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1 Infroduction

This is the user handbook for the Interagency NEPA & Permitting Collaboration Tool. It teaches you how
to use FHWA'’s electronic collaboration tool during the National Environmental Policy Act of 1969 (NEPA)
process. This tool is referred to as “INPCT” throughout this document.

The development of INPCT is the result of the longstanding FHWA priority to improve the timeliness and
quality of the environmental review process. Since TEA-21, a central focus of FHWA efforts to accelerate
project delivery has been establishing coordinated environmental review processes with concurrent
interagency reviews and established time periods. FHWA has developed INPCT for use by State
Departments of Transportation (DOTSs) in support of interagency reviews with the intent of creating a
transparent and streamlined process across states and transportation projects. FHWA believes that
interagency collaboration will be greatly enhanced and expedited through the use of INPCT. By
improving the ability for concurrent agency reviews, particularly by Federal agency reviews, issues can
be raised and dealt with early, in real-time, thereby simplifying and clarifying the review process and
assisting agencies in fulfilling their NEPA responsibilities.

2 Background

FHWA has been at the forefront of the efforts to streamline and accelerate project delivery, and has
pursued a multi-faceted strategy to improve and accelerate the project development process through
process reinvention, interagency relationship building, performance measurement, dispute resolution
and facilitation of State and regional initiatives. FHWA initiatives to accelerate project delivery include
Every Day Counts (EDC), which focuses on identifying and deploying innovative methods and
technologies for accelerating project delivery while also enhancing the safety of roadways and
protecting the environment. Planning and Environment Linkages (PEL) is another initiative that focuses
on early consideration and planning for environmental, community, and economic goals, and
incorporating this information into the environmental review process.

In an effort to accelerate project delivery and to enhance agency collaboration, FHWA developed INPCT.
FHWA believes that interagency collaboration can be further enhanced and expedited through the use
of INPCT, and expects that this tool will facilitate concurrent agency reviews, and lead to issue resolution
in real-time early in the environmental review process. The goal of using INPCT is a streamlined and
transparent process that improves communication and shortens the project delivery timeline.

3 Development Approach

INPCT has been developed as a modernized version of the previous eNEPA 2.0 (electronic National
Environmental Policy Act). INPCT received input from State and Federal agencies who volunteered to
participate in the INPCT Technical Working Group led by FHWA. The State and Federal agencies include
Washington DOT, Georgia DOT, United States Coast Guard, United State Army Corps of Engineers, FHWA
HQ, and US DOT OST. These agencies have participated in iterative testing sessions and a debrief
webinar where they discussed proposed changes to the tool.

Upon completion of INPCT, DOT will roll out the release of INPCT nationally. This will be followed by
several training demonstrations to the participating state agencies.
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4 Accessing INPCT

4.1 Tool Requirements

The INPCT application will work best with the FHWA standard browser Internet Explorer 11 and Google
Chrome. Some features may not work with other browsers. If you use another browser and encounter
any issues, switch to an FHWA supported browser.

INPCT supports many commonly used file formats. If you try to upload an unsupported format, you will
receive a message requesting that documents of a supported file type be uploaded. Supported file types

include:
o .pdf
e txt
e .doc
e .docx
e xls
e xlsx
o rtf
e .ppt
e .pptx
* .jpg
* .jpeg

5 User Login and Registration
5.1 Login to INPCT

1. Go to: https://inpct.fhwa.dot.gov

2. Once the website launches, click on the top right of the page.

INPCT User Guide 4
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PROJECT COLLABORATION TOOLS

The INPCT Project Collaboration Tool includes templates to help facilitate the environmental review process for all NEPA classes of action (Fnvironmental Impact Statement, Fnvironmenta

r

Assessmenl, Calegorical Exclusion)

GETTING STARTED

Select on option below for additional information.

| Webinar | i el o

B INPCT User Handbook pdi) (Coming Soan)
Y K start Guide (pdt]

- ; .

CORE CAPABILITIES

PERMITTING TIMETABLE
» lrack Fegeral Environmental Reviews
»Improve coordination, fransparency, and accountabiity.

DDOCUMENT MANAGEMENT
1 Cellabarating on documents

1 Uploading standard electronic formats Including PDF, JPEG, Excel

spreadsneets

INPCT TOOL
INTERAGENCY COLLABORATION
» Conducting concurrent ogency reviews

For a general INPCT Project Template
tion due dates and accepling

comments/documents

3. Assoon as the login page loads, users who are already registered can use their login credentials
to access INPCT. Other users will need to register first prior to using the tool.

Note: All users must be registered to access INPCT.

Figure 2

ABOUT  CONTACT  LOGIN

Login  Register

Login

* Password

require ®

Forgot your password?
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5.2 Register for INPCT

There are two types of users that can register for INPCT: General Users, and FHWA/DOT Users. General
Users can register directly from the website. FHWA/DOT Users will need to register first through UPACS,
which supports the INPCT application.

5.2.1 General User Registration

For individuals who are members of the public, not associated with the Federal Highway Administration
(FHWA\) or the Department of Transportation (DOT), they may access and register to INPCT directly from
the INPCT website. See the steps below to register as for a General User account.

1. Go to: https://inpct.fhwa.dot.gov/.
2. Once the website launches, click on the top right of the page.

Figure 3
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PROJECT COLLABORATION TOOLS
The INPCT Project Collaboration Tool includes templates to help facilitate the environmental review process tor all NEPA classes of action (Fnvironmental Impact Statement, Fnvironmenta

Assessmenl, Calegorical Exclusion).

GETTING STARTED

Select on option below for additional information.

CORE CAPABILITIES

PERMITTING TIMETABLE
» Irack Feaeral Environmental Reviews
nImprove coordination, fransparency. and accountabilty.

DOCUMENT MANAGEMENT
» Callaberating on documents
» Uploading standard electronic formats Including PDF, JPEG, Excel

spreadsheets

INPCT TOOL

For a general INPCT Project Template

3. Once the login page loads, click the

INPCT User Guide
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Figure 4

ABOUT  CONTACT  LOGIN

Login Register

Register

To access eNEPA's online services, you need a User ID and Password. FHWA's employee? click here
* Email

Register Now

4. Enter your e-mail address and click [REIEEE YA |

The INPCT website will verify the user’s e-mail ID against the centralized UPACS database to see
whether the user has prior access to INPCT or any other FHWA application behind UPACS (for
example: NHI).

Note: If you are an FHWA employee and are uncertain how to register, click the blue “click here”
link to find out more information on accessing INPCT through UPACS.

5. Accept the Rules of Behavior.
Figure 5

e — I N PCT ABOUT  CONTACT
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Please accept the ROB to Register

All users
Application.

deral applications are required fo acknowledge and accept sec

ity mandated "Rules of Behar Rules of Behavior outline what you are expected fo do with regards fo "Security” while using any FHWA

You must agree 1o thess rules now and then re-affim this agreement yearly or when your securlty level changes.

Revised on November 4, 2010

Terms and Conditions of Use
You are attempting to access a Federal computer system, which Is the property of the United States Govemment. It s for authorized use only.

Unauithorized access fo fhis Unifed States Govermnment computer sysiem is prohibited by Title 18, "Crimes and Criminal Procedure”, United Siates Code, Section 1030, Fraud and Related Activity in Connection with
Computers.” Knowingly or intentionally accessing the computer system without authorization or with intent to defraud could result in a fine, imprsonment, or both.

To protect the application from unauthorized use, system administrators menitor this application. Anyone using this application expressly consents ta such monitoring and Is advised that If monitoring reveals possible evidence
of eriminal activity, such evidence may be provided fo law enforcement officials.

Unauthorized or improper use of this application will resull in administraive disciplinary action and civil and criminal penalties.
By continuing fo use this application you indicate your awareness of and consent o the following "Rules of Behavior”.

Rules of Behavior For a User
| will not knewingly intfroduce any malicious code info DOT computer systems nor will | attempt fo bypass or circumvent its security features.

https

ps_fhwa.dot gov/enepat?/ | me and will not disclose them to anyone. | will change my password immediately when | suspect that my password may have been compromised. | will not store any User-Id or Passwords in

6. Complete the User Registration page.
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Figure 6

User Information

Click to disploy password reguirements

* Password * Confirm Password
required @ required @
* First Name * Last Name
required required
Contact Information
*Tifle
required
* Address
equirec
* City
equirec
* State *Tip
- select state - v required
* Phone Number *Time Zone
required - select Timezone - A
* Organization
- select Organization - v

If you need elevated access, please contact the system administrator under the contact section.

Create User

7. Upon completion, click .

This will grant you the “INPCT User” role. You can log in to INPCT but will not be able to access any
projects until you are assigned one by the Project Manager. If you need an elevated access role,
such as “Project Manager,” then contact the System Administrator.

5.2.2 FHWA/DOQOT User Registration

FHWA and/or DOT employees may access and register for an INPCT account through UPACS. See the
steps below to register for an FHWA/DOT account.

INPCT User Guide 8
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1. Users with @dot.gov e-mail IDs need to register to UPACS in order to access INPCT. If you do not
have a UPACS account, register for a UPACS account.

2. Once you have created your UPACS account, send an e-mail to David Williams
(david.williams@dot.gov) or Megan Cogburn (megan.cogburn@dot.gov) for INPCT FHWA
account access.

3. Once you are notified that you have received access, navigate to UPACS, and click on the PIV
icon to login with a valid PIN number.

Figure 7

:.s‘ Dnoclr:::idhwmhtm Help | Feedback

FHWA Information Systems - UPACS Login

File Transfer Registration UPACS Administrators Phone List System Availability System Requirements

UPACS = User Profile and Access Control System

Log in to UPACS using PIV card

el

Detailed Information on PIV

USDOT (all Modes) employees and USDOT contractors are required to use their PIV card. If you need assistance logging in, please contact your local UPACS Administrator

* By logging into FHWA Information Systems, you indicate your awareness of and consent to the Terms and Conditions of Use and Rules of Behavior, and the Privacy Policy.

«  PIV Exemption Request:
= To Change or Reset Your PIN:
«  To Establish a UPACS Account:

Feedback | Privacy Policy | Exit

2 FHWA

United States Department of Transportation - Federal Highway Administration

4. Click on “Prod Systems” from the blue menu bar.

5. Click on the “Interagency NEPA & Permitting Collaboration Tool” link and the INPCT Workspace
page shall display.

INPCT User Guide 9
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Figure 8
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WORKSPACE

PROJECT SEARCH ABOUT CONTACT LOG OFF

Collaboration Tool

HOME ' WORKSPACE

LATEST NEWS e

w Tookil

v Toolkit website serves as ine
elated o the FHIA'S
envirenmental prog:

nmental Slewardst

Puoiications, Resources, and lools

UPCOMING MEETINGS & MILESTONES

None

RECENTLY ACCESSED PROJECTS

Welcome!
Our records show thal you are not parlicipaling in any projects. Please select an oplion below lo conlinue.

JOIN A PROJECT

Youncedtobeap member fo

lease contact your

CREATE A PROJECT
You need Project Manager (PM) permission to
create and manage projects in INPCT. Please

include your organization as well as your
contact information when submitting your
request.

REQUEST PM PERMISSION

TEST DRIVE INPCT
biscover reak-fime collaboration on
environmental reviews, document
management, and federal environmental
permit tracking. Join the demo project and

start experiencing INPCT

JOIN DEMO PROJECT

Note: If you have questions or problems registering to UPACS, contact the IT Department at 5-Help for

assistance.

5.3 Trouble Accessing Your Account?

5.3.1 Reset Your Password

1. If you forget your password, click the “Forgot your Password?” link.

Figure 9

e _ INPCT

Interagency NEPA & Permitting

ABOUT  CONTACT  LOGIN

Collaboration Tool

Login  Resister

Login

* Email

* Password

[R-"RLM Forgot your password?
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2. This will take you to the “Forgot Your Password?” page displayed below.
Figure 10

l N PCT ABOUT  CONTACT  LOGIN

Interagency NEPA & Permitting

e Collaboration Tool

HOME RESET PASSWORD

Alert: If you have already requested a password reset, please wait till you receive an email from system administrator.
If you try to reset your password again within a 24 hour interval your account would be hardlocked, in which case only system administrator can unlock your account.

* Email

Reset Password

3. Enter your e-mail address. The system will send a temporary password via e-mail. Note: This will
take a few seconds to a few minutes. Please check your junk folder if it is not in your inbox.

4. Upon receiving the temporary password, login to INPCT. The tool will prompt you to change
your temporary password to a permanent password.

5.3.2 Locked Accounts

If you have entered your password incorrectly 3 times, you will need to contact an INPCT System
Administrator who will give you instructions on how to access your account.

See the Contact section of this document for System Administrator contact information.

Note: To prevent being locked out of your account in the future, remember to log in to the system every
60-90 days. This will prevent you from being locked out.

6 Welbsite Access

To access INPCT, click on the link below:

https://inpct.fhwa.dot.gov/

INPCT User Guide 11
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Figure 11

CONTACT

PROJECT COLLABORATION TOOLS

The INPCT Project Collaboration Tool includes two templates to help facilitate the environmental review process: 1) a
general NEPA template format for all NEPA class of actions and 2) a failored One Federal Decision template for all
Major Infrastructure Projects following EO 13807.

GETTING STARTED

Select an option below for addifional information.

National Webinar (pdf)
W INPCT User Handbook (pdf]
1]

Quick Start Guide (pdf)

ONE FEDERAL DECISION (OFD) TOOL INPCT TOOL
For Projects following One Federal Decision (EO For a general INPCT Project Template CORE CAEABILEIES
13807)

PERMITTING TIMETABLE
» Track Federal Environmental Reviews

» Improve coordination, ransparency. and

accountabity.

GET STARTED )) Cei st ) . DOCUMENT MANAGEMENT
02 » Collaborating on documents

» Uploading standard electronic formats

Figure 12

e

1 NPcT WORKSPACE v  TEMPLATE ~  PROJECTS ~ ADMIN ~  ABOUT  CONTACT  LOG OFF

Interagency NEPA & Permitting
SRNEE Collaboration Tool

Click the “INPCT” to go to
Workspace anytime.

HOME / WORKSPACE

UPCOMING MEETINGS & MILESTONES i
00 00 01
MEETINGS PROJECT MILESTONES PERMIT MILESTONES
Topic Project On
& section 108 consultation concluded [Section 106 of the Naticnal HiStoric Preservation Act)  Borderands Wind Project 13 Aug 2020

RECENTLY ACCESSED PROJECTS

LATEST NEWS L]

FHWA Environmental Review Toolkit

The Environmental Review Tookit wabsite serves as
The one-stop-shop for fopics related fo the FHWA'S
envronmental program

Borderlands Wind Project
Last Accessed: 10 Aug 2020

This is the INPCT Workspace. The different sections on this page include:

e “Things To Do” lists all the Reviews due for the project actions.

e “Recently Accessed Projects” displays the five most recent projects accessed by the current
user.

e “Upcoming Meetings & Milestones” shows all the upcoming meetings, project milestones, and
permit milestones the user is involved in.

INPCT User Guide 12
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o “Latest News” presents all the latest INPCT related news.

e “Resources” lists all the resources that will be helpful to learn the INPCT application.

The Workspace includes INPCT projects in the “Recently Accessed Projects” section. Users can click on
the link in the application header to search for projects that the user has access to, create a
project, or view notifications or reports.

Figure 13

WORKSPACE ~  TEMPLATE ~ PROJECTS ~  ADMIN ~  ABOUT  CONTAGT  LOGOFF

Search Projects
Create a Project

HOME | WORKSPACE Notifications
Project Activities Report
Document Activities Report

Integration Activities Report

UPCOMING MEETINGS & MILESTONES. i
00 00 01
MEETINGS PROJECT MILESTONES PERNAT MILESTONES
Topic Project on
& section 106 consultation concluded (Section 106 of the National Historic Preservation Act) Borderands Wind Projsct 13 Aug 2020

THINGS TO DO
RECENTLY ACCESSED PROJECTS

MNone

~h projects. Gol

LATEST NEWS &

FHWA Environmental Review Toolkit

The Environmental Review Toolkit website serves as
the ane-stop-shop for topics related to the FHWA's

Borderlands Wind Project
Last Accessed: 10 Aug 2020

envionmental program.

The link on the application header routes the user to the About INPCT page, which provides a
basic description of the tool’s functions.

Figure 14

INPCT

Interagency NEPA & Permitting

SN Collaboration Tool

ABOUT

A maijor function of this INPCT Tool is to support transportation agencies etforts to comply with the National

CORE CAPABILITIES

Environmental Policy Act for fransportation projects. The INPCT Tool allows for State and Federal agencies' reak-time Permitting Timetable
coliaboration on environmental reviews, document management, and fracking of federal environmental permit o Track Federal Environmental Reviews
and authorizations. This tool was created to accelerate project delivery of NEPA documents and can be adapted o Improve coordination, ransparency, and accountabiity

depending on project and program needs.
Document Management
o Collaborating on documents
o Uploading standard electronic formats including PDF,
JPEG, Excel spreadsheets

Interagency Collaboration

o Conducting concurrent agency reviews
o Establishing aclion due dales and accepling
comments/documents
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The link routes the user to the Contact screen. This page provides a way to contact the INPCT
team for assistance. The tool will send an e-mail to the three contacts displayed below.

Figure 15

I N Pc'r WORKSPACE ~  TEMPLATE ~  PROJECTS v  ADMIN»  ABOUT  CONTACT  LOGOFF

Interagency NEPA & Permitting
Collaboration Tool

HOME = CONTACT US

If you have a question or concern, please send us an email and we will get back with you as soon as we can.

* First Name
INPCT Primary Contacts

* Last Name David Williams Megan Cogburn James Gavin
FHWA-HEPE-20 FHWA-HEPE-10 FHWA-HEPE-20
1200 NEW JERSEY AVE, SE 1200 NEW JERSEY AVE, SE 1200 NEW JERSEY AVE, SE
Washington, DC 20590 Washington, DC 20590 Washington, DC 20590
202-366-4074 202-366-2056 202-366-1473

* Email Address

* Message

The form shall already be pre-filled with user’s First Name, Last Name, and E-mail Address. The user can
send a question or request to the FHWA INPCT contacts by typing a message, and then clicking the
e lEEsles button.

/ User Roles and Privileges

Each user is assigned an “INPCT User” role by the tool. Upon request to the System Administrator, this
can be elevated to the “Project Manager” role. See the below table for descriptions of user roles, user
capabilities, INPCT access levels, and what information user can change within the application.

Table 1
User Role Description of Activity
INPCT User e View Home Page

e View INPCT workspace
e Search for Projects for which they are a team member

e View “About” and “Contact” pages

INPCT User Guide 14
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User Role Description of Activity

INPCT User (continued)

e View Details, Schedules, Documents, Contacts, Calendar,
Meetings, Actions, Reviews, Commitments, and Permits for
all projects for which they are a team member

e Add meetings (when designated as a project contact)

e Add an contribute to document review posts (when
designated as a reviewer for the project)

Project Manager (PM)

Inherits INPCT User functionalities and the following additional
functionalities:

Able to view all projects for which they are a PM
Able to view and edit all items within the “Projects” menu
o Create Projects
o Project Notifications
o Project Activity Report
o Document Activity Report
o Integration Activity Report
o Manage Schedules
Create and manage project templates

Create projects and edit project details/project contacts/assign
Deputy Project Manager for their own projects

Manage permits and commitments
Publish, Review, Update Review Status
Edit document details on own projects

Enable/disable their own projects for integration

Deputy Project Manager
(DPM)

Inherits INPCT User functionalities and PM functionalities (but
only for projects in which they are DPM) including:

Able to view projects for which they are a DPM
Search for Projects for which they are a team member

Edit project details/project contacts/assign Deputy Project
Manager within project

Manage permits and commitments
Publish, Review, Update Review Status

Edit document details

INPCT User Guide
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User Role Description of Activity

System Administrator e Inherits INPCT User and PM user functionalities and the following
additional functionalities:

e Able to view and edit all items within the “Admin” menu
o Manage Organization
o Manage E-mail
o Manage Notification
o Manage How-to-Videos
o Generate Project Reports
o Generate User Reports
e Able to create and edit ALL projects.
e Able to assign Deputy Project Managers for ALL projects
e Able to grant elevated access to users
e Able to view Reports

e Enable/disable projects for integration.

8 Create Custom Template

INPCT allows users with a Project Manager or System Administrator role to create a custom template via
the “Template” menu option. Creating a Custom Template allows users to develop templates that more
closely align with their own organizations’ internal processes. For example, they can designate their own
project type, give the template a unique name, and assign specific phases and actions to the template.
See section 16 Project Actions Tab for more details on phases and actions. Once you create a custom
template, it can be used on any project in your state.

Please note that once a template is published, it can no longer be edited. If you need more time to
create your custom template, do not click the “Publish” button. You can come back later to the
Unpublished Templates tab and continue to make edits at your convenience.

Users with the “INPCT User” role will not see the Template menu option.

Figure 16

9 |N Pc‘r WORKSPACE ~  TEMPLATE ~  PROJECTS v  ADMIN v  ABOUT  CONTACT

S Interagency NEPA & Permitting
e Collaboration Tool Create Custom Template

Manage Project Template

HOME WORKSPACE

There are two options when selecting “Create Custom Template”:

e Option A— New Custom Template
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e Option B - New Custom Template Using Existing Template

See below for descriptions of both custom template options. Project Managers will be able to select
either Option A (New Custom Template) or Option B (New Custom Template Using Existing Template)
from this page.

Figure 17

I N PcT ‘WORKSPACE « TEMPLATE ~ PROJECTS + ADMIN ~ ABOUT CONTACT LOG OFF

= Interagency NEPA & Permitting
STRETT Collaboration Tool

HOME = PROJECT TEMPLATES =~ CREATE

Why customize?
Why create a custom Project Template?
£ custom template will afford your project team the ability to closely align INPCT workflows and actions to your state's specific processes. Once you create a custem lemplate, it can be used on any project in your
stafe.

A template consist of a workflow, e.0. a series of steps in the NEPA process.
Refer to Custom Template section of INPCT Manual for further detalls.

Opfien A - Construct a completely new custom femplate.
This means you wil create an entirely new workflow and actions.

Option B - Construct a completely new template trom the existing INPCT standard template.
You will be able o add of remove phases and actions to your template, based on your preference.
This means you wil create an entirely new workflow of actions based on the INPCT standard template.

Note: Once you publish this template, INPCT users within your state will be able o create new projects based on this template

Select an Option:
Opfion A (New Custom Template): ()
Option B (New Custom Template Using Existing Template):

Confinue

8.1 Option A - New Custom Template

INPCT provides Project Managers the capability to create new custom templates from scratch. In other
words, Project Managers don’t have to start from the standard template. Prior to creating your custom
template, you will need to have knowledge of project workflows, consisting of actions and grouped by

project phases. Follow the steps below to create a New Custom Template:

1. From the “Create Custom Template” page, select “Option A (New Custom Template).” The tool
will display the “Create Template” page as shown below.
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Figure 18

WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFF

ragency NEPA & Permitting

g
Collaboration Tool

Create Template ~ Review Template

Project Template

* Project Type *Template Name:

Select Project Type v equired Save And Continue

Create New Custom Action

@ Federal Highway Administration

2. Specify which project type you are creating by selecting the “Project Type” drop down. Provide
the Template Name, and then click the button. After providing this
information, the tool will minimize the current Project Template tab and expand the next tab
(Create New Custom Action).

Figure 19

Create Template  Review Template
Project Template
Create New Cust

* Phaze Name

Select v

* Action Name

* Availoble Action Components “ Selected Action Companents

N2 A v ¥

Custorn Actions Added

Phase Name Action Name Aation Components Action

3. Inthis tab, it is vital that the Project Manager selects the Phase Name that the Action belongs
to, and then provide an Action Name.

4. Next, specify what action components are required for that action from the list of Available
Action Components (for instance, the user could select Permit Status, Select Team of Reviewers,
Review Date, or Notes in their custom template). Use the search functionality to quickly find the
action component.
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5. Select the actions needed and move them to the “Selected Action Components” column using
the arrows between the columns, or by double clicking the selected action. Use the up-and-
down arrows below the Selected Actions Components column to rearrange the order that they
will appear on the Actions page.

e To select multiple action components at once, hold the [Shift] key and select the
actions.

e To select specific, nonconsecutive action components, hold the [Control] key and select
the actions.

6. Click the PEEERSEEFEEOE button to save another custom action.

7. Click the button to review all the selected actions, as well as the custom actions
just created. After you click the button, your template has been saved. You can
come back and make edits while the template is still unpublished and in “review.”

8. Once reviewed, click the button. You can no longer make edits to the template
once it has been published. Once this step is completed, the tool will notify the FHWA System
Administrators via e-mail. Upon FHWA verification, the template will be available for the state
DOT to create the project.

8.2 Option B — New Custom Template Using Existing Template

In this option, you will be able to construct a completely new template from the existing INPCT standard
template. Based on your preference, you will be able to add or remove phases and actions to your
template. This means that you will be able to create a new workflow of actions based on the INPCT
standard template.

Reminder: Only Project Managers and System Admins have the ability to create custom templates.

1. From the “Create Custom Template” page, select “Option A (New Custom Template Using
Existing Template).” The tool will display the “Create Template” page as shown below.
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Figure 20

N Pc'r WORKSPACE ~  TEMPLATE ~  PROJECTS -  ADMIN -~  ABOUT  CONTACT
e

ragency NEPA & Permitting

o)
SS=E Collaboration Tool

Create Template  Review Template

Project Template

* Project Type *Template Name:

Select Project Type v equired

Select Actions

Create New Custom Action

2. Provide the Project Type for the custom template, and a Template Name.
3. Click the button. The tool will automatically navigate to the next section
(Select Actions).

Figure 21

(] INPCT WORKSPACE ~  TEMPLATE ~  PROJECTS ~  ADMIN ~  ABOUT  CONTACT

Interagency NEPA & Permitting
S Collaboration Tool

Create Template Review Template

Project Template
Select Actions

* Available Templates

- Select Template - v

Create New Custom Action

4. Select a template from the list of available templates for your state for the selected Project
Type.
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Figure 22

Create Template  Review Template

Project Template
Select Actior

* Available Templates

FHWA EA v

[J Phase Name Action Name

[ Transportation Plan LRTP and TIP Details
Flanning Organization Details
Purpose and Need Detalls
[ Sscoping Upload Preliminary Scoping Package
Upload Refined Scoping Document
[ Draft Environmental Assessment Alternatives Analysis Upload
Upload Technical Studies
[0 Revised Environmental Assessment Revised EA Upload
Revised EA Approval

[ Finding of Mo Significant Impacts

]
1
O
O
]
1
O
[J Draft EA Upload
)
O
| FONSI Upload/Status.
)

FONSI SOL Upload

] FONSI Approval Review

Save and Continue ta Custom Action

5. Once you select a template, the tool will display all of the Project Phases and Actions associated
with that template. Check boxes will be displayed next to every Phase. Click the boxes next to
the Phases you would like to include in your custom template.

6. Check boxes will also be displayed next to every Action. Click the boxes next to the Actions that
you would like to include in your custom template.

7. After clicking the BEGEEGELETEATERANGEENWEEIN button, the tool will close the current section

and expand the next section (Create New Custom Action) where you can add any custom
defined actions.

8. In addition to selecting the required actions from the standard template, if the Project Manager
decides to add any custom action tailor-made for their state that was not in the standard
template, they can do so in this section.
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Figure 23

Project Template

Select Actions
* Phase Name

Select ~

* Action Name

* Available Action Components “ Selected Action Components

Accept Or Propos:
Comment
LRTP Information

2 A v ¥

Add Custom Action

Custom Actions Added

Phase Name Action Name Action Components Action

9. Toadd a custom action, select the Project Phase that the Action belongs to. Then provide an
Action Name.

10. Next, specify what action components are required for that action from the list of Available
Action Components (for instance, the user could select Permit Status, Select Team of Reviewers,
Review Date, or Notes in their custom template). Use the search functionality to quickly find the
action component.

11. Select the actions needed and move them to the “Selected Action Components” column using
the arrows between the columns, or by double clicking the selected action. Use the up-and-

down arrows below the Selected Actions Components column to rearrange the order that they
will appear on the Actions page.

e To select multiple action components at once, hold the [Shift] key and select the
actions.

e To select specific, nonconsecutive action components, hold the [Control] key and select
the actions.

12. Click the button to save another custom action.

13. Click the EUEERENEERN button to review all the selected actions, as well as the custom actions

just created. After you click thebutton, your template has been saved. You can
come back and make edits while the template is still unpublished and in “review.”
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14. Click the button once reviewed. Once your template has been published, you
will not be able to make any further edits. You will be routed to the home screen. The template
will be available for that state DOT to use in any project.

? Manage Project Template

INPCT provides users the ability to manage their custom templates. This “Manage Project Template”

option is enabled for the Project Managers and System Administrators only under the “Templates”
menu option.

Figure 24

Q IN Pc‘r WORKSPACE ~ TEMPLATE ~  PROJECTS v  ADMIN v  ABOUT  CONTACT  LOG OFF

Interagency NEPA & Permitting
Collaboration Tool

Create Custom Template
Manage Project Template
HOME WORKSPACE

Once selected, the tool will load the page below. The system will retrieve all the “Published Templates”

under one tab. These templates are available for use in any project. Once these templates are published,
they cannot be edited.

Figure 25

I N PcT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFF

Interagency NEPA & Permitting
Collaboration Tool

HOME PROJECT TEMPLATES

Published Templates Unpublished Templates Expired Templates

Show 10 v enfries Search:

Template Name |2 Created By Created On Action

Don Custom EA Project DPHAM2 6/29/2017 9:13:23 AM ﬁ
FHWA EA FHWA Admin Team 1/5/2017 8:11:55 AM ﬁ

FHWA EIS FHWA Admin Team 1/5/2017 8:11:55 AM ﬁ
KSCustomTemplate KSHAHS 10/28/2019 6:58:48 PM ﬁ m
KSEA1 KSHAHS 2/23/2017 10:58:20 AM
New Trans Plan Action TTESTER1 1/6/2020 2:56:17 PM

On the second tab (Unpublished Templates), the tool will display all the work-in-progress templates.
These templates are saved in the database, but not completed. Unpublished templates are considered
works-in-progress, and are not available to use in project creation.
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On the third tab, the tool will display the “Expired Templates.” On this tab the system will display the
templates that are no longer in use, and cannot be used to create a new project.

Note: If there is an active project that is using an expired template, it will be not affected. Those projects
using expired templates can still be used to upload documents and manage documents.

10 New Project Creation

Project Managers who are leading INPCT projects are responsible for creating new projects in INPCT.
Only Project Managers and the System Administrator will have the ability to create a new project.

1. Click the “Projects” menu item, then “Create a Project” to access the Create Project screen.

Figure 26

Q - lNPcT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN v  ABOUT  CONTACT  LOG OFF

swense  |nteragency NEPA & Permitting
SRER Collaboration Tool

HOME =~ WORKSPACE
Project Activities Report

Document Activities Report

Integration Activities Report
UPCOMING MEETINGS & MILESTONES L

None

RECENTLY ACCESSED PROJECTS

m

Borderlands Wind Project

Lost Accessed: 10 Aug 2020

-

10 D0

ew Tookit UPCOMING MIESTONES 00

it w ite e
kit website serves as SOCUNETS 52
siated fo the FHWA's

2. Fill out all required fields on the “Create Project” page, as shown below. Required fields include:
a. Project Name
b. Project Type
c. Project Template
d. Project Cost

e. Primary Project Number (PM can enter which of the project numbers (Federal or State)
is the main number to be used for the project)

f. State Project Number
g. State

h. County

i. Route
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j.  Project Length
k. Prior Concurrence Project?
|.  Project Status
Note: Required fields are marked with a red asterisk (*).

Figure 27

Enter the basic project information to create a new project. Once the project is created you will be able to add meetings,project agencies and project contacts
* denotes required field.

Project Information

General Information USCG Bridge Permit Project Numbers

* Project Name (@] Required * Primary Project Number
O Not Required -No USCG Jurisdiction

requirsd O Not Required -144(c) Excepted

required

* Project Type Federal Project Number
~Select Project Type - v Potential impacts to waters of the U.S. i al
* Project T lat i
roject lemplaie ®) leelyl * State Project Number
O Not Likely
- Select Template - v

required

* Project Cost

$ required
Figure 28
State & County
* State * County City
Select State 4 Select County v nal s
State DOT District State DOT Region * Route * Project Length (in Miles)
[From] Mile Post [Te] Mile Post Latitude Longitude
* Prior Concurrence Project? Is this a Tier 1 or PEL study? * Project Status
No v No v - Select Status - A4
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Additional Information
Status Notes

Formats~ B EEIFSE E-E-FE & W
o
Project Description

Fomats - B EE=ZS E-E-FEE W
°
Project limits

Fomais» B EE=SS E-E-FF & E
®
Remarks

Formais+ B EE=SSE E-E-8FF & W

3. For a project than spans multiple states or counties, click the i 2% el button next to the State
and County dropdown. Click the button to remove the selected state or county.

Figure 30
State & County
* Siate * County City
. . + Add
Virginia ~ Arlington Ardington
-Select Slae - v
State DOT District State DOT Region “ Route * Project Length (in Miles)
uir
[From] Mile Post [To] Mile Post Lafitude Longitude
¥
* Prior Concurrence Project? Is this a Tier 1 or PEL study? * Project Status
No v No - Select Status - v

4. When finished entering all the fields, click to save the project to the database. You will

then be routed to the Project Details screen.
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Note: The Project Manager has the ability to edit project information after a project has been
created. See sections 12 through 21 for more details on editing and managing a project.

If you need more time to create a project, click the| 26« @ 755 button to cancel the creation of
this project. You will be taken back to the List of Projects page. The information entered will not be
saved if the | ice< @ #el=c 5 button is selected without first clicking thebutton.

10.1US Coast Guard — USCG Project

The tool provides an option for the Project Manager to specify if the project is part of the US Coast
Guard (USCG) in the “USCG Bridge Permit” section. Please note this is an optional section and the PM is
not required to specify if a project is part of the US Coast Guard. However, if the “Required” radio
button under “USCG Bridge Permit” is selected, additional actions will be included under the “Actions”

tab.

Figure 31

Project Information

General Information
* Project Name

=

* Project Type

- Select Project Type -

* Project Template

- Select Template -

* Project Cost

USCG Bridge Permit

O Required
O Not Required -No USCG Jurisdiction
() Not Required -144(c) Excepted

Potential impacts to waters of the U.S. E

O Likely
(O Nof Likely

Project Numbers

* Primary Project Number

Federal Project Number

* State Project Number

If the project has already been created, the Project Manager can enable this option for the project by
clicking the B Es[j¥e]l=te3f button from the Project Details page.

Once this Bridge Permit option is checked, the following additional actions will be displayed in the

Actions tab:

e Early Coordination
USCG Waterways Data Upload

o
e Scoping

o USCG Preliminary Navigation Determination Upload
e FEIS-ROD

o Upload USCG Status of Application

o Upload USCG ROD

o Upload USCG Permit
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10.2US Army Corps of Engineers — USACE Project

The tool provides an option for the Project Manager to specify if the project is associated the Army Corp
Engineering (USACE) in the “Potential Impacts to Waters of the U.S” section. If the “Likely” check box

under “Potential Impacts to Waters of the U.S” is selected, additional actions will be included under the
“Actions” tab.

Figure 32

Project Information

General Information USCG Bridge Permit Project Numbers

“ Project Name O Required
) Not Required -No USCG Jurisdiction
(0 Not Required -144(c) Excepted equire

* Primary Project Number

eq

* Project Type Federal Project Number
- Select Project Type - o~ Potential impacts to waters of the U.S. E
* Project Template O
g P - leely_ * state Project Number
() Not Likely
- Select Template - v )
* Project Cost

If the project has already been created, the Project Manager can enable this option for the project by
clicking the Bs[ife]f={e3d button from the Project Details page.

Once selected, the following additional actions will be displayed in the Actions tab:
e Early Coordination

o USACE Pre-Application Conference or meeting
e Comment Period

o USACE Preliminary LEDPA
e FEIS-ROD

o USACE Public Notice

o USACE Compensatory Mitigation Plan
e Upload USACE Permit Decision

11 Project Workspace

When the user selects any project from the INPCT Workspace, Project Search, or Recently Accessed
Projects, the user will be navigated to the Project Workspace. The Project Workspace provides a
summary of several facets of your project, giving users an at-a-glance overview of the project’s

INPCT User Guide 28



INPCT

Interagency NEPA & Permitting
Collaboration Tool

information and planned activities, while providing convenient shortcuts for common project
management tasks, such as managing environmental commitments or managing document reviews.

Figure 33

WORKSPACE -  TEMPLATE -  PROJECTS -  ADMIN -  ABOUT  CONTACT  LOG OFF

HOME | FROJECTS | PROJECT WORKSPACE

Borderlands Wind Project NEpA (E15) AND PERMITTING DETAILS  SCHEDULES  DOCUMENTS  CONTACIS  CALENDAR  MEEINGS  ACTIONS  REVIEWS  COMMIIMENTS  PERMITS

EIS Timeline W Completed @ In Progress O Target Date Passed

Nofice of Intent Seoping Drait IS Final EIS Record of Decision
152000 i WA N/A A

o Assigned fo me.
PERMITS Total @
PROJECT MEMBERS Total @) - Compiele
Fhom, Don NEPA (E5) an Pemmiting 125789 & 0on Fham VARG ™ B in Progress
Project Description & Mohit Jokher FHINA HQ oPM ed
Bardedands Wind LLC (o subsidiary of  proposing fo develop an up 0 100-magowall (W] wind powered ~ Planned
sleciical generation racilly in wenem . New Mesico. The Dropoied Sordenands Wind Project [BLWP] would & as Varahase s et oM
o & ENEPA Test oot oM

& tana tau FHINAHG )

& Abdel Mchaor FHWA HD oFm

& Nadeen Alshebani AHID oo

& Mot Mohit uspoT B

& Anne fowe FIWAHG om

& Dovid Wlkizms FHWAHG e

& Diane Kamien us oot oew

& Hodeen Al Sheboni FHWA G 2 ~ :

o ENVIRONMENTAL COMMITMENTS Total @
In Progress
RECENT DOCUMENTS
Search:

Compisted

Resand
tent 080412020 0 o0
Package 08/05/2020 w0 o
Pockage 0810412020 o o
Upioad ke age 08/04/2020 o ]
Dacurme; e 08/04/2020 o nia

(] shaw anly my dacuments

revios [l 2 v

RECENT REVIEWS
PROJECT PHASES
- SEEEE S SR ( Upload Refined Scoping Package
[E—— o0 o ® Reviews
Fory Coordinalion & o0 u
= o »
o o w Test comment
oge
@ o © =
i Emvrarrmentollempiac Shotement e cord Of Decion, @ o 8

fest 8/4/2020 @ 1012 em

Once a project is created in the INPCT Workspace, a line of tabs is displayed along the middle of the
screen. These tabs help you navigate to different topics related to a specific project. Each tab is
discussed in the following sections. See below for the list of project tabs:
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o Details

o Schedules
o Documents
o Contacts

o Calendar

o Meetings

o Actions

o Reviews

o Commitments

o Permits
Figure 35
HOME PROJECTS DEMO PROJECT
Federal Project #: Primary Project #: 806475 State Project #: 806475
Project Type: One Federal Decision Start Date: 10/18/2019 End Date: 10/18/2021
[OFD)
Project Manager: Pham. Don Deputy Project williams, David I
Manager(s): Rowe , Anne The Project Banner
Cogbum, Megan . .
Jakher, Mohit provides basic
project information.
m Schedules Documents Contacts Calendar Meetings Actions Reviews Commitments Permits ﬁ
Project Workspace

Edit Project Back to Projects

General Information

state(s) & Count(ies): Massachusetls -suffolk Route: 90 Mile Posts: Not supplied.
state DOT District: Length: 5 Lat, Long.: Not supplied.

State DOT Region: Prior Concurrence Project: No Project Cost: §1,200,000,000.00
Project Number(s): 4056475 Project Type:One Federal Decision (OFD) Project Date: 10/18/2019 - 10/18/2021

12 Project Details Tab

The Project Details tab includes all information about the project, including project numbers, project
limits, remarks, status notes, description, and the option to include the funding information.
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Figure 36

m sSchedules Documents Contacts Calendar | Meefings Actions Reviews Commitments

Permits *
Project Workspace
General Information
state(s) & Count(ies): Alaska -Aleufions West Route: 11 Mile Posts: hot supplied.
state DOT Dishick: Length: 0 Lat, Long.: Not supplied.
state DOT Region: Prier Concurrence Project: No Project Cost: $11,111,111,111.00
Project Number(s): 123787 Project Type:NEPA (EiS) and Permitfing

Project Date: 06/15/2020 - 06/15/2020

Project Description

Borderlands Wind LLC (a subsidiary of NextEra Energy) is proposing to develop an up to 100-megawatt (MW) wind-powered electrical generation facility in western Catron County, New Mexico. The proposed Borderlands Wind
Project (BLWP) would be built south of U.S. Highway 60 near the Arizonag&ndash;New Mexico border on 40,348 acres of land.&nbsp; Borderlands Wind LLC has filed an application with the BLM for a Federal Land Policy and
Management Act (FLPMA) Right-of-Way (ROW) authorization for the construction, operation, maintenance, and decommissioning of the commercial wind facility. &nbsp; In conjunction with its review of the ROW grant request, the
BLM has determined the need to amend the Socorro Field Office (SFO) Resource Management Plan (RMP) (BLM 2010) to modify the Visual Resource Management Class in the project area and to modify a Right-of Way (ROW)
avoidance area.&nbsp; Please visit the&nbsp; Proposed Borderlands Wind Project and Resource Plan Amer b

for more information and to comment.

Project Status Notes

Test 7/13/2020 10:45 pm

Figure 37

Project Funding new

Funding Type Funding Source Nofes Amount
Federal Funds Federal 1,000,000.00 Edlit Delete
Total Amount 1,000,000.00

Project Limits

Test 7/13/2020 10:45 pm

Project Remarks

Test 7/13/2020 10:45 pm

updated an existing project 07.28.2020

Click the BE=iREEGIESE button to edit any of the project information. The tool will load the Edit Project
page where the Project Manager can update the project information.
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Figure 38

Federal Project #:
Project Type: NEPA (EI5) and Permitting
Project Manager: Pham, Don

Primary Project #: 123789
Start Date: 6/15/2020
Deputy Project Manager(s): Willims, David

Mehit, Mohit

Rowe , Anne
Mchaar, Abdel

Lau, Lana
Varghese, Thomas
Test, ENEPA
Alshebani, Nadeen
Jakher, Mohit
Alshebari, Nadeen
Karnien, Diane

Enter the basie project information fo ereate a new project. Once the project is ereated you will be able o add meefings project agencies and project contacts

= denotes required field.

Project Information

General Information

= Project Name
Borderlands Wind Project
= Project Type
NEPA (EIS) and Permitfing v
* project Template:

- Select Template - v

* project Cost

5 mmnnnm

USCG Bridge Permit

® required

O Not Required -No USCG Jurisdiction
O Not Required -144(c) Excepted

Potential impacts to waters of the U.S. i

® Likely
O Not Likely

State Project #: 12345
End Date: &/15/2020
Project Numbers

* Primary Project Number

123789

Federal Project Number

optiona

* state Project Number

12345

After making necessary modifications, click the button to save the information.

12.1.1 Adding Funding Sources

1. To add a Funding Source associated with the project, click the New link next the Project

Funding section.

Figure 39

Project Funding

Funding Type Funding Source

Federal Funds Federal

Notes

Total Amount

1,000.000.00

Amount

Edit Delete

1,000.000.00

2. The Funding Source pop-up shall display. Enter information such as Funding Type, Funding

Source, Amount, and include any additional notes needed.
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Figure 40

Funding Source

* Funding Type
required
* Funding Source
- Select -
* Amount (leave out the $)

0.00

Notes

Optional

Save Close

3. Click the button and the newly added Funding Source will display on the Project Details

tab.

4. Add any additional Funding Sources using the same steps. All funding sources will be displayed

one below the other.

Figure 41

Project Funding New

Funding Type Funding Source Notes Amount

1,000,000.00

Federal Funds Federal

State Funds State Additional funds from state. 2,500.00

Total Amount 1,002,500.00

12.1.2 Adding Deputy Managers

Edit Delete

Edif Delete

After creating the project and adding the Project Contacts, the Project Manager can add “Deputy Project
Managers” to the Project. Contacts must have been already added to the project in order to assign this

role. Please see section 12.0 Project Contacts Tab to learn how to add contacts.

To add a Deputy Project Manager, follow the below steps:
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1. Click the button from the Details tab.

2. Inthe “Deputy Managers” section of the page, select “Yes” for “Would you like to add Deputy
Manager(s)?”

Figure 42

Deputy Managers

Would you like to add Deputy Manager(s)? @ves ONo

- Select Deputy Manager - v + Add

3. Click the “Select Deputy Manager” dropdown menu.

4. Select from the list of available names.

Note: You must have already added contacts to this project in order to select a Deputy Project
Manager.

5. To add additional Deputy Project Managers, click the button and repeat steps 3 and 4.
Figure 43

Deputy Managers

Would you like to add Deputy Manager(s)? @yes ONo

Kamien, Diane v + Add

- Select Deputy Manager - v

6. Click the button at the bottom of the Edit Project page. An e-mail notification will be sent
to the selected users and the names of the Deputy Project Managers will appear at the top
banner of the project.
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Figure 44

INPCT

“  Interagency NEPA & Permitting
SEZ Collaboration Tool

HOME = PROJECTS = USACE PROJECT

Federal Project #:
Project Type:
Project Manager:

Primary Project #:
start Date:
Deputy Project Manager(s):

9864
NEPA (EA] and Pemitting
Kamien, Diane Karmien, Diane

Al-Shebani, Nadeen

Actions Reviews Commitments

Schedules Documents Contacts Calendar

Meetings

General Information
State(s) & Count(ies): lowa -Carroll
State DOT Dishrict:
State DOT Region:
Project Number(s): 5844

Route: 344566

Length: 5433221

Prior Concurrence Project: No

Project Type:NEPA (EA) and Permitting

12.1.3 Adding Custom Phases

WORKSPACE «

TEMPLATE ~ PROJECTS « ADMIN ~ ABOUT CONTACT

state Project #:
End Date:

334556

Permits

@

Project Workspace

Edit Project

Mile Posts: Not supplied.
Lat., Long.: Not supplied.
Project Cost: $5,000,000.00
Project Date: n/a - n/a

After creating a project, from the Details tab, the Project Manager can add additional phases to the
current project template. Once the phase is added, it will appear in the “Phase Name” dropdown of the

“Create Custom Actions” section.

Follow the steps below to add a new phase:

1. Click the B=s[idg{sll=l=i¥ button from the Details tab.

2. Inthe “Custom Project Action” section, click the [5Gl button next to the phase selection list.
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Figure 45

Create Custom Actions

* Phase Name

Select v

* Action Name

* Available Action Components Selected Action Components

Search... Search..

Accept Or Propose New Due Date

Comment Period End Date o »
LRTP Information

Meeting Request Date >
Notes

Permit Expiration Date <
Permit Status

Planning Organization Information «
PlanningQOrganizationContacts

Publication Date v

Purpose and Need redo

Add Custom Action

5. Enter a name for the new phase and click the EEElEER 6 EE] button.
Figure 46

Add New Phase

Phase Name

Group Review Phase

Save & Close

12.1.4 Adding Custom Actions

After creating a project, from the Details tab, the Project Manager can add additional actions to a phase.
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Follow the steps below to add a new action:

1. Click the MEeliff(=]i=l8i8 button from the Details tab.

2. Enter a name in the “Action Name” textbox.

Figure 47

Create Custom Actions

*Phase Name

Comment Period
Draft Environmental Assessment

Draft Environmental Impact Statement

Early Coordination

Final Environmental Impact Statement-Record Of Decision
Finding of No Significant Impacts

Group Review Phase

Pre-NOI Activities

Revised Environmental Assessment

Scoping

Transportation Plan

Selected Action Components

LRTP Information

Meeting Request Date >
Notes

Permit Expiration Date <
Permit Status

Planning Organization Information «
PlanningOrganizationContacts

Publication Date v -
Purpose and Need e

Add Custom Action

3. Enter a name in the “Action Name” textbox.

Figure 48

Create Custom Actions

*Phase Name

Early Coordination v + Add

* Action Name

* Available Action Components Selected Action Components

Search... Search...
undo

Accept Or Propose New Due Date

Comment Period End Date »
LRTP Information

Meeting Request Date >
Notes

Permit Expiration Date <
Permit Status

Planning Organization Information «

4. Select one or more “Available Action Components” items then click the “right arrow” button.
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Figure 49

Create Custom Actions

* Phase Name

Early Coordination v + Add

* Action Name

* Available Action Components Selected Action Components

Search... Search...
undo

Accept Or Propose New Due Date

Comment Period End Date A »
LRTP Information
Meeting Request Date >

Notes
Permit Expiration Date <

Permit Status

Planning Crganization Information

PlanningOrganizationContacts

Publication Date v
Purpose and Need =

Add Custom Action

5. The added action components appear in the “Selected Action Components” section.

6. Click the BRCERSIREINPINE bhutton. The new action saved and displayed in the “Custom
Action Added” listing.

Figure 50

Add Custom Action

Custom Actions Added

Phase Name Action Name Action Components Action

Early Coordination Group Review Meeting Request Date, Notes, Planning Organization Infoermation, Save Changes Sort

12.1.5 Editing Custom Actions

The Project Manager can edit a custom action by:

1. Click the BE=ldE=I=l=8 button from the Details tab.

2. Navigate to the “Create Custom Actions” panel. In the “Custom Actions Added” listing, click the
=e/i1| button for the selected record.
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Figure 51
Custom Actions Added
Phase Name Action Name Action Components Action
Early Coordination Group Review Meeting Request Date, Notes, Planning Organization Information, Sort |

Save Changes

3. The custom action form displays the selected action’s information. Make the necessary changes

then click the W:XesR&VG T WY Telal button.

Figure 52

Create Custom Actions

* Phase Name

Early Coordination v

* Action Name

Group Review

* Available Action Components Selected Action Components

Search...
undo

o)
Q
a

Accept Or Propose New Due Date Select Team of Reviewers
Comment Period End Date » Review Due Date

LRTP Information Planning Organization Information
Notes > Meeting Request Date

Permit Expiration Date Select Meeting Date

Permit Status < Purpose and Need
PlanningOrganizationContacts

Publication Date “

Upload Document 1

®

o
O

Save Custom Action

4. The updated information displays in the “Custom Actions Added” listing.

Figure 53
Custom Actions Added
Phase Name Action Name Action Components Action
Early Coordination Group Review Meeting Request Date, Planning Organization Infermation, Purpose Sort
and Need, Review Due Date, Select Meeting Date, Select Team of

Reviewers, Save Changes
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12.1.6 Deleting Custom Actions

1. Click the fEi8EEIE=N button from the Details tab.

2. Navigate to the “Create Custom Actions” panel. In the “Custom Actions Added” listing, click the
button for the selected custom action.

Figure 54
Custom Actions Added
Phase Name Action Name Action Compenents Action
Early Coordination Group Review Meeting Request Date, Planning Organization Information, Purpose ot
and Need, Review Due Date, Select Meetfing Date, Select Team of

Reviewers, Save Changes

3. Click the button on the confirmation window.
Figure 55

Confirm Delete

All documents, calendar events, and related artifacts related to custom action "Group Review" will
be permanently deleted.

This process is irreversible. Do you want to proceed?

4. The custom action is deleted and removed from the Custom Actions Added list.

Figure 56

Custom Actions Added
Phase Name Action Name Acfion Components Action I
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13 Project Contacts Tab

The Contacts tab displays the list of INPCT users designated as contacts for a given project. The Project

Manager can add or remove contacts to a project at any time. Project Managers will be pre-selected as a
contact.

Each time a user is added or removed to and from the INPCT project, an e-mail notification will be sent
to the user informing them about the change.

The Project Manager is solely responsible for adding team members to the project. Only the Project
Contacts will appear as Reviewers throughout the application for that project. Selected team members
will appear at the top of the list.

Figure 57

Details Schedules Documents Calendar Meetings Actions Reviews Commitments Permits
Project Workspace

Below is a list of ALL contacts in the INPCT Portal system. Check or uncheck contacts to add or remove them from the project.
Added contacts will receive an email invitation upon saving the form.
Show 10 v entries

Search:

Select
All

O Name QOrganization State Title Email Phone Involvement

To select users to add to a project, follow the steps below:

1. Onthe “Contacts” tab, click the check box next to the desired name.
2. Click EEEEeReRERtR=EII il A notification e-mail will be sent to the user.
3. Repeat the process for all desired team members.

Note: Multiple team members can be checked at once.

Below is a sample e-mail the user will receive when added to the INPCT Project. If an INPCT user thinks it
was an error, they can contact the Project Manager to remove them from the project.
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Figure 58

@ INPCT

US Depariment

oespericten  Interagency NEPA & Permitting
Amsnaton”  Collaboration Tool

Hello Diane,

You have been added as Interested contact to the Borderlands Wind Project
project. You do not need to do anything at this time. If you feel that this was in
error, please contact the Project Manager: Pham, Don Email :
don.pham.ctr@dot.gov

Please email the project manager to notify them that you have been successfully
added to the respective project.

When a user is removed from the Project Contacts, an e-mail notification will be sent. Please see the
example e-mail below.

Figure 59

@ INPCT

US Depariment
of ransportoton Interagency NEPA & Permitting

Federal Highway e
Administration Collaboration Tool

Hello Diane,

You have been removed as Interested contact to the Borderlands Wind Project
project. You do not need to do anything at this time. If you feel that this was in
error, please contact the Project Manager: Pham, Don Email :

don.pham.ctr@dot.gov
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14 Project Calendar Tab

The Calendar tab displays all of the events associated with the project. Meetings, review deadlines, and
National Register publication dates are displayed on the Calendar.

Detalls schedules Docurments Confacts Calendar Meetings Actions Reviews Comnnitrnents Permits
Project Workspoce

Click on the "Download All" or the "Download™ button on right 1o export all or a single event to your calendar.
You will receive an email with the attached .ics file 1o import,

Show | 100 enilies Search:

Calendar

Export Icon
Date & Time Title Download All p
o219 Cormimen| Preriod Enad Do leiUSACE Pubilic Molice Mernload
| oy Public Mofico suc Date:USATE Putlic Molico

(Bl TisTals ]

60242020 Pubslicealion Dele:Uptond Nolice of Infenl

CES IS0 1E1E - MoeslingTosiing
115 Pk

G5 PR

CRAIHER0105 MeslingTesl Meefing T

Figure 60

14.1 Add Calendar Events to Outlook

You can export INPCT calendar events and add them to your Microsoft Outlook 2016 calendar. Upon
clicking the calendar export icon, you will receive an e-mail with an .ics attachment file.
An .ics file extension is a calendar file that can be shared and imported into your Microsoft Outlook
calendar.

Below are instructions for how to add INPCT calendar events to a Microsoft Outlook 2016 calendar.

Note: If you have a different version of Outlook or use an alternative calendar application, please
consult the help menu or contact your administrator.

1. On the Calendar tab, click the button beside the event you’d like to export to your
personal/work calendar.

2. After clicking , open Microsoft Outlook. You should have received an e-mail from
INPCT.

3. Open the e-mail and download/save the attached file.
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Figure 61

@ INPCT

US Depariment

afensperioten  Interagency NEPA & Permitting
Admingstration Collaboration Tool

Hello Diane,

Attached to this email you will find an .ics file containing the USACE Project
event(s). To import the event(s), first download the file to your computer.
With Mac iCalendar or Microsoft Qutlook, double-click on the downloaded file
to import the event(s) into your calendar. With Google Calendar, use the
calendar settings to import the downloaded file.

Note: When adding events to your Microsoft Outlook calendar, you can create a separate calendar view
for the INPCT project or import the INPCT events into your main calendar. Creating a separate calendar
view for the INPCT project enables you to turn the display of the events on or off as needed. Importing
the events into your main calendar integrates the events with all other calendar appointments.

When assessing how you’d like to view your events, consider your level of involvement in the project
and determine whether you want to hide or display INPCT calendar events.

4. After saving the attached file, return to your Outlook Calendar. Click “File” -> “Open” ->
“Import”.
5. Click “Import an iCalendar (.ics) or vCalendar file (.vcs)”.

Figure 62

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file
Export to a file
Import a VCARD file (vcf)

ort an iCalendar (.ics) or vCalendar file (.vcs)
Import from another program or file
Import RSS Feeds from an OPML file
Import RSS Feeds from the Common Feed List

Description
Import information from an iCalendar or vCalendar
file to the Calendar folder.
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6. Click “Next.” You will be prompted to browse for the .ics file. Select the file and click “Open.”
7. To create a separate INPCT calendar, click “Open as New.”

OR
8. Tointegrate INPCT events with your existing browser, click “Import.”

Figure 63

Microsoft Qutlook X

Do you want to open this calendar as a new calendar
or import its items into your calendar?

Open as New Import Cancel

Note: If you select to create a separate INPCT calendar, it will display under the Other Calendars section.
You can rename the calendar or turn the display on or off.

9. After importing, the Microsoft Outlook Calendar will look like the one below.

Figure 64
. Today Tomorrow Thursday
4 » - Wash e D.C. ~ S h Calend,
August 17 - 21, 2020 ashington. 83°F/72°F 80°F/69°F BI°F/69°F e K
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
17 18 19 20 21
85\M
9
o
10 . ] s’ O OST Permit Changes in INPCT
Microsoft Teams Meeting
11 < [e3
o
12PM
1
2
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15 Project Meetings Tab

The Meetings tab is the location where all project meetings are created and managed. Only individuals
who are listed as the project Contacts can create new meetings.

Figure 65

Details Schedules Documents Contacts Calendar m Actions Reviews Commitments Permits ﬁ

Project Workspace
New Meeting
Show 10 W | entries Search:
Meeting Topic |2 Meeting Type Date Entered By
Discuss Planning Objectives Tribal Meeting 08/27/2020 09:30 AM to 10:30 AM Kamien,Diane
Party Planning Committee Team Members Meeting 08/18/2020 03:15 PM to 04:15 PM Kamien,Diane
Test Meeting Team Members Meeting 08/18/2020 12:15PM to 01:15 PM Kamien,Diane
Showing 1 to 3 of 3 entries Previous - Next

15.1 Create a New Meeting

To create a new meeting, follow the steps below:

1. Click the BRENANEESE button.
Figure 66

New Meeting

* Meeting Date * Meeting Time * Ending Time
4/22 e ] 2]

* Meefing Type * Project Phase

ing Type- v -Select Phase Name- v
To add a Meefing Parficipant, select the user from the list.
Show| 10 v eniries earc

& Name Title Email Phone
Pham Don Enepe Developer don.pham.cir@dot.gov (202) 346-1912
Smith John Speciaiist d5@dS.com (222) 2222222
Rowe Anne Environmental Protection Specialist anne rowe@dot.gov (202) 366-4196
Wiiliams David ADMINISTRATOR davidwiliams@dot.gov (202) 346-4074
Cogburn Megan Systam Owner megan.cogburm@dot. gov (202) 364-2056
Jakher Mohit BA jokhar.mohit0Bgmail.com (703) 984-5828
Test ENEPA I, enepaZtest@gmoail.com (555) 555-5555

Showing 1107 of 7 entries

Notes.
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2. When the “Create Meeting” page has loaded, enter the meeting details. Required fields are
marked with a red asterisk (*).

3. Toattach a document to the meeting, click the button and locate the file. Every
successfully created meeting will be added to the Calendar events.

4. When finished, click the button. This will take you to the Meetings list page and
the newly created meeting will be on the top.

5. To cancel creating the meeting, click the SIS NI igle i button to go back the Meetings list
page.

15.2 Edit an Existing Meeting
The Meetings tab will allow the user to edit the Meeting details.
Follow the steps below to edit a meeting:

1. Click the Meeting Topic link for the meeting you want to edit.

Figure 67
Details Schedules Documents Contacts Calendar Actions Reviews Commitments Permits ﬁ
Project Workspace
New Meeting

Show| 10 W | enfries Search:
Meetling Topic I= Meeting Type Date Entered By
Discuss Planning Objectives Tribal Meeting 08/27/2020 09:30 AM to 10:30 AM Kamien,Diane
Party Planning Committee Team Members Meeting 08/18/2020 03:15 PM to 04:15 PM Kamien.Diane
Test Meeting Team Members Meeting 08/18/2020 12:15PM to 01:15 PM Kamien,Diane

Showing 1 to 3 of 3 entries Previous - Next

2. Enter any updated information on the “Edit Meeting” page.
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Figure 68

Edit Meeting

* Meeting Date * Meeting Time * Ending Time:

08/18/2020 ] 3:15PM =] 415 PM

* Meeting Type * Project Phase

Team Members Meeting v Early Coordination

*Topic

Party Planning Committee

Browse...

File Name Uploaded On File Size Uploaded By

Test Document.cocx & 8/18/2020 11.62KB DKAMIENT

Total Number of Files Uploaded: |

To add a Meeting Participant, select the user from the list.

Show| 10 v  enfries Search:

Name Title 1: Email Phone

¥ Al-Shebani Nadeen eNEPA Queen n.alshebani.ctr@dot.gov (540) 282-7448

<

Kamien Diane Miss dianekamien@gmail.com (757) 788-4452

O Tester Tester Mr. ENEPATEST2@gmail.com (555) 555-5555

3. After updating the information, cIickto save the information to the database.
The Meeting list page will be displayed after successfully saving the meeting information.

15.3Delete a Meeting

The Meetings tab will allow the Project Manager or the Meeting Creator to delete a meeting.

Follow the steps below to delete a meeting:

1. Select the Meeting Topic link for the meeting you want to delete.
Figure 69

Details Schedules Documents Contacts Calendar m Actions Reviews Commitments Permits @

Project Workspace
Show 0 v |enfries Search:
Meeting Topic |2 Meeting Type Date Entered By
Discuss Planning Objectives Tribal Meeting 08/27/2020 09:30 AM to 10:30 AM Kamien,Diane

Party Planning Committee Team Members Meeting 08/18/2020 03:15 PM to 04:15 PM Kamien,Diane

Test Meeting Team Members Meeting 08/18/2020 12:15PM to 01:15 PM Kamien,Diane

Showing 1 to 3 of 3 entries Previous - Next

2. Once the page has loaded, click the button at the bottom of the page.
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Figure 70

To add a Meeting Participant, select the user from the list.

Show 10 v entries Search:
1t Name Title Email Phone
W Kamien Diane Miss. dianekamien@gmail.com (757) 788-4452
=] Kamien Diane tester diane kamien.cir@dot.gov (202) 366-2409
O AlShebani Nadeen eNEPA Queen n.al-shebani.ctr@dot.gov (540) 2829448
a Smith John Tester user@enepa.com (123) 456-78%0
O Test Test QA Testhardlock@gmail.com (571) 471-2540
O Tester Tester M, ENEPATEST2@gmail.com (555) 555-5555
O UserA UserA Quality Assurance Specialist enepa20userA@gmail.com (571) 471-2540
Showing 1 to 7 of 7 enirles Previous - Next
Notes

Can't wait for you to join the Party Planning Commitlee!

3. Verify the selected meeting is the correct one, and then click the button to delete the
meeting.

Figure 71

Confirm Delete

Meeting: Party Planning Committee
All notes, meeting participants and attachments related to this meeting will be deleted as well

This process is imeversible. Do you want o proceed?

elele

4. If you want to cancel the delete, click [8i5a, and then click the [l S ENNISSTEY button to
go back to the Meetings list page.
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16 Project Actions Tab

The Project Actions tab is the location where INPCT users can complete specific tasks associated with a
project, as well as assigning documents for review. Note that the project’s Phases and Actions are
dictated by the template selected during project creation. Project Phases are on the left-side of the page
and Actions associated with each phase are on the right-side of the page. Click on each phase to view all
associated actions.

Note: The yellow banner at the top of the Actions tab denotes which Project Phase is currently open.

Figure 72
Details Schedules Documents Contacts Calendar Meetings m Reviews Commitments Permits ﬁ
Project Workspace
Comment Period
Upload Federal Register Draft EIS Notice of Availability DOCUMENTS
4/22/2020
2 RENAME 0 0 0
9 ACTION COMPONENTS DOCUMENTS REVIEWS REVIEWERS
. Public Comments DOCUMENTS
PROJECT PHASES 42272020
Select a phase below fo view the list of actions.
% RENAME 0 0 0
TRANSPORTATION PLAN RENAME 7 ACTION COMPONENTS DOGCUMENTS REVIEWS REVIEWERS
PRE-NOI ACTIVITIES RENAME
SCOPING RENAME
DRAFT ENVIRONMENTAL IMPACT STATEMENT RENAME
Agency Comments DOCUMENTS
RENAME 4/22/2020
FINAL ENVIRONMENTAL IMPACT STATEMENT- RENAME » RENAME 0 0 0
RECORD OF DECISION 2 ACTION COMPONENTS DOCUMENTS REVIEWS ~ REVIEWERS

INPCT Projects can be of Environmental Assessment (EA) project type or Environmental Impact
Statement (EIS) project type.

Environmental Assessment (EA) actions are broken out into following Project Phases.
e Transportation Plan
e Early Coordination
e Scoping
e Draft Environmental Assessment
e Comment Period
e Revised Environmental Assessment
e Finding of No Significant Impacts
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Administration

Figure 73

Details Schedules Documents

PROJECT PHASES
Select a phase below fo view the list of actions.

TRANSPORTATION PLAN RENAME
PRE-NOI ACTIVITIES RENAME
SCOPING RENAME
DRAFT ENVIRONMENTAL IMPACT STATEMENT RENAME
COMMENT PERIOD RENAME
FINAL ENVIRONMENTAL IMPACT STATEMENT- RENAME

RECORD OF DECISION

Contacts Calendar Meetings Reviews Commitments

Comment Period

Upload Federal Register Draft EIS Notice of Availability

2 RENAME
2 ACTION COMPONENTS

Public Comments

» RENAME
2 ACTION COMPONENTS

Agency Comments

» RENAME
N ACTION COMPONENTS

Permits ﬁ

Project Workspace

DOCUMENTS
4/22/2020

0 0 0
DOCUMENTS REVIENS ~ REVIEWERS

DOCUMENTS
4/22/2020

0 0 0

DOCUMENTS REVIEWS REVIEWERS

DOCUMENTS
4/22/2020

0 0 0
DOCUMENTS REVIEWS ~ REVIEWERS

Environmental Impact Statement (EIS) actions are broken out into following Project Phases.

e Transportation Plan
e Early Coordination

e Scoping
[ ]

Draft Environmental Assessment Statement

Comment Period

e Finding of No Significant Impacts — Record of Decision
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Figure 74

Details Schedules Documents Contacts Calendar Meetings m Reviews Commitments Permits ﬁ
Project Workspace

Comment Period

Upload Draft EIS NOA DOCUMENTS
8/18/2020
» RENAME 0 0 0
) ACTION COMPONENTS DOCUMENTS REVIEWS  REVIEWERS
Draft EIS Review DOCUMENTS
PROJECT PHASES 8/18/2020
Select a phase below 1o view the list of actions.
) RENAME 0 0 0
) ACTION COMPONENTS DOCUMENTS REVIEWS  REVIEWERS
TRANSPORTATION PLAN
EARLY COORDINATION RENAME
SCOPING RENAME
2ary LEDP/
DRAFT ENVIRONMENTAL IMPACT STATEMENT RENAME Preliminary LEDPA POCUMENIS
8/18/2020
COMMENT PERIOD RENAME
» RENAME 0 0 0
FINAL ENVIRONMENTAL IMPACT STATEMENT-RECORD  RENAME ) ACTION COMPONENTS DOCUMENTS REVIEWS  REVIEWERS
OF DECISION
B—

Each Phase has different actions associated with it. Click on the blue Phase links under the “Project
Phases” section to view the associated actions and subsequent “Action Components.”

Action Components are sub-actions where the user can upload documents, set publication or review
dates, save changes, and more. See the image below for an example of an Action Component page.

Figure 75

Details Schedules Documents Contacts Calendar Meetings m Reviews Commitments Permits ﬁ

Project Workspace

Comment Period

Upload Draft EIS NOA DOCUMENTS
8/18/2020

0 0

Le 0
DOCUMENTS REVIEWS  REVIEWERS
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Figure 76

Upload Draft EIS NOA

Upload Draft EIS Notice of Availability (NOA) Document

Cick the ‘Browse...” button then locote and selected the file(s] fo upload

Select Publication Date

o

) Select Draft EIS NOA Review Date

Fiease select the date which the Draft E:8 NOA needs fo be reviewed. This will be added fo the project calendar as an event when this form was saved and nofices will be emailed fo the review team
08/19/2020 [}

Save Changes

saving this information wil upload the files. and add them to the Document Manager, email the Document Review Invitations fo the Review Team, add the Review Due Dale fo the project calendar as an event, and mark this action complete.

16.1 Renaming Phases
Project Managers can rename a Phase by following the steps below:

1. Click the corresponding “Rename” button for the selected phase.

Figure 77

Comment Period

Upload Draft EIS NOA DOCUMENTS
8/18/2020
» RENAME 0 0 0
» ACTION COMPONENTS DOCUMENTREVIEWS ~ REVIEWERS
PROJECT PHASES
Select a phase below to view the list of :
. B Draft EIS Review DOCUMENTS
actions.
8/18/2020
TRANSPORTATION PLAN » RENAME 0 0 0
» ACTION COMPONENTS DOCUMENTREVIEWS ~ REVIEWERS
EARLY COORDINATION RENAME
SCOPING RENAME
DRAFT ENVIRONMENTAL IMPACT RENAME
STATEMENT W
Preliminary LEDPA DOCUMENTS
COMMENT PERIOD RENAME 8/18/2020
FINAL ENVIRONMENTAL IMPACT RENAME » RENAME 0 0 0
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2. Enter a new Phase name and click the button.
Figure 78

Change Phase Name

Phase Name

Transportation Plan - Start x I

3. The new phase name is saved and displayed in the phase listing.

Figure 79
Transportation Plan - Start
,‘@
W@ ]
Technical Study : 4F DOCUMENTS
/ 4 8/18/2020
=
| g
= » RENAME 0 0 0
» ACTION COMPONENTS DOCUMENTBEVIEWS ~ REVIEWERS
PROJECT PHASES
Select a phase below to view the list of ’
A P Technical Study : 6F DOCUMENTS
actions.
8/18/2020
RENAME » RENAME 0 0 0
» ACTION COMPONENTS DOCUMENTBEVIEWS ~ REVIEWERS
EARLY COORDINATION RENAME
SCOPING RENAME
DRAFT ENVIRONMENTAL IMPACT RENAME
STATEMENT : :
Technical Study : Archeaological DOCUMENTS
COMMENT PERIOD RENAME 8/18/2020
FINAL ENVIRONMENTAL IMPACT RENAME » RENAME 0 0 0
STATEMENT-RECORD OF DECISION » ACTION COMPONENTS DOCUMENTREVIEWS  REVIEWERS

16.2Renaming Actions
Project Managers can rename action by following the steps below:

1. Click the corresponding “Rename” button for the selected action.
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Figure 80

Transportation Plan - Start

Technical Study : 4F DOCUMENTS
8/18/2020
0 0 0
» ACTION COMPONENTS DOCUMENTREVIEWS  REVIEWERS
PROJECT PHASES
Select a phase below fo view the list of .
crap Technical Study : 6F DOCUMENTS
actions.
8/18/2020
TRANSPORTATION PLAN - START RENAME » RENAME 0 0 0
% ACTION COMPONENTS DOCUMENTREVIEWS  REVIEWERS
EARLY COORDINATION RENAME
SCOPING RENAME

2. Enter a new action name and click A% SN e Net=N .

Figure 81

Change Action Name

Action Name

Technical Study : Renamed x |

W SAVE & CLOSE

3. The new action name is saved and displayed in the actions listing.
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Figure 82

Transportation Plan - Start

Technical Study : Renamed DOCUMENTS
8/18/2020

» RENAME 0 0 0
» ACTION COMPONENTS DOCUMENTS  REVIEWS REVIEWERS
Technical Study : 6F DOCUMENTS
PROJECT PHASES 8/18/2020
Select a phase below to view the list of actions.
» RENAME 0 0 0
3 ACTION COMPONENTS DOCUMENTS  REVIEWS REVIEWERS

TRANSPORTATION PLAN - START RENAME

16.3 Assigning a Document for Review

To assign a document for review, Project Managers must utilize the Actions tab. Please note that not all
actions and corresponding documents are required for review.

Please follow the steps below to assign a document for review.

1. Onthe Actions tab, click on the desired Phase and then the corresponding Action Component
link. See the image below as an example.

Figure 83

Details Schedules Documents Contacts Calendar Meetings Reviews Commitments Permits
Project Workspace

Scoping

Upload Preliminary Scoping Package DOCUMENTS
8/19/2020

» RENAM 1 1 0

) ACTION COMPONENTS DOCUMENTS  REVIEWS REVIEWERS

Upload Refined Scoping Document DOCUMENTS
PROJECT PHASES 8/19/2020
Select a phase below to view the list of actions.
» RENAME 0 0 0
» ACTION COMPONENTS DOCUMENTS  REVIEWS REVIEWERS
TRANSPORTATION PLAN RENAME
EARLY COORDINATION RENAME
DRAFT ENVIRONMENTAL ASSESSMENT RENAME USACE-Purpose and Need Checkpoint DOCUMENTS
8/19/2020
COMMENT PERIOD RENAME
» RENAME 0 0 0
REVISED ENVIRONMENTAL ASSESSMENT RENAME » ACTION COMPONENTS DOCUMENTS  REVIEWS REVIEWERS
FINDING OF N SIGNIFICANT IMPACTS PEALAME

2. Once the action component page loads, if there is no document currently uploaded, click the
button in the section you’d like to upload a document.
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3. Select your file and upload the document.

4. The file link will now appear on the page along with information regarding when and who
uploading the file.
Figure 84

( Upload Purpose and Need Documents

Click the "Browse..." button then locate and selected the file(s) to upload.

Browse...

File Name Uploaded On File Size Uploaded By Reviewers
Test Document for Review.docx & 8/19/2020 11.62 KB DKAMIENT

Total Number of Files Uploaded: 1

5. To assign a reviewer to the document, click the button beside the document link. A pop-up
window shall appear with a list of current project Contacts.

Figure 85

Select Scoping Package Review Team

Document: Test Document for Review.docx

Select All
O Name Email

Kamien Diane dianekamien@gmail.com
Kamien Diane diane.kamien.ctr@dot.gov
Al-Shebani Nadeen n.al-shebani.ctr@dot.gov
Smith John user@enepa.com

Test Test Testhardlock@gmail.com
Tester Tester ENEPATEST2@gmail.com

UserA UserA enepa20userA@gmail.com

[~ |
Cancel Save & Close

6. Select your desired team or reviewers and click JSEVGERN®IGEE

7. Once your team of reviewers has been selected, you can choose to upload additional alternative
documents and select a Review Due Date.
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8. At the bottom of the page, click the BelZ=alltelantelitela® button. Saving your changes on this page
will upload the file(s), add them to the Documents tab and the Reviews tab, e-mail the selected
document reviewers, and add the Review Due Date to the project Calendar.

17 Project Reviews Tab

The Reviews tab provides users with an overview of documents that need to be reviewed. The tab is
divided into three sections: Actions, Documents, and Document Details. When a document is ready for
review and uploaded by the Project Manager in the Actions tab, it will then appear on the Reviews tab
under its associated Action.

Figure 86
Details Schedules Documents Contacts Calendar Meetings. Actions m ‘Commitments Permits ﬁ
Project Workspace
ACTIONS DOCUMENTS DOCUMENT DETAILS

01 02 Select a document to view detailed information.

select an action to view documents. select @ document fo view reviews.

Seoping : Upload Refined Scoping 04 Seoping : Upload Preliminary Scoping Package

Package DOCUMENTS

Lost Updated: 08/05/2020

Scoping : Upload preliminary scoping 1% Text Document.txt Doc.xt VA-No Obligations.txt
Package BOCUMENTS © Due: Jul 29 2020 ©Due: Jul 29 2020 ® Due: Jul 29 2020
Last Updiated:07/2172020

Comment Period : USACE Submit 02 @ @ @

Permit Application DOGUMENTS TESTS.Ixt OH-Fed Land.td Text Doc.bxt
Last Updated: 07/21/2020 ©Dus: Jui 29 2020 ©Due: Jul 39 2020 ©Dve: Jul 292020

Scoping : USCG Preliminary 02 i H
Navigation Determination Upload DOCUMENTS

Last Updated: 04242020 tests - Copy.hdt fest bt testActios.bt
© Due: Jul 29 2020 © Due: Jul 29 2020 @ Due: Jul 29 2020

The Project Manager will select one or more team members as a reviewer. Each reviewer is notified via
e-mail individually when a document is ready for them to review. Reviewers can make comments or ask
guestions about the document in the “Document Details” section of the Reviews tab. The Document
Details section is like an online message board or blog area where INPCT team members can hold
conversations in the form of posted messages.

Note: Regular INPCT users can only review documents that have been assigned to them.

To assign a document for review, Project Managers must utilize the Actions tab. Please see section 15.3
Assigning a Document for Review.

17.1 Adding Comments on the Reviews Tab
To add review comments or reply to a comment, follow the steps below:

1. Select an action on the left-side of the page to view documents associated with that action.
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Figure 87

Details schedules Documents | Contacts Calendar | Meetings Actions m Commitments Permits &

Project Workspace
ACTIONS DOCUMENTS DOCUMENT DETAILS
o1 02 select a document fo view defailed information.
select an action to view documents. select a document fo view reviews
Scoping : Upload Refined Scoping 04 Scoping : Upload Preliminary Scoping Package
Package DOCUMENTS

Last Updated: 08/05/2020

=+ B+ B -

Scoping : Upload Preliminary Scoping 1 Text Document.hd Doc.hd VA-No Obligafions.bxt
Package DOCUMENTS © Due: Jui 29 2020 Due: Jul 29 2020 ® Due: u 29 2020

Last Updated: 07/21/2020

- USACE Submit 02 @ @ @

n DOCUMENTS TESTS.bxt OH-Fed Land.bdt Text Doc.bxt

Last Updated: 07/21/2020 @ Due: Jul 29 2020 Due: Jul 29 2020 ® Due: Jul 29 2020
Scoping : USCG Preliminary 02 H H i
Navigation Defermination Upload DOGUMENTS
Last Updated: 06/24/2020 tests - Copyhet testbet testActios.bct

@ Due: Jul 29 2020 Due: Jul 29 2020 ® Due: Jul 29 2020

2. Select a document to add or view a review comment. The Document Details section of the page
will display once the document icon is selected. The Document Details section displays all review
comments and allows the reviewers to add new comments and reply and/or agree to other
reviewers’ comments.

Figure 88

Details | Schedules | Documents | Confack | Calendar = Meefings | Actions m Commitments | Permits @*
Project Workspace
ACTIONS DOCUMENTS DOCUMENT DETAILS
01 02

select an action to view documents. select a document fo view reviews @
Scoping : Upload Refined Scoping 04 Seoping : Upload Preliminary Scoping Package Text Document. it
Package DOCUMENTS Upload Preliminary Scoping Package
Last Updated: 08/05/2020 1011320:

ot REVIEWS

Scoping : Upload Preliminary Scoping 16 Text Document bt Doc.hdt VA-No Obligations.bxt .
package DOCUMENTS ©Due: Jui 29 2020 Due: Jul 29 2020 © Due: Jul 29 2020 & 03 user(s] commented.
Last Updated: 07/21/2020

) @ . @ : & Test 7/30/2020@ 10:34 am
Comment Period : USACE Submit 02

Users Userd 200 #eply | ¥ 20doysogo
Permit Application DOCUMENTS TEsTa.bet OH-Fed Land.bxt Text Doc.txt
Last Updated: 07/21/2020 © Due: Jul 29 2020 Due: Jul 29 2020 © Due: Jul 29 2020 &
updated doc 7/14/2020 @ 429 pm
Mehaar 200 “epy |7 onemonth ogo
Abdel

Scoping : USCG Preliminary 02 H H H updated on 7/14/2020 @10:04
Navigation Determination Upload DOCUMENTS 200 #vreply | Y onemonth ago

Last Updatedt: 06/24/2020 testé - Copy it testixt festActios.ixt

© Due: Jul 29 2020 Dus: 4ul 29 2020 © Due: Jul 29 2020 Don Test
Test ENEPA 00 #eply | onemonth ago

Early Coordination : Upload Project. 01 &
I

uddated on 7/14/2020 @ 9:15
on Lefter DOCUMENTS 3 i H Menaar 00 “reply | ¥ onemonthogo
Lost Updated: 12/12/2015 Abgel

3. Inthe comment field, enter your review comment. Once you begin typing a “Post Comment”
button shall appear.
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Figure 89

DOCUMENT DETAILS

&

Text Document.ixt
Upload Preliminary Scoping Package
Jul 13 2020

REVIEWS

(]
& 03 user(s) commented.

-
UserB
UserB

-

Mchaar
Abdel

This is a test commenfl!

POST COMMENT

Test 7/30/2020@ 10:34 am
<00 “~reply | ¥ 20daysago

updated doc 7/14/2020 @ 4:29 pm
< 00  reply

| ¥ one month ago

4. Click “Post Comment.” Your comment will appear at the top of the Document Details section
and all project team members will be able to view the comment. However, only PMs, Deputy

Figure 90

PMs, and assigned Reviewers will be able to make new comments or reply to comments.

DOCUMENT DETAILS

Text Document.txt
Upload Preliminary Scoping Package
Jul 13 2020

REVIEWS

(]
& 04 user(s) commented.

Enter your comments...

Kamien

Diane

This is a test comment!

00 *=reply | ¥ Today af 03:54 PM

UserB
UserB
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Administration

5. Clickthe #reply | ¥ button if you would like to reply or agree to someone else’s comment.

18 Project Documents Tab

The Documents tab (a.k.a. Document Manager) provides a central library for all documents associated
with the project. On this tab, users can upload documents, pin documents for easy access, view their
assigned documents, checkin and checkout documents, and more.

The Document Manager page is broken up into several sections:

e Pinned Documents

e Recently Added Documents
e Recently Viewed Documents
e Your Assigned Documents

e Project Documents

e Document Details

Figure 91
Details Schedules m Contacts Calendar Meetings Actions Reviews Commitments Permits ﬁ
Project Workspace
DOCUMENT MANAGER B DOCUMENT DETALS
@ e '
L] - Select Folder - v - Select Action - v
PINNED DOCUMENTS
enepa-integration.pdf
Upleadsd: Aug 04 2020 YOUR ASSIGNED DOCUMENTS
New Text Document.ixt
@ TestFile.txt Upload Preliminary Scoping Package
Uploaded: Aug 04 2020 P
combinepdf4sMB.pdf @ i
Uploaded: Jul 08 2020
-..Document.ixt
@ New Text Document.ixt Due: Jul 29 2020 ° REVIEWS
Uploaded: Jun 30 2020 & 02 user(s) commented.
@ New Text Document.ixt
Uploaded: Jun 24 2020 Enter your comments...
PROJECT DOCUMENTS [ Y
- Reverted back to original
e Kamien 00 “reply | ¥ onemonthago
N\ N Diane
RECENTLY ADDED DOCUMENTS H
Changed "@"to "a"
H : 202 4 reph v th
segment_2_01_route_28.pdf : Scenario-02.docx ...ect-Demo- ...5TestDocument.txt = onemenihage
Pbloccexkianglociai20) Updated: Aug 04 2020 Doc.docx Updated: Aug 04 2020 .
166_ofb_fxc_trail 2019-03- Updated: Aug 04 2020 K- | coneur.
15.pdf Df""'e” 17 days ago
Lot A 05 o000 iane

On this tab, all users can download documents for viewing regardless if they have been assigned the
document. The three vertical dots that appear next to each document icon is called the Document
Menu. Once the three dots are clicked, the Document Menu displays various actions that the user can
take on the take. See the image below for an example.
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Figure 92

DOCUMENT MANAGER

1 - Select Folder - v - Select Action - v

PINNED DOCUMENTS

enepa-integration.pdf

Uploaded: Aug 04 2020

@ TestFile.ixt
Uploaded: Aug 04 2020

YOUR ASSIGNED DOCUMENTS

combinepdf45MB.pdf | v T
Uploaded: Jul 08 2020 View Details
o Download
New Text Document.ixt 1 ,
Checkin
Uploaded: Jun 30 2020
Checkout
@ New Text Document.ixt E |
Uploaded: Jun 24 2020 UnPin
Send Reminder
et L AN TS

18.1 Uploading a Document
INPCT allows the user to upload documents directly to the Document Manager page.
To upload a document in the Document Manager, please follow the steps below:

1. Inthe top center of the screen, click the “Select Folder” dropdown. This will display options to
either upload to the general documents folder or upload to a specific project phase. Select
which folder to upload the document to.
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Figure 93

Details Schedules Contacts Calendar Meetings Actions Reviews ‘Commitments Permits @

Project Workspace

DOCUMENT MANAGER B DOCUMENT DETAILS

- Select Folder - v

- Select Folder -

- Select Action - v Select a document fo view detailed
information.

]
PINNED DOCUMENTS

AN .
:

enepa- H
integration.pdf Project Documents

Uploaded: Aug 04 2020 .
Transportation Plan |l

TestFile.ixt H
Uploaded: Aug 04 2020

(i

Early Coordination

Scopi
combinepdf45MB.pdf copng

Uploaded: Jul 08 2020

E

Draft Environmental Impact Statement

@ New Text H Comment Period

Document.ixt

Uploaded: Jun 30 2020 Final Environmental Impact Statement-Record Of Decision
@ New Text H

Document.ixt
Uploaded: Jun 24 2020

PROJECT DOCUMENTS

2. Unless you select “Project Documents” you will need to also select an action from the “Select
Action Dropdown.” These actions correspond to the chosen project phase. Select an action.

Figure 94

Details Schedules Contacts Calendar Meetings Actions Reviews Commitments Permits @

Project Workspace

DOCUMENT MANAGER B DOCUMENT DETAILS
® . . . _
] Scoping v - Select Action - v Select a document fo view detailed
PINNED DOCUMENTS i R
- Select Action -
enepa- H
integration.pdf Upload Notice of Intent

YOUR ASSIGNED DOCUMEN

Uploaded: Aug 04 2020

Agency and Public Involvement Coordination Plan |I

@ Lilslt:!je.dwmgm 2020 : Upload Preliminary Scoping Package
: .
combinepdf45MB.pdf @ : Upload Refined Scoping Package
Uslweslzeh M COZD tests - USCG Preliminary Navigation Determination Upload
@ New Text i Copy:ixt USACE-Purpose and Need Checkpoint
Document.ixt © Due: Aug 03
Uploaded: Jun 30 2020 2020
New Text H
Document.ixt
Uploaded: Jun 24 2020
SCOPING
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3. After you have selected both folder and action that you want the document sent to, click

“upload button” to browse and upload a document.
Figure 95

Document Details

* FileName BROWSE...

* Description Description

4. Provide a description, status, and click the button. Your newly uploaded document will
appear under the “Recently Added Documents” section.

18.2Checking Out a Document

In order to make changes to a document, you will need to check-out the document and check it back in
once you are finished. Unless you are a Project Manager or Deputy Project Manager, you can only
check-out a document that has been assigned to you. Once a document has been checked-out, no other
users can check it out until you have checked it back in.

Follow the steps below to check-in and check-out a document:

1. Onthe Document Manager page, find the document you wish to check-out and click on the
three vertical dots Document Menu within the document icon.
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Figure 96

Details Schedules Contacts Calendar Meetings Actions

DOCUMENT MANAGER

E

) (g

(o) [

]
PINNED DOCUMENTS

enepa-
integration.pdf
Uploaded: Aug 04 2020

TestFile.ixt
Uploaded: Aug 04 2020

combinepdf45MB.pdf
Uploaded: Jul 08 2020

New Text
Document.ixt
Uploaded: Jun 30 2020

New Text
Document.ixt
Uploaded: Jun 24 2020

Reviews Commitments Permits
B DOCUMENT DETAILS
- Select Folder - v - Select Action - v
YOUR ASSIGNED DOCUMENTS
tesié - Copy.ixt
R USACE Submit Permit Application
: @ Jul 21 2020
testé - REVIEWS
. Copy.txt 000
© Due: Aug 03 @l 02 user(s) commented.
2020
(]
- test comment
PROJECT DOCUMENTS Kamien 00  reply

®*

Project Workspace

| v

2. The Document Menu shall display with the option to check-out the document. (Notice how the

“Checkin” button is greyed out and non-selectable.) Click “Checkout.”

Figure 97

Details Schedules Contacts Calendar Meetings Actions

DOCUMENT MANAGER

=

E

(g g

]
PINNED DOCUMENTS

enepa-
integration.pdf
Uploaded: Aug 04 2020

TestFile.ixt
Uploaded: Aug 04 2020

combinepdf45MB.pd
Uploaded: Jul 08 2020

New Text
Document.ixt
Uploaded: Jun 30 2020

New Text
Document.ixt
Uploaded: Jun 24 2020

Reviews Commitments Permits

B DOCUMENT DETAILS

- Select Folder - v - Select Action - v

YOUR ASSIGNED DOCUMENTS

testé - Copy.ixt
USACE Submit Permit Application
Jul 21 2020

i

View Details

Download

REVIEWS
“-. 02 user(s) commented.

Checkin

Checkout

Checkout this document for review
Enter your

comments...

()
- test comment

@*

Project Workspace

3. After you click “Checkout” the Document Checkout pop-up window shall display notifying you
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that the document has been successfully checkout out.
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Figure 98

Document Checkout

You have checked out the file (testé - Copy.ixt). Click here to download document.

CLOSE

4. Click the blue “Click here” link to download the document. Make your required changes.

5. After you are finished making changes to the document, return to INPCT and select the
Document Menu button again. You will now see options to “Checkin” or “Undo Checkout.”

Figure 99
Details Schedules m Contacts Calendar Meetings Actions Reviews Commitments Permits @
Project Workspace
DOCUMENT MANAGER B DOCUMENT DETAILS

- Select Folder - v - Select Action - v Select a document fo view detailed information.

1
PINNED DOCUMENTS

enepa-integration.pdf
Uploaded: Aug 04 2020
YOUR ASSIGNED DOCUMENTS

@ TestFile.txt
Uploadsd: Aug 04 2020
I |§ .
combinepdf45MB.pdf H — g
Uploaded: Jul 08 2020 View Datals
@ New Text Document.ixt Download
Uploaded: Jun 30 2020 Checkin
Checkout
@ New Text Document.ixt Undo Checkout

Uploaded: Jun 24 2020

6. Select the “Checkin” button. A “Document Checkin” pop-up window will appear and you can
upload the document back to INPCT.
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Figure 100

Document Checkin

File Name test6 - Copy.txt

* File

* Comments Comments

18.3Pinning a Document

You may want to pin documents to have them available for easy access. The “Pinned Documents”
section is located on the top-right side of the Document Manager.

Figure 101

Details Schedules m Contacts Calendar Meetings Actions Reviews Commitments Permits ﬁ
Project Workspace

DOCUMENT MANAGER B DOCUMENT DETALS

- Select Folder - v - Select Action - v

]
PINNED DOCUMENTS

=

enepa-integration.pdf H
Uploaded: Aug 04 2020

YOUR ASSIGNED DOCUMENTS
New Text Document.fxt

()

TestFile.txt i Upload Preliminary Scoping Package
Uploaded: Aug 04 2020

Jun 242020
combinepdfd5MB.pdf H @
Uploaded: Jul 08 2020

)

...Document.ixt REVIEWS

New Text Document.ixt H
@ : © Due: Jul 29 2020 ®
Upleaded: Jun 30 2020 & 02 user(s) commented.
@ New Text Document.txt H
Uploaded: Jun 24 2020 Enter your comments
PROJECT DOCUMENTS °
- Reverted back to ofiginal
= Kamien 200 “reply | ¥ onemonthage
N N Dicne
RECENTLY ADDED DOCUMENTS H i H
Changed "@"to "a"
: 02  Arply | ¥ th
segment 2 01 route 28.pdf | Scenario-02.docx ect-Demo- ..5TestDocument.txt Ty [ enpEilices
U =erth A 3 EEAD Updated: Aug 04 2020 Doc.docx Updated: Aug 04 2020 &
i66_otb_fxc_trail 2019-03- i Updated: Aug 04 2020 _ I concur.
15.pdf Kamien 17 days ago

Lo A 05 2030, Diane
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You can pin documents from anywhere in INPCT and they will then appear in the Pinned Documents
section.

Follow the steps below to pin a document:

1. Onthe Documents tab or Reviews tab, click on the three dot Document Menu of the document
you’d like to pin.
Figure 102

DOCUMENT MANAGER B DOCUMENT DETAI

] - Select Folder - v - Select Action - v Select a docuy

PINNED DOCUMENTS

N o
INPCT Test Finding

Template.xlsx YOUR ASSIGNED DOCUMENTS
Uploaded: Aug 04 2020

enepa-integration.pdf H

Uploaded: Aug 04 2020 m :
] :

TestFile.txt View Details
Uploaded: Aug 04 2020 Download

E

Checkin i i
Doc.txt 1 Pin this document
Uploaded: Aug 04 2020 Checkout

(g [mg)

combinepdf45MB.pdf
Uploaded: Jul 08 2020

Pin

B

Send Reminder

rrusEc LoGUuviENTS
New Text Document.ixi H

Uploaded: Jun 30 2020

(ing)

N

Click “Pin.”
3. You document will now appear in the “Pinned Documents” section.

4. To move documents out of the “Pinned Documents” section, simply click the “Unpin” button of
the chosen document.

18.4Sending a Review Reminder

Project Managers have the ability to send reminders to reviewers when a document is approaching its
due date.

To send a reminder, please follow the steps below:

1. On the Documents tab or Reviews tab, click on the three dot Document Menu of the document
you’d like to send a reminder about.
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Figure 103

DOCUMENT MANAGER B DOCUMENT DETAILS

1 - Select Folder - v - Select Action - v Select a document fo view
PINNED DOCUMENTS

INPCT Test Finding
Template.xlsx
Uploaded: Aug 04 2020

ke

YOUR ASSIGNED DOCUMENTS

enepua-integration.pdf

Uploaded: Aug 04 2020 m .
— :

E

@ TestFile txt ! ViewDelals
Uploaded: Aug 04 2020 Download t
. Checkin
@ Doc.txt H
Checkout

Uploaded: Aug 04 2020

Send review reminder for this document
combinepdfdSMB.pdf
Uploaded: Jul 08 2020

E

Send Reminder

New Text Document.txt H
Uploaded: Jun 30 2020

(i

PROJECT DOCUMENTS

2. Click “Send Reminder.”

3. The “Review Reminder” pop-up window will appear. It will automatically be addressed to the
selected team of reviewers. The message field will automatically populate with standard text,
but you edit it if desired.

Figure 104

Review Reminder

New Text Document.bxt
Document

. Abdel Mchaar, AdminUser Admin, UserB UserB, Diane Kamien
Reviewers

* Message Team,

The review for document "New Text Document.txt
(Upload Preliminary Scoping Package)" is scheduled
to be completed on Jul 29 2020. Failure to complete
the review within this timeframe may delay future
activities for the project. Please let me know if you
have any questions or concerns. - Diane Kamien

SEND REMINDER
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4. Once ready to send, click Ei =0 IBRE{= UILIBIS 28 The selected reviewers will automatically
receive the e-mail to their inbox.

19 Project Schedules Tab

The Schedules tab provides a timeline of milestones for the project. Project Managers and Deputy
Project Managers are able to manage the milestone timeline by entering target dates and completion
dates for required activities.

Figure 105
Details Documents Contacts Calendar Meetings Actions Reviews ‘Commitments Permits ﬁ
Project Workspace
Manage EIS Timeline
Borderlands Wind Project )
StartDate: 6/15/2020 - EndDate : 6/15/2020 NoicE oF

INTENT

April May June July Aug. Sept.

Follow the steps below to manage the milestone timeline:

1. Onthe Schedules tab, click “Manage Timeline” in the top-right corner of the page.
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Figure 106

Details Schedules Documents Contacts Calendar Meetings Actions Reviews ‘Commitments Permits ﬁ

Project Workspace

o

Manage EIS Timeline

Borderlands Wind Project )

. . NOTICE OF
StartDate: 6/15/2020 - EndDate : 6/15/2020 INTENT

Notice of Intent

April May June July Aug. Sept.

2. The Timeline chart will appear with the standard list of milestones that are associated with your
selected project template.

Figure 107

lNPcT WORKSPACE ~  TEMPLATE ~  PROJECTS ~  ADMIN ~  ABOUT  CONTACT  LOG OFF

Interagency NEPA & Permitting
Collaboration Tool

@ EIS Timeline

Flease enter data for the Target Date or the Completion Date. Project Workspace
Milestones Reason For Change Target Date Completion Date
Nofice of Infent
] 12/16/2020 |

Scoping

12/23/2020 1] mplstion Dat "
Draft EIS

12/23/2020 1] r nDa e
Final EIS

12/30/2020 1] nplet y i<}
Lead Agency Record of Decision

01/01/2021 1] T r 5]

3. For each milestone, select a “Target Date.” If a milestone has been completed, select a
“Completion Date.”
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Click Save & Close '

5. You will return to the Schedules tab and your newly saved milestones will now appear on the
Schedules timeline and the Project Workspace timeline (see image below of the timeline on the

Project Workspace).
Figure 108

WORKSPACE ~  TEMPLATE ~

INPCT
Interagency NEPA & Permitting
Collaboration Tool

HOME | PROJECTS < PROJECT WORKSPACE

PROJECTS =

ADMIN ~ ABOUT  CONTAGT  LOG OFF

Borderlands Wind Project Nepa (€15) AND PERMITTING DETAILS ~ SCHEDULES ~ DOCUMENTS  CONTACTS  CALENDAR  MEETINGS  ACTIONS  REVIEWS  COMMITMENTS  PERMITS
EIS Timeline B Completed O InProgress O Targst Date Passed
Notice of Intent Scoping Draft EIS Final EIS Record of Decision MONDAY
JUN-15-2020 N/A NA WA N/A AUGUST 2020
25 Completed application received (Conditional Letter
August  cf Map Revision)
: 25 this is @ test sidkfisicflksldikfisidfskic Kdifiskdifisid
August  Kijsiciflkisikefskiciflis sdwerasdias df dfsadfsadf

19.1 Optional Project Milestones

asdfffffif (il

Project Managers are also able to add Optional Milestones to a project in addition to the standard
milestones. This allows the project timeline to more closely align with an organization’s internal

timelines and workflows.

See the steps below for how to add an Optional Milestone:

1. Onthe Schedules tab, click “Manage Timeline” in the top-right corner of the page.
2. The Timeline chart shall appear. Click the button in the top-left corner.

Figure 109

EIS Timeline

Add Milestone
Please enter daia for il Target Date or the Completion Date.

Milestones Reason For Change Target Date
Notice of Intent
Scoping

12/23/2020

3. The Add New Optional Milestone pop-up window shall display.
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Figure 110

Add New Optional Milestone
* Milestone
—Select Milestone— v

* Other Milestone

*Target Date Completion Date

argert

Milestone Status Comment

Federal Reserve Web Address

4. Select the type of milestone, provide a new name, and a Target Date. You also have the ability
to add a Completion Date, optional comments, and a Federal Reserve Web Address if desired.

5. Click [Nel=Y and the new Optional Milestone will be added to the Timeline grid.

Figure 111

) EIS Timeline

Add Milestone ﬁ
Please enter data for the Target Date or the Completion Date. Project Workspace
Milestones Reason For Change Target Date Completion Date
Notice of intent
=] 12/16/2020 [
Scoping
12/23/2020 t
Draft EIS
12/23/2020 e}
Final EIS
12/30/2020 =] i
Lead Agency Record of Deckion
01/01/2021 =} =
Other - New Milestone
12/23/2020 =} £
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@

Federal Highway
AdminEstrotion

Note: Optional Milestones will not appear on the Project Workspace Timeline. They will only appear on

the Schedules tab.

20 Project Commitments Tab

The Commitments tab contains the project-specific mitigation and enhancement commitments
developed to address specific impacts as identified in the INPCT process. Project Managers and Deputy
Project Managers have the ability to add and edit commitments. Regular INPCT users can only add new
commitments. All users have the ability to view details, add comments, or export the page to an excel

document.

Figure 112

Details Schedules

Export To Excel

Documents Contacts Calendar Meetings Actions Reviews Permits

@R

Project Workspace

Add Commitment

Search:
Mitigation 15 Responsible Construction Source Has
Category Impact Mitigation Commitment Status Organization Timing/Phase Document Comments
Biclogical 0.140.acreof temp: impacis fofiparianareas  Creat i tost 234 Rescind CDOT Dudng ERglES,
[EEEE Ervi oot Hor-5-43;
51326
Biological 0.160 acre of temporary impacts fo riparian areas Creafe test commitment Not Ccbor During FEIS
resource Initiated  Environmental  construction
Biological 0.160 acre of temporary impacts fo riparian areas  Edit commitment test In Progress CDOT During Final EIS, v
Resource Environmental construction Section
5.13,p.5.13-26
Wetlands 4 acres of impact o wooded wetlands Enhancing existing wetlands wooded wetland Completed Mich DOT Construction EIS, Chapter v
within the watershed. 3, page 4
Biological 360.6 acres of permanent, direct impact to Monitor disturbed sites during construction fo In Progress CDOT During Final EIS, v
resources wildlife habitat; 1.194 acres of permanent identify an freat any noxious invasions. Environmental/  construction Section 5.13,
impacts and 0.160 acre of temporary impacts to Developer p.5.13-26

20.1 Add a Commitment
Follow the steps below to add a new commitment:

1. Onthe Commitments tab, click RateleRelelinligt=lsil in the top-right corner of the page.

2. Entry fields will appear on the page where you must enter all required information.
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Figure 113

Details Schedules Documents Contacts Calendar Meetings Actions Reviews m Permits

]

Project Workspace

Add Commitment

* Mitigation Category @ * Responsible Organization @ *Timing/Phase @ *Source Document @
*Impact ® * Commitment ® = Status @
Not Initiated v

Save & Close Save & Add Another
Export To Excel

Search:
Mitigation 15 Responsible Consfruction Source Has
Category Impact Mitigation Commitment Status Organization Timing/Phase Document Comments
Biclegiesl 0140 fHomp impacistoHpas Croah ; tost2345 Rescind  SBCT During EinchES,
resaurcs Ervd el oot Hors13;

51328

Biological 0.160 acre of temporary impacts to riparian areas  Create test commitment Not cDor During FEIS
resource Iniiated  Envirenmental construction

3. Once the form has been completed, click BEREECEA®IEEER Your commitment will now appear at
the bottom of the list.

20.2 Edit a Commitment

Follow the steps below to edit a pre-existing commitment:

1. Onthe Commitments tab, select a record from the listing and click EaisilEild beside the record.

2. A dropdown will appear with actions to select from. Click “Edit Record.”

Figure 114

Mitigation
Category

Biological
resource

Biological
Resource

Wetlands

0.160 acre of temporary
impacts to riparian areas

0.160 acre of temporary
impacts to riparian areas

4 acres of impact to wooded
wetlands

Create test commitment

Edit commitment fest

Enhancing existing wetlands
wooded wetland within the
watershed.

Not
Inifiated

In Progress

Completed

Responsible
Organization

CDbot
Environmental

CDOT
Environmental

Mich DOT

Consliruction
Timing/Phase

During
consfruction

During
consfruction

Construction

Source Has
Document  Comments

. View Details
Final EIS, v
Section Edit Record
5.13,p.5.13- Add Comments
26
EIS, Chapter v
3, page 4

3. Modify one or more of the fields in the edit form and click the BEEERA@EEN button.
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Figure 115

* Mitigation Category @ * Responsible Organizatfion @ *Timing /Phase @ * Source Document @
Biclogical resources CDOT Envirenmentalf Developer Dwring construction Final EIS. Section 5.13, p.5.13-26
* Impact @ * Commitment @ * Status @
380.6 acres of permanent, direct impact to wildlife habitat: 1.194 Changing commitment J n Progress -
acres of permanent impacts and 0.140 acre of temporary =
impacts to riparian areas

Save & Close

4. The modified information is saved and the commitment record displays the updated
information.

Figure 116

Mitigation I Responsible Construction Source Has
Category Impact Mitigation Commitment status Organization  Timing/Phase  Document Comments
Biclogical 360.6 acres of permanent, Changing commitment... In CDOT During Final EIS. o
resources direct impact fo wildlife Progress Environmental/ construction Section 5.13,
habitat; 1.194 acres of Developer p.5.13-26

permanent impacts and
0.140 acre of temporary
impacts to riparian areas

Biological 0.140 acre of temporary Reclaim disturibed areas in Not CDOT During Final El5. T
resources impacts to riparian areas phases throughout Initiated  Environmental/ construction Section 5.13,
construction Developer p.5.13-26

21 Project Permits Tab

The Permits tab provides a central location for a project’s permits, including the timeline of permits and
information regarding common permits.
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Figure 117

Defais | Schedules | Documents | Confacts | Calendar | Meefings | Actions | Reviews | Commiiments m @®*
Project Workspace

COMMON FERMIIS  FILTER~  MANAGE PERMITS

Borderlands Wind Project

Borderlands Wind LLC (a subsidiary of NextEra Energy) is proposing to develop an up to 100-megawatt (MW) wind-powered electrical generation facility in western Catron

County, New Mexico. The proposed Borderlands Wind Project (BLWP) would be built south of U.S. Highway 60 near the Arizona&ndash;New Mexico border on 40,348 acres )
of land.&nbsp; Borderlands Wind LLC has filed an application with the BLM for a Federal Land Policy and Management Act (FLPMA) Right-of-Way (ROW) authorization for the
construction, operation, maintenance, and decommissioning of the commercial wind facility.&nbsp; In conjunction with its review of the ROW grant request, the BLM has
determined the need to amend the Socorro Field Office (SFO) Resource Management Plan (RMP) (BLM 2010) to modify the Visual Resource Management Class in the project
area and to modify a Right-of Way (ROW) avoidance area.&nbsp; Please visit the&nbsp;Proposed Borderlands Wind Project and Resource Management Plan
Amendment&nbsp;for more information and to comment.

WILD AND
SCENIC RIVERS.

DETERMINATION

Wild and Scenic Rivers Act Determination/Coordination

Q
Q
)
T 1
Jan. Feb, March April

All users have access to the “Common Permits” page. This page listings and web links for common
permits which can help when deciding what type of permit is required.

Figure 118

Details Schedules Documents Contacts Calendar Meefings Actions Reviews Commitments m a
Project Workspace

O] o

PERMITS TIMELINE  MAMAGE PERMITS

COMMON PERMITS
Below Is alisting for common permits. For additional permit information, click on permit name or the "more information” link.

Show| 10 %  enfries Search:
Permit Information Format
PERMITS TIMELINE
Authorization to Incidentally Take Marine Mammals n more information
MATIOMAL OCEANIC AND ATMOSPHERIC ADMINISTRATION (NOAA] {for incidental take autherization) ; : )
Projects in any secor that may result in potential toke’ s defined (16 U.5.C. 1362 Sac.3(13) defines as harass, hunt, capture, or kil or Permits and milestones are displayed on the
atlempt to harass, hunt, capture, or kill; (18] further defines ‘harassment’ as any act of pursuit, torment, or annoyance which [i) has the interactive fimeline

potential to injure or has the potential o disturb by causing disruption of behavioral pattems..)

Clean Water Act Section 402 NPDES Discharge Permit for EPA issue » more information
UNITED STATES ENVIRONMENTAL PROTECTION AGENCY (EPA) Mutfiple fillable forms/pdf: complete form,
Proposed projects that would dischorge pollutants regulated under the Clean Water Act through @ point source of discharge Info @ print. sign. ond mail fo the address siated =
water of the United States. Pollutant is defined as any type of industrial, municipal. or agriculiural waste di into water. in the instructions, B

PERMIT MILESTONES
Endangered Species Act Section 7 Consultation » more information
MATIGNAL OCEANIC AND ATMOSPHERIC ADMINISTRATION (NOAA) (consultation guidance and letter .
NOAA Fisheries is responsible for the protection, conservation, and recovery of endongered and threatened marine ond anadromous  lemplates) The project calendar displays he upcoming
species under the Endangered Species Act. The ESA aims fo conserve these species and the ecosystems they depend on. permit milestones where they can be

imported into an Outlook calendar.

21.1 Add New Permit/Milestone

Project Managers and Deputy Project Managers are able to create and edit permits, which will then
appear on the Permit Timeline and the Project Workspace.
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Follow the steps below to create a new permit:

1. Onthe Permits tab, click “Manage Permits” in the top-right corner of the page.
Figure 119

Details Schedules Documents Contacts Calendar Meetings Actions Reviews Commitments m @
Project Workspace

Y| &

COMMON PERMITS ~ FILTER~ § MANAGE PERMITS

Borderlands Wind Project

Borderlands Wind LLC (a subsidiary of NextEra Energy) is proposing to develop an up to
100-megawatt (MW) wind-powered electrical generation facility in western Catron County,
New Mexico. The proposed Borderlands Wind Project (BLWP) would be built south of U.S.

Highway 60 near the Arizona&ndash;New Mexico border on 40,348 acres of land.&nbsp;

Borderlands Wind LLC has filed an application with the BLM for a Federal Land Policy and )
Management Act (FLPMA) Right-of-Way (ROW) authorization for the construction, operation, WILD AND
maintenance, and decommissioning of the commercial wind facility.&nbsp; In conjunction SCENIC RI":S:
with its review of the ROW grant request, the BLM has determined the need to amend the DETERMINATION

Socorro Field Office (SFO) Resource Management Plan (RMP) (BLM 2010) to modify the
Visual Resource Management Class in the project area and to modify a Right-of Way (ROW)

2. The Project Permits/Project Permit Milestones chart will appear. Click the WA e NN ARE At iA=L iela =

button and the “Add New Permit and Milestones” window will pop-up.

Figure 120

Add New Permit and Milestones

Permit Information
* Permit * Responsible Agency

—Select one —

Comments

Agency Contact Information

* Job Title “ Name

3. Enterin all required information. Once you select the type of permit, the Permit Milestone
Information will appear and automatically populate with milestones that are associated with the
selected permit.

4. Finish filling out the form and click .
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5. You will return to the Permits tab and your newly saved Permit will appear on the timeline and
on the Project Workspace.

Figure 121

PERMITS Total o

B Cancelled
B Complete

In Progress

Paused

Planned

= More Information

21.2Edit a Permit

Project Managers and Deputy Project Managers are also able to edit pre-existing permits.
Follow the steps below to edit a permit:

1. On the Permits tab, click “Manage Permits” in the top-right corner of the page.

2. The Project Permits/Project Permit Milestones chart will appear. Click the 2518 button beside
the permit you’d like to change.
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Figure 122

&) Project Permits / Project Permit Milestones

' Add New Permit/Milestone @
Project Workspace

Permit 1% Responsible Agency Status Action Outcome Comments Contact Actions

Bald and Golden Eagle Protection Permit Ur?ﬁe.d Sio1§s Fish and Paused QA Abd D Edit
Wildlife Service (FWS)

Conditional Letter of Map Revision Department of Homeland Cancelled This is a fest. BA Diane -

3 N Delete Edit

Security (DHS) Kamien

Section 103 of the Marine Protection, United States Army Corps of  Planned QA Ab

Research, and Sanctuaries Act Permit Engineers (USACE)

Section 106 of the National Historic All Federal agencies/CEQ In Progress Finding of no test Tester Diane

Preservation Act (lead federal agency) adverse effect Kamien

Section 4(f) Determination United States Department Planned Regression testing QA_2 Tester
of Transportation (DOT) 06.15.2020

Wild and Scenic Rivers Act United States Forest Service  In Progress High-level regression QAT TESTER-2

Determination/Coordination (USFS) testing_1

3. The “Edit Permit and Milestones” window will pop-up. Make any necessary changes to this form
and click the button. The permit will now be updated.

22 Project Notifications

Only Project Managers have the ability to create notifications to communicate to team members by e-
mail and/or a broadcast message on the project page.

22.1 Create a Project Notification
Follow the steps below to create a new project notification:

1. On the top menu bar, click the “Projects” link. A dropdown will appear with “Notifications” as an
option.

Figure 123

[ 4] lN Pc‘r WORKSPACE + TEMPLATE ~ PROJECTS ~  ADMIN ~  ABOUT  CONTACT  LOG OFF

Interagency NEPA & Permitting
Collaboration Tool Search Projects

Create a Project
HOME WORKSPACE Notifications
Project Activities Report
Document Activities Report
Integration Activities Report
UPCOMING MEETINGS & MILESTONES i

2. Select “Notifications” and you will be taken to the Project Notifications page.

3. Select a project and click the [RSEEIERSUEEIEUN hytton.
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Figure 124

WORKSPACE ~  TEMPLATE -  PROJECTS ~  ABOUT  CONTACT  LOGOFF

Project Notifications

RR-EA Project for Migration 02 v Email and/or broadieast @ message fo project feam members.

Show 10 v entres search:

e subject Froject Created I Drait Action

=0 Test nofificatien Borderiands Wind Project 08/08/2620 r—
= INPCT Reviewer for Action Mame Upload Prefminary Scoping Package Automation Tasfing Projsct 07/24/2020 P—

= Tesfing relay.dot.gov Bordedonds wind Project 06/02/2020 F— ﬁ
= TesTI2 Boraerionds Wind Project 060142020
- TEST Borderlands Wind Preject 05/29/2020 —
= Testing Eot e Gaostol Resiency 011074202 o
[1= Review Planning Doc Eost Side Coastal Redliency 01/07/2020 —

[=] Review Doc: East side Goostol Resliency 0140742020
= Project Taam Annoucements Eout side Coostal eedliency 01/07/2020 v [ |
Shawing | to 9 of 9 entries Previous - Next

4. Complete the form. To attach a file, click the “Browse...” button and select a file to upload.
Select a notification type then click the “Send Notification” button.

Figure 125

© INPCT WORKSPACE = TEMPLATE »  PROJECTS =  ABOUT  CONTACT  L0G OFF

Interagency NEPA & Permitting
Collaboration Tool

New Notification
Frojoct

RR-EA-Project for Migration-02

subject

Meszage Body

Nefification Type

Email Only v

AMach File

[EUN Sove AsDraft | Send Nofification

The project notification will be sent and/or broadcast to the team members. Additionally, the Project
Manager can choose to save as a draft copy that can be edit and send to the team members at a later
date.
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22.2Resend a Project Notification

To resend a notification, follow the steps below:
1. Onthe top menu bar, click the “Projects” link. A dropdown will appear with “Notifications” as an
option.
2. Select arecord from the listing and click the “Resend” button.

Figure 126

WORKSPACE ~  TEMPLATE = PROJECTS =  ABOUT  CONTACT  LOG OF|

Projeet Notifications

RR-EA-Project for Migrafion02 W Email and/or broadcast a message fo project leam members.

<
3

subject Project crealed I orail

E
£

Test hefification Borderiands Wind Project 08/05/2020

INPCT Reviewer for Action Mame Uplead Prefminary Scaping Package Automation Testing Project 071242020
Tesiing relay.dot.gov Borderiands Wind Project s/02/2020
TESTI2 Sorderands Wind Froject 67012000

TSt Berderlands Wind Projec 05/29/2020

Tesfing East Side Coastal Resliency 010772020

Review Flanring Doc Eostside Goastal Resiancy /0772020 ] v |

3. A pop-up window will appear asking you to confirm. Click the “Send Notification” button on the
confirmation window.

23 Activity Reports

Project Managers (and System Administrators) have the ability to run reports for Projects, Documents,
and Integration activities. These reports are a good way to monitor the activities of team members
within INPCT.

23.1Project Activities Report

The Project Activities Report allow the Project Manager to view all activity that has occurred within a
project. These activities shall include events such as documents added and reviewed, team members
added, meetings created, etc.

To run a Project Activities Report, follow the steps below:

1. Onthe top menu bar, click the “Projects” link. A dropdown will appear with “Project Activities
Report” as an option.

INPCT User Guide 82



@ INPCT

o Interagency NEPA & Permitting
femsaren? Collaboration Tool

Figure 127

N PCT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN = ABOUT  CONTAGT

Interagency NEPA & Permitting
Collabration Tool Search Projects

Create a Project
HOME ' WORKSPACE Notifications

Project Activities Report

Document Activities Report

Integration Activities Report

UPCOMING MEETINGS & MILESTONES

2. Click on “Project Activities Report.”

Figure 128

l NPcT TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFF
c

gency NEPA & Permitting
tion Tool

select Project v View project activifies report.

3. Select the project from the “Select Project” dropdown. All projects that are in the application
will be listed.

4. Click the button. All project activities will display on the page, including number of
project members, documents, and events.

Figure 129

Borderlands Wind Project Members Documents Events @

Timeline View

Export To Excel Print

Search:

Created Created 17

Activity Activity ltfem Project Action By On

Project Last Modified Borderlands Wind Project Diane 8/24/2020 11:20:46 AM
Kamien

Document Last Modified Test Document for Review 2.docx Diane 8/21/2020 1:44:46 PM
Kamien

Document Added Test Document for Review 2.docx Diane 8/21/2020 1:44:41 PM
Kamien

Document Reviewed TestFile.txt USACE Submit Abed Cl 8/21/2020 12:56:39 PM

Permit Application

Team Member Added Abed Cl AdminUser  8/21/2020 12:50:31 PM
Admin

Document Reviewed TestFile.txt USACE Submit Diane 8/21/2020 12:13:23 PM

Permit Applicafion Kamien
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5. There are two ways to view the activities: Timeline View and Grid View. Grid View is the
standard, but if you would view the activities in a timeline format, click “Timeline View” in the
top-right corner.

Figure 130

Borderlands Wind Project Members Documents Events @

m @ m Timeline View

Export To Excel Print

6. Once “Timeline View” is selected, all activities will be displayed vertically in “timeline” format.

Figure 131

Borderlands Wind Project Members Documents Events =
=]

Grid View

Aug 24 2020
11:20 AM

Project Last Modified
Borderlands Wind Project

Document Last Modified
Test Document for Review 2.docx

Aug 21 2020
01:44 PM

Document Added
Test Document for Review 2.docx

Aug 21 2020
01:44 PM

Document Reviewed
TestFile txt

Aug 212020
12:56 PM

Team Member Added
Abed CI

Aug 21 2020
12:50 PM

Document Reviewed
TestFile txt

Aug 21 2020
12:13 PM

00000 00+

7. You can also export all activities to an excel spreadsheet by clicking on the [EiEeiie) 56
button.

23.2Document Activities Report

The Document Activities Report allows Project Managers to view when documents were created, how
many views and reviews it has, and by whom.

To run a Document Activities Report, follow the steps below:

1. Onthe top menu bar, click the “Projects” link. A dropdown will appear with “Document
Activities Report” as an option.
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Figure 132

[} lN Pc‘l‘ WORKSPACE ~  TEMPLATE + PROJECTS ~  ADMIN v  ABOUT  CONTACT  LOG OFF

- Interagency NEPA & Permitting
Aomreraea”  Collaboration Tool Search Projects

Create a Project

HOME WORKSPACE Notifications
Project Activities Report
Document Activities Report

Integration Activities Report
UPCOMING MEETINGS & MILESTONES i

2. Click on “Document Activities Report.”

Figure 133

Q _ lN Pc‘r WORKSPACE ~ TEMPLATE ~ PROJECTS + ADMIN ~ ABOUT CONTACT

awmcorio  |nteragency NEPA & Permitting
ek Collaboration Tool

Select Project hd Get Report View document activifies report.

3. Select the project from the “Select Project” dropdown. All projects that are in the application
will be listed.

4. Click the button. All document activities will display on the page, including when it
was view, total number of view, documents, and other document details.
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Figure 134

Export To Excel Print

Search:

First 15 Last Total
Name Viewed Viewed Views Action
Scenario-02.docx 8/24/2020 11:27:20 AM 8/24/2020 11:27:20 AM 1 -
Created On: 07/17/2020 by ENEPA Test
Upload Preliminary Scoping Package (testé - Copy.ixt) 8/22/2020 11:56:40 AM 8/22/2020 11:56:40 AM 1 -
Created On: 04/01/2020 by Thomas Varghese
Upload Refined Scoping Package (INPCT Test Finding Template xisx) 8/4/2020 1:45:43 PM 8/4/2020 4:22:01 PM 2 -
Created On: 08/04/2020 by ENEPA Test
Upload Refined Scoping Package (enepa-integration.pdf) 8/4/2020 1:44:38 PM 8/4/2020 1:44:38 PM 1
Created On: 08/04/2020 by ENEPA Test
enepa-integration.pdf 8/4/2020 1:36:50 PM 8/4/2020 1:36:50 PM 1
Created On: 08/04/2020 by ENEPA Test
INPCT Test Finding Template xlsx 8/4/2020 1:35:32 PM 8/4/2020 1:35:32 PM 1
Created On: 08/04/2020 by ENEPA Test
Upload Refined scoping Package (Doc.ixt) 8/4/2020 10:12:20 AM 8/4/2020 10:12:20 AM 1
Created On: 08/04/2020 by Abdel Mchaar
USACE Submit Permit Application (testé - Copy.ixt) 7/30/2020 10:32:46 AM 8/21/2020 12:09:18 PM 16 -
Cregted On: 07/21/2020 by Thomas Yarahese

5. Click on the button of the document you’d like to see all activity for.

6. The “Document Activities” pop-up window will appear with a list of activities that occurred on
the document, such as who viewed or reviewed the document and when.

Figure 135

Document Activities
Upload Preliminary Scoping Package (Text Document.txt)
Created On: 07/13/2020
|| Viewer Activity Viewed On |

Diane Kamien Review 8/19/2020 3:54:08 PM

UserB UserB Review 713072020 10:34:47
AM

Abdel Mchaar View 7/14/2020 4:33:01 PM

Abdel Mchaar Review 7/14/2020 4.29:38 PM

Abdel Mchaar View 7/14/2020 4.27:46 PM

Abdel Mchaar View 7/14/2020 10:14:58
AM

Abdel Mchaar Review 7/14/2020 10:11:48
AM

Abdel Mchaar View 7/14/2020 10:03:16
AM

ENEPA Test Review 7/14/2020 9:48:11 AM
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7. You can also export all activities to an excel spreadsheet by clicking on the |8 Eeinense:]
button.

23.3Integration Activities Report

The Integration Activities Report allows Project Managers to view all data sharing activities between
INPCT projects and different applications. This report includes details such as which application the
project is sharing data with, if the data integration was successful, as well as any error messages caused
by the data sharing.

To run an Integration Activities Report, follow the steps below:

1. Onthe top menu bar, click the “Projects” link. A dropdown will appear with “Integration
Activities Report” as an option.

Figure 136

? - lNPcT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFF

e |nteragency NEPA & Permitting
Aamrsae"  Collaboration Tool Search Projects

Create a Project

HOME ' WORKSPACE Notifications
Project Activities Report

Document Activities Report
Integration Activities Report
UPCOMING MEETINGS & MILESTONES i

2. Click on “Integration Activities Report.”

3. Select the project from the “Select Project” dropdown. All projects that are in the application
will be listed.

4. Click the button. All integration activities will display on the page, including the
other application name, the person who requested it, description, and more.

5. You can also export all activities to an excel spreadsheet by clicking on the |8 eieiiienEes]
button.

24 Sending Data to PAPAI

INPCT is capable of sharing its data with the Project and Program Action Information System (PAPAI).
PAPAI is a web-based application used to gather needed information for reports to Congress, for the
Permitting Dashboard for Federal Infrastructure Projects, as well as for other project progress tracking
purposes. With this new integration between the two systems, PAPAI can easily and automatically
retrieve information from INPCT, reducing the need to manually enter data in multiple locations.

Users can choose to create a new PAPAI project simply by clicking a button and importing data from
INPCT. Alternatively, users can also modify existing projects within PAPAI by importing the latest
updates from INPCT. See the sections below that describe both ways to share data from INPCT to
PAPAI.
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24.1 Create New PAPAI Project Using INPCT

In INPCT, the user can choose to either create a new project or select an existing project to integrate
with PAPAI. Either option is fine, but note that the project must exist within INPCT in order to share
data. (If creating a new INPCT project and need assistance, see section Project Creation for more
details.)

To prepare and share data from INPCT to PAPAI, please follow the steps below:

1. InINPCT, for the project you’d like to share data with PAPAI, ensure that you have entered all
information for the following fields:

a. State Project Number

b. State

c. City

d. Project Name

e. County (not required, but encouraged)
f. FHWA Contact Name

g. FHWATIitle

h. FHWA Contact Email

i. State Contact Name

j. State Title

k. State Contact Email
|.  Total Project Cost
m. Project Description

n. s this project following Sec. 139 Environmental Review Process? (needed for EA
projects only)

0. Isthisa Tier 1 or PEL study?

All fields listed above are required to be complete in order to successfully send data to PAPAI. If
any of these fields are missing, then the integration will fail, and no data will be sent to PAPAI.

2. After completing all required fields, take note of the State Project Number. The State Project
Number is the unique identifier of the project and allows both systems to know which project
data to share.

3. Navigate to PAPAI.
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Figure 137

eral ay Administration

I A AI You are logged in as DKAMIEN
The Project and Program Home EIS Projects v EA Projects v CE Projects v Admin v Reports v Contact Resources

Action Information System

-

Exit to UPACS

About Us
g The Project and Program Action Information System (PAPAI) addresses the
s needs of the Division Offices by providing a user friendly, standardized automated [+
means for tracking highway projects and their related actions, as well as non-
project related actions.
The PAPAI provides a simplified inteface to facilitate the tracking of everything
from state specific projects to related de The PAPAI
also provides reports, search capabilities, status indicators, and tickets via email,
tasks, and calendar appointments.

4. Depending on what kind of project you have in INPCT, select either EIS Projects or EA Projects

from the top menu bar.
5. Adropdown shall appear. Select “Add New EIS Project” (or “Add New EA Project”).

Figure 138

U.S. Department of Transporiation

¥/ Federal Highway Administration

I AI AI You are logged in as DKAMIEN

The Project and Program Home EIS Projects¥  EAProjectsv  CE Projects¥ ~ Adminv  Reportsv  Contact ~ Resources

Action Information System

Exitto U All EIS Projects

Add New EIS Project

6. The Project Information page shall display. As this is a new PAPAI project, all entry fields on the
page shall be blank.
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Figure 139

EIS Project Information

1. PROJECT DETAILS & STATUS 2 LEGAL REQUIREMENTS / PERMITS 3 LEAD & PARTICIPATING AGENCIES 4 COOPERATING AGENCIES

Project Information

* -blue asterisk and/or yellow highlight denotes required to save
** -denotes required to be entered as soon as possible

[lls this Planned Project

State Project Number

Federal Project Number: State:* City:*
Get EIS Project From INPCT Database
J [ |
Project Name:* Project Location*
Latitude(DD): Longitude(DD): Zip Code:
100/100
County:** Route Number: Project Web Address:
~]
FHWA Contact Name:* FHWA Title:* FHWA Contact Email*
[ I [
State Contact Name:* State Title:* State Contact Email:*

[ I [

7. Find the entry field called “State Project Number.” Enter the State Project Number that was
used for the INPCT project.

AN T §1s1S) Get EIS Project From INPCT Database [JUii{e]iR

9. A pop-up window shall appear asking the user to confirm. Click OK.

Figure 140

EIS Project Information fwaapps fhwa dot gov says

Please press ok to confirm receiving project from INPCT system and

add the project to PAPAI database or replace project information with
(RN e SR A RV RS S IR |NPCT side project. Please press cancel to cancel the process ENCIES
Project Information

* -blue asterisk and/or yellow highlight denctes required to si
** -denotes required to be entered as soon as possible

s this Planned Project

Federal Project Number: sl fiectNUTLeE State:* City:*

Get EIS Project From INPCT Database
928377 \ |

10. If the project information exchange has not been authorized previously by the System
Administrator/PM, then a red message shall appear at the top of the screen. The PM shall
receive an automated email, requesting to allow this project to be integrated with PAPAI.
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Figure 141

Home EIS Projects v EAProjects v CE Projects v Admin v Reports v Contact Resources Exit to UPACS

Please review system messages:

« {"Message":"Project Information Exchange Not Authorized for : 928377"}

EIS Project Information

1. PROJECT DETAILS & STATUS 2. LEGAL REQUIREMENTS / PERMITS 3. LEAD & PARTICIPATING AGENCIES 4. COOPERATING AGENCIES

Project Information

* -blue asterisk and/or yellow highlight denotes required to save
** _denotes required to be entered as soon as possible

[_IIs this Planned Project

Federal Project Number: S Pl an State:* City:*

Get EIS Project From INPCT Database

11. Once the project has been authorized by the PM, you shall receive an automated email notifying
you that your request to import data has been approved.

12. On the PAPAI Project Information page, enter the same State Project Number and click the
Get EIS Project From INPCT Database JoJVlate]siET:-C1IH

13. The INPCT project import process shall be successful. The project information is automatically
saved within the PAPAI database. A success message shall appear at the top of screen.

Figure 142

Home EIS Projects v EA Projects » CE Projects v Admin ¥ Reports ¥ Contact Resources Exit to UPACS

Please review system messages:
« INPCT project import process was successfull Please find the project using list
screen to edit the project if required.
= Please Note: Some Federal, Non-Federal, Cooperating Agencies might not
transfered to PAPAI from INPCT. Please review and update PAPAI Federal, Non-
Federal, Cooperating Agency information and apply changes to PAPAI side

project if necessary.

EIS Project Information

1. PROJECT DETAILS & STATUS 2. LEGAL REQUIREMENTS / PERMITS 3. LEAD & PARTICIPATING AGENCIES 4. COOPERATING AGENCIES

Project Information

* -blue asterisk and/or yellow highlight denotes required to save
** -denotes required to be entered as soon as possible

Is this Planned Project

Federal Project Number: SEehioectimn o) State:* City:*

Get EIS Project From INPCT Database
| 928377 Hawail v [Honolulu
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14. Scroll through the project information and navigate through the other tabs to review the
imported data. You are now free to make any additional changes and answer other PAPAI-
related questions.

15. Click the button or BEIAY=EAeNIIINES at the bottom of the screen when you are
finished making changes.

Note: Any changes made in PAPAI will not be shared with INPCT. If any changes are required to an INPCT
project, then the changes must be made within INPCT.

24.2 Authorize a Project to Send Data

Both System Administrators and Project Managers have the ability to authorize a project to send data to
another application (such as PAPAI). System Administrators can authorize any project within INPCT to
send data. Project Managers can only authorize projects that they are in charge.

Please follow the steps to authorize a project for sending data to another application:

1. Select a project that you would like to authorize for data sharing. Navigate to the Project
Workspace.
Figure 143

(] |N PCT WORKSPACE v  TEMPLATE ~  PROJECTS v  ADMIN v  ABOUT  CONTACT  LOG OFF

Interagency NEPA & Permitting
IS Collaboration Tool

HOME ~ PROJECTS  PROJECT WORKSPACE

Test EIS Project 12.16.2020 NEPA (E1S) AND PERMITIING DETAILS SCHEDULES DOCUMENTS CONTACTS CALENDAR MEETINGS ACTIONS REVIEWS COMMITMENTS PERMITS

17

Scoping Draft EIS Final EIS Lead Agency Record of Decision THURSDAY
DECEMBER 2020

EIS Timeline B Completed O InProgress 0 Target Date Passed

Notice of Intent
DEC-16-2020

DEC-23-2020 DEC-23-2020 DEC-30-2020 JAN-01-2021

review concluded
ct)

23 Fish and W
December (Fish and Wildiife Co

= More Information 2 Sen et Role
December

23 Scoping Target Date
December
FEDERAL PRIMARY
PROJECT MANAGER PROJECT TYPE PROJECT # PROJECT # > | 5 "
PROJECT MEMBERS Total @ R eT——
iane Kami FHWAHQ oM
Kamien, Diane NEPA [EI5) and 928377 & s Koo
Permitting & Diane Kamien Us 0OT OPM
Project Description PERMITS Totol @
This s a test project for the user guide. This is where the descripfi . More Informatio —
| # Edit Information Exchange | #Edit Project | i 1ore information M Complete
- B In Progress

2. On the Project Workspace screen, find the Project Description section in the middle of the page.
Click the| 7 =¢lii Tieeii@n =@ o= | button.
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Figure 144

FEDERAL PRIMARY

PRCJECT TYPE PROJECT # PROJECT #

PROUECT MANAGER

928377

MEPA (EIS) and
Permitfing

Kamien, Diane

Project Descripfion
This is a test project for the user quide. This is where the description goes.

More Information

3. The Information Exchange page shall display allowing you to Enable or Disable the project for

data sharing. By default, all projects are set to “Disable.”

Figure 145

Show| 10 w |entries
Search:

12 s Active Project Manager Action

ProjectName
Disable Kamien, Diane

Test EIS Project 12.16.2020
Previous Next

Showing 1 to 1 of 1 entries

4. Click the button and a pop-up window shall display. From the dropdown, select “Enable.”
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Figure 146

Enable Information Exchange

Enable v

Comments

optional

Save & Close

5. Click BVERA®LEEN and the project shall now be authorized for data sharing.

Figure 147

@ INPCT

Interagency NEPA & Permitting

WORKSPACE - TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFF

Collaboration Tool

Project Information Exchange Successfully updated.

Show 10 v enfries
ProjectName 1= s Active
Test EIS Project 12.16.2020 Enable

Showing 1to 1 of 1 entries

Search:

Project Manager Action

Kamien, Diane
Previous - Next

Note: If a user from a different application is requesting to retrieve project data from INPCT, the INPCT
Project Manager shall an automated email alerting them to the request. The PM shall then follow the
steps above to authorize the project. See below for an example of the email request.
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Figure 148

@ INPCT

US Depariment

atenspodoten Interagency NEPA & Permitting

Aamestranen”  Collaboration Tool

Hello Diane,

Johnson L Smith js requesting permission to import data for Test EIS Project
12.16.2020 into the PAPAI application. Please log in to INPCT to Approve/Deny this

request.

25 Contact

If you need additional help with using INPCT, you can contact the Primary Contacts/System
Administrators from the “Contact Us” page. This page allows the users to send an e-mail directly to the
System Administrators and they will follow-up with you shortly. See Figure 151 below for System
Administrator contact information.

To contact the System Administrators, follow the steps below:

1. Onthe top menu bar, click the “Contact” link.

Figure 149

lN PcT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFF

Interagency NEPA & Permitting
Mamnenda”  Collaboration Tool

2. The “Contact Us” page will display. Enter your first and last name, e-mail address, and desired
message.
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Figure 150

If you have a question or concern, please send us an email and we will get back with you as soon as we can.

* First Name
INPCT Primary Contacts
Diane
* Last Name David Williams Megan Cogburn James Gavin
FHWA-HEPE-20 FHWA-HEPE-10 FHWA-HEPE-20
Kamien 1200 NEW JERSEY AVE, SE 1200 NEW JERSEY AVE. SE 1200 NEW JERSEY AVE. SE
Washington, DC 20590 Washington, DC 20590 Washington, DC 20520
202-366-4074 202-366-2056 202-366-1473

* Email Address

dianekamien@gmail.com

* Message

required

wHT vV

3. Click [SEgeRsiselelel . The page will refresh, it will bring you to the workspace, and confirm that
your message has been send.

Figure 151

IN PcT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFF

Interagency NEPA & Permitting
Collaboration Tool

HOME ' WORKSPACE

Thank you for contacting us. We will respond to your request as soon as possible.
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26 Appendix

26.1 Administrator Functions

The System Administrators are the owners and managers of the INPCT application. They serve as
moderators of the system and provide assistance to users. The System Administrators have additional
functionalities that other users are unable to perform. System Admins can see an “Admin” link on the
top menu bar with additional actions.

Figure 152

(4] IN PCT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFF

Interagency NEPA & Permitting
=" Collaboration Tool Manage Organization

Manage Emails

HOME WORKSPACE Manage Notifications
Manage How-To Videos
Generate Projects Report

Generate User Report
UPCOMING MEETINGS & MILESTONES

26.1.1 Manage Organizations

The Organizations page allows the Admin to create, view, edit, and expire organizations that are
associated with INPCT.

Figure 153

Show | 10 WV |enfries Search:

Organization Name 1= Is Active Created By Created On Action

AASHTO Yes FHWA AdminTeam  10/20/2016 9:53:15 AM o
ADOT & PF Yes FHWA AdminTeam  10/20/2016 9:53:15 AM
AHTD Yes FHWA AdminTeam  10/20/2016 9:53:15 AM
AMEC Yes FHWA AdminTeam  10/20/2016 9:53:15 AM
Arizona DOT Yes FHWA AdminTeam  10/20/2016 9:53:15 AM
BLA Yes FHWA AdminTeam  10/20/2016 9:53:15 AM
Clark County Yes FHWA AdminTeam  10/20/2016 9:53:15 AM
Dane County Wisconsin Yes FHWA AdminTeam  10/20/2016 9:53:15 AM

26.1.2 Create New Organization

To add a new organization to INPCT, follow the steps below:

INPCT User Guide 97



INPCT

Interagency NEPA & Permitting
Collaboration Tool

1. Onthe top menu bar, click the “Admin” link. A dropdown will appear with “Manage
Organizations” as an option.

2. Click “Manage Organizations.”

3. Atthe top of the Organizations page, click the BASUSINGM button.

Figure 154

* denotes required field.

Organization Information
* Organization Name

required

* Address

equired

* City
equired
* State *Zip
- Select State - v required
* Phone Number Email

equired optional

Website

optiona

4. Fill out the form and click the button. The organization will be added to the list of
organizations.

26.1.3 Manage E-mails

System Administrators have the ability to view and resend all e-mails that are sent out from INPCT.
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Figure 155

Archived Emails

Show | 10 w | enfries Search:
To Subject Sent 15 @ Action
enepa20@gmail.com INPCT Meeting Participant for Meeting Test 8/20/2020 @ 8/20/2020 11:49:04 AM 1
11:48 am
enepa20userA@gmail.com  INPCT Meetfing Parficipant for Meeting Test 8/20/2020 @ 8/20/2020 11:49:04 AM 1
11:48 am
enepa20@gmail.com INPCT Meeting Parficipant for Meeting test 8/20/2020 11:26:45 AM 1
enepa20userB@gmail.com INPCT Meeting Parficipant for Meeting test 8/20/2020 11:26:45 AM 1 e
diane kamien.cir@dot.gov INPCT Reviewer for Action Name Upload Preliminary 8/19/2020 1:33:20 PM 4]
scoping Package :

user@enepa.com INPCT Reviewer for Action Name Upload Preliminary 8/19/2020 1:33:20 PM 0
Scoping Package

dianekamien@gmailcom  INPCT Reviewer for Action Name Upload Preliminary 8/19/2020 12:54:32 PM 0
Scoping Package

To resend an e-mail, follow the steps below:

1. Onthe top menu bar, click the “Admin” link. A dropdown will appear with “Manage E-mails” as
an option.

Figure 156

[A] IN PCT WORKSPACE ~  TEMPLATE ~  PROJECTS ~  ADMIN ~  ABOUT  CONTACT  LOG OFF

Interagency NEPA & Permitting
Collaboration Tool Manage Organization

Manage Emails

HOME WORKSPACE Manage Notifications
Manage How-To Videos
‘Generate Projects Report

‘Generate User Report
UPCOMING MEETINGS & MILESTONES

2. Click “Manage E-mails.”
3. Next to the e-mail you'd like to resend, like the BAEEMEN button.

4. A confirmation pop-up window will display.
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Figure 157

Resend Email

Are you sure you want fo resend this email?

Send Email

5. Click the fs=isRE =N button. The user will receive the e-mail and it will also appear at the top
of the archived list.

26.1.4 Manage Nofifications

System Administrators have the ability to send notifications to all users via e-mail and/or a broadcast
message on the website.

To create a system notification, follow the steps below:

1. Onthe top menu bar, click the “Admin” link. A dropdown will appear with “Manage
Notifications” as an option.

Figure 158

lN PCT WORKSPACE ~ TEMPLATE ~ PROJECTS +  ADMIN ~  ABOUT  CONTACT

Interagency NEPA & Permitting

=" Collaboration Tool Manage Organization

Manage Emails

HOME WORKSPACE Manage Notifications
Manage How-To Videos
Generate Projects Report
Generate User Report

UPCOMING MEETINGS & MILESTONES i)

2. Click “Manage Notifications” and you will be taken to System Notifications page.
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Figure 159

0 I N PCT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFF

Interagency NEPA & Permitting

Admemscmon Collaboration Tool

System Notifications

Create Notif ) Email and/or broadcast a message to all eNEPA users.

Show| 10 v  entries Search:

Type Subject Created IF Draft Action

No data available in table

Showing 0 to 0 of 0 enfries Previous = Next

3. Click the §®Eeit=a eljiilelollelg} button to e-mail and/or broadcast a message to all INPCT users.

4. Onthe “New Notification” page, enter a subject, message, and notification type. You can upload
a file if desired.

Figure 160

New Notification

Subject

Message Body

Nofification Type

Email Only v

Attach File

Browse...

Cancel Save As Draft Send Notification

5. Click the [SiElale R eifiieteli[elgl button and the notification will go out.
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26.1.5 Manage How-To Videos

Administrators can share How-To videos that are hosted by YouTube. Restricted videos can only be
viewed by authenticated users while public videos can be viewed by anyone.

Follow the steps below to add a video:

1. Onthe top menu bar, click the “Admin” link. A dropdown will appear with “Manage How-To
Videos” as an option.

Figure 161

g..,.‘.. INPCT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT

e |nteragency NEPA & Permitting
Feders Higpwmery

Collaboration Tool Manage Organization

Manage Emails
HOME WORKSPACE Manage Notifications
Manage How-To Videos
Generate Projects Report

Generate User Report
UPCOMING MEETINGS & MILESTONES

2. Click “Manage How-To Videos.” The list of current videos will display.

Figure 162

Add How-To Video Add new how-to videos

Show 10 v | entries Search:

Required 15
Title Authenfication Created Action
Showing 1 fo 1 of 1 entries Previous - Next

Click the FateleRs [N B RYle[STeR button.

4. Obtain the YouTube URL by going to the YouTube website and click on the targeted video. Click
the “SHARE” link and copy the share URL.

5. Enter all required input fields on the form.
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Figure 163

*YouTube URL

https://youtu.be/5eUUVw-mirU n Preview

* Title

nanks America's Public Transit Workers

Description

U.S. Secretary Elaine Chao Thanks
America's Public Transit Workers

[] Authenticated Users Only

S Save

6. Click the video icon n to view and verify that the video plays. Click the lSel¥=8 button to
complete the process.

Note: Hyperlinks to the How-To videos are on the Welcome page and the main Workspace.
26.1.6 Generate Projects Report

System Administrators have the ability to generate an excel report of all projects within the system. The
report displays project name, class of action, description, state, sponsor, and status.

Follow the steps below to generate a complete project report:

1. On the top menu bar, click the “Admin” link. A dropdown will appear with “Generate Projects
Report” as an option.

Figure 164

N PCT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFH

Interagency NEPA & Permitting
Collaboration Tool Manage Organization

Manage Emails
HOME WORKSPACE Manage Notifications
Manage How-To Videos
Generate Projects Report
Generate User Report
UPCOMING MEETINGS & MILESTONES

D

2. Click “Generate Projects Report.” The report will download and allow you to open and save the
report from your browser.
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Figure 165

e " I N PcT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG OFF

Interagency NEPA & Permitting

Admemscman Collaboration Tool

HOME ' WORKSPACE

UPCOMING MEETINGS & MILESTONES i1
01 00 04
MEETINGS PROJECT MILESTONES PERMIT MILESTONES

Topic Project Oon
& Initial application received (Conditional Letter of Map Revision) Borderlands Wind Project 29 Aug 2020
THINGS TO DO - . . » : i
& Completed application received (Conditional Letter of Map Revision) Borderlands Wind Project 25 Aug 2020
None & Discuss Planning Objectives USACE Project 27 Aug 2020
& Issuance of decision for permit/approval [Bald and Golden Eagle USACE Project 29 Aug 2020
Programmatic Take Permit)
LATEST NGk, L R R R = i
FHWA Envird .
X Do you want to open or save ProjectsReport.csv from fhwaapps.fhwa.dot.gov? Open Save ¥ Cancel
The Environmiin

3. Click “Open” to open and view the excel report.

Figure 166

ProjectsReport.csv - Excel Kamien, Diane CTR (FHWA) B

Insert Draw Pagelayout Formulas Data Review View Developer Acrobat () Tell me what you want to do

T s
o Calibr |11 == ©- Hwaplx General S = p [y e= =< [x %‘:i“’ltfs“m 4y O
B Copy ~ ] >
a1 015 = E EE Buesencme | §0% 0 (84 Sk S e ko o fmasnt
Clipboard = Font 0 Alignment . hNumber & Styles Cells Editing A~
Al - Fe | Project Name v
A B g D E F G -
1 [Project Name |Class Of Action  Short Project Description State Sponsor/Applicant Project Status Date of Report
2 |TestingProject FHWA EA Colorado FHWA HQ Active 8/24/2020
3 |test FHWA EA Arkansas FHWA HQ Active 8/24/2020
4 Sen_EA Test Project FHWA EA New York FHWA HQ Active 8/24/2020
5 _Sen_leleIS Project FHWA EIS Arkansas FHWA HQ Active 8/24/2020
6 |Sen_ActionReadOnlyTest FHWA EIS This is for testing. Minnesota EnepaUser Initial Organization Active 8/24/2020
7 |EnepaFeb22Regression testing FHWA EIS This is for testing....This is for testing....Tlowa us DoT Active 8/24/2020
8 |TestEIS Project FHWA EIS Connecticut FHWA HQ Active 8/24/2020
9 |cali project FHWA EA &lt;table&gt; &lt;tbody&agt; &lt;tr&gt; &I Georgia FHWA HQ Active 8/24/2020
10 |Brunner 22817 FHWA EIS &It;p&pt;dddd&lt; /p&at; Kansas FHWA HQ Active 8/24/2020
11 |NegasiReviewFix test Project FHWA EA Arkansas EnepaUser Initial Organization Active 8/24/2020
12 SenFridayProject SenEISCustom lowa FHWA HQ Active 8/24/2020
13 |SenMondayTest Project FHWA EA &lt;ul&gt; &lt;li&gt;&It;strong8gt; &lt;i&g Alaska FHWA HQ Active 8/24/2020
14 | Senthil SriniTest FHWA EA &It;p&gt;this is for testingthis is for testi District of Columk FHWA HQ, Active 8/24/2020
15 |SenSrini_CustomTempProj SenSriniElSTest Arkansas FHWA HQ Active 8/24/2020

26.1.7 Generate User Report

System Administrators have the ability to generate an excel report of all users within the system. The
report displays the users’ names, name of project(s), e-mail address, and active status.

Follow the steps below to generate a complete project report:
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1. Onthe top menu bar, click the “Admin” link. A dropdown will appear with “Generate User
Report” as an option.

Figure 167

I N PCT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT
Interagency NEPA & Permitting

Seawes"  Collaboration Tool

Manage Organization
Manage Emails
HOME WORKSPACE Manage Notifications
Manage How-To Videos
Generate Projects Report

Generate User Report
~ UPCOMING MEETINGS & MILESTONES i

2. Click “Generate User Report.” The report will download and allow you to open and save the
report from your browser.

Figure 168

e -~ lN PCT WORKSPACE ~ TEMPLATE ~ PROJECTS ~ ADMIN ~ ABOUT CONTACT LOG Ol

= Interagency NEPA & Permitting
Adwemvares . Collaboration Tool

HOME ' WORKSPACE

UPCOMING MEETINGS & MILESTONES
01 00 04
MEETINGS PROJECT MILESTONES PERMIT MILESTONES.

Topic Project o]}
& Initial application received (Conditional Letter of Map Revision) Borderlands Wind Project 29 Aug 2020
& Completed application received (Conditional Letter of Map Revision) Borderlands Wind Project 25 Aug 2020
& Discuss Planning Objectives USACE Project 27 Aug 2020
&, Issuance of decision for permit/approval (Bald and Golden Eagle USACE Project 29 Aug 2020
Programmatic Take Permit)
LATEST NEWS L A Sompleted application received (Foodpigin or Wedlgnd Ascescment) USACE Prolect 31 Aug 2020
FHWA Envirg

Do you want to open or save UsersProjectsReport.csv from fhwaapps.fhwa.dot.gov?

) Open Save | T Cancel
The Environme]

3. Click “Open” to open and view the excel report.
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