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A valid Class A/B Operator must be designated at each facility in order for the KDHE to issue a UST permit. 

The A/B Operator Certificate is valid for four years from the date of the last training completed. If your A/B Operator 
Certificate is about to expire, please attend the A/B Operator Training Program offered by Tank Management Services.

https://tms.wildapricot.org/Training-Info-Kansas
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First, log in to KEIMS and select your site. If you need 
instructions on logging in or linking a site to your account, 
see the KEIMS General Overview Visual Guide. It, and other 
helpful KEIMS guides, can be found at www.sbeap.org/
KEIMS. To select your site, click the blue box on the lefthand 
side, near the top of the page (a). It will either be showing 
(All) or the name of one of your sites. Once you click the box, 
a drop-down menu will appear, and you can select a site 
from there.

Logging In

Go to Start a New 
Form on the left 
menu (b).  

Select I have 
a reporting 
obligation to  
fulfill (c). 

Starting the Form

b

c

Introduction

The following visual guidelines will help you navigate how to submit your UST A/B Operator Certificate in KEIMS.

KDHE requires operators of all regulated USTs receive training on the operation of USTs to meet the requirements 
of the Energy Policy Act of 2005. KDHE will not issue UST operating permits to facilities without a designated A/B 
operator. Operator Training certificates expire four years from the date of the last training. To learn more, visit KDHE’s 
UST Operator Training webpage. 

Class A Operators hold primary responsibility for ensuring compliance of the UST system with state and federal 
regulations, typically serving as facility owners or individuals in a supervisory role. Class B Operators manage the 
daily operation and maintenance of UST systems to ensure proper implementation of these regulations.

Training sessions for Class A and B Operators are conducted through Tank Management Service (TMS), and 
individuals who complete a session will be certified as Class A/B Operators. TMS offers UST A/B Operator training at 
no cost for owners and operators in Kansas.
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https://keims.kdhe.ks.gov/nsuite/ncore/external/home
http://www.sbeap.org/KEIMS
http://www.sbeap.org/KEIMS
https://www.kdhe.ks.gov/1036/UST-Operator-Training
https://www.kdhe.ks.gov/1036/UST-Operator-Training


Starting the Form, continued

Find the form labeled BER – Tanks – Underground Storage Tank Permit Forms - BER - Tanks - (UST) Underground 
Storage Tank A/B Operators (d). If you are an authorized representative at or owner of multiple UST facilities, verify 
the Permit Number (e) corresponds to the correct facility. 

There may be multiple versions of this form. Check the version numbers and choose the one with the highest version 
number (f).

You can use the filter bar to find the form more easily (g).

If you have already started filling out this form, the draft will also appear here. Select Continue Draft (h) to continue 
with the draft. If you are unsure who started the draft, go to Draft (i) on your KEIMS Dashboard (j) and the user who 
created the draft will be listed (k).  
 
Click Begin on the right-hand side (l), then click Begin Form Entry (m).
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Form Navigation

Notes on form navigation—

•	 The system automatically saves your progress each time you change sections, but the best practice is always to 
save regularly (a). 

•	 You can use the outline on the left side to navigate between sections (b). 

•	 The outline also indicates the status of each section. 
	- If the title is gray, and the circle next to it is gray with no icon inside it, that section has not yet been opened (c)
	- If the title is blue, and the circle is blue with a checkmark in it, all fields marked as required have been filled (d).
	- If the title is red, and the circle is red with an X in it, there is at least one required field in that section that is still 

empty (e).

•	 You can mouse over the question mark icon by the title to see instructions for the form (f). 

•	 Some sections of the form will show an      symbol when you mouse over them, which explains what you’re 
supposed to enter in that section (g). 

•	 Fields marked with a red asterisk (*) are required, meaning that KEIMS will not allow you to submit the form unless 
these fields are filled out. However, there may be things that are required by KDHE in order to complete your 
renewal but are not marked as required in KEIMS, so do not rely on the red asterisks to tell you what information 
you need to submit as a minimum requirement. 

•	 The easiest way to get back to your KEIMS profile is to use Exit Form (h). 

•	 Click Next Section to proceed to the next section (i). 
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Facility and Tank Owner Information

A/B Operator Certificates

In this section, you can upload any A/B Operator Certificates for the operators and/or managers associated with your 
facility. KDHE recommends that everyone who works at your facility (including part-time workers) should complete 
A/B operator training and submit their certificates here.

To upload a certificate, click Choose File (a) or drag and drop the file (b). To remove an uploaded file, click the X next to the 
file name (c). KEIMS has a maximum file size of 500MB and accepts the following file formats: .docx, .pdf, .jpeg and .tif.

If you want to add comments about the uploaded files—for instance, if a newly hired manager already has an A/B 
Operator training certificate and has now joined your facility—or to provide any information related to the uploaded 
files, you can write it in the Comment section (d). 

Before uploading, check your A/B Operator Certificate and verify that all your information—name, training date, 
facility ID and owner ID—is correct. If you notice any errors or issues, contact Tank Management Services by calling 
800-530-5683. 
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The first section in the Tank A/B Operators Form is Facility and 
Tank Owner Information. This information is already populated 
from your registration: the Facility Name (a), KDHE Facility ID (b), 
Facility Street Address (c), KDHE Owner ID (d) and Tank Owner 
Information (e). 

Most of the autopopulated information in the form cannot be 
changed in KEIMS. If you see something that needs to be changed, 
you can contact KDHE by sending an email to kdhe.tankinfo@
ks.gov, making sure to include your Owner ID and Facility ID.

b

d

a

c

a

b

c

d

e

https://tms.wildapricot.org/Contact-Us
mailto:kdhe.tankinfo%40ks.gov?subject=
mailto:kdhe.tankinfo%40ks.gov?subject=
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Additional Information

In this section, you can provide KDHE with any additional 
information that is relevant to your facility or the operators listed. 
You can share any updates, clarifications or special notes that may 
not fit elsewhere in the form.

For example, if you need to add a new operator, remove an existing 
one, or update an operator’s training details or contact information, 
you can list those changes here. You can also use this space to list 
other staffing changes, compliance updates that KDHE should 
be aware of, or explain any unique circumstances related to your 
facility’s operation.

If you don’t have additional comments, information or specific notes 
for KDHE, choose No.

Review

Next, you will review the form before submitting. KEIMS will mark any missing information in red (a), but it will not 
catch other errors, so be sure to review before submitting. Use the left navigation (b) to see where information needs 
to be added or corrected.

a

b



7January 2026

Certify and Submit

Next is Certify and Submit. You will certify that the 
information provided is true and correct to the best of 
your knowledge by submitting your renewal. 

If you are missing anything that is marked as required, it 
will display a message in red text stating that the form 
is incomplete (a), and the system will not allow you to 
submit the form. You can also save and exit from here and 
come back to the form later (b).

a

If you exit the form without submitting, make sure to save your progress. To pull the form up again later, first make 
sure your site is selected. You can access your draft form two ways:
•	 Click Dashboard (c) and click Draft (d). Draft forms will have the name of the site, the form identifier, the name 

of the form, the date the draft was created and the name of the user who created it. Locate the form, and click 
Continue (e). Note: you can also delete a draft from here if you are absolutely certain you do not intend to submit it, for example if you determine that the 
A/B Operator Certificate for this facility has already been submitted. Once a form has been submitted, it cannot be deleted.

c

d
e

b

Once KDHE has received your submission, you will receive an email confirmation as well as a confirmation notification 
in KEIMS. Your submission will appear as In Process (f) on the Submissions page (g). Once your submission status has 
been changed to Approved, you will receive another email and KEIMS notification with complete details. 

g
f

View the Status of Your Submission

Whenever there is a submission status change, you will 
receive an email and a KEIMS notification. This will include 
submission status information, including decisions (h).

h
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View the Status of Your Submission, continued

The Summary page displays the name of the form you have submitted (c), the date submitted (d), the user who filled 
out the form (e) and the submission ID (f).

To see the full details of the submitted form, click View Form (g). Here you can only view the submitted information.

To see the status history of the submitted application, click the clock icon (h). The status history (i) includes the user 
who made changes and the time and date changes were made.

If you need to change any information in a submitted form, click Revise Submission (j). A pop-up window will appear 
(k), prompting you to proceed with editing your submitted form. You can then make the necessary changes and 
resubmit the form. 

You can Print your submitted form from this page (l), and you can choose to include the History (m) and Status (n) of 
your submission in the printed document. KDHE recommends printing or saving submitted materials for your records.

You can also Download/Export your submitted materials (o). There are two options. First is Download Submission 
(p), which includes a PDF copy of the submission, along with optionally including form input, status history and other 
data. You can also Download Copy of Record (q), which is a receipt of submission that includes a full copy of the 
submission data that is watermarked, signed and dated.

If you close out of the submission confirmation pop-up box, you will be taken to the Summary page. This page is also 
accessible via the Submissions page (a). Find the form submission you would like to see the summary of and click on 
the View/Revise button (b). 
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On the Submissions page (a), your submissions are organized into several categories, including Site Name (only visible 
if All (b) is selected), Form Name, Form Type, Created By (the user who started the form), Received Date (the date the form 
was received by KDHE, if it has been submitted and received), the Due Date and Reference Number (c). 

Agency Contact (d) lists the contact information for the KDHE compliance manager who reviewed your submission, so 
you can easily get a hold of them with any questions.

Submissions are also organized by Submission Status (e). With this form, some submission statuses you will see are: 

•	 Draft – the form has been started, but it has not yet been submitted.

•	 In Process – the form has been submitted, and it is now assigned to staff for review.

•	 On Hold – the submission was reviewed by staff and was deemed insufficient, and KDHE is requesting revisions.

•	 Withdrawn – there was an issue with the submission so KDHE has withdrawn the form and it was not processed.

•	 Completed – the submission was reviewed and approved by KDHE.

Other submission statuses can include:

•	 On Hold – Not Approved – this is the same as On Hold.

•	 Completed – Not Approved – this is the same as Withdrawn, meaning staff reviewed the submission and decided 
not to move forward or request revisions.

•	 Completed – Approved or Completed – Acknowledged - these are equivalent to Completed.

KEIMS will send notifications when the status of your submission changes. Sometimes, KDHE may contact you and 
request additional information or details. If you feel your submission is taking a long time to process, you can contact 
KDHE by sending an email to kdhe.tankinfo@ks.gov with your Owner ID and Facility ID.

a

Save and Print your Approval Notice

c

g

e

f

d

Once your application is approved, KDHE will notify you via email (f) and KEIMS notification (g). You will then be able 
to view/print your approval notification. 

Note: Make sure to verify that the submission reference 
number in notifications (highlighted) corresponds to 
the correct submission. 

b

mailto:kdhe.tankinfo%40ks.gov?subject=
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Contact

If you need to contact KDHE regarding ASTs, please send an email to kdhe.tankinfo@ks.gov with 
your Owner ID, Facility ID and your specific questions. 

The Small Business Environmental Assistance Program, or SBEAP, is available to help with KEIMS. 
Email sbeap@ksu.edu or call (800) 578-8898 for assistance. Site visits and virtual assistance are 
available. This instructional guide was prepared by SBEAP and reviewed by KDHE.

mailto:kdhe.tankinfo%40ks.gov?subject=
mailto:sbeap%40ksu.edu?subject=
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