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1. Introduction

1.1 About this Guide

This User Guide introduces the Environmental and Historic Preservation Management
Information System (EMIS) and provides comprehensive instructions to project
reviewers (Reviewers) who use EMIS to conduct environmental and historic
preservation (EHP) reviews of FEMA grant-funded projects. The guide can also be
used as a reference tool by program staff who have read-only access rights to EMIS.

EMIS was created to standardize EHP compliance and documentation and ensure that
it is recorded in a consistent manner in a single web-based system. This User Guide
provides instructions for navigating through EMIS and how and where to record
information in the system to appropriately document the EHP review.

1.2 How to Use this Guide
This guide is organized into four chapters:

e Chapter 1 contains administrative items, explains general terminology, and provides
a conceptual overview of EMIS and how EHP interacts with other programs at
FEMA.

e Chapter 2 explains how to log on to EMIS and navigate through the system. It also
highlights standard links and references that are common among the different
screens in the system.

e Chapter 3 details the Historic Preservation (HP), Floodplains (FP), and
Environmental (ENV) Technical Review processes and how to document these
Technical Reviews in EMIS.

e Chapter 4 is an overview of the Environmental Officer (EO) Review and managerial
capabilities of EMIS.

e The Appendices include a glossary, quick reference guides to frequently performed
functions, and additional guidance on administrative features.

1.3 User Guide Icons Defined

Several icons are used in the guide to call attention to important information and tips.
These icons are explained below.

ICON DESCRIPTION

PROVIDES IMPORTANT
INFORMATION ON THE TOPIC.

EMIS User Guide
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ALERTS USER TO A HELPFUL TIP.

*‘,“é/ PROMPTS USER TO REMEMBER
[\) NOTEWORTHY INFORMATION.

1.4 Overview

To meet the Office of Management and Budget's e-government requirements, FEMA
and other agencies within the U.S. Department of Homeland Security (DHS) are
standardizing the electronic data collection and storage of grants administration. The
Environmental and Historic Preservation Management Information System (EMIS) is a
web-based system designed to automate the process of reviewing and documenting
FEMA-funded projects for environmental and historic preservation (EHP) compliance.

One goal of EMIS is to make the EHP compliance determination process more efficient
to allow faster approval and funding of projects. Another goal is to store all EHP-related
documentation in a standard manner in a single place.

The backbone of EMIS is an electronic version of the Record of Environmental
Consideration (REC), which is automatically generated in PDF format once the review
screens for each EHP law and Executive Order are completed.

EMIS collects and stores certain information about each project and allows Reviewers
to 1) add comments, such as identifying the presence of resources at or near the project
site, or summarizing coordination with a resource agency; 2) attach documents, such as
photos, maps, and correspondence letters/emails; and 3) add approval conditions, such
as mitigation or treatment measures or conditions required by a regulatory authority.
EMIS also has administrative tools that EHP managers (e.g. Regional Environmental
Officers, EHP Team Leads, EHP Advisors) may use to manage workload, generate
performance reports, and establish the review workflow for a particular program or
disaster event.

Prior to the development of EMIS, most EHP Reviews were conducted and documented
in systems maintained separately by each funding program (e.g., NEMIS for the PA
program and the Hazard Mitigation Grant Program), or in paper format. The introduction
of EMIS represents a major shift in the EHP documentation approach. All EHP-related
analyses and documentation are now stored in an independent EHP database that
communicates and shares information with each of the systems that the funding
programs maintain.’, Projects are submitted to EMIS by a funding program. The EHP

! These systems currently include EMMIE, the new grants management system used by PA that has replaced
NEMIS; and MTeGrants, the grants management system used by several non-disaster mitigation grant programs,

EMIS User Guide
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compliance review is conducted inside EMIS and the determinations and conditions of
project approval are transmitted back to the funding program. In short, the take-home
message is that EMIS is an independent system developed and maintained by FEMA'’s
Office of Environmental Planning and Historic Preservation (OEHP).

EMIS has been supporting MTeGrants since FY2004, and began supporting EMMIE in
FYO08. EMIS development efforts are coordinated between OEHP HQ, FEMA IT and
IT’s contractor responsible for systems maintenance/development, and EMIS updates
are typically scheduled quarterly.

1.5 Terms and Concepts

EMMIE: The Emergency Management Mission Integrated Environment. EMMIE is an
internet-based system for managing disaster grants, over an entire grant life cycle,
using standardized, web-based screens. EMMIE provides a common internal system for
use by FEMA staff and contractors across the different program areas and offices
involved in the successful processing of a grant from solicitation to closeout, i.e.
eligibility reviews, awards, change requests, amendments, financial and performance
report reviews, monitoring of expenditures, and other grants management functions.
EMMIE also provides a common external system for use by grant applicants, where
they can submit requests to FEMA for grant assistance. In January 2008, PA became
the first program area to use EMMIE. There is a systems interface between EMMIE and
EMIS, so that PA can submit an application for EHP review at the appropriate time
during the grant process.

EMIS: The Environmental and Historic Preservation Management Information System.
EMIS is a stand-alone web-based system designed to facilitate the process of reviewing
FEMA-funded projects and documenting project compliance with the National
Environmental Policy Act (NEPA), National Historic Preservation Act (NHPA),
Endangered Species Act (ESA), Clean Water Act (CWA), Executive Orders on
Wetlands and Floodplains (EOs 11988 and 11990), and other EHP laws and Executive
Orders.

MTeGrants: The web-based electronic grants system that currently processes
applications for the following grant programs: Flood Mitigation Assistance (FMA); Pre-
Disaster Mitigation (PDM); Severe Repetitive Loss (SRL); and Repetitive Flood Claim
(RFC). There is a systems interface between MTeGrants and EMIS, so that Mitigation
can submit an application for EHP review at the appropriate time during the grant
process.

Funding Program or Calling Program: A Funding Program is a unit within FEMA that
funds projects, such as the PA Program or the FMA Program. When a Funding Program
requests an EHP Review of a project or application, it “calls” on the EHP program by

including PDM, FMA, SRL, and RFC. It is anticipated that EMIS will support other grant management systems that
come on-line, such as the new Non-Disaster Grants System which will manage Preparedness grants.

EMIS User Guide
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submitting that project to EMIS. Once a program submits a project to EMIS for EHP
Review, it is referred to as a Calling Program.

EHP Review/Technical Review: The EHP Review begins when a Calling Program
submits a project to EMIS and it ends when a project is approved by the EHP program
and is returned to the Calling Program. The EHP Technical Review consists of an
analysis of the potential impacts a project may have on natural or biological resources
and historic properties; making a determination of the project’s compliance with each of
the applicable laws and executive orders; and documenting the project’s overall EHP
compliance in EMIS.

Rework: The ability to return a project 1) to the Calling Program to request additional
information or clarification about a project, or 2) to one of the three Technical Review
gueues within EMIS.

Standard Conditions: There are three standard conditions that are placed on all
projects during the EHP review. The default setting in EMIS places the three conditions
on all projects; however, the REO or EHP team lead can chose to turn all or some of
these conditions “off” on a program or disaster basis. Additional conditions can also be
added to a project. Conditions are specific requirements that the applicant must satisfy
in order for the project to be compliant with a particular EHP law or EO or to avoid or
reduce impacts to EHP resources.

Record of Environmental Consideration (REC): The REC is a form that documents
and summarizes a project’s compliance under each of the EHP laws and Executive
Orders. EMIS automatically generates a REC in PDF format upon completion of the
review screens in EMIS.

Data Warehouse: The Enterprise Data Warehouse (EDW) was created to make FEMA
data accessible to users across the agency. Staff can use the Data Warehouse to
perform ad-hoc reporting, on-line data analysis, evaluate trends and decide where best
to assign resources to accomplish FEMA's strategic goals. The Data Warehouse pulls
information entered into EMIS.

Positions and Roles: Positions are assigned to EHP staff by EHP managers and
designated in the NEMIS Access Control System (NACS). An individual’s Position is
typically based on skills and expertise. For example, an architectural historian would
likely have the Position of Historic Preservation (HP) Specialist, and a wetlands biologist
would have the position of Environmental (ENV) Specialist.

HP Specialist FP Specialist ENV Specialist
EHP Team Lead EHP Advisor Regional Environmental
Officer

Figure 1.1: Positions

EMIS User Guide
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Each Position in NACS has one or more EMIS Roles assigned to it. A Role is a privilege
to enter information into (i.e. “write-to”) the different Technical Reviews screens of
EMIS. For instance, an HP Specialist has the Role of HP Reviewer and an
Environmental Specialist has the Role of ENV Reviewer. Some Positions have multiple
Roles: for example, the Regional Environmental Officer (REO) has the Roles of HP
Reviewer, FP Reviewer, ENV Reviewer, and Environmental Officer (EO) Reviewer, and
therefore, can enter information into all of the Technical Review screens of EMIS.

HP Specialist FP Specialist ENV Specialist

The HP Reviewer may: The FP Reviewer may: The ENV Reviewer may:

e \Write to the HP e \Write to the FP Technical e Write to the ENV Technical

Technical Review in EMIS Review in EMIS Review in EMIS

® Read-only the FP and e Read-only the HP and ¢ Read-only the HP and FP

ENV Technical Reviews ENV Technical Reviews Technical Reviews

EHP Team Lead Environmental Advisor Regional Environmental
) ) Officer

The Environmental Officer The Environmental Advisor

Reviewer may: is generally a policy support The Regional Environmental

e Write to the HP, FP and position, and has a limited Officer has several Roles in

ENV Technical Reviews in Role in EMIS. The EMIS, and may

EMIS Environmental Advisor may: e Write to the HP, FP and ENV

e Write to the * Read-only the HP, FP and Technical Reviews in EMIS

Env[ronmental Officer. EFAYSTeCthaI Reviews in e Write to the Environmental

Review and return project Officer Review and return

to Calling program e Write to the Environmental project to Calling program
Off|'cer Rewevy and return e Establish the Workflow in
project to Calling program EMIS

Figure 1.2: Positions and Roles

At times, FEMA may hire contractors in some of the EHP Positions. Contractors may
write to the HP, FP, or ENV Technical Reviews in EMIS, but may not write to the
Environmental Officer (EO) Review or return a project to the Calling Program.

Qeues: There are four review Queues in EMIS: Technical reviews are conducted in the
HP Review Queue, the FP Review Queue, and the ENV Review Queue. A final quality
assurance/quality control review may be conducted in the Environmental Officer
(EnvOff) Review Queue. When a project is submitted to EMIS from a Calling Program, it
appears in the HP, FP and ENV Review Queues until the Technical Reviews are
completed and the project is returned to the Calling Program. Typically, Technical
Reviewers with the HP Role manage the HP Review Queue, Technical Reviewers with
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the FP Role manage the FP Review Queue, and Technical Reviewers with the ENV
Role manage the ENV Review Queue. Depending of staff resources, the ENV Role may
manage the HP Review Queue, the FP Review Queue, or both. The number of different
Queues a particular individual may be responsible for depends on how Workflow for a
program or disaster event is established in EMIS.

Workflow: Depending on staff availability and expertise, a REO may want to establish
a specific Workflow in EMIS for a particular Calling Program or Disaster event.
“Workflow” refers to the progression of Technical Review Queues a project goes
through before it is approved and returned to the Calling Program. The most inclusive
Workflow includes all of the fours Queues, i.e. the project is reviewed by an HP
Specialist, an FP Specialist, an ENV Specialist, and the Environmental Officer.

HP Review
—p —
Calling | FP Review - EnvOff Calling Program
Program > »  Review [
ENV
™ Review

Figure 1.3: Most Inclusive Workflow

If needed, an REO may change the Workflow so that the ENV Reviewer may perform
the Technical Review for the HP Reviewer, FP Reviewer, and/or the EO Reviewer.
Figure 1.4 illustrates the Workflow when the ENV Reviewer is assigned the FP Review
Queue.
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HP Review
Calling Program EnvOff Calling Program
. Review [
ENV Review
(also performs
the FP
Review)

Figure 1.4: Workflow where ENV Reviewer performs FP Review

In its simplest form, Workflow can be established so that the ENV Review encompasses
the HP and FP Reviews and is the only queue that appears in the EMIS inbox (a
reviewer can enter the HP and FP review screens from within the ENV Queue rather
than entering each queue separately). Once the three technical reviews are completed
from within the single ENV Review Queue, the project is returned to the Calling
Program directly from the ENV Review Queue. No EO Review occurs. In this situation,
the individual responsible for the EHP review would need to be assigned all three (HP,
FP, and ENV) Specialist Positions in NACS and the EO Review Queue would be turned
off. This Workflow is illustrated in Figure 1.5.

ENV Review

: (also performs :
Calling Program the HP, FP, Calling Program

and
EO Reviews)

Y

Figure 1.5: Most Streamlined Workflow

1.6 Technical Support

If problems are encountered during an EHP review in EMIS, contact the IT Help Desk at
1-888-457-3362 (email FEMA-Enterprise-Service-Desk@dhs.gov) or
MTeGrants@dhs.gov (for troubleshooting issues related to Mitigation grant projects) or
FEMA-EMMIE@dhs.gov (for troubleshooting issues related to PA projects).

Help Desk hours are generally Monday through Friday, 9 a.m. to 5 p.m. Eastern Time
and may be extended preceding published FEMA grant application deadlines.

EMIS User Guide
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Any EMIS programmatic issues or suggestions to improve EMIS can be directed to

OEHP Headquarters at FEMA-EHPSystem@dhs.gov or directly email the EMIS System

Administrator.

EMIS User Guide
Revised 1/28/2012

Page 8



mailto:FEMA-EHPSystem@dhs.gov�

Federal Emergency Management Agency
EMIS User Guide

2.  Getting Started

2.1 How to Access the EMIS System

To access EMIS, users must have a FEMA User ID and Password, access to the FEMA
intranet, and the appropriate NACS rights. Contact the appropriate REO or EHP Team
Lead to request NACS rights.

To log in to EMIS, go to the ISAAC portal:

Type https://portal.fema.net/famsRuWeb/home in the URL
or click on the “ISAAC Portal” link on the http://on.fema.net homescreen.

2.1.1 Logging In to EMIS

The ISAAC screen is shown in Figure 2.1. Enter your FEMA Username and Password
into the required fields and click Login. To clear the User ID and Password fields, click
Reset.

Ta reduce loss of ife snd property and protect our natin's criticsl infrastructiee from all types af hazards through & Comgrehensive, risk-tiased, emergency managsment program of mitgation,
preperedness, response and recovery.

Enter User Name

Click to Login

—= :i Enter Password

Session expires in thity mirtes for this application

| Espafiol | Accessibilky | Site Help | Sie Index | Contack Us | EEMA Home
FEMA. 500 C Street SW, Washington, D.C. 20472 Phane; (202) S65-1600

&] Done. f;j 8 Locat intranst

Figure 2.1: Login Screen
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2.1.2 Accessing EMIS

After entering User ID and Password information, the Program screen will appear. From
this screen, the user can:
e Enter EMIS, the Environmental and Historic Preservation system to view
projects or conduct EHP reviews (only Reviewers may enter data)
e Enter the grants system of the Calling Program, e.g. MT eGrants or EMMIE,
to view grant applications

To enter EMIS, select the Environmental and Historic Preservation link.

— Click to enter EMIS and
| perform the EHP Review

ﬂ"—"‘ Enuir and Historic Preser:

Click to enter a Calling
Programs’ system and
view an application

Espariol | Accessibility | Site Help | Site Index | FEMA Contact | FEMA Home | Logout

Figure 2.2: Select Program Screen

2.2 Standard Links in EMIS

The bottom and top right links are generally standard on all EMIS navigation screens.
They link to general information about the system, and provide navigation short cuts.

Standard Bottom and Top Right Links:

Home — Returns to the Select Program Screen (Figure 2.3)

Logout — Logs out of EMIS

FAQ — Displays Frequently Asked Questions about the system (under construction)
User’s Guide — Links to this guide

Privacy Policy — Displays the FEMA Privacy Policy

Accessibility — Displays FEMA Section 508 Accessibility Statement

Contact Us — Displays the Help Desk contact information

EMIS User Guide
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2.3 Inbox Navigation in EMIS

The projects that have been submitted for EHP review appear on the Inbox screen. If a
Technical Reviewer is assigned only the “EHP Historic Preservation Specialist” position
in NACS, then only the Historic Review Queue will appear in that user’s Inbox. If a
Reviewer is assigned the “EHP Historic Preservation, Floodplain, and Environmental
Specialists” positions in NACS, then the Historic, Floodplains, and Environmental
Review Queues will all appear in that user’s Inbox.

Most of the standard navigation from the Inbox is by the subject tabs and sidebar
links. The subject tabs and sidebar links will change depending on whether program
navigation is from the Inbox or from the Technical Review screens of a particular
project.

Xt i AR
| user session Willexatie i 20 e | Home | Logout| FAQ| User's Guide

\gﬁ\ FEMA - E}]]’ Emjironmen.traql

and Historic Preservation
gua2

nage Programs  Manual Entries

Inbox Reports Search Send Error Report M.

Workflow Diagram

]

Checked Out By :

2012 FMA-PJ-09-AZ-2012-003 (0)
m

Check Dutiln

myRoles Inbox The inbox displays § \EHP queues that are ready for you to process. You may check out queues by selecting the appropriate check boxes and clicking the Check Out/n button. Afler checking out a queus, cff  \e
corresponding link if e Queue column to continue processing

Inbox

All Proiects Component:  FEWA - Program: - Disaster Humber: -

CheckIn Tool Region: - State: - Fy: | 2012 =

Seach | [ Hide | [ Clear [ SaveFiter
Subject tabs I
e Standard top-right links
Select Checked Out By Program  Disaster#  FY Project ID Qe

Fua 2012 FMA-PJ-08-C0-2012-001 (0} @ E Environmental Review 1240872011
Sidebar links A 2012 FMA-PJ-08-C0-2012-001 (0) /@ [ Floodplains Review 120082011
Check Out Fus 2012 EMAPI-08-C0-2012:-001 (0) B [l tistoric Review 120082011
Check Out FuA 2012 FMA-PJ-08-AZ-2012-001 (0} @ E Environmental Review 12/20i2011
Check Dut Fus 2012 FMAPI08-A7 2012001 (0} B [ tistoric Review 120202011
Check Dut Fus 2012 EMAPI-08-AZ-2012:-001 (0) 8] [l Foodosins Review 12202011
PrOject data table Fus 2012 FMAPL08-A7 2012002 (0) I8 [I Envioomentsl Review 122102011
uuuuuuuuu Fus 2012 EMAPI-08-A7-2012-002 (0) B [ tistoric Review 122112011
Check Out EMA 2012 FMA-PJ-08-AZ-2012-002 (0) @ E: Floodplains Review 122172011
Check Out Fus 2012 FMAPI08-A7 2012003 (0) 18 [l Eovioomentsl Review 122102011

Check Out s f8 [ Foodolains Review

Standard bottom links

| Dats Warehouse | Privacy Policy | Accessibility | Contact Us | Home | Logout | FAQ | User's e

Figure 2.3: Inbox Elements

2.3.1 Subject Tabs

Subject tabs at the upper left corner of the screen link to different capabilities of the
system, such as the “Reports” and “Search” functions. Depending on an individual's

Position and Roles (see Module 1), additional functions of EMIS may be accessed, such
as “Manual Project Entries” and “Manage Programs.”
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The Search capabilities will be explored more in Section 2.4: Managing Your Inbox. The
Reports capabilities of EMIS will be described in more detail in Module 6.

2.3.2 Top-right Standard Links are expanded to include:

Message: User session will expire in XX minutes
FAQ: Link to Frequently Asked Questions (under construction)
User Guide: Link to this guide

2.3.3 Sidebar Links

Whether navigating through EMIS from the Inbox or from the Technical Review screens

of a particular project, the links on the left sidebar will always contain the following:

e myRoles — A pop-up link of the Roles that have been assigned to a user (see
Module 1).

e Inbox — A redirect link to the Inbox

e All Reviews — A redirect link to view any project that has been submitted for EHP
review in the Region or Disaster to which that user is assigned, including those
projects for which the EHP review has been completed and projects/queues to which
the user may or may not have write-to privileges (see section 2.4)

e ChecklIn Tool — A link that can be used to check a project back into EMIS, useful
when the person working on it has left the JFO or FEMA and is no longer available.

e Workflow Diagram — A pop-up link showing a conceptual model of the EHP Review
Workflow process (see Module 1)

myRoles

Close

Figure 2.4: myRoles

2.3.4 Project Data Table

EMIS User Guide
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The Project Data Table is in the center of the Inbox screen and contains a variety of
information about projects that are in the Inbox. Sort the table in ascending or
descending order by clicking on the title of any of the data columns. These data
columns indicate:
e Checked Out By: Indicates who has checked out the project — if this field is blank,
then the project is not checked out.
Program: The name of the Calling Program
Disaster #: The Disaster Number, if applicable.
FY: The Fiscal Year under which the project is being funded.
Project ID: The Project ID link — click the link to open a window for the grant
application in the Calling Program’s system (i.e. EMMIE or MTeGrants).
e Queue: The Queue that the projectis in, i.e., the HP, FP, ENV, or EO Review —
click the link to access the Technical Review screens.
e Queue Status Date: The date the project was submitted by a Calling Program to
EMIS for EHP review.

If a Reviewer has many projects in the Inbox, it may be helpful to
view an extended table of all the projects. To expand the project data
table to show all projects, click on the Show All link.

b o ¢ - 4
| user session vfr'illlexDE iHHM\ Home | Logout| FAQ| User's Guide

\g FEMA - £HP: Environmental and Historic Preservation
S & Version: 3 rver: mwegua2

Command buttons

Inbox Reports Search Send Error Report Manage Programs Manual Entries

the appropriate check boxes and clicking the Check Qut/IT TS

myRoles Inbox The nbox displays the 4P queues that are ready for you to process. You may check out queues
corresponding lik in the Queue column to continue processing
Inbox

nbo
All Proiects DHS Component: = FEWA - Program: Disaster -
CheckIn Tool Region: - State: Fy: | 2012 =
Workflow Diagram Checked Out By :

Search | | Hide | [ Gear Save Fiter

Show [1-70 % | Shewr Al showing 1 - 10 0f 16 Mexd | Last

elect Checked Out By Program Disaster # Project ID Queue Queue Status Date

ch C“Ck any head|ng to 2012 EMA-PJ-08-C0-2012-001 (0) [E [ Envioomental Review 120082011

Chi S()I’t by that Column 2012 FMA-PJ-08-C0O-2012-001 (0) Q E Floodplains Review 12/08/2011

Chi 2012 EMA-PJ-08-CO-2012-001 (0} @ E Historic Review 12/08/2011

Check Out FuA 2012 EMA-PJ-08-A7-2012-001 (0) 2 [ environmental Review 120202011

Check Out EuMa 2012 FMA-PJ-09-AZ-2012-001 (D) E E: Historic Review 12/20/2011

Check Out Fua 2012 FMA-PJ-09-AZ-2012-001 (0) @ E Floodplains Review 12/20/2011

Check Out FuA 2012 FMA-PJ-08-AZ-2012-002 (0) Q E Environmental Reviews 122172011

Check Out Ena 2012 FMA-PJ-09-AZ-2012-002 (0) E E Historic Review 122172011

Check Dut FuA 2012 EMA-PJ-08-AZ-2012-002 (0) & [ Floodplains Review 120217201

Check Out EuMa 2012 EMA-PJ-09-AZ-2012-003 (0) Q E Environmental Reviews 122172011

Check Out Ena 2012 FMA-PJ-09-AZ-2012-003 (0) @ E Floodplains Review 122172011 -

4 . v

% Command button
Check Out/in

| Data Warehouse | Privacy Policy | Accessibility | Contact Us | Home | Logout | FAQ | User's Guide

Figure 2.5: Inbox Navigation
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2.3.5 Command Buttons

Command buttons are typically located at the bottom middle of the screen and on the
Inbox Filter function. To perform a specific action, select the command button
corresponding to that action, such as Check Out/In, Filter, Hide Filter, and Reset.
There are different command buttons depending on what screen you are on. Other
command buttons will be explained as they are introduced throughout this document.

2.4 Managing Projects in the Inbox

There are several ways to locate a project in the Inbox and manage the Technical
Reviews that are in a Reviewer’'s Queue. Reviewers can sort the Inbox data table by
any of the data columns; filter the Inbox by using the filter tool; or find projects by
clicking on the Search subject tab. Depending on a user’s Positions and Roles and the
number of projects that are in the Queue, some of these tools can be more useful than
others.

2.4.1 The Sort Function

A FEMA - EHP mental and Historic Preservation L -~ .
e A-T p—— er se < 0 o
B Ve Server: mwegua2 | User session willexpire ig 28 Mins | Home | Logout | FAQ | User's Guide
myRoles InboX The nbox dispiays the EHP queues that are ready for you to procsss. You may check out qusues by selecting the appropriate check boxes and clicking the Check Dutin button. Afier checking out a queus, cick the corresponding link in the
Queue column to continue processing.
Inbox
All Projects DHS Component:  FEMA ~ Program: - Disaster Number: A
Cheddn Tool Region: - State: - F: 2011~
wodon Chocked 0ut By Sort Columns
Seach | [ Hd | [ cear | saveFiter | [ Remove Saved Fiter
Show 1-10 ~  ltems/Page 10~ showing 1-10 of 2436 Mext | Last
Saloar Checked Out By Program Disaster # FY Project ID Queue Queue Status Date
Navigate to Search  pessa kenuemn ENPG 2011 2011-EP-00001 (11120) I [ Envioomental Review 127232011
screen EESSA, KENNETH EMPG 2011 2011-EP-00001 (11120} IE] [l Foodolans Review 12232011
SESSA, KENNETH ENPG 2011 2011-EP-00001 (11120} /3 | ] | Historic Review 12232011
KILNER, SCENCE ENPG 2011 2011-EP-00001 - (10959} FE | I | Environmental Review 17292011
[T check out ENFG 2011 2011-EP-00001 - (11172} 12 [ | Enviconmental Review 12/19/2011
[ Check out EUPG 2011 2011-EP-00023 (11679) 1E [} Fioodolains Review Filter by Criteria
[T check out EMPG 2011 2011-EP-00023 (11479} I | 1 | Eovicnmental Review T
[T check out ENPG 2011 2011-EP-00023 (11479} 18 D1 Historic Review 011202012
MUELLER, NICHOLAS ENPG 2011 2011-EP-00036 - (10933) FE | I | Eovironmental Review 11282011
KACHADOORIAN, LYDIA ENPC 2011 2011-EP-E0-00023 (11206) IF [ Foodplains Review 12/302011
| Data Warehouse | Privacy Policy | Accessbility | Contact Us | Home | Logout | FAQ | User's Guide

Figure 2.6: Sort, Search and Filter Functions
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The Sort function is most useful for locating a particular project from a single disaster or
grant program. Sort in ascending or descending order any of the data columns by
clicking on the title of each column.

. THE SORT FUNCTION IS MOST USEFUL FOR REVIEWERS
WORKING ON A SINGLE DISASTER OR FOR THOSE WORKING
. ON A COUPLE DOZEN PROJECTS.

To find the projects that have been in the Queue the longest or shortest amount of time,
sort the Inbox Data Table by Queue Status Date.

To find projects that have been checked out by a particular Reviewer, sort the Inbox
Data Table by Checked Out By and scroll to the desired Reviewer’'s name.

The Sort function is also useful when working on several projects from more than one
Calling Program because sorting by the Program, the Fiscal Year, or the Disaster
Number can quickly organize the data table. If managing more than one review Queue,
sort by Queue to group together all of the ENV Reviews, HP Reviews, or EO Reviews
for faster processing.

2.4.2 The Filter Function
The filter is located at the top center of the Inbox screen.

e The filter can be hidden by clicking the Hide command button.

e Select criteria from the drop-down boxes and click the Save Filter command
button. Only projects that meet the selected criteria will appear in the Inbox. The
Remove Saved Filter command button will display and the selected filter will be
saved until the next time you login.

e To show all of the projects in the Inbox again, select the Remove Saved Filter
command button. The Remove Saved Filter button will be hidden and only the
Save Filter command button will remain and your filter will not be in effect the
next time you enter EMIS.

The Filter function is most useful when working on projects from several different
disasters, multiple States or fiscal years, or multiple Calling Programs. If no more than a
couple dozen projects will be accessed and reviewed, it is just as easy to sort the
project data table and scroll to a particular project.

The Filter function will show only those projects that meet the criteria selected in the
various filter fields. For instance, to see only the PDM projects in the Queue, select
PDM from the Program drop-down box on the filter. (Note: Disaster Assistance
Employees will typically not have access to non-disaster grant projects.) The filer criteria
include Region, State, Program, Fiscal Year, and Disaster Number. A user reviewing

EMIS User Guide
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several projects in multiple Regions, States, Programs, and/or Disasters would find the
filter most beneficial.

To use the filter:
Select criteria using the drop-down boxes in the filter area of the screen. Many
categories of drop-down boxes can be used at the same time to focus the filter
on finding a specific project. Start with the broadest category of filter criteria and
“drill down” to the more specific criteria. For instance, selecting Program, Region,
and State, eliminates all other Programs, then all other Regions in that Program,
then all other States in that Region.

“DRILL DOWN” TO A DESIRED PROJECT OR PROJECTS USING THE
@ FILTER BY SELECTING PROGRAM FIRST, THEN REGION, THEN
STATE, AND FINALLY DISASTER NUMBER OR FISCAL YEAR, IF

/€ Project Search - Windows Internet Explorer EI@
@\/-v [ &) nttps://isource fema.net/EHP/VIEW_PROJECT SEARCH.do?actionType=VIEW_PROJECT SEARCH -4 ‘41»‘ % |[ 2 Googie p ~|
¢ Favorites | 95 @ | EMIS Training Materials @& | Web Slice Gallery =

& Project Search ) v E ~ [ é= v Pagev Safetyv Tools~ @@+ >

SR qJ A . EHP: Environmental and Historic Preservation
\‘% FEI\[‘\ B Ve D00 S 2

Server: mwegua2

U i AR
| user session ﬁingx%_iy_mnﬂrs_\ Home |.Logout | FAQ| User's Guide

Inbox Reports Search Send ErrorReport Manage Programs Manual Entries

s Search Projects General Criteria
Inbox Please enter one or more search criteria below. After entering your search criteria click the Search button to search for Projects that match a based on the DHS
All Project and Disaster/Events which your EHP roles enable you to see.
cednTd  Qualifier Drop Downs Search Criteria
orkfior. O D & - Program: - DisasteriEvent: -

FY: h Region: - State: -

ProjectID: = - Queue: -
Project Title: = - Queue Status:
NEPA Determination: - Queue Status Date: =

Search ] Reset

Specific Criteria

Click to Search

| Data Warehouse | Privacy Policy | Accessibility | Contact Us | Home | Logout | FAQ | User's Guide

Done €L Local intranet | Protected Mode: Off 4 v H10% v

Figure 2.7: Search Projects

2.4.3 The Search Function

Like the Filter Function, the Search capability is necessary only when managing more
than a couple dozen projects simultaneously. If fewer than a couple dozen projects will
be accessed and reviewed, it is just as easy to sort the project data table and scroll to

the particular project.
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The Search function is most useful for finding projects when specific information is
known about that project, such as Project ID or Project Title.

The Search screen is divided into two sections: the top section contains the same
general criteria as the Filter function, and the bottom section contains specific search
criteria, such as Project ID, Project Title, and Queue status.

The Search subject tab is valuable because it contains specific search criteria that are
not available through the Filter function. When searching for a project, start with the
general criteria and “drill down” to the more specific criteria. For instance, to look for a
particular project at a disaster event, select the criteria in the following manner: Region,
State, and Disaster/Event. By successively eliminating all the other regions, all the other
States, and all the other disasters/events, the search is focused on a specific subset of
projects.
Notable uses of the Search subject tab are:

e Finding a specific project by entering its Project ID number

e Finding all projects in a specific Review Queue

e Finding all projects based on their NEPA determination, e.g., statutory exclusion

(STATEX), categorical exclusion (CATEX)
e Finding a project based on when it was submitted for EHP review or approved

The projects that meet the criteria set for the search are displayed on a new screen.
The criteria used in the search are displayed in the upper left corner of the screen.
Some of the parameters have more that one drop-down list:

e First one is a qualifier such as “=" or “> ="

e Second is a series of parameter choices

A Reviewer could use this feature to view, for example, all PDM projects since 2008
(Program = PDM,; Fiscal Year > = 2008).

2.5 All Projects

The All Projects screen allows users to view all the projects to which their NACS rights
allow them access; NACS rights are assigned on a Regional, Program, and Disaster
basis. For example, a Region VI DAE would only see Public Assistance projects for the
Region VI disaster(s) to which they have been deployed; that user would not have
access to Region VI non-disaster projects, such as PDM or FMA.

The value of the All Projects screen is mostly administrative. The Inbox displays only
those projects for which the EHP review is pending; projects for which the EHP is
pending AND projects for which the EHP review has been completed will appear in the
All Reviews screen.

From All Projects users can view or check on the status or details of compliance issues
of projects that are not in their Queue.
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Figure 2.8: All Projects

The All Projects screen is similar in appearance to the Inbox screen; however, this
screen is likely to contain many more projects.

Using the Search subject tab and Filter function is critical to finding a desired project.
To navigate the All Projects screen:

e Click on the workflow icon '] to see the review status of the project, i.e. which
Queues have been completed and which are still pending.

e To access the project technical review screen, click on the Queue. Once you
have selected a project, you may click on an item in the sidebar to see the status
of a specific Environmental Law, Executive Order or NEPA determination.
Technical reviews cannot be completed from the All Reviews screen.

e Click on All Conditions or All Comments to see specific comments related to
specific laws or other issues related to completion of the review.
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3.  The EHP Project Technical Review

3.1 Checking Projects Out and In

@ A user must check out the project in order to conduct the Technical Review.

A user must check out a project from one or more of the queues in order to conduct the
Technical Review. Once a project is checked out, the Reviewer may write-to the review
screens, add comments and attachments, etc.

To check out a project:

¢ Single-click the Check Out box

e Select the Check Out/In command button.
When the project is checked out, the Reviewer’s name will appear in the “Checked Out
By” column.

istoric Preservation

User session will expire ig 28 s | Home | L wt | FAQ | User's Guide
o353 iy 25 A | pome | Logout ‘s Guid

Programs _Manual Entries

myRoles Inbox 'trlr:‘:n:gﬁ:nm:a;/s the EHPQueues‘lhal are ready for you to process. You may check out queues by selecting ihe appropriate check boxes and clicking the Check Outin button. After checking out a queue, cick the corresponding ink in the
Inbox
Al Protects DHS Component:  FEMA Program: - Disaster Number: -
Checkdn Tedl Region: - State: - F: 2011 -
Workfiow Dizaram Checked Out By : v
Seach | [ Hde | [ clear Save Fiter | [ Remove Saved Fiter
Show 1-10 ¥ ItemsfPage 10~ showing 1- 10 of 2436 Mext | Last
Select Checked Qut By Program Disaster # B Project I Queue Queue Status Date
SESSA, KENNETH EMPG 2011 2011-EP-00001 (11120} 13 ] | Enviconmental Review 120232011
SESSA, KENNETH EUPG 2011 2011-EP-00001 (11120 1 ] Floodolains Review 120232011
SESSA, KENNETH EMPG 2011 2011-EP-00001 (11120) o QD] 120232011
KLLNER, SCENCE EMPG 2011 2011-EP-00001 - (10858) o QD] [x1] 112812011
EUPG 2011 2011-EP-00001 - (11172) /@ ] Envionmentsl Review 121182011
EMPG 2011 2011-EP-00023 (11479) 1 ] Eoodoians Review 01202012
EMPG 2011 2011-EP-00023 (11478) 13 ] | Enviconmental Review 0112012012
Select prOJeCt(s) to EMPG 2011 2011-EP-00023 (11478} 1 ] | Historic Review 01202112
Check out ELLER, NICHOLAS EMPG 2011 2011-EP-00036 - (10933} 1 3 EnvroomentslReview Select ||nk to enter the
J\CHADOORIAN, LYDIA EMPG 2011 | 2011-EP-E0-00023 (11296) I3 | I | Floodolains Review TeChnical ReVieW
screens
Select CheckOut ~ ——
command button
Accessibility | Contact Us | Home | Logout | FAQ | User's Guide

Figure 3.1: Checking out a Project

To perform a Technical Review of the project, click on the link in the Queue column.
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To check the project back in:
e Single-click the Check In box
e Select the Check Out/In command button

IF A REVIEWER IS ASSIGNED NACS RIGHTS TO ACCESS
MULTIPLE QUEUES (l.E., HP, FP AND ENV REVIEW), THEN CHECK
OUT THE QUEUES SIMULTANEOUSLY TO WRITE FREELY ON ALL
OF THE REVIEW SCREENS.

3.2 Subject Tabs and Sidebar Links on the Technical Review
Screens

Additional sidebar links and subject tabs to help navigate from screen to screen are
available on the Technical Review screens, as are links to project-relevant data that are
not available from the Inbox.

3.2.1 Subject Tab — Environmental Workflow

Select the Environmental Workflow subject tab to see the status of each of the
Technical Review Queues.

E 4

@ FEM A - EHP: Environmental and Historic Preservation i S s
e s Versi ver: mwegua? ser session will expire in 30 mins | Hol Mlmnnbux‘rw‘ FAQ | User's Guide

.05.00.00 Serve

Inbox Environmental Worl Manage Pi
Environmental
myRokes Environmental Workflow Workﬂow subject tab
PA-01-VT-4043-PW-00009: PRFAC13-Bridge 30 on R

All Projects Queue Approved User Status Status Dats
Checkin Tool Historic Review Pending BRADLEY, ROSEMARIE Pending 0171172012 10:25 PM
Al Conditi loodplains Reviev Pending BRADLEY, ROSEMARIE Pending 01/11/2012 10:25 PM
All Commen ts Environmental Review Pending BRADLEY, ROSEMARIE Pending 01/11/2012 10:25 PM
All Attachments Environmental O fficer Review Pending Not Ready 01/11/2012 10:25 PN

Workfiow Diagram

Status of EHP

EHP Technical Technical Review

Review Queue

| Data Warehouse | Privacy Policy | Accessibility | Contact Us | Home | Logout | FAQ | User's Guide

Figure 3.2: Environmental Workflow
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3.2.2 Side Bar Links — Executive Orders, Environmental Laws, and
NEPA Determination

These three sidebar links are used to navigate between the various review screens of
the Technical Review. As long as the project is checked out of the appropriate
gueue(s), the reviewer can use these links to move between the different review
screens without having to return to the Inbox.
. Use the Environmental Laws link to navigate to the Environmental Laws
screen to document compliance with all of the EHP Laws.
. Use the Executive Orders link to navigate to the Executive Orders screen to
document compliance with all of the EHP Executive Orders.
. Use the NEPA Determination link to navigate to the NEPA Determination
screen to document the NEPA review. The other laws and EOs should be
completed prior to the NEPA determination.

\‘g‘\ FEMA - £HF: Environmental and Historic Preservation

Version: 3.00.01 09/410/2007 16:00 PM  Server: MWEGUA11 User session Will E-p‘ﬁ' iy 16 rm | Home | Logout | FAQ | User's Guide

Inbox  Environmental Workflow Reports

mRoles Environmental Review: NEPA Determination

MEPA Determination EMIZ TTT-002: R4 TEST PROJECT 002 FOR EMI

Environmental Laws

N e k_Hists
Executive Orders ok History

Level Review Status Comments Conditions
&l condons [E]  Pending likewise, th rto b d ok 07 M 2/2007
: ending likewise, this one canrto be erased - smadson - G
&l Comments © sTaTEX 17:05:51 GMT biah blah kete - Ishick - DB/0G/2007 16:40:36 ®
GMT
WorkFlow Diagram 8 CATEX (Documertation Level 2)

(i)
€ Ervironmental Assessment

" Erwironmental Impact Statemert

- Project is non-compliant (Checking this box and saving will default all Environmental Laves and Executive Orders to Mot Completed.)

H H ueue: Environmental Revievw Approved: - User: NELSON, BARBARS Status: Pending Date: 06/27/2007 01:41 PM
Sidebar Links [setet.. =1
Attachments | Comments I \/ Save | Forward I
Command Buttons
| Privacy Policy | Accessibility | Contact Us | Home | Logout | FAQ | User's Guide -

Figure 3.3: Sidebar Links

3.2.3 Side Bar Links — All Conditions and All Comments

These two sidebar links are used to view a single report that captures all the conditions
or all the comments that have been added to a project without having to navigate
among the screens of the Technical Review. The links are especially useful for
obtaining information on project status or compliance issues.
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3.2.4 Command Buttons

The buttons at the bottom of the Technical Review screens permit the Reviewer to
perform an administrative function or navigate elsewhere in the Technical Review. A
description of Technical Review command buttons is introduced in subsequent sections
of this manual because each of the buttons is needed to perform the HP, FP, and ENV
Technical Reviews.

@ NEVER use the Windows “BACK BUTTON” E ; Back =
to navigate to a previous screen;
doing so may kick the reviewer out of EMIS

3.3 Performing the Historic Preservation Review

IF THE READ-ONLY ICON APPEARS AT THE TOP OF THE SCREEN,
@ 1) YOU HAVE NOT CHECKED OUT THE PROJECT OR 2) YOU DO NOT
HAVE THE RIGHTS TO CONDUCT THAT TECHNICAL REVIEW

M e 4

oric Preservation A
i _in_z.v.g\ Home | Logout | FAQ | User's Guide
rograms
myRoles Inbox The nbox dispiays the EHP queues that ars ready for you to procsss. You may check out queuss by selecting the sppropriate check borces and cicking the Chieck Outfin button. After checking out a qusus, dlick the corresponding fnk in the
Queue column to continue processing
In
All Projects DHS Component:  FEMA ~ Program: ~ Disaster Humber: -
Cheddn Tool Region: - State: -
Workflow Diagram Checked Out By : - 4-Select link to enter
Seach | [ Hde | [ Oea E Historic Review Queue
Show 1- ~  llems/Page 10 ~ showing 1- 10 0f 2436 Next | Last
Select Checked Out By Program Disaster # Y Project ID Queue Status Date
SESSA, KENNETH EMPG 2011 2011-EP-00001 (11120} B M e 1212372011
1-Se|eCt project SESSA, KENNETH EMPG 2011 2011-EP-00001 (11120) B8 0 S'VleW Env|r0nmenta|
to check out SESSA, KENNETH EMPG 2011 2011-EP-00001 (11120) SRR D] Workflow
KILNER, SCENCE EIPG 2011 2011-EP-D0001 - (10858) B o 282011
Check Out EIPG 2011 2011-EP-D00Y - (11172) 8 [l  Environmentsl Review 1211872011
Check Out EMPG 2011 2011-£P-00023 ( g 20001
Check Out ere 011 2011£P.00023 (1147 9] 4 6-View Record of Environmental
Check out e TR P ——— o) o Consideration (REC) Report

MUELLER, NICHOLAS EMPG 2011 2011-EP-D0035 - (10833) Environmental Review 111287201
KACHADOORIAN, LYDIA EMPG 2011 2011-EP-E0-00023 (11298) Floodplains Review 127302011
2-Select Check Out/In | 3-Click Project ID to access
Command Button =~ ——— (e msioum ] Project Worksheet (PW)

| Data Warehouse | Privacy Policy | Accessibility | Contact Us | Home | Locout | FAQ | User's Guide

Figure 3.4: Accessing the HP Review Queue
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From the Inbox:

Check box to select a project to check out of the HP review queue (1)

Click on Check Out/In Command Button to check out the project (2)

Click on Project ID to view the subgrant application (PW) in a separate window (3)
Select Historic Review link in the Queue column to navigate to the Environmental
Laws screen where the HP Review screen is accessed (4)

From the Inbox, Reviewers may also:

Click on REC Icon & to view Record of Environmental Consideration (REC)
report (5)
Click on Environmental Workflow Icon [ to view the Environmental Workflow (6)

3.3.1 View Subgrant Application Sections

The project application can be viewed by clicking the Project ID link which links to the
Calling Program’s system, such as MTeGrants or EMMIE. The project application will
appear in a new window.

@ Click on the Project ID link to open a separate window and view the subgrant

application from the Calling Program.

View Subgrant Application Sections
Application Title: 201 oje
Subgrant Applicant:
FEMA Application N 001
State Application Number:
Application Year: z012 5
Grant Type: Select section you
Address: 0= 501-5: . -
wish to view.
To view an application section, click on the appropriate View link below. To print one or more sections, select the checkbox and then click on the Print button When you are fi
Select Application Section _fon
Subapplicant View
Contact
Community
Mitigation Plan
-
e S
Pro|
sed To print multiple sections,
cf  check the boxes and use the
Cos Print command button
Cost
Environmental/Histaric Preservation
Evaluation
Assurances and Certifications
Comments and Attachments
Standard Form 424 &
Comments for FEMA | ~
Entire Appiication | Select “Close Window” to
E— - return to Inbox
Close Window 1

Figure 3.5: Viewing Subgrant Application Project Worksheet (PW)
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e From the View Subgrant Application Sections screen in EMIS, click the View link
under the Action column to the right of the section you wish to view

e Using the checkboxes on the left you can make multiple selections and then
press the Print command button to print several sections at once. A new screen
will appear with the selected sections ready to print. The print dialog box will be
open and the screen will be ready to send to the default printer.

e The View Subgrant Application Sections window may be left open and
minized for future reference

Example: View Scope of Work:

View Scope of Work (Page 1 of 3)

Scope of Work (Page 1 of 3)

Title of your proposed activity (should include the type of activity and location):
2012 FMA Longmont St Vrain River Project

Hazard(s) Identified to be mitigated:

Flood

Proposed types of Mitigation Activity(ies):

Activity Code Activity Name
4051 Other Minor Flood Contral

If Other or Miscellaneous selected above, please specify:

We will be replacing the existing South Pratt Parkway and South Main Street bridges.

Provide a clear and detailed description of your proposed activity:

The proposed activity consists of replacing the existing South Pratt Parkway and South Main Street{Federal Highway 287) bridges with new bridges that have 100-year flood capacity for the St. Vrain River. This activity is designed to
reduce floodplain impacts including reducing damages to numerous homes and businesses in the area. The attached Project Summary provides an overview of the project. The following describes the proposed improvements. The
existing South Pratt Parkway crossing of St. Vrain Creek is a three span bridge approximately 140 feet wide. The conceptual replacement for the South Pratt Parkway bridge is a three span, 190-foot wide bridge. with channel grading
through the bridge having 2H:1V side slopes and an approximately 3-foot deep low flow channel. The proposed bridge was limited in the north-south direction by the trailer park (Royal Maobile Park) ta the north, and the storage facility
at 111 South Pratt Parkway to the south, leaving the proposed span at 190 feet. It was assumed that channel grading associated with the new bridge would be confined to the immediate vicinity of the proposed South Pratt Parkway
Bridge. The existing Main Street Bridge is a three span bridge that is approximately 135 feet wide. The conceptual replacement for the Main Street Bridge is a three span, 280-foot wide bridge, with channel grading through the bridge
having 2H:1V side slopes and an approximately 3-foot deep low flow channel. The proposed bridge was largely limited in the north-south direction by buildings located on both the north and south banks of St. Vrain Creek. The
proposed span was set at 280 feet. Channel grading associated with the new Main Street bridge should be mostly confined to the immediate vicinity of proposed Main Street Bridge. The City and the design consultant will continue to
evaluate required grading during final design and channel grading may be required immediately downstream of the bridge to ensure no downstream impacts._

Is there construction in this project?
Y

Provide a detailed description of the proposed project’s location (e.g. municipality, street address, major
intersacting streets and other important landmarks). Supporting documentation such as maps that clearly
identify the location and critical features to the project such as topography, waterways, adjacent community
boundaries, etc., should be attached:

The construction will be located at the existing bridges over the St. Vrain River for both the South Main Street and South Pratt Parkway crossings. Both of these structures are south of Boston Avenue in Longmont. See Project
Location Map.

GuEack‘ ‘ Close Window || Continue to Next Section

Figure 3.6: View Scope of Work

Some sections, like Scope of Work, require multiple screens to display all the project
information. Command buttons at the bottom of the window can be used to toggle
between the screens. Use the Continue to Next Section command button to go to the
next screen and the Go Back command button to return to the previous screen.

When you are finished, click the Close Window button to return to the Inbox.

After checking out the project and reviewing the project Scope of Work, click on the
Historic Review link in the Queue column on the Inbox screen to navigate to the
Environmental Laws screen, where the National Historic Preservation Act (NHPA)
Review is accessed.

EMIS User Guide
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From the Historic Review: Environmental Laws screen, the HP Reviewer can
document the project’s compliance with NHPA by clicking on the Review icon [l in the
Review column next to that law.

istoric Preservation

XM - AR
User session will expire in 30 mui’sl_unﬁ annbnx\’%\ FAQ | User's Guide

Report Manage Programs

miRles Historic Review: Environmental Laws
PA-01-MA-4028-PW-00358: SDSHC02 - Montague Road and Culvert
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a
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b
2
FY
g
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a
2

Col
National Historic Preservation Act (NHPA) & Completed 2] E
Endangered Species Act (ESA) &l Completed E
Coastal Barrier Resources Act (CBRA) &l Completed E
Clean Water Act (CVWA) &l Pending #]
Coastal Zone Management Act (CZMA) T . & Pending #]
o perform the Technical
Fish and Wildlife Caordination Act (FWCA) 3 3 & Pending E
Review for that Law, click
Clean Air Act (CAA) on Review lcon & Pending E
Farmland Protection Policy Act (FPPA} B Completed E
Environmental Migratory Bird Treaty Act (MBTA) & Completad E
Fishery C ang Act (MSA) [E]  renaing
Environmental Wild ang Scenic Rivers Act (WSR) [E]  penaing Status of review
Queue: Historic Review Approved: Select.. v User:  DELMEDICO, NICHOLAS Status:  Pending Date:  01/19/2012 08:17 PU
General HP | [ eneraltP comments | | Add ] Forward ] Rewrork
Data W Privacy Policy | Accessibility | Contsct Us | Home | Logout | EAQ | User's Guide

Figure 3.7: Accessing the HP Technical Review

3.3.2 The REC Format and Radio Buttons

e FEMA uses the REC (Record of Environmental Consideration) form to document
and summarize a project’s compliance with the various EHP laws and Executive
Orders.

e For each law, the review criteria are a set of defined statements about the project
that are displayed in hierarchical groupings.

e The statements are selected by using radio buttons to the left of each statement.
Only one radio button can be selected for each hierarchy of statements.

e The review is concluded when the radio button next to a statement with the
phrase Review Concluded at the end is checked.

e In most cases, checking any statement with the term Review Concluded at the
end automatically checks the relevant preceding statements that lead to that
particular conclusion.

EMIS User Guide
Revised 1/28/2012 Page 25



Federal Emergency Management Agency
EMIS User Guide
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Statement

Inbox Environmental Workflow Reports  Send En Manual Entries

Report  Manage Programs

mies National Historic Preservation Act (NHPA)

NEPA Determination PA-01-MA-4028-PW-00358: SDSHCO2 - Montague Road and Culvert

Environmental Laws

Executive Orders Review Criteria

© Nottype of activity with potential to affect hi

ic properties - Review concluded

All Comments Applicable execute ‘Agreement. Activity meets Programmatic Allowance (enter date and # in comments) - Review concluded
All Attachments Click hers ct conditions
Applicable executed Programmatic
Workflow Diagr
|Standard Section 108 review
Radio Button Add Conditions link Set status
of review

Review Status

Please select a review status for this Environmental Law : Completed -

Comments Law Attachments.. | | Save ] Return ] Next Law >» J

—_——
Box \I Add Attachments

| Data Warehouse | Privacy Policy | Accessibiity | Contact Us | Home | Logout | EAQ | User's Guide

Figure 3.8: National Historic Preservation Act (NHPA) review screen

3.3.3 Adding Comments

The comments section of the NHPA screen is a place to document information
related to the NHPA Review, including:

e Historic resources in the project area

e Summary of SHPO/THPO consultation

e Any other project information relevant to the HP compliance of the project.

Enter comments in the text box at the bottom of the screen.

Once acomment is entered and saved to a law,
it can not be edited or deleted from EMIS.

C its/Corr: d IC i ences

Review Status

Pleaze select a reviewy status for this Environmental Law ICompIeted -

Add a Comment Lana Aﬂachments...l Save \I\ Return | Mext Lawy == |

T~

Save Comment

| Privacy Policy | fecessibility | Contact Us | Home | Logout | F

Figure 3.9: Adding Comments to a law
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The date and the name of the Reviewer who entered the comment are automatically
generated and stored along with the comment.

Comments added under a particular law cannot be deleted. To amend a comment
previously entered, add a new comment to clarify or resolve the previous comment.

When adding comments to a project, a comment can be added specifically to a law
such as NHPA or as a general comment to the project as a whole.

For the purposes of project management, it is important to know when to comment in
each area:

e Comments directly related to the technical analysis of a project under a particular
law must be entered on the review screen for that law.

e General comments regarding the project review status, e.g., waiting for resource
agency response; waiting for more detailed Scope of Work; and/or waiting for site
visit, etc., should be entered in the queue. Use the comments command button
at bottom of Environmental laws screen for general comments. NOTE: General
comments can be deleted from EMIS by the user who entered it.

e Comments added to a particular law appear on the REC; general comments do
not appear on the REC.

For more guidance on where to enter certain kinds of comments and conditions, see the
Quick Reference Guide.

3.3.4 Adding Conditions

When navigating the radio buttons of the REC screen for each law and EO, certain
statements will prompt the Reviewer to add a condition to the project.

Conditions are requirements placed on the project that must be met by the subgrantee
or grantee. Conditions are statements that will be returned to the Calling program
along with EHP approval.

Project conditions specify certain measures to avoid or reduce impacts to the
environment, the need to obtain a particular permit, etc., and are generally the result of
consultation with regulatory/resource agencies.

To add a condition to a project:
e Click on the Click here link shown in Figure 3.8 above

e The Conditions screen will appear as shown in Figure 3.10.

e Click Add

e NHPA Conditions screen will appear (Figure 3.11) — Enter a condition
e Click Save
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National Historic Preservation Act (NHPA) Conditions
PA-01-MA-4028-PW-00358: SDSHCOZ - Montague Road and Culvert Conditions

Click to add
new condition

Mo conditions exist.

Add | Close

Figure 3.10: Adding conditions

National Historic Preservation Act (NHPA) Conditions
EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI Conditions

Monitoring
Delete Condition Entered By Entered Date Required

m M 02007 0301 Ph | Mo VI

Save

Enter Condition pt | save close

Figure 3.11: Adding conditions (2)

Conditions can also be added from the Historic Preservation: Environmental Laws

screen by selecting the Conditions icon @ Reviewers can ADD, DELETE, or VIEW
Conditions for any law from the Environmental Laws screen.

3.3.5 Adding Attachments

An attachment can be any kind of electronic or scanned file, such as photos, emails,
maps, resource agency consultation letters, permits, technical reports, agreements, etc.

An attachment should be added to the NHPA Review screen if it is relevant to the
compliance determination under that law. Examples of attachments include:
e SHPO/THPO consultation letters
Permits
Published public notices
Reports, e.g. cultural resource report, archaeological survey, etc.
Executed agreements or other compliance documents, e.g., Memorandum of
Agreement, Programmatic Agreement, etc.

The REO or Team Lead will supply guidance regarding what attachments are required
in EMIS for each disaster.

To add an attachment to a law:
e Click on the Law Attachment command button at the bottom of the Review
screen. A pop-up screen will appear to submit the attachment. (1)
e Select document type from drop-down list (2)
e Enter document description (3)
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e Click Browse folders to find document to attach (4)

e A pop-up screen will appear to find file(s) to attach. Choose files to attach from
pop-up box (5)

e Click Open to attach file (6)

e Click Save on the attachment screen to add attachment to project (7)

-0 - HRGILOPTe - w-[Jd 3 2-Select document
=S8 st tvoe from dron-down
Choose file 2] x]® New Attachment: National Historic Preservation Act
Look in: [ (3 Mitigalion Files e B A o /
| eGrants i
|L)EMIS Training Development Fies [t ]

| Interactive Power Points O H

81BN Performance Review Summary.doc
] Course Review workshest s

[ DSA Tool Questions.pdf

8] EHP cadre List. doc

o 3-Enter document
{81 perfarmance Measuresz.doc A
{401 Performance Measeres.doc descrintion

4-Browse folders
to find files

7-Save

File [ | = Attachment
File: [0 Fies (7] J | Cancel
— I
5-Pop-up box : —
appears to choose 6-Click on Roviow Status
flle or ﬁleS to attach Onen to attach & select & réview status for this Environmental Law If_'omple!ed -

Lo Attachmenta ] o | Feturn | Ko Laww == |

| Privacy Polcy | Accessibity | cof .
| 1-Click Attachment button |—

Figure 3.12: Adding an Attachment

When adding a new attachment, specify the document type and give it a descriptive title
such as “SHPO letter,” or “Photos of Damaged Building.”

An attachment can be added to a project from either the REC review screen (when it is
related to a particular law/EO), or from the main Executive Orders, Environmental Laws,
or NEPA Determination screens. These latter are attachments related to the project in
general, such as a site map or site photograph.

3.3.6 Setting the Project Review Status

The project review status is located near the bottom of the REC screen for each law or
EO, just above the command buttons.

The review status can be set to:
Pending

In Process

Completed

Not Applicable.
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Figure 3.13: Setting the Project Review Status

When a project arrives in the Queue, it is designated as “Pending,” meaning that the
project is pending review. After adding information to a Law or Executive Order, such as
a comment or an attachment:
e Select In Process (from drop-down list) to indicate that the review is underway
but not yet completed.
e If a project has been In Process for a long time due to ongoing consultations etc.,
a general comment should be added indicating the reason for the delay.

When a review is complete and all necessary comments, conditions and attachments
have been added:

e Set the review status to Complete (from drop-down list)

e Click Save
Use the Return button to navigate to the Historic Review: Environmental Laws screen
or the left sidebar links to navigate to other review screens

3.3.7 Adding Additional HP Laws to a Project Review

In some circumstances, other HP laws may apply to a project. To indicate that a project
was reviewed under an additional law not listed on the standard laws screen:
e Click on the Add button at the bottom of the Historic Review: Environmental
Laws screen
e The system will redirect the Reviewer to a screen to choose among other
applicable laws — Select the laws to add by checking the box(s).
e |If a particular law is not listed, select Other and enter the name of the law in the
Comments field
e Click the Continue button

EMIS User Guide
Revised 1/28/2012 Page 30



Federal Emergency Management Agency
EMIS User Guide

X | 4 A
BT & ;p.,f’.!; MM*T:_Anbuxl,w\ FAQ| User's Guide

ric Preservation
|

View Conditions
added to this law

Report Manage Programs  Manual Entries

View Attachments
added to this law

mflcles Historic Review: Environmental Laws
MEPA Determination PA-01-MA-4028-PW-00358: SDSHCO02 - Montague Road and Culvert

Environmental Laws

Executive Orders

Delete Queue Environmental Law Review Status

Historic National Historic Preservation Act (NHPA) i8] Completed
Environments Endangered Species Act (ESA) . Completed E
Environmental Coastal Barrier Resources Act (CBRA) NH PA Review &l Complsted E
Environmental Clean Water Act (CVYA) = CompIEte [E1 Pending 2] 4]
Environmental Coastal Zone Management Act (CZMA) &l Pending B3 E
Environmenta| Fish and Wildiife Coordination Act (FWCA) &l Pending E
Environmental Clean Al Act (CAA) [E1  Pending E
Farmland Protection Policy Act (FPPA) &l Completed B3 E
Wigratory Bird Treaty Act (MBTA) &l Completed E
Fighery Ct and Act (MSA) E
Environmental Wild and Scenic Rivers Act (WSR) Add new H P |aW B3 E

Queue:  Historic Review Approved: Select.. ~ User:  DELMEDICO, NICHOLAS status:  Pending Date:  01/19/2012 06:17 FM
General HP Attachments | | General HP Commen ts || asd Z ]| Forward ]| Rewiork

| Data Warehouse | Privacy Policy | Accessibility | Contact Us | Home | Logout | FAQ | User's Guide

Figure 3.14: Adding Additional HP Laws to the Technical Review (Part 1)

ﬂ“,ﬁ‘,‘,;\/ Every project in EMIS is reviewed under NEPA and 11 other standard

M EHP Laws. Projects that may have potential impacts associated with
other EHP Laws or EOs must be documented by using the

“Add” command button on the Environmental Laws and EO screens.

When an additional HP law is added to a project:

e It appears on a new line beneath the 11 standard EHP Laws on the Historic
Review: Environmental Laws screen

e Can be accessed by clicking on the Review icon next to the name of the law.

e The review format is different than the REC review for the standard laws and
EOs; there are no radio buttons for additional laws

e Additional laws must be documented by adding comments, attachments, or
conditions

e |If alaw is added in error, the Reviewer can delete it from the review Queue by
selecting the Delete icon Ed in the Delete column (Figure 3.16)

e A Reviewer cannot delete an additional law that was added by another Reviewer
or after the review has been completed and the status is set to Complete
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Figure 3.15: Adding Additional HP Laws to the Technical Review (Part 2)
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Figure 3.16: Deleting Additional HP Laws in the Technical Review
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3.3.8 Approving and Forwarding a Project

After the Technical Review of the project under NHPA and any additional HP laws (if
applicable) is documented and the project review status is set to Complete and Saved,
the HP Reviewer can approve and forward the project out of the Queue.

To approve a project;
e (o to the Historic Review: Environmental Laws screen
e Select Yes from the “Approved” drop-down box located in the bottom middle of
the screen directly above the command buttons
e Forward the project out of the Queue by selecting the Forward command button
e A confirmation screen will appear, indicating that the Historic Review queue was
successfully completed; it will no longer appear in the Inbox.

¢ A
| User session will expire in 30 miﬁ‘!kﬂnﬁ MlmAInbnxLIi“n&lt\ FAQ| User's Guide

mufoles Historic Review: Environmental Laws
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Figure 3.17: Approving and Forwarding the HP Technical Review
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3.4 Performing the Floodplain Review

1) YOU HAVE NOT CHECKED OUT THE PROJECT OR 2) YOU DO

@ IF THE READ-ONLY ICON APPEARS AT THE TOP OF THE SCREEN,
NOT HAVE THE RIGHTS TO CONDUCT THAT TECHNICAL REVIEW

After checking out the project, click on the Floodplains Review link in the Queue
column on the Inbox screen to go to the Executive Orders screen, where the FP Review
screen is accessed.

FEMA - EH]’ Environmental and Historic Preservation o 2

| User sessionWillexdie g 30 zﬁ'g\ Home |,Logout | FAQ | User's Guide
Inbox Reports Search Send ErrorReport Manage Programs Manual Entries

myRoles ko) The nbox dispiays the EHP queues that are ready for you to process. You may check out queues by selecting the appropriate check boxes and clicking the Check Outin button. /fter checking out a queus, click the corresponding ink in the Queue

column to continue processing

DHS Component: | FEMA + Program: - Disaster Hu

4-Select link to

1-Select project enter FP Queue

to check out

Region: hd State: v

Checked Out By : h
Seach | [ Hde | [ Gear

~  lemsiPage 25~ showing 1-250f 171 Next| Last

Checked Out By Program Disaster # FY Project ID Queue Queue Status Date -
PA 4028 2011 PAD1-NA-4022 PW-D0358 LC_IJ E Historic Review 01192012
D Check In DELMEDICO, NICHOLAS PA 4028 201 PA-D1-WA-2028-PW-00358 @ D Flocdplains Review 01192012
[T check out BA 4028 2011 PADI-MA-4028-PIV-00358 & [l Envioomental Review 01182012
WEINERT, JOANN PA 40238 2011 PA-01-MA-4028-PW-D037T @ E Environmental Review 011712012
WEINERT, JOANN BA 4028 20m PA-D1-WA-4028-PW-00377 @ E Historic Review 017202
WEINERT, JOANN PA 4028 2011 PA-01-MA-4022-PW-00377 @ E Floodplains Review 01172012
WEINERT, JOANN BA 4028 20m PADI-NA-4028 PW-00448 Q E Historic Review m 017232012 -
WEINERT, JOANN PA 4028 20m PA-DI-NA-2028 PW-00449 Eloodplains Review m 017232012
] Check Out 2011 PA-01-MA-4028 PW-00449 ntal Review [x1] 017232012
2-Select to check out
WEINERT, JOAN 20m PADI-NA-2028 PW-00458 ‘E_ . . 01182012
e o - 3-View Project Worksheet | .

Check Outfin

Figure 3.18: Accessing the FP Queue

To access the project application from the Calling Program, select the Project ID link
from the Inbox.
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From the Floodplains Review: Executive Orders screen, document the project’s
compliance with EO 11988 by selecting the Review icon [=lin the Review column next
to that EO.

\{gﬂ FEMA - EHP: Environmental and Historic Preservation
S & a2

0 mine | Homie | FMMTEDA Tnhov | 1oanet] FAD | licar's Guide

Inbox Environmental Workflow Reports Send Error Report Manage Programs  Manual Entries Select the ReVieW iCOn to
access the FP Technical Review

myRoles Floodplains Review: Executive Orders

INEPA Determination PA-01-MA-4028-PW-00358- SDSHCO02 - Montague Road and Culvert

Environmental Laws N
Ex Rework History
Executive Orders ewiork Histol

Conditions Attachments
2] E
) 4]
) 4]

Delete Queue Executive Order
Floodplains Executive Order 11985 - Floodplains

Environmental Executive Order 11990 - Wetlands,

Environmental Executive Order 12895 - Environmental Justice for Low Income and Minority Populations.

Queue:  Ficodplains Review Approved: Select.. v User:  DELMEDICO, NICHOLAS Date:  01/19/2012 06:17 PH

General FP Atiachments | | General FP Commen ts || Add ]

Status of the FP
Technical Review

Data Warshouse | privacy Polcy | Accesshilty | Contact Us | Home | Logout | FAQ | User's Gude

Figure 3.19: Accessing the FP Technical Review

3.4.1 The REC Format and Adding Comments, Conditions and
Attachments

The REC format used for the FP Review is the same format used for HP Review.

Use the radio buttons on the REC form to select the statement which applies to the
project and document the compliance with EO 11988 by adding comments,
attachments, and conditions as necessary. A copy of the FEMA Flood Insurance Rate
Map (FIRM) should be attached to the FP Queue, if available. Use the Comments box
to enter the FIRM community panel number and map date. If the 8-step process was
required, relevant documentation must also be attached to the FP Queue.

For more information on the process of using the REC format with the radio buttons,
and adding comments, attachments, and conditions, refer to sections 3.3.2 — 3.3.5.

For guidance on the types of comments and attachments to include in different parts of
the EMIS review, see the Quick Reference Guide or speak with the REO or Team
Lead at the JFO.
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3.4.2 Setting the Project Review Status, Approving and Forwarding a
Project

The project review status is located near the bottom of the REC review screen; just
above the command buttons (see Figure 3.3.15). Similar to the HP Review, set the
review status to Pending, In Process, Completed, or Not Applicable as appropriate.

After the Technical Review of the project under EO 11988 is documented and the
project review status is set to Complete and Saved, the FP Reviewer can approve and
forward the project out of the Floodplains Review Queue.

To approve a project:
¢ Go to the Floodplain Review: Executive Orders screen.
e Select Yes from the “Approved” drop-down box located in the bottom middle of
the screen, just above the command buttons.
e Forward the project out of the Queue by selecting the Forward command button.
e A confirmation screen will appear, indicating that the Floodplains Review queue
was successfully completed; it will no longer appear in the Inbox.

@\ FEM A - EHP: Environmental and Historic Preservation i ~ ~ e
S + Version: 3.05.00.00 Server: mweguaz2 User session will expire in 30 milisl_lln‘m MM*P_Anbnwa\ mﬂ User's Guide

Inbox Environmental Workflow Reports Send Error Report Manage Programs  Manual Entries .
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Figure 3.20: Approving and Forwarding the FP Technical Review
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3.5 Performing the Environmental Review and NEPA
Determination

1) YOU HAVE NOT CHECKED OUT THE PROJECT OR 2) YOU DO

@ IF THE READ-ONLY ICON APPEARS AT THE TOP OF THE SCREEN,
NOT HAVE THE RIGHTS TO CONDUCT THAT TECHNICAL REVIEW

The Environmental Review requires more steps than do the Historic and Floodplains
Reviews. The Environmental Reviewer is responsible for documenting compliance with
NEPA and 10 other Environmental Laws, and two Executive Orders (EOSs).

After checking out the project:

e Click on the Environmental Review link in the Queue column on the Inbox.

e The NEPA determination screen will appear by default; however, all of the other
EHP Laws and Executive Orders in the HP, FP and ENV queues must be
completed before the NEPA determination can be made.

e Use the left sidebar links to navigate to the Environmental Laws and Executive
Orders screens to conduct the Environmental Review.

e Then use the left sidebar link to navigate to the NEPA determination screen.

n J A . EHP: i ntal and Historic Preservation

Inbox  Environmental Workflow  Reports

A, % | hone | Logout | FaD | User's Guide

aifiae Environmental Review: NEPA Determination

NEPA Determination Workflow Test - 001: Miami, FL Beach Reclamation

Environmental Laves -

Executive Orders BRI sk
Level Review  Status Comments Conditions

Bl Pending B

&l Conditions.

Al Comments O STATEX

wWorkflow Diagram G CATEX (Documentation Level TED)
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prmentsl Impact Statement

-compliant (Checking this box and saving waill defeult &1 Environmental Laws and Executive Orders to Mot Completedt.)

Ouel ental Review Approved: Select,, ™ User:  RABSATT, LUBEN Status:  Pencing Date:  0Si01 /2006 05:43 Pt

[ Atachments.. | [ Commerts.. | [ Save ] [ Forwad ] [ Rewon

Navigation links between
the Environmental Laws,,
EOs, and NEPA
Determination screens
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Figure 3.21: Accessing the ENV Queue

3.5.1 The REC Format and Adding Comments, Conditions and
Attachments

The REC format used for the ENV Review is the same format used for the HP and FP
reviews.

Use the radio buttons on the REC form for each law and EO to select which statement
applies to the project, and document compliance by adding comments, attachments,
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and conditions as necessary. In particular, make sure to attach any relevant permits,
resource agency correspondence, public notices, analyses or agreements
(Environmental Assessment, Biological Assessment or Opinion, MOU), etc.

For more information on the process of using the REC format with the radio buttons,
and on adding comments, attachments, and conditions, go to Sections 3.3.2 — 3.3.5.

For guidance on the types of comments and attachments to include in different parts of
the EMIS review, see the Quick Reference Guide or speak with the REO or Team
Lead at the JFO.

3.5.2 Navigating Among the Environmental Laws, Executive Orders,
and NEPA Determination Screens

As explained in Section 3.2.2, the left sidebar links are used to navigate between the
Environmental Laws, Executive Orders, and NEPA Determination screens.

From these screens, reviewers can access the review screen for each law by selecting
the Review icon [El in the Review column.

Navigating between different laws and EOs in the ENV Review is facilitated by using the
Previous/Next Law and Previous/Next EO command buttons at the bottom of the
screen.

Clicking the Previous or Next button saves the radio button selection and any
comments, as well as the updated status of the review and proceeds to the next law or
EO in the queue.

In other words, it is possible to navigate among laws or EOs without having to go back
to the main Environmental Laws or Executive Orders screens.

IF AREVIEWER IS RESPONSIBLE FOR DOCUMENTING
: @ COMPLIANCE WITH ALL THE EHP LAWS AND EXECUTIVE
% ORDERS, CHECK OUT ALL THREE QUEUES SIMULTANEOUSLY

AND NAVIGATE FREELY AMONG THEM.

If a reviewer checks out the three technical review queues simultaneously, he/she can
write information to the HP and FP reviews from the ENV queue. However, to approve
and forward a project out of a particular queue, the Reviewer must be navigating in that
gueue. Click on the link in the queue column on the Environmental Laws or EOs screen
to navigate to a different queue.
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3.5.3 Setting the Project Review Status

The project review status is located near the bottom of the REC review screen, just
above the command buttons (see Figure 3.9). Similar to the HP and FP Reviews, set
the review status to Pending, In Process, Completed, or Not Applicable, as
appropriate.

When the review under an Environmental Law or EO has been completed and
documented, set the review status to Complete and leave the review screen by
selecting the command buttons: Save and Return (to the main Environmental or EO
screen), or Next Law/EO.

Comments/iCorresp ion/References

Set Review Status, then
select Save, Return or
Next Law

Review Status
Please select a review status for this Executive Order:  Completed -

| EO Attachments... ‘ | Save | | Return | | Mext EQ == |

Figure 3.22: Setting the Project Review Status

The review status for each Law and EO must be set to Complete or Not Applicable
before the NEPA determination can be made for a project.

The HP and FP Reviewers must forward the project out of their
Queues before the NEPA determination can be made and before
the project can be forwarded out of the ENV Queue.

3.5.4 Adding Additional Environmental Laws or Executive Orders to a
Project Review

Every project in EMIS is reviewed under NEPA and 11 other standard EHP
“‘,g,}/ Laws. Projects that may have potential impacts associated with
N) other EHP Laws or EOs must be documented by using the
“Add” command button on the Environmental Laws and EO screens.

In some circumstances, other environmental laws or EOs may apply to a Project.

To indicate that a project was reviewed under an additional law or EO not listed on the
standard laws or EO screens:
e Click on the Add button at the bottom of the Environmental Review:
Environmental Laws or Environmental Review: Executive Orders screen.
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e The system will redirect the Reviewer to a screen to choose among other
applicable laws.

e Select the law(s) or EOs to be added by checking the box(s).

e |If a particular law is not listed, select Other and enter the name of the law in the
Comments field.

e Click the Continue button.

When adding an additional law or EO to a project:

e It appears on its own line under the standard Environmental Laws or EOs.

e s accessed by clicking on the review icon next to the name of the law.

e The review format is different than the REC review for the standard Laws and
Executive Orders because there are no radio buttons.

e Documenting review under additional laws or EOs is completed by adding
comments, attachments, or conditions.

¢ If an additional law or EO is added to a Technical Review in error, it can be
deleted by selecting the Delete Ed icon.

¢ A Reviewer cannot delete an additional law that was added by another Reviewer,
or after the review has been completed and the status is set to Complete.

=
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Figure 3.23: Adding Additional ENV Laws to the Technical Review
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3.5.5 Documenting the NEPA Determination

Once a project has been reviewed under all the other EHP laws and EOs, the ENV
Reviewer must document the NEPA review by indicating whether the project is a
Statutory Exclusion (STATEX), Categorical Exclusion (CATEX), requires an
Environmental Assessment (EA), or requires an Environmental Impact Statement (EIS).

To enter the NEPA Determination screen, click on the left side bar link.

it A Tt D -ation X | - AR

Enter NEPA | User session will expire in 30 miﬁsl_ﬂnﬁ Ml‘"tl’_ﬂnbnx‘ Logout | FAQ | User's Guide

Inbox Environmental Worl Programs  Manual Entries

Determination screen
myRoles termination
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Environmental Laws
Executive Orders

Rework History

Level Review Status Comments Conditions Attachments
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All Comments STATEX ’ﬂl @ ﬂ
All Attachments
'@ CATEX (Documentation Level TBD)
Workflow Diagy H H
crion Lisaram Environmental C“Ck ReV|eW |C0n

Environmental Impact Statement

Project is non-compliant (Checking this box and saving wil default all t Completed. )

Select determination

Qul : Environmental Review  Approved: celect.. - Status: Pending Date: 01/19/2012 08:17 PK

|Genera| ENV Aﬂachmean‘ ‘ General ENV Comments. ‘ ‘ Save | ‘ Forward | ‘ Rework

Project is non-compliant

Data Warehouse | Privacy Policy | Accessibility | Contact Us | Home | Logout | EAQ | User's Guide

Figure 3.24: NEPA Determination Screen

Occasionally, projects submitted for EHP Review are not compliant with one or more
EHP laws/EOs. In such situations, check the “Project is non-compliant” box and click
Save. By selecting this determination, the status of all EHP Laws and EOs will be auto-
filled as Not Completed, and the project can be forwarded out of the Environmental
Queue.

3.5.6 Adding Comments, Conditions, and Attachments to the NEPA
Determination

General comments can be added to the NEPA determination by selecting the General
ENV Comments command button. General comments would include documenting
Programmatic or eligibility issues that may be related to the NEPA determination, but
not to another particular law or EO. General comments do not appear on the REC.
Comments entered in the text box on the Extraordinary Circumstances screen (see
3.5.8), however, do appear on the REC.
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Figure 3.25: Conditions, Comments, and Attachments to the NEPA Determination Screen

Conditions can be added to the NEPA determination by selecting the Conditions icon

B conditions added here include those that are not specifically related to a particular
law or EO (such as land use restrictions or state-required Best Management Practices).

NEPA Determination Conditions
PA-01-MA-4028-PW-00358: SDSHCO02 - Montague Road and Culvert Conditions

Monitoring
o = Entered By Entered Date Required
. Click to add more conditions ~ ["2%#%™ te =
[ Add ] [ Save ] [ Close

Conditions will be displaved here

Figure 3.26: NEPA Determination Conditions

Attachments can be added to the NEPA Determination by selecting the Attachments
command button. Attachments that should be added to the NEPA Determination include
copies of Public Notices and signed Findings of No Significant Impact (FONSI) and EA
or EIS documents.
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3.5.7 STATEX Determination

If a project is eligible for a STATEX, then select the radio button next to STATEX, add
attachments or comments using the command buttons at the bottom of the screen, and

add conditions by clicking on the Conditions icon .

The NEPA Determination of STATEX is only applicable to Public Assistance (PA)
projects; EMIS will only allow a Reviewer to select STATEX if PA is the Calling
Program.

Once the reviews under the Environmental Laws and EOs are completed and the NEPA
determination has been made, the project can be approved by selecting Yes from the
drop-down box above the command buttons, and forwarded out of the Environmental
Review Queue by selecting the Forward command button.

istoric Preservation x EYR - -
| 1o | 140477 oo | Logout | FAO) User's Guide

@ FEMA - E]-IP Environm{ental an

Server:m

Inbox Environmental Workflow Reports Send Error Report Manage Programs  Manual Entries
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1
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| General ENV Attachments 0 Cnmmentsl [ Save I [ Forward I [ Rework

Figure 3.27: STATEXing a Project

3.5.8 CATEX Determination

If a project is eligible for a CATEX, select the radio button next to CATEX, and select
Save. Whereas the review of a project that qualifies as a STATEX could be completed
and forwarded from this screen, a project that qualifies as a CATEX requires additional
information. After saving the level of NEPA review as CATEX, select the Review icon

Elto go to the CATEX Categories screen.
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Figure 3.28: CATEXing a Project

TO THE EXTRAORDINARY CIRCUMSTANCES SCREEN FOR THE

ﬂ\/ THE ENV REVIEWER MUST SELECT SAVE BEFORE PROCEEDING
oy
k) CATEX CATEGORIES TO BE UPDATED IN THE SYSTEM.

From the CATEX Categories screen, check the box next to the appropriate CATEX
category or categories that apply to the project; there may be multiple components of
the project that qualify under different CATEX categories.

Following the category selection, select Save. Next, click the Circumstances button.
Use the Extraordinary Circumstances screen to document the presence of extraordinary
circumstances.
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Figure 3.30: Extraordinary Circumstances

Review the comments and conditions from the Technical Reviews of various EHP laws
and Executive Orders and check the box(es) next to any Extraordinary Circumstances
that apply, if applicable.

Enter a comment to summarize the circumstance and its resolution, if any.

If extraordinary circumstances exist, select the “EXTRAORDINARY CIRCUMSTANCES
EXIST” radio button; if they do not exist, select the “NO EXTRAORDINARY
CIRCUMSTANACES EXIST” radio button.

Enter comments in the Comments/Correspondence/Consultation/References field near
the bottom of the screen, if necessary.

Set the review status to Complete and click the Save button.
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3.5.9 Environmental Assessment Determination

If the project requires an EA, select the radio button next to Environmental Assessment
and select Save. Then select the Review icon to go to the NEPA Determination
Environmental Assessment screen.

The review status of the Environmental Assessment screen will likely remain “In
Process” for some time, while the Draft and Final EAs are being prepared and put forth
for public notice. As the EA review progresses, enter dates in the four Dates fields and
enter comments in the Comments/Correspondence/Consultation/References field as
needed. (Figure 3.31)

The Draft and Final EAs and copies of the public notice(s) and signed FONSI should be
added as attachments.

Once the FONSI is issued, set the review status to Complete and click Save.
If a FONSI cannot be issued for the proposed project, the Reviewer must return to the

Environmental Review: NEPA Determination screen and change the NEPA
determination level to Environmental Impact Statement and click Save.

% FEM A - £HP: Environmental and Historic Preservation

Version: 1.00.01 1210672005 12:00 PM  Server: egrantsweb ( L 2 Home | Logout | FAQ
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Figure 3.31: Environmental Assessment
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3.5.10 Environmental Impact Statement Determination

FEMA has prepared very few Environmental Impact Statement (EIS) in the history of
the agency. If an EIS is required:
e Select the radio button next to the Environmental Impact Statement.
e Click Save.
e Select the Review [ icon to go to the NEPA Determination-Environmental
Impact Statement screen.
¢ Indicate the circumstances that led to the EDIS preparation in the
Comments/Correspondence/Consultation/References field.
e Enter dates in the two Dates field.
e Attach EIS documents.
e Once the Record of Decision is made, set the review status to Complete and
click Save.

“@s FEM A - £HP: Environmental and Historic Preservation L T r——

Version: 1.00.01 1210672005 12:00 PM  Server: egrantsweb { L 2 Home | Logout | FAQ
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Figure 3.32: Environmental Impact Statement

3.5.11 Approving and Forwarding a Project

Once the NEPA Determination has been made and saved, click Return to navigate
from the CATEX/EA/EIS screen to the main Environmental Review: NEPA
Determination screen. Select “Yes” from the Approved drop-down menu. Then click the
Forward button to forward the project out of the Environmental Review Queue.

Depending on how the workflow is set up for the disaster/program, the project will either
be forwarded to the Environmental Officer Review Queue in EMIS for a final quality
assurance/ quality control review by the REO, EHP Team Lead or Environmental
Advisor, or will be forwarded back to the Calling Program directly from the
Environmental Review Queue.
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3.6 REWORK Command

The concept of “Rework” refers to 1) the ability of EHP to return a project to the Calling
Program and request additional information or clarification about a project and 2) the
ability of the Environmental Officer to return a project to any of the three EHP technical
review queues for revision.

appropriate to rework a_project to the Calling Program.
Projects should only be reworked when there are significant omissions
or changes that must be addressed.

@ The REO or Team Lead will provide guidance to their staff on when it is

Projects reworked from the EO Review to a Technical Review Queue:

e |If a project was reworked by the Environmental Officer to a Technical Review
gueue, the Rework Bl icon will appear next to the name of that Queue on the
Inbox screen.

e Click on the Rework icon to view comments about why the project was reworked
and to view the Rework History.

e The Technical Reviewer should check out the project, make the requested
revisions and forward the project to the Environmental Officer Review queue.

| Usersessw:.nv{in‘e_xp?g_in_za zﬁ’s_\ Home |, Logout | FAQ | User's Guide
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Figure 3.33: Accessing the Rework Request
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Rework Request Information
To rework a project to the Calling Program:

e From the Inbox screen, enter the project review screens by clicking on the Queue

name.
Click the Rework button at the bottom of the screen.
The Rework Request screen will appear (Figure 3.34)
Select the Calling Program to rework to (1)

Enter the reason for the rework (2)

Select Continue to submit (3)

will no longer appear in the EHP Inbox.

The project will be sent back to the calling program and the reworked Queue(s)

Rework Request

1-Select Calling
Program to rework to

PA-OB-OK-173) tis Removal (CES 003)
er comments descrihing the reason(s) for requesting rewoark,

Rea=zon(s) for Rework Request

7 EMME

- — 2-Provide detailed
3-Select Contmue Continue Cancel reason why project
to submit is being reworked

Figure 3.34: Rework Request
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4, Environmental Officer Review

Depending on how the Workflow is established for a particular program or disaster
event, the Environmental Officer (EO) Review Queue may or may not be activated. If
the EO Review Queue is not activated, the project is returned directly to the Calling
Program once the final NEPA determination is made and the project is forwarded out of
the ENV Review Queue.

However, if the EO Review Queue is activated in the Workflow, all projects will be
forwarded to the EO Review Queue after the HP, FP and ENV Technical Reviews are
completed.

The EO Review is primarily for quality assurance/quality control. The EHP Team Lead,
the EHP Advisor, or REO can review the EHP technical review for completeness and
accuracy before making the final approval and returning a project to the Calling
Program.

PR
*_‘_ flm|wtgn|l—pr"ump

mental and Historic Preservation L=

se
0PM  Server: DTEGUA1 i

mags Environmental Officer Review Answer the

three questions

Rewerk History.
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el REC command
button

Worktlow Discyam
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Have allthe spplizsle Envionmental Laws heen properly reviewsd and dacumented?

Have sllthe saplicsile Executive Orders besn properly reviewed snd documented? Select., ¥
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Approve the project

Forward project to Send the project
Calling Program back for rework

| Brivacy Polcy | Accessbiry | Contact Us | dome | Loaout | FAQ | User's Gude

Figure 4.1: EO Review

To approve a project in EO Review queue and return it to the Calling Program:
e Check the project out from the Inbox

e Select the Environmental Officer Review link in the Queue column of the data
table

e Click on the REC command button to review the REC

e Click on All Comments on the left-hand sidebar to view all comments in one
place, including general comments that do not appear on the REC

e Click on All Conditions on the left-hand sidebar to view all conditions in one place
that reviewers have placed on the project.

NOTE: In most cases, the above steps should provide enough information to complete
the Environmental Officer Review.
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However, for more extensive review:

e Click on the Environmental Workflow [*] icon on the subject tab or on the Inbox

screen next to the desired project. From the Environmental Workflow screen, the
EO Reviewer may enter any of the technical review queues

e To view the project description, click on the Project ID link from the Inbox.

To complete the EO review:

e Answer the three questions regarding the quality of the Technical Reviews
(Figure 4.1).

If “No” is selected next to any of the questions, then the project must be reworked
to either an EHP Technical Reviewer or the Calling Program with an explanation.

If “Yes” is selected for all three questions, approve the project by selecting:

> “Yes” from the drop down box next to Approved in the lower left hand
corner

» Select the Forward command button to send the project back to the
Calling Program.

4.1 Rework

The EO Reviewer also has the ability to rework projects.

e Return the project to any of the EHP Technical Review queues if compliance
documentation is incomplete or inaccurate.

Return the project to the Calling Program if project information is incomplete.

To rework a project, navigate to the Rework Request screen by selecting the Rework
command button on the Environmental Officer Review screen (Figure 5.1).
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Figure 4.2: EO Rework Request
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From the Rework Request screen:
e Depending on the reason for rework, select the Calling Program or one or more
of the EHP Technical Review Queues by checking the corresponding box.
e Provide a detailed explanation in the Reason(s) for Rework Request field.

Multiple EHP Technical Review Queues can be selected and reworked at the same
time. However, a project should not be reworked back to a Calling Program and an EHP
Technical Review Queue at the same time.

Once the desired Queue(s) are selected for rework and a reason for the rework is
provided:
e Click on the Continue command button to forward the project out of the EO
Review Queue.
¢ A Confirmation screen will appear displaying the selected rework Queues.
e For any project reworked to a Technical Review Queue, it will appear in the Inbox
and be identified by the Rework Bl icon.

4.2 Check-in Tool

The Check-In Tool is an administrative feature of EMIS available to the REO, the EHP
Advisor, the EHP Team Lead, and some EHP HQ Positions. In some situations, these
users may need to check a project back in so that they or another Technical Reviewer
can review the project.

The Check-In Tool is accessed from the link on the left-hand side bar. The Check-in tool
screen resembles the format of the Inbox.

To check a project in that is checked out to another user:
e Sort the table by clicking on the header of the Checked Out By column or the
Project ID column to find the desired project.
e Select the Check In box for the desired project(s).
e Click the Check In command button.
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Figure 4.3: Check-in Tool

You can select a project for check out at the same time you select
another for check in. When you press the Check Out/In button, all
selected projects will toggle between states.

5. Management and Administrative Functions

5.1 Reports

The Reports option on the EMIS menu will not generate any reports. It was under
development at the time FEMA was beginning to bring the DATA WAREHOUSE on
line. Reports should be generated from the DATA WAREHOUSE. There is a link at the
bottom of the page to the Data Warehouse. To request a Data Warehouse account,
contact the system administrator or go to the EDW homepage at
http://on.fema.net/employee_tools/data_warehouse_tools/Pages/default.aspx and click
on Request Forms, Access Request.

@ Training on the use of the Data Warehouse to generate reports will be
provided as a separate course. See training contact at your facility.
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5.2 Saving a copy of REC to archive

e EMIS creates the REC as a .pdf file

e Click & to view the REC

e From the toolbar, click the Save icon or select “Save As” from the File drop-
down menu to save the REC in a designated folder

e To print a copy of the REC, click the Print icon or select “Print” from File
drop-down menu on the toolbar

‘ fiddress Iéj https: /fisource.fema,net/EHRYIEW REC_REPORT.do?actionType=YIEW _REC_REPORTAEHP_ID=2103&report_Format=PDF&f j G0 ‘ Lir

B[tz & 8[pw- ‘ ] [ -

Save Icon

FEDERAL EMERGENCY MANAGEMENT AGENCY ERF04

RECORD OF ENVIRONMENTAL CONSIDERATION REPORT(REC)
Print Icon

Project ID: PA-DE-OH-1735-PW-00023
Title: Blanchard School District (G58-002)

Figure 5.1: Saving a copy of REC

5.3 Using EMMIE Reports to help Manage EMIS Workflow

To access and generate reports in EMMIE for managing the workload for Public
Assistance projects, EHP staff must have EMMIE Read-Only rights, which can be
requested through the appropriate NACS official at the JFO.

EHP staff with EMMIE Read-Only access may log in to EMMIE INTERNAL from the
ISAAC Portal (https://portal.fema.net/famsRuWeb/home).

o
- I
E— Click here to enter EMMIE with
e ) Read-Only access
IMCAD intranet web site

= Mitigation eGrants

WEBADD

ccessihility | Site Help | Site Tndex | FEMA Contact | EEMA Home | Logout

Figure 5.2: Accessing EMMIE
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Once To access and generate reports in EMMIE for managing the workload for Public

Assistance projects, EHP staff must have EMMIE Read-Only rights, which can be
requested through the appropriate NACS official at the JFO.

EHP staff with EMMIE Read-Only access may log in to EMMIE INTERNAL from the
ISAAC Portal (https://portal.fema.net/famsRuWeb/home).

Home | Tasks Reports d ministration Information

[ Version: 2.00.00.00 Server: mweguaz |

\ Welcome to the Emergency Management Mission Integrated Environment {EMMIE)
EMMIE = an

aver EMME provides

f itarest i ar st e socfd prcs S \mﬂ ‘ -
[T —— R o] (=11 REPORTS to

authorized personned from other federal *
- =21 access EMMIE reports.
2ot et es, menitening of sxaenditanes, <weed
withiin the Nati THENES] Booem THAL] Tou will ko be
request 2 variety of additional reports and perform bazia data anaby=E.

ENMIE g Uze cazes, g g

oz Public Asitance (PA). F 2 (FMAGR) and Hazard Mitigats: )
based grant programs ke Urban Szarch and fizsous (USER), Criss S m
The £7.00.00.00, and suppon ozt

« Systam Administrtion (10 setup grant programz)

= Fire Manzgement Amsstance Grant Program Commusity
« Grants Management Community

« Office of Legisistive Affairs Community

+ Publin Amsisanoe Grant Program Commaity

CBck on Continuse o start your work using ENAE.

M #7777 775F Manth Dy, Year

Privaoy Statement | Contact Us 1 FAQ 1 EMMIE Home | Glassary 1 elo 1 Log Out E,G“M*M'
Viene:

Figure 5.3: Accessing EMMIE reports from the main screen

EMMIE reports are further broken down by category. Once you have accessed the

reports screen you can select the report you wish to generate.

5.3.1 Generating a Project Worksheet Report

I g = _M_‘ ':_"' My Roles! Prefer Help | Log Out
e

Logged in as: BARBARA HELSON [ Session Expires in 30 mins |

Horme Tasks > Adrninistration Infarmation

[Version: 1.00.03 Sener: MWESUATD |

Project Worksheet Report (D.1)

Please male your selection below and click on the Go button.

Note: Fields marked with an * are required
Search Criteria

* Grant Program: ISaIect Grant Program =
* Disaster Mumber: I
* Please make a selection and click on the Go button: © pplicant © County O Category Gl:ll
Report with optional fields? ves o
Go Back | Reset | Generate Beport

| Privacy Statement | Contact Lis | FAQ | EMMIE Home | Glossary | Help | Log Qut

Figure 5.4 Running the Project Worksheet Report (D.1)
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To run the report:
From “Grant Program” drop-down menu, select “PA”
Enter Disaster Number, i.e.:"1735"
Select “Category” radio button
Click the “Go” button
Click “All” from the “select Category” Option
Click “generate Report “ (Note: the screen will appear to refresh with no results,
but the filter action did take place).
Scroll down to the bottom of the screen
Click “Save at PW level”
From pop-up box that appears:
a. Click “Save”
b. Chose a place to save the new document (i.e.: Desktop, etc.)
c. Inthe “File name” text box, change the file extension from “.txt” to “.xIs”
d. Click “Save”
10.Then click “Open”
a. This will open up a new Excel spreadsheet
11.From the new spreadsheet, you can manipulate the columns to show the data
that you are interested in
12.The following columns would be the most useful to sort through:
Column A: “Reference_nr" = PW #
Column F: “crg_cd” = Category of work
Column K: “Initial Review” = self explanatory
Column L: “Final_review” = self explanatory
Column O: “proj_ttl” = Project Title
Column Q: “cnty_nm” = County Name

ok wNE

© o~

~ooooTw
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5.4 Managing Programs

EMIS allows authorized users at the system administrative level, i.e. REOs and the HQ
Administrator, to manage programs or disaster events by establishing the workflow and
specifying standard conditions for a particular project and/or disaster event. Authorized
users may also add programs.

To perform these administrative functions, select the Manage Programs tab on the top
navigation toolbar. (Figure 5.5).

Manage Programs subject tab

g ) i . E [—] " 7ir -,
4 FEMA - 11 Eu": 55 0211513008 : MWEGUAT0 | u fon Will exptt in 30 ke | Home | L qout |
vers .0 - 0o ~waver: M GUZ ser session wil E!p T lIL S_ lome 0goul
Inbox Reports Search Manage Programs  Manual Entries

Select icon to

myRales Manage Programs modify standard
Inboex The following list contains all the programs that you are permitted to delq Condmons L hased onyour roles

Al Reviews

CheckIn Tool
Show|1-10 =] Show &1 showing T122 Next |Last

‘WorkFlow Disgrarn

Establish

Delete Component Program Region Disaster # Workflow

FEM Fi, 1 ] [}
FEMA, FMia 2 ®)] /D)
FEM, M a 8] ™M
FEM, FMA 4 8] [
FEMA, Fha, 3 @] 1
FEMA, Fh, & 8] [}
FEM, FMA 7 ®] [
FEMA FMa 8 @] 1
FEM, FMA a @]

FEM, FMA 10 @]

Select icon to

Add Program .
Click button to add a % modify workflow

new program or disaster

T Erivacy Policy | Accessibility | Conkact Us | Home | Logout | EAG | User's Guide

Figure 5.5: Managing Programs

5.4.1 Establishing Required Conditions

For a particular disaster event or regionally-based program, authorized users may
determine whether all or some of the three EHP standard conditions are attached to
every project.

e From the Manage Programs screen, select the Modify Program icon & next to
the desired program name or disaster number (Figure 6.5).
o If the desired disaster number is not already listed, it must be added using
the Add Program button.
e On the Manage Program: View Program screen, select or de-select required
conditions (Figure 5.6)
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e If selection under “Required Conditions” are changed and saved, the changes
will apply from that point forward for new projects submitted to EMIS; the
changes will not apply to projects that were in the system already.

nmental and Histo reservation

3.00.03 02/19/2008 10:00 AM S, EGUA1T0

Inbox Reports Search Manage Programs  Manual Entries Cond |t|0ns are attached tO
ryRoles Manage Programs: Modify Program every project if corresponding
Ingex FEMA - FMA - Region 1 box is checked
Al Reviews
Checkln Tool Selectthe Required Conditions to he associated with each project of this type:
wWarkflow Diagrar Select Required Conditions

~ Any change to the approved scope of work will require re-evsluation for compliance with MEPA, snd other Laws and Executive Orders.

This review does not address all federal, state and local regquirements . Acceptance of federal funding reguires recipient to comply with all
~ federsl, state and local lsws. Failure to obtain all sppropriste federal, stste and locsl environments| permits snd clearsnces msy jeopardize
tederal funding

~ If ground disturbing sctivities occur during construction, applicant will monitor ground disturbance and if any potential archeological resources
are dizcovered, will immediately cease construction inthet area and notify the State and FEMA

Regional Ervironmental Officer can designate

Select Designations
~ Historic Preservation Laws § Executive Orders revievver
M Floodplaing Executive Orders reviewsr
ke wyhether to include or exclude Environmental Officer Review 7
Click to save
changes Save Return

| Privacy Policy | Accessibility | Contack Us | Home | Logout | FAG | User's Guide

Figure 5.6: Manage Programs: View Program

5.4.2 Establishing Workflow

The EHP review can be tailored for a particular program on a regional basis or for a
particular disaster event, based on staffing availability and subject matter expertise of
the EHP reviewers. For example, the REO may establish the Workflow so that the
Historic Preservation Review and/or the Floodplains Review are performed by the
Environmental Reviewer, or these three reviews may be performed by three different
individuals.

The Environmental Officer (EO) Review Queue may also be turned on or off. If the EO
Review Queue is turned off, projects will be returned directly to the calling Program from
the Environmental Review Queue.

WORKFLOW FOR A PARTICULAR PROGRAM (BY REGION)

E SELECT THE “ESTABLISH WORKFLOW” ICON TO CHANGE THE
AND/OR DISASTER EVENT.
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e From the Manage Programs screen, select the ¥ icon in the Establish Workflow

column next to the desired program name or disaster number (Figure 6.5).
o If the desired disaster number is not already listed, it must be added using
the Add Program button.

e On the Manage Program: Establish Workflow screen, use the radio buttons to set
the Workflow (Figure 6.7).

e If changes are made and saved, the new workflow will apply from that point
forward for new projects submitted to EMIS; the changes will not apply to
projects that were in the system already.

nmental and Historic Preservation

3 10:00 AM S TWEGUA10 | user session d}llﬁxpﬁms rwsjﬁ
Inbox Reports Search Manage Programs  Manual Entries
I
eRoles Manage Programs: Establish Workflow Select who will perform
b FEMA -FIA - Region 1 HP and FP Reviews
All Reviews You are ahoutto change the default workflow for FMA projects under this disaster,

CheckIn Tool |

%' Histaric Preservation Revigwer

workflow Disdram Historic Preservation Laves § Executive Orders will be reviewwed by

" Environmental Reviewsr Select Whether or
' Floodplaing Reviewer n0t there Wl” be an
Floodplaing Lews f Executive Orders will be reviewed b i
’ ' © Environmental Reviewer EO ReVIeW
® ves
Incluce Envwironmental Officer Revigw ?
N
. Save Return
Click to save
changes
Click to exit
screen
| Brivacy Policy | Accessibiliey | Contact Us | Home | Logout | FAQ | User's Guids

Figure 5.7: Manage Programs: Establish Workflow, Assign Reviewer Roles

It is important to note that for disaster-based programs (i.e. Public Assistance), the
Workflow and standard conditions may be established program-wide within a region, or
established separately for each disaster event. To establish Workflow and set standard
conditions for a particular disaster event, locate the disaster number on the Manage
Programs screen. If the desired disaster number is not listed, it must be added using the
Add Program button (Figure 5.5 and 5.9).
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ental and Historic Preservation

=

FEMA - ZHP: Envi

972008 10:00 AM VEGUA10D

7 g4 - N
User session willle_lpglr}_zi' r*sj Home | Logout | FAQ | User’s Guide

Manage Programs:Add Program

Al Reviews
Checkin Tool

workflow Disaram

Disaster Based Program:

Inbozx Please add & new prograr by entering the information below and clicking the Save button.

DHS Component: IFEM’A j'
Program: IOther :l'

Disaster Humber: [AKEH

Program Hame: |

-

Program Description: |

Save

Yes ¥

I Return

Select the desired disaster number from
the drop-down menu. Then return to the
Manage Programs screen to modify the
workflow or standard conditions for that
particular disaster event.

| Privacy Policy | Accessibiity | Contact Us | Home | Logout | FAQ | User's Guide

Figure 5.8 Add Program/Disaster

5.5 Manual Project Entry

In some circumstances, it may be necessary for authorized users to enter a project
manually into EMIS in order to conduct the EHP Review. This could occur because
either the Calling Program does not have an automated systems interface with EMIS, or
there are only hard copies of a project available for review.

To manually enter a project into EMIS:

e Select the Manual Entries subject tab in the navigation bar at the top of the

screen

e Select the Add command button from the bottom of the Manual Projects Entries

screen (Figure 5.9).
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‘nvironmental and Historic Preservation

- g AR
e . | Wy (P07 99K Jribons | Lyt | B4 | Usner’s Guae
Irbeom Meports  Scarch  Manage Programs Fanal Ertr

Select Manual
W Manual Project Entries Entrv subiect tab
ey S Componens - wromemi v e ——
-ES-'-H—\B'J Pogicn - State: - Fi:
s S T
LEALEE. T bt L
Celete Proutsm Dinentes » EX Beuien Pate Proiel Prgiest Tile
3] . Tio8 2008 . 5= PA-T100-5670 [ p—] =
%] P 1om or = ana o 7]
PA o = sC ot u
3¢ ] FEMC o 2008 e [+
] Feac ™ e s =]
| ] ety 008 n Bl
i o 0 ™ ]
B3 J Tios 2000 a¢ [+
1 5 Tty Beach Lighttouse Reoas [+ ]
Select to delete a =3 Select to add
proiect vou entered a new oroiect
Pobey | | Contecttls | tome | Leoms | EAG | User's Guds

Figure 5.9: Manual Project Entries

The data table on the Manual Projects Entries screen is similar to the Inbox, except that
it only lists the projects that have been manually entered into EMIS. If a project is
manually entered in error, then it can be deleted by selecting the Delete icon X

o g AR
| qg \Enms*p Inbox | Lagout | EAQ | User's Guide

] Manual Project Entries: Add New Project
Inbox Plaase subrmit a project for Environmental Review by entsring the required information below and clicking the Save button
cmu‘n Togl “DHS Component: | ¥
oy A +progeam: v Enter information in all
Desotercuant: (I ) required data fields
* Project ID: |

* Project Title:

‘Fiscal Vear: | %
‘Region: |__ |
* State: by

Cancal
Select to continue
| Privacy Policy | Accesshilty | Contact Us | Home | Logout | FAG | User's Guide

Figure 5.10: Manual Project Data Entry

Enter the required information on the Manual Project Entries: Add New Project screen,
and click the Save command button. From the Manual Project Entries screen (Figure
5.9), select the paperclip icon 4 next to the manually-entered project to attach project
documentation, such as a Statement of Work, photographs, maps, etc. that are relevant
to the project in general. Attach law or EO-specific documentation to the appropriate law
or EO.
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6. List of Acronyms

CAA Clean Air Act

CATEX Categorical Exclusion from NEPA

CBRA Coastal Barrier Resources Act

CFR Code of Federal Regulations

CWA Clean Water Act

CZMA Coastal Zone Management Act

EA Environmental Assessment

EHP Environmental and Historic Preservation

EIS Environmental Impact Statement

EJ EO012898 Environmental Justice

EMIS Environmental/Historic Preservation Management Information System
ENV Environmental Technical Review

E.O. Executive Order

EO Environmental Officer

ESA Endangered Species Act

FEMA Federal Emergency Management Agency

FMA Flood Mitigation Assistance

FP Floodplain Technical Review

FPPA Farmland Protection Policy Act

FWCA Fish and Wildlife Coordination Act

HP Historic Preservation Technical Review

ISAAC Integrated Security Access and Control System
MBTA Migratory Bird Treaty Act

MSA Magnuson-Stevens Fishery Conservation Management Act
NACS NEMIS Access Control

NEMIS National Emergency Management Information System
NEPA National Environmental Policy Act

NHPA National Historic Preservation Act

PA Public Assistance

PDMC Pre-Disaster Mitigation Competitive

PW Project Worksheet

QA/QC Quality Assurance/Quality Control

REC Record of Environmental Consideration

REO Regional Environmental Officer

SOW Statement of Work

STATEX Statutory Exclusion from NEPA

WSRA Wild and Scenic Rivers Act
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7.1

Appendices

Quick Reference Guide: EMIS Icons

MAGNIFY ICON:

-
1
-

[

The magnify icon links the reviewer to the Record of Consideration (REC)
from the inbox. From the Comments and Attachment screens,
click the magnify icon to view details.

READ-ONLY ICON:

o

The workflow icon shows the status of each queue in the EHP review or can
be used to access the queues. Authorized users may also modify the
workflow for a program or disaster.

READ-ONLY ICON:

(&

The read-only icon indicates that the reviewer has not checked out the
project or does not have the rights to conduct that review. To perform the
technical review, a reviewer must check out the project.

REVIEW ICON:

By selecting the review icon in the review column on the technical review
screens, the reviewer will be able to access the review screen for each Law
or Executive Order.

DELETE ICON:

E3

The delete icon enables the reviewer or authorized users to delete certain
information that has been added to EMIS, such as laws, general comments,
conditions, attachments, manually-entered projects, programs, etc.

ATTACHMENTS ICON:

4

By selecting the attachments icon, the reviewer is able to add attachments
to a project or view attachments.

CHECKMARK

ICON:

v

A small checkmark next to an icon indicates that conditions, comments,
or attachments have been added to a project.

CONDITIONS |

CON:

by

By selecting the conditions icon, the reviewer is able to add conditions to a
project or view conditions.

REVIEW REQUEST ICON:

44

(Y

The review request icon indicates that the Historic Preservation and
Floodplains review have been completed and the project is ready for
Environmental review.
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RE-WORK REQUESTED ICON:
m The re-work requested icon indicates that the project has been reworked to

atechnical review queue. Click on the icon to view the rework history and
view the reason(s) for the re-work request.

7.2 Quick Reference Guide: Adding Conditions, Comments, and
Attachments

7.2.1 Adding Comments

A Reviewer should add Comments to a project to document the presence of resources
or environmental conditions in or near the project area, to summarize the analysis or
steps taken to determine if the project has the potential to have adverse impacts to EHP
resources, and to indicate why the EHP review may be on hold. There are three
different areas in EMIS where reviewers may add comments to a project.

To a Law or Executive Order

Comments can be added to a specific Law or EO by typing in the Comments box at the

bottom of each Technical Review screen. Comments should be added to a law or EO

as follows:

e To indicate the presence of resources in or near the project area that are relevant to
that EHP law or EO.

e To summarize attachments related to the review under that law or EO, such as
concurrence letters from SHPO or FWS.

e To summarize resource agency consultation.

e To summarize any other analysis relevant to making a determination under that law
or EO.

. EHP: Environmental and Historic Preservation

ol Workflow  Reports

Executive Order 11988 - Floodplains
Workdiow Tast - 001 Miami, FL Baach Recla

Review Crleria
......... s Mo conchnled

1-Add comment

2-Save comment

| Privacy Pl | &coevility | Condoct U | ome | Logoot | FAD | Uner's Guidde

Figure 7.1: Adding Comments to a Law or Executive Order

To the NEPA Determination

Comments can be added in a couple of places on the NEPA determination screens.
Comments in these screens should be limited to documenting:

e The presence of Extraordinary Circumstances.

e General summary of NEPA Determination process, if needed.
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e Description of the project Scope of Work.

NEPA Determination - Extraordinary Circumstances
EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI

1-Check box for
Extraordinary
Circumstance

2b-Enter General NEPA
Determination comment

Commants

2a-Enter Extraordinary
Circumstance comment

Heuseve Staty

Cetarmnmtion: [P =]

3-Save comment

i petwn |

—

Figure 7.2: Adding Comments to the NEPA Determination

Note: Comments entered on Laws, EO and NEPA screens can not

be edited or deleted.

General Comments to the Project

General comments can be added to the project from the NEPA Determination,

Environmental Laws, and Executive Orders screens by using the Comments command
button. General comments should be added to a project when:

e There are circumstances that are causing a delay in the EHP review
« Additional coordination with the Calling Program, Applicant, or sub-Applicant is

Required.

myRoles

MEPA Dietermination
aws

All Conditions
Al Comments

Whorkflow Diagram

Environmental Review: Environmental Laws
EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI

Rework History.

Delete Queue Environmental Law

New Comments: Environmental Review

Environmental  Wild an: ivers Act (WSR)

Historie Mational Historic Preservation Act (NHPA) ) R
EMIS TTT-002 R4 TEST PROJECT 002 FOR EMI ,
Environmentsl | Endangered Species Act (ES4) 2-Enter title and
User:  NELSON,BARBARA
Environmentsl | Coastsl Barrier Resources Act (CBRA) | Daber  HZIG0000743PM comment
Tithe:
nWeter ot (CRR)
1' FrO m any &l Tone Management Act (CIMA)
screen, click andWidife Cooreination Act (FACA)
Comments and
3 n air Act(cas)
then click NEW
land Protection Policy Aot (FPPA) 3-Save comment
igratary Bird Tresty Act (MBTA)
Endronmend an-Stevens Fishery Conservetion
1t Act (MS8)
Save Carel

Queue: Environmental Revisw Approved: | <) User: MELSON, BARDARA

Status: Pencling Date: 06/27/2007 01:41 PM

Attachmerts. Comments. "] Acd Forward

Figure 7.3: Adding General Comments to a Project
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Note: General comments can be deleted by the author.

7.2.2 Adding Conditions

Conditions are specific requirements that the applicant must meet in order for the
project to be compliant with one or more EHP Law or Executive Order. Conditions often
specify permits that must be obtained from regulatory agencies, or measures that must
be followed during project implementation to reduce, avoid or mitigate adverse effects to
EHP resources.

Conditions can be added to a specific Law or Executive Order, or generally to the
NEPA determination. Conditions appear on the REC, and are returned to the Calling
Program.

To a Law or Executive Order

Conditions can be added to a specific Law or EO by selecting the “click here” link below
certain statements on the REC screens.

EHP: Environmental and Historic Preserzation
Version: 3.00.02 11/13/2007 12:00 PM_ Server: MWEGUA1|
Workflow Reports Executive Order 11990 - Wetlands Conditions

EMIS TTT-O0Z RA TEST PROVECT D02 FOR EMI Conddions

2-Enter condition

Executive Order 11990 - Wetlan
EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI

.
X 3-Save condition
™ N etffects on wetlands and project outside wetlands -
(o Located in wetlands or effects on wetlands
[ad Beneficial Effect on Wetland - Review concl

Ad save | cose |
& Possible adverse effect associated with con:

' Review completed s part of floodplain revisvw - Review concluded

Entored By

& 5 Step Process Complete - documertation attachsd - Review concluded
Click here to enter/view project conditions

c orr i 4-Click add button to write
more conditions

1-From REC form screen,
click here to enter

Review Status

conditions select a review status for this Executive Order: [Hot Applicable =
EQ Attachments... | Sove | Return |  =<PreviousEo | NeEO == |

Figure 7.4: Adding Conditions to a Law or Executive Order

Note: Conditions can be edited or deleted by the author. Conditions are
transmitted to the Calling Program and appear on the REC.

General Condition to the Project

General conditions can be added to the project from the NEPA Determination screen
by selecting the conditions icon £ and adding text in the pop-up dialogue box.
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General conditions are those that don’t apply to a specific Law or Executive Order,

including:

e Land use conditions such as obtaining easements or zoning.

e General construction requirements such as hours of the day when activity is
allowable.

Environmental Review: Environmental Laws CI k d . .
EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI ICK on con Itlons icon
to add condition for Bowork Hitery
Dolete Gusus [ —— - SpeC|f|C law Conditinne Attachimonts
Histork: Nnticnal Historie Praservation Act (NHPA) 1 con Ed
Ervvironmmental | Endangered Species A0t (FSA) [Fl  wPvocess Ed
Ervironmentsl | Coastal Barrier Resources Aot (CBRAY [ competsa El
Ervironiy ental | Clean VWatar Act (CAA ) 71 et appicatss Ed
Erwircnmentsd | Coastel Zone Management Act (CIMA) 1 Completed [+
A A - s |5 & permanent comment - smadso y
Erwironmentsd  Flsh and Wilkilife Coardination Act (FWCA) 1 nfrocess DRATACIT 18IS OMT e
Erwirnnmentnl | Claan Alr Ant (CAL) ] not Applicabie Ed
Froviromemedal  Farmland Protection Palicy Act (FPRAY [F1 Mot Applcabie Ed
[ ental  Mgratary Dird Trasty Sct (MOTA] [F1 Mot Applicatie Ed
Magruseon. e Fisheey Consmrvation and -
Ervironiy ket At (MDA 71 ot applicatie Ed
Ervwircnm entel VVIKI and Scenic Rivers Act (WSR) [E1  mot appicatee E
Queue: Ervirormectsl Raview Approved: [Song <] U HELSCH, RARBARA Stadum: Prnding : DRM2TI2007 01:41 B
W Ak Forward

//
Click Attachment button or icon
to add attachments

Figure 7.5: Adding General Conditions and Attachments to a Project

7.2.3 Adding Attachments

A Reviewer should add Attachments to a project to document any analysis or
consultations conducted in order to reach a compliance determination. There are two
places to add attachments to a project in EMIS.

To a Law or Executive Order

Attachments can be added to a specific Law or EO by selecting the Attachments
command button at the bottom of the REC screens.

Attachments should be added to a Law or Executive Order as follows:

e Documentation of the presence or absence of a resource in or near the project
area (e.g., pictures, maps, technical surveys/reports) that is relevant to that law
or EO

e Copies of correspondence with a regulatory or resource agency (e.g., scanned
letters, email files)

[ J

General Attachments to the Project

General attachments are those that don’t necessarily apply to a specific law, apply to
multiple laws, or are Program related. They can be added to a project from the
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Attachment command button on the Environmental Laws and Executive Orders

screens. General attachments may include:
e Documentation clarifying the scope of work
e Land use agreements such as easements or deeds
e General correspondence with the Calling Program, Applicant, or sub-Applicant
e Site reports; meeting reports
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