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COURSE ADMINISTRATION

|. Introduction & Goals

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 all EHP Review. The Web-enabled tool, EMIS, is
designed to facilitate the process of evaluating FEMA-funded projects and environmental and
historic preservation compliances.

Goals of EMIS are:
e To make the EHP compliance determination process more efficient to allow rapid
approval and funding of Applicant’s projects.
e To store all EHP-related documentation in a standard manner in a single place.
Goals of the EMIS training are:
e To train EHP cadre members to use the EMIS (EHP Management Information System)
e At the conclusion of the course the participants should be able to understand how to
use EMIS for conducting and documenting EHP project reviews

Il. COURSE OBJECTIVES

Upon successfully completing this course, participants will:
e Be knowledgeable about EMMIE, eGrants and EMIS.
e Be able to access and navigate the EMIS system.
e Use EMIS to conduct a EHP Review and generate a Record of Environmental
Consideration (REC)
e Use EMIS to conduct a QA/QC review
e Be knowledgeable about record keeping and reporting capabilities.
e Perform administrative Functions in EMIS

lIl. TARGET AUDIENCE

The target audience of the EMIS Training Course includes EHP Specialists, Program Staff
(PA, 1A, Mitigation, Preparedness and Grants Management), EHP Managers including REOs,

V. COURSE DESIGN/DURATION

The course is designed as a required 1-1%: days of class room instruction followed by 4-6
hours of lab practicum over the next 2-3 days while the instructor is on site. (This design
allows for a flexible schedule while students gain practical experience with the system.) The
class should be taught by at least two instructors, to develop the knowledge, skills, and tools
that employees need to use EMIS. PREREQUISITES: 1S-253 (online version required) or L-
253 Coordinating EHP Compliance (preferred).

EMIS Training Admin-3 September 2008



COURSE ADMINISTRATION

V. INSTRUCTOR QUALIFICATIONS

The instructors may originate from any of the following: FEMA Headquarters (HQ) personnel;
FEMA Regional Environmental Officers (REOs); EHP program specialists; and FEMA's trained
Disaster Assistance Employees. The instructors should have the following qualifications:

e Must be experienced instructors with EMIS subject matter expertise.
e The instructors must be able to facilitate discussions and effectively deliver and explain
the instruction content.

While it is possible for a single instructor to present this course, it is strongly advised that at
least two instructors be used. It is in important that one of the instructors has in-depth
knowledge and/or solid experience in the EHP review process. Other disciplines and subject
matter experts may also be useful as part of the instructor team.

VI. COURSE MODULES

Introduction: This section provides information about the course objectives, materials and
references, and the course’s organization structure. The module also includes an exercise to
introduce instructors and participants.

Module 1: EMIS Overview addresses:

EMMIE, eGrants and EMIS background information

Terms and concepts associated with EHP reviews

Roles in EMIS and associated positions

Concept of queues and workflows

Who to contact for technical support for using the EMIS system.

Module 2: Getting Started in EMIS introduces patrticipants to:
e Accessing the EMIS System
e Standard Links in EMIS
e Inbox Navigation
» Subject tabs
» Sidebar Links
» Project Data Table
» Command Buttons;
e Managing Projects in the Inbox
» Sort Function
» Filter Function
» All Reviews.
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Module 3: The EHP Project Technical Review provides instruction on:

e Checking Projects In and Out

e Subject Tabs and Sidebar Links in the Technical Review Pages

e Performing the Historic Preservation Review
Viewing Subgrant Applications (PW)
REC Format and Radial buttons
Adding Attachments, Comments and Conditions
Setting Project Review Status
Adding Additional HP Laws to a Project Review
Approving and Forwarding a Project
e Performing the Floodplain Review

» REC Format and Adding Comments, Conditions and Attachments
» Setting Project Review Status, Approving and Forwarding a Project

e Performing the Environmental Review and NEPA Determination
REC Format and Adding Comments, Conditions and Attachments
Navigating among the Environmental Laws, Executive Orders & NEPA
Setting the Project Review Status
Adding Additional Environmental Laws to a Project Review
Documenting the NEPA Determination, Approving and Forwarding a Project
Adding Comments, Conditions and Attachments to the NEPA Determination
STATEX determination
CATEX determination
Environmental Assessment Determination
Environmental Impact Statement Determination
e Rework Command.

VVVVVYY

VVVVVVVVYVY

Module 4: Lab Practicum provides:
e An opportunity for participants to independently practice the skills learned in the course
prior to the final evaluation (Instructors will remain on site to offer support as needed.)
e Final Case Review and Evaluation

Module 5: Quality Assurance/Quality Control (Environmental Officer) Review provides
instruction to:
e Environmental Officer Review — Navigate through the EMIS system to conduct a QA/QC
review
e Search Subject Tab
e Reworking a project
e Check-in Tool.
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Module 6: Administrative Functions provides:

Reports (Data Warehouse)

Saving a copy of REC to archive file

Overview for Managing and Viewing Programs
Establishing Workflow

Manual Project Entry

Using EMMIE Reports to Manage EHP Workflow

VIl. MATERIALS REQUIRED

The materials listed below are required to conduct the course. You may wish to add other
materials to make the course more relevant to the participants.

Instructor’s Guide

PowerPoint presentations

Instructor computer with projector

Computer system with FEMA Intranet access and TDL availability and rights
Sample attachments for resource agency consultation

Student Manual

Student Handouts; Job Aids; and Quick Reference Guides

Student computers (minimum of 1 per 2 students)

Vill. COURSE PREPARATION

This Plan of Instruction presents a structure for a 1-1% -day classroom-based course. To
prepare to present this course, instructors should:

Review the Instructor Guide, PowerPoint visuals, Student Manual, and student
handouts.

EMIS refresher is needed.

Develop instructor notes to help emphasize key points and to relate their own as well as
participants’ experiences to the course content. Instructors’ notes should also reference
specific case studies.

Reproduce or order any handouts that will be provided for the participants.

Review the class roster to become familiar with the audience.

Verify the availability of classroom, TDL and training projects, equipment and materials
as well as a comfortable seating arrangement

Coordinate TDL with user rights. Develop backup plan if TDL down.

Coordinate with JFO Training Officer and logistics
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IX. SCHEDULE

Sample agenda is provided to assist the Course Manager and Lead Instructor to prepare for
the delivery of the course.

Delivery at EMI or Regions
E/L-248 EMIS Training
Delivery at JFO or Field Offices
N-160 — Overview for Public Assistance Cadre (PACS)
N-161 — Modules 1-4 for EHP Specialist, Team Leads and Managers
N-162 — Modules 5 & 6 for Team Leads and Managers

DAY 1...(N-161 or E/L-248)

8:30 — 9:00am Welcome and Introductions. . ...................... Course Manager
9:00 — 9:45am Module 1: EMIS Overview. . . ... Lead Instructor
9:45 — 10:00am Break

10:00 — 10:30am  Module 2: Getting Started. . . . . ..................... Lead Instructor
10:30 — 12:00noon Module 3: The EHP Project Technical Review. .. ....... Lead Instructor
10:30 — 12:30pm  Lunch Break

12:30 — 3:00pm Module 3: The EHP Project Technical Review. . ........ Lead Instructor

Module 4: Lab Practicum (to be determined by Lead Instructor for
individual students

Day 2. ..(N-162 or E/L-248)

8:30 — 9:30am Module 5: QA/QC (Environmental Officer) Review. . . . ... Lead Instructor
9:30 —10:30 am Module 6: Management and Administrative Functons . . . . Lead Instructor
11:00 — 11:15am  Review/Course Evaluation. . . ....................... Lead Instructor
11:15am Adjourn

X. DEPLOYMENT

Instructors should be available for up to five days: two (2) instructors for required classroom
training; one (1) instructor for follow-up lab practicum.

Xl. EVALUATION

Participants will be able to evaluate the course and provide feedback through the use of a
written evaluation tool. Students will be evaluated through successful completion of EHP
Review case studies.
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COURSE INTRODUCTION

Total Time: 30 minutes

Objectives: The Course Introduction provides an overview of the EMIS Training
Course. At the end of this module, participants will be able to:

e Describe the purpose and main learning objectives of course.

e |dentify the basic organization of the course modules and the
require materials.

e Understand the objectives and expectations of the course.

Scope: This module includes the following topics:

e Welcome and Introductory exercise
e Course purpose and learning objectives
e Description of course format and materials.

Methodology: The Course Manager/Facilitator will begin by officially welcoming the
participants and discuss administrative requirements before turning the
course over to the Lead Instructor.

The Lead Instructor will set the tone for the course and should begin by
introducing him/herself and the other instructors in some creative and fun
way. Next, he/she should conduct an introductory exercise in which each
participant will introduce him/herself.

The Lead Instructor will introduce the purpose and main learning
objectives of the course followed by a review of course materials and the
overall course format.

The Instructor should provide an opportunity towards the end of the
Course Introduction for the participants to ask any questions about how
the course will be conducted or what the students should learn by the end
of the course.

Equipment: The following equipment will be required to deliver this course:

e Microphones (instructor and participants — dependent on room size)

e Instructor computer with projector

e Computer system with FEMA Intranet access and TDL availability
and rights

e Power Point software

e Student computers (minimum of 1 per 2 students)

e 2-3 Flip charts with markers
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Time Plan: A suggested time plan for this module is as follows:
Welcome (Administrative) 10 minutes
Introductions 10 minutes
Learning Objectives 5 minutes
Course Materials/Format 5 minutes
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EMIS Training

Course Introduction

Lecture: Course introduction — 30 minutes. Welcome presented by course
manager/facilitator.

Welcome to EMIS (Environmental & Historic Preservation
Management Information System) Training.

To meet the Office of Management and Budget's e-government requirements, FEMA is
standardizing the electronic data collection and storage of all EHP reviews. The Environmental
and Historic Preservation Management Information System (EMIS) is an internet-based
system that facilitates the process of evaluating FEMA-funded projects for potential impacts to
natural and cultural resources and for documenting project compliance with EHP laws,
Executive Orders, and other requirements.

Goals of EMIS are:
e To make the EHP compliance determination process more efficient to allow faster
approval and funding of Applicant’s projects.
e To store all EHP-related documentation in a standard manner in a single place for all
FEMA programs.

Goals of the EMIS training are:
e To train EHP cadre members to use EMIS.
e At the conclusion of the course the participants should be able to understand how to
use EMIS for conducting and documenting EHP project reviews.
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Ground Rules

Turn pagers / phones/ blackberries OFF or place on VIBRATE
(Please wait until breaks to return all calls)

Be respectful of others and their opinions
Be positive

Limit war stories

Participate

Be punctual

Have FUN!

%) FEMA

Ground rules presented by course manager/facilitator:

e Turn pagers / phones / blackberries Off or on Vibrate (Please wait until breaks to return
all calls)

Be respectful of others & their opinions

Be positive

Limit war stories

Participate

Be punctual

Have FUN!

After brief administrative announcements (site specific), the Course Manager/Facilitator will
introduce the Lead Instructor.

The Lead Instructor should begin introductions by introducing him/herself and other
Instructors in some creative and fun way, but including at least the following info:

Name

Background

Current position
Years with FEMA
Teaching experience

Take a few minutes to discuss the instructor’s role in the course, which is to “facilitate”
learning, not to simply lecture to the participants; in order to serve in this role, however,
students must willingly participate and engage in discussion.
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Introductory Exercise

Name
Current program/position

Experience with Environmental and/or Historic Preservation
Reviews

Experience working with NEMIS and/or EMIS

Course Expectations

¥ FEMA

The Introductory Exercise

Purpose: In order to get to know the participants and let them become familiar with each
other, the Lead Instructor will conduct an introductory exercise.

Directions: The Lead Instructor should ask each individual to stand and introduce
themselves using the slide categories as a guide. The instructors/facilitator will
write the course expectations on flip charts.

Time: 10 minutes

NOTES:
This introductory exercise is just one example among many that the Lead
Instructor can use during this time. If the instructor uses another exercise,
however, be sure that it meets the same objectives (assisting the instructors and
participants in learning about each other) and it fits within the allotted time.

Some other suggestions include:

e Learning from Experience: have the participants introduce themselves and explain
one important lesson they have learned in the past about environmental/historic
preservation review.

e Challenges and Objectives: Have each person identify their (actual or anticipated)
challenges in environmental/historic preservation reviews and their objectives for the
training. Have them write these on flip charts and share with the class.
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e First Job: Have participants introduce themselves and share something they learned
on their first paying job.

e Experience Tally: Ask each participant how long he/she has worked in
environmental/historic preservation cadre (in years) or in FEMA (in years). Point out
that the class will have X number of years of experience on which to draw.

e Good or New: Ask each person to share something good or new they have
experienced in the last 24 hours.
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Course Objectives

At the conclusion of the course participants will:
Be knowledgeable about EMMIE, eGrants and EMIS.
Be able to access and navigate the EMIS system.

Use EMIS to conduct a EHP Review and generate a Record of
Environmental Consideration (REC)

Use EMIS to conduct a QA/QC review

Be knowledgeable about record keeping and reporting
capabilities.

Perform administrative Functions in E-MIS

%) FEMA

Once the participants and instructors have had an opportunity to introduce themselves and
share their course expectations, the Lead Instructor will briefly provide the participants with the
overall objectives of the class, and what each of the participants should know by the end of the
course.

= Be knowledgeable about EMMIE, eGrants and EMIS.

= Be able to access and navigate the EMIS system.

= Use EMIS to conduct a EHP Review and generate a Record of Environmental
Consideration (REC)

= Use EMIS to conduct a QA/QC review

= Be knowledgeable about record keeping and reporting capabilities.

= Perform administrative Functions in EMIS

EMIS Training Intro-9 September 2008



COURSE INTRODUCTION

Course Materials

Student Manual

Quick Reference Guides
List of Acronyms/Application Icons
Glossary of Terms
Roles and Responsibilities Matrix
Navigating EMIS for EHP Specialist
Conducting a Technical Review for EHP Specialist
Adding Comments, Conditions and Attachments

Record of Environmental Consideration

%) FEMA

The students should have each received a number of course materials to be utilized
during the course and to be referenced in the future. Go over each of these materials

with the students.

At each of the students’ workstation, there should be a small binder containing the
student course manual, which is an assemblage of all PowerPoint slides, case studies
and other relevant course materials.

EMIS Training
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Course Format

E/L248 — EMIS Training (Resident and Regional deliveries)

DFTO Deliveries o )
N161 — Reviewing Project in EMIS, Section 1

Module 1: EMIS Overview

Module 2: Getting Started in EMIS

Module 3: The EHP Project Technical Review
Module 4: Lab Practicum

N162 — Reviewing Project in EMIS-Admin Functions, Section 2

Module 5: Quality Assurance/Quality Control (Environmental
Officer) Review

Module 6: Management and Administrative Functions

%) FEMA

This EMIS training is divided into six (6) independent modules.

NOTE:

Using the guide that follows, briefly explain the content of each module and which

modules will be covered in the current class:

Module 1: EMIS Overview addresses:

NACS Roles and Positions used in EMIS
Concept of queues and workflows

Module 2: Getting Started in EMIS introduces patrticipants to:

e Accessing the EMIS System
e Standard Links in EMIS
¢ Inbox Navigation
» Subject tabs
» Sidebar Links
» Project Data Table
» Command Buttons;
e Managing Projects in the Inbox
» Sort Function
» Filter Function
» All Reviews.

EMMIE, eGrants and EMIS background information
Terms and concepts associated with EHP review

Know who to contact for EMIS technical support

EMIS Training Intro-11
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Module 3: The EHP Project Technical Review provides instruction on:

e Checking Projects In and Out

e Subject Tabs and Sidebar Links in the Technical Review Pages

e Performing the Historic Preservation Review
Viewing Subgrant Applications (PW)
REC Format and Radial buttons
Adding Attachments, Comments and Conditions
Setting Project Review Status
Adding Additional HP Laws to a Project Review
Approving and Forwarding a Project
e Performing the Floodplain Review

» REC Format and Adding Comments, Conditions and Attachments
» Setting Project Review Status, Approving and Forwarding a Project

e Performing the Environmental Review (including NEPA Determination)
REC Format and Adding Comments, Conditions and Attachments
Navigating among the Environmental Laws, Executive Orders & NEPA
Determination screens
Setting the Project Review Status
Adding Additional Environmental Laws to a Project Review
Documenting the NEPA Determination

» Adding Comments, Conditions and Attachments
STATEX determination
CATEX determination
Environmental Assessment Determination
Environmental Impact Statement Determination
e Approving and Forwarding a Project
e Rework Command.

VVVVVYY

YVVV VY

Module 4: Lab Practicum provides:
e An opportunity for participants to independently practice the skills learned in the course
prior to the final evaluation (Instructors will remain on site to offer support as needed.)
e Final Case Review and Evaluation

Module 5: Quality Assurance/Quality Control (Environmental Officer) Review provides
instruction to:
e Environmental Officer Review — Navigate through the EMIS system to conduct a QA/QC
review
e Search Subject Tab
e Reworking a project
e Check-in Tool.
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Module 6: Administrative Functions provides:
e Reports (Data Warehouse)
Saving a copy of REC to archive file
Overview for Managing and Viewing Programs
Establishing Workflow
Manual Project Entry
Using EMMIE Reports to Manage EHP Workflow

At the end of Modules 1, students will review knowledge learned by completing a matching
exercise. To practice skills taught in Module 2, students will access the EMIS system and
complete a fill in the blank search for information.

Students will complete practical exercise reviews of Module 3 with Case Studies (1 for
each process.

Following the 1¥2 days of classroom instruction, participants will work independently to
complete Reviews of 4 cases. Instructor(s) will be on site to answer questions and give
guidance as needed. The 4 case reviews completed by each participant will be evaluated
by the instructor(s) to determined successful completion of the course objectives.
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Module 1: EMIS Overview

Total Time:

30 minutes

Objectives:

Scope:

Methodology:

Equipment:

Time Plan:

The EMIS Overview provides background information about EMMIE,
eGrants and EMIS. At the conclusion of this module, participants will be
able to:

e Be knowledgeable about EMMIE, eGrants and EMIS background
information.

Understand the terms and concepts associated with EHP reviews
Understand the NACS Positions and associated Roles in EMIS
Understand the concept of queues and workflows

Know who to contact for EMIS technical support

This module includes the following topics:

EMMIE, eGrants and EMIS Background Information
Terms and Concepts

Positions and Roles

Queues/Workflow

Technical Support.

The instructor will conduct an overview of the module objectives.

Using lecture and power point presentation the instructor will engage the
participants in a discussion of EMIS; Terms & concepts; Positions and
Roles, Queues/Workflow and Technical support.

Following the instruction, a Practical Exercise: Position/Roles will be
administered.

The following equipment will be required to deliver this course:
e Microphones (instructor and participants — dependent on room size)
e Instructor computer with projector
e Power Point software

A suggested time plan for this module is as follows:

Lecture/Power Point Presentation 20 minutes
Practical Exercise 10 minutes

EMIS Training
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Module 1: EMIS Overview

Slide 1:

Module 1: EMIS Overview

Lecture/Power Point Presentation: EMIS Overview — 20 minutes. Presented by course
instructor.

Slide 2: ..
Objectives

Be knowledgeable about EMMIE, eGrants and
EMIS

Understand the terms and concepts associated
with EHP review in EMIS

Understand NACS Positions and associated
Roles in EMIS

Understand the concept of queues and
workflows

o x A
X rENVIA

Instruction Speaking Points:

Instructor will review the module objectives from slide 2.
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Module 1: EMIS Overview

Slide 3:
Background Information

An web-based system

Automatically generates an electronic version of
a Record of Environmental Consideration (REC)
for each project

System stores all EHP-related analyses and
documents

Currently supports MTeGrants (PDM, FMA, SRL)
and EMMIE (PA)

LT, p——

7 FEMA

Instruction Speaking Points:

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 Applicant’s 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. Experienced EHP Reviewers will navigate easily
among the EMIS review screens in a manner similar to navigating the Microsoft Word version
of the REC.

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 Public
Assistance (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 database systems that the funding
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programs maintain.* Projects are submitted to EMIS by a funding program. The EHP
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 FYQ8.
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.

Slide 4:

Benefits

Store all EHP-related documentation in a
standard manner in a single place

Make EHP project review more efficient

Expedite the internal process which allows
for faster approval and funding of projects

-

N e A
N7 PLRIVIA

Instruction Speaking Points:

= Store all EHP-related documentation in a standard manner in a single place
= Make EHP project review more efficient
= Expedite the internal process

Slide 5:

Terms and Concepts
EMMIE/EMIS/MTeGrants
Funding Program/Calling Program
EHP Review/Technical Review
Rework
Standard Conditions
Record of Environmental Consideration (REC)
Data Warehouse
TDL

¥ FEMA

! These systems currently include EMMIE, the new grants management system used by PA that is replacing
NEMIS; and MTeGRants, the grants management system used by several non-disaster mitigation grant

programs.
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Instruction Speaking Points:

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.

MTe-Grants- 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 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 queues in 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.
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TDL- Acronym that stands for Test Development Lab; the training and development site for FEMA's
internet-based systems, including EMIS.

Slide 6:

Positions and Roles

Positions used in EMIS:

Historic :
i Environmental
Preservation I;Iood_plﬁlln Specialist
Specialist pecialist

EHP Team Regional
Lead EHP Advisor Environmental

Officer

¥ FEMA

Instruction Speaking Points:

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.

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.

Slide 7:

Positions and Roles
User Roles in EMIS are tied to EHP Positions
assigned in NACS:
Historic Preservation (HP) Specialist
Write to the HP Technical Review in EMIS
Read-only the FP and ENV Technical Reviews
FloodPlain (FP) Specialist
Write to the FP Technical Review in EMIS
Read-only the HP and ENV Technical Reviews
Environmental (ENV) Specialist
Write to the ENV Technical Review in EMIS
Read-only the HP and FP Technical Review

¥ FEMA
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Module 1: EMIS Overview

Instruction Speaking Points:

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.

» Roles of the Historic Preservation (HP) Specialist

» Write to the HP Technical Review in EMIS

» Read-only the FP and ENV Technical Reviews
*» Roles of the FloodPlain (FP) Specialist

> Write to the FP Technical Review in EMIS

» Read-only the HP and ENV Technical Reviews
» Roles of the Environmental (ENV) Specialist

» Write to the ENV Technical Review in EMIS

» Read-only the HP and FP Technical Review

NOTE:
Positions and Roles continue on slide 8 and 9.

Slide 8:
Positions and Roles cont’d.

EHP Team Lead
Write to the HP, FP and ENV Technical Reviews in EMIS

Write to the Environmental Officer Review and return project to Calling
Program

Submit request for team assignment in NACS
Environmental Advisor is generally a policy support position at the JFO
and has a limited Role in EMIS

Read-only the HP, FP and ENV Technical Reviews in EMIS

Write to the Environmental Officer Review and return project to Calling
Program

Submit request for team assignment in NACS

¥ FEMA

Instruction Speaking Points:

= EHP Team Lead
> Write to the HP, FP and ENV Technical Reviews in EMIS
» Write to the Environmental Officer Review and return project to Calling Program
» Submit request for team assignment in NACS

= Environmental Advisor is generally a policy support position and has a limited

Role in EMIS

» Read-only the HP, FP and ENV Technical Reviews in EMIS
> Write to the Environmental Officer Review and return project to Calling Program
» Submit request for team assignment in NACS
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Slide 9:
Positions and Roles con’d.

Regional Environmental Officer

Write to the HP, FP and ENV Technical Reviews in EMIS
Write to the Environmental Officer Review; approve and
return project to Calling program
Establish the Workflow in EMIS
Submit and approve request for team assignment in NACS

Program Staff (e.g. Public Assistance and Mitigation staff
Read-only access to the HP, FP and ENV queues in EMIS

¥ FEMA

Instruction Speaking Points:

= Regional Environmental Officer
» Write to the HP, FP and ENV Technical Reviews in EMIS
» Write to the Environmental Officer Review; approve and return project to Calling
program
» Establish the Workflow in EMIS
» Submit and approve request for team assignment in NACS
= Program Staff (e.g. Public Assistance and Mitigation staff)
» Read-only access to the HP, FP and ENV queues in EMIS

Slide 10: Queues

EMIS assigns projects to Technical Reviewers based on a
system of Queues

A queueis a holding place in EMIS where a project
review resides until a Technical Reviewer documents
EHP compliance.

FOUR REVIEW QUEUES IN EMIS:
HP Review Queue
FP Review Queue
ENV Review Queue

EO Review Queue

¥ FEMA

Instruction Speaking Points:

Queues - 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 the FP Role manage the FP Review Queue, and
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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.

Slide 11:

WORKFLOW

Most Inclusive Workflow:

HP
Review

FP
Review

ENV
Review

Calling
Program

EnvOff Calling
Review Program

¥ FEMA

Instruction Speaking Points:

Most Inclusive 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.

Slide 12:
WORKFLOW

Workflow where ENV Reviewer performs

HP
_ Review —
Calling Calling
Program B Review Program

Review
(also
performs
the FP
Review)

FP Review:

¥ FEMA

Instruction Speaking Points:

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 EnvOff Reviewer
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Slide 13:
WORKFLOW

Most Streamlined Workflow

ENV

Calling (REUEL Calling
Program (&0 Program
performs
the HP,
FP, and

EO
Reviews)

¥ FEMA

Instruction Speaking Points:

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
gueue 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 EnvOff 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.

Slide 14: Technical Support

If problems are encountered in EMIS, contact the IT
Helpdesk at 1-866-476-0544 or MTeGrants@dhs.gov
(for issues relating to Mitigation grant projects) or
FEMA-EMMIE@dhs.qov (for issues related to PA
projects)

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

EMIS programmatic issues or suggestions can be
directed to OEHP HQ at FEMA-EHPSystem@dhs.gov.

¥ FEMA

Module 1 - Review Exercise: Students will review knowledge learned by completing a

matching exercise. Hand out exercise — allow 10 minutes for completion and review of
the exercise.
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Module 2: Getting Started in EMIS

Total Time: 30-45 minutes

Objectives: At the conclusion of this module, participants should be able to:
e Access and navigate EMIS
e Locate projects and data

Scope: This module includes the following topics:
e Accessing EMIS
e Standard links in EMIS
e Inbox Navigation
» Subject tabs
» Sidebar links
» Project data table
» Command buttons
e Managing Projects in the Inbox
» Sort Function
» Filter Function
» All Reviews

Methodology: The instructor will conduct an overview of the module objectives.

The instructor will demonstrate navigating through EMIS to participants
through the use of the computer program. Students will practice each skill
immediately following demonstration using the TDL/Interactive Power
Point.

Administer a Practical Exercise Review at conclusion of instruction
Equipment: The following equipment will be required to deliver this course:

e Microphones (instructor and participants — dependent on room size)

e Instructor computer with projector

e Computer system with FEMA Intranet access and TDL availability
and rights

e Power Point software

e Student computers (minimum of 1 per 2 students) with TDL/Power
Point access

Time Plan: A suggested time plan for this module is as follows:
Accessing the EMIS System 5 minutes
Standard Links in EMIS 5 minutes
Inbox Navigation 10 minutes
Managing Projects in the Inbox 10 minutes
Practical Exercise Review 15 minutes
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Module 2: Getting Started in EMIS

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://online.fema.net home screen.

FEMA

Online.fema.net

Logisti Offices

Operations Assistance

Time & Attendance
Washington, DC Area
Remaining Localities
WebTA

Federal Operating Status

Human Capital
Main page
Benefits
Programs
Employment Opportunities

ePerformance

Tools
Bulletin Boards
Email Web Access
Employee Phonebook
HEMIS Password Change
Enterprise Data Warehp
FOC Communica

ISAAC Portal

Services
IT Help Desk

Knowledge Center
(Training)

Mitigation

Operations Management Directorate Affairs

Johnson Testifies on Disaster Housing Assistance

Click on ISAAC Portal from the
online.fema.net home screen
to access EMIS.

Archive

«Stillo Speaks at Brown Bag Lunch, Addresses Formaldehyde

Questions Read Wore

O Louisiana Residents Attend Public Meetings, CDC Discusses
Formaldehyde Test Results BEead More

o Secretary Cheroff Sends Fith Year Anniversary Message to
Employees Read More

o FEMA Partners with Aidmatrix Foundation to Improve Disaster
Donations Process Read Mare

o FEMA Announces §1530 in Homeless Prevention Aid Awards for
2008 Read More

External

Admin &
Resource
Planning

IT Services

MNews and Information
The New FEMA Vision

Photo Library

Hews Clips

FEMA Positive Buzz
Employee Hewsletters
Announcements

Quick Links

Hational Situation Updates
Weather Watches & Warnings
Rules of Behavior and
Computer Awareness
Training

Intranet Index

Resources

Forms

Policy and Guidance
Correspondence Guidelines
Branding Guidelines
Internetintranet Guides
DHS Online

HSIN Login

FERA. gov

Figure 2.1 Accessing EMIS

DHS

Instructor: Login to EMIS. If using the TDL, explain that in the live
environment, the NEMIS user name and password would be entered

to access EMIS. However, in the training environment, EMIS “TDL
User Accounts” will be used.

2.1.1 Logginginto 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.
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—r —————r = =

:@ FEMA - RII-IIS Integrated Secureilt:.“{ ;and gﬁsﬁss Control System

To reduce loss of ite and property and protect our retion's crmcal infrastructure from sl ly'pes of hazards through & comprehensive, risk-
based, emergency managemert program of mitigation, preperedness, response and recavery

Al figlds marked with an asterisk () are required! Enter User Name
| . “Useri: |
Click to Login l passwords [ —L
I g
S [ Rz ’\‘ Enter Password

Session expires in thirty minutes for this application

FEMA Home

Espafiol | Accessibility | Site Help | Site Index | FEMa Contact | FEMA Home
FENIA, 500 C Street Sv, Washington, D.C. 20472 Phone: (202) 5661600

Figure 2.2: Login Screen

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 a Calling Program, e.g. MT eGrants or EMMIE, to view
grant applications

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

‘38 FEMA - DHS Integrated Security and Access Control System ' 3 LA,

Version: 2.09.00-10252007 Server: mweg2w2 " s FEMA Home | Logout

Click to enter EMIS and
perform the EHP Review

Click here to request new privileges

? Enwir and Historic Preservatis 1

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

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

Figure 2.3: Select Program Screen

Instructor: Demonstrate and explain the Subject Tabs, expanded
Top-Right Standard links, Sidebar links, navigating the Project Data Table,

Command Buttons by clicking on the links, the Sort, Search, and
Filter Functions and All Reviews.
Check In/Out will be discussed in Module 3.

EMIS Training 2-6 September 2008



Module 2: Getting Started in EMIS

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 2.4)

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

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.

A . EHF: Environmental and Historic Preservation
Versi 3

3.00.00 05/22/2007 14:00 PM  Server: MWEGUA11 | user session u{ill‘e_:pﬁmﬁ |'Ks_| Home | Logout | EAQ | User's Guide

£

Inbox Reports _ Search

myRoles Subject tabs \
- E Expanded Top-right Standard Links
TETES 1Y SETe g e aPpTORTTETE CHEck DORe s atg CCRIng

Inbax The Inbox displays the EHP gueues that are ready for you to process. You may check out g

All Reviews the Check Cutin button. After checking out a queue, click the corresponding link in the Queue column to continue processing.
DHS Component: IFEMA j' Program: j' Disaster Humber: E
Region: m State: j‘ FY: |2007 j'
Checked Out By : j'
Filter I Hide Filters I Feset |
Sidebar links owl1 -1 j' Show &l showing 1- 10 0f 128 pext | Last
Select Checked Out By Program Disaster # FY Project ID Queue Queue Status Date

MALDONADG, JOMAR  EMIZTT 2007 EMIS TTT-002 [(] E Historic Reviewy Q62772007

SHICK, LALRA EMISTT 2007 EMIS TTT-002 E E Environmertal Revigw 0B/27/2007
™ check ot Fris 2007 Fma-pl-01-yT-2007-001 @ JE] IVD ) Historic Review 0372972007 —
I check out 2007 FMA-PJ-03-PA-2007-003 (01 [(] E: Environmertsal Review OEME2007
™ check out 2007 FMA-PJ-03-PA-2007-003 (0] [(] E Floodplains Reviews 06mes2007

Check Gutin |

Project data table Standard Bottom Links

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

Ll

Figure 2.4: Inbox Elements
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@ NEVER use the Windows “BACK BUTTON" Q Back -
to navigate to a previous screen.

2.3.1 Subject tabs

Subject tabs at the upper left corner of the screen link to different functional capabilities of the
system, such as the “Report” 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.”

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 the online User’s 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
and Figure 2.4).

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 Module 1)

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

myRoles

Figure 2.5: myRoles
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2.3.4 Project Data Table

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:

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.

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 to document EHP compliance.

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.

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.

g‘\ FEMA - EHP: Environmental and Historic Preservation L 3 f =
G = Version: 3.00.00 05/22/2007 14:00 PM  Server: MWEGUA11 User session Will sxpire i 29 .alks_| Home | Logout | FAQ | User’s Guide
Inbox Reports Search
myRoles Inbox Command Buttons Filter Function
Inbe The Inbox displays the EHP queues that are ready for yo S5 You may check out qgueues by selectin tiate check boxes and clicking
Al Reviews the Check Qutiln button. After checking out a gqueue, click t ponding link inthe Gueue colurmn i processing
workFlow Diagram DHS C: FEMA 'I Disaster Humber: 'j
Show all projects Region: [ =] [ E|
in Queue Checked Out By :
Fiter | | HideFiters | Reset |
=1 Show &1 showing 1-10 of 128 Next | Last
Select Checked OutBy  Program Disaster# FY Project ID Queue Oueue Status Date
MALDONADS, JOMAR | EMISTT 2007 I5] [ Historic Review O/27 /2007
SHICH, LALIRA EMISTT IS TTT-002 IZ] [ Environmertal Reviev O6/27/2007
™ Check out e, Ema-pPI-01-vT-2007-001 () FE] [V Historic Review 03/28/2007 —
[T check Out 2007 EMAPJ-03-Pa-2007-003 100 FS] [ Environmertsl Revieve OE0E/2007
I check 2007 FMAPJ-03-P2a-2007-003(0) P [F]  Floodslsins Review OBME2007
Click any heading to
Figure 2.6: sort by that column Gheck outm
Command
Cnmmand Riittnn
Buttons
| privacy Policw | Accessibiiky | Contact Us | Home | Logout | EAQ | User's Guide |
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2.4 Managing Projects in the Inbox

Instructor: Demonstrate and explain the Sort, Filter, and

Search Functions.

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 A A . EHP: Environmental and Historic Preservation
£ FEMA - &

3.00.00 05/22/2007 1400 PM  Server: MWEGUA11 User session w’illiexp‘gizs rm | Home | Loout| Fn| User’s Guide

Inbox Reports Search

Filter by Criteria

myRoles Inbox
Inbo The Inbox displays the EHP queues that are ready foryou to process. You may check out queues by the appropriate check hoxes and clicking
All Reviews the Check Qutin buttan. After checking out a queue, clickthe carresponding link in the GQueue co cantinue processing.
‘iorkFlow Diagrarn DHS Component: | FEMA 'l Program: I 'l Disaster Humber: I 'l
Region: j' State: I j' FY: IQUW j'
Checked Out By : I j'
Navigate to Search Fiter | | HideFites | Rest | Sort Columns
screen
Show]1-10 7| Show an showing 1-10 07128 Next | Last
Select Checked Out By Program Disaster # FY Project 1D Queue Queue Status Date
MALDOMADO, JOMAR | EMISTT 2007 EMIS TTT-002 [ [0 Historic Review 0B/27 52007
SHICK, LAURA EMISTT 2007 EMIS TTT-002 [(] E Environmental Rewviesw: OB/27 12007
I Check Out [EEN 2007 | FhA-PJ-01 -4 T-2007-001 (0 [(] m Histaric Review 03/29/2007 —
I Check Out [EEN 2007 | FhA-PJ-03-PA-2007-003 (0 [(] E Environmental Review: 0662007
I Check Out 305N 2007 | FhA-PJ-03-PA-2007-003 (0 E(] E Floodplaing Review 0662007
Check Outin

| Privacy Policy | Accesshbiity | Contact Us | Home | Logout | FAG | User's Guide

-

Figure 2.7: Sort, Search and Filter Functions

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.

ON A SINGLE DISASTER OR FOR THOSE WORKING ON A COUPLE

THE SORT FUNCTION IS MOST USEFUL FOR REVIEWERS WORKING
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 Date.
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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 Filter command button.

e Select criteria from the drop-down boxes and click the Filter command button. Only
projects that meet the selected criteria will appear in the Inbox.

e To show all of the projects in the Inbox again, select the Reset command button. The
Inbox will remain filtered until the filter is reset.

The Filter function is most useful when working on projects from several different disasters, in
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 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.

FILTER BY SELECTING PROGRAM FIRST, THEN REGION, THEN STATE,

“DRILL DOWN” TO A DESIRED PROJECT OR PROJECTS USING THE
AND FINALLY DISASTER NUMBER OR FISCAL YEAR, IF USEFUL.
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Ny J A _ EHP: Environmental and Historic Preservation e 8 -
FEMA - e tazais User session Will expire in30 r*l_| Home |

Inbox Reports Search

e
Logout | EAQ | User's Guide

mfioles search Projects General Criteria

Inbox Please enter ane or more search criteria below. After entering your Search criteria click the Search butto
All Reviews search includes data based onthe DHS Components, Programs, Regions, and Disaster/Events whic)

for Projects that match your criteria. The
HF roles enable you to see.

Search Criteria

DHS Component: bt Program: I bt Disaster Event: l_;[
Fv: |5 T Region: I b State: bt

Waorkflow Diagram

Qualifier Drop Downs

Projectin: |- =l oueue: | -]
Project Title: |= =l OQueue Status: | 4
HEPA Determination: 4 Queue Status Date: |- = i |

Search I Reset

Specific Criteria
Click to Search

| Erivacy Policy | Accessibility | Contact Us | Home | Logout | EAQ | User's Guids

Figure 2.8: 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.

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.
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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 2003
(Program = PDM,; Fiscal Year > = 2003).

2.5 All Reviews

The All Reviews screen allows users to view all the projects to which their NACS rights allow
them access. NACS rights are assigned on a Regional and 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 Reviews 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 Reviews users can view or check on the status or details of compliance issues of
projects that are not in their Queue.

P g 4

\‘@ FEMA - £HF: Environmental and Historic Preservation
Filter by Criteria

Version: 3.00.02 11-3/2007 12:00 PM  Server: MWEGUA10 | User session u-’illr

i1t | EAQ | User’s Guide

Inbox Reports Search

myRoles P
All Reviews
Inbox Th =LV Ban 1TE=Y each userto view all projects available in the systern to which that us
ol Reviews CI k
Ick on S Componer ;| FEME Program: = Disaster Humber: 'I
‘orkflow Disgram i
Headmg to Sort Region: nd State: =1 Fv: 2007 =]
Fiter Hide Fiters | Fisset
showing 1 - 10 07 187 next | Last
Environmental Environmer ntal
Ev Project ID Project Title Review Started Review C
EMISTT 2007 EMIS TTT-002 = 1 R TEST PROJECT 002 FOR EMI 06/27 /2007
- Framingham Stormevater Back flow
_PJ-01-M4-2007-001 (0] 3
Fha, 2007 EMA-PJ-01-4A-2007-001 (0 = - Ererromtion st 3 L ooations 037292007 074162007
e, 2007 EMA-PJ-O1-pa-2007-002 () FE) City of Peabody, M - Proctor Brook 03729/2007 07N 82007
ation Project

FRA, 2007 EMa-Plotmezoo7oozc S [ Guincy, MaT 03/29/2007 0741642007
FRA, 2007 EMA-PI-01-pa-2007-004 (0)_~FT) [ Town of Scitust [2a/z007 0741642007

Workflow Icon

> City of Peabody,
Fha, 2007 = - Pl Witigetion [29/2007 07202007

Fhda, P01 T -2007-001 (0] =8 & City of Mortpelier, T Fr4, 2007 03/29/2007

> Hackensacl k River Flood Mitigation -
-PJ-02-1-2007-001 (0] 3

REC Repon lcon EMA,-PJ-02-01)-2007-001 (0 = 01 El Eoroh of Nows hitford 0307 /2007 08A7.2007
2007 FMA-PI-02MJ-2007-002 (0) = 1 Proposed Stormywater Pump Stations 0307 /2007 084172007
e, 2007 EMA-PJ-D2-1)-2007-00% (0} 5] | g rineston Township Flood Miigation 0307 2007 08/ 742007

Acouisition Project

| Privacy Policy | A ibility | Contact Us | Home | Logout | FAG | User's Guide

Figure 2.9: All Reviews

The All Reviews 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.
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To navigate the All Reviews 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.

Instructor: After instruction is completed, have students login to
EMIS and practice navigating through the Inbox (Subject tabs,

top and bottom standard links, sidebar links, the project data
table, and the sort, filter and search functions.
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Module 3: The EHP Project Technical Review

Total Time: 3-5 Hours

Objectives: At the conclusion of this module, participants should be able to:
e Navigate through EMIS to perform a technical review
e Generate a completed Record of Environmental Consideration (REC)

Scope: This module includes the following topics:
e Checking projects In and Out
e Subject tabs and sidebar links in the technical review screens
¢ Viewing sub-grant application (PW) in calling program’s system
e Performing the Historic Preservation review
» REC format and radio buttons
» Adding attachments, comments and conditions
» Adding additional HP laws to a project review
» Setting project review status
» Approving and forwarding a project
e Performing the Floodplain Review
» REC format and adding comments, conditions and attachments
» Setting project review status, approving and forwarding a project
e Performing the Environmental Review and NEPA Determination
REC format and adding comments, conditions and attachments
Navigating among the Environmental laws, executive orders &
NEPA
Adding additional Environmental laws to a project review
Adding comments, conditions and attachments to the NEPA
Determination
STATEX determination
CATEX determination
Environmental Assessment determination
Environmental Impact Statement determination
Setting the project review status
Approving and forwarding a project
e Rework Command

VVVVVY VV VYV

Methodology: The instructor will conduct an overview of the module objectives.

The instructor will then engage participants in a series of exercises
anchored to one or several actions discussed throughout the module.

Practical Exercises Review with Case Studies (1 for each process)
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Equipment: The following equipment will be required to deliver this course:
e Microphones (instructor and participants — dependent on room
size)
e Instructor computer with projector
e Computer system with FEMA Intranet access and TDL availability
and rights
e Power Point software
e Student computers (minimum of 1 per 2 students) with
TDL/Power Point access
Time Plan: A suggested time plan for this module is as follows:
Checking Projects In and Out 10 minutes
Subject Tabs and Sidebar Links
in the Technical Review Screens 10 minutes
Performing the Historic Preservation Review 30 minutes
Performing the Floodplain Review 30 minutes
Performing the Environmental Review and
NEPA Determination 1 hour
Rework to Calling Program 10 minutes
Practical Exercises 1.5 hours
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3. The EHP Technical Review

Instructor: Demonstrate and explain how to check-in/out a project

and how to enter the Technical Review screens, the Subject tab —
Environmental Workflow; Side bar links; and Command Buttons.

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 check out, the Reviewer may write-to the review
screens, add comments and attachments, etc.

To check out a project:

e 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.

¢ Preservation

GUA1 User session I&’illp}p e iy 30 rmj Home | Logout | FAQ | User's Guide
Inbox Reports Search
myRoles Inbox
Inbox The Inbox displays the EHP gqueues that are ready for you to process. You may check out queues by selecting the appropriate check boxes and clicking
Al Reviews the Check Oubin button. After checking out a queue, click the corresponding link in the Gweue column to continue processing.
workflow Diagram DHS Component: IFEMA 'I Program: = Disaster Number: m
Region: | = State: 'I Fy: | 2007 >
Checked Out By : j'
Fiter | | HideFiters | Resz |
Show|1-10 :[' Shay Al showing 1 - 10 0f 129 Next | Last
Select Checked Out By Program Disaster # FY Project ID Queue Queue Status Date
™ check Out EMISTT 2007 EMIS TTT-002 [(] E Historic Review 06/27 /2007
I~ cCheck out EMISTT 2007 EMIS TTT-002 E E Environmental Reviewy 06/27 /2007
Check Cut FM& 2007 EmacPe-01-vT-2007-000 (0[5 [ Historic Review 032952007 I
DANFORTH, ROBIN Fhdt 2007 FMA-PJ-03-MD-2007-001 (0) m E Envitonmental Review: 03/21/2007
DANFORTH, ROEBIN SN 2007  FMA-PJ-03-MD-2007-001 (O E E Historic Re N 03/21/2007
Check Out Fra 2007  EMA-PJ-03-PA-2007-002 () E»] E Enviranme| iEY 0B/06/2007
Ot Fhdd 2007 Ema-p-03-pa-zo07-002 1) FE] [ Floodslsin DBME2007
Select Project(s) HARDEGEM, STEVEN ~ Ema 2007 Emacpsod-pacoor-onz @ 19 ] b
: -
to check out Select link to enter
the Technical
/Ml Review Screens
Select Check Out
command button
TRECy PONCY | BECEssiomty | Contact Us | Home | Logout | FAQ | User's Guide |

Figure 3.1: Checking out a Project
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To perform a Technical Review of the project, click on the link in the Queue column.

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, i.e. HP, FP, AND EHP 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.

T Y EHP: Environmental and Historic Preservation
5 AA -
D FEMLA - o B e o St ey

User session Wil expiE ig30 RS | Home | Logout | FAD | User's Guide
Inbox  Environme; ptal Workflow Reports

Environmental Workflow
EMIS -002: R4 TEST PROJECT 002 FOR EMI

Queue Approved user Status

Environmental Workflow
Subject Tab

EHP Technical
Review Queue

Status of EHP
Technical Review

| Brivacy ol licy | ity | Contact Us | Home | Logout | Fa | User's Guide =

Figure 3.2: Environmental Workflow

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 queue(s), the
reviewer can use these links to move between the different review screens without having to
return to the Inbox.
o Use the Environmental Laws link to navigate to the Environmental Laws screen
to document compliance with all of the EHP Laws.
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3.2.3

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.

R / £EHP: Environmental and Historic Preservation
H dA -
§ FEMA - 71

.00.01 09/10/2007 16:00 PM  Server: MWEGUA11 User session will Expire i 16 r*s_ | Home | Logout | FAQ | User's Guide
Inbox  Environmental Workflow  Reports

myRoles Environmental Review: NEPA Determination
MEPé: Determination EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI

Environmental Laws

it k History
Executive Orders ennork Histor

Level Review Status Comments Conditions
Al Conditions ﬁ
I: Pending  likewise, this one cannto be erased - smadson - 071272007 i
4l Comments © sTaTEx 17.05:51 GMT biah blah kete - Ishick - 031062007 18:40:35 wm
EMT
workFlow Diagram = CATEX (Documentation Level 2)

(i)
© Environmental Assessment

" Environmental Impact Statement

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

H H ueue: Environmental Reviews Approved: - User: NELSON, BARBARA Status: Pending Date: 0G/27/2007 O:41 PM
Sidebar Links seiect.. 0
attachments... | comments.. | Save | Forward |
Command Buttons
| Privacy Policy | Accessibilty | Contact Us | Home | Logout | FAQ | Uset's Guide -

Figure 3.3: Sidebar Links

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.

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” |
to navigate to a previous screen; doing so may O Back -
kick the reviewer out of EMIS. _—
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3.3 Performing the Historic Preservation Review

Instructor: Demonstrate and explain how to perform the
Historic Preservation Review:
Viewing subgrant application sections; the REC format and radio

buttons; adding Comments, Conditions and Attachments;
setting the project review status; adding additional HP laws to a
project Review; and approving and forwarding a project.

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.

(&

S FEM A - FHP: Environmental and Historic Preservation = i~ R ——
& Version: 3.00.01 09/10/2007 16:00 PM  Saruar. AMarciasn lcsr session uﬁllﬁxp‘ﬁmu r*s_l Home | Logout | FAQ | User’s Guide
Inb Reports  Search : :
e SO S 3-Click Project ID to access
— Project Worksheet (PW)
Inbox 4-Select link to enter
Inbox The Inbox displays the EHP gqueues that are ready for you to proce check out queues by selecting the appr: Historic Review Queue
All Reviews Check Outin button. After checking out a queue, click the correspo the Gueue columnto continue processil
‘Workflow Diaaram DHS Component: |FE'\"A =1 Progr =l Disaster Humber.
Region: | =] st |
Checked Out =1
Filter ilters: I Rezet |
Showe [1-10 ‘IsmwAu ing 1- 10 0f 127 Mext | Last
Select Checked Out By  Program Disaster# FY Project ID Queue Status Date

¥ check out EMISTT 2007 poz IE] ] Historic R OB£27/2007

I~ Check out EMISTT 2007 oz I8 [ Eovirony Asl Review DB27i2007

I Check out Ety 2007 | EMA-PL01-vT-2007-001 (o FS) 7] Historic Review 032902007

1-Select project DANFORTH, ROBIN Etas, 2007 | Fumspansmoonnrom 0y B [ environmentald  6-View Environmental
to check out DANFORTH, ROBIN ] 2007 | EMA-Paosmp-2o07-00 ¢y ) [V Historig Workflow
I check out i 2007 EMAPI03-PA-2007-002 (1) FD) Environmental Review 0BDE2007
™ Check out Frae 2007 Fmapan3pe-2o07-002(0) | [ Floodplains Review 0B/B/2007
HARDEGE, STEVEN Eh, 2007 | EMA-PL0spa-2007-002 0y FO) [V Historic Review DBG2007
I check out Fha, 2007 | EMsPL0Ps2007-003 (o) 5] [V] Envirormentsl Reviewr O6/D62007
I check out V%@ [l Fioodpisins Review OBDE2007
5-View Record of Environmental Cheok Outin
Consideration (REC) Report 2-Select Check Out/In
I Command Button =

Figure 3.4: Accessing the HP Review Queue

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

[ ]

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

e Click on Project ID to view the subgrant application (PW) in a separate window (3)

e Select Historic Review link in the Queue column to navigate to the Environmental Laws

screen where the HP Review screen is accessed (4)
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From the Inbox, Reviewers may also:
e Click on REC Icon ' to view Record of Environmental Consideration (REC) report (5)
e 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 sub-grant application from the Calling Program.

— Entire Application

— SUBGRANT APPLICATION
Preparer Infarmation
PAD6.0K-1735 PW00003(0) £ Contact Informetion
——— Project Description
Ap;:!hcam Name: |NORMAN |App|lcatlun Title: | Damage Facilies
Period of Perfarmance Start: |12-1B-QDD? |F’ermd of Performance B8] Environmental and Historic Preservation
Mitigation
Cost Estimate
Subgrant Appﬁcation - Entire Applfcatfon Insurance Infarrmation
| Comments and Attachments
Application Title: Debris Removal (DR 002) 1-Select section you —E ENE
Application Number: P2 060K 735 P 00003(0) wish to view from
Application Type: Subcrant Application (P (oGl GEm 2-Click “GO".

Preparer Inforrmation
Prefix hdr.
First Mame Donal
Middle Initial
Last MNarne Wright
Title Squad Leader (PO)
Agency/Organization MName FEmA
Address 1 PO Box 50302
Address 2
City Midwest City
State Ok
Zip 73140 Click on “Previous Section” or
Ernall B “Next Section” to move
between sections
Z< Previous Section Mext Section >/é
J Select “Close Window” to
Close Window —} return to Inbox
| —1

Figure 3.5: Viewing Subgrant Application Project Worksheet (PW)

e From the Subgrant Application screen in EMMIE, use the drop-down box in the
upper right hand corner to view the entire application or select a portion of the
application to view (1)

e Click the “GO” button (2)

e The Project Application window may be left open and minimized for future reference
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Example: View Scope of Work:

PA06-0K-1735-PW00002(0) P

Wpplicant Name:

[NORMAN

[Application Title: [Debris Rernoval (DRW 001)

Period of Performance Start ‘12—18—200?

[Period of Performance End |p5-15-2008

Subgrant Application - Facility Details

Facility Marms

Debris Removal (DR 001)

Address 1:

Address 2

County:

Cleveland

City

State:

oK

ZIP:

Was this site previously damaged?

Mo

Location:

415 E. Main Street, Morman, Ok 73071

Damage Description and Dimensions

The event, caused damage in the form of vegetative debris to City's jurisdictional responsibility
Streets, curbside, alleys, and parks are all inclusive

Scope of Work:

Wark Completed: 12 days of Contract Services ( Monitaring) at $28 80500 per day totaling §
345 BB0.O0 . The starting date: Dec.29, 2007 through Jan. 09, 2008. YWork to be Completed: 7
days of Contract Serices (Monitoring) at $28 805.00 per day totaling § 201 635.00. The starting
date: Jan. 10, 2008 through Jan 15, 2008. Costs obtained frorm documentation retained in this
file. The applicant has been advised to retain all applicable records, including load tickets,
tipping fees, daily records, load guantities and etc. This is the first of several versions of this
praject that will need to be signed

GIS Coordinates

Project Location

Latitude Langitude

415 E. Main St

35.22304 -57 43802

Go Back

Close Window —

B

Select “Close Window” to return
to Inbox

Figure 3.6: View Scope of Work

To print a section, select the Print Preview from the windows file menu and then click the

Print button.

When you are finished, click the Close Window button.

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.

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.
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TA EHP: Environmental and Historic Preservation
A~ :

Version: 3.00.01 09/10/2007 16:00 PM  Server: MWEGUA10 | User session will Exp‘ﬁ iy 30 m | Home | Logout | FAQ | User's Guide

Inbox Environmental Workflow  Reports

myRoles Historic Review: Environmental Laws
MEPA Determination  EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI

Environmental Laws

Revwvork Histary.

Executive Orders Rework Histor
Delete Queue Environmental Law Review Status Comments Conditions Attachments

All Conditions

&l Commenks Historic Mational Historic Preservation Aot (NHP#) ﬂ Completed @ ﬂ

Environmental Endangered Species Act (ESA) In Process @ ﬂ

wiorkFlow Diagram

Environmental Coastal Barrier Resource; H Completed

Environmental  Cle: H Mat Applicable Status Of review
stal Zone Management Act (CIMA) Fl competed B E
H . N = this iz & permanert comment - smadson - & &
;0 perf(}rm Lhe [echn ||9a||( and Wildite Coordination Aot (FRICS) ] mnProcess OB 100Y 15285 GMT v E

eview for that Law, clic
. ! n Al Act (CAA) ] et Applicable B E
on Review Icon
Inland Pratection Policy Act (FRPA) ] Mot Applicable B E
Environmental Migratory Bird Treaty Act (MBTA) H Mat Applicable @ ﬂ
Magnuson-Stevens Fishery Conservation and - & &
Environmental Managemert At (ME4) H Mat Applicable m u
Environmental Wild and Scenic Rivers Act WSR) H Mat Applicable @ ﬂ
Queue: Historic Review Approved: |geject vI User: MELSOM, BARBARA Status: Pencling Date: 06/27/2007 01:41 PM
Attachments... | Commerts... I Al Farweard I

| Privacy Policy | Accessibility | Contact Us | Home | Logout | EAG | User's Guide

Figure 3.7: Accessing the HP Technical Review

3.3.2 The REC Format and Radio Buttons

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.

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

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.

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

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.
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ic Preservation .

: MWEGUA10 | User session will E.pﬁ iy 20

FEMA - ZHP: En

Inbox  Environmental Workflow Reports

myRales National Historic Preservation Act (NHPA)

NEPA Determination EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI
Erwironmental Laws
Executive Orders

. Larwy Attachments.. .| Save Return Mext Lawvy ==
All Conditions
All Comments

Review Criteria

‘orkflow Diag A " A .
arion Diaqram Mot type of activity with potential to affect historic properties - Review concluded

s Applicable executed Programmatic Agreement. Activity meets Programmatic Allowesnce (enter date and # in comments) - Review col
Click here to enter/view project conditions

“Review Concluded”
Statement

o Applicable executed Programmatic Agreement (enter date in comments).

* Standard Section 106 reviews
Historic Buildings and Structures,
Mo properties in the project area are 50 years or older or listedd on the Mational Redister - Review concluded

& Building or structure 50 years or older or listed on the Mational Register in the project area and activity not exempt from review

Radio Button
" Determination of Mo Histaric Properties Affected (FEMA& findingsSHPOTHPO concurrence attached) - Review concluded
ick here to enteriview project conditions

Determination of Histaric Properties Affected (FEMA finding!SHPOITHPO concurrence sttachedd)

s Property a Mationsl Historic Landmsrk snd Mational Park Service was provided early notification during the consultation process. If not, 3|

Add Conditions link

™ Mo Suverse Effect Determination (FEMA finding/SHPO/THPO concurrence attsched) - Review concluded
lick here to enter/view project conditions

Adverse Effect Determination (FEMA, finding/SHPOITHPO concurrence sttached)

Resolution of Adverse Effect completed. (MOA sttached) - Review concluded
Click here to enteriview project conditions

Archeological Resources
s Project affects only previously disturbed ground - Review concluded
i« Project affects undisturbed ground
i~ Project area has no potential for presence of archeological resources
" Determination af na histaric properties affected (FEMA findin/SHPOUTHPO concurrence or consultation sttached) - Review concluded
& Project area has potential for presence of archeological resources

" Determination af no histaric properties affected (FEMA finding/SHPCOUTHPO concurrence attached) - Review concluded
Click here to enter/view project conditions

' Determination of histaric properties aftected

R eligible resources not present (FEMA finding/SHPCOYTHPO concurrence sttached) - Review concluded
Click here to enteriview project conditions

R eligible resources present in project area. (FEMA finding! SHPOTHPO concurrence attached)

™ No Adverse Effect Determination. (FEMA, finding/ SHPOITHPO concurrence attached) - Review concluded
Click here to enter/iview project conditions

Comments
Box

™ agverse Effect Determination (FEMA finding’ SHPOTHRO concurrence attached)

' Resalution of Adverse Effsct completed. (MOA sttached) - Review concluded
Click here to enter/view project conditions

oI i ences

Set status
of review

Add Attachments

Review Status

Please select & review status for this Environmental Lavw | Completed

Pending
In Process

Mot Applicable

Law Attachments. I Save I Return

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

Figure 3.8: National Historic Preservation Act (NHPA) review screen
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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/Correspond iC i ences

Review Status

Pleaze select a reviewy status for this Environmertal Law ICompIeted VI

Add a Comment Lawy Aﬂachments...l Save \I\ Return | et Lany == |

\\A:l_

Save Comment

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

Figure 3.9: Adding Comments to a law

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.
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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 3.10 (1)

e The Conditions pop-up screen will appear as shown in Figure 3.10. (2)
e Click Add (3)
e NHPA Conditions screen will appear (Figure 3.11) — Enter a condition (4)
e Click on Save (5)
Tnbox__ Envir IWorkilow _Reports B
mifloles National Historic Preservation Act (NHPA)
:im EMIZ TTT-002: R4 TE: 2-Conditions
Executive Orders Pop.up TESERIETA) Ty
All Conditions L_ nul .h:ln:ul.c. f’reur.v.l.llcfrf;lzl [tIHPMcnmluns

All Comments

Workflow Diag
oo Diadram 7 Nt type of activity with patential to affect historic praperties - RJ sona=]

" applicable executed Programmatic Agresmert. Activity meets P
Click here to enter/view project conditions

© applicable exscuted Frogrammatic Agresment (erter date in co

@ Standard Section 106 review

3-Click to add
new condition

.- . Mo properties in the prajsct area are 50 year

1-Add Conditions link
[ Building or structure 50 years or older or liste]
" Determination of Ma Histaric Properti

Click here to enterfview project]
' Determination of Historic Properties
' Property a Mational Histori

' No Adverss Effect Determ
Click here to enter viev

' adverss Etfect Determination (FEMA, finding/SHPOTHPO concurrence attached)

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 S_Save 11/30/2007 0301 PM [Mo =

4-Enter Condition

Add | 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.
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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)
Select document type from drop-down list (2)
Enter document description (3)
Click Browse folders to find document to attach (4)
A pop-up screen will appear to find file(s) to attach. Choose files to attach from pop-
up box (5)
Click Open to attach file (6)
e Click Save on the attachment screen to add attachment to project (7)
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W performance Messurss2 doc

Q © HEn|Like| w - JK 3 2-Select document
_ PRy type from drop-down
2| x[* New Attachment: National Historic Preservation Acl

_ EMIS TTT002) R TEST RROJECT 002 FOR EMI
Losk . [ 25 igaton Fles BN ) /
Sy ate: 1 "

o 3-Enter document

S [51oc formancs essuresdoc =z description 4-Browse folders
to find files

A
hy
s 7-Save

Fis I = Doen | Attachment

File: [anFies () | Cancel

—— I
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appears to choose 6-Click on P ——
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Figure 3.12: Adding an Attachment

1-Click on Law Attachment
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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/EQO), 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

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

Law Attachments. Save Return | Rzt Law ==

Review Criteria

Nt type of activity with potertial to atfect historic propertiss - Review concluded

ctivity meets Programmatic Allowance Center date and # in comments) - Review concluded

" Standard Section 106 revie e

c corr « fonReferences Set Status of Review

Click to save

Review Status

se select & review status for this Enviranmertal Leow : | Completed

Law Attachments...| Save | Return

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 underwaybut 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
e Use the Return button to navigate to the Historic Review: Environmental Laws screen
or the left sidebar links to navigate to other review screens
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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
= n A A - > Environmental and istoric Preservation & T~ — 1 V|eW AttachmEnts
.m.‘m»g st or ke et | User session Wil expitt in29 r*# added to this law
View Conditions
Historic Review: Environmental Laws added to this law
e Hnst:::ue Mational H.g(::::::v::?:::wm e Cum:::: @ &
\wWorkflow Disqram Environmentsl  Enclar NHPA Review [F1  inProcess i ?
e ] iscomplete [ [ ==
2l Cosstal Zone Management Act (CZMAY ] completea BR (<]
a1 | Fish and idite Coordinstion Act (AAICA) F  nerocess s Is & permanent commant - smadson - @ | HE
al  Clean &ir Act (CAL) 1 not spplicable ] E
al  Farmland Protection Policy &ct (FPPAY 1 not spplicable iz E
al  Migratory Bird Tresty Act (MBTA) =1 not spplicable [ciz] [}
Mot e g T ConmeTvaten el ot applcatie Add new HP law &2 ]
Environme: ntal Wild and Scenic Rivers Aot (WSR) 51 net Applicabls B3R ]
Queue: Historic Review  Approved: m User: NELSOMN, BARBARAS Date: 062772007 01:41 Pk
Attachments | Comments
Privacy Policy | Accessibiity | Contact Us | Home | Logout | EAG | User's Guide
Figure 3.14: Adding Additional HP Laws to the Technical Review (Part 1)
.‘««\/ Every project in EMIS is reviewed under NEPA and11 other standard EHP
o 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:

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

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

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

Additional laws must be documented by adding comments, attachments, or conditions
If a law 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).

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 a
)

pprove a project;

Go to the Historic Review: Environmental Laws screen

Select Yes from the “Approved” drop-down box located in the bottom middle of the
screen directly above the command buttons
Forward the project out of the Queue by selecting the Forward command button
A confirmation screen will appear, indicating that the Historic Review queue was
successfully completed; it will no longer appear in the Inbox
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Module 3: The EHP Project Technical Review

3.4 Performing the Floodplain Review

Instructor: Demonstrate and explain how to perform the
Floodplain Review:

REC format and adding Comments, Conditions and Attachments;
Setting the project review status, Approving and Forwarding a project.

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.

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 - £HF: Environmental and Historic Preservation

- = o
Version: 3.00.02 11/13/2007 12:00 PM  Server: MWEGUA10 | User session Wil E:pr in10 rm | Home | Logout | EAQ | User’s Guide
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Inboe The Inbox displays the EHP gueues that are ready foryou to process. You may check out gueues by selscting the appropriate check boxes and clicking the
Al Reviews Check Outin button. After checking out a gueue, click the corresponding link in the Gueue column to continue processing.
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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 [l in the Review column next to that EO.
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— - B e
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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:

e 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.
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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

Instructor: Demonstrate and explain how to perform the
Environmental Review and NEPA Determination:

REC format and adding Comments, Conditions and Attachments;
Navigating among the Environmental Laws, Executive Orders,
and NEPA Determination screens; Setting the project review status;
Adding additional Environmental Laws to a Project Review;

Documenting the NEPA Determination, Approving and Forwarding
a Project; Adding Comments, Conditions and Attachment to NEPA
Determination; STATEX determination; CATEX determination;
Environmental Assessment determination;
Environmental Impact Statement determination.

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

The Environmental Review requires more steps than do the Historic and Floodplains
Reviews. The Environmental Reviewer is responsible for documenting compliance with
NEPA and10 other Environmental Laws and two standard 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.

al and Historic Preservation i
742:00 PM  Server: MWEGUA10 | User session uﬁllsxpgiiﬂ rm'sj Home | Logout | FAQ | User's Guide

Navigation links between
Environmental Laws and
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EMIS TTT-002: R4 TEST PEQJIECT Q002 EQQ Skl

Rework History

Level Review Status Comments Conditions

[E] Pending likewise, this one canmto be erased - Smadson - 074 2/2007 2]

., o
7 STATEX 1T:05:51 GMT blah blah kete - Ishick - 08/06/2007 18 40:36
ST

% CaTEX (Documer ritation Level 2)
i)
© Environmertal Assessment

 Environmertal Impact Statement

™ Proiect is non-compliant (Checking this kax and saving will default all Environmental Laws and Exscutive Orders to Mot Complsted.)

Queue: Environme: rtal Review Approved: [zelect. . = User: NELSON, BARBARA, Status: Pending Date: 0B/27/2007 01:41 P
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Figure 3.21: Accessing the ENV Queue
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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, 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 [£]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 queue.
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/Correspondence/ConsultationReferences

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

Review Status

Fleaze select a review status for this Environmental Lawy

Completed
Pending

In Process
i(Co mpletecd

Mot Applicable

Lawy Attachments. | Save | Return | ==

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.

Queues before the NEPA determination can be made and before

@ The HP and FP Reviewers must forward the project out of their
the project can be forwarded out of the ENV Queue.

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

o Every project in EMIS is reviewed under NEPA and 11 other standard 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 EOs 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.
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.
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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 Is 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.

e |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.

oA 4 A _ EHP: Environmental and Historic Preservation
5 FEMA - 1 ]

-, = - B e
00.02 11/13/2007 12:00 PM S MWEGUA10 User session Wil expire iny 30 rm | Home | Logout | FAQ | User's Guide
Inbox  Environmental Workflowm  Reports

myRoles g
Add Environmental Laws
LEPA Determingtion EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI
Environmental Laws
Executive Orders Select Environmental Law
r Agmerican Indisn Religious Freedom Act (AIRFA)
Al Conditions
all Comments r Archaslogical Resources Protection Act (ARPA)
mf Archeological and Historic Preservation Act (AHPA)
‘Workflow Diagram
= Biald and Golden Eagle Protection Act (BGEPA)

~ Coastal Barrier Improvement Act (CBIA)

Comprehensive Environmental Response, Compensation and Liabilty Act (CERCLA)
Marine Protection, Research, and Sanctuaries Act (MPRSA)

Mative American Graves Protection and Repatriation Act (NAGPRA)

OTHER (enter specifics in comments]

Resource Conservation and Recovery Act, aka Solid Waste Disposal Act (RCRA)

ivers and Harbors Act (RHA)

jOa a0

& Air Quslity Laws

Burial Laws

=h, Wildlite and Natural Heritage Laws
ardous Materials and Solid Wiaste Laws

ic: Preservation and Archeologicsl Laves

Select Continue ]

a0 a0 9ana

Select additional laws

Continue | Cancel |

Figure 3.23: Adding Additional ENV Laws to the Technical Review

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 Statutory Exclusion
(STATEX), Categorically Exclusion (CATEX), requires an Environmental Assessment (EA),
or requires an Environmental Impact Statement (EIS).
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To enter the NEPA Determination screen, click on the left side bar link.

al and Historic Preservation
00 PM  Server: MWEGUA10

= — -
| User session uﬁ?llﬁ:p‘giﬂﬂ r*sj Home | Logout | FAQ | User's Guide
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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 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
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Conditions can be added to the NEPA determination by selecting the Conditions icon o)
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 B

EmIZ TTT-002: R4 TEST PROJECT 002 FOR EMI Conditions

Meonitoring

Delete Condition Entered By Entered Date Required
. e /2005 0525 PR | N 'I
X Click to add more conditions ¢
Al | Save I Close |

Enter conditions

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.

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.
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Figure 3.27: STATEXing a Project
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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 |E:'| to

go to the CATEX Categories screen.

_@“u A EHP: Environmental and Historic Preservation
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1-Select CATEX radio button

2-Click Save

Figure 3.28: CATEXing a Project

@/

THE ENV REVIEWER MUST SELECT SAVE BEFORE PROCEEDING
TO THE EXTRAORDINARY CIRCUMSTANCES SCREEN FOR THE
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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Inbox  Environmental Workflow Reports
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[l immediate project area has already been disturbed, and when those actions do not alter basic
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provided the operation of the completed project will not, of tself, have an adverse effect onthe
guality of the human environment;
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Level
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Deployment of Urban Search and Rescue teams; (D) Situstion Assessment including ground
and aerial reconnaissance, (E) Information and data gathering and reporting efforts in support
of emergency and disaster response and recovery and hazard mitigation;

(xix) The following emergency and dizaster response, recovery and hazard mitigation activitie:
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Figure 3.29: CATEX Categories
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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 or, the Reviewer must return to the
Environmental Review: NEPA Determination screen and change the NEPA determination

level to Environmental Impact Statement and click Save.
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Figure 3.31: Environmental Assessment

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 [l 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.
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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/EAIEIS 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/
guality 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

Instructor: Demonstrate and explain how to perform

Rework to Calling Program

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.

&

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

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

e |If a project was reworked by the Environmental Officer to a Technical Review queue,
the Rework B 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.
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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)

The project will be sent back to the calling program and the reworked Queue(s) will no
longer appear in the EHP Inbox.

Rework Request

PAOB-OK-173 1-Select Calling tis Remaval (CES 003)

Program to rework to o }
Flease selecttl er comments describing the reason(s) for requesting rewark.

Select Reason(s) for Rework Request

7 EMME

- — 2-Provide detailed
3-Select Cor}tlnue Cortinue Cancel reason why project
to submit is being reworked

Figure 3.34: Rework Request
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Instructor: Following completion of instruction, engage

students in the following exercise anchored to actions
discussed throughout the module.

Case Studies for In-class Discussions

During the Summer of 2004 continuous rains in the counties of Lebron, Jacen, Carroll and
Allimony in the State of Macondo produced multiple flooding events that caused extensive
damages throughout these counties. A Presidential Disaster Declaration was made.
Response operations, emergency protective measures, and temporary repairs have been
finished and FEMA is now engaging in long-term recovery projects including permanent
work.

Case Study 1: Gravel Road Washout Repair

Calling Program: EMMIE
Category C.
Cost $200,000.

SOW: “Return to pre-disaster conditions. Shoulder/ embankment work may affect shrubs
near a stream.”

Instructor’s notes: no culverts, 404 permit needed, FIRMette should be attached, allow for

rework to ask for FIRMette, FIRM shows road barely misses floodplains, consider indirect
impacts to floodplain, STATEX but review needed for floodplains and wetlands.

Case Study 2: FMA Project — Acquisition/ demolition

Calling Program: Mitigation eGrants (Flood Mitigation Assistance)
Cost: $1,500,000

SOW: “Project involves the acquisition and demolition of 10 structures. Two of the structures
were constructed in 1945. All houses have underground storage tanks.”

Consultation with SHPO was required and a letter from SHPO was received stating
structures are not historic. Lead paint and UST are issues.

Instructor’s notes: CATEX, lead paint issues, Environmental Officer should rework to
environmental specialist to address lead paint and UST, cellar must be backfilled will clean
fill; septic tank must be emptied and filled in.
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Module 4: Lab Practicum

Total Time: 4-6 hours — Independent review of cases

Objectives: At the conclusion of this module, participants should be able to:
e Successfully complete the review of four projects as assigned

Scope: This module includes the following topics:
e Students will work independently to complete reviews of 4 cases.
e Instructor(s) will be on site to answer question and give guidance

as needed
Methodology: Practical Exercises Review with Case Studies
Equipment: The following equipment will be required to deliver this course:
e Computer system with FEMA Intranet access and TDL availability
and rights

e Student Manual and Quick Reference Guides

Time Plan: A suggested time plan for this module is as follows:

Case Reviews 4-6 hours or time as needed to complete
assignments
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Module 4: Lab Practicum

4. Case Reviews

Instructor: Explain assignment and assign projects to review.

Case Studies for Lab Practicum

Hurricane Elisabeth, a Category 4 hurricane, made landfall on October 19, 2006 on the State
of Passthrough, causing significant damages throughout the state. All counties have been
declared for Public Assistance and Individual Assistance. The disaster is still open and
recovery work is ongoing. The State Emergency Management Agency has also applied and
has been selected for Pre-Disaster Mitigation funding. No Programmatic Agreement has been
executed in this state.

Case Study 1: Relocation and construction of new fire station

Calling Program: EMMIE
Category E.
Cost $950,000.

SOW: “Relocation of Engine 15 fire station. New site is an undeveloped parcel of land near the
Athena County airport. Area is covered with trees.”

Materials to Students: letter from FWS, site survey, list of endangered species in the area.

Instructor’s notes: Environmental Assessment required, improved project, after review
conducting an initial review specialist finds that county is prime habitat for the Passthrough
Scrub Jay (aphelocoma coerulescens), a Federally listed endangered species. Consultation
resulted in the request from FWS for FEMA to conduct a site survey between March 1 and
October 31. Survey was conducted on April 15 and again on June 6™ that resulted in a
determination that the undeveloped site is not suitable habitat for the Scrub Jay.

Case Study 2: Replacement of corrugated metal pipe culvert

Calling Program: EMMIE
Category C.
Cost $100,000.

SOW: “Repair to pre-disaster conditions. Project takes place near river.”

Materials to Students: map of county with wild and scenic river designation, article or previous
study from another agency stating interest from Tribes in fish from river, letter from FWS on
Migratory Bird Treaty Act, Magnuson Stevens, and Wild and Scenic River, letter from FWS on
fish passage issues for this river and suggesting an arched culvert as proposed mitigation.
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Instructor’s notes: CE (xvi), issues include wild and scenic river, migratory bird, salmon and
tribal issues, 404 permit required (General Permit).

Case Study 3: Bridge Repair

Calling Program: EMMIE
Category C.
Cost $700,000.

SOW: “Widening of bridge in Colossus County. Rip-rap will be placed.”

Materials to Students: map of area with the bridge, letter from FWS indicating no species
issues, letter from SHPO indicating no issues.

Instructor’s notes: CE (xvi), no issues.

Case Study 4: Debris Staging

Calling Program: EMMIE
Category A.
Cost $100,000.

SOW: “Debris staging area for debris. Debris will be incinerated.”

Materials to Students: map of area with minority communities nearby and other debris staging
areas, clean air permit, ordinance for handling debris, article indicating lead paint and asbestos
in houses.”

Instructor’s notes: Statex, issues include environmental justice, clean air, RCRA.

Case Study 5: Seismic Retrofit

Calling Program: PDM
Cost $2,000,000

SOW: “Repair of Old Town City Theater. The theater was built in 1940 and has been used
since 1999 as the only saferoom in the downtown area. Project will include seismic retrofit, dry
floodproofing and some elevation.”

Materials to Students: map of area with historic district, letter from SHPO stating conditions
that include use of DOI-qualified professionals for the project and the requirement for SHPO
review and approval of retrofit and flood mitigation plans before project can begin.

Instructor’s notes: CE (xvi).
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Module 6: Management and Administrative Functions

Total Time: 60 minutes

Objectives: At the conclusion of this module, participants should be able to:
e Perform administrative functions in EMIS

Scope: This module includes the following topics:
e Reports (Data Warehouse)
e Saving a copy of REC to archive file
REO Functions
e Using EMMIE Reports to Manage EHP Workflow
e Overview for Managing and Viewing Programs
e Establishing Workflow
e Manual Project Entry

Methodology: The instructor will conduct an overview of the module objectives.

The instructor will then engage participants in a series of exercises
anchored to one or several actions discussed throughout the module.

Practical Exercises Review with Case Studies

Equipment: The following equipment will be required to deliver this course:

e Microphones (instructor and participants — dependent on room size)

e Instructor computer with projector

e Computer system with FEMA Intranet access and TDL availability
and rights

e Power Point software

e Student computers (minimum of 1 per 2 students) with TDL/Power
Point access

Time Plan: A suggested time plan for this module is as follows:
Managing and Viewing Programs 10 minutes
Establishing Workflow 10 minutes
Manual Project Entry 10 minutes
Submitting and approving NACS Rights 10 minutes
Practical Review Exercise 20 minutes
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6. Management and Administrative Functions

Instructor: Demonstrate and explain Saving a copy of the REC to
archive; Managing and Viewing Programs; Establishing Required

Conditions and Workflow; Manual Project Entry; and Using EMMIE
Reports to Manage EHP Workflow

6.1 Reports

Report should be generated from the DATA WAREHOUSE.

offered as a separate course in the JFO. See training contact

@ Training on the use of the Data Warehouse to generate reports may be
at your facility to see if training is available.

6.2 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 on the Print icon or select “Print” from the FILE
drop-down menu on the toolbar

‘ Address |’€] https:Hisource.fema‘net,fEHP;'VIEW_REC_REPORT‘dD?actionType=\n‘IEW_REC_REPORT&EHP_ID=2103&rep0rt_f0rmat=PDF&Jj a 1 | Lir

_J>|1_f2 3 4|Wv = ] [ -

Save Icon

FEDERAL EMERGENCY MANAGEMENT AGENCY Shi

RECORD OF ENVIRONMENTAL CONSIDERATION REPORT(REC)
Print Icon

Froject ID: PA-D8-OK-1735-PW-00023

Title: Blanchard School District (G55-002)

Figure 6.1: Saving a copy of REC
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6.3 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 NACs 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).

e
s FEMA Home | Logout

Environmental and Historie Preservation

; - EMMIE INTERHAL I . .
Click here to enter EMMIE with
(s ] Read-Only access

Mitigation eGrants

@ -
]
| Accessibility | Sits Help | Site Index | FEMA Contact | FEMA Home | Logout

Figure 6.2: Accessing EMMIE

6.3.1 Generating a D.1 Project Worksheet Report

= P . Logged in as: HEATHER BATSOH [ Session Expires in 30 mins ]

> Adrinistration Information [ Wersion: 1.00.02 Senier: MWEGUAT |

@ REPORTS

The list below displays the report list. To retum to the homepage, click on the Home link located at the top menu.

D.1 - Project Worksheet Report
I.5eries - Pre-Application Summary Report/Labels
5.1 - Public Assistance Grant Summary Report

5.3 - Applicant Status Report

5.5 - Public ssistance Summary Report

Click on the “D.1 — Project
Worksheet Report”

P.2 - Project Application Grant Report

P.5 - Public Assistance Granmt Summary

Wiew Applicants Report

Wiew Projects Report

View Dizasters Report

Award Package Histary Status Report

SF-424 Disaster Repart

Figure 6.3 Accessing the D-1 Project Worksheet Report
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My =i Praferencesi Help | Log Out

Logged in as: BARBARA HELSOH [ Session Expires in 30 mins ]

Home Tasks > Administration Information [Mersion: 1.00.03 Sanver: MWEGUAID |

Project Worksheet Report (D.1)

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

Note: Fields marked with an * are required. Grants program drop-down menu
Search Criteria
* Grant Program: lm =
* Disaster Number: I—
* Please make a selection and click on the Go button; ' applicant ' Counity el Category El
Report with optional fields? Coves o
Go Back | Reset | Generate Bemart

Privacy Statement | Contact Us | FAQ | EMMIE Home | Glossary | Help | Log Out

Figure 6.4 Running the

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 “.x|Is”
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 your
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

oA LNE

© oo N

~ooooTw
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6.4 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 6.5).

=, Py Manage Programs subject tab T :
4 FEMA - Version: 3.00.03 0211972008 15 eever: MWEGUA10 | user session u&;ll‘e_xpgmll rm_| Home | Logout |

e
Inbox Reports Search Manage Pfograms Manual Entries

Select icon to
myRoles Manage Programs modify standard

Inbox The fallowing list containg all the programs that you are permitted to deleTs;
All Reviews

CheckIn Tool
Showe |1-10 'Ismw Al shawwing 122 Mext |Last

Workflow Diagram

, baged onyour roles.

Establish

Delete Component Program Region Disaster # Workflow

FEMA Fi, 1 ] ™M
FEMA FMa 2 @] D]
FEMA, FMA 3 @] [
FEMA, Fha, 4 @] D]
FEM&, Fh, 5 @) M
FEMA, Fhids & [®)] /D
FEM&, M 7 )] "M
FEMA, FMA [ 8] ™M
FEMA FMa 3 @]

FEMA, FMA 10 @]

Select icon to

Add Program
Click button to add a '% modify workflow

new program or disaster

Privacy Policy | Accessibiity | Contack Us | Home | Logout | EAQ | User's Guids

Figure 6.5: Managing Programs

6.4.1 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 21 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.

¢ On the Manage Program: View Program screen, select or de-select required conditions
(Figure 6.6)

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.
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nmental and His Preservation
Ver 2/119/2008 10:00 AM S r: MWEGUA1D

Inbox Reports Search Manage Programs Manual Entries

Conditions are attached to
myRoles Manage Programs: Modify Program every project if corresponding
o FEMA -FMA - Region 1 box is checked
Al Reviews
CheckIn Tool Selectthe Required Conditions to he associated with each project of this type:

\wWorkFlow Diagrar Select Required Conditions
I~ Any change to the approved scope of work will reguire re-evsluation for compliance with NEPA and other Laws and Executive Crders.
Thizs review does not address all federsl, state and local regquirements. Acceptance of federal funding regquires recipient to comply with all
I~ federal, stste and local laves . Failure to oktain all appropriste federal, stste and locsl environmentsl permits and clearances may jeopardize
federal funding.
w It ground disturking activities occur during construction, spplicant will monitor ground disturbance and if any potentisl archeological resources

are dizcovered, will iinmedistely cease construction in that area and notity the State and FEMA,

Regional Ervironmental Officer can designate ©

Select Designations
= Historic Preservation Laws f Executive Orders reviewwer
I Floodplaing Executive Orders reviewer
el tahether to include or exclude Environmental Cfficer Review 7
Click to save
Changes Save Return

| Privacy Policy | Accessitility | Contact Us | Home | Logout | FaQ | User's Guide

Figure 6.6: Manage Programs: View Program

6.4.2 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 (EnvOff) Review Queue may also be turned on or off. If the EnvOff

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.

e From the Manage Programs screen, select the [T 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.
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£ / EHP: 7ir and Historic Preservation 1
! " H AA - &
‘ﬁgﬁ FEMA Vers 219/2008 10:00 AM  Server: MWEGUA10 | User session Wil iexnﬂ' mgaﬁﬁ%\ H

Inbox Reports Search Programs  Manual Enl

Workflow Diagrar

miftcles Manage Programs: Establish Workflow Select who will perform
Inbox FEMA - FMA - Region 1 HP and FP Reviews
All Reviews You are shoutto change the default workflow for FMA projects under this disaster,

CheckIn Tool

% Histaric Preservation Revigwer |

Historic Preservation Lawws § Executive Orders will be reviesved by

' Environmental Reviewver Select Whether or
Floodiins L Exouive Cred - o % Flaodplains Reviewer nOt there WI” be an
’ " © Environmental Reviewer EO Re\”ew
) ves
Inclucle Ervironmertal Otficer Review ?
 ho
. Save Return
Click to save
changes
Click to exit
screen

| Brivacy Policy | Accessibility | Contact Us | Home | Logout | FAQ | User's Guids

Figure 6.7: 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 6.5 and 6.9).

A T qJ A _ FHP: Environmental and ¢ Preservation
&) FEMA -

10:00 AM + MWEG 0 | User session willle_lpgizi rm\ Home| L_oout\ H\| User's Guide

ry Rl .
e Manage Programs:Add Program
Inbox Please add a new program by entering the information below and clicking the Save button.
All Reviews
Checkin Tool DHS Component: IFEMA 'I
‘Workflow Diagram Program: IOiher :I'

Disaster Humber:

Program Name: |

Program Description: |

Disaster Based Program: IYes j'

Save 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.
| Brivacy Policy | Accessibiliey | Contact Us | Home | Logout | FAQ | User's Guids
Figure 6.8 Add Program/Disaster
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6.5 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 in 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 6.9).

@ FEMA . £HP: Environmental and Historic Preservation e e I e e
Version 2005 18:00 PM_ Server: DTEGUA1 \@;\Eﬂmrsﬁn Inbox | Logout | EA0 | User's Guide
Inbox Reports Search Manage Programs  Manual Entrie: Select Manual
s Manual Project Entries Emry SUbJeCt tab
Inbox [
Al Revisvis DHS Component: % Program: b Disaster Number:
Cheekdn Taol Region: - State: ¥ el -
Workflow Diaaram
[ Fee | [ HideFites | [ Resst |
Show| 1-10 1 Snow A showing 1-10 0111 Next | Last
Delete Program Disaster BY Region State Project I Project Title
%] PA 7108 2008 a sC PA.-7108.5678 Marl's second project E
B3 PA 7108 2008 4 sC san bbb E
PA 08 2005 4 s¢ pvdd marks test ]
%] POMC o8 2006 4 3 Cradle to Grave Test2 Craclie to Grave Test2 E
E:! PCMC 7108 2008 4 MS EMIT 21001 Cradie ta Grave Test a
%] Teddy 2008 4 FL Teddy 1 Tedcly test sunday E
A 08 2007 4 ™ 523 testlL ]
%] P&, 08 2007 4 sC P 71081234 Mark's project E
PA 7108 2007 4 sC PA-PJ-04-8C-2007-002 Charleston Bridge Reclamation n
7108 2007 4 ES PA-SC-2007-20071 Fally Beach Lighthouse Repair <]
Select to delete a (- Sl "?‘ddt
project you entered I
vacy Policy | Accesshilty | Contact Us | Home | Logout | FaQ | User's Guids

Figure 6.9: 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

-t - AR
| Home |Enwrs‘:g\ Inbox | Logout | FAD | User's Guide

@ FEMA . FHP: Environmental and Historic Preservation
“ = Vers 8:00 PM  Server: DTEGUA1

Inbox  Reports Search Manage Progr.

wdloks Manual Project Entries: Add New Project
Inbox Please submit a project for Environmental Review by entering the required information below and clicking the Save button,
i
Checkn Toal  DHS Component: | v
R — v — Enterinformation in all

f—— required data fields
project: [
‘Projectiies [

‘ Fiscal Year: | %)
*Region: | Y|
‘ State: b

Select to continue

| Privacy Policy | Accessbilty | Conkact Us | Home | Loqout | BAQ | User's Gude

Figure 6.10: Manual Project Data Entry
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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 6.10), 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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Module 5: Quality Assurance/Quality Control (Environmental Officer) Review

Total Time: 40 minutes

Objectives: At the conclusion of this module, participants should be able to:
e Navigate through the EMIS system to conduct a QA/QC review
e Search Subject Tab
e Rework projects
e Approve projects

Scope: This module includes the following topics:
e Environmental Officer Review
e Reworking a Project
e Check-in Tool

Methodology: The instructor will conduct an overview of the module objectives.

The instructor will then engage participants in a series of exercises
anchored to one or several actions discussed throughout the module.

Practical Exercises Review with Case Studies
Equipment: The following equipment will be required to deliver this course:

e Microphones (instructor and participants — dependent on room size)

e Instructor computer with projector

e Computer system with FEMA Intranet access and TDL availability
and rights

e Power Point software

e Student computers (minimum of 1 per 2 students) with TDL/Power
Point access

Time Plan: A suggested time plan for this module is as follows:
Environmental Officer Review 15 minutes

Reworking a Project 15 minutes
Check-in Tool 10 minutes
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5. Environmental Officer Review

Review, EO Reworking a Project, and the Check-in Tool.

@ Instructor: Demonstrate and explain the Environmental Officer

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.

T e e
£, % % ome | Logout| EA0 | ser's Guide

matides Environmental Officer Review Answer the
three questions

Inhoz Workflow Test - 001: Miami, FL Beach Reclamation
Al Revisves.

Checkin Tool REC command
button

Was the proper HEPA Determiation made

Have allthe sgplcsble Envronmentsl Laws besn properly reviewe snd documented?

Ordlers beer peop documented?

Approved: Select.. ¥ User: RACINE, HARLAN

Approve the project

Forward project to Send the project
Calling Program back for rework

| privacy Pokey | Accessbilky | Contsct Us | Home | Loout | BAG | Users Guids

Figure 5.1: EO Review

To approve a project in EnvOff 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 [l 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 5.1).
e 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.
e 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.

5.1 Rework

The EnvOff 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.

e 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).

/ EHP: Environmental and Historic Preservation
FEMA -

18:00 M Server: DTEGUA1

X v AR
£, %, 2 home | ooourfea | eer's Guide

Provide reason
Ll Rework Request for rework
NEPA Determination Warkdlow Tast - 001 Miami, FL Beach Reclamation
Ensironirents Lans
Exeoutive Orders

Flease select Ihe queus(s) lo be reworked and enler comments describing the reason(s) for requesting reawork

Select Rework To Reasonis) for Rework Request
Al Congitions

Al Comnmerks il )
Werkflow Cianram

LUSFWE alzo zalil that the keach kird may be presert. Arsthere any requirements for the besch brd?
= Emdronmental Revew

Theris & more recent FIRM, Double check to sse if project is il in V zone
T} Finadplsing Revisw

The documentation aitached toes not indicate wht kind of landscapig is raquired.
[ Hatere Review

Contings [_coeal

Select Queue of Calling
Program to rework to

acy Picy | fccesstity | Contact Us | Home | Logouk: | F Select continue
to forward

Figure 5.2: EO Rework Request

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. (Figure 5.2)
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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.
e 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.

5.2 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 back 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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Checkin Tool Sort to flnd reviewer EMa v Program: N Digaster llumber: ¥
‘orkflow Disgram ¥ State: b Fy: (2007 &
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Select Checked Ow By Broqram Disaster B ErojectID Queue Queye Statys Date
[ chectin RABENALI, JEAN Pa 7108 2007 PA-F084234 ] [ Eenvionme ral Review 0812312008
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Figure 5.3: Check-in Tool
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