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Work Instruction

FEMA: Mapping Information Platform: Create Project
Purpose

The purpose of this activity is to create a new study project within the MIP.  Scoping baseline information (contracted organization, cost, schedule info.) is entered at this point.  All communities involved in the project are entered at this point.

Prerequisites

· Study project area (county, communities, etc.)

· Cost and schedule of Scoping or pre-scoping task ONLY

· Project Points of Contact

· Affected CIDs (in order to cross-check with MIP CIDs)

Navigation

	Via Menu Path
	Home ( Workbench ( Work Items

then

Create Project


Work Steps

1.
Click on: [image: image1.png][ Create Project /




 link to create a pre-scoping or scoping study project.
2.
Click on: [image: image2.png]Studies



 link to create a studies project.
3.
Choose a Project Type.  Click on: [image: image3.png]


 to indicate scoping.
NOTE:  This simulation only demonstrates a Study project. The process is very similar if you choose Pre-Scoping.
4.
Click on and select the Region from the dropdown box: 
5.
Select 8.  

Note: You would only be able to select Regions that your user name is registered to.  Usually there is only one choice.

6.
Click on: [image: image4.png]Create Project




to enter scoping information.
7.
Enter the name of the project in the Project Name field.  Use a clear naming convention (i.e., County Name, State).
8.
Type Huerfano County, CO
9.
Enter the start date of Scoping ONLY in the Start Date field.
10.
Type 10/01/2007
11.
Enter the end date in of Scoping Only in the End Date field. 
12.
Type 10/08/2007
13.
Click on and select the Organization Type from the dropdown list.
14.
Select Study Contractor/IDIQ
15.
Click and select the Organization Name from the dropdown list. 
16.
Select ICON Engineering
17.
In the Amount $ field, enter the FEMA ONLY contract cost for Scoping ONLY.
18.
Enter 5000
19.
Click and select the Federal Funding Year from the dropdown list. 
20.
Select 2007
21.
Click and select Cost Type from the dropdown list. 
22.
Select Study Contract
23.
Click and enter the Contract/Agreement Number. 
24.
Enter HSFE08-01-001
25.
Click on: [image: image5.png]Add Cost




 to save and review the information.
NOTE:  If you don't click Add Cost, the information above will not be captured, and you will not be able to advance.
26.
Click on: [image: image6.png]Continue >




 to advance to the next screen.
NOTE:  Before you continue, you can add additional costs, or modify or delete the information you just entered.
27.
The next three fields, State, County, Community, indicate the scope of the study.

Click on the State dropdown list.
28.
Select CO
29.
Click on the County dropdown list.
30.
Select Huerfano County
31.
Click on the Community dropdown list.
32.
Select Heurfano County-wide
33.
Click on: [image: image7.png]Add Area



 to save the information.  Repeat if multiple communities are part of this project.
34.
Click on: [image: image8.png]Continue >




 to advance to the next screen.
35.
The five fields below allow you to enter Points of Contact (POCs) for each level (FEMA Headquarters Lead, FEMA Regional Engineer, FEMA Regional Floodplain Manager, Mapping Partner Project Lead, NSP Territory Manager). This information will help with report generation.

Enter a name for the FEMA Headquarters Lead.  

36.
Type Doug Bellomo
37.
Once you have added the POCs, click on: [image: image9.png]Continue >




 to advance to the review screen.
38.
Verify that all information is correct (it is!) and click on: [image: image10.png]Continue >




 to complete the task.
39.
Click on: [image: image11.png]Complete Task.




 to initiate this Study Project.  
The mapping partner will receive the Prepare for Scoping task.  You are finished until the workflow advances to a point at which you receive another task item.
	Results

	A MIP study project number will be generated and displayed.  The scoping activities will appear on the workbench of the organization contracted to conduct scoping.  The list of affected communities will begin to appear in reports, etc.  
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