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1. Introduction

1.1 About this Guide

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

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

1.2 How to Use this Guide

This guide is organized into four chapters:

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

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

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

e Chapters 4 &5 are an overview of the Environmental Officer (EO) Review and
managerial capabilities of EMIS.

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

EMIS User Guide
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1.3 User Guide Icons Defined

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

ICON DESCRIPTION

PROVIDES IMPORTANT
INFORMATION ON THE TOPIC.

ALERTS USER TO A HELPFUL TIP.

PROMPTS USER TO REMEMBER
NOTEWORTHY INFORMATION.

® O O

1.4 Overview

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

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

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

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

EMIS User Guide
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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 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
FYO08. EMIS development efforts are coordinated between OEHP HQ, FEMA IT and
IT’s contractor responsible for systems maintenance/development, and EMIS updates
are typically scheduled quarterly.

1.5 Terms and Concepts

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

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

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

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

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

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

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

Positions and Roles: Positions (Figure 1.1) 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)

EMIS User Guide
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Specialist, and a wetlands biologist would have the position of Environmental (ENV)

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

Figure 1.1: Positions

Each Position in NACS has one or more EMIS Roles assigned to it (Figure 1.2). A Role

is a privilege to enter information into (i.e “write-to”) the different Technical Reviews
screens of EMIS. For instance, an HP Specialist has the Role of HP Reviewer and an

Environmental Specialist has the Role of ENV Reviewer. Some Positions have multiple

Roles: for example, the Regional Environmental Officer (REO) has the Roles of HP

Reviewer, FP Reviewer, ENV Reviewer, and Environmental Officer (EO) Reviewer, and

therefore, can enter information into all of the Technical Review screens of EMIS.

HP Specialist

FP Specialist

ENV Specialist

The HP Reviewer may:
e \Write to the HP
Technical Review in EMIS

® Read-only the FP and
ENV Technical Reviews

The FP Reviewer may:
e \Write to the FP Technical
Review in EMIS

e Read-only the HP and
ENV Technical Reviews

The ENV Reviewer may:

e \Write to the ENV Technical
Review in EMIS

® Read-only the HP and FP
Technical Reviews

EHP Team Lead

Environmental Advisor

The Environmental Officer
Reviewer may:

e \Write to the HP, FP and
ENV Technical Reviews in
EMIS

e Write to the
Environmental Officer
Review and return project
to Calling program

The Environmental Advisor
is generally a policy support
position, and has a limited
Role in EMIS. The
Environmental Advisor may:
e Read-only the HP, FP and
ENV Technical Reviews in
EMIS

e \Write to the Environmental
Officer Review and return
project to Calling program

Regional Environmental
Officer

The Regional Environmental
Officer has several Roles in
EMIS, and may

e Write to the HP, FP and ENV
Technical Reviews in EMIS

e \Write to the Environmental
Officer Review and return
project to Calling program

e Establish the Workflow in
EMIS

Figure 1.2: Positions and Roles
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At times, FEMA may hire contractors in some of the EHP Positions. Contractors may
write to the HP, FP, or ENV Technical Reviews in EMIS, but may not write to the
Environmental Officer (EO) Review or return a project to the Calling Program.

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

Workflow: Depending on staff availability and expertise, a REO may want to establish
a specific Workflow in EMIS for a particular Calling Program or Disaster event.
“Workflow” refers to the progression of Technical Review Queues a project goes
through before it is approved and returned to the Calling Program. The most inclusive
Workflow (Figure 1.3) includes all of the fours Queues, i.e. the project is reviewed by an
HP Specialist, an FP Specialist, an ENV Specialist, and the Environmental Officer.

HP Review
_> —
Calling | FP Review EnvOff Calling Program
Program > ™  Review [ "]
ENV
™ Review

Figure 1.3: Most Inclusive Workflow

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

Figure 1.4: Workflow where ENV Reviewer performs FP Review

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

ENV Review

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

and
EO Reviews)

A 4

Figure 1.5: Most Streamlined Workflow

1.6 Technical Support

If problems are encountered during an EHP review in EMIS, contact the IT Help Desk at
1-866-476-0544 or MTeGrants@dhs.gov (for troubleshooting issues related to
Mitigation grant process) or FEEMA-EMMIE@dhs.gov (for troubleshooting issues related
to PA projects).

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

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

EMIS User Guide
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2.  Getting Started

2.1 How to Access the EMIS System

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

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

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

2.1.1 Logging In to EMIS

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

d Access Control System

duce loss of fife and property and pratect our nation's criticel infrastructure from alltypes of hazards through a comprehensive, risk-based, emergency managemerl program of miigation,

:e:sr:iness response and recovery
All fields marked with an asterisk (*) are required!| Enter User Name
“Useni: |
= | ﬁ' Enter Password

Session expires in thity minutes for this application

Click to Login

| Ezpafiol | Accesshilky | Site Help | Ske Index | Contact Us | FEMA Home
FEMA, 500 C Street SW, Washington, D.C. 20472 Phone: (202) 566-1600

&] Done S S Locdintranet

Figure 2.1: Login Screen
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2.1.2 Accessing EMIS

After entering User ID and Password information, the Program screen will appear
(Figure 2.2). From this screen, the user can:
e Enter EMIS, the Environmental and Historic Preservation system to view
projects or conduct EHP reviews (only Reviewers may enter data)
e Enter the grants system of the Calling Program, e.g. MT eGrants or EMMIE,
to view grant applications

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

s FEMA Home | Logout

coorsmenta snatone meme———"_ Click {0 enter EMIS and

perform the EHP Review

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

Espafiol | & ibility | Site Help | Site Index | FEMA Contact | FEMA Home | Logout

Figure 2.2: Select Program Screen

2.2 Standard Links in EMIS

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

Standard Bottom and Top Right Links:

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

Logout — Logs out of EMIS

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

Privacy Policy — Displays the FEMA Privacy Policy

Accessibility — Displays FEMA Section 508 Accessibility Statement

Contact Us — Displays the Help Desk contact information

EMIS User Guide
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2.3 Inbox Navigation in EMIS

The projects that have been submitted for EHP review appear on the Inbox screen
(Figure 2.3). 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 . EHP: Environmental and Historic Preservation

S e
5152006 18:00 M _ Seruer: DTEGUAT € 3 |home | ogout | Fa0) user's Guide
Inbox  Reports _Search A

Mg Inbox
Inbox The Inbox displays th i process. You may check out queues by selecting the appropriate check boxes and clicking the Check Qutfin button. After checking out a gueue, click they
All Reviewss in the Gueue column SUbJeCt tabs

‘Workflow Diagram DHS Compenent; | FEMA Program: b Disaster Humber: b

Region: % State: b Fy: 2007 %

Fiter | [ HideFiters | [ Reset |
—_— T — Standard top-right links
. . FMA 2007 FMA-PJ-DB-TH-2007-001 (0) [(] E Historic Review

S I d e bar lI n kS P, 6330 2007 Cam Test SCR 832 [ [] HistoricReview [x1] 0571 2006
RABERAL, JEAN Pa 2007 Pa-1234 Q E 08/20/2006

jrachel Pa 6930 2007 P-PJ-0B-TX-2007-001 (0) Q E i 08/20/2008

D Check Cut Pa 6930 2007 Workflow Test - 001 Q E i 09/01 /2008

RABERAL, JEAN Wadda 6930 2007 test 004 Cam Q E Histaric: Review 08/01 /2008

Standard bottom links
Project data table

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

Figure 2.3: Inbox Elements

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 5.

EMIS User Guide
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2.3.2 Top-right Standard Links are expanded to include:

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

2.3.3 Sidebar Links

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

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

e myRoles — A pop-up link of the Roles that have been assigned to a user (see
Module 1 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 2.4: myRoles

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:

e Checked Out By: Indicates who has checked out the project — if this field is blank,

then the project is not checked out.
e Program: The name of the Calling Program
e Disaster #: The Disaster Number, if applicable.

EMIS User Guide
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e FY: The Fiscal Year under which the project is being funded.

e Project ID: The Project ID link — click the link to open a window for the grant
application in the Calling Program’s system, i.e. EMMIE or MTeGrants.

e Queue: The Queue that the projectis in, i.e., the HP, FP, ENV, or EO Review —
click the link to access the Technical Review screens.

e Queue Status Date: The date the project was submitted by a Calling Program to
EMIS for EHP review.

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

Preservation
EGUA1

' g 7
2 ier's Guide
reRols
R Inbox
Inbex The Inbox displays the EHP gueues that are ready for you to process. You may check out queues by selecting riate check hoxes and clicking th utin buttan. Afler checking out a queue, click the corresponding link
18 jects in Q
hOW al I p ro] eCtS l n u e u e “omponent: |FEMA ¥ Program: b Disaster Humber: b
Region: % State: b Fy: [2007 ¥
Fiter | [ HideFilers | [ Fesat Click any heading to
snow[1-10_ D stome sort by that column
Select Checked Out By Program Disaster & 2% Project ID —
[ check out PA 6930 2007 Cam Test SCR 832 B [ environmertsl Review [x]] 09172006
[ Check out PA 5930 2007 Cam Test SCR 832 E [] Floodpisins Review %] 0901 2006
[ check our P& 6330 2007 Cam Test SCR 832 [Z [ HistoricReview [x] 09101 #2006
RABENAL, JEAN P 08 2007 PA-TIDEA234 [ [ Envioome ntal Review DE232008
RABENAL, JEAN Pa 7108 2007 PA-PI-04-SC-2007-001 (0) B[] environmertsl Review p] 08202008
[ cheek out Pa 7108 2007 PA-PI4-SC-2007-002 B [ Evione ntal Review 08/20/2008
[ cheek out Pa 7108 2007 PA-PI4-SC-2007-002 I3 [l Flocdpising Review 08/20/2008
[ check out PA 7108 2007 PA-PJ04-5C-2007-002 [8 [  Historic Review 0812012008
irachel Pa 6330 2007 PA-PJOG-TX-2007-001 (0 B [ Envionme nial Review 08/20/2008
irachel Pa 6930 2007 PA-PIOB-TX-2007-001 (0 B [l Floodpisins Review 08/20/2008
Command button "
&] Done 5| &9 Local intranet

Figure 2.5: Inbox Navigation

2.3.5 Command Buttons

Command buttons (Figure 2.5) are typically located at the bottom middle of the screen
and on the Inbox Filter function. To perform a specific action, select the command
button corresponding to that action, such as Check Out/In, Filter, Hide Filter, and
Reset. There are different command buttons depending on what screen you are on.
Other command buttons will be explained as they are introduced throughout this
document.

EMIS User Guide
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2.4  Managing Projects in the Inbox

There are several ways to locate a project in the Inbox and manage the Technical
Reviews that are in a Reviewer’'s Queue. Reviewers can sort the Inbox data table by
any of the data columns; filter the Inbox by using the filter tool; or find projects by
clicking on the Search subject tab. Depending on a user’s Positions and Roles and the
number of projects that are in the Queue, some of these tools can be more useful than
others. (Figure 2.6)

2.4.1 The Sort Function

A EHP: Environmental and Historic Preservation
¥s ~ ve -
Vel

.00 05/22/2007 14:00 PM  Server: MWEGUA11 User session w.illle_xp‘ﬁizs r*s_| Home | Logout | FAQ | User's Guide

Inbox Reports Search

Filter by Criteria

The Inbox displays the EHP queues that are ready for you to process. You may check out queues by
the Check Qutiin button. After checking out a queue, click the corresponding link in the Queue cg

DHS Component: IFENIIA j' Program: I j'
Region: I j' State: I j‘

the appropriate check boxes and clicking
Al Reviews continue processing.

‘Workflow Diagrar Disaster Humber: m

FY: IQDU?' Vl

Checked Out By : x
Navigate to Search Fiter | | HideFiters | Reset | Sort Columns
screen

Show]1-10 =] Show &1 showing 1- 10 0f 128 pest | Last
Select Checked Out By Program Disaster # FY Project 1D Queue Queue Status Date

MALDOMADD, JOMAR EMISTT 2007 EMIS TTT-002 @ E Historic Revieyw 062712007

SHICK, LAURA EMISTT 2007 EMIS TTT-002 @ E Environmerital Rewview 062712007

I~ Check Out FMa, 2007 | EMA-PL01-yT-2007-001 (@) | FE] [V] Historic Review 03/29/2007

I~ check Out Enda 2007 | EhA-PJ-03-PA-2007-003(0) | FE] [ Environmentsl Review 080612007

[~ check Out Fhis, 2007 | Fma-pt-03pe-2007-003 (07 FE] [V] | Floodslsin Review 0B/0E2007

Check Outin |

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

Figure 2.6: 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.
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™) THE SORT FUNCTION IS MOST USEFUL FOR REVIEWERS
WORKING ON A SINGLE DISASTER OR FOR THOSE

WORKING ON A COUPLE DOZEN PROJECTS.

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

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

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

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

e The filter can be hidden by clicking the Hide 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, 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.

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

“DRILL DOWN” TO A DESIRED PROJECT OR PROJECTSUSING
THE FILTER BY SELECTING PROGRAM FIRST, THEN REGION,
=F THEN STATE, AND FINALLY DISASTER NUMBER OR FISCAL

YEAR, IF USEFUL.

. " . . -~ r
-.gg FEMA - EHP: Environmental and Historic Preservation ~C e
L . Version: 3.00.00 05/22/2007 14:00 PM  Server: MWEGUA10 | user session Wil expirt in 30 rm_l Home | Logout | EAD | User's Guide

Inbox Reports Search

General Criteria

mfoles Search Projects

Inbox Please enter one or more search criteria helow. After entering your search criteria click the Search butto
All Reviews seareh includes data based on the DHS Components, Programs, Regions, and DisastenEvents whit

for Projects that match your criteria, The
HP roles enable you 1o see

Search Criteria

DHS Component: I :[' Program: :l‘ Disaster Event: I_LI
Fy: |= = I Region: 'I State: 'I

WWorkFlaw Diagram

Qualifier Drop Downs

Project ID: |= ﬂl Queue: j'
Project Title: I: ﬂ I Queue Status: j'
HEPA Determination: I :l' Queue Status Date: |= :[' I]

Search | Reset

Specific Criteria
Click to Search

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

Figure 2.7: Search Projects

2.4.3 The Search Function

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

the particular project.

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. (Figure 2.7)

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

e Finding a specific project by entering its Project ID number

e Finding all projects in a specific Review Queue

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

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

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

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

e Second is a series of parameter choices

A Reviewer could use this feature to view, for example, all PDM projects since 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.

EMIS User Guide
Revised by EMI 9/22/2008 16



Federal Emergency Management Agency
EMIS User Guide

v : i i i i s "~ e = e~
% FEM. EHPF: Environmental and Historic Preservation 4L
FEMA - Wersion: 3.00.02 1111372007 12:00 PM  Server: MWEGLA10 User session lﬂ'illﬁ'x” o " | EAD | User's Guide
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Inbox The Al Reviews page allows each user to view all projects available in the system to which that u
All Reviews
Click on Program: | =1 Disaster Humber: | =
workFlows Diagram a
Headina to Sort state: [ =1 e [2007 =]
Filter Hide Fiters | Reset |
Showing 1 - 10 0f 187 ket | Last
Envirenmer tal Environmer ntal
Program = EV Project ID Project Title Review Started Review C
EMISTT 2007 | EMIS TTT-002 == R4 TEST PROJECT 002 FOR EMI 0642772007
5 Framingham Stormwvater Backflow
P01 -M8,-2007-001 (01 =3
Frte, 2007 | EMA-P-01-MA-2007-001 (0 = Fromention ot 5 L ootions 03/29/2007 O7A16£2007
Fha, 2007 EMA-PJ-01-ma-zo07-002 1 B ity of Pes?g‘:"; M - Proctor Brook 03292007 071162007
Fhts, 2007 | Eds-PJ-0d-Ma-2007-003 0y FE] [0 Quincy, Mass. 292007 OTH6/2007
Fhta, 2007 | FMa-PJ-0d-Ma-zo07-004 ooy B[00 Town of Scituste Workfl 972007 07M6/2007
orkflow Icon
Fhs, 2007 =D City of Peakady, 007 072002007
Flood Mitigation Prejest
Fhe 2007 = City of Montpelier, %T FMA 2007 032952007
3 Hackensac) e River Flood Mitigetion -
P02 M- 2007001 (01 & ’
Etd, -PJ-02-1.)- 2007 -001 (0 =& E Barouh of New Miford OFOTI2007 0EM 712007
-PJ-02-M.J-2007-002 (0} &
REC Report Icon 2007 | EMA-P.J-02-H.1-2007-002 (0 = Proposed Stormwvater Pump Stations 030752007 081 7/2007
3 Princeton Township Flood Miigstion
P01 2007003 (01 & Pt .
T 2007 | El-PJ-02-M.J-2007 003 (0 =& E Acauishion Praject 030772007 08772007

| privacy Policy | ibility | Contact Us | Home | Logout | EAD | User's Guide

Figure 2.8: All Reviews

The All Reviews screen is similar in appearance to the Inbox screen; however, this
screen is likely to contain many more projects (Figure 2.8).

Using the Search subject tab and Filter function is critical to finding a desired project.

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.
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3. The EHP Project Technical Review
3.1 Checking Projects Out and In

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

A user must check out a project from one or more of the queues in order to conduct the
Technical Review. Once a project is 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.

e A - FHP: Environmental and Historic Preservation
FEMA - vir storie Pr

X b A
09/05/2006 18:00 PM_ Server: DTEGUA1 S0 *_‘_ *]nmz‘ oqout | EAQ | User's Guide

myRoles Inbox
Inbox The Inbox displays the EHP queues that are ready foryou to process. You may eheck out queues by selecting the appropriate check boxes and clicking the Check Gutiin button. After checking outa queue, elick the eorresponding link

Al Reviews in the QUEUE colurmn to continue processing

“workflow Diagram DHS Component: |FEMA Program: | Disaster Humber: ~]
Region: b State: o Fy: 2007 |
Fiter | [ HideFiters | [ Reset |
Select Checked Out By Program Disaster # [ Project ID Oueue Oueue Status Date
[ check out FMa 2007 FMA-PJ-DB-TX-2007-001 (0} I3 [0 tistoric Review [x] 082412008
[ check out P 6930 2007 Cam Test SCR 832 IE | O] istor ] DAY 2006
RABENAL, JEAN Pa 007 PA1234 I3 [ Histor 08/20/2006
frachel A 6930 007 PA-PIOE-TK-2007-001 (0) F3 [ | Historic Review 08/20,2006
Check out A 6930 007 Workflow Test - 001 I3 [  Historic Revie 09101 12006
RABENAL, JEAN Yadda 6530 2007 test004 Cam g o

v
Historig Feview 09/01/2006

Select project(s) to Select Check Out .
check out command button Select link to enter
the Technical
| ptoce P | pucpaic | Corast U i | ot | £ | ez e Review screens

Figure 3.1: Checking out a Project

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
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‘ IF A REVIEWER IS ASSIGNED NACS RIGHTS TO ACCESS
@ MULTIPLE QUEUES, i.e. HP, FP, AND EHP REVIEW, THEN
AL CHECK OUT THE QUEUES SIMULTANEOUSLY TO WRITE

FREELY ON ALL OF THE REVIEW SCREENS.

3.2 Subject Tabs and Sidebar Links in 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.

] EHP: Environmental and Historic Preservation

Tnlbtes Environmental Wor HATW==veeye Environmental

N
S0 *'L‘L "'|ume| ogout| EAD | User's Guide

e Environmental Workflow Workflow su bJeCt tab
Inbox Workflow Test - 001: Miami, FL Beach Reclamation
&l Reviews
Queue Approved User Statu: Status Date
orkflow Diagram Historic Review Yes RABUCK JR, RICHARD Completed 0850
Flooglsins Fevipw Yes RADDEN, CHRISTIAN Completed  09/15/2006 0306 P Status of EHP
Environmental Revisw Pending RABSATT, LUBEN Pending (M 2006 06:43 PM TeCh n ica| ReVieW
Envionmentsl Oificer Feview Pening NotFeady  D9/Mi2006 0643 P
EHP Technical
Review Queue

| Privacy Policy | Accessbilty | Contact Us | Home | Logout | FAG | 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
gueue(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.
. Use the Executive Orders link to navigate to the Executive Orders screen to
document compliance with all of the EHP Executive Orders.
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o 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

gg’\ FEMA - £HP: Environmental and Historic Preservation

Version: 3.00.01 09/10/2007 16:00 PM  Server: MWEGUA11 User session Wil 1§xp‘$ i 16 rm | Home | Logout | FAQ | User's Guide
Inbox  Environmental Workflow  Reports

mRolkes Environmental Review: NEPA Determination

MEPA Determination EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI
Enwironmental Laws

. Rework History
Executive Orders

Level Review Status Comments Conditions
&l Conditions ﬁ
i Pending  likewise, this one canrto be erased - smadson - 071 2/2007 M
&l Comments © sTaTEx 17-05:51 GMT blah blah kate - ishick - DBDE2007 184036 2
GMT
“Workflow Diagram * CaTExX (Documentation Level 2)
(wil)
© Environmental &ssessment
" Environmental Impact Statement
[l Project is non-compliant (Checking this box and saving will default all Environmental Lawes and Executive Orders to Mot Completed.)
R A ueue: Environmental Review: Approved: |ceject |« User: NELSON, BARBARA Status: Pending Date: DG/27/2007 01:41 PM
Sidebar Links =

Attachments... I Comments. | N Save | Forward |

Command Buttons

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

Figure 3.3: Sidebar Links

3.2.3 Side Bar Links — All Conditions and All Comments

These two sidebar links are used to view a single report that captures all the conditions

or all the comments that have been added to a project without having to navigate

among the screens of the Technical Review. The links are especially useful for
obtaining information on project status or compliance issues.

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.

to navigate to a previous screen — doing so
may kick the reviewer out of EMIS

@ NEVER use the Windows “BACK BUTTON" -
G Back -
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3.3 Performing the Historic Preservation Review

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

'{-' q / 3 and rvation i, - T —
i 1 0910 00 s | li=er session w’illﬁunﬁisn rm\ Home | Logout | EAQ | User’s Guide
Inb Reports S f :
i B S 3-Click Project ID to access
Rees Proiect Worksheet (PW)
Inbox 4-Select link to enter
Inbox The Inbox displays the EHP gueues that are ready far you to prace: check out gueues by selecting the appry Historic Review Queue
Ll Reviews Check Qutiin button. After checking out a queue, click the carrespo the Queue colurmn to continue processil
workflow Diagram DHS Component: |FEMA =1 Progr =l Disaster Humber:
Region: | st =l
Checked Out =1
Filter ikere | Feset |
Shnw|1-1U | Showe Al ing 1 -100f 127 plext | Last
Select Checked Out By  Program Disaster# FY Project ID Queue Status Date
¥ Check Out EMISTT 2007 02 2] ] Historic R 062712007
™ Check out EMISTT 2007 02 2] [0 Environy ftal Review 06/27/2007
I Check Out s 2007 Fma-PJivT-2007-001 (01 FE] [0 Historic Review 03/29/2007
1-Select project DANFORTH, ROBIN Fhis 2007 Fha-PJ-os-mp-zoo7-o01 0 FE) [ Envirnr\mentalFI 6 -View Environmental
to check out DANFORTH, ROBIN i, 2007 Ema-plosmp-ooor-001 (S [0 Histori Workflow
I Check Out Ema 2007 FMa-PJ03-Pazo0700z () FO) Environmertal Review 06/06/2007
™ Check Out Ema 2007 Fmap).03-Pa-z007-002(01  FE) [ Floodslsins Review 0B/DG/2007
HARDEGEN, STEVEN Enta 2007 Ema-p-03-Pa-2007-002¢0) [ [T Historic Review 0E/06/2007
I Check out Ema 2007 | Eha-Py-03-PA-2007-003 (01 ~F5] 7] Environmentsl Reviev OB/06/2007
™ Check Out Ena 20 22007003 (0)  FSl [0 Floodplsins Review 0B/DB/2007
5 -View Record of Environmental Check Cutin
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)

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

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

From the Inbox, Reviewers may also:

Click on REC Icon [ to view Record of Environmental Consideration (REC)
report (5)
Click on Environmental Workflow Icon [} to view the Environmental Workflow (6)
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3.3.1 View Subgrant Application Sections

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

&

Click on the Project ID link to open a separate window and view the
subgrant application from the Calling Program.

— Entire Application

Freparer Information

PADG-OK-1735-PWA00003{[0) P

Contact Information

Applicant Name: [NORMAN

|App|icaliun Title

Project Description
Damage Facilities

Period of Perfarmance Start |12—WB—2DDT

|Period of Performance Bt

-

Subgrant Application - Entire Application

Application Title: Debris Removal (DRYY 002)
Application Number: P2-08-0k-A 735-P-00003(0)
Application Type: Subgrant &pplication (P

itigation
Cost Estimate
Insurance Information

1-Select section you
wish to view from
dron-down menu

— SUBGRANT APPLICATION

Environmental and Historic Preservation

and Attachments

2-Click “GO”.

Preparer Information
Prefix hr.
First Narne Daonal
Middle Initial
Last Marne Wright
Title Syuad Leader (FO)
Agency/Organization Name FEMA
Address 1 PO Box 50309
Address 2
City Midwest City
State Ok
Zip 73140 Click on “Previous Section” or
Email 68 “Next Section” to move
between sections

Z< Previous Section Mext Section >/é

J Select “Close Window” to

Close Window i

return to Inbox

Figure 3.5: Viewing Subgrant Application Project Worksheet (PW)

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)
Click the “GO” button (2)

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-PW.00002(0) ¢

|Applicant Name: [MORMAN

[&pplication Title: [Debris Removal [DRW 001)

Period of Performance Start: ‘12-18-2007‘

|Period of Performance End: |p5-15-2008

Subgrant Application - Facility Details

Facility Mame Diebris Removal (DRYY 001)
Address 1:

Address 2:

County: Cleveland

City

State: oK

ZIP:

Wias 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 Wark:

Work Completed: 12 days of Contract Services ( Monitoring) at $28,805.00 per day totaling §
345 B60.00 . The starting date; Dec.29, 2007 through Jan. 09, 2008, Work to be Completed: 7
days of Contract Services (Monitoring) at $28,805.00 per day totaling § 201,635.00. The starting
date: Jan. 10, 2008 through Jan. 16, 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 quantities and etc. This is the first of several versions of this
project that will need to be signed.

GIS Coordinates

Project Location

Latitude Langitude

415 E. Main St

35.22304 -97.43502

1
Cloge Windlow | —

Go Back .
2 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. (Figure 3.7)
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A - EHP: Environmental and Historic Preservation

3.00.01 09/10/2007 16:00 PM  Server: MWEGUA10 | User session will ﬁxpﬁ in 30 rm | Home | Logout | FAQ | User's Guide

Inbox  Environmental Workflow  Reports

myRoles Historic Review: Environmental Laws

MNEPA Detstmination EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI

Environmental Laws R & Hist

Executive Orders Sk HEter
Delete Queue Environmental Law Review Status Comments Conditions Attachments

Al Conditions

£l Comments Historic Mational Historic Preservation Act (MHPA) [F completed 2] E

Erwironmertal Endangersd Species Act (ESA) In Process iz E

“tiorkflow Diagram

Ervironmentsl | Coastal Berrier Resource [E]  competen

Enwironmental A not Applicable Status of review
tal Zone Management Act (CZMA) [E]  competen 2] <]
A g this is & permanent commert - smadson - >
To perform the Technical and Wildlite Coordinetion Act (FWCA) [ nprocess o e ass T Bg v ]
Review for that Law, click | ; .o s Ry ] 7]

on Review lcon
Irlard Protection Policy Act (FFRA) A et Applicails o] E
Environmental Migratory Bird Treaty Aot (MBT.A) [A  not Appicable iz E
Magruson-Stevens Fishery Conservation and g 7
Environmertal | et At (M58) FA not Applicable iz E
Environmental ild and Scenic Rivers Act (WSR) A not Applicable iz) E
Queue: Historic Reviews  Approved: |sgiect User: MELSON, BARBARA Status: Pending Date: 06272007 01:41 PM
attachmerts... | Comments Adld | Forward

| Privacy Policy | fccessibility | Contact Us | Home | Logout | EAQ | User's Guide

Figure 3.7: Accessing the HP Technical Review

3.3.2 The REC Format and Radio Buttons

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

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

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

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

e In most cases, checking any statement with the term Review Concluded at the
end automatically checks the relevant preceding statements that lead to that
particular conclusion.
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FEMA - £HP: Environmental and Historic Preservation

0,01 09/10/2007 16 PM S er: MWEGUA1D | User session uﬁll g:pﬂ'izn

Inbox  Environmental Workflow  Reports

e National Historic Preservation Act (NHPA)

MEPA Debermination EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI
Environmental Laws
Executive Orders

Law Attachments... Save Return MNext Laww ==

Al Conditions
Al Comments
Review Criteria

wtorkflow Di " . - " -
arkliow Llagram 0 hat type of activity with potential to affect historic properties - Review concluded

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

“Review Concluded”
Statement

(s Applicable executed Programmetic Agreement (enter date in comments).

® Stancard Section 106 review

Historic Buildings and Structures

' N properties inthe project area are S0 years or older or listed on the Mational Register - Review concluded

o Building or structure S0 years or older or listed on the MNational Register inthe project area and activity not exempt from revies

Radio Button

" Determination of Ma Histaric Properties Affected (FEMA finding/SHPOTHPO concurrence attached) - Review concluded
lick here to enter/view project conditions

' Determination of Historic Properties Affected (FEMA findingSHPOITHPO concurrence attached)

[ Property a Mational Historic Landmark and Mational Park Service was provided early notification during the consultstion process. If not, e

Add Conditions link

™ Mo Adverse Effect Determination (FEMA, finding/SHPOTHPO concurrence sttached) - Review concluded
Click here to enter/view project conditions

Adverse Effect Determination (FEMA finding/SHPO/THPO concurrence attached)

esolution of Adverse Effect completed. (MOA, attached) - Review concluded
ick here to enter/view project conditions

Archeological Resources
s Project affects only previously disturbed ground - Review concluded
o Project affects undisturbed ground
[ Project area has no potertial for presence of archeological resources
" Determination of na historic properties atfected (FEMA, finding/SHPOTHPO concurrence or consultation attached) - Review concluded
& Project area has potential for presence of srcheological resources

' Determination of no histaric properties affected (FEMA, finding/SHPOTHPO concurrence attached) - Review concluded
Click here to enteriview project conditions

" Determination of histaric properties affected

R eligible rezources not present (FEMA finding/SHPO/THPO concurrence attached) - Review concluded
Click here to enter/view project conditions

[ eligible resources present in project ares. (FEMA, finding! SHPCOTHPO concurrence attached)

' Wa sdverse Effect Determination. (FEMA finding’ SHPOTHPO concurrence attached) - Review concluded
Click here to enter/view project conditions

Comments
Box

Acverse Effect Determination. (FEMA, fincing! SHPOITHPO concurrence attached)

' Resolution of Adverse Effect completed. (MOA attached) - Review concluded
Click here to enter/view project conditions

its/Corr: d IC: i ences

Set status
of review

Add Attachments

Review Status

Please select a reviewy status for this Environmental Law : ICompIeted
Completed

Pending
In Process

Law Attac msrrts...l Save | Return I &l

Mot &Applicable

| Privacy Policy | Accessibility | 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.

Ci ts/Correspond i ences

Review Status

Please select a review status for this Environmental Law ICompIaed -

Add a Comment Lavne Aﬂachmems...l Save | ~ Return | Meod Lawy == |

Save Comment

| Privacy Policy | dccessibilty | Conbact Us | Home | Logout | FAG | Use

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 sub-grantee
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 E
mifies National Historic Preservation Act (NHPA)
HEPA Determination EMIS TTT-002: R4 TE e
Environmental Laws 2-Conditions
Executive Orders Pop-up = = S TCWT
All Conditions LE_‘ onal Historic Preservation Act (NHPA) Conditions

ENE TITO02 R TEST FROVECT D02 FOR EMI Conitio
All Comments

Workflow Diag " , : "
orTiow Disdram € Not type of activity with potential to afiect historic properties - RJ

© applicable exscuted Frogrammatic Agresment. Activity mests P
Click here to enter.view project conditions

€ applicable execuled Programmsatic Agreement (erer date in co

& Standard Section 106 review

3-Click to add
new condition

. . Mo properties in the project area are 50 year

1-Add Conditions link
" Building or structure 50 years or older or liste]
' Determination of Mo Historic Propert]

Click here to enter view project]

" Determination of Historic Properties
' Praperty a Mational Histor

€ No Adverss Effect Detsrm
Click here to enter view

' mgverse Effect Determination (FEMA, finding/SHPOITHPO 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 5_Save 11/30/2007 0301 PM Mo+

4-Enter Condition

Add Save Close

Figure 3.11: Adding conditions (2)
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Conditions can also be added from the Historic Preservation: Environmental Laws

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

3.3.5 Adding Attachments

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

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

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

To add an attachment to a law:
e Click on the Law Attachment command button at the bottom of the Review
screen. A pop-up screen will appear to submit the attachment. (1)
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)

0 O HED LR 2 = & B 2-Select document
tvoe from drobn-down

B o ot -
Choose file (2| x|*| New Attachment: National Historic Preservation Act

EMIS TTT.002): R4 TEST PROJECT 002 FOR EMI

in [ 55 Hiigatn Fies EHoa oo of ver  eson o
| etrants
|C5)EMIS Training Development Files
|2 Interactive Power Points ™
|5 Met Guard ri
| Securell
P¥1BCN Performance Review Summary.doc -
[ course Review Worksheet s i
2 054 Tool Questions.pdf i
jj:;fjm“ Lt doe = 3-Enter document
neris | o descrintion 4-Browse folders
» to find files
A
[
5 7-Save
Fie [ | pen | ]| Attachment
Fil [ Files 71 =l Cancel
. 7]
Figure \ I
. SEE [
3.12: 5-Pop-up box =
Addin g appears to choose 6-Click on Roview Status
an file or files to attach Oben to attach & select & reviews status for this Ervironmental Lasw | Completsd ~
Attach- Law attachmerts | Save | Return | Nest Lawe == |
ment

Privacy Policy | Accessibility | (A‘ .
| 1-Click on Law

EMIS User Guide
Revised by EMI 9/22/2008 28



Federal Emergency Management Agency
EMIS User Guide

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

Not Applicable.

s F I A - §
FEMA 11 09/10/2007 16:00 PM  Scrver: MWEGUA11 User session will e

Inbox  Environmen tal workflow  Reports

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

Law Attachments save Return | Nt Law ==

in comments) - Review concluded

" Standard Section 106 revie v

c corr « fonReferences Set Status of Review

Click to save

Review Status

s select & reviews status for this Enviranmertal Leow : | Completed -

Mot Applicable [0

Figure 3.13: Setting the Project Review Status

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

EMIS User Guide
Revised by EMI 9/22/2008 29



Federal Emergency Management Agency
EMIS User Guide

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 as shown in Figure 3.13
Use the Return button to navigate to the Historic Review: Environmental Laws screen
or the left sidebar links to navigate to other review screens.

3.3.7 Adding Additional HP Laws to a Project Review

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

View Attachments
added to this law

ronmental and Historic Preservation i, ~ o~
01 0902007 16:00 PM  Server: MWEGUA10 | user session udill,expr in29 E | b

View Conditions
mBoles Historic Review: Environmental Laws added to this law

EMIS -002: R4 TEST PROJECT 002 FOR EM|

Delete Queue Environme: ntal Law Review Status

all Comments National Historic Preservation Sct (NHPAY Completed siz] &
q = &
WorkFlovs Disgram Encias NHPA Review 1 inProcess Ed
o is complete i B i £ =
Cle: p E1 mot Applicable B3 (<]
Coastal Zone Management Act (CZMA) 1 completed B3 (<]
= this is & permanert comment - smacdson - -
Fish and Wildlite Coordination Act (FWCA) F1  nProcess OB IRTIO0T 15 B 5 e B3 (<]
Clean Air Act (CAM) El  mot applicable B3 (<]
Farmiand Protection Policy Act (FPPA) 5] mot spplicable BR (<]
Migratory Bird Treaty Act (META) ] mot spplicable BER <]
Magnuson-Stevens Fishery Conservation and - e
Meragemerk Act (MSA) i it Add new HP law £ -
Environme ntal Wil and Scenic Rivers Act WSR) 1l hot spplicable B3 E
Queue: Histaric Review Approved: [Select |~ User: NELSOM, BARBARA Date: 06/27/2007 01:41 PM

Privacy policy | bility | Contact Us | Home | Logout | FAG | User's Guide

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

P 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 EO screens.
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When an additional HP law is added to a project:

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

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

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

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

e Ifalaw 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

Environmental and H: eservation
A1

= = - " —
| user session ué'illﬁnpﬁi:m r*sj Home | Logout | EAQ | User's Guid|

n: 3.00.01 09/10,2007 16:00 P GUA10

Inbox Environmental flow Reports

Frol s
e Add Environmental Laws
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Figure 3.15: Adding Additional HP Laws to the Technical Review (Part 2)

Figure 3.16: Deleting Additional HP Laws in the Technical Review
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3.3.8 Approving and Forwarding a Project

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

To approve a project;

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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Figure 3.17: Approving and Forwarding the HP Technical Review
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3.4 Performing the Floodplain Review

IF THE READ-ONLY ICON APPEARS AT THE TOP OF THE
@ SCREEN, 1) YOU HAVE NOT CHECKED OUT THE PROJECT OR

2) YOU DO NOT HAVE THE ROLE 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.

[ N
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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 as shown in Figure 3.18
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From the Floodplains Review: Executive Orders screen, document the project’s
compliance with EO 11988 by selecting the Review icon flin the Review column next
to that EO.
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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:

Inbox Environmental Workflow Reports

Go to the Floodplain Review: Executive Orders screen.

Select Yes from the “Approved” drop-down box located in the bottom middle of
the screen, just 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 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

EMIS User Guide

Revised by EMI 9/22/2008

35




Federal Emergency Management Agency
EMIS User Guide

3.5 Performing the Environmental Review and NEPA
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 (EOS).

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.
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Inbox  Environmental Wi
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- ¢ AR
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u " Level Re:;w p;l;:‘:s EOS7 and NEPA s Con[d:iens
= sl Determination screens =
Wirkflon Diagram {©) CATEH (Documentation Level TEO)

nmentel Assessment
) Environmentsl Impact Statement
[ project is non-complant (Checking this box and saving will detault 3 Environmentsl Laws and Executive Orders to Mot Complated )

Ouewe:  Enviranmentel Review Approved: Select,. W) User:  RABSATT, LUEEN Status:  Pendng Date: 09/ /2006 05:43 P

[Catechmerts.. | [ comments. | [ Save ] [ Fowad ] [ Rework

| Erivacy Poliey | Accesshilty | Conkact Us | Home | Loguut | FAQ | User's Guide

Figure 3.21: Accessing the ENV Queue

3.5.1 The REC Format and Adding Comments, Conditions and
Attachments

The REC format used for the ENV Review is the same format used for the HP and FP
reviews.
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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 A REVIEWER ISRESPONSIBLE FOR DOCUMENTING
COMPLIANCE WITH ALL THE EHP LAWSAND EXECUTIVE
=) ORDERS, CHECK OUT ALL THREE QUEUES SIMULTANEOUSLY

AND NAVIGATE FREELY AMONG THEM.

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

The project review status is located near the bottom of the REC review screen, just
above the command buttons (see Figure 3.22). 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/Correspond 0 tationReferences

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

Review Status

Please select a reviewy status for this Environmental Lawy © | Completed

Pending
In Process
'Completed

Mot Applicable

Law Attachments... Save Return | == f

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

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.
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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.
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.
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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 a
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Statutory Exclusion (STATEX), Categorical Exclusion (CATEX), requires an
Environmental Assessment (EA), or requires an Environmental Impact Statement (EIS).

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

Enter NEPA
Determination page

J A . EHP: Enviro

X e A 5
R *__,_ ‘-_\ume\uut_lwlumr'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
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Figure 3.25: Conditions, Comments, and Attachments to the NEPA Determination Screen
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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 (see figure 3.25). 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.

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

Bd. 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).

4} conditions - Microsoft Internet Explorer ;lﬁlill
Fle Edit view Favorites Tools Help |
FBack v = v D ot | Dsearch GFavorites @veda ¢$| S S &1 5 4

Address I’Gj http:f,"\de‘femadevmetl7779/EHPIADD_ENVIRONMEN'I'AL_CONDI'HONS.dO?acuoﬁT\jDe:ADD_ENVIRONMENTAL_CONDI'I'[ONS&CONDITION_TVPE:NEPACONDmﬂ PBo

-

NEPA Determination Conditions 7
PA-Test050-001: Manual PA Poject 50 Conditions

Entered Monitoring
Delete Condition By Entered Date Required

[ X] 0B/M1/2006 02:55 PM [No =

ﬂ Click to add more conditions
Add %Clnse |

Conditions will be displayed here

Figure 3.26: NEPA Determination Conditions

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

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 (see Figure 3.27).
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Figure 3.27: STATEXing a Project

3.5.8 CATEX Determination

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

Elto go to the CATEX Categories screen.
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Figure 3.28: CATEXing a Project
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From the CATEX Categories screen, check the box next to the appropriate CATEX
category or categories that apply to the project; there may be multiple components of
the project that qualify under different CATEX categories.

Following the category selection, select Save. Next, click the Circumstances button.

Use the Extraordinary Circumstances screen to document the presence of extraordinary
circumstances.
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Figure 3.30: Extraordinary Circumstances

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

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

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

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

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

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

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

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

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

,, TFI\V L EHP: Environimental and Historic Preservation
§9 FEMA -

Version: 1.00.01 12/062005 12:00 PM  Server: egrantsweb

Inbox  Environmental Workflow Reports

R
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Enwironinment sl Laws
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\ * Draft EA Date: a * Final EA Date: a
Al nigditicn:
Al Comments ;:n]:::::::;ﬂ;::r;:c;:ﬂl:::&:::l ::;e n Finding of Ho Significant Impact (FOUSH): n
Workflow Diage am
C ICorrespond
Review Status
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Figure 3.31: Environmental Assessment
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3.5.10 Environmental Impact Statement Determination

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

click Save.
o FEMA - EHP: Environmental and Historic Preservation b N St .
e & Version: 1.00.01 12/06/2005 12:00 PM  Server: egrantswehb J £ W = a Home | Logout | FAQ

Inbox Environmental Workflow Reports

ks NEPA Determination - Environmental Impact Statement
HEPA Dietermination PDMC-PJ-04-MC-2008-002 ([@): Chapel Hill - Camelot Village Acquistion and Demalition Project - Bldg. B

Environmental Lavws
Executive Orders Envirenmental Impact Statement Dates

Publication of Hotice of Intent to Prepare EIS: I] Record of Decision (ROD): I]

All Conditions
Al Comments

C ts/Corresy ferences

WirkFlow Diagrarm

Review Status

q Please select a review status for this NEPA Determination: | Pending A4
Click to save
comment
Save | | Return

Figure 3.32: Environmental Impact Statement

3.5.11 Approving and Forwarding a Project

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

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

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

&

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

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

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.
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Figure 3.33:
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Rework Request Information

To rework a project to the Calling Program:

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

P&-DB-OK-173 1-Select Calling tis Remaval (CES 003)

Program to rework to o ]
Please selectt er comments describing the reasonis) for requesting rework.

Select Reason(s) for Rework Request

¥ EMME

- — 2-Provide detailed
3-Select Contlnue Continue Cancel reason Why projeCt
to submit is being reworked

Figure 3.34: Rework Request
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4. Environmental Officer Review

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

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

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

-

= [N =
€ % % Iome |y gagut| £an ] ser' Gude
Inbox il Workflow Reports

Answer the

Inbox
All Peviews
CheckIn Tool

Workflow Diacram

Environmental Officer Review

Workflow Test - D01: Miami, FL Beach Reclamation

Wias the proper HEPA Determmation made

Have allhe applcatle Envionmertsl Lavws been peoperly review

REC command
button

three questions

Select.. v

Orders been prop Select... v

Approwed:

Select. ¥ 09/152006 0334 P4

Approve the project

Forward project to
Calling Program

Send the project
back for rework

| privacy Pobcy | Accessbilky | Contact s | Home | Lonout | FAQ | Users Guide

Figure 4.1: 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 [*! icon on the subject tab or on the Inbox

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

e To view the project description, click on the Project ID link from the Inbox.
To complete the EO review:

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

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

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

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

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

4.1 Rework

The EO Reviewer also has the ability to rework projects.

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

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

To rework a project, navigate to the Rework Request screen by selecting the Rework
command button on the Environmental Officer Review screen (Figure 4.1).
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Figure 4.2: EO Rework Request
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From the Rework Request screen:
e Depending on the reason for rework, select the Calling Program or one or more
of the EHP Technical Review Queues by checking the corresponding box.
e Provide a detailed explanation in the Reason(s) for Rework Request field.

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

Once the desired Queue(s) are selected for rework and a reason for the rework if
provided:
e Click on the Continue command button to forward the project out of the EO
Review Queue.
¢ A Confirmation screen will appear displaying the selected rework Queues.
e For any project reworked to a Technical Review Queue, it will appear in the Inbox
and be identified by the Rework B icon (see Figure 4.2).

4.2 Check-in Tool

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

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

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

Report should be generated from the DATA WAREHOUSE.

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

5.2 Saving a copy of REC to archive

e EMIS creates the REC as a .pdf file

e Click = to view the REC

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

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

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

f>|1_f2 € ¢|ﬁv = BAREE -

Save Icon

FEDERAL EMERGENCY MANAGEMENT AGENCY B3

RECORD OF ENVIRONMENTAL CONSIDERATION REPORT(REC)

Print Icon

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

Title: Blanchard School District (G55-002)

Figure 5.1: Saving a copy of REC

5.3 Using EMMIE Reports to help Manage EMIS Workflow

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

EHP staff with EMMIE Read-Only access may login to EMMIE INTERNAL from the
ISAAC Portal (https://portal.fema.net/famsRuWeb/home) (see Figure 5.2).
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- T,
_FEMA Home | Logout

FEMA - DHS Integrated Security and Access Control

Click here to request new priviedes

Environmental and Historic Preseruation

- [
ERMIE TERAL Click here to enter EMMIE with
\‘ Read-Only access
- IMCAD intranet web site

Mitigation eGrants

WEBADD

| accessibility | Site Help | Site Index | FEMA Contact | FEMA Home | Logout

Figure 5.2: Accessing EMMIE

5.3.1 Generating a D.1 Project Worksheet Report

My Re Preferencesi Help i Log Out

Logged in as: HEATHER BATSOHN [ Session Expires in 30 mins ]

Horne Tasks » Administration Information [Memsion: 1.00.02 Sener MIFEGUATT ]

2

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

REPORTS

D1 - Project Wirksheet Report

M.5eties - Pre-Application Summary ReportfLabels

5.1 - Public dssiskance Grant Summary Report

5.3 - Applicant Status Report

5,6 - Public Assiskance Summary Repork

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

P.Z - Project Application Grant Report

P.5 - Public Assistance Grant Summary

Wiew Applicants Repart

Wiew Projects Report

Wiew Disasters Report

Award Package Hiskory Status Report

3F-434 Disaster Report

Figure 5.3 Accessing the D.1 Project Worksheet Report
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| Help i Log Out

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

Horme Tasks > Administration Infarmation [Vemsion: 1.00.03 Server: MIVEGUATD ]

Project Worksheet Report (D.1)

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

! ) ! Grants program drop-down menu
Note: Fields marked with an * are required.

Search Criteria

* Grant Program: W

* Disaster Number:

* Please make a selection and click on the Go button: el applicant el Courty el Category El
Report with optional fields? ves € Mo

Go Back | Feset | Generate Bepart

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

Figure 5.4 Running the Report

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

QA WNE

©ooN

~ooooTw
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5.4 Managing Programs

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

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

Manage Programs subject tab

LA / FHP: Environme
4 A -
\‘% FEDI‘\ Vers : 3.00.03 0219/2008 102

R =
User session w}'ill exp‘ﬁi :I[Irm Home | Logout
f Sl 2 > | lome | Logout

Inbox Reports Search Manage PFograms  Manual Entries

Select icon to

mefkes Manage Programs modify standard
Inbox The following list containg all the programs thatyou are permitted to deld Condltlons hased on your roles.

&l Reviews

CheckIn Tool
Bhow|1 -10 :I' Showr Al showing 7122 Mest | Last

‘WorkFlow Disgram

Establish

Delete Component Program Region Disaster # Workflow

FEM, FMa 1 ] IO}
FEMA, FMa, 2 8] 1D
FEM&, FMA, 3 @] [0
FEMA Fhs, 4 @] D
FEM&, FMA, [ @] I
FEMA FMa, 3 @] IO
FEM&, FMA, 7 @] 1
FEM, Fhid, ] @] IO}
FEMA, FMa, g 8]

FEMA FM, 10 @]

Add Program Select icon to
Click button to add a '% modify workflow

new program or disaster

TFFivacy Policy | Accessibility | Contact Us | Home | Logout | EAQ | User's Guide

Figure 5.5: Managing Programs

5.4.1 Establishing Required Conditions

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

e From the Manage Programs screen, select the Modify Program icon & next to
the desired program name or disaster number (Figure 5.5).
o If the desired disaster number is not already listed, it must be added using
the Add Program button.
e On the Manage Program: View Program screen, select or de-select required
conditions (Figure 5.6)
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e If selection under “Required Conditions” are changed and saved, the changes
will apply from that point forward for new projects submitted to EMIS; the
changes will not apply to projects that were in the system already.

ironmental and Historic Preservation -

ersion: 3.00.03 02/19/2008 10:00 AM S, MWEGUA10 User session will _exnr in15 rml Home | Loaout | FAD | User's Guide

Inbox Reports Search Manage Programs  Manual Entries COndItIOnS are attached to
mfokes Manage Programs: Modify Program every project if corresponding
- FEMA - FMA - Region 1 box is checked
All Reviews
CheckIn Tool Gelectthe Required Conditions to he associated with each project of this type:
workflow Disgram Select Required Conditions

I Any change to the approved scope of work will reguire re-evalustion for complisnce with MEPA and other Laves and Executive Orders.

This revieww does not address all federal, state and local requirements. Acceptance of federal funding requires recigient to comgly with all
I tedersl, state and local lavs. Failure to obtsin sl appropriate federsl, state and local environmental permits and clearances may jeopardize
feders| funding.

Ird If ground disturking activities occur during construction, applicant will monitor ground disturbance and if any potertial archeological resources
are dizcovered, will immediately cease construction in that area and notify the State and FEMA,.

Regional Environmental Officer can designate

Select Designations
I Historic Preservation Lawes § Executive Orders reviewer
7 Floodplzing Executive Orders reviewer
L7 \Ahether to include o exclude Environmental Officer Review 7
Click to save

Changes Save Return

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

Figure 5.6: Manage Programs: View Program

5.4.2 Establishing Workflow

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

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

the Environmental Review Queue.

WORKFLOW FOR A PARTICULAR PROGRAM (BY REGION)

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

column next to the desired program name or disaster n

umber (Figure 5.5).

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 5.7).

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.

reservation

3 02/19/2008 10:00 AM MWEGUA10 | user session will Expgmgs .%Ilﬂ’s_m

Inbox Reports Seard Manage Programs  Manual Entries

ufoles Manage Programs: Establish Workflow
Inhox FEMA -FMA - Region 1

All Reviews Yau are ahoutta change the defaultwarkfiow far FMA projects under this disaster
CheckIn Tool

Select who will perform
HP and FP Reviews

' Histaric Preservation Reviewer
Historic Preservation Laws J Executive Orders will be reviewed by
© Environmental Reviewer

workflow Disgram

(o Floodplains Reviewer
Floodplains Laws § Executive Orders will be reviewed by
© Environmertal Reviewer

& ves
Include Environmental Officer Review 7
g

. Save Return
Click to save
changes

Click to exit
screen

Select whether or
not there will be an
EO Review

| privacy Policy | Accessibiliey | Contact Us | Home | Logout | EAD | User's Guids

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

It is important to note that for disaster-based program, i.e. Public Assistance, the
Workflow and standard conditions may be established program-wide within a region, or
established separately for each disaster event. To establish Workflow and set standard

conditions for a particular disaster event, locate the disaster number on the Manage

Programs screen. If the desired disaster number is not listed, it must be added using the

Add Program button (Figure 5.5 and 5.8).
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FEMA - EHF: Ei nmental and Hi servation

03 02/19/2008 10:00 AM VEGUA10 | user session willlexpgiz? rm's | Home | Logout | EAQ | User's Guide

Inbox Reports Search Manage Programs  Manual Entries

Fal -
mAzes Manage Programs:Add Program
Inbox Please add a new program hy entering the information below and clicking the Sawve hutton.
All Reviews
Checkin Tool DHS Component: IFEMA -
‘workFlow Diagram Program: IOthar j'

Digaster Humber:

Program Name: |

Program Description: |

Disaster Based Program: |YES j‘

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

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

Figure .5.8 Add Program/Disaster

5.5 Manual Project Entry

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

To manually enter a project into EMIS:
e Select the Manual Entries subject tab in the navigation bar at the top of the
screen
e Select the Add command button from the bottom of the Manual Projects Entries
screen (Figure 5.9).

ervation £ 8 o 4 IR
A1 | Home \Enms’ﬁn Inbox | Logout | EAQ | User's Guide
inbox Reports Search
= ) _ Select Manual
Manual Project Entries .
e | Entry subject
DHS Component: | L. 5 Disaster Humber:
Chrkin Te Region: [ % Tates || e [ 9
Al [ Fae | [ HideFites | [ Resst ]
Show|1-10 % |show Al showing 1-100f 11 Next |Last
Delete Program Disaster # 2% Region State. Project I Project Title
%] [ 710 2008 . 5o pariasers eeice smonn projsct 2]
[x] Fa 7108 2006 4 sC aan bl E
Pa, 7108 2008 4 sc vdd ks test <]
[x] Pouc 7108 2008 . NS Crade o Grave Testz Crodeto Grave Test2 ]
B3 FOMC 7108 2008 4 S EMiTestnn Crade to Grave Test E
| x] Teddy 2008 [ FL Tedddy 1 Tetly test suniay E
Fhia 708 2007 4 ™ 2373 test LL ]
E PA 7108 2007 4 s PA-T108-1234 Mark's project E
Pa 7108 2007 4 s PA-PI-04-5C-2007-002 Charkesten Bridge Reclamation ]
) 108 2007 4 ES P£5C.2007.20071 Folty Beach Lighthause Repalr E
S
Select to delete a —T— elect to add
project you entered I
ivacy Policy | Accesshilty | Contact s | Home | Logout | FAG | User's Guide

Figure 5.9: Manual Project Entries
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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

FEMA - EHP: Environmental and Historic Preservation
“IVEER = \ersion: 2.01.00 09/05/2006 18:00 PM  Server: DTEGUA1

Inbox Reports Search  Manage Programs  Manual Entries

I
| Home \Ekmrs’ﬁ_n Inbox | Logout | EAQ | User's Guide

iy Manual Project Entries: Add New Project

Inbox Please submit a project for Environmental Review by entering the required information below and clicking the Save bution.

Shockintinl oS Component: | _/_ Enter information in all
orkflow Disgram ' Program: Mo

N =T required data fields

* Project ID:
 Project Title:

! Fiscal Year: _
' Region: b

‘ State: ]

o
Select to continue

| Privacy Policy | Accesshilty | Contact Us | Home | Logout | Fag | User's Gude

Figure 5.10: Manual Project Data Entry

Enter the required information on the Manual Project Entries: Add New Project screen,
and click the Save command button. From the Manual Project Entries screen

(Figure 5.9), select the paperclip icon 4 next to the manually-entered project to attach
project documentation, such as a Statement of Work, photographs, maps, etc. that are

relevant to the project in general. Attach law or EO-specific documentation to the
appropriate law or EO.
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6. List of Acronyms

CAA Clean Air Act

CATEX Categorical Exclusion from NEPA

CBRA Coastal Barrier Resources Act

CFR Code of Federal Regulations

CWA Clean Water Act

CZMA Coastal Zone Management Act

EA Environmental Assessment

EHP Environmental and Historic Preservation

EIS Environmental Impact Statement

EJ EO12898 Environmental Justice

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

E.O. Executive Order

EO Environmental Officer

ESA Endangered Species Act

FEMA Federal Emergency Management Agency

FMA Flood Mitigation Assistance

FP Floodplain Technical Review

FPPA Farmland Protection Policy Act

FWCA Fish and Wildlife Coordination Act

HP Historic Preservation Technical Review

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

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

NEMIS National Emergency Management Information System
NEPA National Environmental Policy Act

NHPA National Historic Preservation Act

PA Public Assistance

PDMC Pre-Disaster Mitigation Competitive

PW Project Worksheet

QA/QC Quality Assurance/Quality Control

REC Record of Environmental Consideration

REO Regional Environmental Officer

SOW Statement of Work

STATEX Statutory Exclusion from NEPA

WSRA Wild and Scenic Rivers Act
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7.
7.1

Appendices

Quick Reference Guide: Application Icons

MAGNIFY ICON:

-
1
-

[

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

READ-ONLY ICON:

[l

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

READ-ONLY ICON:

i

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

REVIEW ICON:

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

DELETE ICON:

E3

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

ATTACHMENTS ICON:

4

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

CHECKMARK

ICON:

ol

s

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

CONDITIONS |

CON:

by

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

REVIEW REQUEST ICON:

The review request icon indicates that the Historic Preservation and
Floodplains review have been completed and the project is ready for
Environmental review.
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RE-WORK REQUESTED ICON:

atechnical review queue. Click on the icon to view the rework history and

m The re-work requested icon indicates that the project has been reworked to
view the reason(s) for the re-work request.

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

7.2.1 Adding Comments

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

To a Law or Executive Order

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

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

as follows:

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

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

e To summarize resource agency consultation.

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

EHP: Environmental and Historic Preservation
006 18:00PM _ Server: DTEGUAT

05720

ital Workflow  Reports

Executive Order 11988 - Floodplains
Workflow Test - DD1: Miami, FL Beach Reclamation

Review Criteria

1-Add comment

1 Effect on Floodko
@ Possible adverse effects

® sstep
Click

Some of the project is I the V zone

2-Save comment

EO Aftachments.

| Prvscy Policy | Accessbity | Contact Us | rome | Logout | a0 | User's Gude

Figure 7.1: Adding Comments to a Law or Executive Order

To the NEPA Determination

Comments can be added in a couple of places on the NEPA determination screens.
Comments in these screens should be limited to documenting:
e The presence of Extraordinary Circumstances.
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e General summary of NEPA Determination process, if needed.

NEPA Determination - Extraordinary Circumstances
EMIS TTT-002: R4 TEST PROJECT D02 FOR EMI

====== Extraordinary Circumstances

......

1-Check box for
Extraordinary
Circumstance

ry circumstance exists and leads to a significa

e o 2b-Enter General NEPA

2a-Enter Extraordinary
Circumstance comment

Determination comment

3-Save comment

]

Figure 7.2: Adding Comments to the NEPA Determination

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

be edited or deleted.

General Comments to the Project

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

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

e There are circumstances that are causing a delay n the EHP review

« Additional coordination with the Calling Program, Applicant, or sub-Applicant is

required.

myRoles

MEPA Determination
Environmental Laws
Executive Orders

Al Conditions

Al Comment ks Historic

‘workflow Diagram

Environmental Review: Environmental Laws
EMIS TTT-002: R4 TEST PROJECT D02 FOR EMI

Rework History

Delete  Queue Environmental Law

National Historic Preservetion Act (MHPA)
Environmental Endangered Species Act (ESA)
User: NELSOM, BARBARA

Environmental Coastal Barrier Resources Act (CERA) Date: 01/2312008 0719 PM
Title:

New Comments: Environmental Review
EMIS TTT-002 Ré TEST PROJECT 002 FOR EMI

2-Enter title and
comment

n Vyiater Act (CvVa) I

1-From any

screen, click
Comments and
then click NEW  ['#"#ess

&l Zone Management Act (CIMAY

anct Vildlite Coordination Act (FACA)

land Pratection Palicy Act (FRPA)

3-Save comment

Save Ccancel

User: MELSON, BARBARA

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

Figure 7.3: Adding General Comments to a Project

Note: General comments can be deleted by the author.
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7.2.2 Adding Conditions

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

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

To a Law or Executive Order

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

EHP: Environmental and Historic Preservation
rersion: 3.00.02 11132007 12:00 PM  Server: MWEGUA1(|

Workflow Reports Executive Order 11990 - Wetlands Conditions
EMIS TTT-002: R4 TEST PROJECT 002 FOR EMI Conditions

2-Enter condition

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

on
B 3-Save condition
' ho effects on wetlands and project outside wetlands -
@ Located in wetlands or effects on wetlands
" Beneficial Effect on Wetland - Review concl
A Save | Close |
1= Possible adverse effect associated with con

© Review completed as part of flaocplain revisw - Review concluded

Entered By

@ & Step Process Complete - documentation sttached - Review concluded
Click here to enter/view project conditions

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

1-From REC form screen,
click here to enter T

conditions select a review status for this Exesutive Order: |Tiot Applisabls <]

EO Atachments. . | Save | Return |  =<PreviousE0 | MetEC=- |

Figure 7.4: Adding Conditions to a Law or Executive Order

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

General Condition to the Project

General conditions can be added to the project from the NEPA Determination screen
by selecting the conditions icon E2 and adding text in the pop-up dialogue box
(see Figure 7.5).

General conditions are those that don’t apply to a specific Law or Executive Order,

including:

e Land use conditions such as obtaining easements or zoning.

e General construction requirements such as hours of the day when activity is
allowable.
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Environmental Review: Environmental Laws

EMIS TTT-002: R4 TEST PROJECT 002 FOR ERI CIICk on Condltlons icon

to add condition for
specific law

Rework Histor:

Delete  Queue Environmes rtal Law

F
8
EH

i e B Bk B el B B o e

Conditions Attachments

62 v

Historic Hational Historic Preser ation Act (hHPA)

o
g
El

Environmental Encdanasrsd Species act (ES&) In Process

Ervironmes rtal Coastal Barrier Resources Act (CBRA) Completed

Environmes rtsl | Clean Vyater Act (CVA) Mot Applicable

Erwironmentsl Coastal Zone Management Act (CZMA) Completed oz
this is @ permenent comment - smadsan - o
In Process 062772007 15:28:52 GMT B v

Erwironmental  Fish and wildlife Coordination Act (FWCA)

Ernironme: ntel | Clean &ir Sct (C&.2) Mot Spplicable

Ernironmentsl | Farmiand Protection Policy Act (FRRA) Mot Applicable

Environmental  Migratory Bird Treaty Aot (MBT.A) Mot Applicable

evens Fishery Conservation an

n
Manscy Tt Act (ME2) Mt Applicable

Erwironimel rtal  Wild and Scenic Rivers Act (WSR) Mot Applicable

Quaue: Enviranmer rtal Revisw Approved: [coe.. = User: NELSON, BARBARA Status: Pending

Attachgents .. comments... | Ao Forward

Click Attachment button or icon
to add attachments

Figure 7.5: Adding General Conditions and Attachments to a Project

7.2.3 Adding Attachments

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

To a Law or Executive Order

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

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

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

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

General Attachments to the Project

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

e Documentation clarifying the scope of work

e Land use agreements such as easements or deeds

e General correspondence with the Calling Program, Applicant, or sub-Applicant

« Site reports; meeting reports
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