 
You can continue working on the original MPA database, however don’t forget to click Save a Copy 
again when you are done and copy over the one you saved. Alternatively, once you save a copy of 
the database, close the application and open (double-click) on the one you saved in My Documents. 
 
Once you click on the button, “Save a Copy” a Windows dialog box displays. The default location for 
the copy of the database is My Documents. You can save the copy anywhere, including a flash drive.  
 

 
 

Once you name and save the copy the database, a popup displays indicating that a copy of the 
database was saved and the name / location in which it was saved. 
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Resetting Data In the ePermit 
 

 
 
The “Reset Data” button will erase the entire database. For instance, if you need to complete more 
than one permit (MPAxx) you would need to copy the existing database to My Documents (or other 
location) and then Reset the data (erase) in the current database for the next permit. 
 
In the previous example we saved a copy of the MPA and named it “PermitNu_1234567” in My 
Documents. However, the MPA also has the same data since it is the database we started with. To 
prevent having two databases with the same data you should reset the data in the MPA (after saving 
a copy of it). Clicking the “Reset Data” button will erase all data from the database.  
 

 
Once the data had been deleted you need to close the database and reopen 
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Importing Data Into the ePermit 

 
Data can be imported into an ePermit instead of re-entering the data manually. This method would be 
preferred to reduce data entry mistakes and reduce preparation time. Also, when a new version of the 
MPA Access application is released you will need to import your existing permits into the updated 
version. 
 

 
 

Once you click on the “Import Data” button, a Windows dialog button opens. The default location is 
My Documents. Navigate to the location in which you saved the copy of your database you intent to 
import. Either double-click the database or select it from the list and then click Open.  
 

 
 

If you are sure you want to import the data in the current (active) database verify by clicking “Yes” in 
the verification window confirming that you want to delete the existing database and import the data 
from the desired database. 

 

 
 
 
 



 

                                                                 Revision Data: 2/1/2013 13    

 
While the data is being imported, an hour-glass will display on your computer screen. Depending on 
the amount of data and the resources available in your computer this can take anywhere from 30 
seconds to a few minutes. Be patient! Once the import has completed a message will display 
indicating that the import was successful. Close the database and reopen.  
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Using Microsoft Word to Save / Print a Copy of the ePermit 

 

 
 
 

Important: In order for this feature to work you must have a version of Microsoft Word 
installed on your computer.  
 
Clicking the “Print Application” button will display the following dialog window asking if you want to 
Save the ePermit as a Microsoft Word document or to print the ePermit. 
 

 
 

 

Save the ePermit in Microsoft Word 

 
Clicking “Yes” to save the files will bring up a dialog window asking you to choose a folder to save the 
ePermit in Microsoft Word. 

 

      
 

The form will be saved to the location specified. The name of the document will match 
the form name (i.e. MPA0x) 
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Print the ePermit using Microsoft Word 

 
Selecting “No” on the following dialog window will prepare the ePermit for printing 
 

 
 

The Print Application window will display.  
 

 
 

 

Instead of printing each section separate we combined all sections into one document. 

Therefore, you need to select “Section 1” to print the whole form.  
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Working with Attachments 

 
The screen below shows the application when it’s displayed on the computer. The arrows point to the 
item/section buttons and to where the attachments will be displayed. 

 

 
 

On the startup form (button = MPA0x) the attachment buttons are not enabled (can’t be clicked). Attachments 

can only be added on the sections (buttons) where the form is displayed. In the example below, clicking on 

Permittee Info Mining Permit, Part 1 to Part 4 will activate the attachment buttons. 
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Insert All Attachments in the ePermit 

 

 
 

Two methods exist for getting an attachment into the application. The first method utilizes the folder 
structure that existed with the Word version of ePermitting and is included with this version of 
ePermitting. The second method gives the ability to insert a single attachment of a folder of 
attachments into an item/section. 

Insert Attachments through Folder Structure 

The ePermitting Word version included a folder structure for building attachments. The root folder 
was named PermitNumber. This folder structure will be included in this version as part of the 
download. Subfolders can be created under the ITEM and MAP folders, but that level of folders 
MUST NOT be modified or added to. The following steps will import files if that file structure is 
utilized. 
 
 
 

1. After clicking on the Insert Attachments, the program will inform the user that all 
attachments will be removed and be replaced with the ones in the folder structure. If the 
intent is to only add/replace attachments, please see the section below labeled Insert 
Single Attachment or Folder of Attachments. Click Yes to continue and go onto the next 
step. No will stop the insert process and no other steps are necessary. 
 

 
 
 
 
 
 
 
 

2. A window, like the one below, will be displayed. It’s looking for the folder structure where 
the attachments are located. The second screen is an example of the folder structure being 
selected properly. Click on OK when the correct folder structure is ready to be selected. 

 



 

                                                                 Revision Data: 2/1/2013 18    

 
 

3. Once the folder is selected, the attachments will be inserted into the application. When the 
process is complete, the following message will be displayed. Click OK to acknowledge the 
message. 
 

  
 
 

 

 

 

 

 

 

Insert Single Attachment or Folder of Attachments 

 
This method requires that the section where the attachment(s) are going to be inserted be 
displayed on the screen. For our purposes here, we’ll demonstrate how to insert attachments 
into item 6. Notice that the screen is on item 6 of the application.  
 
1. Click on the Insert Attachment(s) at the bottom of the form. The dialog box below will be 

displayed. If a single attachment is to be added, click Yes.  
 
If No is selected, the user will be asked for a folder. The folder of files will be inserted into 
the application as attachments for the current section.  
 

2. Clicking “Yes” will display a search window. Navigate to the file location and choose the file.  
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3. Navigate to the appropriate folder where you have saved all your attachments. In this case 
we saved them to the “Import Attachment Folder” 

 

 
 

4. Clicking the “Insert All Attachments” button will insert all the attachments in their 
appropriate section on the MPA00. However, it will delete all existing attachments in these 
sections first. 

 

 
 

5. After the insert is complete, the following message will be displayed. Click on OK. 
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Delete All Attachments in the ePermit 

 
Three methods exist for deleting attachments. One, a single attachment can be deleted. Two, all the 
attachments for a section can be deleted. Three, delete all the attachments in an application. 

Delete a Single Attachment 

1. Navigate to the Item where the attachment is to be deleted.  
2. To remove the attachment, click on the Del button next to the attachment, as pointed to by 

the red arrow below. 
 

 
 

Once you choose this option a window will display asking you to verify that all attachments saved in 
all the sections of the MPA00 will be deleted. Clicking “Yes” will delete all the attachments.  
 

 

Deleting Multiple Attachments in the ePermit 

 

 
 

The button “Delete All Attachments” will delete every attachment in the MPA00 regardless of section, 
while the “Delete Section Attachments” will delete attachments saved to a particular section. Once the 
button is clicked a message widow will display requesting verification that you indeed want the 
attachments of this section deleted.  
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DO’s and Dont’s 

 

DO’s 
 
 Use Adobe Acrobat to electronically sign PDFs that require an engineer seal. Please refer to 

the Division’s memorandum dated 08/10/2011 for all the particulars on submittal policy 
concerning electronic signature and engineer seals. It’s acceptable to create a self-signed 
certificate and attach a digital representation of the engineer’s signature to that certificate. 

 Use the naming conventions as described in this guide 
 

DONT’s 
 
 Inserting of attachments inside of attachments will no longer be allowed 
 Put extraneous information into fields. If whatever is in the field, will be loaded into SMIS.  
 NA in PO Box 
 Anything other than email address in email field. 
 All applicable data must be entered into items 3.1, 3.2, 3.3, 4.1, 4.3, 4.4, 5.1, 5.3, 6.3, 7.2, 8.2, 

9.11, 11.2, 11.3, 14.1, 14.2, 15.1, 15.5, 16.1, 16.5, 16.8, 17.1, 17.5, 17.8, 17.9, 21.6, 21.10, 
26.1, 27.1, 29.1 Attachments will only be allowed to add further narrative. 

 

Common Functionality/Features 

Keystrokes 

Ctrl C Copy highlighted area and place into memory 

Ctrl V Paste what has been placed into memory at where the cursor is 
located 

Ctrl X Cut highlighted area and place into memory. 

Ctrl Enter Start a new line in an input field. 

Shift – F9 Require. Useful in 8.5, 8.6, 22.2 
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 Compact the Database 

 

While working with the application it can become bloated especially when attachments are 
inserted and/or deleted. Even when something is deleted there may be a lingering reference. 
While these references do not affect the permit they can make it bloated and seem larger. 
Therefore I have set the database to automatically clean, repair and compact on exit. This process 
will create a backup of your database. Feel free to delete or keep the backup 
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FTP INFORMATION 
 

INTRODUCTION 

The Department for Natural Resources has established a FTP site for receiving electronic 
submissions. This section will describe how to establish that interface, plus various standards and 
protocols. 

Software Installation & Configuration 

The free version of FTP Commander we previously recommended does not work with the new FTP 
site due to the requirement of setting a default directory.  The Commonwealth Office of Technology 
recommended Filezilla.   
 
Download and install Filezilla from http://filezilla-project.org/download.php 

IMPORT CONFIGURATION FILE 

To reduce keying errors we have provided xml files for each office that will configure the FTP settings 
needed to upload files. Right click on the configuration file that matches your location and save it to 
your desktop.  
 
Configuration files are available for: 

 

http://filezilla-project.org/download.php
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Once you have downloaded and installed Filezilla, open the program. Click File > Import 
 

 
 

 
Navigate to the location where you saved the FTP xml file. Click to highlight the xml file you 
downloaded and click “Open.” 
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Click “OK” to verify the import settings. A window will display when the settings have been imported 
 

         
 
 
 
 
 
 
 
Click on File > Site Manager 
 

 
 

 
The file you imported will display under “My Sites.” Click on the Upload link and the different FTP 
settings will display on the right. Click the “Connect” button at the bottom of the window 
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Navigate and click on the directory where you saved the data you intent to upload. The contents of 
that directory will be listed under the directory listing.  
 

 
 
 
You can drag and drop the files from the listing on the right to the window on the right. Alternatively, 
you can also right click the folder and choose upload.  
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You will receive a confirmation email within an hour that we have received your upload.  
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MPA01 
 

The fields highlighted yellow are required 

 

 
 

The appropriate fields (check boxes and fields) in sections 1.5 and 1.6 will become activated when the 

appropriate check box is checked. 

 

 
 

As you type in the first line, another line will be added below 
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To delete a row of data you must click inside the field and press down on the Control key and press the negative 

sign (-) button. 

 

 

 
 

 

To add another Entity Name in Section 1.14 you need to click inside the “Name of Entity” field (where “ABC” 

is entered below) and press down on the Control Key and then the plus sign (+). This will add another record. 

To navigate between the different entities click the Next or Previous Entity buttons. 

 

When entering additional lines in a field such as the address field hold down the Control key and press the Enter 

Key.  
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MPA09 
 

Section 2.3 in MPA09 is disabled. When “Yes” is checked the three district checkboxes become active. 

Clicking the district checbox will activate (enable) the different choices corresponding to the selected District.  
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