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Work Instruction

FEMA: Mapping Information Platform: Set Up Map Production and Post Preliminary Processing
Purpose

The purpose of these two activities is to enter contract information for the preliminary and post-preliminary map production if the contract information was not entered during the Obligate Funds task.  The user is required to enter the contracted organization, cost, and schedule information.  If an independent QA is required of these tasks, the appropriate contract information would be entered at this point as well.

Prerequisites

· Cost and schedule plan – by Task

· Mapping Activity Statement/Statement of Work

· Completion of all Map Production (Preliminary) steps by mapping partner (Set up Post-Preliminary)

· Funds NOT previously entered for Map Production or Post-Preliminary tasks

· Preliminary Map Production and/or Post-Preliminary Processing were not already baselined in the Obligate Project Funds Step

Navigation

	Via Menu Path
	Home ( Workbench ( Work Items

then

Setup Map Production


Work Steps

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


 to claim the task you want to perform.
Note: This task only appears if Preliminary Map Production was planned during Obligate Funds AND after the last data development task successfully completed QA.
2.
Click on: [image: image2.png]Setup Map Production



 link to enter the task.
3.
Click on the Organization Type dropdown list and select the organization that will perform the Preliminary Map Production.
4.
Select [image: image3.png]



5.
Click on the partner Organization Name dropdown list and select the organization that will perform the task.
6.
Select [image: image4.png]| ICON Engineering




7.
Click on the Start Date field of the Preliminary Map Production task.
8.
Type 08/01/2006
9.
Click on the Projected Preliminary Date field to enter the date for this project.
NOTE:  This will be the initial Projected KPI 1 date.
10.
Type 09/01/2006
11.
Click on the Cost Type dropdown list.
12.
Select [image: image5.png]Study Contract




13.
Click on the Contract/Agreement Number field to enter the contract number.  
14.
Type HSFE08-05-0001J
15.
Click on the Negotiated Cost $ field to enter FEMA cost only.
16.
Type 15000
17.
Click on the Fiscal Year dropdown list to select the year of funding.
18.
Select [image: image6.png]2007





19.
Click on: [image: image7.png]Add Cost





NOTE: If you don't click Add Cost, the information will not be captured, and you will NOT be able to advance.
20.
Click on: [image: image8.png]Continue >




 to advance to the Review screen.
21.
Verify that all information is correct (it is!).  Click on: [image: image9.png]Continue >




 to advance to the Complete Task screen.
22.
Click on: [image: image10.png]Complete Task




 to advance the workflow.  
The mapping partner you assigned Preliminary Map Production will receive the Produce Preliminary Task.  You are finished for the time being.

23.
Click on: [image: image11.png]


 to claim the task you want to perform.
Note: This task only appears if Post Preliminary Processing was not set up during Obligate Funds AND the Distribute Preliminary Map task was completed by the mapping partner.
24.
Click on: [image: image12.png]Setup Post-Preliminary Processing



 link to enter the task.
25.
Click on the Organization Type dropdown list to select the organization that will perform the Post-Preliminary Processing.
26.
Select [image: image13.png]



27.
Click on the Organization Name dropdown list to select the organization that will perform this task.
28.
Select [image: image14.png]



29.
Click on the Start Date field.
30.
Type 09/08/2006
31.
Click on the Projected Effective Date field.

NOTE:  This is establishing the initial projection for KPI 2.
32.
Type 09/30/2007
33.
Click on the Task Order Number field, if appropriate.  
34.
Type 013
35.
Click on the Cost Type dropdown list.
36.
Select [image: image15.png]Study Contract





37.
Click on the Contract/Agreement Number field.  
38.
Type HSFE07-08-0001J
39.
Click on the Negotiated Cost $ field.

Note: This is Federal Funding only.
40.
Type 56000
41.
Click on the Fiscal Year dropdown list.
42.
Select [image: image16.png]2007





43.
Click on: [image: image17.png]‘Add Cost




NOTE: If you don't click Add Cost, the information will not be captured, and you will NOT be able to advance.
44.
Click on: [image: image18.png]Continue >




 to advance to the Review screen.
45.
Verify that all information is correct (it is!).  Click on: [image: image19.png]Continue >




 to advance to Complete the Task.
46. 
Click on: [image: image20.png]Complate Task




to advance the workflow.

The Mapping partner you assigned Post-Preliminary Processing will receive the Determine Community Meeting Schedule task.  You are finished until the workflow advances to a point at which you receive another task item.
	Results

	The appropriate Producer and Manager activities show up on the contracted organization’s workbench.  Baseline schedule and cost information is entered for each task, and will be used to calculate performance indicators.
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