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EMIS TRAINING AGENDA [note: can be revised as needed depending on audience and time available]
Date TBD
Day 1
	8:30 a.m.
	Welcome and Administrative Announcements
	Instructor TBD

	
	
	

	8:50
	Course Introduction and Objectives
	Instructor TBD

	
	
	

	9:00
	Getting to Know You
	Instructor TBD

	
	
	

	9:15
	Module 1: EMIS Overview
	Instructor TBD

	
	
	

	10:00
	Break
	

	
	
	

	10:15
	Module 2: Getting Started in EMIS
· 2.1: Accessing the EMIS

· 2.2: Standard Links in EMIS

· 2.3: Inbox Navigation (Subject Tabs; Sidebar Link; Project Data Table; Command Buttons)

· 2.4: Managing Projects in the Inbox (Sort, Filter, and Search Functions and All Reviews)
	Instructor TBD

	
	
	

	11:00
	Exercise: Getting Started
	Instructor TBD

	
	
	

	11:15 a.m.
	Module 3: The EHP Project Technical Review
· 3.1: Checking Project In/Out

· 3.2: Subject Tabs and Sidebar Links (Environmental Workflow; EOs Environmental Laws and NEPA Determination)
	Instructor TBD

	
	
	

	11:30 a.m. 
	Lunch
	

	
	
	

	12:30 p.m.
	· 3.3: Performing the Historic Preservation (HP) Review
· View Subgrant Application Sections

· The REC Format and Radio Buttons
	Instructor TBD

	
	
	

	1:15 
	· 3.3: Performing the HP Review (Continued)
· Adding Comments

· Adding Conditions

· Adding Attachments

· Setting the Project Review Status

· Adding Additional HP Laws to a Project Review

· Approving and Forwarding a Project
	Instructor TBD

	2:00
	Exercise: Performing the HP Review
	Instructor TBD

	2:15
	Break


	

	2:30
	· 3.4: Performing the Floodplain Review
· The REC Format

· Adding Comments, Conditions, and Attachments

· Setting the Project Review Status

· Approving and Forwarding a Project
	Instructor TBD

	
	
	

	3:00pm
	Exercise: Performing the Floodplain Review
	Instructor TBD

	
	
	

	3:15
	· 3.5: Performing the Environmental Review and NEPA Determination
· The REC Format

· Adding Comments, Conditions, and Attachments

· Navigating Among the Environmental Laws, EOs, and NEPA Determination Screens

· Setting the Project Review Status

· Adding Environmental Laws or EOs to a Project Review

· Documenting the NEPA Determination
	Instructor TBD

	
	
	

	4:15
	Exercise: Performing the Environmental Review and NEPA Determination
	Instructor TBD

	
	
	

	4:30pm
	Wrap-Up and Adjourn
	


Day 2
	8:30 am
	Module 4: Case studies/EMIS practice 
	Instructors to monitor

	
	
	

	10:00
	Break
	

	
	
	

	10:15
	Module 5: Quality Assurance and Quality Control
	Instructor TBD

	
	
	

	
	· 5.0: Environmental Officer Review

· 5.1: Rework

· 5.2: Check-in Tool
	

	
	
	

	11:00
	Module 6: Management and Administrative Functions
	Instructor TBD

	
	
	

	
	· 6.1: Reports

· 6.2: Saving a Copy of REC to Archive

· 6.3: Managing Programs (Establishing Required Conditions; Establishing Workflow)
· 6.4: Manual Project Entry

· 6.5: Useful EMMIE Reports to Help Manage EMIS Workflow 
	

	
	
	

	11:45
	Course Summary
	Instructor TBD

	
	
	

	Noon
	Adjourn
	












