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1 Document Overview

1.1 Document Purpose

This training document provides a high-level APPS workflow, screen shots, and reports to support the WDFW

business processes.

1.2 Definitions, Acronyms, and Abbreviations

This subsection provides the definitions of all terms, acronyms, and abbreviations required to properly interpret

the System Design Document.

Table 1: Terminology

Term Definition
APPS Aquatic Protection Permitting System (i.e. GovOnline system)
WDFW Washington Department of Fish and Wildlife
HPA Hydraulic Project Approval permit
GIS Geographic Information System
XML Extensible Mark-up Language

1.3 Prerequisites

Table 2: Prerequisites

Requirement

Impact on Project

Internet Connection

Necessary for connecting to the GovOnline Application Site

Internet Explorer (version 6.0 or above)

Optimal for capitalizing on the features of the GovOnline
System

Symantec Version 9 / McAfee

Scans uploaded documents for viruses

PDF file generation

View any system-generated reports in PDF format

Maintain digital records of all HPA documents to meet
Washington State standards for digital archives

None; APPS keeps track of all historical submissions.

iPad for inspections

Conduct inspections on iPad.

enfoTech
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2 HPA Processing — Business Process Flow

This section provides a high level system overview of entire application submission and management process.

2.1 Application and Permit Management

This section provides an overview of the permit lifecycle, which includes — but is not limited to — account creation,
JARPA form submission, review and amendment, inspection and task management, and HPA issuance.

=

WDFW_HPA _Issuance.png

High Level WDFW Business Process for Application and Permit Management

2.2 Onsite Inspection Management

This section details on generation and execution of as well as management of inspection tasks executed as part of
application process.

WDFW — Process Flow for Site Inspections (Compliance and Monitoring)
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High Level WDFW Business Process Monitoring and Compliance Management

2.3 Appeals Management

Although appeals are generated outside of the GovOnline system, APPS will be used to manage and track all
appeal related data. The business process to manage all appeal-related activities is displayed in figure below.
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WDFW - Process Flow for Appeal Management
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High Level WDFW Business Process for Appeal Process Management
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3 Manage Application

The steps highlighted in subsequent sub-section of this section group highlight activities and tasks that users need
to perform, as well as methods and guidelines to perform those tasks.

Please note that steps and guidelines highlighted in this section are applicable to Standard Hydraulic Project
application submitted as a Standard application type only (i.e. not as Expedited or Emergency). Therefore, any
detail provided is applicable to aforementioned case scenario only. Additionally, please note that tasks
generated by system may be different depending on application (e.g. Standard Hydraulic Project) and
application type (e.g. Standard, Expedited, or Emergency).

For more details on tasks generated for each application and application type as well as due date associated to
each task, please refer to Section 11.5.

3.1 HPA Processing Staff Review (Administrative Review)

When a public user successfully submits an application, APPS sends an automated message to Olympia Admin
notifying of a new application submission ready for their review. Upon receipt of an application, an Olympia Admin
reviews the application for basic completeness, such as fee submission and document delivery. The following
sections highlight Olympia Admin responsibilities in application review process for new submissions. These
responsibilities and tasks are also applicable to Admin Biologist and Field Biologists, and therefore, all submission
information can also be managed by users belonging to these two (2) business groups.

Upon receipt of automated message to review an application, an Olympia Admin can evaluate an application using
these details:

DoMotReply@APPS.com
karan_arora@enfotech.com; HPA. AreaHabitatBiologist@gmail.com; HP A, AreaHabitatBiologist@gmail. com; HPA. AreaHabitatBiologist@amail. com; HPA. AreaHabitatBiologist@amail, com; HPA. AreaHabitatBiologist@gmail.com|

HPA. AreaHabitatBiclogist@gmail.com; HPA. AreaHabitatBiclogist@gmail.com

[Beta] Reminder of Application Administrative Review (888)
Dear Official:
Following application and task has been assigned to vou for review.

Application Name: (Standard Hvdraulic Project)
Submission ID - (888)

Submitted By: JOSEPH DU FOUR

Submission Status: Submitted - Some Components Missing

Task Name: Admin Review
To access APPS, click on following link, enter your usemame and password, and navigate to application record in "Application” module using Application ID specified above.
Thank you for using APPS!

Regards,
‘Washington Department of Fish and Wildlife.

1) Completeness: checks if all application details have been submitted accurately via “Form” page in
Submission Info tab. If needed, an Olympia Admin may correct application details, in which case system
keeps track of all changes in application form within the application itself. Additionally, as a form is
updated, APPS makes initial and final version of form readily available for agency users’ assessment. To
review historical changes, an agency user must open an online application form (in Application Review
page) and click on “Show History” button. This populates all fields that have been updated, except for
tables, within the form with a dial if history exists; when user clicks on the dial (see step 4a), system
launches a new window that displays field data change history in a grid view. The fields displayed are:
New Value, Date Update, User Update, Reason for Update (manually entered by user, if so desired) and
Notes (manually entered by user, if so desired).

enfoTech Page 7 of 127
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Submission Info Work Activities Correspondence Enforcement Post Permit Requirements

e || —
it

Documents Payment Imspedction Provision

— Q Online Application |
e ‘_ Standard Application - Form View

Admin Review Decision

Project Location details: In the Online Form Data window, click on next to view site location and
other related submitted information to verify if project location details are accurate including the
WRIA No. and Stream Name information provided by an applicant. Based on APPS GIS service
and external resources — if necessary, an Olympia Admin reviews and updates location details as
necessary. This verification process is executed for each submission to validate accurate data
gathering and reporting.

2) Attachments: confirms only if all attachments have been submitted via “Documents” page in Submission
Info tab. An Olympia Admin, however, does not mark attachment requirements listed in “Required
Documents List” as complete and accurate submission of documents. This process is to be handled by an
Admin Biologist during Technical Review for Completeness review. Contrarily, if necessary, an Olympia
Admin may request additional documents via “Add Required Document” button in Documents tab or
upload any received documents as desired.

a.

Note 1: if uploading new attachments, Olympia Admin is required to specify Document Class
(Original or Redacted) and Sensitive Indicator (Yes, No, TBD, or N/A)

i. Document Class: used to define if document is an original copy (Original) or modified

(Redacted) for removing sensitive information from the document

Note 2: Olympia Admin are responsible for reviewing any document that is uploaded before an
application status is updated to Accepted status, including any Inspection attachments. All such
documents are to be reviewed for sensitive information (i.e. phone numbers and email
addresses). If any of the documents contain such sensitive information, Olympia Admin is to
specify Sensitive Information indicator as “Yes” and upload a Redacted version of the document
towards one that has sensitive information. This process must be completed for each attachment
record in the system.

3) Payment: ensures whether a full payment has been made for application submission or a refund needs to
be issued to the applicant.

To evaluate the application administratively, follow steps highlighted below:

Step 1: Review Submitted Application web part (that displays the 6 most recent submissions based on status
selected in the Status drop-down) or My Tasks — Application Reviewing web part (lists all tasks assigned to the
user sorted by ones due earliest first) in user dashboard.

enfoTech
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[™] My Tasks - Application Reviewing

Technical Review Dusz On-04/29/2013
115 - Staierd Hydkmsic Frojt
1111 Wastington St SE (Frst Last, submited on 05/4(2013)

Admin Review Dus On:06/06/2013
99 - Fizh Helitat Svencement
1111 Wastingtan Strest (First Lazt, submited on 05/0472013)

Admin Review Dus On: 06/06/2013
105 - Bemzh Brozpecting
(Forst Last, subimited on 0/04/2013)

Admin Review Dus On:06/18/2013
131 - Standard Hydrauie Froject
1111 Wastingfton St SE (First Last, submited on 06/14(2013)

Admin Review Duc On:06/18/2013
130 - Simndard sydmsic roject
1111 Wastington St SE (Frst Last, submited on 08/14(2013)

Admin Review Due On-06/19/2011
13 - Beach Frospecting
(First L=t, zulbmited an 05/17/2013)

Admin Review Dus On:06/20/2013
147 - Beazh Prozecting
(JDSEPH DU FOUR, submited on 06/18/2013)

Submitted Applications

Stats| Submitted - All Companents Included [ | | (Mest current & racords)

(821) Standard Hydraulic Project

) JOSEPH DU FOUR on 0222013

_ e Submitted -

(A 1111 Wasningon St SE. Ohmpla, WA 53502 a

=] project: test Components

=] erme=: na Included
E (805) Standard Hydraulic Projsct

) J0SEPH DU FOUR on G/202013

2 JOSEPH DU FOUR on 07/202013 e

[ 1111 Wasnington 51 SE, Clympla, WA $8502 Al

L profect test Components

[ permis: ra Inchded
- (797) Forest Practice

P JosEes DU FOUR 00 07202013

&, JOSEPH DU FOUR on 07/202013 Submitted -

(LA 1111 wasningion St SE. Olympla, WA 83502 A"

E| progeat test (Components

[ permis: na Inchaded
- (795) Forest Practice

) JOSEPH DU FOUR on 077202013

D soszPrzuroURmOEIINE e

[ 1111 waemingeon 5t SE, OymDIa, WA S8502 Al

| et et Camponents

2] perms: taa Inchaded
[ R

Step 2: Click on the pending (or overdue) task in the My Tasks — Application Reviewing web part.

Step 3: Click on Submission Info tab and Online Application hyperlink to open the application form.

Documents Payment

L Standard Application

Admin Review Decision

Archived Form

Type your review message here

Send Back for Amendment

Step 4: Review and update application material, especially the Application Type (if user selected Expedited or
Emergency options), Project Type, and Project Location details. Click Save to save changes for each page.

enfolech
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Online Form Data

Show History m m Printable View

Application Information

* Application Type: Standard @ Expedited

WDFW does not accept online applications for emergency HPAs. During normal business hoursa please call the
Habitat Biologist for your project location to request a verbal HPA. You can identify the bioclogist at the following
website: http/wdfw.wa.goviconservation'habitat/ahb/ . After normal business hours, please call the Emergency HPA
Hotline at (360) 902-2537. If you wish to continue with the online application process, please choose either the
Standard or Expedited application type.

* Standard: You should apply for a standard HPA if you do not qualify for an expedited or emergency HPA. The majority of hydraulic projects
qualify only for & standard HPA.

Expedited: You may apply for an expedited HPA if there is an official declaration by the county legislative authority or the Department of Fish
and Wildlife of a threat by weather, water flow, or other natural conditions that is likely to occur within sixty days of a reguest for a permit
application. Expedited work may only be for work to remove any obstructions, repair existing structures, restore banks, protect fish resources, or
protect property. The Department of Fish and Wildlife may alzo issue expedited HPAs where normal permit processing would result in significant
hardship for the applicant or unacceptable damage to the environment.

Emergency: You may apply for an emergency HPA if there is an official declaration by the Governor, the county legislative authority, or the
Department of Fish and Wildlife of an immediate threat to life, the public, property, or of environmental degradation. Emergency work may only
be for a stream crossing, or work to remove any obstructions, repair existing structures, restore streambanks, protect fish life, or protect property
threatenad by the stream or a change in the siream flow.

Addtional Options (zelect only if they apply to your application):

DI am applying for a Pre-application.
You would request the Pre-Application process if:
1. You need to find out if an HPA permit is needed for your project, or
2. You want assistance from a biologist to discuss project details before submitting a complete application. WDPW strongly
recommends using the pre-application process as a means to reduce application processing fime, increase your
understanding of the permit process, and to discuss options/alternatives for your project.

DI am applying for a General HPA.

Step 4a: To view the history of application field changes, click on the Show History button and then dial link that is
displayed next to a field updated by an agency user.

enfoTech Page 10 of 127
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FISH wad WILDLIFE
| Hide History | Save |  Close | Printable View
Application Information

* Application Type: Standard & dited

WDPFW does not accept online applications for emergency HPAs. During normal business hours please call the
Habitat Biologist for your project location to request a verbal HPA. You can identify the biclogist at the following
website: httpahwdfw.owra.gow vation’habitat'ahb/ . After normal busi hours, pl call the Emergency HPA
Hotline at [360) 902.233T. If you wish to continue with the online application process, please choose either the
Standard or Bxpedited application type.

» Standard: You should Spply for & standand HFA If you da not qualty for an expaditad or smergency HPA. The majonty of hydraulic projects
qualify onlty Tor 3 slandard HPA.

+ Expedited: You may apply for an expedited HE& I there s an afficlal declaration by the county kaglelative suthary of the Department of Fleh
and Wdifa of 3 threat by weather, water fiaw, or athar natural conditions that s ikely 1 ocour wiihin sy dayve of a requact for 3 pamit
application. Expediizd work may anly be far work to ramave any obstructone, repalr existing structures, rastone banks, prosact fish regources, or
pratect property. The Dapariment of Fish and Wkdiife may aleo lssue expadiiad HPAE whare normal parmit pracessing would result In significant
hardship far the applicant or unaccepiable damage 1o the environmert.

- Emergency: You may apply for an emergency HPA I there |e an oMclal declaration by the Gowemor, the county keglslative autharky, or the
Cepariment of Flsh and YWidiFs of an Immediate thraat to 2, the publlc, property, or of enviranmental degradation. Emengency wark may anly
e for & siream crossing, ar waork to ramaoye any chetruciions, repalr exksiing sinuctures, reshora sireamianks, protect ek e, ar protect praparty
threatenad by the stream ar 3 changs In the stream fow.

Agdtonal Optlons (=alect only If they apply to your application):
Ovam applying for a Pra-application.

ou would request the Pre-Application process If:

1. ¥ou need to Nind ouwt If an HPA parmit ks needed for your project. or

2. ¥ou want asslstance from a bilologlst to discuss project detalls befors submitting a complets application. WDFW efrongly
recommands using the pre-application process 33 8 maans to reduce application procasaing tims, Increass your
understanding of the permit procass, and to discuss opticne/atternatives for your project.

1 am appiying for 2 Genarat HPa.
¥ou may apply for 8 Gensral HPA I all 3 requirements below apply:
1. ¥ou want fo perform numarous, relatively simple projects anywhers In multiple water bodlas

2. The water bodies cover a large geographic area
3. The projects have iitthe or no variablity In site condithons or wark performed

Are you applying far a long-term HPA for agricultural Imigation or stock watering purposes under RCW 77.55.021 [3)[c}? () Yes () Mo

Project ldentification

* Project Mame (A name for your project that you create. Examples: Smith's Dock or Seabrock Lane Dewelopment])

Bank Protection Project

View History Panel

— e A

m Bank Protection Project | 7/572013 3:06:35 PA = superAdmin

m project name 6,/4/2013 11:03:55 AM  superAdmin

Step 5a: Within the submission information page, click the Documents tab to review all necessary attachments
and attachment requirements.

Step 5b: When uploading a document, system will prompt Olympia Admin to specify Required Document Type,
Document Class indicator, Sensitive Information indicator, Received Date, and File that is to be uploaded. By
default, system sets Document Class and Sensitive Information indicators to Original and TBD values, respectively,
before an application has been accepted. After an application has been accepted, system defaults Document Class
and Sensitive Information indicators to Original and NA values, respectively, for any document uploaded to the
system (including inspection supporting documents).
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Note 1: if a document is being uploaded to the system for the first time, Document Class indicator should be set to
Original.

Note 2: if a document contains phone number or email details (excluding those of agency users), Sensitive
Information indicator should be set to Yes. Otherwise, it should be set to No.

Note 3: any document that is set to Sensitive Information indicator of Yes or TBD will not be displayed to third-
party users. These documents will still be available for review by the applicant (or authorized agent who submitted
on behalf of the applicant) and agency users.

Note 4: Olympia Admin can delete a redacted document separately from original document submitted by an
applicant (or authorized agent representing an applicant). On the other hand, Olympia Admin also has the
capability to delete original document. Please note that deleting an original document deletes corresponding
redacted version as well.

Upload File

Upload File for
Letter of Consent from Applicant to Authorized Agent ¥

* Document Class
® Driginal © Redacted
* Sensitive Information
O Yes O No @ TBD O NA

* Received Date

* File:

Choose File | Mo file chosen

Description:

soe

Step 5¢: In an instance where a document (whether submitted online by applicant or uploaded by agency user)
contains sensitive information, Olympia Admin is required to upload a redacted version of the document. To do so,
simply click on the Upload File button and select Document Class indicator of Redacted.

When Redacted option is selected, user is only required to upload redacted version of the document and specify
corresponding original document from a drop-down list.
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Upload File

w Dpcument Class
(2 Criginal ® Redacted
- gBI‘IB H'I'B ! EI‘I"HS.H{IH

vec @ Mo O TED

* Attachments
Penguins.jpg

* Racelved Date

12/7/2016

w Flla:

| Browse...

CSove [ et

Step 5d: For each application that has been withdrawn (not by Olympia Admin or Admin Biologist), system sends
an email notification to a centralized WDFW email account (see email below) providing details on application(s)
that has(have) been withdrawn. Olympia Admin staff is obligated to review these applications for documents
containing potentially sensitive information (i.e. documents that have Sensitive Information indicator defined as
TBD or Yes) and upload a Redacted version of the document accordingly (if Sensitive Information indicator is Yes
and no Redacted version of the document is yet available for said attachment).

DioMotReply @APPS. com
HPAApplications @dfw.wa.gov

Motice of Application Withdrawal [ APPID 2122

APPS Message:

Dear Official:

This email provides notice that the following application has been withdrawn:
Application 1D: 2122
Application Name: Forest Practice
Application Status: Withdrawn

Submitted Date: 3/28/2014 3:28:50 PM
Submitted By: Karanl Aroral

Therefore, please review all documents with Sensitive Information indicator set to "Yes" or "TBD" and:
1) Upload a Redacted version for each document with Sensitive Information indicator specified as "Yes",
2) Update Sensitive Information indicator (if previously specified as "TBD"} as needed and upload a Redacted version for each document accordingly.

Thank you for using APPS!
If you have any questions, please contact Washington Department of Fish & Wildlife help center.

Regards,
Washington Department of Fish & Wildlife

Step 6: Within the submission information page, click the payment tab to review and verify fee and payment
information.
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Submission Info Work Activities Correspondence Enforcement Post Permit Requirements Appeals Issued Letters/Permits Email History

q ]

Form Documents Payment Inspection Provision
Application Fee + Service Fee - Amount Paid = Amount Due
-
|
$0.00 $0.00 $0.00 $0.00 k]

Payment Management and History

All received Payment of CREDIT CARD / ACH should list here. Admin can ADD received payment once received a CHECK, CASH, MONEY ORDER, INTER-AGENCY FOUND TRANSFER or INTRA-AGENCY FOUND TRANSFER.

Delete  * Method * Amount Paid * Received Date Check/Money Order/Coupon# Agency Name Tax Payer ID Tax Payer Name Master Index# Comment

Save Make Cash/Money Order/Check/Inter-Agency/intra-Agency Tranfer Payment Make Credit Card Payment

Fee Details

All pay upfront fee items.

Fee Name To Be Collected Calculated Type Comment

All pay later fee items. Admin can ADD extra fee.

* Fee Mame * ToBe Collected Calculated Type Comment

E I Recalcuate

@ Service fee detial:  Credit Card Process Fee: 50.00 Agency Convenience Fee: $0.00 System Provider Convenience Fee: $0.00

Step 6a: To make a Cash, Check, Money Order, Inter Agency Fund Transfer or Intra Agency Fund Transfer
payments, click on Make Cash/Money Order/Check/Inter Agency/Intra-Agency Transfer Payment button and
enter necessary information in a new payment record generated within the table. Alternatively, to make a Credit
Card or ACH payment, click on Make Credit Card Payment button and follow prompts to complete the process.

Payment Management and History

Dilsts * Method * amount Pald “ Recsived Date  Checi/Monsy OrderiCoupon £ Agancy Nams Tax Payer ID Tax Paysr Name Mastar index # Commant

- =
Check 150.00 07/26i2013 111 a ’
Date Pakd 07262013 .

ESM 1k CashuMoney Order/Checkfinter-Agencyfintra-Agency Tranfer Payment || Make Credit Card Payment

Step 6b: To add fee, waive fee, or issue refund, click Add New Fee button and follow prompts to complete the
process.

Fee Details

Fes Nams To Be Collscted | Calcutatsd Type Commesnt

HP& Fee 180.00 515000 | Permi Fea —

“FeaMame  * ToBoCollected  Calculated  Type  Comment

= Re o
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Step 7: After verifying all user information, click Work Activities tab and edit task name Admin Review. Select
desired status from Submission Status drop-down (Admin Review Complete or Submitted — Some Components

Missing if documents have not been submitted or payment has not been made in full), and click on Confirm Status

Update button. During Admin Review, the user will need to select a Habitat Biologist to be assigned to the

application.

Assign Biologist

Assigned Habitat Biologist:

—

Andonaegui,Carmen ~

Arber Laura
Arora Karan
Bails, Jamig
Barg.Amanda
Bartrand Eric
Bell Steve
Bigelow Margie
Bighouse,Donna
Brock, David
Brokes,Brendan
Brummer, Scott
Byrnes,Chris
Chapman,Patrick
Cole,Wendy
Collins,Dave
Conklin,Chris
Curtis, Matthew
Divens Karin
Dominguez,Lawrence
Dotts,Sandra
Fisher,Larry
Fornes,George
Friebel Jennifer
Heller Christa
Hofmann,Lynda
Ingram,Joel
Iten,Constance
ohnsgn Ambe

An HPA Processing Staff may deem an application insufficient for a variety of reasons, some of which include:

Template Name

Text

Incomplete — Payment (None)

Applications submitted by Public User that have a pending
balance.

Incomplete — Payment (Partial)

$150.00 payment has not been paid in full.

Incomplete — Payment (Missing billing
account)

Billing account information not provided

Incomplete — Payment (Insufficient funds)

Sufficient funds not available on user account for payment

Incomplete — Project Location (Missing)

Project Location details are missing

Incomplete — SEPA Compliance (Missing)

SEPA Determination Letter has not been submitted.

Incomplete — SEPA Exemption (Missing)

SEPA Exemption Letter has not been submitted.

Incomplete — Attachment (Size)

Attachment size is not correct.

Incomplete — Fish Habitat Exemption
(Missing)

Fish Habitat Exemption document has not been submitted.

Note: HPA Processing Staff may also update application status to Closed (if application has been pending as

Submitted — Some Components Missing for an extended period of time), Withdrawn (if applicant requests as such),

or Rejected (if no HPA is required, HPA already issued, or HPA Outside jurisdiction). In these instances, system
closes all scheduled tasks so no additional review would be performed for the submission.

Step 7a: If application status is updated to Submitted — Some Components Missing (from Submitted — All
Components Included), Withdrawn, or Rejected, then click on Generate Letter button.

enfoTech
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Basic Information

Activity: Admin Review Due Date: 07/30/2013
Assigned To: Joe Smith, Eva Barber, Kristin Grewell, Angella Ward, Lynette Wickett, Jeffrey Kamps, Jodi Hoye, Monique Nicholas,

Jennifer Greenfield

*Task Status: | Scheduled E Task Complete Date:

sove [ ]

Submission Review

Submission Status:

Rewview Comment:

wCenerite LEtter,

Send Hotification

Step 7b: In the pop-up page, define Letter Name, select letter template from Boiler Plate Template(s) drop-down
for reason why application is updated to Submitted — Some Components Missing status, and click on Insert button
to insert boiler plate language. Do not change letter template drop-down from Status Letter.

Admin Review Completed Letter

Basic Information

Status: Admin Review Completed

* Letter Name:

% Letter Template: Status Letter

Letter Body

Boiler Plate Template{s):

Letter History

@ No items found. P}

Close

Step 7c: HPA Processing Staff adjusts default text to meet application specific details.

Incomplete - Payment (None)

Incomplete - Payment (Partial)

Incomplete - Payment (Missing billing account)
Incomplete - Payment (Insufficient Funds)
Incomplete - Project Location (Missing)
Incomplete - SEPA Compliance (Missing)
Incomplete - SEPA Exemption (Missing)
Incomplete - Attachment (Size)

Incomplete - Fish Habitat Exemption {Missing)
No HPA Required - Qutside of jurisdiction

No HPA Required - Autherized under pamphlet
No HPA Required - Follow rules

No HPA Required - Already Issued
After-the-Fact

Hold - Applicant Requested

Hold - Unable to arrange Site Visit

Hold - Site Physically Inaccessible (Weather)
Hold - Site Physically Inaccessible {Other)
Refund - Before 7/10/2012

Refund - No Fee for Modification

Refund - Overpaid

Refund - Before 7/10/2012

Refund - Other

General - Define Reason

Withdraw - Resubmit

Denial - General

Denial - Fish Habitat Streamlined

Invoice - Emergency Submission

Revoke - Permit Modification

Insert

enfolech
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Letter Body

Boiler Plate Template(s}: Incomplete - Project Location (Missing)

&=

Important project location information is missing. Provide all of the following information if
missing for Project Site Location: county, section/range/township, latitude/longitude,

waterbody |

Step 7d: Click on View Draft button to generate and preview draft letter. If letter and letter content is satisfactory,

click on Approve button to approve letter for issuance.

- 1
Stclt:tgcfl\;f incompiete (800} superAdmin | 07272013

Letter History

1 -1 of 1 item|s

Step 7e: HPA issues generated letter to the user by clicking on Send Notification button, selecting applicant via
checkbox, selecting desired letter via Letter Attachment drop-down, defining email Content, and clicking on Send

button to send the email.
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Send a Notificaton

To Listt:
pplicant < john_fischen@enfoTech.com =

Add Emallig) fo To Lzt (pleazs uzs 7 to seperate emallz):
ceUst: [ jahn_nscher@entotach.com

Bee List: [1john_nschergentotech.com

to meet the Total File Size Emitation, or request

ILatath!cn'rent: Submitted - Some Components Missing - Missing Payments (200) - 12|'14.-'2E'1BE| I

Parmit

Attachments:

O O

Hydrangeas. jpg{581KB) Penguins. jpg(TEEKE)
* Subject:

Application |D:578, Project Mame = Bank Protection Project

# Content:
Dear applicant,

[<B

Flease review attached letter for details on why your application is insufficient.
Thank you,
Sincarely,

John Fischer

[Tia Himi Farmat:

3.1.1 Alternative Method to Search for applications

User may also alternatively search for applications by following steps below:
Step 1: Click the Application tab on the top horizontal bar. Make sure the left hand panel is at Application Review.

Step 2: You may choose to filter your search for application by Application ID, Status, Organization, Permit

Number, Applicant Name, Project, Project Type, Site Address, Application, Application Type, or Permit Status; or
you may select Advanced Search option for additional search options.

Appilication ID: Application Status: Sybmitied - Some Components L‘issir‘g Organizaticn:

Permit Mumtsar: Appiicant First/Last Name: i Agent FiretiLast Mame: | Assigned Agency Leer:
Email: Agant Emall: Project: Project Type:

Slte Address:/ Site Addreasd- )

Application Type: Permit Status: (Al spplication: (All)

Search for records with unresolved sttaschments oniy: O

Reset Parameters @ [ £ Advanced Search)

Step 2a: You may export the search results to an Excel file by using the Export to Excel button
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Applications List

1-1 of 1 item(s)
Latest
Application . Application | Pre- Submitted |  Status . . Stream | More
view | APRICD Project e App? Applicant Info. = Updated | Method | Latitude | Longitude | County e T
Date
578

it Submitted -
Hydraulic Bank D), JOSEPH A DU FOUR (BUSINESS NAME) 2o . ol
= gwr%:hc;m E;wutecucn Expedited N 8 51 W Washington v , Yakima, WA 98903 ﬁm.mnems 11/15/2016 | 11/15/2016 = Online | 47.03763 | -122.89899  Thurston oo 0057 C(r‘:e)k _View |
issing

Permit:
N/A

Export To Excel

Step 3: After you have narrowed down your search, click the button in the View column to get into a specific
application’s information page. If the application references multiple locations, then you may click the “View”
button under the More Locations column.

Applications List

1-1 of 1 itemis)
Latest
Application . Application | Pre- Submitted |  Status . . Stream | More
View | APRICD Project e App? Applicant Info. == Updated | Method | Latitude | Longitude | County = e
Date
578

Standard Submitted -
Hydraulic garnk ) D), J0SEPH A DU FOUR (BUSINESS NAME) Come 13- Fall
;ﬁslc"tﬁd ;;mmm Expadited N (L3 451 W Washington e, Yakima, Wi 83305 Componerts /152016 | 11/15/2016 | Online | 47.03763 | -12280899 Thurston o 3. = 0057 C[r\?:e)k Niew
oet Missing

Permits:
N/A

Export To Excel

3.2 Admin Biologist Review (Technical Review for Completeness)

Upon receipt of email confirmation, a biologist assesses an application for proper documentation and application
details to complete the Technical Review for Completeness task (viewable on user Dashboard). Based on the
review outcome, a biologist may update an application status to Accepted or Statutorily Incomplete from within
the task, which triggers APPS to send an automated message to applicant or authorized agent of such update.

Depending on current application status, an Admin Biologist may also update application status to Rejected,
Withdrawn, or Closed, all of which will automatically complete the task for the user. In these instances, Admin
Biologist is responsible for generating appropriate letter(s) and sending it (them) to the applicant or authorized

agent.
To complete Technical Review for Completeness task, follow steps below:

Step 1: Review My Tasks — Application Reviewing web part (lists all tasks assigned to the user sorted by ones due
earliest first) in user dashboard. Click on the pending (or overdue) task in the My Tasks — Application Reviewing

web part.
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[™] hy Taghs - Appikstion Reviewing

Technical Review Duz On- 04/29/2013
Apr. 29 116 - Stamterd Hydmic Frojct
1111 Wastington S SE (Frst Last, submited on 05/04/2043)

Admin Review Dus On: 06/06/2013
Jun g 99 - Fizh Hatitat S
1111 Wastingtan Strest (First Last, submit=d on 05/104/2013)

Admin Review Dus On: 06/06/2013
aun g 405 - Baach Praspecting
{First Lest, sulbmit=d on 05/04/2013)

Admin Review Dus On: 06/18/2013
Jun. 18 131 - Saniard Hyrmsic Froject
1111 Wastington S SE (First Last, submited on D6/14/2013)

Admin Review Dus On: 06/18/2013
Jun. 1§ 130 - Sandard Hydraic
{Du=} 1111 Washington St SE (farst

2, ubemited an 05/14/2017)

Admin Review Due On: 06/18/2013
P

Jun. 18 oy
{Dus} £, zubmit=d on 05/17/2013)
Admin Review Dus On: 06/20/2013
SN 167 - Basoh Proszecting
{Dus} {I0SEPH D FOUR, submitad on 06/13/2013)

Step 2: Click on Submission Info tab and Online Application hyperlink to open the application form.

Work Activities Correspondence Enforcement Post Per

= s
» |\1 (" ) -
Documents Payment Inspection Provision

I

2] Online Application
) Standard Application - Form View
"X\ Standard Application - Archived Fo

Admin Review Decision

Type your review message here @’

Send Back for Amendment

Step 3: Review and update application material, especially the Application Type (if user selected Expedited or
Emergency options), Project Type, Project Location, Requested Project Start Date, and Requested Project End Date
details. User must also verify waterbody impact details as well as SEPA Compliance and Application Fee Exemption,
if applicable.

Step 4: Click on Save button to save updated information for each page where application details have been
updated.
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Impartant notes:
1) Define Latitude (pesitive vahue) and Longibude (negative value) in decimal format wsing globel dafum.

2) Address Valication:

{2) I valid USPS addvess s enbered, user may click on “Validate Address* button to get mast of requined infarmation from the SIS service.
) I Latituce / Longiturde parameters are kncwn (in decimal using glosal datum as referencel, you may enter them and then click on
“Valiciate Address” button o retrieve most of required information from GIS service

e} W both adness and Latiure/L e are entered, 5y cified Latiude and when validating address via
“Waliciate Address” button.

3) FWaterbacly Name is not known or not listed, pleass select *Unknown Stream Number - 9963°.

site Name:

Projsct Star Date:  * Project End Dats:
11/30/2018

[ 2ame 2= applicant addrass
Address Line 12 Address Line Z:
1111 Washington St SE

city: *siate: 7 * Country.
Ciympis wa[>]| |93501-2282 | United States[¥]
" Lafituge: * Longitude:|-123.12345)
47.03763 -122.89089
* County: * Township: *Range:  * Section: Quartsr Section:
Thurston 18N[v]  ozw[v]| | 47
*WRIA &
13 - Deschutes
* Watarbody Name:
Fall Greek {Ib) - 0057
Parcel No.-

‘Within 100-year foodpiain:

Driving Directions:

Step 4a: To view history of application changes, click on the Show History button and then dial link that is

displayed next to a field updated by an agency user.

enfoTech
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| Hide History | Save | Frintable View
Application Information

* Application Type: Standard @ Expedited

WDFW does not acoept online applications for emergency HPAs. During normal business hours please call the
Habitat Biologist for your project location to request a verbal HPA. You can identify the biclogist at the following
website: httpahandfewa.gow vation/habitat'ahb/ . After normal busi hours, pl call the Emergency HPA
Hotline at (360) 902.2337. i you wish to continue with the online application process, please choose either the
Standard or BExpedited application type.

+ Standard: ¥ou should apply for 2 standand HFA If you da not qually for an expadited or emergancy H2A. The majonity of hydraulic projects

qualiy only Tor 3 standard HRA.

Expedited: ¥ou may apply for an expedited HFA H there iE an aficlal deciaration by the county eglelative sutharty of the Department af FIEh

and Widife of 3 threat by weadher, water fiaw, or athar natural condiions that is Ikely 1 ocour within skdy daye of a requact for a pamit

application. Expediizd work may only be far work ba ramave any obstructons, repalr existing structures, ragtors banks, prosact fish regources, or
pratect praperty. The Depariment of Fish and VWikdiife may aleo lssue expadiiad HPAE whare normial parmit pracessing would result In significant
nardship far the applcant or unacceptable damage 1o the environment.

- Emergency: You may apply for an emergency HPA I thare | an oMclal declaratian by the Sowemor, the county kzglelative autharlty, or the
Cepariment of Flsh and YWdiFz of an iImmediate treat to e, the putlic, property, or of enviranmental degradation. Emengency work may anly
e for & siream crossing, or work to remave any coetruclions, repalr exisiing sinuctures, restora streamibanks, protect ek ke, ar protact praparty
threatenad by the stream ar a3 change In the stream fow.

Agdtional Optlone (salect only If they apply to your application):
Oiam applying for a Pre-application.

¥ou would request the Pre-Application process IT:

1. You need to find owt If an HPA parmit ks neaded for your project, or

2. You want assiatance from a blologlat to discuss project detalls befors submitting a compilete application. WDFW strongly
racommands using the pre-application procass 38 8 maans to reduce application procaseing tima, Increass your
understanding of the permit process, and to discuse opticna/attarnatives for your project.

(1 am appiying for a General HPa.
YU may apply for 8 Gensral HPA I all 3 requirements below apply:
1. ¥ou want to perform numerous, ralatively simple projects anywhera In multiple water bodias

2. The water bodles cover a large geographic area
3. The projects have littke or no variablity In site conditions or wark performed

Ars you appiying far 3 long-term HPA for agricultural imgation or stock watering purposss under RCW 77.55.021 [@)(c)? O Yes O Mo

Project |dentification

* Project Mame (A name for your project that you create. Examples: Smith's Dock or Seabrook Lane Development)

Bank Protection Project

View History Panel

— e A

m Bank Protection Project | 7/572013 3:06:35 PA = superAdmin

m project name 6,/4/2013 11:03:55 AM  superAdmin

Step 5a: Within the submission information page, click the Document tab to review all necessary attachments and
attachment requirements.

Step 5b: When uploading a document, system will prompt Admin Biologist to specify Required Document Type,
Document Class indicator, Sensitive Information indicator, Received Date, and File that is to be uploaded. By
default, system sets Document Class and Sensitive Information indicators to Original and TBD values, respectively,
before an application has been accepted. After an application has been accepted, system defaults Document Class
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and Sensitive Information indicators to Original and NA values, respectively, for any document uploaded to the
system (including inspection supporting documents).

Note 1: if a document is being uploaded to the system for the first time, Document Class indicator should be set to
Original.

Note 2: if a document contains phone number or email details (excluding those of agency users), Sensitive
Information indicator should be set to Yes. Otherwise, it should be set to No.

Note 3: any document that is set to Sensitive Information indicator of Yes or TBD will not displayed to third-party
users. These documents will still be available for review by application (or authorized agent who submitted on
behalf of the applicant) and agency users.

Note 4: Admin Biologist can delete a redacted document separately from original document submitted by an
applicant (or authorized agent representing an applicant). On the other hand, Admin Biologist also has the
capability to delete original document. Please note that deleting an original document deletes corresponding
redacted version as well.

Upload File

Upload File for
Letter of Consent from Applicant to Authorized Agent v
* Document Class
® Original © Redacted
* Sensitive Information
O Yes O No ® TBD O NA
* Received Date

* File:

Choose File | Mo file chosen

Description:

Step 5¢: In an instance where a document (whether submitted online by applicant or uploaded by agency user)
contains sensitive information, Admin Biologist is required to upload a redacted version of the document. To do so,
simply click on the Upload File button and select Document Class indicator of Redacted.

When Redacted option is selected, user is only required to upload redacted version of the document and specify
corresponding original document from a drop-down list.
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Upload File

w Dpcument Class
(2 Criginal ® Redacted
w gBI‘lB H'I'B n EI‘I"H&HHH

voc @ Mo O TRD

a5 L =] ) Lla

* Attachments
Penguins.jpg

" Recalved Date

12/7/2016

o Flla:

| Browse...

Csove et

Step 5d: For each application that has been withdrawn (not by Olympia Admin or Admin Biologist), system sends
an email notification to a centralized WDFW email account (see email below) providing details on application(s)
that has (have) been withdrawn. Although it is the responsibility of Olympia Admin staff to review these
submissions for documents with potential of sensitive information (i.e. documents that have Sensitive Information
indicator defined as TBD or Yes), Admin Biologists may also review them for aforementioned details. If a document
contains sensitive information, then Admin Biologist may upload a Redacted version of the document accordingly
(if Sensitive Information indicator is Yes and no Redacted version of the document is yet available for said
attachment).

DoMotReply@APPS.com
HPAApplications@dfw.wa.gov

MNotice of Application Withdrawal [ APPID 2122

APPS Message:

Dear Official:

This email provides notice that the following application has been withdrawn:
Application ID: 2122
Application Name: Forest Practice
Application Status: Withdrawn

Submitted Date: 3/28/2014 3:28:50 PM
Submitted By: Karanl Aroral

Therefore, please review all documents with Sensitive Information indicator set to "Yes" or "TBD" and:

1) Upload a Redacted version for each document with Sensitive Information indicator specified as "Yes",

2) Update Sensitive Information indicator (if previously specified as "TBD"} as needed and upload a Redacted version for each document accordingly.
Thank you for using APPS!

If you have any questions, please contact Washington Department of Fish & Wildlife help center.

Regards,
Washington Department of Fish & Wildlife

Step 6: Click on Review button for corresponding document (e.g. SEPA Determination Letter) to verify that
document is complete and accurate.
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Document Rewview

@ Eceived all required files and verified they are correct.

Comment:

Optional for user to enter
comments here.

o | Carce

Step 7: After verifying all user information, navigate back to Work Activity Info page within Work Activity tab,
select desired status from Submission Status drop-down (Accepted or Statutorily Incomplete if documents are not
technically complete or application information is not fully submitted), and click on Confirm Status Update button.

Note 1: Admin Biologist may also update application status to Closed (if application has been pending as Submitted
— Some Components Missing for an extended period of time), Withdrawn (if applicant requests as such), or
Rejected (if no HPA is required). In these instances, system still marks the task status as “Completed” but also
closes all subsequent tasks from review.

Note 2: When updating status to Accepted, system verifies if any document exists with Sensitive Information
indicator of TBD or Yes and corresponding Redacted version of the document has not yet been uploaded (only
applicable if Sensitive Information indicator is set to Yes). If a submission fails this validation, then Admin Biologist
is obligated to review application for documents containing potentially sensitive information (i.e. documents that
have Sensitive Information indicator defined as TBD or Yes) and upload a Redacted version of the document
accordingly (if Sensitive Information indicator is Yes and no Redacted version of the document is yet available for
said attachment).

Step 7a: If application status is updated to Statutorily Incomplete (from Admin Review Completed), Withdrawn
(applicant requested), or Rejected (project does not qualify for an HPA permit), then click on Generate Letter
button under Work Activities for the associated task, click edit, and from here generate a letter.
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Submission Review

Submisskon Skatus

Reviews Comment

wGenorale Letter,

Send Notification

Step 7b: In the pop-up page, define Letter Name, select letter template from Boiler Plate Template(s) drop-down
for reason why application is updated to Statutorily Incomplete status, and click on Insert button to insert boiler

plate language. Do not change letter template drop-down from Status Letter.

Step 7c: Admin Biologist adjusts default text to meet application specific details.

Admin Review Completed Letter

Status: Admin Review Completed

Basic Information

* Letter Name:

* Letter Template: Status Letter

Letter Body
Incomplete - Payment (None)
Incomplete - Payment (Partial}
Boiler Plate Template(s): | [ncomplete - Payment (Missing billing account)
Incomplete - Payment {Insufficient Funds)
Incomplete - Project Location (Missing)
Ir plete - SEPA Compli (Missing)
Incomplete - SEPA Exemption (Missing)
Incomplete - Attachment (Size)
Incomplete - Fish Habitat Exemption (Missing)
Mo HPA Required - Qutside of jurisdiction
No HPA Required - Authorized under pamphlet
Mo HPA Required - Follow rules
No HPA Required - Already Issued
Letter History After-the-Fact
————————————— Huold - Applicant Requested
Hold - Unable to arrange Site Visit
~ Haold - Site Physically Inaccessible (Weather)
@ No items found. P| Hold - Site Physically Inaccessible (Other)
Refund - Before 7/10/2012
Refund - No Fee for Modification
Refund - Overpaid
Refund - Before 7/10/2012
Refund - Other
General - Define Reason
Withdraw - Resubmit
Denial - General
Denial - Fish Habitat Streamlined
Invoice - Emergency Submission
Revoke - Permit Modification

enfolech
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Letter Body

Boiler Plate Template(s):  Incomplete - Project Location (Missing)

=

Important project location information is missing. Provide all of the following information if
missing for Project Site Location: county, section/range/township, latitude/flongitude,

waterbody |

Step 7d: Click on View Draft button to generate and preview draft letter. If letter and letter content is satisfactory,

click on Approve button to approve letter for issuance.

Letter Hizstory

1 -1 of 1 itemn{s
View/ Edit Created Created
“t -

- 1
stclt:tgﬂrlr incompiete (800} superfdmin | 07272013

Step 7e: Admin Biologist issues generated letter to the user by clicking on Send Notification button, selecting
applicant via checkbox, selecting desired letter via Letter Attachment drop-down, defining email Content, and

clicking on Send button to send the email.

enfoTech Page 27 of 127



&

FISH i WILDLIFE APPS — End User Training Guide

Send a Motification

To List1:
[+]Applicant < john_fischer@enfoTech.com >

Add Email(s) to To List [please use ;" to seperate emails):

Cc List: Djuhn_ﬁscher@enfo‘nech.cnm

Bec List: D Jehn_fischer@enfotech.com

Total Attachment File Size for all attachments selected, if any, must be less than 15MBE for email notifications.
If Total Attachment File Size exceeds 15MB, then send attachments in multiple emails, as necessary, to meet the Total File Size limitation, or request
that the recipient download the documents from APPS.

Letter Attachment: Submitted - Some Components Missing - Missing Payments (800) - 12!14?2016

Permit:

Attachments:

U U
Hydrangeas.|pg(581KB) Penguins.jpg(T59KE)
* Subject:

Application |D:573, Project Name = Bank Protection Project

* Content:

Dear applicant, [§|

Please review attached letter on why your application is insufficient.
Thank you.
Sincerely,

John Fischer

s Htmil Format:

Sona | coco

3.2.1 Alternative Method to Search for applications

User may also alternatively search for applications by following steps below:

First, complete steps 1-3 in 3.1.1: Alternative Method to Search for applications

Step 4: Within the Submission Info Page, click the Work Activities tab.
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Submission Info | Work Activites | Correspondence | Enforcement | Post Permit Requirements | Appeals | Issued Letters/Permits | Email History
Status:| (ALL)  [v] Assigned To: ~ =

‘Work Activity List

1-4 of 4 item(s)
Admin Review Joe Smith, Eva Barber, Kristin Grewell, Angella Ward, Lynette Wickett, Jeffrey Kamps, Jodi Hoye, Monique Micholas, Jennifer Greenfield = Completed 07/26/2013 | 07/24/2013 Review |
@ | Technical Review for Completeness  Joe Smith, Eva Barber, Jeffrey Kamps Scheduled 08/07/2013 - Review |
@ Generate Draft HPA Permit Undecided NfA - - Field Biologist Work Flow
@  Finalize and Issue HPA Undecided NiA 5 = Permit Issuance |

Step 5: Click the Edit icon within each work task to perform additional actions or simply mark it as complete. In
this case, we are dealing with the “Technical Review for Completeness” work task.

Individual Habitat Biologists are assigned to an application during the Admin Review task by the HPA Processing
Staff. Prior to this assignment, no Habitat Biologist users will be able to assign or re-assign applications. Once a
Habitat Biologist is selected, they will have the ability to re-assign applications to other Habitat Biologists if
needed.

3.3 Field Biologist Review

Once an application has been accepted technically, a Field Biologist is responsible for associating provisions and
issuing an HPA. The method to access and review tasks can all be managed via My Tasks — Application Reviewing
web part (lists all tasks assigned to the user sorted by ones due earliest first) in user dashboard. By selecting a
pending (or overdue) task in the My Tasks — Application Reviewing web part, system navigates user to the task
directly for review.

[™] My Tasks - uppiication Rswiswing

Technical Review Dus 0n: 04/29/2013
Apr. 29 116 - Tanisnd Hytrmlic Froject
{Dus} 1111 Wastingion S 52 (First Lest, sumited on DS/0472013)

Admin Review Dus On: 06/06/2013
dun g 35 - Fiah Hanitel Ssncement

[DUSh 1111 Westington Strmet (First Lant, zuitmited on DS/4/2003)
Admin Review Dues On- 06/06/2013
JNE 05 - Semch Fraspmctig
[Due} {First Last, zaitmited on 05/04/2013)

Admin Review Dus On: 06/18/2013
JUNTE 131 Sanderd dpdemi Projmt
{Dus} 1111 Westington St SE (Firat Lest, zubmit=d an 05/14/2013)

Admin Review Dus On: 06/18/2013
JURTE §3) - SQerderd Hydrmic Project
{Dusp 1111 Wasfington St SE (First Last, submited an 06/14/2013)

Admin Review Dus On: 06/19/2013
JURTS 13 - Bmmch Srompecting

{Dus} {First Lamt, zuibmitmd on 05/17/2013)

Admin Review Dus On: 06/20/2013
Jun. 20 147 - Beach Prospecting
[Due} {30SEPH DU FOUR, mubmit=d on 06/18/2013)

User may also alternatively search for applications by following steps below:

First, complete steps 1-3 in 3.1.1: Alternative Method to Search for applications
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Step 4: Within the Submission Info Page, click the Work Activities tab.

Submission Info | Work Activites | Correspondence | Enforcement | Post Permit Requirements | Appeals | Issued Letters/Permits | Email History
status:| (ALL) Assigned To: =

‘Work Activity List

1-4 of 4 item(s)
Admin Review Joe Smith, Eva Barber, Kristin Grewell, Angella Ward, Lynette Wickett, Jeffrey Kamps, Jodi Hoye, Monique Micholas, Jennifer Greenfield = Completed 07/26/2013 | 07/24/2013 Review |
& | Technical Review for Completeness  Joe Smith, Eva Barber, Jeffrey Kamps Scheduled 08/07/2013 - Review |
@ Generate Draft HPA Permit Undecided NfA - - Field Biologist Work Flow
@  Finalize and Issue HPA Undecided NiA = = Permit Issuance |

Step 5: Click on Edit icon to access and manage task associated to you. For further details on actions that need to
be executed within each task, refer to subsequent sections of this document.

3.3.1 Notify Local Government Task

When accessed, the task provides field biologist the capability to send an email notification to local government
notifying for Fish Habitat Enhancement projects only. To complete the task, follow guidelines highlighted below.

Step 1: Click on Send Notification link.

Step 2: Specify email address in TO section (multiple email addresses may be added by entering “;” after each
email address), define email Content, and click on Send button to send the email notification.

Send a Notification

To List:

[F]Applicant = roger_yang@enfotech.com =

Add Email[s} to To List [please use "}’ to seperate emails}:
local_government@local.gov

Ce List:
Bee List:

* Subject:
Matification of Fish Habitat Enhancement Application Receipt (Application

* Content:

Dear Official, 'S |E|

a Fish Habitat Enhancement project.

Please review the application on APPS's public viewer site by following
instructions below:

2) Click on hyperlink that says "Review all Applications and Permits” -
3) Search for Application ID = 800

[Clis Himl Format:

Step 3: Select Complete status from Status drop-down.
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Wark Activity Info Submissicn Info

Basic Information

Activitv. HWotify Locgl Gowverment  Due Date: 07M1M14/2012 Assigned To:

* Task Status: | Completed Izl Task Complete Date: | /272013

Send Notification

Step 4: Click on Save button.

Submission Review

Submission Status:

Rewiew Comment:

3]

Confirm Status Update

3.3.2 Pre-Permit Inspection

Once APPS generates tasks assigned to field biologist(s), a field biologist is responsible for conducting Pre-Permit
inspections and entering all corresponding results in APPS. When Pre-Permit task is scheduled, corresponding Pre-
Permit inspection is also auto-updated to “Request Ready” status. In order to complete the inspection using iPad
Mobile App, biologist must schedule an inspection first.

When an inspection has been completed in iPad, Agency Users can upload all inspection results to APPS from
mobile device’s home screen by clicking on “Sync” button. Mobile App will only synchronize data between APPS
when the mobile device is actively connected to the internet. Any inspections completed and updated during
onsite inspection are removed from mobile app immediately, thereby leaving only the incomplete inspections.

Refer to details below on managing a Pre-Permit inspection record.

Step 1: Click on Submission Info tab.

Step 2: Click on Inspection tab.
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Form Documents

1-2of 2 items)

Add New Inzpections

P=yment Inspection

I T S N N
] s82- o]

é = First Last = . o

= —— roper COrder:

— 1§} 1111 Washington St SE, Ohyrpis, WA 98501-2283 &) Prope ) Not ready to request

Compliance | Inspection Date: -

. s ﬂ
[=] 681 : First Last = . it

= - Pre- roper Order: Request Read

@ = pomi i 1111 Washington St SE, Olympia, WA S8501-2283 4 = &

s— =rm ] Inspection Date: -

Step 3: Click on Go To button for Pre-Permit inspection record, which should be in Request Ready status.

. —

2 |

681 -
Pre-
Permit

: First Last
1] 1111 Washington St SE, Olympia, WA 58501-2283

-

-;E

Proper Order: 1 Request Ready

:’ Inspection Date: -

Step 4: Click on Request Inspection Appointment button.

Decision

* Inspection Status

-

R I ead

18]
]

Comments

un
B
l.il

Request Inspection Appointment

Step 5: In the pop-up page, select a pre-defined time slot by selecting desired Inspection Date, then inspection
Time Slot, and click on Make Schedule button to schedule the inspection record. Upon doing so, system auto-
updates inspection to “Scheduled” status and for date, time, and inspector specified for selected time slot.

enfolech
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Reguest Inspection Appointment

Plezze select the time slot for your inspection and submit request.
STEP1: Click “green box” _ from left czlendar to select available time slot
STEPZ: Ciick “Select” button {g]] on the right grid to select the time slot.

STEPZ: Click “Make Schedule” button [l iFTERTS T IS ) under the right grid to confirm the request.

Time Slots Calendar Time Slots of date: Tuesday, July 30, 2013

Hew Time Slot
Sun Mon Tue Wed Thu Fri  Sat 1-2of 2 itern{s)
- e e

7 g s 1w |11 |1z |13 g] 10:00 AM »~ 12:00 PM | 26 hrs Cozstal Stetewide  On-site superddmin

E 2:00 PM ~ 4:00 PM 2hrs Coastal,Statewide  On-site 1 superAdmin

14 |15 |16 |17 |18 |19 |20 -
Select Time Slot

2 |2 [3 (4 |= [ [z Selectzd Time: 7/30/2013 2:00 PM ~ 4:00 PM Click on "Make

Schedule" button

* P Seléct Daté

. . # of available inspection time
slots

: Holiday

Step 5a: If none of the available time slots can be used for the inspection record, or if none are available on
desired date, then click on New Time Slot button.

Request Inspection Appointment

Plezse select the time slot for your inspection a2nd submit request.
STEPL: Ciick “green box” (il from left calendar to select available time slot.
STEPZ: Click “Select” button [g]] on the right grid to select the time slot.

STEP3: Click “Make Schedule” button {5 F RS PN M S8 ) under the right grid to confirm the request.

Time Slots Calendar Time Slots of date: Tuesday, July 30, 2013

Sun Mon Tue Wed Thu Fri  Sat 1 -2 of 2 item|s)

SRR R F T T p—

Step 5b: Specify inspection date in Date Range, inspection time in Time Range, and inspector in Assign To drop-
down. Once all details have been specified, click on Save button.
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Time Slots Calendar Time Slots of date: Tuesday, July 30, 2013

Sun Mon Tue Wed Thu Fri  Sat ® Date Range: | (7/23/2013 ~ 072312013
1 |2 |z (4 |5 i

*Time Range: | 11:00 AM [=] ~| 01:00 PM [=]
7 B 9 10 |11 (12 |13

14 (15 |16 (17 |18 |15 |20 “Assionfe: | Smith, Joe =]
3 ¥ ) Zh

n (2 |3 |m |x [ |7 m

Step 5c: To change assigned inspector after an inspection has been scheduled, select an inspector record from
Assign To drop-down and click on Save button.

Basic Information

Inspector:Joe Smith, Start Date: 7/28/2013 11:00:00 AM, End Date: 7/29/2013 1:00:00 PM | Change Inspection Date

® Inspection Name:

Pre-Permit Inspection

® Inspection Type: Assign To:
Pre-Permit Smith, Joe [=]

Notes:

Step 5d: To update inspection date and/or time after an inspection has been scheduled, click on Change
Inspection Date button, specify inspection date in Date Range, inspection time in Time Range drop-downs, and
click on Save button.
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Inspection Date Setting

Reset inspection start and end date time.

* Date Range: | 07/28/2013 |~ 07/29/2013

*Time Range:  07:00 AM [=] ~| 08:00 AM [=]

Lsee K23

Note: All subsequent steps are conducted in iPad Mobile Application assuming that user has already installed
GovOnline for iPad application.

Step 6: Enter your APPS Username and Password to login to the mobile application. In the login page, enter client
code as provided by enfoTech.

GovOnline

1 GovONLINE

User Name: superadmin;

Client Code: I 8989-1234 I

‘ Login ‘

Tech

&CONSULTING INC.

Step 7: Click on Menu option and select to download inspections for Last 4 and next 2 Weeks. This downloads all
inspections that have not been completed in the last four (4) weeks and coming two (2) weeks. User may also
select to download inspections from a variety of other options available in the Menu panel.
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Menu superadmin's Last 4 and next 2 Weeks @ W
Eownicasiinspect uis | Project Address: 1111 Washington St SE, Olympia, WA 98502  Inspection Type: Compliance
Project Type: BankProtection, Project Name: fds
(=] Today ' © OwnerName:  JOSEPH DU FOUR Inspection Date:  07/19/2013 8:00 A
Permit No.: Inspection Status: Scheduled
@ This Week | Application ID: 419 Inspection ID: 309
| Project Address: 1111 Washington St SE, Olympia, WA 98502  Inspection Type: Compliance
@ Next Week | Project Type: BargeLanding, Project Name: test
| Owner Name: JOSEPH DU FOUR Inspection Date: ~ 07/19/2013 8:00 A
E Permit No.: Inspection Status: Scheduled
Last Week Application ID: 421 Inspection ID: 311
B Last 4 and next 2 Weeks Project Address: 1026 W Broadway Ave, Spokane, WA 99260-0050  Inspection Type: Pre-Permit
Project Type: BankProtection, Project Name:  Latah Creek Bank Barb)
= Z Owner Name: Robert Bruggerman Inspection Date: ~ 07/18/2013 8:00 A
View Inspections Permit No.: 2013-1-5+01 Inspection Status: Scheduled
4 Application ID: 705 Inspection ID: 481

List View

Project Address: 1111 Washington St SE, Olympia, WA 98502  Inspection Type: Compliance
E | Project Type: BankProtection, Project Name: tste
9 Map View | OwnerName:  JOSEPH DU FOUR Inspection Date: ~ 07/17/2013 8:00 A

Permit No.: Inspection Status: Scheduled
Application ID: 417 Inspection ID: 305

Project Address: 1111 Washington St SE, Olympia, WA 98502  Inspection Type: Pre-Permit
Logout | Project Type: BankProtection, Project Name: tests
i . Mamnar Nlama: ANSEPH NLEENLIR Incnantinn Nata: N7M17/2012 ]:nN Al

Step 8: Once all inspections have been downloaded, click on a Pre-Permit inspection record.

Step 9: Click on Complete or Incomplete buttons to indicate whether the inspection was completed or not.

- @ 0 A +
Inspection Summary \

Project Address: 1026 W Broadway Ave, Spokane, WA 99260-0050

Inspection Type:  Pre-Permit Spo
Project Type: BankProtection,

Project Name: Latah Creek Bank Barb Stabilization z ? W Mallo

& -
Owner Name: Robert Bruggerman % ?
Permit No.: 2013-1-5+01 2 5
Inspection Date: ~ 07/18/2013 8:00 AM  Application ID: 705 % =3
Inspection Status: Scheduled Inspection ID: 481 = 2 )
, Looa 2
V\Complete x Incomplete Undo

Inspection Results

structure 2

Step 10: Click on Yellow Bubble at top of application, enter comments, and click on Save button to record general
inspection comments.
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éuperadmin's Today Inspections

Inspection Summary |

A+

Write Comment
Project Address: 1368 How
Inspection Type:  Pre-Permif
Project Type: Gravell

(Comment is heref

Project Name: test
Owner Name: Test Acco
Permit No.:
Inspection Date: ~ 05/23/2013 %
Inspection Status: Scheduled %z,
e
. Co,
v Pass

51

Step 13: Capture an image as desired; click on Retake button to retake an image. Once satisfied with an image,
click on Use button to save the image record.

Step 14: Click on Paperclip icon to review application form and attachments submitted as part of application
submission process (i.e. attachments with Document Class indicator of Original) as well as three most recent
permits issued towards the submission.

“superadmin's Today Inspections

" Inspection Summary

View Attachment(s)

Project Address: 1368 How Lane, North Brunsi

Inspection Type:  Pre-Permit apps_logo_2 FINAL.png

Project Type: GravelExtraction,
Project Name: test

Owner Name: Test Account
Permit No.:

Inspection Date: ~ 05/23/2013
I tion Status: Scheduled

P
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Step 15: Click on Arrow icon while you have connection to the internet to have system calculate directions for you.
Please note that this functionality is only available while user is connected to the internet.

View Routing

!’/’ Open in the Google Maps app ,‘}‘ Get the app
) JEN

¥ | Directions M o

47.062077,-122.762310
t

47.037347,-122.897324

Add Destination - Show options
& R & &
I-58 7.6 mi, 12 mins
I-5 S and Boulevard Rd SE 9.4 mi, 20 mins

A Oninaalt Ne NE

Step 16a: Click on Plus icon at top right of the application to add an inspection result form. When prompted, enter
Inspection (Form) Result Name and click on Create button.

— o= . ) (0 |+

gy

Download Inspections

Inspection Summary Cancel Create New Result Create

2] Today Project Address: 1368 How Ln, Nor
[™ This Week

Inspection Result Name:
Inspection Type: 2

I Project Type: WaterCrossingStr
m Next Week Project Name: test
m Last Week Owner Name: Test Account o1 o
Permit No.: °‘v(
: : Inspection Date: ~ 05/16/2013 %
Vi | ti
e Inspection Status: Scheduled ' 5
| Legal VA
List View o
} V Pass x Fail

Step 16b: Click on newly generated form in Inspection Result section at bottom of inspection record. In the pop-
up, record Inspection Results and click on Save button to save the inspection record.

structure 1

structure 2

enfoTech Page 38 of 127



FISH wa WLDLIFE APPS — End User Training Guide

Inspection Result

Inspection Pre-Permit Form

1368 How Ln, North Brunswick --

Barbs/Groins:

Bankful Width:
Select Value

Wetted Width:
Cascade

Gradient:
Colluvial

Channel Morphology Class:  Dune Ripple g

Dune Ripple
Confinement: Confined

Forced Pool Ripple

Culvert Number: [1
Plane Bed

Shape: Other

Material: Corrugated Aluminum

Length(ft):

Span(ft):

Rise(ft):

Step 17: Click on Back button at top left of the application to return to inspection list for completing another
desired inspection.

\

éuperadmin's Last 4 and next 2 Weeks

Step 18: Once all desired inspections have been completed, click on Sync button at top right of Inspection List
page.
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Menu superadmin's Last 4 and next 2 Weeks @W

Download Inspections

Project Address: 1111 Washington St SE, Olympia, WA 98502  Inspection Type: Compliance

| Project Type: BankProtection, Project Name: fds
=] Today ' ® GunerName:  JOSEPH DU FOUR Inspection Date:  07/19/2013 8:00 A
{ Permit No.: Inspection Status: Scheduled
E This Week . Application ID: 419 Inspection ID: 309
| Project Address: 1111 Washington St SE, Olympia, WA 98502  Inspection Type: Compliance
%] Next Week | _ Project Type:  BargeLanding, Project Name:  test
| e Owner Name: JOSEPH DU FOUR Inspection Date: ~ 07/19/2013 8:00 A
E | Permit No.: Inspection Status: Scheduled
Last Week . Application ID: 421 Inspection ID: 311
m Last 4 and next 2 Weeks | Project Address: 1026 W Broadway Ave, Spokane, WA 99260-0050  Inspection Type: Pre-Permit
| Project Type: BankProtection, Project Name:  Latah Creek Bank Barb
: ? | @ Owner Name: Robert Bruggerman Inspection Date: ~ 07/18/2013 8:00 A
View Inspections Permit No.: 2013-1-5+01 Inspection Status: Scheduled
' Application ID: 705 Inspection ID: 481
List View ) . . . "
| Project Address: 1111 Washington St SE, Olympia, WA 98502  Inspection Type: Compliance
E | Project Type: BankProtection, Project Name: tste
Q@  Map View | @ Guner Name: JOSEPH DU FOUR Inspection Date: ~ 07/17/2013 8:00 A
; - Permit No.: Inspection Status: Scheduled
. Application ID: 417 Inspection ID: 305

Project Address: 1111 Washington St SE, Olympia, WA 98502  Inspection Type: Pre-Permit
| Project Type: BankProtection, Project Name: tests
i . Mamnar Nlama: ANSEPH NLEENLIR Incnantinn Nata: N7M17/2012 ]:nN Al

Logout

3.3.2.1 Recording Onsite Inspections Results in APPS

To record inspection results and complete an inspection in APPS, rather than via iPad Mobile App, refer to steps
highlighted below.

Step 1: Click on Submission Info tab.

Step 2: Click on Inspection tab.

= = ter
B8 &

Form Drocuments P=yment Inspection Prowision

1-2of 2 items)

S e T S S
] ss82-

e - °
£ First Last —t
b % e &) Proper Order: 2 Mct ready to request
=] (4] 1111 Washington St SE, Olympia, WA 98501-2263 _
Compliznce __’ Inspection Date: -
. -
— 581 - ™ First Last — ;
o Pre- s Proper Order: 1 R=guest R=ad
@ 2 poomit L4 1111 Washington St SE, Olympia, WA 58501-2283 E s Y
— 7T ] Inspection Date: -

Add New Inzpections

Step 3: Click on Go To button for Pre-Permit inspection record, which should be in Scheduled status.
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1-2of2 item(s)

e T S N )
- 632 2

First Last
= E 2‘ #) Preper Ordar: 2 Mot ready to request
14} 1111 Washington St SE, Olympia, WA 38501-2283 )
Compliznes ﬂ Inspection Dats: -
Joe Smith

5 — 681 - a First Last \2' o et N

[ P roper r: Sl

@ & = 14} 1111 Washington St SE, Olympia, WA 38501-2283 4 .

Permit (] Inspection Date: 07/{23/2013

Add New Inzpections

Step 4: In Summary and Decision page, update inspection status via Inspection Status drop-down, enter
Comments, and click on Save button.

Summary and Decision Inspection Results Supporting Document

Decizion

* |nspection Status
Completed |E|

Comments

Inspection Completed| @

E _ _

Step 5: Click on Inspection Results tab.

Step 6: Click on + icon to create a new inspection result form. When prompted, enter Inspection Type Detail Name
in pop-up page and click on Save button.

New Inspection Result

Inzpection Type Detail
Pre-Permit |Z|

Ingpection Type Detail Mame:
Structure 1

Step 7: Enter all inspection-related details in the newly generated inspection form and click on Save button.

enfoTech Page 41 of 127



P bt APPS — End User Training Guide

Summary and Dedsion In=zpaction Re=ults Supparting Document

Inspection Result Name [+ Inspection Detail T Wiew Pre-Permit Result
A 1111 Washington 5t SE, Olympia - ¥
Inspection Pre-permit Form
* Bankful Widh [TEj: * Wattad Width () * Sfraam Gradlent [%):
122 121 12

W Channel Morphology Class:  # Confinement:
Farced Pool Riffie[v] Confined

Step 8: Click on Supporting Documents tab.
Step 9: Click on Choose File button to Browse and Save a document for uploading to the inspection record.

Step 10: Click on Upload button to upload the file as part of inspection result.

Upload File

Upload File

* Document Class
® Original O Redacted
# Zanalihve Information

Cves O Mo O TBD ® MA

[# Flla:
|

Fllg Daacripflon:

3.3.2.2 Manually Generate Inspection Records

APPS provides the capability to generate on-site inspection records automatically or manually by an agency user.
Following instructions provide step-by-step instructions on generating an inspection record manually. Once
generated, user may follow guidelines provided in sections above to schedule and complete an inspection.

Step 1: Click on Submission Info tab from an application.

Step 2: Click on Inspection tab.
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_ == — [y
= . ot I: I 3
— e (O] ey

Form Drocuments P=yment Inspection Prowision

1-2of 2 items)

S O e I S S N

‘= | &sz2- -
é £} First Last = . -

x o roper Order:
— 1§} 1111 Washington St SE, Ohyrpis, WA 98501-2283 &) Prope ) Not ready to request

Compliance | Inspection Date: -

ik |
[=] 581 - : First Last = . it

Lol Pre- roper Order: Request Read

@ = pomi i 1111 Washington St SE, Olympia, WA S8501-2283 4 = &

s— =rm ] Inspection Date: -

Add New Inzpections

Step 3: Click on Add New Inspections button.

Step 4: Select a Pre-Permit inspection record via checkbox option and click on OK button to generate the
inspection.

Search Inspection

Category: On-site [ Type: (All) Il searcn |

Pre-Permit 1 Cn-site

1-2 of 2 itern|s)

| D Compliance 2 On-site

o] [ciose

3.3.2.3  Generating Inspection Time Slots

In order to be able to schedule an inspection, an inspector needs to add available inspection dates and times via
Schedule Time Slot option in Inspection module. This is to pre-define a list of time frames available for onsite
inspection for a given WDFW inspector.

Step 1: Click on Inspection module.
Step 2: Click on Schedule Time Slots sub-module link.

Step 3: Click on + icon to begin the process of creating new time slot(s).
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My Dashboard Application I Inspection |Rep0rt Wark Task eSenice System Setting My Account

T L 4| Inspection > Inspection Management > Schedule Time Slot

I ]Managelnspedion
Manage available
inspections Category: On—siteE Inspector: [A||} |Z| Status: Ayaliable |Z|

@ Inspector Assignment
Assign insp to inspectors Time Slots Calendar Time Slots of date: Wednesday, July 31, 2013

(:_ Schedule Time Slot
= Create availabe timeslots

Create and manage time slots of inspectoions.

Sun Mon Tue Wed Thu Fri Sat i\ Mo time slots found for selected date and criteria. Please try again.
30 1 (2 (3 |4 [5 |6

7 (8 (2 (10 |11 (12 |13
14 |15 |16 |17 (18 (19 |30

A (22 (33 |24 (25 |26 |27

28 |29 |30 |31 |1 2 3

[l : # of available inspection time slots

: Holiday

Step 4: Specify Inspector, Inspection Start Date, Inspection End Date, Inspection Start Time, Inspection End Time,
and whether the time slots should be created over the weekend or not.

Step 5: Click on Create Time Slot button to generate time slots based on criteria defined on page.
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Create Time Slots for Inspection

Create single or multiple time slots of inspection for clients to request.

Category and Inspectors

® Category: On—siteE Estimate: 0 hour(s)

* For Inspector{s):] McKee. Jason El Total 79 inspector(s)

=/ [ po not asseciate time slots with ingpectors during creation.

Time Slots Setting

* Date Range: | 7/29/2013 - 08/16/2013

* Time Range: | 10:00 AM [=] ~ 12:00 PM[=] 2hour(s)

* Number of Slots of Each Day: | 1

\ / Create time slots on weekend.

ui
Ny

Create Time Slot(s) m

3.3.3 Technical Review Task

In addition to reviewing an application for basic information and project site location (viewable in application form
or generated inspection records), a field biologist is to associate appropriate project types and sub-types to

particular submissions. The task allows a Field Biologist to track and maintain project classification and project site
location details.

For details on how to complete the Technical Review task, refer to steps below.

Step 1: Complete Project Classification section of the task by defining project type, sub project type, and any
subsequent fields required of the project type.
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Project Classification

* Project Type:
|Bank Protection v

® Sub Project Type:
Hard v

* Environment

* Action

Length in ft {for new, replace and remove actions):

250

Step 2: Define project type details pertaining to construction site within the Task Detail section of Technical

Review task. Data fields that can be captured in this section is a direct derivative of project type specified in the
application form.

Task Dketail
* Bankiul Width: # Watbed Width: ® Gradiamt:
13 12 12

¥ Channel Morphology Clasa: ™ Confinemant:

Cascade Confined
Save And Mext

o

LA
w
=
m

Step 3: Select Complete status from Status drop-down.

Waork Adtivity Info Submissicn Info

Basic Information

Aotivite, Notifv Local Goverment e Date: 071472013 Assigned To:

*Task Status: | Completed [+ | Task Complete Date:| 7/27/2013

Step 4: Click on Save button.

enfoTech Page 46 of 127



FISH ot WILDLIFE

APPS — End User Training Guide

Submission Review

Submission Status:

Rewiew Comment:

[

Confirm 3tatus Update

3.3.4 Generate Draft HPA Permit Task

A field biologist can view a draft HPA permit by associating necessary provisions to the project. This can be
accomplished within this task or within Provisions page ( “Submission Info” tab). A field biologist may associate
provisions to the project in one of three methods highlighted in table below.

Feature

Functionality / Steps

Add New

Allows biologist to manually define provisions (e.g. paste provision text from Word)

Associate New

Allows biologist to import provision sets based on boiler plate templates defined in APPS

This is a new tab in task page; user must click on the tab to access boiler plate templates for
provisions.

System displays boiler plate templates in the pop-up page; user may filter provisions based on
Provision Group drop-down at top of the page.

User can select multiple provisions to associate to an HPA application; by clicking on “Continue”
button, system will associate all provisions to the permit record.

When associating provisions, system defines sequence number in increments of 10 based on
primary key of Provision Detail table.

Import Provision Set

Allows biologist to import provision set from another permit

Biologists can click on this button in Associated Provisions tab. Once clicked, system provides user
with search parameters to search for HPA applications.

HPA permit search results are displayed in a grid view format. User can select only one of the HPA
applications to import provisions; or biologist may refine search criteria by redefining it by clicking
on the “Back” button.

Once appropriate permit is selected, user clicks on Import Provisions button to import all
provisions.
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For detailed instructions on how to generate and manage provisions, follow instructions below.

Step 1: Click on Provision under Submission Info in a current application

Work Activity Info Submission Info

Form Documents Payment Inspection Provision

Associated Provisions

1 -5 of 5 ite

inside diameters that should be 5 inches or less, but shall be no greater than 5-1/4 inches to account for manufactu...

occur only between [ADD TEXT HERE] and [ADD TEXT HERE] of calendar years [ADD TEXT HERE] and [ADD TEXT HERE]. b. See Provision 25.

TEXT HERE]), except as modified by this Hydraulic Project Approval (HPA).

for work, and the control number for this HPA.

k4
[V VR S Y

listed below or WDPW's Region 6 office at 360-753-2600.

(s
E

1. TIMING LIMITATIONS: This project may begin [ADD TEXT HERE] and shall be completed by [ADD TEXT HERE]. 2. PROJECT LOCATION: Project activities shall be limited to the
Seashore Conservation Areas managed by Washington State Parks and Recreation Commission between Cape Disappointment and Leadbetter Point; between Toke Point and the

x m South jetty on Point Chehalis; and between Damon Point and the southern border of the Quinault Indian Reservation and occupying the area between the line of ordinary high tide
and the line of extreme low tide. 3. You may use only handheld mineral prospecting tools and the following mineral prospecting equipment: a) Pans; b) Spiral wheels; c) Sluices,
concentrators, rocker boxes, and high-bankers with riffle areas totaling 10 square feet or less, induding ganged equipment; d) Suction dredges that have suction intake nozzles with

TIMING LIMITATIONS: The project may begin [ADD TEXT HERE], and shall be completed by [ADD TEXT HERE]; Provided: a. Work below the ordinary high water line (OHWL) shall 20
APPROVED PLANS: Work shall conform to plans and specifications received by the Washington Department of Fish and Wildlife (WDFW) on the Forest Practice Application (FP [ADD 30

NOTIFICATION REQUIREMENT: The Area Habitat Biologist (AHB) listed below shall receive written notification (FAX or mail) from the person to whom this HPA is issued (permittee)
or the agent/contractor no less than three working days prior to the start of construction activities. The notification shall incdude the permittee’s name, project location, starting date 40

MNOTIFICATION REQUIREMENT: If at any time, as a result of project activities, fish are observed in distress, a fish kill occurs, or water quality problems develop (including equipment
leaks or spills), immediate netification shall be made to the hi Military Dep 's Emergency Division at 1-800-258-5990, and to the Area Habitat Biologist 50

Select Provisions [ Add New Import from Existing Submission Preview Draft HPA

Step 2: Select a Provision Group from the drop-down at top of the pop-up page.
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Step 3: Select provisions via checkbox options to associate to the project for one group at a time. Once all desired
provisions are selected, click on Associate Provisions button.

Associate Provision
Frovision:

FRESHWATER TECHMICAL - DRILLING |z|
1 - 10 of 10 itemn|(s)
S ™ —

.
FRESHWATER Drilling equipment shall be viell-maintsined and in good repsir to prevent the loss of
D 1858 | TECHNICAL - lubricants, greass, and any other deleterious materizls from entering the stream
DRILLING s gresss ¥ ciher deists = EntEring e '
FRESHWATER
I:l 1855 TECHNICAL - Crrill spoils and cutting brought up to the barge shall not be released to the stream,
DRILLING
1,
=50 FRESHWATER Crrill cuttings shzll be deposited in 2 location where they will not re-enter the stream sither
I:l TECHNICAL - directhy or due to erosion
DRILLING - T '
FRESHWATER
D 18581 TECHNICAL - The drill string shall operate within a temporary pipe casing.
DRILLING
n
PRESHWATER &ll containers storing fusl or other deleterious substances on the barge shall be secured
1822 TECHNICAL - phybisiey e o orovent il ele
DRILLING uring drilling operations to prevent incidental spills,
FRESHWATER Borings may occur 2t [ADD TEXT HERE] locations using an air-rotary driling system to a
1853 TECHNICAL - maximum depth of [ADD TEXT HERE] feet and diameter of approximatehy [ADD TEXT
DRILLING HERE] inches.
',
. FRESHWATER Extreme care shall be exercised to minimize the loss of fine sediment into the stream during
I:‘ TECHNICAL - drilling and soil sampling effarts,
DRILLING 9 pling snors.
GHESHIRER & non-petroleum arganic drilling lubricant shall be used during this project to protect
1865 TECHMICAL - gl e 131
DRILLING wiater quality and fish rescurces,
FRESHWATER
D 1866 | TECHNICAL - & single test boring may be made from equipment stationed on [ADD TEXT HERE].
DRILLING
FRESHWATER = = .
]| 1827 TECHMICAL - ‘S.lt'nfasbewater from the drilling process shall not be allowed to directly enter or leach into the
DRILLING resm

enfolech

Page 49 of 127



APPS — End User Training Guide

Step 4: Click on Add New button to create a provision that is not listed in provision gallery

Step 5: Define provision text, provision sequence number (order in which provision will be listed in the permit)

and click on Save button.

Add/Edit Submission Provision Detail

Description

immediate naotification shall be made to the Washington Military Department's Emergency

Region 6 office at 360-753-2600.

MOTIFICATION REQUIREMENT: If at any time, as a result of project activities, fish are observedin
distress, a fish kill occurs, or water quality problems develop (including equipment leaks or spills),

Management Division at 1-800-258-5990, and to the Area Habitat Biologist listed below or WDFW's

&)

Seq o

Step 6: Click on Import from Existing Submission button.

Step 7: In the pop-up window, enter desired criteria for importing provisions from an existing permit and click on
Search button. Continue to refine your search if no results are displayed until desired result is listed

Step 8: Click on Edit button to view provisions associated with the selected application record.

Import from Existing Submission

Search Submission

Application 1D: Applicant First Hame

jose

Applicant Last Name

Permit Number:

2013-5-40+01

Permit Effective Date Start Permit Effective Date End

Permit Expiration Date Start Permit Expiration Date End

Search Submission Result
1 -1 of 1 item|s)

Standard Hydraulic
Project

JOSEPH DU FOUR

Srasssios -

2013~
4()+01

Step 9: Select desired provisions via checkbox option and click on Associate button.
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Associate Provizion From Submizsion

1-Tof T itemi(s)

Associate | Description E

TIMING LIMITATIONS: This project may begin [ADD TEXT HERE] and shall be completed by [ADD TEXT
HERE]. 2. PROJECT LOCATION: Project activities shall be limited to the Seashore Conssrvastion Arszs managed
by Washington State Parks and Recrestion Commission between Cape Diszppointment and Leadbetter Point:
betvr==n Toke Point and the South jetty on Point Chehalis; and betwe=n Damen Paint and the southern border
of the Quinault Indizn Reservation and cccupying the arsa between the line of ardinary high tide and the line of

sxtreme low tide. 3. You may use only handheld mineral prospecting teclk and the following mineral prospecting
equipment: a) Pans; b} Spiral whesk; c) Sluices, concentrators, rocker boxes, and high-bankers with riffle areas
totzling 10 squars fzet or less, including ganged =quipment; d) Suction dredges that have suction intzke nozzles
with inside diameters that should be § inches or less, but shall be no grester than 5-1/4 inches to scoount for
manufacturing...

10

EQUIPMENT AND WORKSITE LIMITATIONS 15

TIMING LIMITATIONS: The project may begin [ADD TEXT HERE], and shall be completed by [ADD TEXT
HERE]: Provided: a, Wark below the ardinary high water line (OHWL) shall occur anly betwesn [ADD TEXT 20
HERE] and [ADD TEXT HERE] of calendar years [ADD TEXT HERE] and [ADD TEXT HERE], b, Sz= Provision 25,

NOTIFICATION REQUIREMENT: If at any time, as 3 result of project activities, fish are observed in distress, 2
fish kill cocurs, or water quality problems develop (including equipment leaks or spills), immedizte notification

shall be made to the Washington Miltary Department’s Emergency Management Division at 1-800-258-5530, and =
to the Area Habitst Biclogist listed belowr or WDFW's Region & office at 360-753-2800.

MARINE HABITAT FEATURES 35
Culvert removal or installstion shall be conducted in the dry or in solation from stream flows by the installstion of

a bypass to divert the stream flow around the work area, or by pumping the water around the work area. 40

Bypassing the stream flow around the work area is the preferred method. Pumping may be used if bypassing the
stream is not 2 viable option.

Ercsion control methods shall be used to prevent sitt-laden water from entering the stream. These may includs,
but are not limited to, straw bales, filtter fabric, temporary sediment ponds, check dams of pea gravelfiled burlap i)
bags or other materizl, and Jor immediztz mulching of exposed arsas,

oo T oone | e oevce

Step 10: In Associated Provisions grid view, select the provision and click on Delete icon to remove undesired
provisions from the list; similarly, click on Edit icon to modify an already associated provision to the project.

Associated Provisions
1 - 15 of 16 item(s]

E . Sesenten E

O BRIDGE 10

O )  Excavation for and placement of the foundation and superstructure shall be outside the ordinary high water line. 20

O M Excavation for the footings shall be completely separated from the stream by placing the footings landward of the top of the bank. 30

(| ﬁ The bridge structure shall be placed in @ manner to minimize damage to the streambed and banks. 40

O ,ﬁ The bridge shall be constructed to pass the 100-year peak flow with consideration of debris likely to be encountered. 50

O ﬁ Abutments, piers, piling, sills, approach fills, etc., shall not constrict the flow and cause any apprediable increase (not to exceed 0.2 feet) in badovater elevation (clculated at the 100-year 50
flood) ar channel-wide scour, and shall be aligned to cause the least effect on the hydraulics of the stream.

ﬁ Riprap materials used for structure protection shall be dean, angular rock, which shall be installed to withstand the 100-year peak flow.

,ﬁ Structures containing concrete shall be sufficiently cured prior to contact with water to avoid leaching. Fresh concrete shall not be allowed to come into contact with state waters. 80

O ﬁ Where aggregate or earth type material is usad for paving or accumulates on the bridge, curbs, or wheel guards shall be instzlled and maintained to prevent the loss of this material into the %0
stream.

] A Bpproach material shall be structurally stable and shall be composed of material that if eroded into the water shall not be detrimental to fish life. 100

ﬁ At least one end of the temporary bridge or stringer shall be securely anchored. 110

O ]  The bridge stringers shall be placad in 2 manner to minimize damage to the streambed or banks. 120

O A Removal of the existing structure shall be accomplished so the structure and assodiated material does not enter the stream. Material shall be disposed of so it will not re-enter the stream. 130

O ﬁ The bridge deck shall be deaned of aggregate or earth materials prior to bridge removal. This material shall be disposed of so it will not enter the stream. 140

O a As much of the bridge as possible shall be dismantled and mechanically removed. Bridge parts that cannot be mechanicallty removed may be broken into large sections and dropped into the 150
stream. These sections shall be as large as can safely be handled and shall be removed immediately after they have been dropped.

2

m Deselect All Select Provisions [| Add New [§ Import from Existing Submission || Preview Draft HPA

Step 11: Edit and update provision text as desired, provision sequence number (order in which provisions are to be
listed in the HPA permit), and click on Save button.
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Add/Edit Submission Provision Detail

Description

MOTIFICATION REQUIREMENT: If atany time, as a result of project activities, fish are observed in
distress, a fish kill occurs, or water quality problems develop (including equipment leaks or spills),
immediate notification shall be made to the Washington Military Department's Emergency
Management Division at 1-800-258-5990, and to the Area Habitat Biologist listed below or WDFW's
Region 6 office at 360-753-2600.

&%)

Seq o

10

Step 12: Click on Preview Draft HPA button to view a draft version of the HPA permit.

= Washington Department of
w Fish & Wildlife
) HYDRAULIC PROJECT APPROVAL PO Box 43234
¥ . Olympia, WaA 98504-3234
FI8H st WILDHIFE
(360) 802-2200
Issued Date: Permit Mumber:
Project End Date: FPA/Public Motice Number: NJ/A

Application ID: 1924

PERMITTEE AUTHORIZED AGENT OR CONTRACTOR

Karan Arora
120 Doe Pl
Sequim, WA 98382-8686

Project Name: STD (STD) - Public: Test Form Modification after Amendment (Time to Verify the Test)
Project Description: test

PROVISIONS
1. TIMING LIMITATIONS: This project may begin [ADD TEXT HERE] and shall be completed by [ADD TEXT HERE].

2. PROJECT LOCATION: Project activities shall be limited to the Seashore Conservation Areas managed by
Washington State Parks and Recreation Commission between Cape Disappointment and Leadbetter Point; between
Toke Point and the South jetty on Point Chehalis; and between Damon Point and the southemn border of the Quinault
Indian Reservation and occupying the area between the line of ordinary high tide and the line of extreme low tide.

3. You may use only handheld mineral prospecting tools and the following mineral prospecting equipment:

a) Pans;

b) Spiral wheels;

c) Sluices, concentrators, rocker boxes, and high-bankers with riffle areas totaling 10 square feet or less, including
ganged equipment;

d) Suction dredges that have suction intake nozzles with inside diameters that should be 5 inches or less, but shall be
no greater than 5-1/4 inches to account for manufacturing tolerances and possible deformation of the nozzle. The
inside diameter of the dredge hose attached to the nozzle may be no greater than one inch larger than the suction
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Step 13: Select Completed status from Task Status drop-down in Work Activity Info.

Wark Activity Info Submissicn Info

Ba=sic Information

Aotivibe, Hotife Locgl Goverment [ue Date: 07/14/2013 Assigned To:

*Task Status: | Completed E| Task Complete Date: | 7/27/2012

Step 14: Click on Save button to complete the task.

Submission Review

Submission Status:

Rewiew Comment:

&

Confirm Status Update

3.3.5 Consider Comments Received Task

Field biologists must take into account any details submitted by an applicant or third-party user before issuing an
HPA. This process is handled by generating a “Consider Comments Received” task for field biologist as a

preliminary step before scheduling the “Finalize and Issue HPA” task for permit issuance.

Refer to steps highlighted below on how to complete “Consider Comments Received” task.

Step 1: Click on Correspondence tab within the application (outside of Work Activity).

Enfarcement Post Permit Requiremants Appezls Izsusd Letters/Permits Email History

Submission Info | Wark Activities

You may communicate with the applicant without using email by reading their comments and/or by selecting "Mew™ below, typing a subject and comment and clicking “Create”. When you open an existing comm

conwversation on that subject by typing a new message in the text box within the window that pops up and clicking “submit”

Discussion

The following comments have been submitted to this applic

View [ Submit New Comment | Total Msgs

_& Agency: Jos Smith

1{ New:0}) Additional Infe | Meed SEPA Compliance Document

. — e T

_& Agency: Jos Smith

on 7/26/2013 on 7/26{2013
[
enfoTech Page 53 of 127



Washingfon Departr

FISH uud WILDLIEE

APPS — End User Training Guide

Step 2: Click on View/Submit New Comment button for any/all discussion boards to review all comments received

towards the application within the selected discussion board.

Discussion Detail

Subject: Project is occurring on my land Created Date: 7/2/2013 9:57:43 PM

* Message:

Discussion History

First Last
9876543210, karan_arcra12345{@enfotech.com

7/2/2013 9:57:43 PM happening.

This project is occurring on my land. Please let me know what is

Step 3: Update project or provision details as necessary.

Step 4: Select Complete status from Task Status drop-down.

Wark Activity Info Submission Info

Bazic Information

" Task Status: | Completed |E| Task Complete Date:

Aotivite, Notife Local Goverment [ue Date: 07/14/2013 Assigned To:
TI27I2013

Step 5: Click on Save button to complete the task.

Submission Review

Submission Status:

Rewiew Comment:

Confirm Status Update
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3.3.6 Finalize and Issue HPA Task

Upon complete review of an application, field biologist will update application status to “Approved” or “Denied”
indicating whether an HPA Permit or Denial Letter is to be issued, respectively. Only the Habitat Biologist assigned
to the work task can issue or deny the HPA.

A biologist-in-training may have access to update application status to Approved but is unable to issue HPA
permits. Therefore, in order to issue HPAs in such instances, a biologist-in-training must associate Regional
Manager to “Finalize and Issue HPA” task, thus allowing Regional Manager to issue permit on biologist-in-training’s
behalf.

The concept described above for issuing HPAs in case of submissions handled by biologist-in-training is also
applicable to all biologists when an HPA is being denied. In these instances, a biologist must associate application
to Regional Manager who would then be responsible for approving the Denial Letter that is to be issued to the
applicant or authorized agent.

In addition, a field biologist also has the capability to update Permit Effective Date and Project End Date before
issuing a permit. By default, Permit Effective and Expiration Dates are set to Project Start and End Dates,
respectively. If necessary, a field biologist may specify Project End Date that is more than 5 years from Permit Issue
Date for Perpetual Agriculture HPA applications only.

To view steps and guidelines on issuing an HPA permit, refer to steps highlighted below.

Step 1: Set Submission Status drop-down to Approved value.

Submission Review

Submission Status:

Approved |Z|

METTETT GO

Confirm Status Update

Step 2: Click on Confirm Status Update button.

Step 3: Select Standard Hydraulic Permit option in Select drop-down; verify and update Project End Date.

Step 4: Click on Issue button to issue an HPA. Select OK option when system is verifying if user has verified permit
dates (Effective Date and Project End Date) only if the dates have been verified.
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2016-4-
6+01

i

443 -
Standard
Hydraulic
Project

Hydraulic
Project
Approval

™ JOSEPH DU FOUR
HPA &
Permit | [{} 450 W Washington Ave , Yakima , WA 98503

mﬂ

Ifl Issued Date: 04012016
) Project End Date: 04/30/2016
|f| Expiration Date:

Karan

Inactive Arora

3.3.7 Compliance Inspection

Compliance inspection is executed in the same manner as a Pre-Permit inspection. Therefore, for details on how to
complete any inspection record in APPS, refer to Pre-Permit Inspection section of this document.

When performing a compliance inspection, there are a few stark differences from the Pre-Permit inspection which
are listed in table below for reference purposes.

Criterion

Pre-Permit Inspection

Compliance Inspection

Final Statuses

Complete or Incomplete.

Passed or Failed.

Inspection Form
Parameters

Contains a few more parameters than
Compliance inspection.

Contains a few less parameters than Pre-
Permit inspection.

Compliance

No compliance information recorded since
HPA permit has not been issued.

Compliance information is recorded within
inspection form as: Major Non-
Compliance, Minor Non-Compliance, or In-
Compliance.

Additionally, please note that if a pre-permit inspection has been completed for a submission, then you may see
some of the fields pre-populated in compliance inspection form. These fields are pre-populated from the Pre-

Permit Inspection completed for the submission assuming that data elements captured in Pre-Permit Inspection
form are also visible in the Compliance inspection form.

3.4 Application on Hold

Field Biologists can place an application on hold if they are unable to contact applicant(s) for onsite inspection or
due to other details. An administrator can configure reasons for why a biologist places an application on hold.
These reasons are configured as Comments in System Setting module.

APPS executes following set of transactions when an application is placed on or taken off hold.

Transaction

Transaction Description

Application Placed on Hold

Update Application Status

Update application status to “On Hold”.

Set Task Due Date to NULL and

tasks to Hold status

hold do not show on user dashboard.

System updates task due date to NULL value and task status to ON HOLD for
incomplete tasks for application in question; this also ensures that these tasks on
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Transaction

Transaction Description

Application Placed on Hold

Generate a “On Hold” Letter and
Issue to applicant

Agency user generates a hold letter and specifies reason as to why the application is
being placed on hold; once the letter is generated, the biologist emails the letter to
the applicant or authorized agent.

Application Taken off Hold

Application is placed back as “Accepted”

Update Application Status

Update application status back to “Accepted”; system does not generate any new
tasks in this process. Any tasks that were set in “On Hold” status are re-activated to
“Scheduled” status. Task Due Date is updated to number of days pending in HPA
application processing when the application was placed on hold.

Steps to place an application on hold are as follows:

Step 1: Within any Field Biologist Review tasks, select On Hold status in Submission Status drop-down.

Step 2: Click on Confirm Status Update button.

Work Activity Info Submission Info

Basic Information

Activity: Consider Comments Received Due Date: 08/M10/2013

Assigned To: Joe Smith, Don Hauer, Gloria Rogers, Leonard Machut

* Task Status: | Scheduled |Z| Task Complete Date:

| Save J Back |

Submission Review

Submission Status:

On Hold (=]

Review Comment:

@

Confirm Status Update

Generate Letter

Send Notification

Step 3: To take an application off hold, navigate back to task that is in On Hold status and select Accepted status

from the drop-down.

Step 4: Click on Confirm Status Update button to update application status and take an application off hold.

Note: Field Biologist may also update application status to Closed (if application has been pending as On Hold for
an extended period of time) or Withdrawn (if applicant requests as such). In these instances, system still marks the
task status as “Completed” but also closes all subsequent tasks from review.
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Step 4a: If application status is updated to Withdrawn status, then click on Generate Letter button.

Submission Review

Sultwmissbon Stahss

Review Commaent

Lend Motification

Step 4b: In the pop-up page, define Letter Name, select letter template from Boiler Plate Template(s) drop-down
for reason why application is updated to Statutorily Incomplete status, and click on Insert button to insert boiler
plate language. Do not change letter template drop-down from Status Letter.

Admin Review Completed Letter

Sinten. Adven Reverw Comglete!
Basic Information

* [ rther Name:

* Lotter Tomptate:  Status Letter v

Lester Boay
Incomplate - Payment (None)
Incomplate - Payment (Partial)
Goder Pate Temptate(s) | incomplote - Payment (Missing biling account)
Incompilete - Payment (Insuffickent Funds)
Incomplete « Project Location (Missing) o——
Incompite - SEPA Complance (Missing) @
Inzomplete - SEPA Exemption (Missing)
Incompiete - Attachment (Size)
Incompiate - Fish Habtat Exemption (Missing)
No HPA Roguired - Outside of jurisdiction
No MPA Required - Authorized under pamphiet

No HPA Roguired - Follow nées
No HPA Rogquined - Akeady lssued

vl

Ll - Hold - Appicant Requested — -
Hold - Unable 1o arrange Sie Vst

Hold - She Physically Inaccessidie (Weather)
&‘ Mo meers oona. ll Hold - Ste Physically Inaccessible (Other)

Redand - No Fae for Modiication
Refond - Overpaid

Close Redond - Before 7102012

Retnd - Othee

Gaeneral - Define Reason

Withdraw - Resubma

Desial - General

Densal - Fish Habital Syeasiingd

lewvokce - Emergency Submission

Revoke - Permit Modificaton

Step 4c: Field Biologist adjusts default text to meet application specific details.
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Letter Body

Boiler Plate Template(s):  Incomplete - Project Location (Missing)

=

Important project location information is missing. Provide all of the following information if
missing for Project Site Location: county, section/range/township, latitude/flongitude,

waterbody |

Step 4d: Click on View Draft button to generate and preview draft letter. If letter and letter content is satisfactory,

click on Approve button to approve letter for issuance.

Letter Hizstory

1 -1 of 1 itemn{s
View/ Edit Created Created
“t -

- 1
stclt:tgﬂrlr incompiete (800} superfdmin | 07272013

Step 4e: Field Biologist issues generated letter to the user by clicking on Send Notification button, selecting
applicant via checkbox, selecting desired letter via Letter Attachment drop-down, defining email Content, and

clicking on Send button to send the email.
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Send a Motification

To List1:
[+]Applicant < john_fischer@enfoTech.com >

Add Email(s) to To List [please use ;" to seperate emails):

Cc List: Djohn_ﬁscher@enfotech.cnm

Bec List: D Jehn_fischer@enfotech.com

Total Attachment File Size for all attachments selected, if any, must be less than 15MBE for email notifications.
If Total Attachment File Size exceeds 15MB, then send attachments in multiple emails, as necessary, to meet the Total File Size limitation, or request
that the recipient download the documents from APPS.

Letter Attachment: Submitted - Some Components Missing - Missing Payments (800) - 12!14?2016

Permit:

Attachments:

U U
Hydrangeas.|pg(581KB) Penguins.jpg(T59KE)
* Subject:

Application |D:573, Project Name = Bank Protection Project

* Content:

Dear applicant, §'|
Please review attached letter on why your application is insufficient.

Thank you.

Sincerely,

John Fischer

D Iz Html Format:

Sona | concol

3.5 Pre-Applications

Upon submission of an application, the system submits an application status to “Submitted — All Components
Included” or “Submitted — Some Components Missing”, but informs an agency user of pre-application submissions
via “Pre-App?” indicator in search result and application summary section.

Similar to any other task in a workflow, system sends email notification to user notifying of a new Pre-application
submission. However, unlike general submissions, a pre-application has following start differences from a standard
application request for an HPA permit:

1) Pre-application only contains the Technical Review task as part of application process and is assigned to
Field Biologist directly based on location of the project site(s).
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2) Pre-application submission does not allow user to associate any provisions to the application record.
3) Pre-application may have following three outputs only:
a. Withdrawn: application is withdrawn from review and no HPA is to be considered for issuance
against the application.
b. Closed: application has remained in submitted state for an extensive period of time and is being
removed from queue as such.
c. Send Back for Amendment: application requires an HPA permit; therefore, application is sent
back to the user for re-submission as a Standard HPA request. For guidelines and outcome of
Amendment process, refer to steps highlighted below.

First, complete steps 1-3 in 3.1.1: Alternative Method to Search for applications

Step 4: Click on Send Back for Amendment button in Form page.

Submission Info Work Activities Comespaondencs Enforcement Post Pen

q 0 @ E

Farm Crocurments Payment Inspedtion Provision

j Standard Application - Form View

— 1#] Online Application

Admin Review Decision

a

Type your review message here

Send Back for Amendment

Step 5: Select the lone form record in pop-up page via checkbox and click on Save button. Once an application has
been sent back for amendment, system updates task status for all incomplete tasks to Closed. For Pre-applications,
system closes the Technical Review task if it has not been updated to Completed status.
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Amendment Request

rm for amendment

=4

it least one

Please select
Required? Amendment? Online Application Status

s Submit

Submission Info Waork Activities Correspondence Enforcament Paost Permit Reguirements Lppezls Izsued

Status: | (ALL) [=] Assigned To: =] m

Work Activity List

| e Tk | et

1 -1 of 1 item|s)
: Field Biologist Work Flow

| g Technical Review  Undscided

Step 5a: When an application is sent back to user for re-submission, an agency user is not required to take any
further actions to review application details. Once the application is re-submitted, system generates subsequent
tasks in the workflow based on user selected criteria during the submission process.

3.6 Application Fee and Refund Management

Because APPS does not record electronic Check or Credit Card information for CTS compliance purposes, refund
management process needs to be handled manually by Olympia Admin or Admin Biologist. The process entails
WDFW to manually mail a refund check to an applicant. The steps to manage fee waiver and refund process are
highlighted in steps below.

First, complete steps 1-3 in 3.1.1: Alternative Method to Search for applications

Step 4: Navigate to Payment page.

Step 5: Click on Add Fee button in Fee Details section.
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Submission Info Work Activities Correspondence Enforcement Piost Permit Requirements Appezls Issusd Letters/Permits Emil History

| @8 B @

Form Documents Peyment Inspection Provwision

Application Fee + ServiceFee -  AmountPaid = | Amount Due
$0.00 $0.00 $0.00 $0.00

Payment Management and History

All received Payment of CREDIT CARD / ACH should fist here. Admin can ADD received payment once n

Delete * Method * Amount Paid  * Received Date Check/Money OrderiCoupon #  Agency Hame Tax Payer I Tax Payer Name Master Ind

Save Make Cash/Money OrderiChecklinter-Agency/intra-Agency Tranfer Payment Make Credit Card Payment

Fee Details

All pay upfront fee items

Fee Hame To Be Collected Calculated Type Comment

All pay later fee ems. Admin can ADD extrs fee
“ Fee Name “To Be Collected Calculated Type Comment
m— _ 4
ngy Mow | | Application Fee 150.00 5150.00 | Permit Fee =

I
m Add New Fee Re-Calculate

Step 6: Enter Fee Name, select fee type = Waived Fee, enter amount = 150, define comments (if desired), and click
on Save button.

Additional Fee

® Fee Name " Fee Type

Waived Fee Waived Fee |E|
¥ To Be Collected Amount

150

* Comment .

project on farm and |t?|

agricultural land)

Save | Cancel

Step 7: Select the Pay Now checkbox option for newly selected fee record and click on Save button. If applicant (or
authorized agent) has not submitted a payment, then an agency user may exit the process at this point. However,
if a payment has been made, then continue to follow guidelines in this section to generate a refund record.
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Step 8: To issue a refund, follow steps 5 - 7 highlighted above, except select fee type = Refund.
Note: In processes highlighted above, WDFW is able to keep track of refunds issued in following two methods:

1) Payment record: APPS contains a refund record (along with Waived Fee) for amount that is refunded to
an applicant; this option allows agency users and applicants to review refund details only.

2)

Letter Issued: APPS contains a letter issued to an applicant for refunded amount. These letters are

manually generated and sent by agency users as needed; all letters, and their respective content, is
displayed on Third-Party site available for review by the public.

3.7 Post-Permit Requirements

After a permit has been issued, an applicant may be required to submit Project Progression and Mitigation
Requirement details to WDFW. These details will be captured in a page titled “Post-Permit Requirements”. Field
Biologist and Olympia Admin staff is able to add and edit any of the records to manage Post-Permit Requirements
for a given project. To review process of generating and updating Post-Permit requirements, refer to guidelines

below.

Step 1: Access the Post-Permit Requirements tab on the top horizontal bar.

Step 2: Click on Add New button to create a new Post-Permit requirement record.

Submissicn Info Wark Activities Caorrespondence

Post Permit Requirements

Enforczmeant I Past Permit Requirements I Appesls

Issued Letters/Permits Emazil History

1 -1 of 1 itemis)

Project Start Date | project will begin on &/5/2013

| &

[ | ofction Tywe | Dot | Grested Do | ke |

7/26/2013

L3

Add New

Step 3: Select a requirement type, define requirement details, and click on Save button.

Add/Edit Post Permit Reguirement

Issued HPA fi
Projec

ace refer to your
= J'rr' rt {other than for
record first.

® Notification Type:

Reporis

® Description :

required annual reporting.

etails on Reporting Reguirements. If you need to upload
S

[=]

Q.

rt Date and Project End Date notification), please Save you

Step 3a: If user selects a requirement type other than Project Start Date and Project End Date, then user is able to
upload a document towards the application via Browse (for file) and Upload buttons.
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Add/Edit Post Permit Requirement

Please refer to your Issued HPA for details on Reporting Requiremenits, If you need to upload attachments
fother than for Project Start Date and Project End Date notification), please Save your record first.

* Notification Type:
Reporis

* Description :

required annual reporting.

File:

Description:

@ Mo items found.

Cose | save | save Ana loe

Step 3b: To edit an existing post-permit requirement, click on Edit icon in Post Permit Requirements grid view and
update details as necessary.

Post Permit Requirements

1-2 of 2 itemn|s)

Hotification Type - Created Date

Project Start Dste 724 2013 J

Project Documentstion TEST F/24/2013 3]

Add Hew
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3.8 HPA Permit Modification (Major and Minor)

An applicant may request to modify HPA permit due to changing nature of the project or other reasons. Such
requests can only be made when a submission has an issued permit with permit status of “Active” or “Inactive”. If
a submission with Active or Inactive permit does not exist in the system, an agency or public user must make such
submission and agency must issue a permit before an application can be modified.

The amendment process can be divided into two types: Major Modification and Minor Modification. Both of these
processes as well as their similarities and differences are discussed in following sections.

Criterion Major Modification Minor Modification

Application Type Modification Request may be Standard, | Modification Request is always
Expedited, or Emergency based on standard.
original submission.

Application Fee If modification is applicant initiated and | No modification fee charged.
original submission was charged $150
application fee, then major

modifications also results in $150 fee.

Workflow Workflow is dependent on application | Workflow generated always contains
type of original submission. “Finalize and Issue HPA” task only
regardless of application and
application type.

Output New Permit record Letter

Whether a Major or Minor Modification Request is initiated, the process to handle the application is unchanged.
Whereas for Major Modifications, workflow remains the same as original submission (except no Notify Local
Government and Regional Habitat Manager Approval tasks are generated). On the contrary, for Minor
Modifications, system only generates the “Finalize and Issue HPA” task where user issues a letter (instead of a
permit). Additionally, for Minor Modifications, system updates application status to Accepted automatically when
a submission is made.

For more details on Major and Minor Modification Workflow, refer to Application Workflow section of the
document.

Please note that despite the differing workflow process, the method to handle tasks generated in the workflow
remains unchanged. The only exception being: if a biologist deems that permit amendment request should be a
Major Modification request, instead of Minor Modification Request — or vice-versa, during application review
process, Field Biologist would need to manually adjust fee and payment details and generate corresponding task
records to rectify submission details. Field Biologist would also generate any corresponding letters for incomplete
submission manually at the same time.

For steps on initiating modification request, refer to details below.

First, complete steps 1-3 in 3.1.1: Alternative Method to Search for applications

Step 4: In Form page, click on Request Modification button.
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Admin Review Decision

Type your review message here

Send Back for Amendment Request Modification

Step 5: Select the radio button next to Modification Request form and click on OK.

=

Request for Modification

Form List:

On

e a form i added to application, the system will redirect to Wizard for data entry.

lodification Request

Step 6: Complete the application form, pay fee if required, and click on Submit button to complete modification

request submission process.

€| Application > Wizard Pansl = Modification Request

‘Wizand Pans
MooiFicsnion Reauest (Arre 1D: 877)
Application
To fill in 2l Application Plaasz fill out tha form balow,
EeTa T * danotesa raquired fizld that must ba filled cut

@ Modification Requast

Modification Information

Attachment
To upload or mail in 2 * Modimication Resson:
rajuirad dofumantations
Applicant Initiated El
CEITEERET Extension to HPa permit:

To validate all raquired data
and decumantations

New Fropossd End Dats should be less than or squal to © TVESI0E 12:00:00 AM
* New Propossd Start Dats: % New Propossd End Dats:
112002012 12/25/2012

Payment

To malka a paymant

Submission
R vl the project be conductsd in muttipls phasss? (7 Yes (@) No
* Ragson for Tims Extsnslon:

Project needs to be extended to ensure besver dam retention.

| am requesting for extension to HPA permit for more than 7 days. El

A
od]ustment to Pians:
Projsct Modmication:
* How will fish impacts be mitigated 7
Besver dam will not exist if project is not extended.
A
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Step 7: For system-generated Modification Request workflow, follow steps in sections above on how to complete
tasks generated.

1-15 of 16 item(s)

= Task Complete
H

Joe Smith, Eva Barber, Kristin Grawell, Angells Ward, Lynatte Wickett, Jeffrey Kamps, Jodi Hoye, Manique Nicholss,

& Admin Review oo Completed | 07/30/2013 | 07/26/2003 | Review

4 gmh;gnﬁzm FzT Joe Smith, Eva Barber, Jeffrey Kamps Completed 08052013 07/26/2013 Reviaw

[#  Pre-Permit St Inspaction Don Naver, Gina Piazza, Leonard Machut Completed | 0S/15/2013 | 07/26/2013 E"l;‘f' Biologst Work
@ Technical Review Don Nauer, Gina Piazzs, Leonard Machut Completed  08/15/2013  07/26/2013 E"l;'f' ERETEiE
@  Generste Draft HPA Permit Don Nauer, Gina Piazza, Leanard Machut Completed | 08/20/2013 | 07/26/2013 E"l;'fi Biclogist Work
[#  Consder Comments Received  Don Nauer, Gina Piazza, Lecnard Machut Completsd  08/20/2013  07/26/2013 EE‘:" TREE I
g Finzlizz and Issus HPA Don Mzuer, Gina Piazza, Leonard Machut Completed  09/09/2013 | 07/25/2013 Permit Issuance

@ adwin Revien i::ns'fr::trérz; :aldrber. Kristin Grewell, Angella Ward, Lynstte Wickett, Jeffrey Kamps, Jodi Hoye, Monigue Nicholss, Scheduled | 07/30/2013 | - Amvieur

4 gﬁ;:ﬁ:x"‘“ oy Undecided NfA - - Review

" Major Modification workflow generated wa Feld gt iork
@ Technicsl Review Undscided WA B
& Generate Draft HPA Permit Undacided WA EEI:‘J Biologist Work
g Consider Comments Received  Undecided NfA Eil;w Biologist Work
@ Finalize and Issus HPA Undecided NfA = - Permit Issuznce

g ‘Compliance Inspection Undecided NfA - - Post Permit Process

2z

3.9 Application and Permit Transfer

In order to transfer permits in APPS, new permit holder (i.e. new permittee) must make a new submission via
Public portal. Because permit transfer process requires a new submission for a new permittee, any application fee
and attachment upload process will be handled automatically in submission process.

Any permit issued to the old permit holder (i.e. previous permittee), however, will need to be manually updated to
Revoked status by an agency user.

For guidelines on how to transfer a permit, refer to steps below.

First, complete steps 1-3 in 3.1.1: Alternative Method to Search for applications

Step 4: Access Issued Letters / Permits tab.

Step 5: Click on Edit button for an Active permit.
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ngton Department

FISH and WILDLI’FE

Sulymission Info Witk Aclivities Correspondmnce Enfoncement Post Penmil Requirements Appesis Tsmyms) Letbers/Permits Email Histary

The page allaws you ta view issued permits and betiers.

Decision

Type your review message here @|

HFA Issued

Make Decision

Issuance

* sabact
Hydraulic Project Appr\:ﬂral

Iszued Date Project End Dats
12142018 100272016
Issue

1-5 af § ftem
i | e | b | sepbciontame |

. —m b 4 2016-6-13+05 Hydraulic Froject Approval | HRA Permil : Domald Dudd Artive Patrick Chapman | (] Izsued Date: 12/00/2016

434 - Stanciard Hydrauiiz Project L) 500 Capicd Way N , Ofympia , WA 58502 ] Project End Date: 10/1E/2018
] Expiration Debe: 9/30/2021
Hydrauiic Profect Appraval | HPA Permit | ) Donold Dusk Supers=ded | Pebrick Chepmen (7] Ismued Date: 12/05/2016

2016-6-13+04
434 - Stendiard Hydrauiic Project

[F] Praject End Date: 10,02/2057

[ 500 Capitol Way N, Olympia , WA S8502
] Expiration Dete: 9/30/2021

Step 6: In the pop-up page, system defaults permit status to Revoked. Enter reason for revoking the permit in
Comments textbox field and click on Save button.

Permit Management

Permit Info

* Status: Effective Date Expiration Date
Revoked E| 09/09/2013 07/23/2014

* Comments )
| %

Step 6a: System updates permit status to Revoked and permit history may be viewed in the same window by
clicking on Edit button.

Permit History

1-2 of 2 itemn|s)
" Changed
Active

Jamie Baik 07/26/2013
R.euc:ked Carmen 07(26/2013  permit has been revoked becauss incorrect information was
Andonasgui provided in HPA application.
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Step 7: In instance of transferring an HPA permit only, a public or agency user would generate a new application
record, submit it, and WDFW agency users review the new submission for HPA issuance.

4 Appeal Management

Upon receipt of an appeal, an Appeals Coordinator or Olympia Admin enters basic appeal information in APPS.
Once basic details have been entered, only an Appeals Coordinator follows progress and records outcome of an
appeal. The process to add and modify appeal information is highlighted in steps below.

First, complete steps 1-3 in 3.1.1: Alternative Method to Search for applications

Step 4: Access the Appeals tab and click on Add New button.

Submission Info Work Activities Correspondence Enforcement Post Permit Requirements Issued Letters/Permits Email Histary

Appeal
1-1of 1 itemis)
Appeal File flant Appellant First Appellant Last AR First AR Last Appeal Appeal Appeal Type o Decision
Date s Hame Hame Hame Hame Type Accepted Conducted Lot Date
‘ ﬁ /1772013 Applicant First Last First Last Informal Yes Informa

Step 5: Enter all required fields on page and click on Save button.
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Appaitant Information

Eusinsss Kams:

Business Mams
# [Firsd Kame: * Lasd Kames:
First La=t

Address Lins 1: Address Lins 2

1 Washington 5t 5E

Tip: Country:

SEE01-2253 United States [

Appaliant Rapresantative

Bame as Appeliand:

Eusingss Hams:

Address Lins 1: Agdress Lins 2:

Cily: Efads: Tp: Country:

SRE01-228] United States [w ]

Appesl Information

= Appeal Typs:

orma El

Appeal Issus Bpnopsis:

o Aynnesi] B oeepded:

v o]
——

5 Enforcement Management

Upon issuance of a permit, APPS automatically sends an automated email notification to enforcement officer
(based on the associated Habitat Biologist of project site) for notification of project site requiring enforcement
activity. Upon completing an onsite review, an enforcement officer should enter all corresponding activity in APPS
for tracking purposes. To view and generate enforcement actions in APPS, refer to steps below.

Step 1: Navigate to APPS upon receipt of email notification.
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DoMNotReply @APFS. com
To: karan_arora@enfotech.com; HPA. AreaHabitatBiclogist@agmail. com; HPA. AreaHabitatBiologist@gmail. com

Cc
Subject: Reminder of Application Enforcement Review

Dear Enforcement Officer:

An HPA has been issued for application listed below.

Application Name: Beach Prospecting

Application ID - 873

Submitted By: JOSEPH DU FOUR

Submitted Date: 7/26/2013 7:18:38 PM

Dlease review the application, and corresponding project site location(s), for any necessary inspection(s).

To access the application record, click on following link.

Thank vou for using %eAgencvName% APPS!

Note: Do NOT reply to this email as this email account is not monitored.

Step 2: Click the Application tab on the top horizontal bar. Make sure the left hand panel is at Application Review.

Step 3: You may choose to filter your search for application by Application ID, Status, Organization, Permit
Number, Applicant Name, Project, Project Type, Site Address, Application, Application Type, or Permit Status; or
you may select Advanced Search option for additional search options.

Application 1D: Application Status: Sybmitted - Some Cgmpgnentg Missing ¥ Organization:
Permit Number: Applicant First/Last Name: J

Project: Project Type: v
Site Address:/ Site AddressZ: d

Application Type: v | Permit Status: (All]. v Application: Standard Hydraulic Project v
Search for records with unresolved attachments only: O

(/2 Advanced Search)

Step 3a: You may export the search results to an Excel file by using the Export to Excel button

Applications List E ==

1 -1 of 1 item(s)

Latest

_ Application | Pre- Submitted Status = - Stream | Stream More

* — - - il St bt e e
Date

03 -

tech ™ Rocky Bullwinkle Skagit Britt
review Standard NS Accepted | 10/30/2015 | 10/30/2015 | 4847050 -12235212  Skagt | Lower | 0221 Slough
update [} 12087 Chinook Dr , Burlington , WA 98233-2622 [

Samish

Step 4: After you have narrowed down your search, click the view icon to get into a specific application’s
information page.
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Applications List

1 - 15 of 520 item(s)

P 67 - Watershed Restoration
Permit#: 2013-6-48+01 test

866 - Standard Hydraulic Project
Permit#: 2013-6-47+01 test

860 - Standard Hydraulic Project
Permit#: 2013-2-17401 test

Step 5: Click on Online Application hyperlink (in Submission Info and Form page) to view project details.

Submission Info Waork Activities Correspondence Enforcemant Post Pern

s i

Documents Pah,fment Inspection Prowvision

I Dnllne Application I
=" standard Application - Form View
=

Standard Application - Archived Form

Step 6: Click on Enforcement tab to view or record enforcement activity against the submission.

Step 7: Click on Add New button to enter an enforcement activity.

Submission Info Wark Activities Correspondence Enforcement Post Permit Requirsments tppesls Issued Letbers/Permits Emil History

Enforcement

1-1 of 1 item{s)

Inspection Date Enforcement Action | CODY IRF m Date Create | Date Update

ﬂ 7/24 2013 £:15:00 &AM Nons 772013 772013 Jo= Smith Jo= Smith

Step 8: Enter all required information and click on Save to record enforcement activity in APPS.
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AddiEdit Enforcemeant

w Inepecton Dute: o Hour: # Mnutks:
121142016 © | 14[w]: | 30[v]

* Enforcement Action:

Ticket ar Referral
Writt=n Warning
‘erbal Warning

Note: In addition to automated email notifications, a Field Biologist may also email an Enforcement Officer
indicating project location(s) requiring enforcement inspection. In these instances, a field biologist may or may not
send email notification to enforcement staff from within APPS; however, the process to view application details

and record enforcement activity is not altered.
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6 Surveys

After a permit has been issued, a public user has the option to submit a survey online via APPS to provide feedback
on WDFW performance in HPA issuance process. Within the survey, a user rates WDFW performance in issuing the
HPA permit adequately, effectively, and within a timely manner.

To access and view submitted survey details, refer to steps below.
Step 1: Click on eService module.

Step 2: Click on Survey Management sub-module.

My Diashboard Application Inspection Report Work Task eService System Setting My Account

| eService > eService Management = Survey Manager

[+1]
m
i

eService Management

— Submitted Surveys
~ Sumvey Management

Survey Management

Search for Surveys

Step 2a: To filter survey results by their unique identifier or when they were submitted, enter user Survey ID or

Survey Submission Date parameters at top of the page. Once desired criteria have been listed, click on Search
button to filter results.

Note: In search results, APPS displays Survey ID, Date when survey was submitted, and Total Survey Score. Total

Survey Score is calculated based on sum of scores submitted for the following four (4) questions requesting rating
of WDFW service.
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My Dashboard Application Inspection Report Woark Task | eSenrice- System Setting My Account

. | eService > eService Management > Survey Management
eService Management r

. Submitted Surveys
3 Survey Management

Survey Management

Search for Surveys

Date Survey Received:
Survey ID: Start Date: End Date:

Search Result

1-8of & item(s)

View [Edit ﬂ Survey Mailed/eNotified On | Survey Score

E:! 1| 04/25/2013 22
S 30 05/29/2013 3

S 31 05/29/2013 8

E:H 66  07/12/2013 14
E:! 133 | 07/22/2013 14
S 152 07/24/2013 12
S 157 | 07/24/2013 17
E:! 165 07/29/2013 14

Step 3: Click on View icon to review individual survey results. If public user chose to present their contact
information while submitting the survey, APPS lists user details below submitted survey details.
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Task Detail

Grads Rating:

Prompt and Timealy WDFUW stafr:

# Poor =, Below Average & Average & Above Average gy Excellent
Couwrtenus and helpful WDFW stafr:

# Poor =, Below Average & Average g Above Average & Excellent
Permit conditions undsrstandabds andtor ciary splainsd:

# Poor =, Below Average & Average (g Above Average = Excellent
Orverall servica rating:

# Poor =, Below Average & Average g Above Average = Excellent

CommentsHow could WDFUW Improve?

Survey was submitted in a timely manner. It was very easy to reach biclogist.

County:

Jefferson El

City: UYDFUY binlogist who sssisted you:

Karan

General Information

Businass Mams:

enfoTech & Consulting, Inc.

* First Hame: ML ® Last Hame:
JOSEPH A DU FOUR
oty Tibsa: * Lgar Hams: sccount Status:
demollser Active El

* Primary Phons Numbsr: Extansion: Mobdls Phons Numibsr: Mobdls Provider:
1234567880 555 0957654221 ATT Wireless [
Fax Numibssir: ¥ Emall:

1234587880 roger_yang@enfotech.com

Mailing Address

W Address Line 1: Auddress Line 2:
1111 Washington 5t SE

6.1 Review Survey Summary

Instead of navigating through each survey record, an agency user may also review survey summary via SSRS report
accessible in Reports module. To access and execute the report, refer to details below.

Step 1: Click on Reports module. Make sure that system navigates you to Summary Reports sub-module in the
process.
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FISH ond WILDLIFE

Wy Dashboard Application Inspection I Report I Work Task eService Syatem Setting My Account

#| Report = Report = Summary Reports
Report T

Thiz Page allows you to search summary reports.
Summary Reports

8 View/Print summary reports

Report Hame: Report Type: | (All)

,qn Query
=% Query data from database Search Result

1 -8 of 8 itemis)

——

X Applications with Active &ppesk System Summary Reports
X Application Cn Hold System Summany Reports
X Applications in Incomplete Status System Summary Reports

Applications with Modifications requested System Summany Reports
X Applications in Pre-Application status System Summary Reports

Applications Pending Action after Submit Complete  System Summary Reports

Survey Summary Syystem Summary Reports

Accepts Applications without Adtivity System Summany Reports

Step 2: Click on View icon next to Survey Summary Report name.

Search Result

1 -8 of 8 itemn|s)

<
:

5 Applications with Active Appezls System Summary Reports
) Application On Hold System Summary Reports
) Applications in Incomplete Status System Summary Reports
. Applications with Modifications requested Swstem Summary Reports
5 Applications in Pre- Application status System Summary Reports

Applications Pending Action after Submit Complete  System Summary Reports

Survey Summary System Summary Reports

Accepts Applications without Activity System Summary Reports

Step 3: Define input parameters, or leave all fields blank if so desired, and click on View Report button.
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SUBMISSION START DATE [5/1/2013 12:00:00 AM |  suBmISSION END DATE [7/23/2013 12:00:00 AM | [(MiewReport)
REGION [ [=]

L

o4 L Joft b b @ [ |Find|Next -

HPA Survey Summary Report Date: July 29, 2013
Start Date: May 1, 2013 End Date: July 29, 2013
e
Valid Permit: 129 Count
Valid Survey: 6 Count

Courtzous and helpful WDFPW staff:

Permit conditions understzndzble and/or clearhy =xplzined:
Prompt and Timehy WDFW staff:

South o Joe Smith
Central

Southwest |uJoesmith | | 14

3

Overzsll servics rating: 5
4

2

Step 3a: If you would like to view your results in a more manageable format, such as EXCEL, you may do so by

clicking on the Disk icon, select appropriate format afterwards (such as EXCEL), and follow prompts throughout to
Save the file on your local computer.

A4 L Jofr b i @ [ |Find|next [ -]
XML file with report data
HPA Sur\fey Sum mary CSV (comma delimited) pport Date:

PDF

MHTML {web archive]

D | Excel |
"l

Valid Permit: 129 Count TIFF file
Waord

Start Date: May 1, 2013 End Daf

Valid Survey: G Count

ReGot: obgsts  weston T s
Coastal _ |oJoeSmith | | 14
o L —————
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7 Reports

From Report menu tab, agency can locate desired summary report by clicking the desired report’s view icon. A
report name and report type drop down can be used to filter out unwanted reports.

Note: Reports listed below do not represent ones that have been implemented for WDFW. The steps and images
displayed in this section are to be used for reference purposes only.

My Dashboard Application Inspection ACH History | Report Work Task eService System Setting My Account

Repart _<< Report > Report = Summary Reporis

: This Page allows you to search summary reports.
Summary Reports

& View/Print summary
reports Report Hame: Report Type: | (All) v
CQuery

Search Result

Cluery data from database

1-8 of 8 item(s)

e ———

@ Applications with Active Appeals System Summary Reports
'C:i] Application On Hold System Summary Reports
{:2] Applications in Incomplete Status System Summary Reports
{:2] Applications with Modifications requested System Summary Reports
{:J Applications in Pre-Application status System Summary Reports

{:2] Applications Pending Action after Submit Complete  System Summary Reports
'C:i] Survey Summary System Summary Reports

{:2] Accepts Applications without Activity System Summary Reports
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7.1 Filtering Criteria

From the report filtering criteria section, records selection can be set based on different individual criteria.

For example: Date range or Region can be specified to retrieve desired records.

SUBMISSION START DATE [3/23/2014 |E  sueMmissION END DATE [4/23/2014 |
——
4 4 [1__Jof1 » bl @ [100% v |Find | next B~ @ &

Report Date: April 23, 2014

Application With Active Appeals

Start Date: March 23, 2014 End Date: April 23, 2014

Applicationld |Submit Date |Appeal Filed Project Name Applicant Appeal Type

= Coastal (2)
865 March 24, 2014  March 12, 2014 test public submission for  Business Karan Arara Informal
CBI enhancement
2262 April 3, 2014 April 1, 2014 STD (STD) - Agency: Std + Karan Arora Informal

Send Back + Form
Maodification after
Amendment + Major
Modification w/o Fee

2 North Puget Sound (1) [ A N I

865 March 24, 2014 March 12, 2014 test public submission for  Business Karan Arora Informal
CBI enhancement

7.2 Export & Print Report

Report can be printed directly by clicking the printer icon. Report can also be exported to different format, such as
XML, CSV, PDF, Excel or Word.

SUBMISSION START DATE [3/23/2014 |ﬁ SUBMISSION END DATE [4/23/2014 |ﬁ
4 41 Jofz b bl < [100% v [ Find | mext  {[& - 3 {
XML file with report data
- - - - C5V {comma delimited) April 23, 2014
Application With Active Appeals—:
MHTML {web archi
Start Date: March 23, 2014 End Dat Eesersiiey
Excel
TIFF file
Word
Applicaﬁon]d Submit Date |Appeal Filed Project Name Organization Applicant Appeal Type
- Constol () ]
865 March 24, 2014  March 12, 2014 test public submission for  Business Karan Arora Informal
CBI enhancement
2262 April 3, 2014 April 1, 2014 STD (STD) - Agency: Std + Karan Arora Informal

Send Back + Form
Modification after
Amendment + Major
Modification w/o Fee

2 North Puget Sound (1) [ N A S I

865 March 24, 2014  March 12, 2014 test public submission for  Business Karan Arora Informal
CBI enhancement
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7.3 PDF Report

Once report is exported by selecting PDF format, the PDF report can be printed directly by clicking printer icon.

auery Application With Active Appeal=paf - Adoke Reod=r LN

File Edit View Document Tools Window Help
(D6 4@ 12 @0 vk Y im -
=

Report Date: Ap

Application With Active Appeals

Start Date: March 23, 2014 End Date: April 23, 2014

Applical:ionld Submit Date |Appeal Filed Project Name Organization

Coastal (2) I
865 March 24, 2014 March 12, 2014 test public submission for  Business
CBI enhancement
2262 April 3, 2014 April 1, 2014 STD (STD) - Agency: Std +

Send Back + Form
Modification after
Amendment + Major
Modification w/o Fee

[North Puget Sound (1) I I

865 March 24, 2014 March 12, 2014 test public submission for  Business
CBI enhancement
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8 Work Task

From Work Task menu tab, agency can locate desired task by clicking “My Task” or “Task Management” on the left
panel.

Work Management

— 1 My Task
Manage assigned tasks

L

==n Task Management
0| Manage all tasks

8.1 My Task

My Task provides specific selection criteria to retrieve desired work tasks which belong to the agency user.

My D: A ion I i ACH History | Report | Work Task | eService  System Sefing | My Account Hello, APPS1 (Tester)
« Work Task > Work Management > My Task

My WORK TASK LIST

Work Management

o] My Task
‘ Manage assigned tasks To Search / Manage My Work Tasks
=== Task Management Search for Work Task
S Manage all tasks
Application 1D: Application Type: Task Name: Task Type: Task Status:
Start Date: Due Date: Complete Date:

Search Result

1 - 15 of 4117 item(s;
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9 System Settings (for Administrative Users only)

In this section we will describe how the administrator can control the various system settings in APPS including:
User Account Management, Application Management, System Management, and Reference Data Management.

9.7 User Account Management

A system user may be assigned many roles and also be in different groups. Each group can perform multiple tasks,
while each role can have various access privileges. Overall, this section is for controlling who can do what and
which privileges are granted to whom.

9.1.1 Manage System Users

By clicking System Setting -> System Users, an administrator will open a search page with all current system users
displayed in the results grid-view by default.

In the Search Screen, the administrator can search for a system user based on the search filter criteria. The search
can be conducted by usmg the following fields, which are displayed upon clicking the “Advanced Search” link:

My D i Report = Work Task  eService | System Setting | My Account Hello, Joe (Super Admin) | @ Help % Logout

</ System Setting > Security Setting > System Users

Security Setting
User SearcH
£ System Users
Manage agency accounts You can search using partial criteria by adding a wildcard (*%") before the search criteria value in each of the free text boxes below. For example, *%a" will allow you to find results ending with the letter 'a'. By
i nd default a wildcard (%) will be placed at the end for all free text box search eriteria.
System User Roles To create a new User, click the ‘Create New User' button.
Manage system access
rights To view or edit the details of a User, dlick the g icon in the first column of the result table (Users List).
=~ | Role Permissions
Manage permission sets Status: ' Active 4 Security Group: 4 User Name: m (/® Advanced Search) Add New
== App Review Permissions
25 Manage data access rights Search Result
F‘ﬁ Public Users 1- 15MZMWEMS
D e B N
P‘W Non-Registered Users A superAdmin  Joe Smith Super Admin  karan_arora@enfotech.com Active
%, Manage Non-Registered
accounts A x UberA Alex Uber HPA AreaHabitatBiologist@gmail.com  Active Yes
A x HeineB Bruce Heiner HPA.AreaHabitatBiologist@gmail.com  Active Yes
System Management
A x RomerD Damon Romero HPA AreaHabitatBiologist@gmail.com  Active Yes
i Application Configuration A X  Collip Dave Collins HPA AreaHabitatBiologist@gmall.com  Active Yes
Configure Application
S X A x PhinnD Don Phinney HPA AreaHabitatBiologist@gmail.com  Active Yes
E.T!; System Configuration
=&~ Configure environment A x PondeD Don Ponder HPA AreaHabitatBiologist@gmail.com  Active Yes
. Reference Data A x BarbeE Eva Barber HPA AreaHabitatBiologist@gmail.com  Active Yes
. Configure reference data
A x WilheG George Wilhere HPA AreaHabitatBiologist@gmail.com  Active Yes
= Workflow Configuration . ) )
| Setup work task flows A x McCayG Gina McCoy HPA AreaHabitatBiologist@gmail.com  Active Yes

e User Name: Indicate the system user account name

e  First Name: User given name

e Last Name: User family name

e E Mail: Email address

e Account Status: Choose a status for your account: Active or Inactive

e  Security Group: Group in which user is associated (i.e. HPA Processing Staff)
e User Account Accepted: Yes or No
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Advanced Search
User Name:
First Name:
Last Name:

Email: Status:

(All) s

Security Group: Groups / Biologist - Area Habitat B

Accepted?
Al ' §

A User can also sort the search results by simply clicking the corresponding label. (For example, click First Name
label to sort the results in ascending/descending order).

9.1.1.1 Viewing User Information

4

The administrator can view any User Information by simply clicking the View / Edit ( ) button.

Search Result

1-2of 2item(s)

View/Edit | Delete | User Name | First Name Account Status | User Account Accepted?
x admin joe Smith Super Admin | alex_li@enfotech.com Active fes
ﬁ x huangp Feter Huang Tester peter_huang@enfotech.com  Active Mo

In the User Information screen, the administrator can navigate through the different sections for making updates,
if required.

9.1.1.1.1 General Information
The administrator can update or change an user’s information through the following fields by using the General

Information screen: First Name, Last Name, Employer, Job Title, Address Line 1, Address Line 2, City, State, Zip,
Country, Phone Number, Extension, Mobile Number, and Email.
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9.1.1.1.2

General Information

* Employer:
enfoTech Inc.

* First Name: * Last Name: Job Title:
Joe Smith Super Admin
* Address Line 1: Address Line 2:
94 Washington St. 12
* City: State: * Zip: * Country:
Plainsboro NJ v 08536 United States ¥
Area Code: Primary Phone No.: Extension:
732 9866963
Mobile Area Code: Mobile No.: Mobile Provider:
732 9866963 ATT Wireless | ¢
* Email:

karan_arora@enfotech.com

M Do you want to receive SMS messages through a mobile phone?

#po you want to save scheduled inspection to your Outlook Calendar?

User Account Information

In the User Account Information screen, the administrator can select the status of User Status to either active or
inactive from the drop down list. The administrator can also change the status of Account Approval Status to either
Yes or No from the drop down list. If needed, the system provides a field to input notes about the user account.

9.1.1.1.3

Administrators can associate groups with a particular user by clicking the

User Account Information

User Status:
Active

* Username:
superAdmin

Account Approval Status:
Yes :

<>

Enforce user must change password at next login

Note: -
e
Y
Reset Password  Issue/Reset PIN
Security Groups
Associate Groups

button on the

Security groups screen. At any point of time, the administrator can delete the group from the existing Groups by

simply clicking the delete ( ?¢ ) button of the corresponding Group.
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Security Groups

1 - 14 of 14 item(s

—
x

Groups This group is automatically created by system

x System Administrator APPS Administrator

x Engineer Engineer

x Scientist Scientist

x Biologist - Fish Passage Fish Passage Staff

x Biologist - Compliance Monitoring  Compliance Biologists

x Enforcement Officer Enforcement Staff

x Appeals Coordinator Appeals Coordinator

x Third Party Third Party

x Inspector

x Biologist - Area Habitat Field Biologist

x Admin Biologist

x Management - Habitat

x HPA Processing Staff HPA Processing Staff
Associate Groups

Please note that only users associated with ACH — History role are able to associate or disassociate ACH — History
group to or from a user, respectively.

9.1.1.1.4

System Roles

In the System Roles screen, an administrator can assign any System role to Groups by selecting the corresponding

checkbox. Before assigning, the Role must be active by selecting the checkbox in the first column.
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System Roles

1 - 15 of 24 item(s
e e

Groups System Administrator Engineer Scientist Biologist - Fish Passage  Biologist - Compliance Monitoring
Guest Guest Enforcement Officer  Appeals Coordinator  Third Party  Inspector  Biologist - Area Habitat  Admin Biologist
Management - Habitat HPA Processing Staff

Application Application Groups System Administrator Engineer Scientist Biologist - Fish Passage Biologist - Compliance Monitoring
] Technical Technical Enforcement Officer  Appeals Coordinator  Third Party  Inspector  Biologist - Area Habitat  Admin Biologist
Assistant Assistant Management - Habitat HPA Processing Staff

- . Groups  System Administrator Engineer Scientist Biologist - Fish Passage  Biologist - Compliance Monitoring
gpfggi‘;alt“’” Ao?gg‘:’lt"’" Enforcement Officer  Appeals Coordinator  Third Party  Inspector  Biologist - Area Habitat  Admin Biologist
Management - Habitat HPA Processing Staff

) ) Groups  System Administrator Engineer  Scientist  Biologist - Fish Passage  Biologist - Compliance Monitoring
- Inspection Inspection Enforcement Officer  Appeals Coordinator  Third Party  Inspector  Biologist - Area Habitat  Admin Biologist
Manager Manager N 5
Management - Habitat HPA Processing Staff

Groups  System Administrator Engineer Scientist Biologist - Fish Passage  Biologist - Compliance Monitoring
Enforcement Officer  Appeals Coordinator  Third Party  Inspector  Biologist - Area Habitat  Admin Biologist
Management - Habitat HPA Processing Staff

Event
Manager

Event Manager
) - Groups  System Administrator Engineer  Scientist  Biologist - Fish Passage  Biologist - Compliance Monitoring
e m:g;::‘m m:;f“’“ Enforcement Officer | Appeals Coordinator  Third Party  Inspector  Biologist - Area Habitat  Admin Biologist
Management - Habitat HPA Processing Staff
Groups  System Administrator Engineer Scientist Biologist - Fish Passage  Biologist - Compliance Monitoring
- a:?\“azsetr x‘:“;zseﬁ_ Enforcement Officer | Appeals Coordinator  Third Party  Inspector  Biologist - Area Habitat  Admin Biologist
Management - Habitat HPA Processing Staff
1 Groups | | System Administrator | Engineer | Scientist | | Biologist - Fish Passage | Biologist - Compliance Monitoring [
4 mms‘tsmygt;’" iﬁ:"\“ Enforcement Officer | Appeals Coordinator| | Third Party & Inspector | Biologist - Area Habitat | Admin Biologist |
Management - Habitat | HPA Processing Staff
| Groups (| System Administrator | Engineer | Scientist | Biologist - Fish Passage | Biologist - Compliance Monitoring
4 Inspector Inspector Enforcement Officer | Appeals Coordinator | Third Party & Inspector ) Biologist - Area Habitat | Admin Biologist [
Management - Habitat | HPA Processing Staff

Please note that only users associated with ACH — History role are able to associate or disassociate ACH — History
role to or from a user, respectively.

9.1.1.1.5 County

An administrator can associate any county to the user on the County screen. The associated counties will allow
users access to submissions in which project locations fall under the specified counties.

County
1-5of § item(s
owte oy e | pevrpon
x Clark
X Kicktat
‘ x Lewis
‘ x Skamania
‘ x Wahkiakum
Associate County

After all necessary information has been updated in the User Information screen, click the w
button to save the changes.

9.1.1.2  Creating New System User

. Add New .
To create a new system user, click the button. In the New User Information screen, enter the

necessary information in the following sections and click the m button to save the information
of newly added user.
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General Information

® First Hame: * Last Hame:
lohn Smith
* Employer: Job Title:

enfoTech & Consulting

* pAddress Line 1: Address Line 2
1368 How Lane

® City: State: ® Fip: Country:
Morth Brunswick Mew lersey * (08902 USA -
* Phone Humber: Extension: Mobile Number:

7328391688

* Email:

huangp@esf.enfotech.com

Save User Info

After saving the user info, the administrator is prompted with more account information to fill in about the new
system user, including User Account Information, Security Groups, and System Roles.

9.1.2 Manage Public Users

By clicking System Setting -> Public Users, a System Admin can open a search page with all currently existing public
users displayed in the results grid-view by default.

The Search Screen, where the administrator can search for a public user based on the search filter criteria. The

administrator can search by using the following fields, which are displayed upon clicking the “Advanced Search”
link:

enfoTech Page 89 of 127



FISH and WILDLI’FE

APPS — End User Training Guide

My D icati i Report  Work Task  eService ‘ System Setting

Security Setting
PusLic User MANAGEMENT

€ System Users
.19 Manage agency accounts

«| System Setting > Security Setting > Public Users

This Page allows you to manage Public User account.

My Account

Hello, Joe (Super Admin) @ Help % Logou

System User Roles - p
9 - X + Add New
Eﬁ] el Status: | (All) & User Name: Account-Type Pending | [[ESSI0Y (# Advanced Search) | AddNew
rights
Search Result
[E=-| Role
Manage permission sets 115 of 46 femf(s
B0 i don e e P::k R Agum ’. M mmm
T Rt e tus 1SSWO tus tus n
Bublic Usere m‘ 3 @ & lauraarber Laura.Arber@dfw.wa.gov Active 07/29/2013
_3 Manage public accounts ﬂ' j @ & 2] @ arorakl Karan Arora naeistester@gmail .com Active 07/29/2013
., Non-Registered Users "4 j @ & @ @ bailsjlb jamie bails jamie. bails@dfw.wa.gov Active 07/29/2013
ﬂ Manage Non-Registered
acoounts [ 3 @ 7] @ @ bigelmmb  Margaret  Bigelow Margaret.Bigelow@dfw.wa.gov  Active 07/29/2013
[ 4 3 @ 7] @ & MLBlanton  Michael Blanton michael blanton@dfw.wa.gov  Active 07/29/2013
System Management:
[ IES @ a 2 @ b_robert  Robert robert_t test.com Active 07/17/2013
= 1 Application Configuration = g < ) @ & cieresxc Susan Cierebiej susan.cierebiej@gmail.com Active 07/29/2013
Configure Application
- [ 4 IES <@ & o) & collidmec ~ Dave Collins david.collins@dfw.wa.gov Active 07/29/2013
System Configuration
Configure environment [ 3 4 @ ] @ @ didridjd Daniel Didricksen  daniel.didricksen@dfw.wa.gov  Active 07/29/2013

[ ]

e  First Name: User given name
e Last Name: User family name
e E Mail: Email address

[ )

Advanced Search
User Name:
First Mame:
Last Mame:
Address Line1:
Business Name:
Email:

Account-Type Pending ]

User Name: Indicate the system user account name

Status:
(All)

Account Status: Choose a status for your account: Active or Inactive

The administrator can also sort the search results by clicking the corresponding label. (For example, click First
Name label to sort the results in ascending/descending order).

9.1.2.1 Viewing User Information
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The administrator can view any User Information by clicking the View / Edit ( @ ) button in the search results. In

the User Information screen, administrators can navigate through the different tabs to make any necessary
updates. In addition, administrators can perform the following actions:

a. Click Change Status “ & icon to change public user’s status.

b. Click Reset Password “ o icon to reset public user’s login password.

c. Click Reset PIN “ lﬁ ”icon to reset public user’s PIN.

Search Result

1-60f 6 ftem(s)

View/Edit | Account Status | Reset Password | ResetPin | Account Type Status | UserName Account Status | PIN Assignment | Created Date
= @ [ ) @ demolser il Smith yusen_chen@enfotech.com  Active Assigned 06/18/2010
= @ 5] = @ huangp Peter Huang peter_huang@enfotech.com  Active Assigned 09/05/2012
= @ 5] = @ huangpeter10  peter huang huangpeter 10@gmail.com  Active Unassigned 02/04/2013
= @ [ ] @ testaccount  testl test] testaccount@test. com Active Unassigned 02/07/2013
= @ [ ) @ test2 test2 testz 1111@111.com Inactive Unassigned 02/07/2013
= @ 5] 7] @ tests test3 test3 asdasd@hotmail.com Inactive Unassigned 02/13/2013

Note that a new column (PIN Assignment) was added to indicate whether or not the public user already has a PIN
assigned to the account. This will help administrators see which accounts still need to have their PINs issued.

9.1.2.1.1 General Information

General Information

Business Name:
enfoTech & Consulting, Inc.

* First Name: M.L: * Last Name:
JOSEPH A DU FOUR
Job Title: * User Name: Account Status:
demoUser Active v
* Primary Phone Number: Extension: Mobile Phone Number: Mobile Provider:
1234567890 555 0987654321 ATT Wireless +

MI want to receive SMS messages through a mobile phone.

Fax Number: * Email:
1234567890 roger_yang@enfotech.com
When the View / Edit ( ) button is clicked for the user, the administrator can update or change the public user

information through the following fields; First Name, Last Name, User Name, Status, Company, Job Title, Primary
Phone Number, Extension, Mobile Phone Number, Fax Number, Email, Address Line 1, Address Line 2, City,
Country, State, and Zip.

9.1.2.1.2 Address Information
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The administrator can update or change the public user address information through the following fields; Address

Line 1, Address Line 2, City, country, State, and Zip.

Mailing Address

* Address Line 1:
1111 Washington St SE

* City:
Olympia

Billing Address

Address Line 2:

* Country: * State: * Zip:
United States § = WA § 98502

| The same as Mailing Address

Address Line 1:

City:

Address Line 2:

Country: State: Zip:
AK

4>
<4

9.1.2.1.3 Supporting Documents

The administrator can upload any supporting documents about the public user. This can be any identification

document or any proof of address document.

Supporting Documents

1-1of 1 item(s)

Delete | View | Preview | File Name | Size | Attachment Delivery Method | Description Uploaded Date
x 3 test2. bt 2KB test 9/6/2012 3:48:20PM | admin

Upload File

* File:

File Description:

gl

9.1.2.2  Creating New Public User

A System Admin also has the ability to add a new user by simply clicking the

button. In the New

User Information screen, a user can enter the necessary information in the following sections and clicks the

m button to save the information of newly added user.

After saving the user info, a message on the top of the screen will display “Save Successfully” to notify that the

user account has been created.
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The newly created user will then receive an e-mail with new password and pin information. They will have to log
into the Public Account using the information to reset their password, pin, and security questions.

9.1.3 Non-Registered Users

By clicking System Setting -> Non-Registered Users, a System Admin can open a search page with all currently
existing non-registered users displayed in the results grid-view by default. Non-Registered users are applicants
that do not exist as users in the system, but has a submission in the system. The most likely case is due to paper
submission, where the agency user has helped a particular submitter key in their submission electronically.

On the Search Screen, the System Admin can search for a non-registered user based on the search filter criteria:
My Dashboard Application Inspection ACH History Report Work Task eService System Setting Iy Account Hello, Karan & Help # Logout

<¢| System Setting > Security Setting > Non-Registered Users

NON-REGISTERED USER MANAGEMENT

Security Setting

£ System Users
L34 Manage agency accounts

—|— System User Roles . .
=18 First Name: | | Last Name: Address Line1: Business Name:

Manage system access rights

This Page allows you to manage Nen-Registered User account.

Role Permissions m

Manage permission sets

: App Review Permissions 13 of 3item(s)
L Manage data access rights Last Business. Telephone Mobile Address = Zip
Name Name No. No. 2 ity Code
P‘? Public Users.
<% Manage public accounts ‘ A Brown John gs;:z:’ 8888889987 8 Main St Bifferton = AU 0987 |
= Non-Registered Users A I o R 9999999999 BED Ezpa] Olympia WA 98501
2 u Want It Way N
% Manage Non-Registered
TEITME ‘ A Jones Jerry 7654456745 1 Main Road HHH WA 12345 |

e  First Name: Non-Registered User given name
e Last Name: Non-Registered User family name
e Address: Street Address of the Non-Registered User
e  Business Name: Non-Registered User business name

Ef

The System Admin can view any Non-Registered User Information by clicking the View / Edit (
up will appear to allow the System Admin to edit the Non-Registered User information.

) button. A pop-
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User Detail Information

General Information

* First Name:
Anne

Business Name:
* Primary Phone Number:

3609066764x

Email:

Mailing Address

M.L: * Last Name:

Friesz

Job Title:

Mobile Phone Number:

Account Status:
Active %

Fax No:

* Address Line 1:
2801 Grand Blvd

* City:
Vancouver

Address Line 2:

Country:

United States

* State: * Zip:
WA 7 98661

9.1.4 User Roles and Permissions

9.1.4.1 Manage Roles

The System User Roles page allows administrators to Add/Remove "System Role" and associate "Tasks" for a
selected System Role. A task, or permission set, is a list of denied privileges on the user interface. For example, a
WDFW — Admin Biologist will have denied privileges towards security settings. However, a System Admin role will

have access to all security settings.

A System Admin can view the list of the roles available.
The user can then select a role on the left hand side of the panel to view the role information and the tasks

associated to that corresponding role.
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Roles %  Role Details
] Application Official x
Role Info

] Application Technical Assistant %
) Event Manager x * Role Name:

WDFW - Admin Biologist
) Guest x

Description:
Ji) Inepoction Manmger = Admin Biologist ]
) Inspector x

v
Manager x
“ Role Users
) Notification Manager x
2]] G - 1- 2 of 2 item(s
oo trrre
#l Re t Ma x
d] gquest Manager x superAdmin  Joe Smith
) test Letter Grid Delete Button x ‘ » e T
] WDFW - Admin Biologist x
Z) WDFW - Appeals Coordinator Assoclate User
] WDFW - Biologist - Area Habitat
Role Permission Sets
Q] WDFW - Biologist - Compliance x
Monitoring

1-1of 1item(s

#] WDFW - Biologist - Fish Passage
Delete Description
@) WOFW - Biologist - InTraining X X WDFW - ADMIN BIOLOGIST ~ ADMIN BIOLOGIST
] WDFW - Enforcement Officer x
4] WODFW - Engineer x Associate Permission Set
A wncia una o, i Crakf

To create a new role, click the i icon, and enter the information in the “Add Role” pop-up dialog. The System
Admin will then be required to enter the Role Name, and if desired, the Description for the role. Click

WD S to create the role.

Add Role

* Role Hame:
Application Official

Description:

This Role is allowed to review -

applications only.

Create Role

. x ) .
To delete a role, click the delete ( ~ ) button that corresponds to the specfic role in the “Roles” column.

To edit the role, click the role name in the “Roles” column, and modify the information in the “Role Details”
column, and edit the information in the “Role Info” section.
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Role Permission Sets

1-1o0of1item(s
Delete Task Name

x WDFW - ADMIN BIOLOGIST =~ ADMIN BIOLOGIST

Associate Permission Set

To associate permission sets with a role, select the permission set in the “Role Permission Sets” section. After
editing the role information, click button to save all information.

9.1.4.2 Role Permissions

The system lets users who have administrator privileges create, modify, delete, and associate processes with
system permissions.

On the Manage Permission Set screen, an administrator can view the list of permission sets available. Each
permission set can contain a set of panels and menu options that are not accessible to the users associated with
the permission set. Administrators can associate certain permissions to form a permission set.

Permissions eH] Permission Detail
i-:ﬂ App_lication Administrative x
Reviwer Task Info
] Application Decision Maker x
e - . * Task Name:
Z ication Paper Submitter x
) Aep e WDFW - ADMIN BIOLOGIST
7 icati i i x
#]] Application Technical Reviewer Description:
@) Event Manager x ADMIN BIOLOGIST &
) Guest x P
53] Inspection Decision Maker > Associated Controls which are not allowed to access
ﬂ Inspection Scheduler x PLEASE ASSOCIATE THE CONTROL(S) TO DENY ACCESS!
] Notification Manager x
1 - 15 of 81 item(s
#]] System Setting Admin x x minspection minspection
Z) WDFW - ADMIN BIOLOGIST x x  ilnsplist inspList
éﬂ WDFW - AHB (In Training) ” x iInspAssign iInspAssign
ﬁ] WDEW - AHB -+ COMPLIANCE . x iInspTimeSlotAdmin iInspTimeSlotAdmin
MONITORING x mService mService
ﬂ WDFW - APPEALS COORDINATOR x {Event iEvent
«[1 WDFW - ENFORCEMENT R s
ﬂ MANAGER x x iNotify iNotify
Zl] WDFW - ENFORCEMENT OFFICER L s Sl
) WDFW - FISH PASSAGE + . X | mSetting mSetting
SCUE LI B B X iUserList iUserList
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9.1.4.2.1 Create/Delete a New Permission Set

A user can create, edit, or delete permission sets in the “Permission Sets” column. To create a new task
(permission set), click ¥ button, and enter the information in the Add Task pop-up dialog.

Add Task

® Task Name:
Application Official Permission Set

Description:
Permission set for application official a [§|

Create Permission Set

Enter the Task Name, and if desired, the Description for the task. Click BERSELMESS t0 create the role. To

. x . .
delete a task, click the Delete () button in the task item.

9.2 Application Configuration

By clicking under System Management -> Application Configuration, an System Admin can open a search page with
all currently existing application configurations displayed in the results grid-view by default.

My Dashboard Application Inspection Report Work Task eService | System Setting My Account
« i i i i
Security Setting < System Setting > System Management > Application Configuration

This page allows you to config a selected application by using a variety of search criterias including program, category, departm
£ System Users

(.13 Manage agency accounts To view or edit the details of a Application Config, click the 2. icon in the first column of the result table (Applications List),
B ::::r: :';Z:"zc:;; App Name: Type: | (Al) ¢ [ESEEY (# Advanced search) [YTIN

rights
= | Role Permissions Search Result

& Manage permission sets

1 -7 of 7 item(s
e | ST
Manage data access rights

1012 - Public Notice
.. Public Users A HPA Permit Application =~ Active WDFW
~A&# Manage public accounts .
., Non-Registered Users s LARTITE Watershed _ - A
ﬂ Manage Non-Registered j 8 Restoration HPA Permit Application  Active WDFW
accounts
) 1010 - Fish Habitat
System Management A o Enhancement HPA Permit Application ~ Active =~ WDFW
E_@ App!ication C.unﬁ.guraﬁon = 1009 - Forest
Configure Application A Practice HPA Permit Application ~ Active WDFW
% System Configuration
Configure environment 1007 - US Forest
_A g Service MOU HPA Permit Application  Active WDFW
=
i Reference Data
1 - Configure reference data I —
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9.2.1 General Configuration
This section is used to set up an application’s general configuration. It consists of 5 sections; Basic Information,
Attachment Mail-To, Attachment Fax-To, Report Fee Pay-To, and “Is this needed?” Instruction file.

1. Basic Information
This section requires the System Admin to enter in the Application Name, Application Code, Application
Status, Program, and Application Type. If desired, the System Admin can also fill in a description for this
application. The application name and the description will show up in the “Start a New Application”

webpart when Public users first log in.

Basic Information

* App Name: * Code: ® Status:
Standard Hydraulic Project Standard Active ¥
* Program: * Category: * Department: * Type:
HPA 5 Fish and Wildlife + WDFW ¢ HPA 3
Fee Desc: Reference Number:
Vary
Related Web URI:
[Verify]

Description: -

e

Select this application type for approval of hydraulic projects that do not qualify
for special processing.

Keyword:

2. Dashboard/Kiosk Setting
This section allows the System Admin to upload any photo desired to go along with the application.

Dashboard / Kiosk Setting

@Put this application in kiosk mode?
Sequence in kiosk: 1
@Put this application in dashbord mode?

Sequence in dashbord: | 1

select image

3. Supporting Document Mail-To
This section lets the System Admin configure mailing instructions that can be configured to show up in the
“Attachment” page of a submission
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Supporting Document Mail-To

* Mail To:
Washington Department of Fish and Wildlife

Address Line 1: Address Line 2:
PO Box 43234
City: State: Zip:
Olympia WA 98504-3234
Instruction: -
Please mail your documentation as indicated in the receipt of your application. [‘2'

4. Supporting Document Fax-To

This section lets the System Admin configure fax instructions that can be configured to show up in the
“Attachment” page of a submission.

Supporting Document Fax-To

Fax Number:

360 902-2156

Instruction: -
Fax Info.Comments ['2|

5. Application Fee Pay-To

This is the section where the System Administrator can configure instructions on where applicants should
sent payment.

Application Fee Pay-To

* Pay To:
Washington Department of Fish and Wildlife

Address Line 1: Address Line 2:
PO Box 43234

City: State: Zip:
Olympia WA 98504-3234
Instruction:

&

Enclose a copy of your application Receipt with your check or money order.

enfoTech Page 99 of 127



5

TLDLIFE

FISH APPS — End User Training Guide

6. ‘Is This Needed?’ Instruction File

This section lets the System Admin upload an instruction file that corresponds to the application. This PDF
will show up in the “Instruction” column when Public users first go in to “Start a New Application”.

'Is This Needed?' Instruction File

@ Latest Instruction file: =% Standard Hydraulic Project Instruction file x

Upload New File: | Choose File | No file chosen

9.2.2 Form Setting

This page provides the form settings configuration for both dynamic and blank form pages. These are the forms
used to set the configuration shown on the report submission pages.

General Package Setting Form Setting Message Template Notification Application Property SubSystem Item Group

This page allows you configure Attachment, Fee, Inspection, Issuance and Reviewer details for each application form.

Form Setting & Association

<>  Setting Online Form Name * Type * Attribute Application Form Name
(s) Applicable -
(® Main Form N/A Standard Application e
x 8 | Standard HPA Application Form . -
Ancillary Form Office Use Only
4
Optional
(s) Applicable .
Main Form N/A |?|
x 3] Modification Request . .
() Ancillary Form ) Office Use Only )
Optional

m Add Existing Form § Create New Form

To edit the record, click the 1] icon, and the system will display the application package for the corresponding
form.
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Basic Information

* Form Name: * Form Number: * Form Status:
Standard HPA Application Form GOVf1004 Active &
* Program: * Category: * Department: * Type:

HPA % Fish and Wildlife & | WDFW % HPA 4

Description:

Standard application form to acquire approval of hydraulic projects that do not |’:Z
qualify for special processing.

Save

Dynamic Form

Dynamic Form file: -_ DF_GOVf1004_JARPA.xml x
Upload Dynamic XML File: | Choose File | No file chosen

Upload [«.7)\i"]

Blank Form File

Blank Form file: 1 Standard HPA Application Form blank form file x

Upload Blank Form File:  Choose File | No file chosen

Upload

1. Basic Information: This section requires the System Admin to enter in the Form Name, Form Number,
Form Status, Program, Category, Department, and Application Type.

2. Dynamic Form: This section lets the System Admin upload the dynamic form corresponding to the specific
form type. This file is what creates the specific form types when public users first ender the submission
page. Note, this file should only be modified by a developer who is familiar with the system.

3. Blank Form file: This section allows the System Admin to upload a blank form file, if needed. This file will
create a blank form that will not change dynamically. This file will show up under the “Application Form”
column under the “Start a New Application” page in the public portal.

The Applicable Document tab under Form Setting -> Document allows administrators to specify which
attachments applicants need to send in with the application.
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=] Standard HPA Application Form
BasicInfo | Document | Fee | Inspection | Issuance | Reviewer
This page allows you to configure mailing and contact information for the attachments associated with your application form. You can also configure the attachment attribute, descriptions from this pag|
Applicable Document(s)
# Is Document Required?
> * Name * Attribute  * Methods Mail-To Contact Validation Rule
_ ® 4 Washington  <ValidationRules>
Letter of C.onsent from Applicant Required Online Department <ParentNode id="0"
to Authorized Agent Viai o & root="//DynamicFormValue/GOV:
x ) M Mai (Washington Department of Fish & Wildiife) & = S8 1004">
Optional o Other 43234 <Node id="1" type="XPath"
4| (ONone N/A WA oB804- s
3234
: ® T Washington | <ValidationRules>
List of Property Owners Required | Online EDJIeg“rgent <|‘=a“rﬁrgrode'idl:=uo..v .
- i root=" namicFormValu
x #Mail | Washington Department of Fish & Wildiife) 4 Widife 1004">
Optional ™ Other 33234_ <Node id="1" type="XPath"
4 (ONone | [JN/A WA 50804- @ -
3234
— @ o Washington  <ValidationRules>
Mitigation Plan(s) Required | Online E{g::fgﬂm <|1Da"rje/nmode'idp=”ﬂ"v oGOV
§ i root=" namicFormValue
x O o Mail (Washington Department of Fish & Wildlife) 4 it 100472.'?!
Optional o Other 63234_ <Node id="1" type="XPath"
4| (ONone | [NA wgns}g?cm— @ -
3234

9.2.3 Message Template

This section is used to set up e-mail notification template for the agency to the applicant. Based on different
events (such as approval, denial . . .), different content text will be set up as well as the corresponding recipients.

General Package Setting Form Setting Message Template Notification Application Property SubSystem Item Group

This page allows you to modify the email templates associated with GovOnline system triggered events. \"Applicant\" emails are sent to the applicant and, if the applicant is a consultant with subm
rights, the owner. \"Admin\" emails are sent to all other designated email recipients, including the CC list and BCC list. You can configure the email recipients for each triggered event from the
\"Notification\" tab.

Template List: Applicant % Template Detail

+ Additional Documents Upliaded

+ Additional Fee Required Sender Configuration
¥ Additional Inspection Required

+ Admin Review Completed

+ Amendment

* From: To List:
DoNotReply@APPS.com

3 Application Prepared by Consultant CC List BCC List:
& Approved
% Certificate Issued Template Configuration
+ Closed
+ Denied * Status: * Format: Tag: Category:
% Extension Active |4 [HTML 4 s
¥ Extension Request * Caption:
% Extension Request Approved Additional Documents Upliaded
% Extension Request Rejected
s s

nel

bl e %AgencyName% Online Application Additional Document(s)

& General Inquiryl

* Email Content:

¥ General Inquiry2 5'
<html><body> >

o RAlssved APPS Message: <br/><br/>

¥ License Issued

% Not Completely Received Dear %OwnerFirstName% %OwnerLastName%: <br/><br/>

% Online Form Amendment During the Permit application review process, additional document(s) was(were) uploaded towards your
# Online Form Approved application listed below. <br/><br/>
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e For each desired notification template, select template item from template list to set up email recipient
and content and message text.

e Click “Admin/Applicant” dropdown to select the notification template type.

e  Fill out “FROM”, “TO list”, “CC list”, “BCC list”. These will define default values that will be included for
every message of the given type. E.g. if user puts test@email.com into the CC List, then that email address
will be CCed on every message for that type, whether they are explicitly included by the end user or not.

e Select status (“Active” or “Inactive”); format (“Text” or “HTML”).
e  Fill out email content text and message text.

e Click “Save Template” to save all changes.

9.2.4 Notification

This page allows you to configure the email notification events associated with your application/permit. The
Sender Name and Sender Email you provide below will appear in the \"From\" section of any application email
sent out on behalf of your application/permit. The CC and BCC boxes are for you to provide a static list of email
addresses to be CC'd or BCC'd with an applicant version email for any triggering event where the CC or BCC option
is selected respectively. Be sure to include a semicolon \";\" to separate multiple email addresses in your list.

9.2.5 Application Property

This page allows the administrator to configure properties associated with a specific application.

Property

Show Disclaimer? (Detail)
Show Security Precautions? (Detail)
Show Certification Statement? (Detail)

Show Message on Receipt Page? (Detail)

Inspection Data Entry Payment Submission

[E] Allow Download Merged PDF Form Generate Sub Contral Bumber?

[T show Form List @ Yes @ No
[Clissue Approval sticker? [[) combine Payment and Submit process? Generate Type:
[Missue Not Approval Sticker? =] Require Security Question? By Group -
[ TR T BT T T Cmrstas Allow Automated Recurring Billing? ey
PuBLIC Failed [ Auto Approvar? @ Yes @ No Issue -
[#] Mot Ready [C] Atiow Consultant [¥] Clean existing control number for Renewal?
Mot Done [T Attached PDF in Submit Notice? Clean existing control number for Revision?
Auto Generate? [C) Attached POF in License Issue Notice?

) ) Allow Public Inquiry
[C) Attached POF in Permit Issue Notice? © Yes @ No

DANECI’\EU PDF in Cert. Issue Notice?

The Security Related Info section allows the administrator to pick and choose which security information to
display. For example, checking “Disclaimer” will allow the Disclaimer message to display in the “Submission” step
of the submission process, as shown below.

a] Show Disclaimer (Detail)

APPS, its agencies, officers, or employees would dedicate their best to protect your confidential ?
information. However personally identifiable information privacy is a new and evolving area, and despite
dedicated efforts, some mistakes and misunderstandings may result. The visitor proceeds to any external
sites at their own risk. WDFW and its APPS development company specifically disclaim any and all

liability from damages which may result from the accessing the web site, or from reliance upon any such P

This page allows the administrator to edit texts for Disclaimers, Security Precautions, Certification Statements, and
Message on Receipt Page. By clicking Detail, the user can edit the text of the disclaimer. Make the proper property
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configuration by simply checking the corresponding item checkbox and clicking the m button to save these
changes.

9.3 System Configuration

By clicking on the System Configuration link under System Management on the side bar, administrators can
manage general GovOnline system configuration settings, including system generated e-mail messages,
attachment configurations, and security questions.

9.3.1 Email Template

Sender Setting

From: To List:
DoNotReply@APPS.com

CC List BCC List:

Template Configuration

* Template Status * Format: Template Tag:

Active ¥ HTML 5 ' %LoginName% %
Category:
* Caption:

NewPublicAccount

* Subject:
APPS - New Account Notification

Email Content:

Dear %FirstName% %LastName%: <br/><br/> 1171

Thank you for using the %AgencyName% Aquatic Protection Permitting System
(APPS)! <br/><br/>

Your new account has been created.<br/>
Your user name is: <b> %LoginName% </b> <br/>
Your password is: <b> %Password% </b> <br/><br/>

To complete your registration, navigate to the <a
href="http://www.govonlinesaas.com/WA/WDFW/Public/">APPS</a> website and
enter your user name and password. <br/><br/>

When working in APPS, please make sure to save your work periodically to prevent

losing your work. Any inactivity longer than 15 minutes may end your session L,

s BB

e The administrator can select the e-mail template by selecting the drop-down menu.

e The administrator can set the e-mail sender settings by selecting which e-mail address to send each
template from. In addition, the administrator can also specify a CC or BCC list for each e-mail template.
This will behave the same as section 9.2.3.

e The template can have an active or inactive status. The format can be text or HTML. Tags are used to
dynamically display information unique to a particular user. In the above example, a %Password% tag is
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added to the template content to inform the user of his/her password. Please do not modify these tags,
as they are used by the GovOnline system to generate dynamic content.

e The administrator can view and edit the body of the template, which includes the message that will be
sent to users. Again, please do not modify the template tags within the e-mail template body.

e  When the email template is ready to be saved, click the Save Emad Conhguration button to

save the changes.

The table below lists out some of the more frequent e-mail templates that are pertinent to the general system

functionalities:

E-mail Template

Description

Trigger

(Overall System) — Active Public
Account

E-mail sent to Public Users when
their account is activated.

On the Agency Side, click into Public User
and activate the account of a specific user.

(Overall System) — Change Password

E-mail sent to Agency Users when a
new password is sent to them.

On the Agency Side, click into System User
and reset the password of a specific user.

Application Submitted Notice
Applicant

E-mail sent to Public Users when
their application has been
submitted.

On the Public Side, fill in an application and
click “Submit”.

Change Public Password

E-mail sent to Public Users when
they change their own password.

On the Public Side, click into “My Account”
and change your own password.

Change Public PIN

E-mail sent to Public Users when
they change their own PIN.

On the Public Side, click into “My Account”
and change your own PIN.

Inactive Public Account

E-mail sent to Public Users when
their account has be inactivated

On the Agency Side, click into Public User
and inactivate the account of a specific
user.

New Account

E-mail sent to Agency Users when
their account has been first
created.

On the Agency Side, click into System User
and add a new user.

New Public Account

E-mail sent to Public Users when
their account has been first
created.

On the Public Side, use self-registration.
On the Agency Side, click into Public User
and add a new user.

Reset Password

E-mail sent to Agency Users when
their password has been reset.

On the Agency Side, click into System User
and reset the password for a specific user.

Reset Public Account Password

E-mail sent to Public Users when
their password has been reset.

On the Agency Side, click into Public User
and reset the password for a specific user.

Reset Public Account PIN

E-mail sent to Public Users when
their PIN has been reset.

On the Agency Side, click into Public User
and reset the PIN for a specific user.

Retrieve Password

E-mail sent to Agency Users when
they forgot their password

On the Agency Login Page, click “forgot
login name or password”

Retrieve Public Password

E-mail sent to Public Users when
they forgot their password

On the Public Login Page, click “forgot
login name or password”

Update Profile

E-mail sent to Agency Users when
they update their profile.

On the Agency Side, click into My Account
and change any basic information.

Update Public Account Profile

E-mail sent to Public Users when
they update their profile.

On the Public Side, click into My Account
and change any basic information.

Each E-mail template also contains pre-defined template tags that are changed dynamically depending on who e-
mail is sent to. The table below shows some of the dynamic template tags the administrator will encounter when

configuring the e-mail templates.
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Template Tag

Description

%LoginName%

Login Name of the User

%FirstName%

First Name of the User

%LastName% Last Name of the User
%Password% The User's password
%PIN% The User's PIN

%SubmissionRid%

The system generated Submission RID — this is unique

%ApplicationName%

Application Name (ie. Beach Prospecting)

%SubmissionStatusName%

Status of the submission (ie. Admin Review Completed, Accepted, Approved, HPA
Issued)

%SubmissionDate%

Date the application was submitted

%AgencyName%

Name of the Agency (ie. WDFW)

9.3.2 Security Question

This page allows administrators to add, edit, and delete security questions. These are the questions used as part of
the submission verification process for public users.

e O B R OEEEER RBEIEKIES K

-

it Pore o Ty (et Do

To add a new security question, click on the “Add New Security Question” tab. Enter the question and group.
There are a total of five groups, and public users are to provide answers for one question from every group.
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Mew Attachment Type

* Question:
What is your faverite book?]

® Group:
1 -

To edit an existing security question, click on the Edit ( Iﬁ ) icon next to the corresponding question.

9.3.3 Document Type

In this section, the administrator can specify which attachment types to accept when submitters attach files to a

submission.

] Document
[l Excel

[l Picture
=) PoF

&l XML

@

ATTACHMENT TYPE

Attachment Types <&

Exclude Characters in Attachment File Name:

Document Type Details

Document Type Info

This Page allows you to Add New a attachment type, click “Save” to save the information to the database.

*Type Code:  * Type Name:

Document

Description:
Document Attachment

File Type List

Document

* Status:

Active

* Max Size:
3000

-

bytes

1-20f 2 tem(s)

File Extension Name | Status

@ = Doc A TextPlainl *
@ =dox A applicationfword | %
Add Hew File Type Save

To add a new attachment type, click the % icon. Input the required information; Attachment Type Code,
Attachment Type Name, Status, and Max Size. If desired, enter a description for this attachment type. When
finished, click the “Save” button.
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Mew Document Type

® Document Type Code: ® Document Type Name: w Status:
Active
* Max Size:
0 KB
Description:

]

Carc | s

Within each attachment type, the administrator can also add file types. For example, the “Word” attachment

n o u

type can consist of “.doc”, “.docx”, “.wpf”, and “.wpd” file types. To add a new file type within an attachment
type, click the Add New File Type button and enter in the file type, status, and mime type. When

finished, click m

Mew File Type For pdf

® File Type: *® Status: ® Mime Type:

x, Active -

concer || sove |

To delete a file type, simply click the corresponding delete (ﬂ ) icon.
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9.4 Reference Data

9.4.1 Generic Data
Generic Data Dep. Fee Item Field Insp. Cat. Insp. Type Event Cat. Request Cat. Notify Cat. Comment Contractor Statute Spot Type Spot

To configure generic data, please select a generic table from dropdown list.

Generic Reference Table List: = Application Status Ol Load

Data of Application Status
1 15 of 23 item(s
e . I— p— Status CD | Updatad Date | Updatad By

A UNSUBMITTED =~ New Draft Applicaiton Active 2009-11-15

2 UNSUBMITTED = Renewal Renewed Application Inactive 2009-11-15 SSIS
ﬁ UNSUBMITTED = Amendment Amended Application Active 2009-11-15 SsIS
.ﬂ SUBMITTED Admin Review Completed Olympia Admin reviewed application for complete submission Active 2009-11-15 SSIS
ﬂ SUBMITTED Submitted - All Components Included Application submitted with attachments and fee Active 2009-11-15 ssIs
2 SUBMITTED a‘;;’;’:ged - Some Components Application Fee or Document not submitted Adtive 20091115  SSIS
A SUBMITTED Approved Application approved for HPA Issuance Active 2009-11-15 SSIS
A SUBMITTED Withdrawn Application withdrawn Active 2009-11-15 SSIS
A SUBMITTED Denied HPA Denied Active 2009-11-15 SsIS
.ﬂ UNSUBMITTED  Revision Revised Application Inactive 2010-02-16 SsIS
A SUBMITTED Closed Application material not submitted Active 2010-05-14 SSIS

9.4.2 Department
GenericData | Dep. = Fee Item Field | Insp. Cat. Insp. Type Event Cat. | Request Cat. Notify Cat. Comment Contractor Statute | Spot Type Spot

Manage departments of the system. Department information is used by eService for sending out emails.

Department List

1 - 14 of 14 ite:

m(s
S e e T N T STy

u 1111 Washington St. SE , Olympia, WA 98501
.ﬁ WDFW  WDFW Phil Anderson = HPAapplications@dfw.wa.gov & (360)-902-2200 A
(=) (360) 902-2156

(43 641 Plainsboro Road, Plainsboro, NJ 08536
A BRD Boards & Commissions helen_pan@enfotech.com {3 609-896-9777 1
Q 609-896-9777

m 641 Plainsboro Road, Plainsboro, NJ 08536
A FIN Finance 3 (609) 896-9777 1

=]
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9.4.3 Inspection Category

Generic Data Dep. Fee Item Field Insp. Cat. Insp. Type Event Cat. Request Cat. Notify Cat. Comment Con

This page allows you to configure system wide "Inspection Category” and "Inspection Type".

Category Name: m Add New Inspection Type Setting

Search Results

1-10 of 10 item(s
e —C——
A On-site Active Standard On-site Inspection
_.ﬁ 2 Building Subcode Inactive Building Subcode Inspection
A 3 Electrical Subcode Inactive Electrical Subcode Inspection
_ﬁ 4 Plumbing Subcode Inactive Plumbing Subcode Inspection
_d 5 Fire Subcode Inactive Fire Protection Subcode Inspection

9.4.4 Comment

Generic Data Dep. Fee Item Field Insp. Cat. Insp. Type Event Cat. Request Cat. Notify Cat. Comment Contractor Statute Spot Type Spot

This Page allows you to config Comment Template.

Template Type:  (All) 4 Template Name: Add New
Search Results
1 15 of 33 item
e m“-m-m
Incomplete You did not pay the $150 application fee. Send a check for $150 payable to Washington Department of Fish and Technical Joe
A - Payment Plan Active
Wildlife. Smith
(None) Review
2 2 ¥n::mplﬁ:e You provided only partial payment of the $150 application fee and have a balance due of $[SPECIFY AMOUNT ;e;:mk:al Joe Acive Y
e HERE]. Send a check payable to Washington Department of Fish and Wildlife. 5 Smith
(Partial) Review
Incomplete
- Payment You did not identify a valid billing account for charging the application fee. Provide the correct billing account Technical Yod
_ﬁ 3 (Missing number, request a billing agreement so that an account may be established, or send a check for $150 payable Plan Smith Active Y
billing to Washington Department of Fish and Wildlife. Review
account)
Incomplete Technical
A 5 - Payment Your payment was rejected due to insufficient funds. Send a check for $150 backed by sufficient funds payable Plan Joe Active Y
(Insufficient  to Washington Department of Fish and Wildlife. Riview Smith
Funds)
Incomplete Technical
.ﬁ 6 - Project Important project location information is missing. Provide all of the following information if missing for Project Plan Joe Active Y
Location Site Location: county, section/range/township, latitude/longitude, waterbody. Review Smith
(Missing)

9.4.5 Provision Group

Provision groups can be used to organize provisions into permit templates. To begin, click on the
Provision Group tab and select a Provision Group (e.g. Freshwater, Marine). The user can then choose to
further narrow their search by selecting a Provision Name and by choosing an activity status. Clicking
Search will then narrow the list of presented Provision Groups based on the search criteria.
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Generic Data Dep. Fee

RefProvisionGroup not found.

Provision Group

Insp. Cat. Motify Cat. Comment Provision Detail

Provision Group

Provision Type:

Freshwater
1- 15 of 44 item(s)

View/ Edit

Provigion Name:

Status:

Updated
Date

A Frashwater | TIMING - PLANS - INVASIVE SPECIES CONTROL TIMING - PLANS - INVASIVE SPECIES CONTROL 2015-06-23 NEW_P
A Freshwater =~ NOTIFICATION REQUIREMENTS NOTIFICATION REQUIREMENTS Adtive 2015-06-23 NEW_P
A Freshwater | STAGING, JOB SITE ACCESS, AND EQUIPMENT STAGING, JOB SITE AQCESS, AND EQUIPMENT Active 2015-06-23 NEW_P
JA Fe= Ea?mkﬁgg‘?N—REmTED SEDIMENT, EROSION AND POLLUTION %%TIJ\.‘J&'IN?N—RELATED SEDIMENT, EROSION AND POLLUTION T 2015-06-23 NEW_ P
;A Freshwater | QONSTRUCTION MATERIALS CONSTRUCTION MATERIALS Active 2015-06-23 NEW_P
A Freshwater =~ IN-WATER WORK AREA TSOLATION USING BLOCK NETS IN-WATER WORK AREA ISOLATION USING BLOCK NETS Active 2015-06-23 NEW_P
A Freshwater | IN-WATER WORK AREA ISOLATION USING A TEMPORARY BYPASS IN-WATER WORK AREA ISOLATION USING A TEMPORARY BYPASS Active 2015-06-23 NEW_P
14 Freshwater =~ IN-WATER WORK AREA ISOLATION USING A COFFERDAM STRUCTURE IN-WATER WORK AREA ISOLATION USING A COFFERDAM STRUCTURE Adtive 2015-06-23 NEW_P
4 Freshwater | IN-WATER WORK WITHOUT A BYPASS OR OOFFERDAM IN-WATER WORK WITHOUT A BYPASS OR COFFERDAM Active 2015-06-23 NEW_P
;A Freshwater ~ FISH LIFE REMOVAL FISH LIFE REMOVAL Active 2015-06-23 NEW_P
;A Freshwater | STREAM BANK PROTECTION STREAM BANK PROTECTION Active 2015-06-23 NEW_P
A Freshwater ~ LAKE SHORELINE STABILIZATION LAKE SHORELINE STABILIZATION Active 2015-06-23 NEW_P
A Freshwater | BLASTING BLASTING Active 2015-06-23 NEW_P
14 Freshwater ~ BEAVER DAM MANAGEMENT BEAVER DAM MANAGEMENT Adtive 2015-06-23 NEW_P
4 Freshwater | BRIDGE BRIDGE Active 2015-06-23 NEW_P
2|3
Add New

The User will then have the option of editing an existing Provision Group by clicking on the edit icon under
the View/Edit column or of adding a new group by clicking Add New at the bottom of the page.

9.45.1 Adding a New Provision Group

Once the user has clicked Add New, they will be directed to an empty Provision Group Information Page.
Here they must:

1) Enter a Provision Group Code (corresponding to Type on the Provision Group tab), Sequence
number and Name. The user may enter a pre-existing Code, but adding a new Code will add an
entry into the Provision Type dropdown list in the Provision Group tab. The name added will also
be added to the Name dropdown under the relevant Type on the Provision Group tab. Clicking
Save will save the new provision group and allow the user to associate Provisions to that group.
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% Back to Prowislon List

Provision Group Infomation

W Coda: Status:
Aptive
* Poyialon 3eq Ho:

w Mame:

Deacription:

B

2) Click the Associate Provision Detail button to select Provisions to associate to the Provision
Group.

Provision Group Infomation

 Coda: Status:
Freshwater In a-::ive

" Poyialon $8q Mo
10

 Mama:
NOTIFICATION

* Provialon Detall:

Associate Provision Detail | Disassociate Provision Detail

Deecription: -
MOTIFICATION =

3) Inthe Associate Provision Detail tool, select Provisions from all applicable Groups and Names.
Please note that Group and Name in this tool are not directly linked to the Provision Group tab
Group and Name until this association tool has been used to create the link. Once a Group and
Name have been chosen, the list of Provisions will be populated.
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Acsociate Provision Detail

Group MHamsa
Marine NOTIFICATION
1 gals

|:| MOTIFICATION = NOTIFICATION

NOTIFICATION: You, your agent, or contradior must contact the Washington Departrment of Fist and Wildlife by =-mail st
HPAapphcatiors:@dfin.wa.gov; meil ko Post Offic= Box 43234, Dlympia, Weshington 98504-3234; or fox to (3600 S02-2946 ot et
thres Business days bafore starting wark. The notification mus=t include the parmittes’s name, project location, stading date, and the
Prpdraulic Project Approval permit numiber.

PRE- AND POST-CONSTRUCTION NOTIFICATION: Youw, your agent, or contractor must contect the Washington Department of Fish and
Wildlife by =-mail at HPAapplications @ dfw.wa.gov; mail to Post Office Bax 43234, Olympia, Washington 58504-3234; ar fax o (350}
S2-2346 2l lea=l = Business days before sLarfing work, and again within ==ven days aft=r completing Dve workl The notification
must include e permiltzs's name, praject location, starting date for work or dat= e workl was completed, and the permit number.
The Washington Department of Fish and Wildlile may condud inspections during and afer construdtion; foweyer, the Washinglon
Deapartment of Fish and Wildlife will notify you or your agent Befors conducting the inspection.

N MOTIFICATION

O WOTIFICATION

PRE-, DURIMNG, AND POST-CONSTRUCTION MOTIFICATION: *You, your agenl, or contractor must contact the Washington Department
of Fizh and Wildlife by =-mail st HPAspplicatiors@dfw.wa.gov; mail to Post Office Box 43234, Olympia, Washington 98504-3234; or fax
to (360) 902-2945 i l=ast three Dusiness days before =arfing work, one day Defore removing the t=mporary Bypa=s and again wilhin
O HOTIFICATION = s=ven days after completing the wark. The notification must include the permiltte='s name, project location, starting date for work or L) 30
date the work was completed, and the permil number. The Washington Department. of Fish and 'Wildlife may condud inspections
during and after construclion; kowaver, the Washington Department of Fish and Wildlife will notify you or your sgent before
corducting the inspection.
NOTIFICATION REQUIREMENT: You or your agentfcontractor must nolify the Enforcement Sergeant stad Below no less than thnes
D MOTIFICATION Busin==s days befor ;[arling wark, and again wilhin s=ven days aler m'!'lpleﬁrlg the work o arrange for & post-project inspection.
The notification must induds the parmitles’s name, project location, =tarting date far work or completion dat= of work, and e permit
rumber for this Hydraulic Praject Approval.

BLASTING NOTIFICATION REQUIREMENT: You, your agent, or contractor must notify the Washington Department of Fh and 'Wildlif=
bry e-mail 2t HPA=pplications@div. wagow; mail to Post Offic= Box 43234, Ohympia, Washington 98504-3234; or fax bo (360) 902-2945
O MOTIFICATION  of e exack date Blasting will oocur. The Department must recsive this notificstion =t least fve working deys before the dab= of A 50
blasting. The notification must indude the permitte="s name, project location, starting date for work or date the work wes completed,
ard the parmit number.

PHOTOGRAPHS: You, your agenk, or contracior must take photographs of the job sit= befiore the work begins and after the work i
compieted. You must uplosd e photograpis to e post-parmill requirement pege in B Aguatic Protection Permitting System (4PPS)
or mail themn o Washingbon Departrent of Fish and Wildlife ak Post Office Gox €3234, Olympia, Washington S&504-3234 within 30-
ity after the waork is completed

FISH KILLS WATER QUALITY PROBLEM NOTIFICATION: IT & fish kil oocurs or fish ane ofrserved in distress ot I:he]l:l] site, im
=top all activiti=s causing hanm. Immediatshy notify the Washington Department of Fh and Wikdlife of the problem. I the lkeby caums
D WOTIFICATION  of the fish kill or fish distress is related to waler quality, also nolify the Washington Miltary Department Emergency Management A 70
Diwision at 1-800-258-5000. Activities nelsted bo the fish kil or fsf detress must not reseme ontil e Washington Department of Fsh
and Wikllife gives approval. The Washington Department of Fish and Wildif= may reguire additional measures to mitigate impacts.

O MOTIFICATION

Seect Al | Deselect Al | Associste | Cancs|

4) The User may choose to select Provision Details to associate with the Provision Group one by
one, or by using Select All or Deselect All. Once the relevant Provisions have been selected,
the User may associate them with a Provision group using the Associate button. These
Provisions will then be added to the Provision Group Information Page.

4 Back Io Frovision List

Frovision Group Infomation

* Coas status:
Freshwater Active

* Poviaian Saq Mo
10

* Hame:
TIMING - PLANS - INVASIVE SPECIES CONTROL

* Pravision Detall:

1.-10 of 15 Hem(s)

TIMING - PLANS - INVASIVE SPECIES | -
a o e IHITS - PLANS - INUASEVE SPECTES CONTROL
A O e PUNS-INASESPECES | riyme LIMITATION: You ey begin e profect on INSERT DATE HERE an you st cormple:the project by INSERT DATE HERE a 10
B O | TERIG: PSS TWAE B | i prraron: Yooy b e et o TSERT OMTE HERE s st it et ISERT 047 HERE rovites: IS TEXTHERE s |m
Aa O %’J’“"‘S']""m SPECIES sy LIMITATION: Wark below tie ordinary high water line must ooy occur betwesn TNSERT DATE HERE and INSERT DATE HERE. a )
B | O | TEDIG- P INASIE SPETES | e araon: ek o e iy gh e e st ey ci e IS DETE HEE s NESET AT HERE o ko e ST DATE FERE N
A | []  [DTNG-PLANS-IWASVESPECES | TIMING LIMITATION: Work oy deetimmefatey, prnided Ui srese =y orin 2 o pesied. I the stresm =t ey o in o peid, you s ot sart ok un IHSERT DATE HERE end you munt completsthe werk by INSERT o
conTROL DATERERE.
A O e FLNS-INASNESPECES | oeyEGETATION: You must complete re-vmgelalion by no leer tian INSERT DATE HERE, and you must maritoe e surzess of the re-vegetalion iough INSERT DATE HERE. a &
A [0 DTNG-PLNS-IWASVESPECES | TIMING LIMITATION: Ifthe ste conilons, responsie partes;, an achlies do ot change, is ydrauc Pejec Apsrovalmay remain n sffct it ned fo peicis renewal Werk may occur st any i provided the Habitat ickgist s it .
conTROL rtfies
TIMDNG - PLANS - INVASIVE SPECIES | TIMING LIMITATION: I the ste comdilians, resprrmiti= perties, and sxfndlies o not cange, this Hydrsuic Project Approvel mey remsin in =ffect without ne=d for perindic renewsl. Wark belove the ordinsry high water ine must ordy ocur between
a o <porstic p= nge i = peri oy g . -
conTROL INSERT DATE HERE =n INSERT DATE HERE of sy colemtar yoar
A O e PUNS-TMAIESEOES | g |MITATION: You mast instll he bemporary culvert betesn INSERT DATE HERE and INSERT DATE HERE: and yous must remo e temporary culvert betivemn INSERT DATE HERE and INSERT DATE HERE a %0
2

Associate Provision Detail [ Disassociate Provision Detail
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5) Provision details will appear in the list in the sequence they are selected, which dictates the
sequence in which they will be presented when viewed in the APPS approval workflow.
However, if the user wishes to change their sequence within the Provision Group, the user may
click the icon under the Edit column, update the sequence number, and click the Save button.

9.4.5.2 Associate Provision Details to an Existing Provision Group

In order to Associate Provisions to an existing Group, the user can search for and select a Provision
Group under the Provision Group tab as described in the Provision Group section. Then the user can use
the procedure described in Adding a New Provision Group, starting with step 2).

9.4.6 Provision Detail
The Provision Detail tab can be used to search for, edit and create new Provision Detail Records.

Generic Data Dep. Fee Insp. Cat. Notify Cat. Comment Provision Detail Provision Group

RefProvisionDtl not found.

Provision Group:  Provision: Status: Not Associated To Any Group:
v [v]  Active [v]
New

1 - 10 of 909 item(s)

1A 3059 | Freshwater = TIMING - PLANS - INVASIVE SPECIES OONTROL TIMING - PLANS - INVASIVE SPECIES CONTROL

1A 3060 Freshwater NOTIFICATION REQUIREMENTS A NOTIFICATION REQUIREMENTS 0
A 3061 | Freshwater STAGING, JOB SITE ACCESS, AND EQUIPMENT A STAGING, JOB SITE ACCESS, AND EQUIPMENT o
_ﬁ 3062 | Freshwater OONSTRUCTION-RELATED SEDIMENT, EROSION AND POLLUTION A 'CONSTRUCTION-RELATED SEDIMENT, EROSION AND POLLUTION 0

OONTAINMENT CONTAINMENT
lA | 3063  Freshwater CONSTRUCTION MATERIALS A CONSTRUCTION MATERIALS o
Al 3064 Freshwater IN-WATER WORK AREA ISOLATION USING BLOCK NETS A IN-WATER WORK AREA ISOLATION USING BLOCK NETS o
lA | 3065 Freshwater  IN-WATER WORK AREA ISOLATION USING A TEMPORARY BYPASS A IN-WATER WORK AREA ISOLATION USING A TEMPORARY BYPASS o
1Al 3066 Freshwater IN-WATER WORK AREA ISOLATION USING A COFFERDAM STRUCTURE A IN-WATER WORK AREA ISOLATION USING A COFFERDAM STRUCTURE o
1A | 3067  Freshwater  IN-WATER WORK WITHOUT A BYPASS OR COFFERDAM A IN-WATER WORK WITHOUT A BYPASS OR COFFERDAM o
1Al 3068 Freshwater FISH LIFE REMOVAL A FISH LIFE REMOVAL o
234567 89 10 11 12 13 14 15 ..

9.4.6.1 Adding New Provision Details

To add a new Provision Detail, the User must click the New button. This will take the User to a blank
version of the Provision Detail Information Page. The User must then choose a Provision Code and Name
(using the list of options from the Provision Group tab), as well as the Status Code, Header Indicator,
Sequence Number and the text of the Provision (Provision Description). The User may then click Save to
commit the new record to APPS.
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Provision Detail Infomation

Provislon Coda: * Provielon Mama:
Marine [+]| | BULKHEAD - TIMBER B

« stafus Code: # Header Indicator: # Saquence Mo:
Active [w| | No [w] 20

# Provialon

1-1ofiltemis)

Marine | BULKHEAD -

TIMEER. | BULKHEAD - TIMBER | 20

* Provialon Descripthon:

Establish the waterward distance of the wood bulkhead from a permanent benchmark(s) (foced
objects) before starting work on the project. The benchmarks must be located and shown on the
approved plans, marked in the field, and protected to serve as a posi-project reference for ten
YEErs.

9.4.6.2 Searching for Provision Details

On the Provision Detail tab, the User may narrow the presented list of Provision Details by selecting a
Provision Group and Provision from the dropdown lists at the top of the page. The User can then click
Search to update the list to include only those Provision Details that match the criteria.

The Provision Group and Provision dropdown lists are populated with the Provision Groups and Names
found in the associated Provision Details records. This allows the user to see records that are not yet
associated with any group records in the Provision Group Tab (See the section on Provision Groups by
clicking here). Please Note: The Provision Detail tab may contain legacy data. This means that the
Provision Group and Provision lists found on this tab will not exactly correspond with the Provision Type
and Provision Names found in the Provision Group Tab.

9.4.6.3 Editing Existing Provision Details

After searching for Provision Detail records, the User may edit a Provision Detail by clicking on icon in the
Edit column in the Search Results. The User will then be taken to the Provision Detail Information page
described in Adding New Provision Details, where the User may update the Provision Detail record’s
Provision Code, Provision Name, Status Code, Header Indicator, Sequence Number or Provision
Description. The User may then commit these changes to APPS by clicking on the Save button at the
bottom of the page.
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10 Database and Queries

70.1 Database ER Diagram

e
s o

INSP_ATTACHMENT
il

70.2 Queries

To create a query, go to Report>>Query. From there, you can create a new folder to store the query, create a

Create Query

query, delete a query, or move a query. Click on the icon to create a new query. Enter the SQL

statement you wish to use in your query.
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Execute QUERY

Please locate the desired query from the available Query Folders. Click on the desired query link to run the query.

& Back to Query List

* Query Name:
Query Sub Submission Table

Select Parent Folder:

A
v

* Query

SELECT * FROM PM_SUB_SUBMISSION WHERE SUBMISSION_RID =
@SUBMISSION_RID

In the “Where” condition within your query, you may choose to enter parameters, as shown in the example below.

Add Parameter

Insert a Parameter from List:

_or Insert a new parameter:

* Parameter Name:

SUBMISSION_RID

* Parameter Type
(s) Text( ) DateTime( ) Dropdown

| canco | ot |

After you are content with the query you have put in, you may click the button to save your query.

You may also choose to run your query by clicking the button. In this particular example, when

running the query, you will be prompted to enter in the submission id as one of the parameters. After you enter,
click Run Query again.
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Execute QuEry

Please locate the desired query from the available Query Folders. Click on the desired query lin§

& Back to Query Edit
Current Query:

SUBMISSION_RID:

204
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11 Other Helpful Information

711.1 Permit Number Generation

APPS auto-assigns Permit Number whenever a new permit is issued towards a submission based on following
format: YYYY-RC-SEQ-VER, where

= YYYY = Year when Permit is issued

= RC=Region Code(1,2,3,4,5 60r9)

= SEQ=Sequence Number identified as number of permits within the same region as project site location
for theyear+1

=  VER =Version Number identified via numerals per submission starting from 01

For example, first permit issued in year 2012 in Region 1 will have permit number of “2012-1-1+01", whereas tenth
permit issued in year 2012 in Region 2 (that is also the first permit for Region 2) will have permit number of “2012-
2-1+01". Similarly, second version of first permit issued in year 2012 in Region 1 will have permit number of “2012-
1-1+02".
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11.2 Application Status Descriptions

WDFW Application Status

Application Status Description

New New application is started with a new Submission ID; application is in process of being modified by the applicant or agency user and has
not yet been submitted.
Amendment Submission is sent back to applicant for re-submission; Submission ID does not change in the process.

Admin Review Completed

All attachments have been submitted, fee has been paid in full, and application form is complete; Submission ID remains the same
when status is updated.

Submitted - All
Components Included

System automatically updates submission to this status when user submits an application if all attachments have been submitted and
fee has been paid in full; application form is yet to be reviewed by agency staff.

Submitted - Some
Components Missing

System automatically updates submission to this status when user submits an application if all attachments are not submitted and/or
fee has not been paid in full; application form is yet to be reviewed by agency staff.

Approved Application has been approved and permit can be issued to the user/facility.

Withdrawn Application has been withdrawn by the Applicant; Submission ID remains the same when status is updated, but submission is closed
and no further work can be performed on the submission.

Denied Permit has been denied due to various reasons; Submission ID remains the same when status is updated.

Closed All materials have not been submitted for agency user to issue a permit; application was previously in Incomplete status for a
significant amount of time (manual determination by agency user); Submission ID remains the same when status is updated.

Accepted Application material (attachments, form details) are technically complete and further application and permit review can be performed
(i.e. associate permit limits or provisions); Submission ID remains the same when status is updated.

HPA Issued Application has been approved and a permit has been issued; system auto-updates to this status when a permit has been issued for an
application.

On Hold Application is placed on hold due to various reasons (applicant cannot be reached, site cannot be accessed, etc.); time clock to process
a submission stops and is resumed once application is taken off this status to another status (i.e. technical review complete).

Rejected Application has been rejected for a permit (either because permit is not needed or work has already been completed); with this status,

application has reached a terminal status and no further work can be performed against the same submission record; Submission 1D
remains the same when status is updated as such; applicant/agency user must make a new submission to request for a permit.

Statutorily Incomplete

Application has been deemed administratively complete, but it is technically incomplete (e.g. project plans specified are not sufficient).
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11.3 Permit Status Descriptions

WDFW Permit Status Permit Status Description

Active Permit has been issued. This marks the Final Permit. A new Permit ID (separate from the current Pending Permit ID) is created; older
permit record is updated to "Superseded" status, if it exists.

Expired Permit has expired; this occurs when the applicant fails to renew the permit before the permit expiration date; no further action can be
performed against the submission.

Revoked Permit has been revoked; no further actions can be taken against the permit (modification).

Inactive Permit Project End Date has passed but total permit effective period has not yet been completed; applicant/agency user may still
submit a permit modification request while a permit is in this status.

Superseded Permit is updated to this status when a new permit is issued against the same Submission ID as a result of permit modification process.

11.4 Inspection Status Descriptions

Status Description
Cancelled Inspection has been cancelled and does not need to be conducted anymore.
Completed Pre-Permit inspection has been completed
Failed Compliance Inspection completed and Site inspection results are in violation of provisions associated to permit
Incomplete Pre-Permit inspection could not be completed
Not Ready Application has not been Accepted for APPS to schedule inspection records
Passed Compliance Inspection completed and Site inspection results are in compliance of provisions associated to permit
Requested Applicant has requested an inspection for an available date and time
Request Ready Application is ready for applicant to schedule based on available inspection dates and times
Scheduled Inspector has accepted to conduct inspection on a specified date and time

enfolech
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71.5 Application Workflow

11.5.1 Application Workflow — Standard Application Type (including Modification Request)

11.5.1.1 Initial Application Submission Workflow

Grace Task Standard Watershed Fish Forest Beach Forest . ’ Pre-
Sequence |Task Name . R . . . . Public Notice L
Days Assignment Hydraulic Restoration |Enhancement| Service MOU | Prospecting Practice application
1 Perform Admin Review 2 Olympia Admin X X X X X
Admin Biologist X X X X X
2 Technical Review for Completeness 10
Field Biologist X
3 Notify Local Government 12 Field Biologist X
3 Pre-Permit Site Inspection 20 Field Biologist X
3 Perform Technical Review 20 Field Biologist X X
Field Biologist X X X X X
3 Generate Draft HPA Permit 25
Admin Biologist X
Regional Habitat Program Manager
3 o ! 9 9 25 | Regional Manager X X
Approval
3 Consider Comments Received 25 Field Biologist
Field Biologist
4 Finalize and Issue HPA 45
Admin Biologist X
5 Invoice for Application Fee 30 Olympia Admin
) ) Field Biologist X X X X X
5 Compliance Inspection 1 30
Comp. Biologist X X X X
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11.5.1.2 Modification Request Workflow

Major - Major - . Minor - Minor - .
Sequence |Task Name Sl LEELS Forest Beach S Forest Beach ety A
Days Assignment . . Others . . Others
Practice Prospecting Practice Prospecting
1 Perform Admin Review 2 Olympia Admin X
Admin Biologist X
2 Technical Review for Completeness 10
Field Biologist X
3 Notify Local Government 12 Field Biologist
3 Pre-Permit Site Inspection 20 Field Biologist
3 Perform Technical Review 20 Field Biologist
Field Biologist
3 Generate Draft HPA Permit 25
Admin Biologist X
Regional Habitat Program Manager .
3 Y o ¢ 25 | Regional Manager
Approval
3 Consider Comments Received 25 Field Biologist
Field Biologist X X
4 Finalize and Issue HPA 45
Admin Biologist X X
5 Invoice for Application Fee 30 Olympia Admin
i ) Field Biologist
5 Compliance Inspection 1 30
Comp. Biologist
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11.5.2 Application Workflow — Expedited Application Type (including Modification Request)

11.5.2.1 |Initial Application Submission Workflow
Grace Task Standard Watershed Fish Forest
Sequence |Task Name . . . .
Days Assighment Hydraulic Restoration |Enhancement Practice
1 Perform Admin Review 1 Olympia Admin
Admin Biologist
2 Technical Review for Completeness 5
Field Biologist X
3 Notify Local Government 7 Field Biologist X
3 Pre-Permit Site Inspection 10 Field Biologist X
3 Perform Technical Review 10 Field Biologist X
Feld Biologist X
3 Generate Draft HPA Permit 12
Admin Biologist
Regional Habitat Program Manager .
3 12 | Regional Manager X X
Approval
3 Consider Comments Received 12 Field Biologist X
Field Biologist
4 Finalize and Issue HPA 15
Admin Biologist
5 Invoice for Application Fee 30 Olympia Admin
_ . Field Biologist X X
5 Compliance Inspection 30
Comp. Biologist
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11.5.2.2 Modification Request Workflow

Gr Task Major =1 major -an | MINOT " Vinor - Al
Sequence |Task Name ace 'as Forest ao Forest ino
Days Assignment . Others . Others
Practice Practice
1 Perform Admin Review 1 Olympia Admin
] ) Admin Biologist
2 Technical Review for Completeness 5
Field Biologist X
3 Notify Local Government 7 Field Biologist
3 Pre-Permit Site Inspection 10 Field Biologist
3 Perform Technical Review 10 Field Biologist
Field Biologist
3 Generate Draft HPA Permit 12
Admin Biologist
Regional Habitat Program Manager .
3 9 9 9 12 | Regional Manager
Approval
3 Consider Comments Received 12 Field Biologist
Field Biologist X X
4 Finalize and Issue HPA 15
Admin Biologist
5 Invoice for Application Fee 30 Olympia Admin
i . Field Biologist
5 Compliance Inspection * 30
Comp. Biologist
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11.5.3 Application Workflow — Emergency Application Type (including Modification Request)

11.5.3.1 Initial Application Submission Workflow

Grace Task Standard Forest
Sequence |Task Name . . .
Days Assignment Hydraulic Practice
1 Perform Admin Review - Olympia Admin
Admin Biologist
2 Technical Review for Completeness -
Field Biologist
3 Notify Local Government - Field Biologist
3 Pre-Permit Site Inspection - Field Biologist
3 Perform Technical Review 1 Field Biologist
Field Biologist
3 Generate Draft HPA Permit 1
Admin Biologist
Regional Habitat Program Manager .
3 - Regional Manager
Approval
3 Consider Comments Received - Field Biologist
4 Finalize and Issue HPA 20 Field Biologist X X
4 Finalize and Issue HPA Admin Biologist
5 Invoice for Application Fee 30 Olympia Admin
] o, Field Biologist
5 Compliance Inspection 30
Comp. Biologist
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11.5.3.2 Modification Request Workflow

Gr Task Major - Major - Minor - Minor -
Sequence |Task Name Daacse Assi a:ment Forest Standard Forest Standard
Y '9 Practice Hydraulic Practice Hydraulic
1 Perform Admin Review - Olympia Admin
] ) Admin Biologist
2 Technical Review for Completeness -
Field Biologist
3 Notify Local Government - Field Biologist
3 Pre-Permit Site Inspection - Field Biologist
3 Perform Technical Review 1 Field Biologist
Field Biologist
3 Generate Draft HPA Permit 1
Admin Biologist
Regional Habitat Program Manager .
3 9 Y g - Regional Manager
Approval
3 Consider Comments Received - Field Biologist
4 Finalize and Issue HPA 20 Field Biologist X X X X
4 Finalize and Issue HPA Admin Biologist
5 Invoice for Application Fee 30 Olympia Admin X
i . Field Biologist
5 Compliance Inspection * 30
Comp. Biologist
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