
 

Instruction Sheet for Recipient (Process) 

Process: Requesting Amendment 

System Status:  Agreement Active 

What is the Process?  To initiate, complete all necessary forms, 

and request an Amendment to a current Agreement 
 

External EAGL User Guide (in addition to a link to the external user guide?) 

Log into EAGL 

Select "My Applications" at top of screen 

Using Search Criteria, insert "Application Type" using drop down menu 

In the Application Name field, insert last known digits (beyond 0's) or leave blank 

Select "Search" 

 

Within the Search Results, select the appropriate application "Name/Number" 

Under Change the Status, select the “View Status Options”  

 



Select Amendment Requested (this will be the only option available) 

Status is changed to Amendment Requested 

 

Under View, Edit and Complete Forms, select “View Forms” 

 

Under the Amendment bar, select “Amendment Request” 

 

Enter your request and reason for request in the open field 

 

Select “SAVE” button 

 

Ecology will review your amendment request. If the amendment is approved, Ecology will 

contact you to neogatie the details of the amendment.  

 

When Ecology has completed the Amendment process and the document is ready for 

signature, you will receive an email indicating that the Amendment is ready for signature 

 



When the Amendment is ready for signature a new document will appear, located under the 

Amendment bar on the Forms Menu. Select Amendment For Signature which will have a 

Windows Explorer icon preceding it. 

 

Print 2 copies of the Amendment 

Sign both documents 

Mail both copies to Ecology 

When Ecology receives the signed Amendment, Ecology will sign their portion, and upload a 

scan into EAGL. This can be viewed by selecting Amendment Signed Documents and Dates 

under the Amendment bar on the Application Menu – Forms screen 

 

 


