Mitigation Planning Portal - Editing and Creating Plans
Updated: 7/13/2015

Creating a New Plan

Users with the ability to create new plans have access to the Create Plan tab. Once you click on
the tab, you will see all the Plan Field Sections, detailed below, with all fields blank. The Plan
Statuses available for new plans are Plan in Progress and In Review. To change your new
plan’s status to one of the other available values, simply save your plan, and the other values will
then be selectable options. In order to save your new plan, you must first complete all 3 required
fields: (1) Plan Title, (2) Plan Status, and (3) Plan Type. You can identify required fields by a
red asterisk (*). It is important to remember that besides the required fields, you can enter values
into the other fields at any time and in any order because there are few restrictions to entering
values in most fields.

Plan Field Sections

When creating a new plan or editing an existing plan in the MPP, you will see fields in four
sections: Plan Details, Jurisdiction Status, Plan Review Status, and Plan Funding Details.

The number of rows visible in the Jurisdiction Status and Plan Review Status sections is
dependent on the resolution of your screen. If you wish to view more rows visible, modify the
resolution displayed by your computer or switch to a higher resolution monitor.

Plan Details Plan Funding Details
I I

[~ Plan Funding Detail
| i [Funding Source Other Grant Number

r~Plan Details -
*Plan Title

——

*Plan Type

Plan Preparer [
Plan Entered into NEMIS a
*Plan is an Update O Funding Souree

+Plan Update Number

H Funding Scarce Otber
Grant Number

LatModifiedDae [ Approval Date 3
e o Start Date Extraoedinary Circumstances 1=
End Date Extreordinary Circurnstances =]

Risk
Community Other Community #Furisdiction Type Otber Jurisdiction Type “hwisdiction Status Jursdiction Comments  SIOPHOR MAP PP Participation ggnpmn

Jurisdiction Plan Review
Status Tab Status Tab

DeletePlan  ClonePlan ([

Plan Field Sections
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Plan Details

When you open the Create Plan tab, you see a number of fields organized by section. The Plan
Details section includes 5 required plan fields identified by a red asterisk (*).

Plan is an Update may be checked in all instances, including creating a new plan, updating an
existing plan, and cloning a plan, but most often it is checked for cloned plans that are updates of
expired plans. If Plan is an Update is checked, you must assign an appropriate update number in
the Plan Update Number. The allowed value range for Plan Update Number is 0-25. For a
newly created plan, you may either check or uncheck the Plan is an Update field. If you decide
to check this field, you will assign a “0” value to Plan Update Number. If Plan is Update is
unchecked, the Plan Update Number will be grayed out and you may not modify this data field.
The image below refers to a plan that was updated for the first time since it was first created:

— Plan Details
*Dlan Tile [Richrnond Virzinia Mirigation Plan |
*Dlan Stams [in Review |E|
*Dlan Type [singte Jurisdiction |E|
Plan Preparar [Tokn Smith |
Plan Entered into MEMIS M
*Dlan iz an Update [+
*Dlan Updats Nuwbar 1 H

Plan Details Fields

The Last Modified Date, which is set to the current date anytime you save a plan, and
Expiration Date are calculated automatically, so you cannot edit their values. Expiration Date
calculations are described in the next section of this User Guide.
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Home | Serch \'mr?lu

~ Plan Details

*Plan Title [Richmond Virginia Mitigation Plan |

*Plan Status [to Review D

*Plan Type [Singie Turisdiction IE|

Plan Preparer [7otn Smitn |

Plan Entered into NEMIS M

*Plan is an Update 7l

*Plan Update Number E H
LastModified Dwte  |[8/42014 =] ApprovalDate [ ]
APA Date 8 Expiration Date [ =

Last Modified Date is
automatically updated when
the plan is saved

Expiration Date Calculations

The Plan Status for a plan will automatically update to ‘Expired’ when the current date is the
same day or after the Plan’s Expiration Date. A plan’s Expiration Date is calculated using the

following rules:
Plan Type

Multi-Jurisdiction, Single
Jurisdiction, and Standard
Tribal

Approval Dates

All Dates

Calculation for Expiration
Date

Approval Date plus 5 years

Enhanced State, Enhanced
Tribal, and Standard State

<05/28/2011

Approval Date plus 3 years

Enhanced State, Enhanced
Tribal, and Standard State

> 05/28/2011

Approval Date plus 5 years

Jurisdiction Status

All jurisdiction status information is editable on the Jurisdiction Status tab through the drop
down menus and sortable by each column in ascending/descending order. Click on one of the
column headers to sort based off the column. Select the Delete Row check box and click the
Delete Jurisdictions button to delete any row(s) containing jurisdiction status data. Simply
clicking the Delete Jurisdictions button without checking any check boxes will not delete any

jurisdiction data.
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If you enter Other for the Community, you will be able to enter in a custom community name
in Other Community. Selecting ‘Other’ or ‘Special District’ as the Jurisdiction Type allows
you to enter in a custom jurisdiction type in Other Jurisdiction Type.

The Jurisdiction Status is auto-populated with the Plan Status for all statuses except when the
Plan Status is ‘Approved’ or ‘Amending.” Even though a status of ‘Approvable Pending
Adoption’ will be auto-populated, you will still be able to edit the Jurisdiction Status field. For
the other auto-populated statuses, you cannot change the Jurisdiction Status without modifying
the Plan Status.

Jurisdiction Status PUENESERRTE

Ritk
CRS

Delsts  *State, District . — . . Adopeion LAP 1FIP Participation .

iy Termtory ar Comnty Commmrity Other Commnity Farisdiction Typs (Other Tarisdiction Type Farisdiction. Stams Turisdiction Comments D Degloy ‘St 1 Participation

o -] -] -] I -] I 1] I ][] \ -]

Jurisdiction Status Tab

Population Calculation for Jurisdictions Covered by Approved or APA Plans

When entering jurisdiction status information, you must populate the Community field in-order
for a population to be included in the “Percentage of Population Covered by Approved or APA
Plans” metric shown on the Home Page and in the Reporting System.

There are no “county-wide” selections in the Community field, so you must select individual
incorporated communities for their populations to be counted. To include the population of any
unincorporated area of a county, you must select the county name, available in the Community
field. If you wish for the entire population of a county to be counted, you must add all records
available in the Community field for the county. Simply entering a county in the County field
will not include its population.

The population for a “whole community” is included when you add a multi-county community to
a plan. For example, if a community spans two counties (County A and County B), when you
add the community to a plan, the entire population from both counties will be included.

For all Canned Reports and on the MPP Home Page, communities included in multiple
mitigation plans are only included once in population calculations, preventing double counting.
Populations for tribal jurisdictions added to plans are also not counted since their populations are
included in overlapping non-tribal communities.

Plan Review Status

The plan review status information is accessible under the Plan Review Status tab next to the
Jurisdiction Status tab. A table lists out all the current Plan Reviews. Sort any of the columns
by clicking on the associated column header. Create a new Plan Review instance by clicking on
the New Plan Review button. You cannot create a new plan review until all previous reviews are
complete. Delete Plan Reviews by clicking on the associated row and clicking the Delete Plan
Review button. Edit a plan review by double clicking on the associated row, which opens the
Plan Review Status window.
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Namber [Date Plan Received |42 Day Dare Date Review Started | Days im Region Date Review Complered

Plan Review Status Table

Once you are editing a Plan Review, you must enter all required information marked with an
asterisk.

Add Plan Review

Complete the following fields. Select the 'Add Plan Review' button to add changes. When this window closes, vou must select the "Save Plan' button to save this data to the Plan Review Status. Selecting the 'Cancel' button
will delete any changes not saved.
—Add/Edit Plan Review:

*Submission Number |1 B
*Date Plan Received | ‘D‘
*Review Type ‘ |§|
45 Day Date | ‘[:”
Correspondence Type ‘ |§|
Days in Region | H
Correspondence Type Other | |
Date Plan Documentation Completed | ‘D ‘
Cormrespondence Date ‘ |D|
—Add Reviewer
#Reviewer Name | | Date Review Started [ ]|
Reviewer Comments ‘ Date Review Completed | ‘D ‘
Days in Review | H
Reviewer Name Review Started Review Completed |Da}'s In Review Review Comments

Plan Review Status Window

You increment the Submission Number each time a jurisdiction submits a plan for review to
FEMA. The 45 Day Date and Days in Region values are auto-calculated. The 45 Day Date is
the Date Plan Received plus 46 days. The Correspondence Type Other field is only editable
when you select a Correspondence Type of Other. The Days in Region value is calculated
using the following logic:

* When Correspondence Date is not populated and Plan Status is In Review, Days in
Region = Current Date — Date Plan Received

» Correspondence Date is not populated and Plan Status is not In Review, Days in
Region is Blank

* When Correspondence Date is populated, Days in Region = Correspondence Date -
Date Plan Received
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» Note: When Date Plan Received and Correspondence Date are the same date, the
number of Days in Review will be counted as 1 day

Under the Add Reviewer section, you can add reviewer information. Simply enter the reviewer
details and click the Add Reviewer button. The Days in Review value is equal to the Date
Review Complete minus the Date Review Started. You must enter a Date Review Complete
value for a reviewer to be able to add an additional reviewer. To edit already entered reviewer
information select to associated row on the Reviewer table and click the Edit Reviewer button.
Once you have completed your edits click the Add Reviewer button. You must select the Save
Plan button to save this data to the plan review status. Selecting the Cancel button will delete
any changes not saved. Delete reviewer details by selecting the associated row on the table and
click the Delete Reviewer button.

Plan Funding Details

The Plan Funding Details section allows you to enter funding information. Enter the Funding
Source and fill in other required fields (the Other Funding Source field is required when you
select an Other Funding Source and the Grant Number field is required for HMGP, PDM,
FMA, and EMPG funding sources). Click the Add Funding Source button to add the funding
details to the Funding Source table.

Double click on a row in the table to edit the associated funding source. Click on the Add
Funding Source button to add the source back to the table. To delete a funding source, click on
the associate row in the table and click on the Remove Funding Source button.

When you check the Extraordinary Circumstances checkbox, you will be able to enter dates
into the following fields: Start Date Extraordinary Circumstances and End Date
Extraordinary Circumstances. The end date is automatically calculated as one year from the
start date, but the field is editable.

—Plan Funding Details

Funding Source | Funding Source Other Grant Number

Funding Source | E|
Funding Source Other |

Grant Number | |
Add Funding Source Remove Funding Source

Extracrdinary Circumstances ]
Start Date Extracrdinary Circumstances | |[j|

End Date Extraordinary Circumstances | |[j|

Plan Funding Details Fields
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Saving and Deleting a Plan

To save a plan, click on the Save Plan button within the View Plan or Create Plan screens. If
you did not fill in any required fields, you will be unable to save the plan and will see red
exclamation points marking the empty required fields. Once the plan is saved for the first time,
the Create Plan screen changes to a View Plan screen.

Clicking on the Close button will exit out of the plan. If you have not saved any changes that you
have made, a pop-up will be triggered asking if you are sure would like any changes to be lost.

To delete a plan, click on the Delete Plan button within the View Plan screen.

Cloning a Plan

Users can make a copy of an existing plan and its associated jurisdiction status records by
clicking the Clone Plan button within the View Plan screen.

Once you press the Clone Plan button, the screen changes from the View Plan to the Create
Plan screen. All plan information is cleared in the new plan except the Plan Title, Plan Type,
and Plan Preparer values. The jurisdiction status records are copied into the new plan, but all
their information is cleared except the State, District or Territory, County, Community,
Other Community, Jurisdiction Type, and Other Jurisdiction Type values.

The Plan Update Number designates the version of a plan. For example, if a plan expires, you
can clone the plan. In the new plan, after confirming the Plan is an Update check box is
checked, you can change the Plan Update Number to 1 instead of the default O.

Quick Reference for Editing and Creating Plans

Use this quick reference as an easy way to start using the MPP. It doesn’t cover every activity
and option in detail, but you should be able to complete basic tasks. Review the previous sections
in this guide for full details on entering plan information into the MPP.

Creating a New Plan (Region Read/Write Users Only)

1. Log into the MPP )

Mitigation
Planning -
ortal

Sign in to Mitigation Planning Porial

e Iy e this comprter sy
m monstored ¢ 2 E of crmuimnal actviry, system

Lave enforcement officials
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2. Click on the Create Plan tab

Mitigation
Planning -
Portal

Welcome. of Region 06. (Logout) Profil Help | EAQ
* indicates a required field

Horm

Status Arkamsas Louisiana New Mexico Oklaboma. Texas Touals
Approved F A 10 50 12 [5 105 290
APA I 2 [} [} 6 [] 3
Expued I 5 [0 n 107 3% 5
In Review 1 [ 2 B 10

Awaiting Revisions F] 0 0 3 0 6
Amendmg 0 0 0 v 0 0
Plan in Progress 13 0 1 1 5 1

Starus Arkansas Louisiana New Mesieo Oklahoma Texas. Totls
Approved 12 525 34 710 1,251 2,632
APA 57 il B [ 157 418
Expired 534 50 i 302 475 1490
In Review 17 0 8 75 52 135
Awaiting Revisions 5 1 0 3 120 150

3. Fill in the required fields, which are marked with a red asterisk (*), and any other
information you would like. Once you are done adding information click on the save
button, and your new plan is now in the MPP

SN Reports

Pian (Plan

*Plan Titke [ew Plaz ] Funding Source [ Fanding Source Other [Grant Number
pi s -

“Paste T —

Plan Preparer

Plan Entered isto NEMIS (]

“Plan s an Update O

*Plan Update Number [ =

- [m]
tsMeatenze [ O Appeesal Duse
jfied Dae ] pproval Dat C ‘Start Date Extraordinary Circumstances [m]
R e - N e = e

Exd Date Extracedimary Ciscumstances

[Submission Number [Date Plan Received J45Day Date [ Date Review Started [Days in Region Date Review Completed. |

S

v [} Delete Plan Review im Delete Plan  Clone Plan

Editing an Existing Plan
1. Log into the MPP
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Mitigation
Planning

Portal

Sign in to Mitigation Planuing Portal
* indicares a requirad field

-

Resister

£ an Officis] T Systam, which may be used only far i this computer ;, o in exces: e
- ; oy fsuch F criminal activiey, = P i
o e s
2. Click on the Search Tab
Mitigation
Planning :
Portal, ¢ =
Weloome, of Region 06. Profile Help | EAQ
* indicates a required field
=
Arkansas Louisiana New Mexico Oklahoma Texas
Approved 10 80 2 103
APA 2 [ 0 0 §
Expired 57 14 n 107 39 9
In Review 1 [] 2 9 10
Awaiting Revisions 2 o 0 4 20 6
| Amending 0 [ 0 0 0 0
mehog:ess 13 [ 1 1 [ 1

Status Arkansas Louisiana New Mexico Oldaboma Totals
Approved u2 23 i 70 1251 2631
APA 7] 31 s 1% 157 418
[Expired 534 50 % 302 475 1490

In Reviews 1

B 78 52 155

results, double click on the one you would like to edit

b 8 wsarch Sabd. Sams Gabds may taks 3 o

“State, Dstrict or Temtony

Cormsrsssity Nas

Plaz Type

3¢ ta di

s, nabict tha ‘Search’ b o recaler.

day dats. Abr

Plas Tide
Seacch [ eset |

Search Remudty

Flan Tithe Flan Type State, District o Trevitary |7I—9n-|-x Last Mioditid Dot [ Flan Approeal D [ laa Update Fepiratian Datr

e | Stasdasd State [ | P 05152013 | I 1 |-

Make your changes and click on the Save Plan button
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~Plan Det
- Tt oo et ]
— '
Plan Type Stasdard Stne [
Pl g ——
Plan Estered into NEMIS (]
*Plan is an Update (] Funding Sousce
Pl Ut iz 1 Fundiog Suece Other
Grant Nursber
Extraordinary Circumstances O
ot [T o
St Dae Exvacediany Cirostwness [ 0
B S ) E— |
= R

Jurisdiction Starus | [REE—
Do Joute, Distictoc County Comemunsty Other Community *Jurisdiction Type Other Jurtsdiction Type *Junisdicticn Statas Jurisdiction Comments  Adepion g‘v;%m w 3PP Pasicipation s puion
0 Ee= @ ]l ] |t | ] B0 | a0

\)m

Delete a Plan

1. Log into the MPP

Mitigation
Planning
Portal

Sign in to Mitigation Planning Porial

* indicates a required field

S
“Password [easenvea]

g

e an Official U Sy, Iy Tadividual this compy 1y, or

Lave enforcement officials

2. Click on the Search tab

Mitigation
Planning

-y

Portal, <" :
‘Welcome, mppregionfuser of Region 05. (Legoul) Manage Profile Help | EAQ
* indicates a required field
=]
Arkansas Louisiana New Mexico Oklahoma Texas Totals
Approved 10 80 2 85 103 250
APA [ 0 [ 0 §
Expared 5 14 n 107 59 259
In Review [] 2 9 10 2]
Awaiting Revisions 2 o 0 4 20 26
| Amending 0 o 0 0 0 0
Plan i Progress 13 ] 1 1 [3 21

Number of Jurisdictions by Jurisdiction Status

Status Arkansas Loaisiana New Merico Oldaboma Texas Totals
Approved 1 23 H 7 1351 263
APA a 31 ] 199 157 a8
Expired 581 50 7 475 1,490

0 3 78 2 155

3. Fill in your search criteria and click on the Search button. From the list of returned
results, double click on the one you would like to delete
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b 8 wsarch Sabd. Sams Gabds may taks 3 o

dt to dinplay dats. After

s, nabict tha ‘Search’ b o recaler.

“State, Dstrict or Temtony

Cormsrsssity Nas

P Type

Plas Tide

Search Remudty

Flas Tille Flas Type State, District or Teeritary. Fh!mu Lot Madified Dat[Fias Approval Date | Flas Update Fapiratian Datr

e | Stasdasd State [ | P 05152013 | [ 1 |-

4. Click on the Delete Plan button to remove the plan from the MPP

~Plan Deaails (~Pian Fusding Dessill
p— E— Foiog s o e e I
s S
-
B ]
Plan Extered into NEMIS [m]
*Plan is an Update (] Funding Source. i
Mt ———— —
J—— ——
Extzaordinary Carcumstances O
LastModified Date  [5152015 [l AppowdDme [ &)
saDaebmoman Coemnanes [ O
AP L ]
. Bt Exrstaey o [
Jurisdiction Starus ([FEERS
Sy PRusk
et Tf;ﬂ":)—q“’“"“" Couty Communite Otber Commarity #Jurisdiction Type Otber Jusisdictin Type ~ *Juridiction Status Furisdiction Comments 007000 %l;:rmd SEIP Paricipation gﬁﬂwa
S | -1 H| ] e Dwmrtesey | e ] T = [ =
} =

Clone a Plan
1. Log into the MPP

Mitigation
Planning
Portal

Sign in to Mitigation Planning Portal

* indicates a required fiel

wam

ormexcess

If such monstoring

subject to kaving all
Iaw enforcement officias

v provide the

2. Click on the Search tab
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Mitigation

Planning
Portal

[l 5 80
Welcome, mppregionuser of Region 06. (Lagout) Manage Profile Help | EAQ
* indicates & required field

Hom:
Arkansas Loaisiana New Mexico ‘Oklaboma Texas
Approved 10 0 [ 5 103
APA [ [] 5 0 8
[Expured 14 107 5% 9
In Review ] 10
Awaiting Revascr [] [ 1 0 6
Amending [] [ [] [ 0 []
Plan in Progres: 1 [ 1 1 3 1

Status Arkansas Loaisiana New Mexico ‘Oklaboma Texas Totaks
3

Approved . 535 70 1351 2652
APA n 31 ] 195 157 218
[Expured 584 0 e 302 473 149
In Review 17 [ H 78 52 155

results, double click on the one you would like to replicate
Bl - EaE

Plao | Reparts

Search
Find mitigution pluns by entering § leass sue value faes § seareh el Same febds may take § few seeonds 1o display &atn. Afver entering eriteris, select the “Search’ barien 16 view results.

*State, Dhatrct o Temibeny

Commumy Name

Plan Type

==
Ii..m. |aqmm-vmuq |F|..s..n. |1.-un-au-en-a- [Flaa Appraval Date. uﬂ-w Fapiration Date |
|esnaams [

| Asytons USA Btigatce Ples |Seagle hansdicticn |Tenas |2 Review esnsans |93 012020 |-

4. Click on the Clone Plan button to create a copy of the plan

Plan Funding Detail

Source [F: Source Other [Grant Number ]
:

raprees

Plan Extered imto NEMIS a

*Plan is an Update O

B
LastModified Dae  [S1572015 ApproalDme [1205 |0
APA Date [5172020 ]

Jurisdiction Status

e Risk

Debete  JStae Distrct County Commuzity Other Commmumity  *Jarisdiction Type Other hursdiction Type  *uridiction Satus Juwisdiction Comments  ocp 0" B::;;J; » S ockeen LR rion

0 [Texad - [ - e -1 ] [Towm - i ] [ Review [~ [frack Closety ] (][] Prucpenz___ |RlC]
Save Plan

5. You will now see a copy of your plan. Change your Plan Title, enter a new Plan Status,
and all other required fields marked with a red asterisk (*). The Plan is an Update field
will automatically be checked. Confirm the Plan is an Update and Plan Update
Number fields are correct and update the default O setting to an appropriate Update
Number before saving
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Plas Detuls.

Plas Froding Detuls-

- T — S— o oo o
*Flas Stats | - | _

“Pan Tipe [Single Raisdiction

iz Frepucer [

Plas Erteeed isto NEMIS

a =
Plan 11 o= Updmne = Fundieg Souree .
*Plas Update Nesber fo % Tosbing Sorcs Ot

et Nimber
Please provide Plan Update Number before saving plan.
Dxgasrdizar Tucamnasos:
s = W m o
— R =] - =
Ap e ] Date
= o D Extaceiinsy Cicummtances Bl
e R
. Rk
P e DS oy Crmmeny Otber Commumy  *Jensiacnce Type Otber homsdicticn Type “hmsdichenStunn Jemdenos Commest oSS AP FIP Pusipation (RS

O [ | - [(EETET [ -} [fouz -} [ - || Il ][] [ | - [

0

6. Click the Save Plan button to save your new plan
T -

[ I ]

Plan Details Flan Fusding Drtails
*Flaa Title [Astorwn USA Matugaon Plas | Funding Source Other | Graat Number |
“Plan Statos [Plas in Progrees -
“Flan Type [Sizgle lunstiznze | -
Pl Prepuser Hasry
Piam Eroered 1m0 XEMIS ] -
“Plan is 4a Updie Fending Socee .
“Pian Update Nzmber A - Femtng Sowe ey 1
Givasst Nozrmhber
e e R i s
ol e - =z v e ]
A D I i e I B —— | |

Jurindicrion Sratus

Folete ;i‘;“é_’““"“ Caumty Coeamenr Loy ee—— *furisdistion Trpe Ot hariadiction Trps *Jerindiction, Staten Jerndicion Conmen. ol ﬁ‘! T Puckcioaticn ChE
O [ | - [T - (R B e | - | I | T T EE= [T -

= e \m»m e D
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