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Producer: Preliminary Map Products
Work Instruction

 DOCPROPERTY  DocumentTitle  \* MERGEFORMAT 
Purpose

The purpose of this activity is to upload the preliminary map products to the MIP for QA/QC.  After passing through QA/QC, the preliminary maps will be sent to the affected communities.  
Prerequisites

· The data development process is complete 
· The DFIRM database has been uploaded and has passed validation.
· Preliminary map production has been assigned to a specific organization/contractor
Navigation

	Via Menu Path
	Home ( Workbench ( Work Items

then

Produce Preliminary Map Products


Work Steps

1.
Click on: [image: image1.png]Claim




 to claim the task you want to perform.

Note: This task only appears after the Last Data Development task has passed QA.
2.
Click on: [image: image2.png]Produce Preliminary Map Products



 link to enter the task.
3.
Click on: [image: image3.png]¥ Expand All



to see all of the information.
4.
Click on: [image: image4.png]Data Submission Form




 to open the Data Submission Form and upload data.
5.
Click on Internet Connection Speed dropdown box and select the Internet Connection Speed. In this example, select T1/HDSL (1.544 Mbps).
6.
Click on: [image: image5.png]



7.
Click on and enter on File Size. [image: image6.png]



8.
Type 2.

9.
Click on the dropdown box to enter the units. In this example, select Mb(s).
10.
Click on: [image: image7.png]



11.
Click on: [image: image8.png](O Mail the Data



 radio button to submit the data via Mail.


The mailing address for the FEMA Data Depot displays.
12.
Click on: [image: image9.png]O co/ovo



  radio button.
13.
Click on and enter Number of CD/DVDs. 

14.
Type 1
15.
Click on and enter Approximate Size of Data. 

16.
Type 2 MB
17.
Click on and enter any Special Instructions.
18.
Type Please load to project 07-08-0120S.
19.
Click on: [image: image10.png]Submit



 to begin uploading.
20.
Click on: [image: image11.png]


  to close the upload window once complete.

Note: Submitting data through the Data Submission Form automatically created a MIPHelp ticket and you will be copied.  However, all data must still be mailed to the FEMA Data Depot.
21.
Click on: [image: image12.png]Refresh Contents



 to update the view.
22.
Click on: [image: image13.png]Refresh Status




 to update the Submission Status.
The " FEMA: Mapping Information Platform: Work Items " screen appears:
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23.
Click on: [image: image15.png]Continue >




 to advance to the next screen.

Note: In order to continue, both the Metadata and DFIRM have to pass QA.  You may click Refresh Status to get an update.
24.
Click on and enter Number of Printed Panels.
25.
Type 24.

26.
Click on: [image: image16.png]


 to advance to the Review screen.
27.
Click on and enter any Comments. 

28.
Type Passed QA, ready to mail panels.
29.
Click on: [image: image17.png]Continue >




 to advance to the Complete Task screen.
30.
Click on: [image: image18.png]Complete Task




 and advance the workflow to "Manage QA", which is a MODHQ task.  We will not see this task.
31.
Click on: [image: image19.png]Refresh



 link to see which tasks are available.
32.
Click on: [image: image20.png]/[ soma /



 tab, to enter the SOMA tool and update LOMC information.
33.
Click on and Enter a Study Case Number: 

34.
Type 07-08-0120S.

35.
Click on: [image: image21.png]


to display Communities.
36.
Click on: [image: image22.png]


 to view LOMCs in this community.
37.
Click this LOMC to enter information.
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38.
Click on: [image: image24.png]Orves



 radio button.
39.
Click on: [image: image25.png]O ves



 radio button.
40.
Click on SOMA Category.  In this example, select 1 - Incorporated.
41.
Click on: [image: image26.png]



42.
Click on and enter New Panel Number. 
43.
Type 08055C0123C.

44.
Click on: [image: image27.png]


.  Repeat as needed.
45.
Click on: [image: image28.png]


 radio button.
The " FEMA: Mapping Information Platform: SOMA " screen appears:
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46.
Click on: [image: image30.png]


 to save this information.  This must be done for each LOMC in each community prior to completing the Distribute Preliminary Step.

Note: The letter C will appear next to the LOMC when the data is saved.  Each LOMC will need a C.
47.
Once each LOMC is categorized, Click on: [image: image31.png]


 tab to return to the Workbench.
48.
Click on: [image: image32.png]Distribute Preliminary Map Products.



 link to enter the task.
The " FEMA: Mapping Information Platform: Work Items " screen appears:
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49.
Click on and enter Date Preliminary Mailed: 


Note: This field is critical.  This information is used in CIS, as well as by FEMA HQ to report Key Performance Indicator (KPI) progress.
50.
Type 09/08/2006.

51.
Click on and select a Community Name.  In this example, select Huerfano County*.
52.
Click on: [image: image34.png]



53.
Click on: [image: image35.png]O ves



 radio button.
54.
Click on: [image: image36.png]O es



 radio button.
55.
Click on Preliminary Maps Distributed To to indicate who the maps were sent to.
56.
Type CEO, FPA.

The " Mapping Information Platform: Work Items " screen appears:
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57.
Click on: [image: image38.png]‘Add Community




 to save this information.  This must be done for each community.  If a community is missed, it will not appear in the remainder of the workflow.

Note: It’s a good idea to utilize the Save and Close if you have more than a few communities, just to ensure you don't lose any information.
58.
After all communities have been added click on: [image: image39.png]Continue >




 to advance to the review screen.
59.
Click on: [image: image40.png]


 to advance to the Complete Task screen.

Verify that all information is correct (it is!).  
60.
Click on: [image: image41.png]Complete Task



 to advance the workflow to "Determine Community Meeting Schedule".
	Results

	The preliminary map products data will go through the QA/QC process.  Once they pass the QA/QC, the Distribute Preliminary Map Products activity will be available.
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