
Click on the 
Workbench link 
to open up your 
Work Item List. 
To work on an 
Activity you 
must first click 
the Claim 
button. 



After you click the 
Claim button for 
the Activity you 
want to work on 
the page will 
refresh. The 
Activity Name is 
now a hyperlink. 
Click on the 
hyperlink to begin 
working on the 
Activity. 



The Date of Letter 
will be automatically 
populated. It is the 
date the Docket was 
approved. The Date 
Mailed is not 
required but if it is 
available you may 
enter it here. The 
Date of Letter is the 
date that will be on 
the final 
determination 
document and cover 
letter.. 



In order to complete the activity you need to upload the Final Determination 
Document. Go to “Reports & Form Letters” 



Select Form 
Letters from 
the Report 
Category 
dropdown. 



Select the 
Amendment 
Determination 
Document (Final) 
from the Report 
Name dropdown. 



Enter the 
Project 
Number and 
click the Get 
Report button. 



After you click the 
Get Report button 
a new window will 
open. Click on 
the printer icon at 
the top to print 
your final letter. 
Click the export 
letter icon to save 
a copy of the 
letter to your 
computer, so you 
can upload it. 
After you’ve 
printed and saved 
your final letter 
close the window 
and repeat the 
process to print 
your final cover 
letter. 



Return to the 
Distribute 
Determination 
activity by 
going to Work 
Items 



On the Load 
Data Artifacts 
Window select 
a Product Type 
of Final 
Determination, 
enter the 
Effective Date, 
type an 
Abstract, and 
click Continue. 



• Select the appropriate Access 
Restriction for the material. Select Yes 
or No for the 3 Access Restriction 
questions:  

• Allow for Public Discovery? – Will 
the public see the upload dataset 
returned in the Flood Risk Study 
Engineering Library search results? 

• Allow File Names Displayed? – 
After selecting an upload dataset in 
the Flood Risk Study Engineering 
Library, can the public view the file 
names within the specific upload?  

• Allow for Public Download? – In the 
Flood Risk Study Engineering Library 
can the public download the files 
associated with the specific upload?  

• Selecting No for all 3 questions will 
result in the Flood Risk Study 
Engineering Library not displaying the 
uploaded materials to the public at any 
time. By default, the Access Restrictions 
will be set as defined in the Public 
Access Rules. You cannot remove 
restrictions that are placed by default, 
so some or all of answers to the 3 
questions will not be editable.  

https://hazards.fema.gov/femaportal/docs/Public_Access_Rules.xlsx
https://hazards.fema.gov/femaportal/docs/Public_Access_Rules.xlsx


After selecting 
the Access 
Restrictions 
upload the file 
and click 
Complete 



Since you have uploaded a Final Determination Letter, you can Click 
Continue and complete the activity.  
You also have the option of uploading the Final Determination Letter 
through the separate Data Upload activity via Tools & Links 



On this screen you 
can click the 
Expand All link to 
see all of the case 
specific data but it 
is not required. 
Click the Continue 
button. 



Once you click the 
Complete Task 
button the Project 
will move to the 
next Activity in the 
Workflow and you 
will not be able to 
edit any of the 
information you 
entered. 
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