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1.0 Introduction

The Keystone Environmental ePermitting System (KEES) is a collaborative effort between the Pennsylvania
Department of Transportation (PennDOT) and the Department of Environmental Protection (DEP), with a
goal of improving, extending, and streamlining the electronic process for obtaining environmental
permits.

The purpose of KEES is to:

e Replace PennDOT's existing electronic system for the preparation of environmental permit
applications - the Joint Permit Application Expert System 2 (JPA2)

e Expand on the functionality of the JPA2 system and modernize system architecture
e Automate DEP’s application review and approval process
e Integrate application preparation, review and approval within a single, unified system

e Improve the interface with DEP’s legacy Environment Facility Application Compliance Tracking
System (e-FACTS)

e Add additional permit types to the electronic permit application process
o Allow other PA agencies (over time) to apply for environmental permits using KEES.

KEES was rolled out to users in a series of releases. The initial release in spring of 2017 gave PennDOT,
ACOE and other commenting agencies the ability to create, submit, review, authorize and deny DEP permit
applications for General Permit (GP)-8, GP-11, Standard and Small Project applications. The number and
type of users granted access to create and submit all types of DEP permits grows with each KEES release.

This User Manual is available to KEES users to assist in interpreting and completing KEES screens. It will
be updated and with each major release of new KEES functionality.
1.1  Purpose
The KEES User Manual provides the following KEES information:
e Functionality purpose and description
e Screens
e Screen field definitions
Helpful hints

This document is updated with new KEES functionality. For additional training materials, including step by
step training videos and scripts, please click the Help link on the KEES homepage found at
https://www.kees.pa.gov.

This document covers the following major topics in KEES:

e Creating a KEES Project

e Managing a KEES Project

e Adding a Permit Application

e Managing a Permit Application
e Copying an Application

e Submitting an Application

e Resolving Deficiencies

s © PennDOT, 2017 Confidential
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KEES

1.2  Scope

Release 1 KEES functionality is in scope for this version of the KEES User Manual. Functionality to be

introduced in later releases is not included.

1.3 Acronyms

ACOE Army Corps of Engineers
BA Business Analysis or Business Analysts
CCDs County Conservation Districts
CRUD Create, Read, Update, Delete
DCNR Department of Conservation and Natural Resources
DEP Department of Environmental Protection
Eand$S Erosion and Sediment
eFACTS Environment, Facility, Application, Compliance Tracking System
ESCP Erosion and Sediment Control Permit
GP General Permit
ITPDD Bureau of Information Technology Project Development & Delivery
JPA2 Joint Permit Application Expert System 2
KEES Keystone Environmental ePermitting System
NPDES National Pollutant Discharge Elimination System
PEMT Project Execution Management Team
PennDOT Pennsylvania Department of Transportation
POC Point of Contact
PM Project Manager
PNDI Pennsylvania Natural Diversity Inventory
PTC Pennsylvania Turnpike Commission
ROD Record of Decision
RTC Rational Team Concert
SME Subject Matter Expert
SOP Standard Operating Procedures
SPGP State Programmatic General Permit
UAT User Acceptance Testing
WEOP Water Obstruction and Encroachments Permitting
© PennDOT, 2017 Confidential
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WO Work Order

1.4 References

Based on a business decision, BA requirements for the KEES system are covered in the KEES Use Cases and
Workflows work product. The basis for this decision was a need to this was to capture all documentation
in one place, and group it by functionality. This KEES User Manual is based on the requirements
documented in the Use Cases and Workflows work product.

1.5 Application Types
The following application types are currently supported in KEES:

e GP-8

e GP-11

e GP-8 and GP-11 Combination
e Standard

e Small Project

e PASPGP-5
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2.0 Create a KEES Project

Purpose

The Create a KEES Project screen enables users to create a new KEES Project, which is a prerequisite for
creating a permit application. The implementation of the KEES Project enables the user to link multiple
permit applications to a single real-world project, and to collect and store data common to each
application. It collects information about three different subject areas:

o Applicant - The entity applying for the environmental permit or permits that will be required for a
project, i.e. the entity to which the environmental permits for a given project will be issued or
authorized.

e Point of Contact (POC) — The user to whom questions or issues about permit applications for a
project should be directed. (Note: At the application level, KEES allows users to specify different
POC's for different permit applications.)

e Background Project — A record for a project in the applicant’s legacy computer system from which
KEES may draw data. PennDOT Background Projects are classified into the following project types:

o MPMS
o SAP Notification ID
o Other

Outcomes

The creation of a KEES Project provides:

e Aframework for storing data about a “real world” project that may include multiple Background
projects.

e Aview of a Project Summary and Permit Application List

e A means for entering and editing data about the following areas:
o KEES Project Info

Applicant Info

Point of Contact

Background Projects

GIS Information

Participants

GIF

o PNDI

e A means for creating and maintaining multiple permit applications for a single real-world project

o O O O O O

e A means of storing data that is common to multiple permit applications so that it can be copied to
each permit application that is added.
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Figure 1. Create a KEES Project

Field/Link/Button Name Description

Applicant Name e The name of the entity applying for the permit. More formally,

a person or organization that requests approval from DEP to
perform a regulated activity.

e Selected by the user from a list of values

e Required to create a project

Applicant Client ID e Aunique ID number assigned by DEP to each organization that

conducts business with DEP

e Read only, populated from the KEES profile of the applicant.

Organizational Type e Aclassification of the types of agencies that can create or

update permit applications in KEES.
e Read only, populated from the KEES profile of the applicant.

Federal Tax ID e Anidentification number assigned by the federal government

to entities that employ workers or pay certain types of taxes.

e The Federal Tax ID is also known as the Federal Employer
Identification Number or FEIN

e Read only, populated from the KEES profile of the applicant

Address e The mailing address of the applicant

e Read only, populated from the KEES profile of the applicant

© PennDOT, 2017 Confidential
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Field/Link/Button Name Description

Point of Contact Name e The name of the PennDOT POC for the project

e Selected by the project creator from a list of values

e Required to create a project

Title e The Job Title of the PennDOT POC for the project
e Read only, populated from the KEES profile of the POC

Telephone e The Telephone Number of the PennDOT POC for the project
e Read only, populated from the KEES profile of the POC

E-mail Address e The E-mail Address of the PennDOT POC for the project
e Read only, populated from the KEES profile of the POC

Secondary E-mail Address e The alternate E-mail Address of the POC that may also be used

to conduct business

e Read only, populated from the KEES profile of the POC

Project Type e Aclassification of legacy or “Background” projects which may

differ for each Organization Type. (For example, DCNR project
types will be different from PennDOT background projects
types.)

e Required to create a project

e For Release 1, only the following PennDOT Project Types are

supported:
o MPMS
o SAP Notification ID
o Other

MPMS Number e ID Number of a project from PennDOT’s MPMS system

e Required if Project Type = MPMS

SAP Notification Number e ID Number of a project from PennDOT’s SAP system

e Required if Project Type = SAP Notification ID

Project ID e The ID number assigned to an Other type project

e This field appears only for Other type projects

Background Project ID # e Background Project ID # - The unique identifier assigned to a

project in a legacy system (e.g. the MPMS ID Number is
displayed for MPMS type Background Projects).

e Applies to MPMS and SAP projects

Project Name e The name given to a KEES project, typically imported from a

legacy system, e.g. for MPMS Projects, the MPMS Project

é%”a © PennDOT, 2017 Confidential '
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Field/Link/Button Name Description

Name is initially displayed as the KEES Background Project
Name

e Applies to Other, MPMS, and SAP type projects

e Required to create a project

Project Description e Abrief description of a project, frequently imported from a
legacy system.

e Applies to Other, MPMS and SAP type projects

e Required to create a project

Estimated Let Date e The estimated Let Date for contracts related to a Background
Project.

e Applies to MPMS and SAP

County e The counties in which work will be performed for the
Background Project.

e Applies to Other, MPMS and SAP type projects

e Required to create a project

Municipality e The municipality/local government jurisdiction in which work
will be performed for the Background Project.

e Applies to MPMS and SAP

State Route e The State Route number for which work will be performed for
the Background Project.

e Applies to Other, MPMS and SAP type projects

Local Road e The Local Road number for which work will be performed for
the Background Project.

e Applies to Other, MPMS and SAP type projects

Table 1. Create a KEES Project Fields, Links and Buttons

Helpful Hints
When an MPMS type project is created, KEES does not automatically save MPMS Background Project Data
to the KEES database.

After a user clicks the Create button on the Create a KEES Project screen, KEES displays a project
successfully completed message. When the message disappears, the user must:

e C(Click the Project Info tab
e Add new counties/municipalities, if necessary

e (Click Save

2.1 Search for MPMS or SAP Background Projects

Purpose
The purpose of this screen is to:

é%”a © PennDOT, 2017 Confidential '
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e Display a list of MPMS or SAP Background Projects that an editor can use to select a specific
project to add to a KEES project

e Enable an editor to filter the list of projects returned by a search
e Enable a user to select a Background Project and add it to the KEES Project
Outcomes
The selected MPMS or SAP project information is displayed on the Create a KEES Project screen.
e The background project type can be changed
e The background project can be reselected

e For MPMS projects, the KEES Project Name and Description fields are populated with the MPMS
name and description

e For SAP projects, the Description field is populated but the KEES Project Name is not

MPMS Projects for 02 Y Filterby County v A
District: I ——
Project ID# Status County N Project Name
State Route
107885 Candidate Juniata . SR 11 Concrete Joint Sealing
Project Name
107816 Programmed Juniata ‘ Project Status ‘ Bridge Preservation ROW
I 107815 Programmed Juniata | Project D Bridge Preservation ROW .
107763 Programmed Clinton 1002 2018 Bridge Preservation ROW
| 107724 Programmed Clearfield 2020 Bridge Preservation ROW
. 107723 Candidate Clearfield 879 Bridge Preservation ROW
107722 Programmed Clearfield 322 Bridge Preservation ROW
107721 Programmed Clearfield 53 Bridge Preservation ROW
107674 Candidate Juniata Bridge Rehab Line ltem
107669 Candidate Cameron 120 2017 Roadway Preservation NORTH
I (1 of 50) [ 2)(3)[4](s](6] 7] 8]9]10] [» ]| = .
10 | v

| SELECT PROJECT EXIT

Figure 2. Background Project Search
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Field/Link/Button Name Description

Project for District o Alist of values allows users to filter the project search results
by PennDOT District.

e  For PennDOT applications, this field defaults to the district
identified as the Applicant, but a user can select a different
District if necessary.

Filter By A list of values from which a user can select criteria to filter the list
of projects returned by a search.

(unnamed text box) Allows a user to insert a text string to specify a value for the Filter By
field. (For example, an entry of “Perry” in this field during a search
filtered by County will return a project list containing only Perry
County projects.)

Search icon Executes the search and applies the filter selected by the user.
Radio button e Displays a radio button for each project returned by a search.
e Clicking a radio button fills it, indicating which project is
selected.
Project ID# Displays the ID# of the project in the legacy system (e.g. an MPMS
number).
Status e Displayed only for MPMS type projects.

e Displays the Status of a project in the MPMS system.

e Projects are displayed only if they are in one the following
statuses in the MPMS:

o Active
o Candidate

o Programmed

County Displays the County of the project in the legacy system

SR/Section Displays the SR/Section of the project in the legacy system
SR/Section Displays the SR/Section of the project in the legacy system

Paging buttons A group of buttons supporting the navigation of the list of projects.

Allows for the movement to a specific page, next page, previous
page, first page and last page.

Displayed rows button Allows a user to change in the number of rows displayed on the
screen.
Select Project Associates the selected project (as designated by the populated radio

button to the left of a project) to the KEES Project.

Exit Closes the window.

Table 2. Background Project Search
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For PennDOT projects, KEES supports three types of Background Projects: MPMS, SAP Notification and
Other. In KEES, there are minor differences the list of fields associated with each project type (for example,
MPMS projects have a Status field while SAP Notification and Other type projects do not). The next few
screens specify the list of fields associate with each project type.

a2 Logout

- [~ KEeS@

Creste KEES Project Search Admiistaiion Wark Cusue Rafresh Link LeckUp  Exproas Search

Create KEES Project

Federat Tax 1D

Point

Paint of € : Tile E.mail Address
Slaphen Kardohely - C-1apaleti@pa 9oV

Teleghane. Extension Secondary E-mail Address

MPMS Humber

MPMS Background Project List
Background Priyect 0 1 Name Dessription Estmated Lt Date. Counties Muricipainies ‘State RoutefLocal Road Actions
%

JUNIATA LACK 23  Othes Location Details

KEES Project Hame *
Biridge Pieservaton RO

Figure 3. Create a KEES Project with MPMS Type Background Project

Field/Link/Button Name Description

MPMS Number Displayed after MPMS is selected as the Project Type. Users can
manually enter an MPMS number, or search for an MPMS project by
clicking on the search icon.

Search Icon Executes the search associated with the filter identified by the
selections made in the Filter by field and the accompanying text box

MPMS Background Project List Displays after an MPMS project is selected from the search.

Other Location Details A link in the MPMS Background Project List table. Displays a window
listing the following for the selected MPMS project:

e Segment From
e SegmentTo
o Offset From

e OffsetTo
e Section
KEES Project Name e Auto-populated with the name of the selected MPMS project
e Editable
Description e Auto-populated with the name of the selected MPMS project
e Editable
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Table 3. Create a KEES Project with SAP MPMS Type Background Project

|~ et KEeS@&

Greass KEES Project Searh Aminsvanon Work Ousus Rstresn Lrk LookUp Express Seareh

Create KEES Project

o it Name Tile E.mail Address
Slaphan Kardabaly - CapaRigEpa 0oV

Telophane Extension Secondary E.mail Address
TATEE50

SAP Background Project st
Description Estmated Let Date Counties Municipaliies Stale Routedocal Road Actions

DRAIN REPIREPLMNLETAENDWALL CENTRE L @ Other Location Detats

Destiipion
DRAIN REPIREPLFINLE TRENCWALL

Figure 4. Create a KEES Project with SAP Notification Type Background Project

Field/Link/Button Name Description

SAP Notification Number e Appears after SAP is selected as the Project Type.
e Users can manually enter the SAP number if known

e  User can click the search icon to initiate a search for a SAP Project.

Search Icon e |Initiates a search for SAP background projects.
e Searches the entire list of values if SAP Number is blank

e Searches for specific number if one is entered in the SAP Notification

Number field.
SAP Background Project List Displays after an SAP project is selected from the search.
Other Location Details Clicking on this link opens a window that displays following fields for the

selected project:
e Segment From
e SegmentTo

e Offset From

e OffsetTo
e Section
KEES Project Name e Auto-populated with the name of the selected SAP project
e Editable
Description e Auto-populated with a description of the selected SAP project
e Editable

Table 4. Create a KEES Project with SAP Type Background Project
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|~ Jot KEeS@

Greate KEES Projoct Seamh Adminisraion Work Queue. Resbash Link

Create KEES Project

Point of Contact Name* Title

E-mail Address.
Slephen Kardonely

Telephone Extension Secondary E-mail Address

9 charatiers remaining

PADEP | Pennsytvania
Rasa: 10

EJon 3. 3017 0T A
e Prowcian o

Figure 5. Create a KEES Project with an Other Type Background Project

Field/Link/Button Name Description

Project ID Allows a user to enter the project ID number for an Other type project.
Project Name Allows a user to enter the name of the project.
Project Description Allows a user to enter a description of the project
County Displays a list of values for selecting the project’s County
State Route e Displays a list of values for selecting a State Route.
e The State Route list is filtered by the value selected in the
County field.

Table 5. Create a KEES Project with an Other Background Project
Helpful Hints

e There are three types of PennDOT Background Projects. Certain screens (or portions thereof)
will be covered separately in this Section, as there are minor differences in the fields displayed
for the different Background Project Types.

e The only filter type that supports a partial search is Status. All other filters require that the full
value be entered. For example:

e If a user selects Project Status as a filter, and enters the text “Act”, a search will return all
projects with a status of Active.

o If a user selects County as a filter, and enters the text “Cumber”, a search will not return any
projects, even if though there are many projects in the MPMS system for Cumberland County.
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3.0 Manage a KEES Project
3.1 Project Information: MPMS and SAP Background Projects

Purpose

At times, Background Project data imported into KEES from a legacy system is not complete. (For
example, MPMS type projects in Candidate status may not contain data on Municipality or State
Route/Local road.) Background Project data can also change over time due to adjustments in project
scope. Accordingly, users need a way to add or update Background Project data in KEES. The KEES
Project Information screen allows users to update Background Project data.

Outcomes

e Provides updates the KEES Project name and/or description
e Set the start date and/or end date of the KEES project

e Edit the details for the related background project.

KEES Project Information

KEES Project Info Applicant Info Pont Of Contact

ADD APPLICATION

GIS Information | Participants | Gl PNDI | Permit Applications | Project Summary

KEES Project Information

*KEES Project Name

Paoli Pike Trail (Segment C)

Start Date

End Date

-] @
*Project Short Description
Paoli Pike Tral (Segment C) ]
East Goshen Twp., Chester County
Construction of Multi-use Trail
v
acters remaining
4 Al least one Related Background Project, County, and SR/Local Road must be specified before an application can be added to this KEES project

Related Background Project List

Project Number. 107176  Project Name: Pacli Pike Trail (Segment C)  Estimated Let Date: 09/13/2018
Project Short Description: Paoli Pike Trail (Segment C) East Goshen Twp., Chester County Construction of Multi-use Trail

Counties Municipalities.

& Chester & East goshen

© Add Isolated Data

State RoutefLocal Road

Figure 6. KEES Project Info — MPMS and SAP Background Projects

Field/Link/Button Name Description

KEES Project Name

e Populated from the KEES Project Name field on the Create KEES
Project screen.

e (Can be edited.

Start Date

e Displays the estimated date that work on a project will begin.

e Can be manually entered or selected using the date picker icon

End date

e The estimated date that work on a project will be completed.

e Can be manually entered or selected using the date picker icon
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Field/Link/Button Name Description

Description

e A brief description of a project, frequently imported from a
legacy system.

e Applies to MPMS and SAP type projects

Related Background Project List

Lists the details associated to the background project selected when
the KEES project was created.

Other Location Details

A link within the Related Background Project List table. Displays a
window listing the following for the selected MPMS project:

e Segment From
e SegmentTo

e Offset From

e Offset To

e Section

Checkboxes within the Related

Background Project List

e Allows users to associate or disassociate data elements that
appear on the Background Project to the KEES Project.

e These data elements include County, Municipality, and State
Route/Local Road.

Add new counties/municipalities

Supports the addition of counties and municipalities to the KEES
project.

Add new municipalities

Supports the addition of municipalities to the counties associated to
the KEES project. Appears after additional counties are added to the
KEES project.

Add new SRs and other location details

Supports the addition of state routes to the KEES project. Appears
after additional counties are added to the KEES project.

Table 6. KEES Project Info — MPMS and SAP Projects Fields, Links, and Buttons
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Add County and Municipalities *

County

| Select One - ]

Municipalities

Figure 7. Project Information: Window opened by Add New Counties/Municipalities Link

Add Municipalities

County:
CHESTER

* lMunicipalities

|| ATGLEN Borough

|| AVONDALE Borough

[ | CALN Township

|| CHARLESTOWN Township

|| COATESVILLE City

[ | DOWNINGTOWN Borough
|_|EAST BRADFORD Township
|_|EAST BRANDYWINE Township
| _|EAST CALN Township

- [

Figure 8. KEES Project Info — Window opened by Add Municipalities Link
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Add State Routes and Other Details *

COUNTY:
ARMSTRONG

State Route: _.OR. Local Road:
0066 -

Segment: Section:

Select One -
| —

Select One ~

Offset: To
B 0210 B

0130

0290
= 0150 CANCEL m

0310
0250

# Bradvs bend
Figure 9. KEES Project Info: Window opened by Add State Route/Local Road Link

Helpful Hints
The KEES Project Information screen supports updates to two types of information:

e KEES Project Information
e Background Information
Helpful Hints for Background Project Data — MPMS and SAP

To ensure that KEES data is in sync with legacy system data, KEES does not allow users add to add data
directly to a Background Project record that was imported from a legacy system. Instead, KEES uses
an “Add Isolated Data” function to add County, Municipality and State Route/Local Road data to the
KEES project.

Three links on the KEES Project Information allow users to add isolated data to a project.

e Add new counties/municipalities (This link allows a user to add a new county to Background
Project Isolated Data, with or without an associated Municipality.)

e Add Municipalities
e Add State Route/Local Road

The links for “Add new counties/municipalities” and “Add Municipalities” invoke similar windows,
with one minor difference. The county field is prepopulated for the Add Municipalities window, but is
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enterable for the Add new counties/municipalities window. Screen shots for these windows appear
after the main KEES Project Information screen, below.

3.2 Project Information: Other Background Project

Purpose

Unlike MPMS or SAP projects, data for Other project type cannot be imported from a legacy system. Thus,
all data concerning Other type background projects must be entered manually. The KEES Project
information allows user to enter relevant data for Other type projects.

Outcomes
The completion of this screen allows background project data to be validates on the application level.

|~ e S KEeS@:

Greste KEES Project Search Adminisraion 'Werk Queus Rietmsh Link LookUp Express Search
KEES Project: 1106 - User Manual Project Apglicont: PA DOT ENGINEERING DISTRICT 02 Creaied by Kees bpiesi2, 2017-01-20 10:55:03.113

KEES Project Information

KEES Projectinge | Appicantinto | Pontorcontact | BsckgrounaProjects | s mtomason | Paricipams | oo | enor | pemtappicasons | Project summary Add Applcation

test?  Logout

KEES Project Information [(sae Y Conce |

A Ofher Type Froject

 GREENE

© A niew Count

PADEP | Peansybuania
Resse 10 ¥ Jon 20,2007 102614 A
e Pavicy Paicy

Figure 10. Project Information: Other Background Project

Field/Link/Button Name Description

KEES Project Name e Initially, displays the Project name populated from the KEES
Project Name field on the Create KEES Project screen.

e (Can be edited.

State Date e Displays the estimated date that work on the project will begin.

e Can be entered manually, or by using the date picker icon to
choose a date.

End date e Displays the estimated date that work on the project will be
completed.

e Can be entered manually, or by using the date picker icon to
choose a date.
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Description e A brief description of a project, frequently imported from a
legacy system.

e Applies to Other, MPMS and SAP type projects
e Can be edited.

Project List Displays a list of data elements for each background project
associated to the KEES project.

Checkboxes within the Related | e  Allows users to associate or disassociate data elements that
Background Project List appear on the Background Project to the KEES Project.

e These data elements include County, Municipality, and State
Route/Local Road.

Add new county Allows user to add counties to the KEES project that were not
associated with a Background Project.

Add new municipalities Allows user to add Municipalities to the KEES project that were not
associated with a Background Project.

Add State Route Allows user to add a State Route/Local Road to the KEES project that
were not associated with a Background Project.

Table 7. KEES Project Information: Other Background Project Fields, Links, and Buttons
3.3  Applicant Information

Purpose

The purpose of the Application Information screen is to provide the KEES user the ability to update the
applicant name prior to an application being created for a KEES project. After an application is created,
this screen provides a read only view of the application information.

Outcomes
The user can:
e Change the applicant associated to a KEES project prior to an application being created

e View demographic data pertaining to the applicant associated to a KEES project prior to and after an
application is created
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E pennsylvania . evstone
B e e KEeS@:

Grestn KEES Projost Search Admiistraion Work Cusve Retesh Lk Look Up Express Search

sles2 Logout

KEES Project: 1106 - User Manual Project ‘Applcant: PA DOT ENGINEERING DISTRICT 02 Created by Kees bplest2, 2017-01-20 10:55:03.113
KEES Project Information

Add Appication

PADEP | Pamsylvanis
o—}
e Pk i

Fi Jn 202007 0330

Figure 11. Applicant Info

Field/Link/Button Name ‘ Description

Applicant Name e The name of the entity applying for the permit. More formally, a
person or organization that requests approval from DEP to
perform a regulated activity.

e This field can be used to change the applicant named on a
permit application.

Applicant Client ID e Aunique ID number assigned by DEP to each organization that
conducts business with DEP

e Display only

Address e The mailing address of the applicant
e Display only

Organization Type e Aclassification of the types of agencies that can create or update
permit applications in KEES.

e Display only

Federal Tax ID e Anidentification number (aka the Federal Employer Identification
Number or FEIN) assigned by the federal government to entities
that employ workers or pay certain types of taxes.

e Display only

Table 8. Applicant Info Fields, Links, and Buttons
3.4 Point of Contact

Purpose

The Point of Contact screen allows an editor of the KEES project to manage the KEES project point of
contact.
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Outcomes

The user can:

e Replace the existing POC for a project with a new POC

e Update a limited set of data elements about a project POC

e View historical data about all users who have held the POC role for a project

ennsylvania -
|~ Frta KEeS&

Gresie KEES Projest  Search Adrminiiraon Work usus  Rfresh Link Look Up Express Search

KEES Project: 1106 - User Manual Project. Applicant: PA DOT ENGINEERING DISTRICT 02 (Created by Kees bptest2, 2017-0H-20 10:55:03.113
KEES Project Information

KEES Projectindo | Applicantinfo | Point Of Contaet | Background Projects | GIS information | Parteipants | IF | PNDI | Permit Appicasons. ary Ackd Apgication

Point of Contact

e E-mail Agoress”

Teiephang” Extension ‘Sacondary E-mal Address

PADEP | Pennayianin
Raase 19
D071, P Dupteast o Eiossmares Fracio. Al Fighs Fasaresc. PIRES P

£ 2030 2007 138550 A

Figure 12. Point of Contact

Field/Link/Button Name ‘ Description

Point of Contact Name e Displays the Name of the user designated as the Point of Contact for
the application

e After an application is created, editors can designate a new POC from
a list of values

Title Displays the Job Title of the Point of Contact

Telephone Displays the Telephone Number of the Point of Contact

Extension Displays the Extension of the telephone number

E-mail Address Displays the E-mail Address of the Point of Contact

Secondary E-mail Address Displays the Secondary E-mail Address of the Point of Contact

Point of Contact History Displays the Name, Telephone Number and Email Address of the existing

POC, and any prior POCs.

Permit Coordinator Displays the Name, Telephone Number and Email Address of the existing
Permit Coordinator.

Table 9. Point of Contact Fields, Links, and Buttons
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3.5 Background Projects

Purpose

The purpose of the Background Project screen is to display the MPMS or SAP background projects selected
for the KEES project and to add additional background projects as needed. This screen is not displayed if
the background project type is ‘Other’ (i.e. is not MPMS or SAP).

Outcomes

The user can:
e View the MPMS or SAP background project selected when the KEES Project was created
e Invoke a screen to add an additional Background Project of the same project type as the existing
project

P pennsylvania
Rl TN ORI oy bereimoy @1 Okl ChangePasemed

Greste KEES Projoct Seah Adwinisrafion Work Cusus Rebmsh Link

KEES Project: 107 - Giou 1-0-RPM “Appiscant: PA DOT ENGINEERING DISTRICT 02 Creaie by Kees bplesiz, 2017-01-20 10E56:58.142
KEES Project Information

KEES Preject Info | Applicantinfo | Point Of Contact | Backoround Projects | ois intormaton | Parscipants | oiF | Phot | Permit Appications | Project sumemary Acd Appication

KEES Project Information
MPMS Background Project List Ad MPMS Projec
Background Project ID 21 Name: Descrptio Estimatad Lat Date c Muncipsities State RouteiLocal Road

RANBERRY 2006

PADEP | Pannaylvania
Fabsse: 10 . Jan 25, 2917 5701 A
e g

Figure 13. Background Projects

Fields of Interest Description

Project Number Displays the unique identifier assigned to a Background Project in a
legacy system, e.g. the MPMS ID Number is displayed for MPMS type
Background Projects.

Project Name Displays the name of the project, frequently imported from a legacy
system.
Project Description Displays a brief description of a project, frequently imported from a

legacy system.

Estimated Let Date Displays the estimated Let Date for contracts related to a Background
Project.

Counties Displays the Counties associated to the Background Project

Municipalities Displays the Municipalities associated to the Background Project
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State Route/Local Road Displays each State Route/Local Road associated to the Background
Project
Actions e This link is associated with the State Route/Local Road field

e Clicking on this field allows a user to view a pop-up window
with the following data elements:

e Segment From
e SegmentTo

e Offset From

e OffsetTo

e  Section

Add MPMS Project Allows a user to add a new MPMS Background Project to the KEES
Project

Table 10. Background Projects Fields, Links, and Buttons

Helpful Hints
This screen is display only. All updates to Background Project data must be made on the KEES Project
Information Screen.

3.6 GIS Information

Purpose

The purpose of the GIS information is to enter and view geo-spatial information about the project area.
This type of data can be used to associate other types of unrelated information by using location as the
key index variable

Outcomes

Saving data on the GIS tab results in the following:
e The GIS information is saved to the project with the correct format (where applicable)
e GIS information can be edited.

e GISinformation is displayed as read-only in any applications associated to the KEES project
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Project Longitude"

Applicant: PA DOT ENGINEERING DISTRICT 02

KEeS@&:

Creatod by Kees bp1ests, 2017-01-20 10:56:54.142
KEES Project Information

KEES Projectinto | Agpilcantinto | Point Of Contact | Bacigrownd Projects | GiSinformation | Partcipants | &F | PnOI | Parmit Appications | Project Summary

GIS Information

‘Altitude Location Datum Collection Method Code
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Figure 14. GIS Information

Field/Link/Button Name Description

Project Latitude

Allows editors to enter the angular distance of a place north or south
of the earth's equator, usually expressed in degrees and minutes.

Project Longitude

Allows editors to enter the angular distance of a place east or west
of the meridian at Greenwich, England, or west of the standard
meridian of a celestial object, usually expressed in degrees and
minutes.

Horizontal Accuracy Measure

Allows editors to enter a measure of the accuracy in feet of the
latitude and longitude coordinates of the project.

Horizontal Reference Datum Code

Allows editors to enter the code and description that represent the
method used in determining latitude and longitude coordinates.

Horizontal Collection Method Code

Allows editors to enter the code and description that represent the
reference datum used to determine the latitude and longitude
coordinates for a point on the earth.

Reference Point Code

Allows editors to enter the code and description that represent the
place for which geographic coordinates were established.

Altitude

Allows editors to enter the height of anything above a given
planetary reference plane. For permit applications, altitude should
be referenced to sea level on earth.

Altitude Datum Name Code

Allows editors to enter the identification given to the surface taken
as the surface of reference from which altitudes are measured.

Altitude Location Datum Collection

Method Code

Allows editors to enter the code and description that represent the
method used to collect the vertical measure (i.e. the altitude) of a
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Field/Link/Button Name Description

Geometric Type Code Allows editors to enter the code and description that represent the
geometric entity represented by one point and a sequence of
latitude and longitude points.

Data Collection Date Allows editors to enter the calendar date when data were collected.

Source Map Scale Number Allows editors to enter the number that represents the proportional
distance on the ground or one unit of measure on the map or photo.
An example of this type of information is 1 inch = 10 feet.

Table 11. GIS Information Fields, Links, and Buttons

Helpful Hints
The Longitude and Latitude fields of the GIS screen must be populated before an application be added.

3.7 Project Participants

Purpose
This screen allows users to add participants to a KEES Project. Participants are classified as either Editors,
who can update data, or Email Recipients who can receive emails and view project data.

Outcomes
Individuals are identified or available to be identified as participants on the application, this includes:

e Identifying individuals as participants at the project-level results in the individuals being listed as
participants on subsequent applications

e Identifying individuals as participants at the project-level results in the ability to add them as
participants on prior applications associated to the project

e Participants receive emails related to actions taken with the project
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Figure 15. Participants

Field/Link/Button Name Description

Organization Type Allows an editor to choose an Organization type from a list of values
to filter the Organizations displayed in the Organization Name field
after a search.

Organization Name Allows an editor to choose an Organization Name from a list of values
to filter the users displayed in the Name field after a search.

Name Filter Allows a user to enter all or part of a user’s name to filter the results
displayed on a list of values.

Editor Indicates whether a user displayed in a list of values can be selected
as an editor for a permit application. (A check-mark indicates that a
user is eligible.)

Email Displays the email address of a user displayed in a list of values.

Check Box When a user selects an Organization Type and Organization Name on
the Participants screen, KEES presents a list of all authorized users
who work for the selected Organization. The check box located to the
right of the Email field is used to select users to add as participants.

Arrow Indicator (>>) An Arrow Indicator is displayed to the left of the Editors table and
Email Recipients table. Clicking on the arrow indicator after
participants have been selected on the Add Participants table moves
the participant to either the Editor table or the Email Recipients

table.
Organization Displays the Organization Type associated with the organization that
employs a user who has been added to a team, e.g. “PennDOT” for
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PennDOT employees, “Consult” for employees of consulting firms
contracted with PennDOT.

Add to Application Allows an editor to indicate whether a Project Level team member
should be copied to an Application-level team.

Action Allows an editor to take one of the following actions for a team
member (depending on the status of the team member):

e Delete

e Deactivate

e Reactivate

Table 12. Participants Fields, Links, and Buttons

Helpful Hints
This screen is used to add participants at the project level to the project/application preparation team. A
different screen is used to add participants to a DEP review team.

Three different tables are displayed on the Manage Project Participants screen:
e Add Participants is used to select participants from a list of values and add them to the team.

e Editors allows users to view the editors assigned to the project, and to delete, deactivate or
reactivate editors

e Email Recipient allows users to view the email recipients assigned to the project, and to delete
email recipients
3.8 Coordination

Purpose
Many types of projects present issues beyond those addressed in the Waterways Obstructions and
Encroachments program, issues involving groundwater, wastewater, mining, air quality and more. These
issues may require separate DEP permits and approvals before work on a project can begin. The
Coordination screen (a sub-tab of the Project Information GIF tab) presents users with a list of questions
to help to determine whether a given KEES project may require permits or permissions from DEP programs
other than the WEOP Program before work on a project can begin.
Outcomes
Completion of the Coordination tab will:

e Enable project managers to assess which permits may be needed for a project

e Enable DEP to track and coordinate the issuance of permits
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Figure 16. GIF — Coordination

Field/Link/Button Name

4.0 Will the project involve a construction activity that

e Defaulted to No for PennDOT projects
results in earth disturbance? e Required to validate the tab
4.0.1 Total Disturbed Acreage - Select One e Should be completed only if “Yes” is indicated
for question 4.0.
e Required if “Yes” is indicated for question 4.0.
4.0.1 Total Disturbed Acreage — (From) e  Should be completed only if “Yes” is indicated
for question 4.0.
e Required if “Yes” is indicated for question 4.0.
e Disturbed acreage can be described as a range
e.g. 2.0to 2.5. This is the lower bound of the
range.
4.0.1 Total Disturbed Acreage - To e Should be completed only if “Yes” is indicated
for question 4.0.
e Required if “Yes” is indicated for question 4.0.
e Disturbed acreage can be described as a range

e.g. 2.0to 2.5. This is the upper bound of the
range.

5.0 Does the project involve any of the following:
?

Required to validate the tab.

5.1 Water Obstruction and Encroachment Projects ' Does
the project involve any of the following: placement of fill,
excavation within or placement of a structure, located in,

e Should be completed only if “Yes” is indicated
for question 5.0.
e  Required if “Yes” is indicated for question 5.0.
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along, across or projecting into a watercourse, floodway
or body of water?

5.2 Wetland Impacts -- Does the project involve any of | ¢  Should be completed only if “Yes” is indicated
the following: placement of fill, excavation within or for question 5.0.
placement of a structure, located in, along, across or

e cting int tland? e Required if “Yes” is indicated for question 5.0.
projecting into a wetland®

5.3 Floodplain Projects by the Commonwealth, a Political | ®  Should be completed only if “Yes” is indicated
Subdivision of the Commonwealth or a Public Utility -- for question 5.0.

Does the project involve any of the following: placement
of fill, excavation within or placement of a structure,
located in, along, across or projecting into a floodplain?

e Required if “Yes” is indicated for question 5.0.

Table 13. GIF - Coordination Fields, Links, and Buttons

Helpful Hints

Because PennDOT projects very rarely involve DEP programs other than the WEOP Program, all questions
other than number 5 are defaulted to No. (Accordingly, the table below only describes field for questions
4and5.)

When Chapter 102 permits are added to KEES, question number 4 on earth disturbances will become
more important.

3.9 Additional Project Information

Purpose

When making decisions on whether to approve or deny permit applications, DEP solicits and reviews input
from interested parties in the local community. It also requires information on any grants that have been
made to help finance projects. Accordingly, this screen captures information concerning:

e Any notifications made to individuals or community groups that have an interest in project-
related issues

e Any grants of funds made for the project
Outcomes

The data on the Additional Project Info tab can be edited on the KEES Project. Edits made to the Additional
Project Info are reflected in the application until the application has a final disposition.
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Figure 17. GIF - Additional Info

Field/Link/Button Name Description

1. Have you informed the surrounding community and
addressed any concerns prior to submitting the
application to the Department?

Yes/No field

Additional Information - Surrounding community
concerns

Text field allowing users to add comments regarding
question 1.

2. Is your project funded by state or federal grants?

Lead question.

Grant Source

Should be entered if the answer to the lead question
is Yes.

Grant Contact Person

Should be entered if the answer to the lead question
is Yes.

Grant Expiration Date

Should be entered if the answer to the lead question
is Yes.

Actions — Edit

Allows users to edit a grant record.

Actions — Delete

Allows users to delete a grant record.

Table 14. GIF — Additional Info Fields, Links, and Buttons
3.10 PNDI
Purpose

This screen captures data about searches in the Pennsylvania Natural Diversity Inventory (PNDI) to identify
species of special concern and other resources listed under one or more of the following:

e The Endangered Species Act of 1973

e The Wild Resource Conservation Act
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e The Pennsylvania Fish and Boat code

e The Pennsylvania Game and Wildlife Code
Outcomes
The data on this screen is use to:

e Confirm that a PNDI search was completed

e Compute the expiration date of a PNDI search

e Inform the users that a PNDI search record is about to expire

E pennsylvania - o
Crosie KEES Projec Search Adminabrsion Work Cusus Retosh Link [Po—r—
KEES Project: 1107 - Group 1-02-RPM Apphcant: PA DOT ENGINEERING DISTRICT 02 Croated by Kees bptest, 201 7-01-20 10:56:54.142
KEES Project Information
(T T T T S 2 0 )
PNDI Information
PNDI Do o Revew iecasl Expuration Daie

PADER | Pennsytania
Fsene 19 FeJan 20,3017 110008 AN
2 Pk Pakcs

Figure 18. PNDI

Field/Link/Button Name Description

PNDI Project Search ID Allows users to enter the Search ID number of the PNDI search
conducted by an application editor at the Pennsylvania Conservation
Explorer website.

PNDI Date of Review Allows users to enter the date of the PNDI search conducted by an
application editor at the Pennsylvania Conservation Explorer
website.

Receipt Expiration Date e Displays the date that the PNDI receipt expires.

e This value is derived by KEES by adding two years to the PNDI
Date of Review.

e Cannot be edited by a user.

Edit Allows an editor to edit a PNDI search record.

Delete Allows an editor to delete a PNDI search record.

Table 15. PNDI Fields, Links, and Buttons
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Helpful Hints

If a PNDI Project Environmental Review Receipt indicates that there are “Potential Impacts” to protected
resources within the project area, DEP requires additional information/plans regarding mitigation or
avoidance of the potential impacts.

PNDI receipts are valid for two years. If a PNDI receipt expires while a permit application is still pending,
a new PNDI receipt must be obtained by the applicant.

KEES uses the data entered in the PNDI to track PNDI receipts, and alerts the application team that a
receipt is set to expire.

A PNDI receipt is attached at the application level under the PNDI and Threatened and Endangered
document type.
3.11 Permit Application List

Purpose
The purpose of the Permit Applications tab is to display a list of applications related to the KEES project
and to provide quick access to the applications through the linked application ID.

Outcomes
Summary information about each permit application related to the a KEES Project is displayed.

Users can open an application by clicking on the Application ID number in the Application ID# column of
the Permit Application List.

If the link to an application is clicked, the application opens, displaying the Application Detail Summary
screen in place of the KEES Project Summary screen.

The number of applications displayed can be managed by the user.
The sort order of the applications can be managed by the user.

G, KEeS@: e

e —— LookUp Express Searen
KEES Project: 107 - Group 1-02 RPM ‘Appiicant: PA DOT ENGINEERING DISTRICT 02 Created by Kees Dotesi2, 2117-11-20 10:56:54.142
KEES Project Information

(1ot 1)
Agplication ID. & Cycle & Application Type & Foint of Contact. & Telephone | Ext

{1 0f4)

PADEP | Pennsyivania
Russe 10 Fdan 20 2007 110182 A
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Figure 19. Permit Applications
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Field/Link/Button Name Description

Application ID e Displays the Application ID Number for a permit application in
the form of a hyperlink.
e Clicking on the ID number takes the user to the Application
Details screen for the selected permit application.
Cycle Displays the Cycle number of the permit application
Application Type Displays the type of permit being requested for the application
Point of Contact Displays the Point of Contact for the permit application
Telephone/Ext Displays the Telephone Number/Extension of the POC for the permit
application
Status Displays the current status of the permit application
Created By Displays the KEES user name of the editor who created the permit
application.

Table 16. Permit Applications Fields, Links, and Buttons
3.12 Project Summary

Purpose

The Project Summary tab displays a summary of current data for a project from a wide variety (but not
all) of the KEES project tabs and fields. The tab also displays links to any application related to the KEES
project.

Outcomes

If the link to an application is clicked, the application opens, displaying the Application Detail Summary
screen in place of the KEES Project Summary screen.
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Figure 20. KEES Project Summary
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Field/Link/Button Name Description

KEES Project Name

Displays the name given to a KEES project, typically imported from a
legacy system, e.g. for MPMS Projects, the MPMS Project Name is
initially displayed as the KEES Background Project Name.

Start Date Displays the estimated date that work on a project will begin.
End Date Displays the estimated date that work on a project be completed.
Description Displays a brief description of a project, frequently imported from a

legacy system.

Applicant Name

Displays the name of the entity applying for the permit. More
formally, a person or organization that requests approval from DEP
to perform a regulated activity.

Applicant Client ID

Displays a unique ID number assigned by DEP to each organization
that conducts business with DEP

Organization Type

Displays a value from a list of the types of agencies that can create or
update permit applications in KEES.

Address

Displays the mailing address of the applicant.

Federal Tax ID

Displays an identification number assigned by the federal
government to entities that employ workers or pay certain types of
taxes. (Also known as the Federal Employer Identification Number or
FEIN).

POC (Status)

Identifies the POC that is active for a permit application.

POC Name

Displays the Name of the POC

POC Phone Number

Displays the POC Phone Number of the POC

POC Email Address

Displays the POC Email Address of the POC

Added to Project Date

Displays the date that the POC was added to the project

Last Updated Date

Displays the date that a POC record was last updated (applies to POC
history for the project)

Permit Coordinator Name

Displays the Name of the Permit Coordinator

Permit Coordinator Phone Number

Displays the POC Phone Number of the Permit Coordinator

Permit Coordinator Email Address

Displays the POC Email Address of the Permit Coordinator

Project Number

Displays the unique identifier assigned to a Background Project in a
legacy system, e.g. the MPMS ID Number is displayed for MPMS type
Background Projects.

Project Name

Displays the name of the project, frequently imported from a legacy
system.

Project Description

Displays a brief description of a project, frequently imported from a
legacy system.
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Field/Link/Button Name Description

Estimated Let Date

Displays the estimated Let Date for contracts related to a Background
Project.

Counties

Displays the Counties associated to the Background Project

Municipalities

Displays the Municipalities associated to the Background Project

State Route/Local Road

Displays each State Route/Local Road associated to the Background
Project

View Details

e This link is associated with the State Route/Local Road field

e Clicking on this field allows a user to view a pop-up window
with the following data elements:

e Segment From
e SegmentTo

e Offset From

e Offset To

e Section

Project Latitude

Displays the angular distance of a place north or south of the earth's
equator, or of a celestial object north or south of the celestial
equator, usually expressed in degrees and minutes.

Project Longitude

Displays the angular distance of a place east or west of the meridian
at Greenwich, England, or west of the standard meridian of a celestial
object, usually expressed in degrees and minutes.

Horizontal Accuracy Measure

Displays the measure of the accuracy in feet of the latitude and
longitude coordinates of the project.

Horizontal Reference Datum Code

Displays the code and description that represent the method used in
determining latitude and longitude coordinates.

Horizontal Collection Method Code

Displays the code and description that represent the reference
datum used to determine the latitude and longitude coordinates for
a point on the earth.

Reference Point Code

Displays the code and description that represent the place for which
geographic coordinates were established.

Altitude

Displays the height of anything above a given planetary reference
plane. For permit applications, altitude should be referenced to sea
level on earth.

Altitude Datum Name Code

Displays the identification given to the surface taken as the surface
of reference from which altitudes are measured.

Altitude Location Datum Collection

Method Code

Displays the code and description that represent the method used to
collect the vertical measure (i.e. the altitude) of a reference point.
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Field/Link/Button Name Description

Geometric Type Code Displays the code and description that represent the geometric
entity represented by one point and a sequence of latitude and
longitude points.

Data Collection Date Displays the calendar date when data were collected.

Source Map Scale Number Displays the number that represents the proportional distance on
the ground or one unit of measure on the map or photo. An example
of this type of information is 1 inch = 10 feet.

Table 17. Project Summary Fields, Links, and Buttons
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4.0 Add an Application

Purpose
This screen allows editors to select the Permit Type for a new Permit Application.

Outcomes
The Background Project tab of the application is displayed.
Application data can be entered, saved, and validated

Add Application

KEES Project: 1107 Group 1-02-RPM
1 Chapter: Chapter 105 - Dam Safety and Waterway Management
I General Permit Registration Joint Permit Application
J GP-8

Standard Application

Application Type:* GP-11

i Small Project Application
GP-11 & GP-3
=3

. |

Figure 21. Add Application

Field/Link/Button Name Description

GP-8 Allows users to select General Permit 8 as the
Application Type.

GP-11 Allows users to select General Permit 11 as the
Application Type.

GP- 8 and GP-11 Allows users to select a combination General Permit
8 and General Permit 11 as the Application Type.

Standard Application (Joint Permit) Allows users to select Standard Application as the
Application Type.

Small Project Application (Joint Permit) Allows users to select Small Project Application as
the Application Type.

Table 18. Add Application Fields, Links, and Buttons

Helpful Hints

Users can select only one Permit Type option for a permit application. For Release 1, the Permit Type may
not be changed after the Application is submitted. To change the Permit Type, the Applicant must submit
a new Application.
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5.0 Manage an Application

Purpose
To provide screens and functionality that enable users to:

e View, update, validate and verify environmental permit applications

e Submit applications to DEP (and ACOE) for review and approval when the PennDOT Final Review
process is complete

Verification versus Validation

Regarding the Validation and Verification of applications, much like the legacy JPA2 system, KEES supports
a two-level process ensuring that permit applications are complete and accurate. One level of the process
consists of a machine-driven validation of data, while the second level involves a user-driven verification
of data.

Data Groupings

KEES automatically tracks the completion/validation status for each data grouping of a permit application
to ensure that all required fields have been completed. Only the KEES system can validate data groupings
and document types — editors have no role.

Verifications are added manually when an editor clicks the Verify button for a data grouping or document
type. Since the verify button does not appear until KEES has marked a section as Validated, editors cannot
verify a data group or document type until it has been validated by KEES. If a user later discovers additional
issues for a section that has been verified, an editor can “Unverify” the section using an Unverify button.

For data groupings, validations and verifications are tracked using indicators in the form of circles that
appear on application-level tabs.

For application tabs:

e Ablank circle indicates that either the tab does not contain data or that the tab has never been
opened. (Even if data was imported from the Project Level, the circle for a tab remains blank
until an editor opens the tab.)

e A “half-moon” or half full circle indicates that some data has been added to the tab, but certain
required data is still missing.

o A “full-moon” or full circle indicates that all required data elements are validated by KEES.

o A check markin a full circle indicates that an editor has validated the data grouping or document
type.
In the screen print below, the tabs for:

e Applicant Info and Point of Contact have been verified by an editor
e Permit Type and GIS Info have been validated by KEES
e Background Projects and GIF have been started, but are not complete

e Participants, Adjoining Property Owner and Attachments have not been started.
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KEES Project Applicant: Status: Application Number:
1925 - KEES Test PA DOT ENGINEERING DISTRICT 03 In Preparation EventHistory 1898
Permit Type: Created by: Cycle:
‘Standard Application Kees bptest2 04/19/2017 1]
Application Details

® Permit Type > @ Background Projects > @ GIS Info

© Appiicantinfo > @ Point of Contact O Pariicipanis » O Adjoining Property Owner  »>® GIF > O Attachments

Document Types

For any given permit application, KEES has no way to determine how many documents will be required
for each document type. Accordingly, KEES displays the Verify button for a document type as soon as an
editor has attached at least one document for that type. By clicking the Verify button, an editor is
confirming that all required documents have been added for the selected document type.

Final Verification Steps

As the application preparation process proceeds, KEES tracks which tabs have been verified and which
have not. When an editor clicks the Verify button for the final unverified tab, KEES displays the
confirmation message below. If the editor clicks Yes to verify, KEES activates QA/QC functionality. See the
notes on the Summary screen for more information.

-
Lo

Are you sure you want to verify the final tab?

| o ﬂ

I ——————————————————————————————————
The Manage Application Bar

The Mange Application Bar allows users to access simple common functions related to permit
applications. Depending on user privileges and the Application status, these functions may include:

e Copy Application

e Create PDF

e Delete Application

e Withdraw Application

MANAGE APPLICATION p

@) Copy Application

I Create PDF

© Delete Application
4+ Withdraw Application

Figure 22. Sample Manage Application Menu Options
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5.1 Applicant Information

Purpose
The purpose of the Applicant Information screen is:

e Display information about an entity that is the applying for an environmental permit.
o Allows editors to verify applicant data

Outcomes

The Applicant Information screen is validated and verified.

| [ KEeS@&:

Greass KEES Project Searh Aminsvanon Work Ousus Rstresn Lrk Look Up Express Search
KEES Project: 1107 - Group 102 RPM Apglication Number: 651 ‘Applicant: PA DOT ENGINEERING DISTRICT 02 Craated by: Kees bplest2, 2017-01-20 11:11:41.474 Status: In Preparation Eventiiistory

Vieksome, Kess bplest?  Logout

O Paticipants O GIF O Atachments O Summary

>® Backgraund Projects

0 GisInfo

Create POF View PDF Links Copy Agpiicaton

Applicant Information
* Fis requred

Apgicant Name: * .
Fderal Tax I Léxnw:\:

PADEP | Pennayhvania
Ruase 13 Fodan 20, 007 111202 A
e b Pl

Figure 23. Applicant Information

Field/Link/Button Name Description

Applicant Name Displays the name of the entity that is applying for the permit.
Applicant Client ID Displays the DEP Client ID Number for the applicant entity.

Address Displays the mailing address of the applicant.

Organization Type Displays a value from a classification of the types of agencies that can

create or update permit applications in KEES (e.g. PennDOT,
Consultant, ACOE).

Federal Tax ID Displays the identification number assigned by the federal
government to entities that employ workers or pay certain types of
taxes (a.k.a. the Federal Employer Identification Number or FEIN).

Table 19. Applicant Info Fields, Links, and Buttons

Helpful Hints
The fields on this screen are display only. The data is derived from the KEES profile for the applicant entity,
and cannot be changed at the application level.
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5.2  Point of Contact

Purpose
The purpose of the Point of Contact screen is to:

e Replace the existing POC for an application with a new POC

e Update a limited set of data elements about an application POC

e View historical data about all users who have held the POC role for an application
e Verify the POC

Outcomes
The POC is set and verified.
W EE  r on aminn s KEeS&@ i

[ — . LockUp Exproms Searth
KEES Project 110}/ - Group 1.02.{PM Application Number: 681 Apglicant: PA DOT ENGINEERING (ISTRICT 02 Created by: Kees bptesta, 21 141,20 11:11:41.474 ‘Stntus: In Preparation Eventtistory

@ Appicant Info > ® Point of Contact >0 Permit Typa 2@ Background Projects

Create PDF View FOF Links Copy Applicalion

Application Point of Contact

PADEP | Pennayivania

L—
e - B Pty

Figure 24. Point of Contact

Field/Link/Button Name Description

*Point of Contact Name Allows users to select a new Point of Contact for the application from
a list of values.

Title Displays the title of the Point of Contact after a POC is selected from
the list of values

*Telephone Displays the new POC’s existing Phone Number when a new POC is
selected

Extension Displays the Extension of the telephone number when a new POC is
selected

*E-mail Address Displays the new POC’s existing E-mail Address when a new POC is
selected

Secondary E-mail Address Displays Secondary E-mail Address of the Point of Contact when a

new POC is selected
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Field/Link/Button Name Description

Point of Contact History Displays the Name, Telephone Number and Email Address of the
existing POC, and any prior POCs.

Permit Coordinator Displays the Name, Telephone Number and Email Address of the
existing Permit Coordinator.

Table 20. Point of Contact Fields, Links, and Buttons

Helpful Hints

A POC must be selected at the project level whenever a KEES Project is created. When an editor adds an
application related to the project, KEES copies the project-level POC to the application level. If necessary,
editors can use this screen to designate a different POC for application. Thus, in KEES, a project and an
application associated to the project can have different POCs. When more than one application is
associated to a KEES Project, each application could theoretically have a different POC, as well.

5.3 Permit Type
Purpose
This screen:
e Displays the permit type of an application
o Allows editors to verify the Permit Type
Outcomes

Permit Type data is validated and verified.

P pennsylvania
R U —

KEES Project: 1107 - Geoup 1.02 RPM Application Number: 81 ‘Applicant: PA DOT ENGINEERING DISTRICT 02 ‘Created by: Kees bplestd, 2171120 1:11:41474 Status. In Preparation EventHistory

O Attschments >0 Summary

Create PDF

KEES Project: 1107 Group 102-RPM
Chapter Chapler 105

Application Type:*

PADEP | Pemnayivania
Falase: 13
e Frevasy iy

Figure 25. Permit Type

Field/Link/Button Name Description

KEES Project Displays the KEES Project ID# and Name
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Field/Link/Button Name Description

Chapter Displays the Chapter of the Regulations that govern the permit
application types.

Application Type Displays the Permit Type from the following list:
e GP-8
e GP-11

e GP-8andGP-11
e Standard Application (Joint Permit)

e Small Project Application (Joint Permit)

Table 21. Permit Type Fields, Links, and Buttons
Helpful Hints
Apart from the Verify button, the data on this screen is display only, and cannot be updated.
5.4 Background Projects
Purpose
This screen:
e Displays data concerning Related Projects and Agency/Region assignments
e Allows users to save and verify Related Project data
e Allows user to save and verify ACOE and DEP Region data
Outcomes
Related Project data is validated and verified.

Application Details
T >0 05

O Point of Contact O Background Projocts O Paricipants / O GF O Atachmonts 20 Summary

& Prirvary County is requined betons you can werify the ¢

Related Projects

& Inchdid in posmil appheation
Progect Number: 107126 Project Name: US 202610 TSM improvements  Estimaled Lel Date: 11/0272017

Prosect Descrigbon: US 202610 TSM Improvements East Norriton, Plymouth, Whitpain, & Worcester Twps., MontCo. Intersection Improvements:
County Prifrsary Caunty Muraipsality Stal Reulisocal Read
& Montgomery (&) Primary county & Piymouth & 3001 View Details
& Worcester
& Whitpain
& East normion

reseT  [ECES

Figure 26. Background Projects before Related Project Data is Saved
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‘Application Details i

® Background Projects > © (315 Info s >0 G O Atlachments » O Summary

Agency Region Assignment ¥ Collapsp

"o musst sokoct the ACOE region for this peemd apphication from tha it belew. The DEP Region has booen pro-sekicied based on the primary county spacifiod abavy

¥ Collapse

@ Included in penmst appi: ation

P mbor. J0T128  Progect Name: US 202-610 T5M Improvements  Estimaled Lot Date: 11022047
Pro ascriphion: WS 202-610 TSM East Horriton, Ply th, Whitpain, & Wercester Twps., MoniCo. Intersection Improvements
County Primary County Municipality State RoulaLocal Road
& Mantgomery @ Primary county & Prymouth @001 View Details
@ Worcester
@ Whitpain
& East nornbon

RESET SAVE

Figure 27. Background Projects after Related Project Data is Saved

Field/Link/Button Name Description

* ACOE Region e Displays the Army Corps of Engineers Region responsible for
reviewing the permit application.

e The ACOE Region is initially assigned a value by KEES based on
the Primary County, but this value can be updated by users

DEP Region Displays the DEP Region responsible for reviewing the permit
application, based on the primary county of the application.

Project Number e Displays the unique identifier assigned to a Background Project
in a legacy system, e.g. the MPMS ID Number is displayed for
MPMS type Background Projects.

e Allows editors to select or omit a project for an application by
clicking on a circle indicator

Project Name Displays the name of the project, frequently imported from a legacy
system.
Project Description Displays a brief description of a project, frequently imported from a

legacy system.

Estimated Let Date Displays the estimated Let Date for contracts related to a Background
Project.
Counties e Displays the Counties associated with the Background Project

e Allows editors to select or omit a county for an application by
clicking on a circle indicator
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Field/Link/Button Name Description

Municipalities e Displays the Municipalities associated with the Background
Project

o Allows editors to select or omit a municipality for an
application by clicking on a circle indicator

State Route/Local Road e Displays each State Route/Local Road associated to the
Background Project

e Allows editors to select or omit a State Route/Local Road for an
application by clicking on a circle indicator

Actions e This link is associated with the State Route/Local Road field

e Clicking on this field allows a user to view a pop-up window
with the following data elements:

o Segment From
o SegmentTo
o Offset From
o Offset To
o

Section

Table 22. Background Project Fields, Links, and Buttons

Other Location Details L
.

N 230 230 0 1731 0

= 190 190 1872 1996 A
3

200 200 0 477 A

< M

SAVE CANCEL

Helpful Hints

When a new application is created, KEES takes the editor to the application-level Project Info screen.
When only one county is listed for the related projects of the application, KEES makes that county the
Primary County by default. If there is more than one county, an editor must manually designate a Primary
County from a list counties.

An editor must save, Related Project data before ACOE and DEP Region data can be viewed. (Since ACOE

and DEP Region data is derived from the Primary County, KEES cannot display ACOE and DEP Region data
until a Primary County has been saved to the database.
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The primary county may not be associated to the DEP team reviewing the application.

5.5 GIS Information
Purpose

This screen enables user to view geo-spatial information about the project area.

Outcomes

GIS Information is validated and verified.

P pennsylvania
Rl i —— e e OIS Gk Links Change Fassurerd

Creats KEES Project SeSch AQTITATEIN Vi Qusue  Ramesh Lik

KEES Project; 1107 - Group 1-02-RPM

Application Number: 691

® Agplicantinfo > ® Point of Contaet > ® Permit Typs > ® Background Projects >

KEeS&:

Applicanl: PA DOT ENGINEERING DISTRICT 02

Lok Egress Search

Created by: Kees bplesta, 217-11-20 11:11:41.474 ‘Staluis: In Preparation EventHistony

O Pancipants  »©O GIF O Anachmems

GIS Information

Bease: 11
e Pirass Pl

PADEP | Pennsyivania

Figure 28. GIS Information

Field/Link/Button Name Description

Project Latitude

Displays the angular distance of a place north or south of the earth's
equator, usually expressed in degrees and minutes.

Project Longitude

Displays the angular distance of a place east or west of the meridian
at Greenwich, England, or west of the standard meridian of a celestial
object, usually expressed in degrees and minutes.

Horizontal Accuracy Measure

Displays a measure of the accuracy in feet of the latitude and
longitude coordinates of the project.

Horizontal Reference Datum Code

Displays a code and description that represent the method used in
determining latitude and longitude coordinates.

Horizontal Collection Method Code

Displays a code and description that represent the reference datum
used to determine the latitude and longitude coordinates for a point
on the earth.

Reference Point Code

Displays a code and description that represent the place for which
geographic coordinates were established.
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Field/Link/Button Name Description

Altitude Displays the height of anything above a given planetary reference
plane. (For permit applications, altitude should be referenced to sea
level on earth.)

Altitude Datum Name Code Displays the identification given to the surface taken as the surface

of reference from which altitudes are measured.

Altitude Location Datum Collection | Displays the code and description that represent the method used to
Method Code collect the vertical measure (i.e. the altitude) of a reference point.

Displays the code and description that represent the geometric
entity represented by one point and a sequence of latitude and
longitude points.

Geometric Type Code

Table 23. GIS Fields, Links, and Buttons

Helpful Hints

Once an application is submitted the GIS information cannot be edited.
5.6  Application Participants

Purpose
This screen allows users to add participants to a KEES permit application. Participants are classified as
either Editors, who can update data, or Email Recipients who can receive emails and view project data.

Outcomes
An application preparation team has been defined, validated and verified.

- (= KEeS@

Crosls KEES Project Search  Adriniehision Week Cusus Refrssh Lk LockUp Express Search

KEES Progect: 1107 . Group 1.02.RPM Apphcation Number: 681 Applicant: PA DOT ENGINEERING DISTRICT 02 Created by: Kees bpiest2, 2017-01-20 11:11:41.414 Status: In Preparation EventHistory

;

® Agpiicantinio > ® Foint of Contact

Manage Application Participants © -Delete ® - Dearivate O - Reactaie

Name Fillsr
Onganization Emat Acton

3 s = et e

‘Onganization Emal Acton

Oganization
PEMNDOT
PENNDOT

PENNDOT

/e 6 000000000

PADEP | Peansyania
Ruene 10 Fedan 20,3007 11720 A0
e, Enssnnaoes P Pl

Figure 29. Participants
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Organization Type Allows an editor to choose an Organization type from a list of values
to filter the Organizations displayed in the Organization Name field
after a search.

Organization Name Allows an editor to choose an Organization Name from a list of values
to filter the users displayed in the Name field after a search.

Name Filter Allows a user to enter all or part of a user’s name to filter the results
displayed on a list of values.

Editor Indicates whether a user displayed in a list of values can be selected
as an editor for a permit application. (A check-mark indicates that a
user is eligible.)

Email Displays the email address of a user displayed in a list of values.

Check Box When a user selects an Organization Type and Organization Name on
the Participants screen, KEES presents a list of all authorized users
who work for the selected Organization. The check box located to the
right of the Email field is used to select users to add as participants.

Arrow Indicator (>>) An Arrow Indicator is displayed to the left of the Editors table and
Email Recipients table. Clicking on the arrow indicator after
participants have been selected on the Add Participants table moves
the participant to either the Editor table or the Email Recipients
table.

Organization Displays the Organization Type associated with the organization that
employs a user who has been added to a team, e.g. “PennDOT” for
PennDOT employees, “Consult” for employees of consulting firms
contracted with PennDOT.

Action Allows an editor to take one of the following actions for a team
member (depending on the status of the team member):

e Delete

Table 24. Participants Fields, Links, and Buttons

Helpful Hints

This screen is used to add participants at the application level to the project/application preparation team.
A different screen is used to add participants to a DEP review team.

Three different functions are displayed on the Manage Application Participants screen, including:
e Add Participants is used to select participants from a list of values and add them to the team
e Editors allows users to view the editors assigned to the application and to delete

e Email Recipients allows users to view the email recipients assigned to the application, and to
delete email recipients

5.7 Adjoining Property Owners
Purpose
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Joint Permit Applications require applicants to provide certain demographic information about owners of
all properties that adjoin the project area. The Adjoining Property Owners tab allows applicants to enter
and store and edit the names and addresses of the owners of the properties that adjoin the project area.

Outcomes
Adjoining Property Owners data has been entered, validated and verified.

I bemnsyivania | @Y Gov KEGS@E'«E’;“’"? = 0 Q

Contact  Help  Search

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports Welcome Byrne Brown =
KEES Project: Applicant: Status: Application Number:

1989 - 2017 Districtwide Rumble Stri PA DOT ENGINEERING DISTRICT 03 In Preparation EventHistory. 1896

Permit Type: Created by: Cycle:

Standard Application Kees bptest2 04/18/2017 0

A A Add Property Owner
Appl ICatIO n Property Owner Name
Property Address Line
Property Address Ling2

® Appicant info ) @ Point of Cor N
Property State
Property Zip

Property Zip Ext

Adjoining Property Ow [ CcanceL

< Info for at least one property owner must b

Adioining Property Owners

Name Address Actions.

No records found.

Table 25. Add Property Owner

Field/Link/Button Name Description

Property Owner Name Allows editors to enter the name of the owner of an Adjoining
Property

Property Owner Address Linel Allows editors to enter the Address Linel of the Adjoining Property

Property Owner Address Line2 Allows editors to enter the Address Line2 of the Adjoining Property

Property City Allows editors to enter the City of the Adjoining Property

Property State Allows editors to enter the State of the Adjoining Property

Property Zip Allows editors to enter the Zip Code of the Adjoining Property

Property Zip Extension Allows editors to enter the Zip Code Extension of the Adjoining
Property

Table 26. Add Property Owner

Helpful Hints
The Adjoining Property Owner tab is displayed when the permit type is Standard Application or Small
Project Application.

The information displayed on the Adjoining Property tab is inherited by the application from the KEES
project. To update the information in the application, open the KEES project, click the GIF tab and then
click the Additional Info tab. Details can be found in the Additional Project Information area of the Manage
KEES Project section of this document
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5.8 GIF (General Information Form)

Purpose

The GIF was originally a General Information Form used to collect data that is common to different DEP
permit applications; the data could be collected once and then reused. In KEES, the GIF tab links to
Coordination, Land Use, Facilities, and Encroachments data entry pages.

Outcomes

The GIF tab does not invoke a GIF screen per se. Instead, clicking on the GIF tab invokes a set of sub-tabs
that collect information on several unrelated subject areas.

The sub-tabs displayed under the GIF tab vary with the permit type of the application.
When the GIF tab is clicked, KEES automatically opens the screen for the first sub-tab: Coordination.

For verification purposes, KEES tracks each sub-tab separately. The overall GIF tab is marked as verified
automatically when every GIF sub-tab required for the application type has been verified.

5.8.1 Coordination
Purpose

Because it is common to all permit applications associated with a KEES project, coordination data is
updated and stored at the KEES project level.

Outcomes

The verification of the Coordination screen is a pre-condition for verifying the application-level GIF tab,
without which a permit application cannot be verified or submitted.

W o e e KEeS&:

Cresse KEES Projet Search Agminevaton Work Gusue Rt Lnk Lokl Exreme Seun

e A

Wekzome, Kees bpiest?  Logout

KELS Project: 1107 - Group.1.02 REM Application Number: 691 Applicant: PA DOT ENGINEERING DISTRICT 02 ‘Created by: Kees botestz, 2017.01-20 11:11:41.474 Status: In Preparation Eventiilstary

® Appicantinfo > ® Paint of Contact i Type >0 GiSinfo > ® Paricipants O Atachments >© Summary

viaror ksl Cop epiaton

drainage area exceeding 100 acres; 2) a depth of waler measured by he upsiream foe of e dam at

| involve the woste from such a well, of string power lines above an ofl or gas well? If Yes',

e i fth & wedl related 1o oil or gas production,
respand to 3133, I ‘No', skip to Question 4.0.

31 Does the ok or gas-related project invol watercourse. floodwary or body af water {including wetiands]?

y of the following: piacement of i, excava

e of indussirlal waslewaler or stomaater fo 3 ‘sewer system o shorm waler systent?

walle, surtace wals, ground waler or an existing

& the consiruction and opsration of indusriad waste frea itbes?

a0 activity disturbance?

Figure 30. GIF — Coordination

Field/Link/Button Name Description

4.0 Will the project involve a construction activity that | Yes/No field
results in earth disturbance?
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Field/Link/Button Name Description

4.0.1 Total Disturbed Acreage - Select One

List of values describing a unit of measure:
e Acres

e Square Feet

4.0.1 Total Disturbed Acreage — (From)

Disturbed acreage can be described a range e.g. 2.0
to 2.5. This is the lower bound of the range.

4.0.1 Total Disturbed Acreage — (To)

Disturbed acreage can be described a range e.g. 2.0
to 2.5. This is the upper bound of the range.

5.0 Does the project involve any of the following:
?

Yes/No field

5.1 Water Obstruction and Encroachment Projects ' Does
the project involve any of the following: placement of fill,
excavation within or placement of a structure, located in,
along, across or projecting into a watercourse, floodway
or body of water?

Yes/No field — Answer only if “Yes” is indicated for
guestion 5.0.

5.2 Wetland Impacts -- Does the project involve any of the
following: placement of fill, excavation within or
placement of a structure, located in, along, across or
projecting into a wetland?

Yes/No field — Answer only if “Yes” is indicated for
question 5.0.

5.3 Floodplain Projects by the Commonwealth, a Political
Subdivision of the Commonwealth or a Public Utility --
Does the project involve any of the following: placement
of fill, excavation within or placement of a structure,
located in, along, across or projecting into a floodplain?

Yes/No field — Answer only if “Yes” is indicated for
guestion 5.0.

Table 27. GIF - Coordination Fields, Links, and Buttons
Helpful Hints

Although Coordination information is stored at the project-level, it can be updated at any time.

Coordination information can be different between applications.

If a review of the Coordination data at the application level indicates that there are discrepancies, users
must navigate to the project-level Coordination screen makes updates.

5.8.2 Land Use
Purpose

Before granting permit applications, DEP consults with county and municipal government agencies
located near the project area on land use and zoning issues. This screen captures information about

consultations regarding:

e Comprehensive Land Use Plans

e Zoning issues and approvals

e Municipal and County Land Use Letters
Outcomes

Accurate Land Use information can assist the Reviewer in assessing potential community impact issues.
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Land Use = =
if "Yes™, the application is subject to the policy and the Appplicant should answer the additional questions. ’ "
Mote e apptian amere 1 o of 00 P NP e ot appiabie and
appeoval? i zoning approval has been recel Yes No
Figure 31. GIF - Land Use
Field/Link/Button Name ‘ Description
Is this application for an authorization on Appendix A of | ¢  Allows users to answer a Yes/No lead question.

the Land Use Policy?

e [Ifthe answer to the lead question is "Yes", the
Applicant should answer the additional
guestions in the Land Use section.
e  Required
Additional Information e Presents a text box where a user can add
comments for a given answer.
e Aseparate Additional Information text box is

provided for each question on this screen.

1. Is there an adopted county or
comprehensive plan?

multi-county

Allows users to answer a Yes/No question concerning
Land Use plans on the County level.

2. Is there an adopted municipal or multi-municipal
comprehensive plan?

Allows users to answer a Yes/No question on the
municipal or multi-municipal level.

3. Is there an adopted county-wide zoning ordinance,
municipal zoning ordinance or joint municipal zoning
ordinance?

Allows users to answer a Yes/No question concerning
zoning on the County and municipality level.

4. Does the proposed project meet the provisions of the
zoning ordinance or does the proposed project have
zoning approval? If zoning approval has been received,
attach documentation.

Allows users to answer a Yes/No question concerning
zoning approvals.

5. Have you attached Municipal and County Land Use
Letters for the project?

Allows users to answer a Yes/No question concerning
Land Use Letters.

Table 28. GIF: Land Use Fields, Links, and Buttons
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5.8.3 Facilities

Purpose

This screen captures information on existing facilities and activities regulated by DEP that may be modified or
affected by a proposed project.

Outcomes

The identification of all existing facilities and activities that are affected by a proposed project allows DEP to ensure
that project plans adequately eliminate or mitigate these adverse effects.

B e KEeS@

Gresie KEES Projoct Search  Adminisiation WWerk Gueus  Ris¥osh Lk LookUp Exproes Search

Weizome, Keea bppeat?  Logoat

KEES Projoct: 1107 - Groug 1.2 RPM Apphcation Number: §91 Applicant; PA DOT ENGINEERING DISTRICT 02 Cruated by: Koos bptestz, 2017-01.20 11:1141414 ‘Stalus: In Proparation EvontHistory

20 G0 awachmars

> @ Point of Contact

> ® Parmit Type

Create POF View POF Links

Facilities 3

1f Yes to either question, check all relevant Facility Types and provide DEP Facility Identification aumbers belaw.
DEP Fac 108 Facility DEP Fac 108

Water Poilusan Control Facilty

SCROLL LOCK: ON

Figure 32. GIF: Facilities

Field/Link/Button Name Description

1. Will this project modify an existing facility, system or | Allows a user to indicate whether the KEES project
activity? will modify an existing facility, system or activity.

Required

2. Will this project involve an existing facility, system or | Allows a user to indicate whether the KEES project
activity? will involve an existing facility, system or activity that
has been entered in DEP’s Greenport system.

3. Are you done with the Facility/Subfacility data 'Ready to | Allows users to confirm that Facility/Subfacility data
Submit' in Greenport? has been entered into DEP’s Greenport system.
(Failure to enter this data will cause DEP to return
the application.)

Facility Type: e Allows users to indicate the facility types that
e Abandoned Mine Land will be modified or involved with the KEES
Project.

e Air Emission Plant

e Ifthe answer to question 1 or 2 in this section
is Yes, at least one Facility Type must be

e Blasting Operation checked.

e Beneficial Land Use
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Field/Link/Button Name Description

e Captive Hazardous Waste Operation

Coal Ash Beneficial Use Generator

Coal Mining Operation
Coal Pillar Location-O&G

e Commercial Hazardous Waste Operation

e Dam Location

Deep Mine Safety Op — Anthracite

Deep Mine Safety Oper Industrial Mineral
e Deep Mine Safety Operation Bituminous

Encroachment Location

Encroachment Location for O&G

Erosion & Sediment Control Facility

e  Explosive Storage Location

GP12 Prep Plant Emissions Operation

Industrial Mineral Mining Operation

Land Recycling Cleanup Location

e  Mine Drainage Trmt/Land Recl Proj Loc

Municipal Waste Operation
Oil & Gas Location
Oil & Gas Water Pollution Control Fac

Public Water Supply System

Radiation Facility

e Residual Waste Operation

e Storage Tank Location

e  Water Pollution Control Facility

e Water Resource

DEP Fac ID#: o Allows users to enter the DEP Facility ID
e Abandoned Mine Land Number for each Facility Type that will be
modified or involved with the KEES Project.

e A DEP Facility ID Number must be entered for

every Facility Type that is checked in this
Blasting Operation section.

e Air Emission Plant

e Beneficial Land Use

e Captive Hazardous Waste Operation

Coal Ash Beneficial Use Generator

Coal Mining Operation
Coal Pillar Location-0&G

e Commercial Hazardous Waste Operation

e Dam Location
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Field/Link/Button Name Description

Deep Mine Safety Op — Anthracite

Deep Mine Safety Oper Industrial Mineral

Deep Mine Safety Operation Bituminous

Encroachment Location
Encroachment Location for O&G
Erosion & Sediment Control Facility
Explosive Storage Location

GP12 Prep Plant Emissions Operation
Industrial Mineral Mining Operation
Land Recycling Cleanup Location
Mine Drainage Trmt/Land Recl Proj Loc
Municipal Waste Operation

Oil & Gas Location

Oil & Gas Water Pollution Control Fac
Public Water Supply System
Radiation Facility

Residual Waste Operation

Storage Tank Location

Water Pollution Control Facility

Water Resource

DEPGreenPort

A link to DEP’s GreenPort application that allows
users to add sub facility data to DEP systems.

This hyperlink is removed once an application has
been submitted.

Table 29. Facilities Fields, Links, and Buttons

5.8.4 Encroachments

Purpose

The purpose of the Encroachments tab is to add, update and delete encroachments as needed.

Outcomes

Encroachment data has been entered, validated and verified.
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KEES Project 110}/ - Group 1.02.{PM Application Number: 681 Apglicant: PA DOT ENGINEERING (ISTRICT 02 Created by: Kees bptesta, 21 141,20 11:11:41.474 ‘Stntus: In Preparation Eventtistory

@ Appicantinfa > ® Pointof Contact > ® Parmit Typa > ® Background Projects

Yior POF Lnks

@ Encroachments

Encroachments

County Obstruction or Encroachment: Bridges, Culverts and Enclosures ‘Watercoursa, Floodway, or Bady of Waler

ADAMS 25 M1 5, US 30 - 0120060070000 Adavanders Spring Creek

PADEP | Pennayivania

P dan 20, 2017 41200 A

20 bl

Figure 33. Encroachments

1 o | ﬂ

Update Encroachments
Select Gounty | ALLEGHENY | =
Obstruction or Encroachment: Bridges, Culverts and Enclosures | 3 MI.NW OF SR 4012 |7|
Bridge Id | (02006500600000 | p |
Watercourse, Floodway, or Body of Water |Arr0whead Lakes | Pl |

Relationship | Over '_|
—I

Figure 34. Update Encroachments

Add Encroachments

Select County Select One ﬂ

Obstruction or Encroachment: Bridges, Culverts and Enclosures

Watercourse, Floodway, or Body of Water

Relationship |Select One | = |

- )
Figure 35. Add Encroachments
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Obstruction or Encroachment: Bridges, Culverts
and Enclosures

1112TH INFANTRY ALPHA CO 03006604300000

ADAMS 03026502401027
ADRIAN NO 2 03400600700000
ol ADRIAN NO.3 03402100820000
B APOLLO 03005600800000
:] BAKER HOLLOW 03203300401404
S| BANJO ROAD BRIDGE 03102000801727
BARREL VALLEY 03005603120484
BAUM PUMP STATION 03002804240221

BOGGSVILLE NO.1 03300400300000

SELECT EXIT

Bridge Id ~

Figure 36. Encroachments — Add/Update Encroachments

Field/Link/Button Name Business Description

County

Displays the primary county for the application.

Obstruction or Encroachment: Bridges,
Culverts and Enclosures

Displays previous JPA2 groupings by the district.
Allows the user to add additional obstructions/encroachments not
found on the JPA2 list.

Bridge ID

Interfaces with the Bridge Maintenance System (BMS2) to search for
the bridge ID and name.

Watercourse, Floodway, or Body of Water

Name of impacted body of water.

Relationship Over, Along, Carrying, In, Across, or Under

Actions Allows an editor to edit or delete an existing Encroachment record
e Edit for an application.
e Delete Choosing Edit invokes the screen Edit Encroachment screen

Add This button allows users to add an additional encroachment record

to an application.

Table 30. GIF: Encroachments Fields, Links, and Buttons

5.8.5 Additional Information
Purpose

The Additional Information tab allows editors to review and verify the additional information associated

to the application.
Outcomes

Additional Information data has been added, validated and verified.
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Application Details

O Landuse | O Facilies | © Encroachments | ® Additional Info

Additional Information
VERIFY

1. Have you informed the surrounding community and addressed any concerns prior to submitting the application to the D 2 Yes

ity concerns
The property owner to the south of the proposed site is concerned about the native wildlife in general and speficially the bog turtle

2.1s your project funded by state o federal grants?
If Yes', specify what aspect of the project is related to the grant and provide the grant source, contact person and grant expiration date

Grant Source. Grant Contact Person Grant Expiration Date
Unlce Sam Aunt Samantha 2017-04-30

Table 31. Application Details - Coordination Tab
Helpful Hints
The Additional Information tab displays for Standard and Small application types

The information displayed on the Additional Information tab is inherited by the application from the KEES
project. To update the information in the application, open the KEES project, click the GIF tab and then
click the Additional Info tab. Details can be found in the Additional Project Information area of the Manage
KEES Project section of this document.

5.9 Attachments

Purpose
This screen allows users to upload attachments for an application. This includes:

e Attach documents to a permit application. (Documents must be added to defined Document
Types which generally correspond to specific requirements specified in the Chapter 105 of the
PA Code.)

e Verify that all the documents needed to fulfill the requirements for a given document type have
been attached to an application.

e Change the value of the Required flag from Optional to Required for a Document Type that is
normally optional for a given Application Type.

Outcomes

Verification of the Attachments screen activates functionality to add and verify QA/QC documents on the
Summary screen.
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Attachments

You can modify which optional Document Types are required. This change will take effect for this application only

MODIFY OPTIONAL OR REQUIRED

Click on each Document Type to upload a document. Mouse over the Document Type for a description. M - Required C' - Replace @ - Delete CHEEKEdIOU

Valid file extensions: doc, docx, jpg, jpeg, JPG, pdf, PDF, txt, xis, xisx, zip Maximum file size is 50 Mb A
Document Type Cycle  Ver. File Name Description File Size (MB) Uploaded Verified
04/20/2017 10:50 AM
0 1 Alternative Analysis pdf C  Altemative Analysis Descripti 0368 MB Kees bptes2 ]
I Alternative Analysis )
0 1 Alternative Analysis 2.pdf @ Alternative Analysis 2 Descrip 0368 MB (L ZV IVED L) (=}
Kees bptest2

| Aquatic Resource Impacts Table
s Cultural

™ Engineer Seal & Certification

04/20/2017 10:51 AM ) YES

™ Environmental Assessment 0 1 Environmental Assessment pdf c EA Description 0444 MB Kees bptest2

Verified by
Kees bptest2

™ Erosion and Sediment Control
™ Floodplain

™ Hydrologic & Hydraulic Analysis and
Report

e Location Map
I icipality & County
- (with Ori ion Map)

)= PNDI and Tt and
Species

% Site Plan and Cross Section Drawings
ms PASPGP-5 Reporting Criteria Checklist
e Storm Water
i Wetland D ination and Deli
Meeting Minutes
Project Description Narrative
Other Documents

Figure 37. Attachments

Upload Documents o Atemative Analysis

Valid file extensions: doc,docx,jpg,jepg.JPG,pdf POF it s xisx,zip  Maximum file size is 50 Mb
+ Choose Description

+ Choose Description

+ Choose Description
A y
Table 32. Upload Documents

Field/Link/Button Name Business Description

Document Type e Adescription of the types of information, maps, plans,
specifications, design analyses, test reports and other
data specifically required for permit applications under
Chapter 105, as well as additional information required
by DEP to determine compliance.

e Optional

e Cannot be updated after a document has been attached.

Cycle e A number indicating how many times an application has
been returned to the applicant by DEP because of
Administrative Incompleteness or Technical Deficiencies.

e Maintained by KEES and not user editable

Checked Out e Indicates that a document type is being worked on by another
editor and that no other editor can upload, replace or delete
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Field/Link/Button Name Business Description

documents for that document type until the document type is
checked back in.

e The indicator takes the form of a grey shading of a
document type.

Modify Optional or Required Button

e Due to application special conditions, an editor can change a
document type from Optional to Required (and vice versa) for a
given application (because of some special condition in a
project).

e Document types marked required by KEES cannot be
modified.

Version (Ver.)

e Indicates the number of times that a specific type of map,
plan, specification, design analyses, test report or other
document has been attached to an application. A version
number greater than one indicates that a document has
replaced by a revised version.

e Maintained by KEES and not user editable.

File Name e The name that a given document is stored under.
e When adding a version, the user can add a file name that
is the same or equal to previous versions.
Description e A brief description of a document and its purpose used to

distinguish it from the other documents listed under the
same Document Type.

e Optional

File Size Megabytes (MB)

Maximum size is 50 MB.

Uploaded Displays the date and time a document was uploaded to an
application, as well as the user name of the editor who
uploaded it.

Verified Indicates whether a Document Type has been verified by an

editor as complete.

Required Indicator

e Indicates whether a document type is required for permit
type chosen for the application.

e The indicator takes the form of a red flag to the left of the
name in the Document Type column.

]
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Field/Link/Button Name Business Description

Replace Indicator e Allows a user to replace the current version of a
document with a revised version of the same document.

e The indicator takes the form of a red semi-circular arrow
located between the File Name column and the
Description column.

Delete e Allows a user to delete a document that was previously
added to a document type.

e The indicator takes the form of a white “x” inside a red
circle located to the right of the Uploaded column.

Checked Out e Indicates that a document type is being worked on by another
editor and that no other editor can upload, replace or delete
documents for that document type until the document type is
checked back in.

e The indicator takes the form of a grey shading of a
document type.

Modify Optional or Required Button e Allows an editor to change a document type from Optional to
Required for a given application (because of some special
condition in a project)

e Allows an editor to change a document type from Required to
Optional for an application, but ONLY if the document type was
previously changed from Optional to Required

e Documents Types cannot be changed from Required to
Optional if the document type is required at the time the
application is created.

Table 33. Attachments Fields, Links, and Buttons
Modifying Document Type Requirement

9
¥ Select which optional Document Types should also be required for this application.

1 Required Document Type led

] NO Meeting Minutes [
|E /™ Project Description Narrative

] NO Other Documents [

] CANCEL [

| F

Figure 38. Modifying Document Type Requirement
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Field/Link/Button Name Description

Required e Displays the current value of the Required Indicator, with No
meaning not required and Yes meaning Required.

e Clicking on the box beside the indicator changes the value of
the indicator from no to yes, or back.

Document Type e Displays a list of the Document Types that were originally
Optional, based on the application type

e Displays a red Required flag for Document that have been
changed from Optional to Required by an editor.

Table 34. Modify Document Type Requirement

Helpful Hints

The Attachments screen has an important role in the verification and submission process.
When all required document types have been verified, a “global”
verifying the Attachments screen as a whole.

Verify” button is displayed for use in

The Attachments tab is not marked as verified in KEES until the global Verify button is clicked.
5.10 Application Summary

Purpose

During most of the application process, the Summary screen is a display only screen that collects and
displays data from the other application-level tabs. At the end of the application process, after all other
application-level tabs have been verified, the screen displays previously hidden functionality that allows
users to submit the application for review and approval by DEP.

The screen below depicts the Summary screen while the application is in-process:
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. Contact Us cov M

# ennsylvania . oo

5 gmqr e my ENVIRONMENTAL DEP eLibrary Ersonmental

PROTECTION GIS e !pg,mm.ng Welcome, Kees bptest2  Logout
_ System
Quick Links
Change Password

Create KEES Project Search Administration Work Queue Refresh Link Look Up Express Search

KEES Project: 1107 Group 1-02- i : PA DOT ENGINEERING Created by: Kees bptest2, Status: In Preparation EventHistory
DISTRICT 02 2017-01-20 11:11:41.474

® Applicant Info @ Point of Contact ® Permit Type & Background Projects >0 GIS Info ) ici )

Create PDF View PDF Links Copy Application

Application Summary

Applicant Information

Applicant Name: *

Federal Tax ID: g:&;rﬂe\d
PA DOT ENGINEERING DISTRICT 02
Organization Type: Address Line 1: Siate: ZIF Code:
PENNDCT 1924 Daisy Street Ext PA 16830
Applicant Client 1D: Address Line 2:
62168 P.O. Box 342
Point Of Contact History

Active
Christie Lannen , §14-765-0563,3 , c-rap
Added to project: 01/20/2017 10:56:54 AM

Permit Coordinator

Robert Weed 814-765-081442 , c-rapaleli@pa. gov

Permit Type Information

KEES Project: 1107 Group 1-02-RPM
Chapter: Chapter 105 - Dam Safety and Waterway Management
General Permit Registration Joint Permit Application

Application Type:

Background Projects

MPMS Project ID # / _ . . _ . State Route/Local

Rl Description Estimated Let Date Counties IMunicipalities Road Actions. ~
District 1-0 Various
Counties & SRs 2002

573 002-05-0
Oroup 1-2-RPU Ei'ii‘:;ggmf ;tepair 2000000 v
< >
Project Latitude™ Horizontal Collection Method Code Altitude Location Datum Collection Method Code
Project Longitude* Reference Point Code Geometric Type Code
Horizontal Accuracy Measure Altitude Data Collection Date
Horizontal Reference Datum Code Altitude Datum Name Code Source Map Scale Number

Table 35. Application Summary Screen (partial view)

Field/Link/Button Name Description

Applicant Name Displays the name of the entity that is applying for the permit.
Applicant Client ID Displays the DEP Client ID Number for the applicant entity.
Address Displays the mailing address of the applicant.
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Field/Link/Button Name Description

Organization Type

Displays a value from a classification of the types of agencies that can
create or update permit applications in KEES (e.g. PennDOT,
Consultant, ACOE).

Federal Tax ID

Displays the identification number assigned by the federal
government to entities that employ workers or pay certain types of
taxes (a.k.a. the Federal Employer Identification Number or FEIN).

Point of Contact History

Displays the Name, Telephone Number and Email Address of the
existing POC, and any prior POCs.

Permit Coordinator

Displays the Name, Telephone Number and Email Address of the
existing Permit Coordinator.

KEES Project

Displays the KEES Project ID# and Name

Chapter

Displays the Chapter of the Regulations that govern the permit
application types.

Application Type

Displays the Permit Type from the following list:
e GP-8
e GP-11
e GP-8andGP-11
e Standard Application (Joint Permit)

e Small Project Application (Joint Permit)

Project Number

Displays the unique identifier assigned to a Background Project in a
legacy system, e.g. the MPMS ID Number is displayed for MPMS type
Background Projects.

Project Name

Displays the name of the project, frequently imported from a legacy
system.

Project Description

Displays a brief description of a project, frequently imported from a
legacy system.

Estimated Let Date

Displays the estimated Let Date for contracts related to a Background
Project.

Counties

Displays the Counties associated with the Background Project

Municipalities

Displays the Municipalities associated with the Background Project

State Route/Local Road

Displays each State Route/Local Road associated to the Background
Project

* Project Latitude

Displays the angular distance of a place north or south of the earth's
equator, usually expressed in degrees and minutes.

* Project Longitude

Displays the angular distance of a place east or west of the meridian
at Greenwich, England, or west of the standard meridian of a celestial
object, usually expressed in degrees and minutes.

]

pennsylvania
DEPARTMENT OF ENVIRONMENTAL
PROTECTION

© PennDOT, 2017 Confidential

Page 70 pennsylvania

DEPARTMENT OF TRANSPORTATICN



Keystone
Environmental
ePermitting
System

KEES
Work Product: KEES User Manual

Field/Link/Button Name Description

Horizontal Accuracy Measure

Displays a measure of the accuracy in feet of the latitude and
longitude coordinates of the project.

Horizontal Reference Datum Code

Displays a code and description that represent the method used in
determining latitude and longitude coordinates.

Horizontal Collection Method Code

Displays a code and description that represent the reference datum
used to determine the latitude and longitude coordinates for a point
on the earth.

Reference Point Code

Displays a code and description that represent the place for which
geographic coordinates were established.

Altitude

Displays the height of anything above a given planetary reference
plane. (For permit applications, altitude should be referenced to sea
level on earth.)

Altitude Datum Name Code

Displays the identification given to the surface taken as the surface
of reference from which altitudes are measured.

Altitude Location Datum Collection

Method Code

Displays the code and description that represent the method used to
collect the vertical measure (i.e. the altitude) of a reference point.

Geometric Type Code

Displays the code and description that represent the geometric
entity represented by one point and a sequence of latitude and
longitude points.

Submit This button changes the application status to Submitted and
sends it to DEP to begin the review and approval process.
Comments Allows editors to add comment about the application for

historical purposes and for DEPs consideration.

Table 36. Application Summary Fields, Links, and Buttons
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6.0 PennDOT Final Review and Submission

Purpose

The PennDOT final review of a permit application is an off-line process that takes place outside of KEES.
However, KEES does require the attachment and verification of QA/QC documents before an application
can be submitted to DEP for review and approval.

KEES Project: Applicant: Status Application Number:
1981 - Grp 111-15-7135-3 PA DOT ENGINEERING DISTRICT 11 Final Review EventHistory 1882

Permit Type: Created by Cycle:

GP-11 Kees bptest? 04/17/2017 0

© Applicant Info ) © Pointof Contact > ® Pemmit Type ) @ Background Projects  » @ GISInfo ) ® Parlicipants m © Attachments

QAQC

Document Type Cycle Ver. File Name Description File Size (MB) Uploaded Verified
™ QA/QC

Applicant Information

Applicant Name:
PA DOTENGINEERING DISTRICT 11

Applicant Client ID Organization Type:
62227 PENNDOT

Address Federal Tax ID
45 Thoms Run Road
Bridgeville, PA 15017

Table 37. Application Summary Screen Showing Final Review Status

Helpful Hints

Verifying the QA/QC document and submitting the application is completed by a KEES Application
Preparer security role (CWOPA) with application editor privileges.

KEES does not support a dedicated screen for the Final Review and submission process. Instead, these
functions are performed on the Application Summary screen.

e Each time an editor marks a screen as verified, KEES determines whether all application-level
screens have been marked verified.

e When the last screen has been verified, the Summary screen displays functionality that allows users
to attach and verify QA/QC documents. (The process for attaching QA/QC documents is the same as
the one used on Attachment screen.)

e When all QA/QC documents have been attached and the QA/QC document type has been marked as
verified, KEES displays a Submit button on the Summary Screen.

e When an editor clicks the Submit button, the application status changes to Submitted and the
application is sent to DEP to begin the review and approval process.

e All application-level tabs are locked for editing purposes whenever the Submit button is displayed.

e To unlock the application tabs and update the application, an editor must click the Verified button

displayed in the QA/QC section. This action will:
o Change the status of the application to Unverified
o Open the application for editing
o Make the Submit button disappear.
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e See the Summary screen for the design of location of Final Review and submission fields and
buttons.
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7.0 Manage Application Deficiencies

During the application review process, the Review Team may identify incompleteness or technical
deficiencies in a submitted application. The Application is returned to the Applicant — with comments —
for resolution of the deficiencies. The Applicant address the deficiencies identified by the comments
Reviewer comments and resubmits the Application to the Reviewer. The processes involved in this process
are very similar to those governing the original preparation of an Application.

7.1  Create an Incompleteness or Technical Deficiency Response

Purpose

When all the tabs have been Verified, KEES displays an Application Details Summary screen (below) with
an embedded text editor. The text editor is prepopulated with the comments that were added by the DEP
during the application review process. This allows the application to specifically address each individual
comment added by DEP.

Outcomes

A deficiency response letter has been saved and stored in KEES.

KEES Project Application Number- Applcant Created by: Status:
1553 - Logan Pointe Road: 1284 PA DOT ENGINEERING DISTRICT 06 Kees bplest2, 2017-03-0209:17:24.431  Ready to Submit (Tech Def)

EventHistory

Logan Pointe Roadway: Permit 789987 CICETAETT) &

lication Details ¥ Workflow Timeline
AeP Permit Application Details Summary
Completeness Review
AT R ‘ € fall of the necessary updates have been made and ver@( Viewletter for delz\\;Dpur application should be resubmitted test. ‘

Vs ™\ Days Left
“You must include comments in response to the deficiency before you can resubmit your application
Ba

Mext Milestone:
1.Here is 2 comment for the second round of completeness review. Technical Deficiency

2Here is another comment, we're going to mark i e i in Technical Review. Due Date:
0513012017
3.7This is 2 comment, it shouid save.

4 recorded during Review are not Maybe they will be when the letter is composed, but that seems a lite too
late. = Workflow Cycles.

5.This is the Environmental Reviewer's comment.

6.This is the Engineering Reviewer's comment, its Technically Deficient

e

v,

EDIT SAVE LETTER

Applicant Information

Point of Contact History

Permit Type Information

Background Projects

]

Participants

GIF

Attachments

Figure 39. Permit Application Details Summary with Text Editor Open

Field/Link/Button Name Description
View letter details Links to the current incompleteness/deficiency letter (PDF)
Text Editor A box containing pre-filled comments drawn from the

incompleteness or deficiency letter. The editor types in individual
responses to each comment from DEP.

Save This button saves the letter but does not close the window.
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Field/Link/Button Name Description

Expand

Clicking this icon expands the tabs showing the constituent fields.
Clicking the icon again compresses the tab. NOTE:
section/application verification indicators are not displayed.

“Resubmit” button

This button appears only when:

e The entire application has been verified

e The response letter has been saved.

Table 38. Functional Fields/Buttons for Permit Ap,

plication Details Summary with Text Editor

KEES displays the following confirmation message when the Save button is clicked:

|/

_ Permit Application Details Summary

|| ‘ @ Ifall of the necessary updates have been made and verified( View letter for details ), your application shouid be resubmitied test. ‘

| ™You mustinclude comments in response to the deficiency before you can resubmit your application.

Qe /Uy xTTn EERESEESS=T=9 =@ L 0@

@8 [

Here are the comments provided by the applicant after the Incompleteness updates.

Here is a response.

The GIF tab was updated with new Land Use answers and new Encroachments

€ Letter Saved Succesfully

Here is another response.
The attachments were re-verified.

Here s the third response.

Figure 40. Letter Saved Confirmation Message

7.2 Resubmit the Application

This is the Permit Application Details Summary screen with the Resubmit button displayed:

KEES Project

Eventisiony

Apglication Number
1284

1553 - Logan Pointis Roaaway

Logan Pointe Roadway: Permit 789987

Appiication Details

Complstensss Review
Technical Review

Permit Application Details Summary

*You must include comments in respansa 1o the deficiency before you can resubmit your applicabon

-

Here provided by the appicant afl

Here i a respanse.

The GIF tab Was UpGated Wit new Land LISe answes 3nd new ENCroacnments.
Here is anathes response.

The attachments were ra-vesiied.

Here i e i response

Apglicant Croalod by Status
PADOT ENGINEERING DISTRICT 06 Kees bpiest2, 2017-03-02 09:17:24 431  Ready 10 Submil (Incompiets)

MANAGE APPLICATION

Il + vioictow Timsiine

€ 1t all of the necessary updates have been made and verifisd| View letter for details ). your apphcation should be resubmitted tast

Days Left

Next Milestone:

Cue Date
osnzANT

2 Workflow Cyclas

.

F

Figure 41. Permit Application Details Summary screen with the Resubmit button displayed
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KEES displays the following confirmation request when the Resubmit button is clicked:

||

Permit Application Details Summary

O ifallofthe necessary updates have

*You must include comments in response to the

B 7 Uake x. x|T-7-m-|Tg T,

Here are the comments provided by the applica
Here is a response

The GIF tab was updated with new Land Use 3
Here is another response.

The attachments were re-verified.

Here is the third response

By clicking Submit, | hereby certify, in
accordance with Section 4304 of the Crimes
Code (18 Pa. C_S. §4904) relating to unsworn
falsification to authonties, that the statements
and representations set forth in this application
are true and correct, and the proposed work to
be permitted under the application is not in
violation of any state or local law, ordinance, or
regulation. This application is made for the
purpose of obtaining the issuance of an
environmental permit according to law.
Caution! You will not be able to edit the
application after it is submitted

CANCEL YES RESUBMIT APPLICATION

d be resubmitted test.

=

Figure 42. Resubmit Application Confirmation Window

KEES displays a confirmation message:

Figure 43. Confirmation that Application Was Successfully Resubmitted

7.3

0 The Application was Successfully Resubmitted | P

Purpose
If the Applicant is unable to complete the deficiency response process within the specified time limits, an
extension may be requested to afford more time to complete the response. Either the Applicant or the

Reviewer may cancel the extension at any time during the extension period.

Outcomes

Request an Extension

In Release 1, a request for an extension results in a message being placed on the Application Details
summary screen advising the Review of the request and directing the Review Team to not withdraw the
application due to Preparer inactivity. No KEES system clocks or other workflow controllers are changed
in this process. Any communication regarding the status of the extension request must be negotiated
outside of KEES.

Cancellation of the extension during the period of the extension simply removes the message from the
Application Details summary screen.
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permte g cov KEeS@&:: = 0 Q g
: Sysiem

Contact  Help  Search

Create KEES Project My Work Queve  Quick Links~  Administration = Reports Welcome Byme Brown ~
KEES Project Applicant Status: Event History Permit Type: Created by
182 - ROADS-PAVED#PATCHING... PA DOT ENGINEERING DISTRICT... In Prepa View Details Standard Application Kees bptest? 0412412017
Application Number. Cycle: Permit Number. Authorization ID; APS Number.
1 Previous Cycle Val

MANAGE APPLICATION ~ #

ROADS-PAVED#PATCHING-MECH PGCDEMO FOR
0328: Permit # Previous Cycle Val

Application Details

[l Create Application PDF
“ View PDF Links

Permit Application Details Summary
Review Team

Permit Information EDIT

Completeness Review

Applicant Information ¥ Collapse Days Left

Applicant Name:

PA DOT ENGINEERING DISTRICT 11 Next Milestone:
Admin Incomplete

Correspondence

Applicant Client ID: Organization Type: Due Date:
62227 PENNDOT 0612412017
Address: Federal Tax ID: 2 Workfiow Cycles

45 Thoms Run Road
Bridgeville, PA 15017

Point of Contact History ¥ Collapse

Application Point Of Contact History W Previous Cycle

Active: David Conrad 412-429-4984,c-rapaleti@pa.gov Jeffrey Baker 412-429-4300 c-rapaleti@pa.gov
Added to project: 04/24/2017 6:59:28 PM Added to project: 04/24/2017 £:27:05 PM
Last Updated: 04/24/2017 6:59:28 PM

v
Permit Coordinator

Figure 44. Manage Application - Request Extension

W——— S S ——

1 Previous Cycle Val

S P Are you sure you wanted to request an extension for this permit application?

F
Permit Application Details Summary

Figure 45. Extension Request Confirmation

PGC

CANCEL REQUEST EXTENSION
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pennsylvanie | YEY Gov KEeS@:LT"“‘ = 0 Q A
i

Contact  Help  Search

Create KEES Project My Work Queve  Quick Links~  Administration = Reports Welcome Byme Brown ~
KEES Project Applicant Status: Event History Permit Type: Created by

182 - ROADS-PAVED#PATCHING... PA DOT ENGINEERING DISTRICT... In Prepa View Details Standard Application Kees bptest? 0412412017

Application Number. Cycle: Permit Number. Authorization ID; APS Number.

1 Previous Cycle Val

ROADS-PAVED#PATCHING-MECH PGCDEMO FOR
0328: Permit # Previous Cycle Val

¥ Workflow Timeli
Application Details

An extension has been requested for this permit application. Do not withdraw due to inactivity

Review Team

Permit Information

Completeness Review EDIT Days Left
Corespondence Applicant Information < Next Milestone:

Admin Incomplete

Applicant Name:

Due Date:
PA DOT ENGINEERING DISTRICT 11 06/2412017
Applicant Client ID: Organization Type:
PENNDOT = Workflow Cycles

Address: Federal Tax ID:
45 Thoms Run Road
Bridgeville, PA 15017

Point of Contact History ¥ Collap:
Application Point Of Contact History

Active: David Conrad 412-429-4984,¢-rapaleti@pa gov ‘ E Jeffrey Baker 412-429-4900 c-rapaleti@pa.gov ‘

Added to project: 04/24/2017 6:59:28 PM Added to project: 04/24/2017 £:27:05 PM
Last Updated: 04/24/2017 6:59:28 PM

Figure 46. Extension Request Message (Application Details Screen)

tvani Keystone Q ~
pennsylania \Y Gov KEeS S K2

. Contact  Help  Search

Create KEES Project My Work Queue  Quick Links~  Administration > Reports Welcome Byme Brown ~
KEES Project Applicant Status Event History Permit Type: Created by
1822 - ROADS PAVED#PATCHING... PA DOT ENGINEERING DISTRICT.... In Preparation (Incomplete) View Details Standard Application Kees bptest2 04/24/2017

Application Number Cycle Permit Number. Authorization I APS Number.
1 Previous Cycle Val

MANAGE APPLICATION

ROADS-PAVED#PATCHING-MECH PGCDEMO FOR
0328: Permit # Previous Cycle Val

Application Details

I Create Application PDF
) View PDF Links

@ Cancel Extension

An extension has been requested for this permit application. Do not withdraw due to inactivity
Review Team

Permit Information Permit Application Details Summary

Completeness Review j—
Correspondence Applicant Information el Next Milestone:

Admin Incomplete

Days Left

Applicant Name:

Due Date:
PA DOT ENGINEERING DISTRICT 11 061289017
Applicant Client ID: Organization Type
62227 PENNDOT ¥ Workflow Cycles
Address: Federal Tax ID

45 Thoms Run Road
Bridgeville, PA 15017

Point of Contact History 3 e
Application Point Of Contact History

Active: David Conrad 412-429-4934, oV ‘ Jeffrey Baker 412-429-4900, i g0 ‘

Added to project: 04/24/2017 6:59:28 PM Added to project 04/24/2017 5:27-05 PM
Last Undated:  04/24/2017 6:59:28 PM

Figure 47. Manage Application - Cancel Extension
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CVIVUUOD U)’UIU Vv Al

sion has been re

pplicatio

s

due to inactivity

Are you sure you wanted to cancel an extension for this permit application?

CANCEL CANCEL EXTENSION

ime:
GINEERING DISTRICT 11

Figure 48. Permit Cancellation Confirmation

Helpful Hints
For Release 1, extension requests must be coordinated between Applicant and Reviewer outside KEES.

DEPARTMENT OF ENVIRONMENTAL

]

pennsylvania

PROTECTION

© PennDOT, 2017 Confidential

Page 79

pennsylvania

DEPARTMENT OF TRANSPORTATICN



Keystone

I(I eS @ Environmental KEES
ePermitting
System Work Product: KEES User Manual

8.0 Acknowledge Apprisal

Purpose

The permitting process does not end when DEP sends a permit package to an applicant. Often, a permittee
must return documents or acknowledgements of various types to complete the permit authorization
process. In future releases, KEES will support multiple Permittee Response Documents including, but not
limited to the:

e Acknowledgement of Apprisal
e PASPGP-5 Self Certification
e Completion Report

The only Permittee Response Document supported in Release 1 is the Acknowledgement of Apprisal. This
is completed for Small and Standard applications.

Outcomes

An Acknowledgment of Apprisal of Permit Conditions document has been attached to a Permit, and the
Permit has been returned to DEP for authorization.

Correspondence

The permit is conditionally authorized. Upload the Permittee Response Documents and acknowledge

Decision Package ¥ Collapse
File Name Description Created By
Water Obstruction and Encroachment Permit (WOEP) Cover Letter KEES Test5 on 04/20/2017
Issuance
Water Obstruction and Encroachment Permit Permit Letter KEES Testd on 04/20/2017

Permittee Response Documents ¥ Collapse

Filename Cyc Ver Description Created By Actions

Mo records found.

© Add Permit Response Documents

Permit Issuance Documents % Collapse

Filename Cye Ver Description Created By

Acknowledgement of Apprisal.docx o 1 KEES Tesld on D4/27/2017

PASPGP-5 Conditions.docx 1] 1 KEES Test5 on 04/27/2017

Completion Report docx ] 1 KEES Tests on 04/2772017

Correspondence History » Expand
%4 © PennDOT, 2017 Confidential '
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Figure 49. The Correspondence Screen

Field/Link/Button Name ‘ Description

File Name Displays the name of the letter or document in a form a link that can be
clicked to open the file.

>> Expand Opens a list of files applicable to a correspondence type
<< Collapse Closes a list of files applicable to a correspondence type
Add Permit Response Documents Opens a window for uploading document.

e Uploading a permit response document mimics the process
used in the Attach a Document tab.

e The file name and descriptions should identify the file as an
Acknowledgement of Appraisal document.

Open Option presented by a prompt to confirm that a user wished to open a
file.

Table 39. Functional Fields in the Correspondence screen

Upload Documents

Valid file extensions for attachments include: doc, docx, jpg, pdf, txt, xIs, xIsx.
' ize for attachment is 50 Mb.

—_———

+ browse Description

+ browse Description

Figure 50. Window for Uploading Documents with Browse Function Highlighted
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Upload Documents

Valid file extensions for attachments include: doc, docx, jpg, pdf, txt, xls, xlsx.
Maximum size for attachment is 50 Mb.

This is a Permit Response

L) + browse

Permit Response Document 1.doc Document
d + browse Description
+ browse Description

UPLOAD CANCEL
4
Figure 51. Window for Uploading Documents, Ready for Upload

Field/Link/Button Name ‘ Description

Browse Opens the user computer file directory browse window and enables the
selection of a single file to be uploaded

Description User-supplied text descriptive of the corresponding document to be
uploaded

Upload Uploads the specified files to KEES and associates them with the active
Application

Cancel Closes the Upload Documents window without uploading selected
documents

Table 40. Functional Fields in the Correspondence screen
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Correspondence

By continuing, you are acknowledging all associated conditions and regulations associated to this permit. This includes uploading a completed
and signed ACKNOWLEDGMENT OF APPRISAL OF PERMIT CONDITIONS form. A copy of this can be found in the Permit Issuance Document

section
PERMIT CONDITIONS ACKNOWLEDGED

Decision Package

File Name Description Created By
Water Obstruction and Encroachment Permit (WOEP) Cover Letter KEES Test5 on 04/20/2017
Issuance

Water Obstruction and Encroachment Permit Permit Letter KEES TestS on 04/20/2017

Permittee Response Documents

Filename Cyc Ver Description Created By Actions

Permit Response Document 0 1 This is a Permit Response Kees bptest2 on ~
@ Delet Repl
( 1.docx ) Document 04/27/2017 Delete = Replace

© Add Permit Response Documents

Permit Issuance Documents ¥ Collapse
Filename Cyc Ver Description Created By

Acknowledgement of Apprisal docx 0 1 KEES Test5 on 04/27/2017
PASPGP-5 Conditions.docx 0 1 KEES Test5 on 04/27/2017
Completion Report.docx 0 1 KEES Tests on 04/27/2017

Correspondence History

Figure 52. Correspondence Screen with Permit Conditions Acknowledged Button

Field/Link/Button Name Description

Permit Conditions Acknowledged Allows an editor to acknowledge that all permit
response documents have been uploaded and
returns the application to DEP for review.

Table 41. Correspondence Screen Added Functionality
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Create KEES Project My Work Queue  Quick Links~  Administration~  Reports. Welcome Byrme Brown =
KEES Project: Applicant: La(us BNyent History: Permit Type: Created by:
2002 - NJB SAP April twenty PADOT ENGINEERING DISTRICT @ C: i ( - Jew Details Standard Application Kees bptest2 04/20/2017
Application Number Cycle e thurlzalmn D APS Number-
1904 0 010203

NJB SAP April twenty: Permit # 010203

Correspondence
p-

Review Team Select a cycle to view

Permit Information © The pemitis acknowledged. ® cycle 0 (current cycle)

1
\__/

Completeness Review View Selected Cycle

PAbulletin

Decision Package

Technical Review

Correspondence

File Name Description Created By
Water Ob ion and Ei h Permit (WOEP, Cover Letter KEES Test5 on 04/20/2017
Issuance

Water O ion and Permit Permit Letter KEES Test5 on 04/20/2017

Permittee Response Documents

Permit Issuance Documents

Comespondence History

Figure 53. Correspondence Screen Showing Conditions Acknowledged
Helpful Hints
To acknowledge permit conditions during Release 1, an editor must:

e Print a paper copy of the Acknowledgement of Apprisal document found in the Permit Issuance
document section

e Manually complete the Acknowledgement of Appraisal document

e C(Click the Add Permit Response Document link displayed in the Add Permittee Response
Documents section
o Upload the completed Acknowledgement of Appraisal document using the Upload Documents
window
When at least one document has been uploaded to the Permittee Response Documents section of the
Correspondence screen, the screen displays a button that, when clicked:
e Acknowledges that all permit response documents have been uploaded.
e Returns the application to DEP for review.
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9.0 Copy, Delete, or Withdraw an Application

Functionality for Deleting, Withdrawing or Copying an application is accessed via the Manage
Application bar, which appears on most Application-level screens.

Applicant Status: Event History Permit Type Created by
PA DOT ENGINEERING DISTRICT In Preparation Wiew Details Standard Apphcation pduat testB0 050172017
Cycle: Permit Number. Autharization 1D APS Number.

1}

MANAGE APPLICATION

Application Details
O Paint of Contact

€3] Copy Application
P % \iew POF Links
B Create PDF

O Delete Application

@ Related Projects

Agency Region Assignment

9.1 Delete an Application

Purpose
KEES allows Applicants to delete applications that have not yet been submitted to DEP. Normally, the
Delete Application function should be used for duplicate applications or applications that were created
in error. Applications that have been submitted to DEP for review, must be withdrawn and cannot be
deleted.

Outcomes
An application that has been deleted cannot be viewed or edited on KEES screens.

KEES Application Information x

& Are you sure you want to permanently delete your application?

Helpful Hints

To delete an application:

e C(Click on the Manage Application bar
e C(Click on the Delete Application option

e Clicks Yes on the prompt that appears bellow:

9.2 Copy an Application

Purpose

KEES allows users to copy applications that are under DEP review. Often, applications are withdrawn when
projects are indefinitely delayed or canceled.
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Outcomes

An application that has been withdrawn can be viewed, but not edited on KEES screens. Withdrawn
applications can be copied for reused in a project is revived.

Copy Application x

I A Are you sure you want to copy this application? I

eg

Helpful Hints

Applications can be copies throughout the application cycle. The copied information is pasted into a new
application with a status of ‘In Preparation’ which can be edited, deleted or submitted.

To copy an application:
e Click on the Manage Application bar
e C(Click on the Copy Application option

e Click Yes on the prompt that appears bellow:

9.3 Withdraw an Application

Purpose

KEES allows users to withdraw applications that are under DEP review. Often, applications are withdrawn
when projects are indefinitely delayed or canceled. Applications that have not yet been submitted to DEP
for review, must be deleted and cannot be withdrawn.

Outcomes

An application that has been withdrawn can be viewed, but not edited on KEES screens. Withdrawn
applications can be copied for reuse.
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1]

KEeS&:: ¥ 0 Q g

Contact  Help  Search

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports Welcome Byme Brown =
KEES Project Applicant Status: Event History Permit Type: Created by

1522 - George - Group 06-16-PDE  PADOT ENGINEERING DISTRICT... Under Technical Review View Details GP-11 Kees bptest2 02127/2017

Application Number Cycle: Permit Number. Authorization ID: APS Number:

1242 1 999-868-7777

MANAGE APPLICATION F

George - Group 06-16-PD6: Permit # 999-888-7777

Application Details

I Create Application PDF

Permit Application Details Summary aRRELk
Review Team & Withdraw Application
Femtio=rm Applicant Information ¥ Collapse G e =
4] Coy lication
Completeness Review Applicant Name:

PA DOT ENGINEERING DISTRICT 06
Technical Review

Correspondence

Applicant Client 1D Organization Type Net Miesione

62189 PENNDOT Technical Review
Due Date:

Address: Federal Tax ID 04/252017

7000 Geerdes Blvd
King of Prussia, PA 19406

Point of Contact History v e
Application Point Of Contact History

Active: Charles (Chuck) Davies 610-205-
6670 c-rapaleti@pa.gov
Added to project: 03/03/2017 3:20:21 PM

Permit Coordinator

B Charles (Chuck) Davies , 610-206-6670 ,
c-hvemulap@pa gov

Table 42. Withdraw Application

9 Workflow Cycles

pennsytenia Ry Gov KEeseg;%M = 0 Q ~

Contact  Help  Search

Create KEES Project My Work Queue  Quick Links = Administration~ R me Byme Brown~
KEES Project Appicant: Status: Event History: Permit Type: Created by:

1522 - George - Group 06-16PD6 P DOT ENGINEERING DISTRICT... Under Technical Review View Details GP-11 Kees bptest2 021272017

Application Number: Cycle: Permit Number. Authorization ID APS Number:

1242 1 999.-883-7777

George - Group 06-16-PD6: Permit # 999-888-7777

& Workflow Timeline

Application Details

Permit Application Details Summary

Review Team

Applicant Information

Permit Information

Completeness Review

The application will be marked ‘Withdrawn by Applicant’ and the action cannot be reversed. Do you want to withdraw this application? Bl
Technical Review

Correspondence CANCEL WITHDRAW APPLICATION y
Next Milestone:

Technical Review

Due Date:
Address: Federal Tax ID: 0472572017
7000 Geerdes Blvd.
King of Prussia, PA 13406

2 Workflow Cycles

Point of Contact History

Application P Contact History

Active: Charles (Chuck) Davies 610-205-
6670 c-rapaleti@pa gov
Added to project 03/03/2017 3:29:21 PM

Permit Coordinator

B Charles (Chuck) Davies , 610-205-6670 ,
chvemulap@pa gov

Table 43.Withdraw Application Confirmation

Field/Link/Button Name Description

Manage Application Drop-down list of Application manipulation options
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Field/Link/Button Name ‘ Description

Withdraw Application (in Manage Application menu)

Menu selection that invokes the Application
withdrawal workflow

Withdraw Application (button)

Confirmation that results in the withdrawal of the
Application

Cancel

Closes Withdraw Application confirmation window
without withdrawing the Application

Table 44. Withdraw an Application

Helpful Hints
To withdraw an application:

e C(Click on the Manage Application bar
e C(Click on the Withdraw Application option
e Clicks Yes on the prompt.
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10.0 KEES Common Functions
10.1 Purpose

While much of KEES functionality is specific to either the Applicant or Review teams, KEES comprises a
significant number of general functions used by these groups. This functionality may be expressed in
different screen presentations for a specific user, but the underlying functionality is defined by the same
business rules. This KEES User Manual provides users information on this functionality.

This volume of the KEES User Manual provides information on the structure of the individual KEES
common function screens, the data elements included on the screens, and the screens’ purposes and
functions. The KEES Training Manual provides a more comprehensive description of underlying KEES
process flows.

This document covers the following major topics in KEES:
e Global Functions
e Administration
o User Permissions
o Support Functions
o Other Functionality

10.2 Scope

Release 1 KEES functionality is in scope for this version of the KEES User Manual. Functionality to be
introduced in later releases is not included.

10.3 Application Workflow and Cycles

The KEES application was designed to accommodate the interactive business processes of
environmental permit applicants, application reviewers, and the systems with which they interface (e.g.,
DEP eFACTS and DEPGreenPort). The figure below provides a graphic representation of the state-driven
workflow that characterizes the migration of an application from preparation through review and final
disposition.

Significantly, the process flow diagram also represents the interaction between reviewer and applicant
toward the remediation of application completeness and technical deficiencies. KEES preserves
application history (e.g., project and application data and supporting attachments) by implementing
process cycles that enable either applicant or reviewer to view the composition of an application at
various times in its lifecycle. KEES initializes the cycle at zero when the applicant begins preparation of
the permit application. KEES increments the cycle number each time the reviewer returns the
application and the applicant responds to the incompleteness and/or technical deficiency.
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P In Prep (Tech Def) @

P In Prep (Incomplete) @ New
\; Cycle
dew
Cycle
-
=
©
&
a . .
=3
<
4
Ready to Submit
(Incomplete)
h 4
. Ready to Submit
Ready to Submit (Tech Def)
A 4
. Submitted
Submitted ‘ ‘ (Awaiting Auth ID)
Under Completeness
Incomplete Review
Pending Technical
Review
H] A 4
E Technical Deficiency | Under Technical Small, Standard
'E v« Review Permits
-3
Conditionally Authorized POSFS.meK
Applicant
Request
General — n
p . Conditionally Authorized
ermits
(Acknowledged)
\ 4

Figure 54. KEES Process Flow
10.4 Application Statuses

The following are statuses found within KEES. These statuses reflect certain business processes that occur
for preparing a KEES Application, reviewing that Application, and responding to deficiencies identified by
the reviewers in that Application. There are also several status values that are assigned when the
Application is between preparation and review processes or in final disposition.

10.4.1 Applicant Related Statuses

The following status values characterize the KEES Application preparation and deficiency response
processes in Release 1. When an Application is assigned one of these status values, its processing is under
the control of the Application Preparer:

e In Preparation: The Application Preparer has created a new KEES Application (associated with a
preexisting KEES Project) and provides the information and attachments required by the
selected Application Type.

o Final Review: The Application Preparer has satisfied all Required Fields and Attachments (except
that the QA/QC document may not have been attached). All tabs and attachments have been
verified (except, possibly, the QA/QC document type and Attachments tab).
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e Ready to Submit: All Application tabs, the QA/QC Checklist, and Attachments tab are verified.
Project Information and PNDI remain editable where Coordination displays the Unverify button.

o Incomplete: DEP designates the Application as Incomplete and returns it to the Applicant. The
Applicant may then make any needed alterations and resubmit to DEP. New prioritizations/date
calculations attach to the resubmitted Application.

e In Preparation (Incomplete): The Application Preparer responds to an Incompleteness
deficiency identified by the Reviewer. (The Applicant opened the application and clicked Edit).
Searching and Reporting functionality displays this Application as Incomplete.

e Ready to Submit (Incomplete): A submitted application deemed Incomplete by DEP has been
amended and Verified by the Applicant. Searching and Reporting functionality displays this
Application as Incomplete.

o Technical Deficiency: DEP has identified the Application as technically deficient and returned it
to the Applicant. The Application appears in the Applicant’s work queue.

e In Preparation (Tech Def): The Application Preparer responds to a Technical Review deficiency
identified by the Reviewer. (The Applicant opened the application and clicked Edit). Searching
and Reporting functionality displays this Application as Technical Deficiency.

e Ready to Submit (Tech Def): A submitted application deemed by DEP as technically deficient has
been amended and Verified by the Applicant. Searching and Reporting functionality displays this
Application as Technical Deficiency.

o Conditionally Authorized: This Standard or Small Application has been approved by DEP and is
awaiting Applicant return of the Acknowledgement of Apprisal. The Applicant can download the
Permit Issuance Documents provided by DEP.

10.4.2 Reviewer Related Application Statuses

The following status values characterize the KEES Application Completeness, Technical Review, and final
authorization decision processes in Release 1. When an Application is assigned one of these status values,
its processing is under the control of the DEP Review Team:

e Submitted: Once a user with CWOPA credentials has submitted an application, KEES displays the
application in “Submitted” status and starts all clocks and requirements associated to the
Completeness Review. The Application appears in the DEP work queue though DEP has not
started Completeness Review for the Application. A Submitted Application may not be Deleted;
it may be Withdrawn.

e Under Completeness Review: DEP is in the process of reviewing the Application (manually,
outside of KEES) and the Application no longer appears in the Applicant’s work queue. If DEP
approves the Application as Complete, KEES produces and sends a Completeness Letter and
automatically promotes the Application into Technical Review.

o Pending Technical Review: The Application has been designated as Complete, but DEP has not
begun the Technical Review for the application.

o Under Technical Review: Following a successful Completeness Review, DEP opens a Pending
Technical Review Application and performs a Technical Review.

e Conditionally Authorized (Acknowledged): The Applicant has returned the Acknowledgement
of Apprisal (for a Standard or Small Application). DEP may authorize the Application.

s © PennDOT, 2017 Confidential
=

pennsylvania Page 91 pennsylvania
DEPARTMENT OF ENVIRONMENTAL DEPARTMENT OF TRANSPORTATICN
PROTECTION



KEeS&@

Keystone
Environmental
ePermitting
System

KEES

Work Product: KEES User Manual

10.4.3 Final Disposition Statuses

e  Withdrawn: The Applicant may withdraw an Application at any time following its initial
submission and prior to its final disposition (Authorized, Denied, Withdrawn). DEP may
withdraw and Application when it is Under Technical Review, Conditionally Authorized, or
Conditionally Authorized (Acknowledge).

e Denied: The Application has passed Completeness Review and Technical Review but has not
been Authorized. This is a Release 1 final status for the Application.

e Authorized: DEP has Authorized the Application, a final status. The Applicant can download and
upload the Completeness Report and the PASPGP-5 Self Certification form.

10.5 Roles and Privileges Summary

The table below displays the Security Role, Designations, Business Description, and KEES functionality

for Release 1.

Description

Functionality

DEP Program Manager

DEP Section Chief

DEP Environmental
Supervisor

DEP Reviewer

Designation

Central
Office

Northwest
Regional

Northcentral
Regional

Northeast
Regional

Southwest
Regional

Southcentral
Regional

Southeast
Regional

Complete the final review
and validates that all SOP and
regulations are met. Can
assign any user in their
region to a team.

Add DEP Reviewers,

Completeness Review
Workflow,

Technical Review Workflow,
Complete ACOE Status,

Main SME for the
Completeness and Technical
Review. Manage the entire
workflow process. Can assign
any user in their regionto a
team.

Complete Bulletin Dates,
Complete Permit Number,
Upload DEP Documents,
Work Queue,

My Section

Work Queue (Section Chief
Only),

All DEP Read Only

Supervisor to the biologist -
only involved in the
Environmental Review
Process.

Technical Review Workflow,
Complete ACOE Status,

Complete Bulletin Dates,
Complete Permit Number,
Upload DEP Documents,
Work Queue,

All DEP Read Only

Includes Biologists or
Engineers that are involved in

Technical Review Workflow,
Complete ACOE Status,
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Designation

Description

Functionality

DEP Clerk

DEP READONLY

compiling ROD package for
the technical Review.

Complete Bulletin Dates,
Complete Permit Number,
Upload DEP Documents,
Work Queue,

All DEP Read Only

Administrative staff that
assist with ancillary tasks.

Complete Bulletin Dates,
Complete Permit Number,
Work Queue,

All DEP Read Only

For any DEP read only user.

Project Summary,
Application Summary,
In Process Review Screens,

All Review Summaries (all
comments and ROD),

Searching,
Printing,
Reporting

PennDOT Application
Preparer

Central
Office

Districts
(1-6, 8-12)

PennDOT READONLY

account (includes state and
consultant employees).
Complete editing/review
functionality for the
application and associated
project.

PennDOT staff with a CWOPA

Create and Update Projects,
Add, Manage,

Submit, Delete,

Withdraw Applications,
Work Queue,

Respond to a Deficiency

All PennDOT Read Only

Central Office cannot Create
a KEES Project

For any PennDOT read only
user.

Project Summary,
Application Summary,
Review Summaries,
Searching,

Printing,

Reporting
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Designation

Description

Functionality

BP PennDOT Entity Name For Non-CWOPA users who  [Create and Update Projects,
Application Preparer complete work for PennDOT  |Add and Manage
through a registered ECMS  |applications, Respond to a
business partner. deficiency,
Work Queue, and
All PennDOT Read Only
Cannot complete the QA/QC,
Submit, Delete, or Withdraw
an application
BP ACOE Reviewing Philadelphia, | U.S. Army Corp of Engineers |Project Summary,
Office Project Manager | gajtimore, staff that reviews Application Summary,
BP ACOE Reviewing Pittsburgh applications and proY|des All Review Summaries,
Office Chief feedback to the Applicant "
and to DEP in conjunction searching,
with issuance of the Federal  [Printing,
permits PASPGP-5, Individual, Reporting
and Nationwide. Downloading attachments
Receive email notifications
BP PFBC COMMENTER Region 1 Pennsylvania Fish and Boat Project Summary,

Region 2 Commission (State) that Application Summary,
reviews applications and All Review Summaries
provide feedback to DEP ] ’

Searching,
BP PHMC COMMENTER | N/A Pennsylvania Historical and Printing
Museum Commission (State) R _'
that reviews applications and eporting
provide feedback to DEP Downloading attachments
BP PGC COMMENTER | N/A Pennsylvania Game Receive email notifications
Commission (State) that
reviews applications and
provide feedback to DEP
BP DCNR COMMENTER | Bureau of Department of Conservation
Forestry and Natural Resources
Bureau of (State) that reviews

State Parks

applications and provide
feedback to DEP
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Designation Description Functionality

BP FWS COMMENTER N/A U.S. Fish and Wildlife Service
(Federal) agency that reviews
applications and provide
feedback to DEP

BP EPA COMMENTER N/A U.S. Environmental
Protection Agency (Federal)
reviews applications and
provide feedback to DEP

Table 45.Security Role, Designations, Business Description, and KEES Functionality

Below displays the DEP Security Roles and what functionality can be assigned for the DEP Review team.

DEP Role DEP Privilege

Program Manager e Approverl
e Approver 2
Section Chief e lead Reviewer

e Environmental Reviewer
e Engineering Reviewer

e Environmental Supervisor
e Approverl

e Approver 2

Environmental Supervisor * Environmental Supervisor
e Environmental Reviewer

Reviewer e Lead Reviewer

e Environmental Reviewer
e Engineering Reviewer
Clerk o Clerk

Table 46.DEP Security Roles and Review Team Functionality
10.5.1 Project Functionality Roles and Privileges Summary
The PennDOT Application Preparer and BP PennDOT Application Preparer can Create a Project.
Once a Project is created, all Project tabs are associated to the same editing functionality.
e Note: Project Summary screen captures all project information.
These users are automatically granted Editor privileges:
e Project Creator
e Project POC
e Application Permit Coordinator
Any user with these Security Roles may be granted Editor privileges:
e PennDOT Application Preparer
e BP PennDOT Application Preparer
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Any user can be added to the Email Recipient Privilege.

Any user who is not a member of an org/agency listed in the Project-level participants list cannot view an
application associated with that Project prior to that application’s submission.

10.5.2 Application Functionality Roles and Privileges Summary
Application Summary screen captures all Application information.
These users are automatically granted Editor privileges:
e Application Creator
e Application POC
e Application Permit Coordinator
Any user with these Security Roles may be granted Editor privileges:
e  PennDOT Application Preparer
e BP PennDOT Application Preparer
Any user can be added to the Email Recipient privilege.

A user who not a member of an agency listed in the application participants list cannot view the
application.

The Security Roles that are automatically granted Read-Only privileges are:
e  PennDOT Application Preparer
e BP PennDOT Application Preparer
e PennDOT READONLY
e DEP Program Manager
e DEP Section Chief
e DEP Environmental Supervisor
e DEP Reviewer
e DEP Clerk
e DEP READONLY
e BP ACOE Reviewing Office Project Manager
e BP ACOE Lead Office Project Manager
e BP ACOE Program Manager
e BP ACOE Reviewing Office Supervisor
e BP ACOE Reviewing Office Administrative Supervisor
e BP ACOE READONLY
10.5.3 Reviewer Functionality Roles and Privileges
Completeness Review

The following functionality occurs in the Completeness Review:
e Assigning the Review Team (Required)

e Completing the Permit Number (Required)
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e Completeness Workflow (Required)
e eFACTS Updates (Required)

e ACOE Status (Required)

e Reports (Optional)

Only users with the application in work queue can complete the Completeness Review
Review Team
The following users can edit the DEP Review Team:

e Security Roles: DEP Section Chief and DEP Program Manager for any Designation
(Region/Central Office)

e Privileges: Lead Reviewer and Approver 1
Any user on the DEP review team is assigned Edit privileges where:
Permit Number

Permit Number may be edited when the application is in Under Completeness review or Under
Technical Review status

Generate Reports

Reports are can be generated by any user.
Technical Review

The Technical Review process supports the following functionality:
e Completing the Bulletin Date (Required)
e Editing the Review Team (Optional)
e Editing the Permit Number (Optional)
e Technical Workflow (Required)
e Upload ROD (Optional)
e Editing Permit Issuance Supporting Documents (Required for Small and Standard applications)
e Editing Permitee Response Documents (Required for Small and Standard applications)
e eFACTS Updates (Required)
e ACOE Status (Optional)
e Reports (Optional)
Only users with the application in work queue can complete the Completeness Review
ROD Documents

Any user assigned these privileges can upload a record-of-decision when the application is in his/her work
queue.

e Environmental Reviewer
e Engineering Reviewer
e Environmental Supervisor

e |ead Reviewer
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Permit Issuance Supporting Documents
The Lead Reviewer and Approver 1 privilege on the DEP Reviewer team can edit the Supporting Issuance
Permit Documents section.

Permittee Response Documents
The Lead Reviewer and Approver 1 privilege on the DEP Reviewer team can edit the Permittee Response
Documents section.

Any application editor can edit the Permittee Response Documents section.
10.5.4 ACOE Review Functionality Roles and Privileges
The following security roles are associated to ACOE review functionality:
e Reviewing Office Chief
e Reviewing Office Project Manager
10.5.5 Commenting Agency Functionality Roles and Privileges
The following security roles are associated to adding comments to an application:
e BPPFBC COMMENTER
e BPPHMC COMMENTER
e BPPGC COMMENTER
o BP DCNR COMMENTER
e BP EPA COMMENTER
e BP FWS COMMENTER

10.6 Global Functions

KEES provides several functions that are available to a wide range of users. The user may access these
functions from different contexts in KEES and, often, for different purposes.

10.6.1 Create a PDF

Purpose
e An authorized KEES user may compose, create, and download a PDF of a KEES Application
comprising the Application Details summary and selected attached Documents.

o Note: If no attached Documents are selected, the PDF will comprise only the Application
Details summary.

e An authorized KEES user may create and download a PDF of a KEES Application Event History.
Outcomes
e The user may download and store a PDF containing Application data and attachments.
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10.6.1.1 Access PDF Functionality
oo KEeS@&:== Eea

Contact  Help  Search

g pennsylvania

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports ‘Welcome pdtm kees1
KEES Project Applicant: Status Event History: Permit Type: Created by:

23 - GROUP #6-02-ST08 PA DOT ENGINEERING DISTRICT. In Preparation View Details GP-11 pdtm kees131 05/26/2017
Application Number: Cycle: Permit Number: ‘Authorization 1D: APS Number:
23 0

Application Details
'

Applicant Information

Applicant Name:
PA DOT ENGINEERING DISTRICT 06

Applicant Client ID: Organization Type
62189 PENNDOT

Address. Federal Tax ID;

Figure 55. Create a PDF

Field/Link/Button Name Description

Event History KEES displays a list of Application milestones in a new window.

Create PDF KEES displays a scrollable screen of attachments that the user may include
in the PDF.

Table 47. Create a PDF
10.6.1.2 Create PDF

2 pennsyivanta |\ Gov KEeS@Eﬁ“»‘;K ¥ 0 Q |
System

Contact  Help  Search

te KEES Project My Work Queue  Quick Links~  Administration = e Byrne Brown ~

KEES Project:
1552-Logan Bt Create PDF
Permit Type:
GP-11

PDF Document Selection

Documents
Document Type

Cycle Version Document Name
App o ' O Desenting -
Alternative Analysis 1 2 [ Bog Turlle Raw Data ixt
1 1 O Desert- Copy.jpg
Aquatic Resource Impacts Table 0 1 [0 Hydrangeas jpg
AlEiiy Engineer Seal & Certification 0 1 O Koalajpg
Environmental Assessment 0 1 O Jellyfish jpg
Applicant T
PADOT Erosion and Sediment Control 0 1 Penguins.jpg
Hydrologic & Hydraulic Analysis and
0 1 O Tulips jpg
Applicant Report
62189 Location Map 0 1 O Lighthouse jpg
Municipality & County Notification 0 1 O Desertjpg
Address:
7000 Ged Photographs (with Orientation Map) 0 1 [J Hydrangeas jpg
King of F PNDI and Threatened and Endangered N , @
O
O

Species Tulips jpg

Site Plan and Cross Section Drawings 0 1 Jellyfish jpg

PASPGP-5 Reporting Criteria Checklist 0 1 Lighthouse jpg

0|ojo| o DDD\@DDDD o

Point Of Cq

Wetland Determination and Delineation 0 1

Document Count: 0 Document Size: 0.00 MB I}

CANCEL

n Charles (Chuck) Davies , 610-205-6670 , c-hvemulap@pa.gov ‘ [

Figure 56. Create PDF Screen
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Field/Link/Button Name

Select/Deselect

‘ Description

Checking this box selects for inclusion in the PDF all Document Types and
associated Documents. Unchecking this box deselects all previously
selected Documents.

Document Type check boxes

Checking any of these boxes (located to the left of each Document Type)
will select for inclusion in the PDF all Documents associated to that
Document Type. Unchecking one of these boxes deselects any associated,
selected Documents

Document check boxes

The user may select/deselect for inclusion in the PDF any single Document
by checking/unchecking the box to the left of the Document Name.

Document Name

The user may view any attached Document by clicking on its name.

Document Size

Maximum size is 250MB. KEES dynamically totals the MB and displays a
message when the document size is exceeded.

Create PDF Generates a PDF comprising contents of the Application Details screen and
all selected Documents.
Cancel Exits the Create PDF window.

Table 48. Create a PDF

10.6.1.3 Create PDF: Event History

g

+nil
CREATE PDF

Event

Letter &for
Recommendation
Rejected

Response Sent to
Approver

Lead Reviewer
Recorded

Application Number: -

7

Event History
Action Date Status User
Reject 03/30/2017 14:49 Unaer Technical KEES Test27
Review
Submit for Approval 03/30/2017 14:47 Under Technical KEES Tests
Review
- Under Technical -
03/30/2017 14:47 Sl KEES Tests
03/30/2017 14:45 Under Technical KEES Tests

Review

Lead Reviewer
Recorded 03/30/2017 14:44 Uner Technical KEES Test5

™ Recommendation Recommendation Review
Lead Reviewer Lead Reviewer
Recorded Recorded 03/302017 14:42 pnger Tecnnical KEES Test5
D Recommendation Recommendation
Lead Reviewer Lead Reviewer
Recorded Recorded 03/30/2017 14:37 ggsiirwm nnical KEES Tests
Recommendation Recommendation
0373012017 14:33 ggg;erec haxs KEES Test5
Lead Reviewer Lead Reviewer
I Recorded Recarded 03/30/2017 14:28 ggﬂg‘;ec hnical KEES Tests
Recommendation Recommendation
I Engineering Reviewer Engineering chnical
Completed Completed : REESHlesS
Figure 57.Event History
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Field/Link/Button Name ‘ Description

Navigation aids The user may navigate to a specific page or scroll forward and backward
through the Event History log. Located at the bottom of the Event History
window.

b4 The user may close the Event History window.
Create PDF KEES displays the PDF in a new window.

Table 49. Event History
10.6.2 KEES Work Queues

KEES work queues enable users with to manage and track their work assignments. They are updated
dynamically as applications move through the preparation and approval process. When the status of an
application changes as the result of a user action, the application may sometimes (but not always) be
removed from the work queue of one or more users and inserted into the work queues of other users.
For example, an application will disappear from the work queue of each member of the PennDOT
application preparation team when an editor clicks the Submit button. The application will then appear in
the work queue of the appropriate DEP Section Chief for the assignment of roles for the DEP review team.

Work queues are subdivided into individual “buckets” based on the status of the applications in the queue.
Because the application preparation process and the application review process involve different
applications statuses and different work functions, work queues are customized on a role-by-role basis.
The application statuses listed in the queue of a user with one role will differ from the application statuses
listed in the queue of a user with a different role.

Purpose

KEES work queues deliver to a user tasks as a function of the user’s assigned role (e.g. Application Preparer
or Environmental Reviewer) and Application status. When the user successfully completes in KEES the
required workflow steps, KEES removes the Application/task from the user’s work queue and delivers it
to the next user in the workflow.

Outcomes
e KEES work queues enable authorized users to manage and track their work assignments.
10.6.2.1 Applicant Work Queue
Purpose

For KEES Applications to which they are assigned, work queues enable Application Preparers to view and
select Applications as a function of Application status (My Work Queue)

Outcomes
A user may complete preparation tasks on Applications to which s/he is assigned.
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KEeS@E= =0 Q i

Contact  Help  Search

Create KEES Project My Work Queue  Quick Links~  Administration > Welcome Byme Brown =

My Work Queue

In Preparation

Final Review

Anticipated Approval
Project ¢ Appiication/PermitID ¢ | Permit Type $ KEES Role ¢ Appllcao Cycle Number ¢ ? Submitted Date ¢
1822 - ROADS- 1668 GP-11 & GP-8 Application Creator PA DOT ENGINEERING 0

PAVED#PATCHING- DISTRICT 02

MECH PGCDEMO FOR
0328

1583 - 313 GP3 Application Creator PA DOT ENGINEERING | 0 03/02/2017
SYSTDEMQQ30217 DISTRICT 02

1422 - Group 06-16-CD5 GP-11 0

test

1563 - Logan Pointe 1615 GP-11&GP3 Application Creator PADOT ENGINEERING | 0

Roadway DISTRICT 02

Ready to Submit

| Authorized

Conditionally Authorized

In Preparation (Incomplete)

In Preparation (Tech Def)

Ready to Submit (Incomplete)

Figure 58. My Work Queue (Application Preparer)

Field/Link/Button Name Description

My Work Queue Alink to the user’s Work Queue containing those KEES Applications to which
the user is assigned

Application Status (number) A KEES Application lifecycle-oriented list of all Application status
designations and the number of Applications currently in each preparation
status

>>Expand Clicking on this control displays all KEES Applications currently in the

corresponding status

>>Collapse Clicking on this control hides all KEES Applications currently in the
corresponding status

By clicking on the Application column headers, the user can sort the
displayed Applications by that field. The following fields are sortable:

i

e  Project

e Application/Permit ID

e  Permit Type

e KEESRole

e  Applicant

e  Cycle Number

e Anticipated Approval Date
e  Submitted Date
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Field/Link/Button Name ‘ Description

Project The user may click on this field to view the corresponding Project Details
screen

Application/Permit ID The user may click on this field to view the corresponding Application
Details screen

Table 50. KEES Application Preparer Work Queue Fields
10.6.2.2 Reviewer Work Queue

Purpose

e For KEES Applications to which they are assigned, enables Application Reviewers to view and
select Applications as a function of Application status (My Work Queue)

Outcomes

e Application Reviewers may easily locate Applications to which they have been assigned and
conduct the actions (as a function of Application status) required to move those Application
through the Review process.

W e Y Gov KEeS@ -

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports Welcome Christian Viot >

= 0 Q

Contact  Help  Search

My Work Queue

UnderTecnmcal Review Collapse

Gt

Project & Application/Permit ID & | Permit Type KEES Role 2 Applicant © Cycle Numh Submitted Date &
1510 - NJB SAP 1805 / 1234560 Small Project Application | Environmental Reviewer | PADOT ENGINEERING | 1 04192017

DISTRICT 02

Pending Decision Review » Expand

Figure 59. My Work Queue (Reviewer)

Field/Link/Button Name ‘ Description

My Work Queue Alink to the user’s Work Queue containing those KEES Applications to which
the user is assigned

Application Status (number) A KEES Application lifecycle-oriented list of all Application status
designations and the number of Applications currently in each review status

>>Expand Clicking on this control displays all KEES Applications currently in the
corresponding status

>>Collapse Clicking on this control hides all KEES Applications currently in the
corresponding status

By clicking on the Application column headers, the user can sort the
v displayed Applications by that field. The following fields are sortable:

e  Project

e Application/Permit ID
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Field/Link/Button Name

‘ Description

e Permit Type

e KEESRole

e Applicant

e Cycle Number

e Anticipated Approval Date
e  Submitted Date

Project

The user may click on this field to view the corresponding Project Details
screen

Application/Permit ID

The user may click on this field to view the corresponding Application
Details screen

Table 51. KEES Application Reviewer Work Queue Fields

10.6.2.3
Purpose

Reviewer My Section Work Queue

e For KEES Applications to which they are assigned, enables DEP Section Chiefs to view the work
gueues of Reviewers for those Applications (Section Work Queue)

Outcomes

e Section Chief can conduct oversight for and workload management of assigned Reviewers and
Applications.

Create KEES Project Work Queue~  Quick Links~  Administration -

= 0 Q

Contact  Help  Search

Keystone
Environmental
ePernitting
System

Reports Welcome John Hohenstein ~

Alerts

Welcome to the Keystone Environmental ePermitting System (KEES). The KEES portal provides access to the Pennsylvania Department of Environmental
Protection’s water encroachment permit applications. related instructions and information. It allows for online compilation, submission and tracking of GP-
11, small and standard permit applications with additional Chapter 102 and 105 permit types to be added in the future. KEES was created as a
comprehensive site to provide

- guidance in applying for environmental permits _
- resources for preparing and filing online permit applications

PASAPGP-5 Screening Forms
0411412017

The PSAPGP-5 screening forms are available at the following link
PSAPGP-5 Screening Forms

- ability to check the status of a submitted application
- search for submitted and approved applications

Once a permit application is submitted, our primary goal is to process your permit application in an efficient and timely manner while ensuring environment

protection

Figure 60. Section Work Queue Link

Alert with Longer Text
06/30/2017

Sample Alert with longer text (from JPA):

Due to database size issues, a second archive for closed application records
has been added to the JPA system. Application records closed on or after
May 12016 will be stored in the second archive. The Search Applications
option from the top of the left hand navigation panel wil search all three
databases (active and the two archive databases). However, the user will
need to select a database when using the Advanced Search option

The Commonwealth of Pennsylvania has an information security program
that's designed to make sure the security and privacy of the applicant's
information is protected against security or integrity threats and to guard
against unauthorized access or use of such information

]
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pennsylvania
B

Create KEES Project Work Queue~  Quick Links~  Administration~  Reports Welcome John Hohenstein ~

Section Work Queue

Please select a reviewers work queue:

Select One L
Graham-Rita

Hohenstein-John
Rocco-Dominic
Viot-Christian

Figure 61. Section Work Queue Menu

Field/Link/Button Name Description

Select One By clicking on the name in the Section Work Queue Reviewers drop-down
menu, the user may view that Reviewer’s work queue

Table 52. Section Work Queue Menu Fields
10.6.2.4 ACOE Work Queue

Purpose

e For Complete KEES Applications assigned to their District, enables ACOE staff to view the
Applications and their ACOE Status (My Work Queue)

Outcomes

e Enables ACOE staff to select an assigned Application, download Attachments and conduct an
off-line review.

ennsylvania Keystone
i pemmrens. g cov KEeS@
g

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports Welcome Andrew Zwolinski =

<

Contact  Help  Search

My Work Queue

Submitted(Awaiting Authorization D) » Expand
Under Completeness Review » Expand

Pending Technical Review

¥ Collapse

Anticipated Approval

i

Project ¢ Application/PermitID ¢ | Permit Type & ACOE Status ¢ Appiicant ¢ Cycle Number ¢ Date ¢ Submitted Date «
1809 - Nancy's SE 1645 / DEMo PGC12 GP-11 Eligible for PASPGP-5 PADOT ENGINEERING | 0 05/16/12017 0372712017
Regional and Reporting DISTRICT 06
2243 - NJB Group 06-16 | 2370/ 98784868 Standard Application Eligible for PASPGP-5 PADOT ENGINEERING | 0 08/1012017 05/18/2017
MD6 and Reporting DISTRICT 06
2243 - NJB Group 06-16- | 2401/ 708090 Standard Appiication Eligible for PASPGP-5 PADOT ENGINEERING | 0 081012017 051912017
MD6 and Reporting DISTRICT 06

Under Technical Review » Expand

Pending Decision Review » Expand

Conditionally Authorized (Acknowledged) » Expand

PADEP | Pennsylvania
FE== 0 Tue, May 23, 2017 10:16:10 AM
© 2018, Pernsylvania Depsriment of Envircomental Proiection. Al Rights Reserved. Privacy Policy

Figure 62. ACOE Work Queue
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Field/Link/Button Name ‘ Description

My Work Queue Alink to the user’s Work Queue containing those KEES Applications to which
the user is assigned
Application Status (number) A KEES Application lifecycle-oriented list of all Application status
designations and the number of Applications currently in each review status
>>Expand Clicking on this control displays all KEES Applications currently in the
corresponding status
>>Collapse Clicking on this control hides all KEES Applications currently in the
corresponding status
By clicking on the Application column headers, the user can sort the
¢ displayed Applications by that field. The following fields are sortable:
e  Project
e Application/Permit ID
e Permit Type
e KEESRole
e Applicant
e Cycle Number
e Anticipated Approval Date
e  Submitted Date
Project The user may click on this field to view the corresponding Project Details
screen
Application/Permit ID The user may click on this field to view the corresponding Application
Details screen
Permit Type Permit type for which the associated application is being submitted
ACOE Status Ineligible, Eligible Non-Reporting, or Eligible Reporting
Applicant Applicant identity (e.g., the specific PennDOT Engineering District)
Cycle Number The current KEES application cycle number
Anticipated Approval Date Given MOU response times, the target date for DEP approval of the
application
Submitted Date Date on which the application was submitted

Table 53. ACOE Work Queue Fields
10.6.3 Search

In addition to its various work queues, KEES provides authorized users with two project and application
search functions.

10.6.3.1 Look Up (Quick Search)

Purpose
Allows registered users to find KEES projects and/or applications by:

é%”a © PennDOT, 2017 Confidential '
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e KEES Project ID Number/Name
o KEES Application ID Number
e DEP Permit Number

e Authorization ID Number
e APSID Number
Outcomes

Users can find KEES Projects and/or Applications as a function of several characteristic data elements.

KEeS@:: = 0

Contact  Help

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports Welcome Byme Brown ~

Welcome to KEES Alerts

Welcome 1o the Keystone Environmental ePermiting System (KEES). The KEES portal provides access 1o the Pennsylvania Depariment of Environmental

Protection’s water permit d information. It allows for online compilation, submission and tracking of GP- PASAPGP-5 Screening Forms
11, small and standard permit applications with additional Chapter 102 and 105 permit types to be added in the future. KEES was created as a T

comprehensive site to provide:

N N The PSAPGP-5 screening forms are availabie at the following link:
- guidance in applying for environmental permits PSAPGP.5 Screening Forms
- resources for preparing and filing online permit
« ability to check the status of a submitted application
- search for submitted and approved applications:

Search = )
Alert with Longer Text

Once a permit application is submitted, our primary goal is to process you

protection. Look Up 0673012017
Search Type: Enter Value: Mple Alert with longer text (from JPA):
KEES Project ID/Name | = LOOKUP B lo database size issues, a second archive for closed application records
P— been added to the JPA system. Application records closed on or after

12016 will be stored in the secand archive. The Search Applications
jon from the top of the left hand navigation panel will search all three
Bbases (actve and the wo archive databases). However, the user wil

o KEES Project ID/Name |

Application ID
DEP Permit & Byl o select a database when using the Advanced Search opfion.

Authorization 1D By Status C of has am

N 5 Gesioned o make surs the securty and prvacy of the appicants

| APS# ; imation is protected against security or infegrity threats and to guard
cm— inst unauthorized access or use of such information.

PADEP | Pennsylvania
Relesse 10
© 2078, Pennsyivaris Depariment of Environmental Protacion. Al Rights Reserved Privaey Policy

Figure 63. KEES Look Up Window

Wed, Ay 18, 7017 03:19:52 PM

Field/Link/Button Name ‘ Description

Search A magnifying glass icon, which provides authorized users access to Express
Search functionality

Search Type A drop-down menu containing the look-up type options

KEES Project ID/Name A menu option allowing users to search for KEES projects and related permit
applications as a function of KEES Project ID Number or KEES Project Name.

Application ID A menu option allowing users to search for KEES projects and related permit
applications as a function of KEES Application ID Number.

DEP Permit # A menu option allowing users to search for KEES permit applications as a
function of DEP Permit Number.

Authorization ID A menu option allowing users to search for KEES permit applications as a
function of (DEP) Authorization ID Number.

B}”a © PennDOT, 2017 Confidential '
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Field/Link/Button Name ‘ Description

APS # A menu option allowing users to search for KEES permit applications as a
function of (DEP) APS Number.

Enter Value Field that contains user-entered data corresponding to the selected Search
Type. The user may enter complete or partial type data. KEES will display a
pop-up window containing user-selectable KEES Applications the
names/numbers which contain the complete or truncated user-entered
text. The user may delete the entered data without submitting.

LOOK UP Button that will submit to the Look Up engine data entered by the user in
the Enter Value field

Table 54. KEES Quick Search Functionality

Helpful Hints
Access: A user can access a project or application if any of the following is true:

e User’s organization is the applicant for the project
e User has Central Office role and applicant is associated with their organization
e User has a DEP Reviewer, ACOE Reviewer, or Administrator role
e User has edit or view access to a project
10.6.3.2 Express Search

Purpose

Allows registered users to search for KEES projects and/or applications by:
e KEES Project ID
e KEES Application Status
e County
e  PennDOT Engineering District

Outcomes

The authorized user can find KEES Applications:
e Associated to a specific Project ID
e In a specific status
e located in a specific county or District

B}”a © PennDOT, 2017 Confidential '
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KEeS@:: = 0

Contact  Help

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports. Welcome Byrne Brown -

Welcome to KEES Alerts

Welcome to the Keystone Environmental ePermitting System (KEES). The KEES portal provid tothe Department of

Protection's water permit i d information. It allows for online compilation, submission and tracking of GP- PASAPGP-5 Screening Forms,
11, small and standard permit applications with additional Chapter 102 and 105 permit types to be added in the future. KEES was created as a
comprehensive site to provide:

04142017

The PSAPGP-5 screening forms are available at the following link:

« guidance in applying for environmental permits PSAPGP-5 Streening Forms

- resources for preparing and filing online permit

- abiliy to check the status of a submitted application
- search for submitted and approved applications: Search x
5 Alert with Longer Text
Once a permit application is submitted, our primary goal is o process you e
protection. Look Up
Search Type Enter Value: Iole Alert with longer fext (fom JPAY):
KEES Project ID/Name | = LOOK UP B to database size issues, a second archive for closed application records
been added fo the JPA system. Application records closed on or after
12016 wil be stored in the second archive. The Search Applcations
. fon from the top of the left hand navigation panel will search all three
Express Search: ibases (active and the two archive databases). However, the user wil
1o select a database when using the Advanced Search option
B B0 o Pl
By KEES Project ID By Status c o nas program
s designed to make sure the security and privacy of the applicants
Jemation is protected against securty or nteqrty treats and to guard
inst unauthorized access or use of such information

PADEP | Pennsylvania
Relesse 10
© 2015, Pennsyhania Department of Environmantal Frotaciion. AllRights Reserved. Privaey Policy

Figure 64. KEES Express Search Window

Field/Link/Button Name ‘ Description

Search A magnifying glass icon, which provides authorized users access to Express
Search functionality

Wed, Apr 19, 2017 12:54:43 PM

By County A link allowing users to search for KEES projects and related permit
applications as a function of county

By KEES Project ID A link allowing users to search for KEES projects and related permit
applications as a function of KEES Project ID

By District A link allowing users to search for KEES projects and related permit
applications as a function of PennDOT Engineering District

By Status A link allowing users to search for KEES projects and related permit
applications as a function of KEES Application Status

Table 55. KEES Quick Search Functionality
Helpful Hints
Express Search displays search results based on the user’s security role:

e Display KEES projects and applications in any district and any status where the application was
submitted at least one time. The KEES Project does not appear in the search results if it is not
associated to an application that was submitted at least one time.

e Display all KEES projects and all applications in all statuses and all districts.

e If assigned to the application as a participant, the creator, the Point of Contact, or permit
coordinator: Display any status for all districts. If not, display only Approved or Denied statuses
for all districts.

é%”a © PennDOT, 2017 Confidential '
=

pennsylvania Page 109 pennsylvania

DEPARTMENT OF ENVIRONMENTAL DEPARTMENT OF TRANSPORTATICN
PROTECTION



Keystone

I(I eS @ Environmental KEES
ePermitting
System Work Product: KEES User Manual

10.6.4 Reporting

Purpose

o Allows registered and authorized users to select and generate formatted reports of KEES
Applications status in the KEES permit authorization process

e Provides the user the option to filter the reported KEES Applications by defined Application
characteristics

V& emsyhania | Y Gov KEeS

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports Welcome Byme Brown =

& 0 Q

Contact  Help  Search

Reports

To create a report, click on the link corresponding with the report type and format you would like to create.
Type Description Actions
Report 0007 KEES Application Final Disposition [BCreate Excel [ Create Excel (Data Only) [BCreate PDF
Report 0047 KEES Appiications In-Progress & Submitted [ACreate Excel [ Create Excel (Data Only) [A Create PDF

Figure 65. KEES Reports Window

Field/Link/Button Name ‘ Description

Reports A link on the KEES banner to the Reports screen

Type The PennDOT report designation number

Description A longer description of the reports’ contents

Actions User-selectable links to available report data formats. KEES will provide the

user with report data in one of three formats: Excel-like tabular; comma-
separated value; and PDF. Clicking on one of these links directs the user to
a window that allows the user to select filter parameters and generate the
report.

Table 56. KEES Quick Search Functionality

© PennDOT, 2017 Confidential
=

ennsylvania ennsylvania
DEEHTMENT DFyENVIRDNMENTAL Page 110 DEFApP.TMENT OF¥HANSFORTATION
PROTECTION



Keystone

Environmental KEES
ePermitting

System

Work Product: KEES User Manual

& e Q

Comact  Hep  Searen

Select DEP Region

End of Caseating Parameters Geou

Figure 66. Report 0007 Parameter Entry Screen

Field/Link/Button Name Description

Choose Date Range The user must specify a date range into which the KEES Application final
disposition date falls.

Choose Status The user may choose one, many (depress the Ctrl key while selecting), or All
KEES Application status designations to be included in the report.

Choose PennDOT District The user may choose one, many (depress the Ctrl key while selecting), or All
PennDOT Engineering Districts to be included in the report.

Select DEP Region The user may select one, many (depress the Ctrl key while selecting), or All
DEP Regions to be included in the report. The user may only choose from
DEP Regions overlapping the previously selected PennDOT Engineering

Districts.
Table 57. Report 0007 Parameters
© PennDOT, 2017 Confidential
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& e Q

Comact  Hep  Searen

Select DEP Region

End of Caseating Parameters Geou

Figure 67. Report 0047 Parameter Entry Screen

Field/Link/Button Name Description

Choose Date Range The user must specify a date range into which the KEES Application final
disposition date falls.

Choose Status The user may choose one, many (depress the Ctrl key while selecting), or All
KEES Application status designations to be included in the report.

Choose PennDOT District The user may choose one, many (depress the Ctrl key while selecting), or All
PennDOT Engineering Districts to be included in the report.

Select DEP Region The user may select one, many (depress the Ctrl key while selecting), or All
DEP Regions to be included in the report. The user may only choose from
DEP Regions overlapping the previously selected PennDOT Engineering
Districts.

Table 58. Report 0047 Parameters
10.6.5 Email Notifications

KEES delivers numerous Application status notifications to users as a function of Application status and
user role and authorizations.

Purpose

e The user is notified of milestones or events in the KEES Application preparation, submission, and
review process.

e The user will receive notifications as a function of KEES role and Application status.
e Notifications are sent both in real-time and in daily batches.
Outcomes

e The user can react respond appropriately to notifications to support the Application
preparation, submission, and review process.
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Email notification implemented for Release 1 are contained in an appendix to this document.
10.6.6 eFACTS Integration

While KEES is designed to replace eFACTS for the preparation, review, authorization, and management of
permit application processes, various KEES milestones and events must continue to be recorded in
EFACTS.

Purpose

e Provide eFACTS with the KEES process information (tasks and subtasks) necessary to keep the
two systems synchronized.

e KEES receives from eFACTS a DEP Authorization ID unique to an Application. eFACTS also sends
to KEES the APS ID

Outcomes
e KEES Release 1 processes will seamlessly integrate with those in eFACTS.
e DEP processes that continue to rely on eFACTS will remain intact.
KEES messages to eFACTS are contained in an appendix to this document.
10.6.7 DEPGreenport Integration

For Release 1, KEES applicants continue to enter facility details in GreenPort. KEES provides applicants
with a link under the facilities tab:

- [ KEeS@

ty Owner > Attachments > O Summary
COPY APPLICATION CREATE POF

Facilities

Figure 68. DEPGreenPort Link
Helpful Hints
Use the Greenport link to login and access additional DEPGreenport materials:

https://www.depgreenport.state.pa.us/

The following JPA2 link displays additional Greenport materials under help:

http://www.dotdom1.state.pa.us/JPA2/jpahome.nsf
10.7 Administration

This section contains KEES functionality that enables users to accomplish general tasks within KEES.
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10.7.1 KEES Access and User Login

References: Appendix D KEES Access — Business Partner and

Purpose
Describes the process for requesting and receiving KEES security authorization which includes:

e Required/optional fields
e User ID and Password

e  KEES Business Partner Access Request (See Appendix D on page 155)

e KEES PennDOT Access Request (See Appendix E on page 157)

User forms are available on the Contact Us hyperlink found on the KEES tool bar.

Outcomes

KEES displays its landing page.

The authorized KEES user not has access to the appropriate functionality. The functionality is described in
the Roles and Privileges Summary.

Helpful Hints
The Contact Us link displays when the user is unable to log into the system. This includes directions for
requesting a user ID and business contact information.

When a business partner logs into KEES and their password is expired or is expiring in 15 days or less, a
change password screen displays. This allows the user to change their password.

For all users with CWOPA authentication, password issues are completed outside of KEES through the
CWOPA password change process.

The links displayed in the landing page banner are persistent. They are replicated on KEES screens used in
the application creation, review, and approval processes.

10.7.2 Log into KEES
Purpose
Allows registered KEES user the means to log into the KEES system
e Provides to-be and current KEES users with a variety of KEES system-related information
o Contact information for password-related issues
o KEES-related informational announcements
e Provides to-be and current KEES users with several links to helpful webpages and websites
o Help
Contact Us
DEP Library
GIS
PA Department of Environmental Protection
PA.GOV

O O O O O
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Outcomes

KEES displays its landing page. The authorized KEES user can create KEES Projects and Applications; review
Applications; respond to Application deficiencies; and authorize permits based on KEES Applications. After
logging in, users have access to the KEES landing page where the following is accessible:

e Work queues

e Search tools

e Reports

e User profile maintenance tools
e Quick links

o Creating a KEES Project

pennsylvania Gov
é PRETRCTGN O ENVIRONMENTAL Help | ContactUs | DEP Library | GIS i

Keystone
Environmental
ePermitting
System
\:‘

KEES Login

User Name
PASPGP-5 Screening F..
0411412017

The PASPGP-5 screening forms are

available at the following link:
PASPGP-5 Screening Forms

Don't have a KEES account? Register now
Alert with Longer Text

REGISTER 06/3012017

Sample Alert with longer text (from JPA)
~

Due to database size issues, a second
archive for closed application records has
Forgot Your Password? been added to the JPA system.

Contact PennDOT IT Service Desk at:

(717) 783 8330 or (855) 783 8330

Release: 1.0, © 2016, Pennsylvania Department of Environmental Protection. Al Rights Reserved. PADEP | Pennsylvania Tue May 23 2017 10:22 AM
Privacy Policy

Figure 69. KEES Login Screen

Field/Link/Button Name ‘ Description

PA DEP icon Clicking this link (upper left-hand corner of the page banner) opens the
Pennsylvania Department of Environmental Protection website homepage
in a new window.

PA.GOV icon Clicking this link (upper right-hand corner of the page banner) opens the
PA.GOV website homepage in a new window.

Help

Contact Us Clicking this link (upper left-hand side of the page banner) opens a PDF file
(in a new window) containing contact, registration, and technical support
information.
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Field/Link/Button Name ‘ Description

DEP Library Clicking this link (upper left-hand side of the page banner) opens the
Pennsylvania Department of Environmental Protection eLibrary homepage
in a new window.

GIS Clicking this link (upper left-hand side of the page banner) opens the
Pennsylvania Department of Transportation geographic information
systems ArcGIS Web Application in a new window.

Privacy Policy

PA DEP Clicking this link (lower center of the page footer) opens the Pennsylvania
Department of Environmental Protection website homepage in a new
window.

Pennsylvania Clicking this link (lower center of the page footer) opens the PA.GOV
website homepage in a new window.

User Name To log into the KEES system, type a KEES User ID.

Password To log into the KEES system, type the password corresponding to the KEES
User ID.

Alerts & Events Horizontally and vertically scrollable announcement window

Table 59. KEES Login Screen

B

ama,, @Y cov KEeS o ¥ 0 Q

System Contact  Help  Search

Create KEES Project My Work Queue  Quick Links~ ~ Administration~  Reports Welcome Byrme Brown =
DEP State Agencies Resources Resources (Cont'd)
DEP Home County DCNR Scenic Rivers  Cultural Resource GIS
elcome to Alerts
DEP elibrary National Resources DCED Land Use
PA Fish & Boat Inventory
Welcome to the Keystone Environmental o] DEP Land Use Commission Home ECMS hat
. PNHP Home 1§
Protection’s water encroachment permit ap - DEP Regional Offices  pp Fish & Boat FEMA Map Service 1 PASAPGP-5 Screening Forms
11, small and standard permit applications? Commisson USGS Water Data ) 44207
comprehensive site to provide: W Wildemess Trout SFWS Welland: NPS Historic Place
lanagement Streame Vs ‘etlands
" i B Streams PA Code Home The PSAPGP-5 screening forms are available at the following link:
- guidance in applying for environmental § USFWS Endangered PSAPGP-5 Streening Forms
- resources for preparing and fiing onliné  Federal Agencies EAL&BOS\( A Seesies PA Code Chapter 93
« ability ta check the status of a submitted Lommission Liass 2 e
ACOE ennDOT Home
- search for submitted and approved app] ACOE PA Fish & Boat
Commission Water .
Once a permit application is submitted, ou Tupes int Alert with Longer Text
protection. PHMC Home 063072017

Sample Alert with longer text (from JPAY:

Due to database size issues, a second archive for closed application records
has been added fo the JPA system. Application records closed on or after
May 1 2016 will be stared in the second archive. The Search Applications
option from the top of the left hand navigation panel will search all three
databases (actve and the two archive databases). However, the user will
need to select a database when using the Advanced Search option.

The C: of has securty program
that's designed to make sure the security and privacy of the applicant's
information is protected against security of integrity threats and to guard
against Unauthorized access or use of such information.

PADEP | Pennsylvania
esse- 10 Wed, Apr 19, 2017 12:41:35PM
© 2018, Pennsyvaria Depariment of Environmantal Profecsion. AllRights Reserved. Privacy Policy

Figure 70. KEES Landing Page Displaying Quick Links Drop-Down Menu

Field/Link/Button Name Description
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Pennsylvania Department of
Environmental Protection icon

A link that opens the DEP website in a new browser window

PA.GOV icon A link that opens the PA.GOV website in a new browser window

KEES Logo A link that returns the user to the KEES Landing page

Help A link opens system Help

Contact Us A link to KEES contact information

DEP Library A link that opens DEP’s Online Library in a new browser window

GIS A link that opens ArcGIS Web in a new browser window

Quick Links A link to a table that contains a list of links to websites of agencies that are

involved with the permitting process

Change Password

Displays information on changing a KEES password

Create KEES Project

Opens the Create KEES Project screen

Search

Opens KEES search functionality

Administration

Displays information related to KEES administration

Work Queue

Opens the user’s Work Queue

Reports

Link to available KEES ad hoc reports

Table 60. Landing Page Fields, Links, and Buttons

Helpful Hints

The Contact Us link displays when the user is unable to log into the system. This includes directions for
requesting a user ID and business contact information.

When a business partner logs into KEES and their password is expired or is expiring in 15 days or less, a
change password screen displays. This allows the user to change their password.

For all users with CWOPA authentication, password issues are completed outside of KEES through the
CWOPA password change process.

The links displayed in the landing page banner are persistent. They are replicated on KEES screens used in
the application creation, review, and approval processes.

10.7.3 Manage User Profile

Purpose

Enables KEES users to update the following KEES account information:
o Title
e Phone number
e Extension

Updated titles, phone numbers and extensions will be displayed throughout KEES. All other KEES user
account information can only be updated by contacting the IT Service Desk
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Outcomes

For Release 1, KEES provides uses only a limited capacity to update user profile information. Other such
changes can be pursued through a Service Request.

Keysits
oo KEeS&: = ©
:

Contact  Help  Search

pennsylvania
g R e

Create KEES Project  Work Queue~  Quick Links~  Administration = Reports Welcome John Hohenstein =

Update User Account Information ere—

Logout
Update account info instructions: Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aenean euismod bibendum Iaoreet. Proin gravida dolor sit amet lacus accumsan et viverra justo commodo. Proin sodales
natogue penatibus el magnis dis parturient montes, nascetur ridiculus mus. Nam fermentum, nulla luctus pharetra vulputate, fels tellus molls orci, sed rhencus sapien nunc eget. Fields marked with an * arerequl |\

UserID * Title patstkeess
potstesss E— 1 I
—  UserRole(s):

Employer/Organization
SE Full Name: Engineering Reviewer

John Hohenstein DEP Section Chief

Envirenmental

E-mail Address
Role: Reviewer

c-kratakon@pa.gov
* Phone Number. Extension
7177319569

Figure 71. Update KEES User Account Information Screen

Engineering Reviewer , DEP Section Chief , Environmental Reviewer , Lead RevieV | ¢ag Reviewer

[ CANCEL SAVE USER ACCOUNT INFO ]

Field/Link/Button Name Description

Update Account Info Clicking this link in the Account Actions section of the Welcome <user>
drop-down menu on the KEES banner displays the Update User Account
Information screen.

Title The user may enter a new Title.

Phone Number The user may enter a new Phone Number.

Extension The user may enter a new (phone number) extension.

CANCEL The user may exit this screen; KEES will not save any user account

information updates.

SAVE USER ACCOUNT INFO The user may save updates to KEES user account information.

Table 61. Update KEES User Account Information Fields
Helpful Hints
o All other KEES user account information can only be updated by contacting the IT Service Desk
e Titles, phone numbers, and extensions are not updated on letters generated prior to the update
being made.
10.7.4 Event History

Purpose
This screen displays the history of certain types of events that can occur during the application preparation
and approval process.

QOutcomes

The Events History includes a Create PDF button. Clicking this button allows the user to create a PDF of
the event history information.
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pate KEES Project My Work Queue  Quick Links~  Administration ~

Welcome {username} ~

S Project: Application Number: Applicant:
) - LP-IP Test Project #2 2440
_—; CREATE PDF
Event
plication Details Letter and
Recommedation
Approved
plicant Information Letter &
Recommendation
Sent to Approver

pplicant Name:
A DOTENGINEERING DISTRICT 06

Letter &
pplicant Client ID: Recommendation
2189 Sent to Approver

Environmental
ddress: Reviewer Completed
000 Geerdes Bivd.
ing of Prussia, PA 19406

Application Submitted
it Of Contact

Application Point Of Contact History

Created by:
M2
Action Date
Accept 04/04/2017 15:13
Submit for Approval 04/04/2017 15:09
Reject 04/04/2017 14:57
Submit for Approval 04/04/2017 14:32

Environmental

Reviewer Completed 04/04/2017 1418

02/16/2017 18:38
02/16/2017 18:36

02/16/2017 18:34

Submit Application 02/16/2017 18:21

Verify QA_QC

checklist 02/16/2017 18:21

[ 2

-

.

Status:

Status

Authorized
Under Technical
Review

Under Technical
Review

Under Technical
Review

Under Technical
Review

Under Completeness
Review

Submitted

Ready to Submit

EventH |slor‘*

User

Dominic Rocco

John Hohenstein

Dominic Rocco

John Hohenstein

John Hohenstein

DefaultFullName

DefaultFullName

DefaultFullName

DefaultFullName

DefaultFullName

I CREATE PDF

Field/Link/Button Name

Description

Event Displays a description of an event

Action Displays the action in KEES that triggered the event

Date Displays the date and time that the event occurred

Status Displays the Status of application at the date and time that the even
occurred.

User Names the user who took the action that triggered the event.

10.8 KEES Functions

KEES behaves consistently in response to a prescribed set of user interactions with the system.

10.8.1 User Navigates Away from a KEES Screen Without Saving Entered Data

Purpose

e When a user fails to save entered data before navigating to another page, KEES requests user

confirmation of the action.

e If the user confirms the action, any data entered on that page since the most recent user Save

action will be lost.

o If the user elects not to leave the current page, the user must still Save any data entered since
the most recent user Save action.

]
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10.8.2 User Opens a KEES Project

Purpose

e When a user is not associated to a KEES Project, KEES displays the KEES Project Details summary
screen in read-only mode.

e If the user is associated to the KEES Project, KEES will allow the user to edit the Project and/or
add an Application to the Project.

& ~
pemnsitvonie | (Y N Q
W pemmsibomia | Y9 Gov KEeS@ % 0
Contact Help Search

Create KEES Project My Work Queue  Quick Links -~ Administration - Reports Welcome Byme Brown ~
KEES Project: Applicant: Created by:
2161 - Blue-Gray Hwy Resurface PADOT ENGINEERING DISTRICT 08 Kees bptest2, 2017-05-03 12:23:16.926
KEES Project Details 0 wrLcon | Eor

KEES Project Information

KEES Project Name:
Blue-Gray Hwy Resurface

Start Date End Date:

Project Short Description
Resurface US 15 south of Tumpike Interchange to north of Lisburn Road Interchange Upper Allen Township

Applicant Information

Applicant Name:
PA DOT ENGINEERING DISTRICT 08

Applicant Client ID: Organization Type
62206 PENNDOT
Address: Federal Tax ID:

2140 Herr Street
Harrisburg, PA 17103 - 1699

Point Of Contact History

Active: Lisa Myers 717-705-6202 , ¢-rapaleti@pa.gov
Added to project: 05/03/2017 12:23:17 PM

Figure 72. User Opens a KEES Project

Field/Link/Button Name ‘ Description
Add Application KEES allows the user to add a new application to the current Project
Edit KEES allows the user to edit Project information

Table 62. User (Associated with Project) Opens a KEES Project
10.8.3 User Edits a KEES Project

Purpose

When a user is associated to a KEES Project and opens that Project, KEES displays the KEES Project
Details summary screen and allows the user to provide/update Project information and/or add an
Application to the Project.

QOutcomes

The user enters the background project and GIS information required to add an Application to the
Project. Prior to Application Submit, some project-level information can be added/updated. Following
the initial Application Submit, KEES displays the Project Details summary screen as read-only.
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Create KEES Project My Work Queue  Quick Links ~

KEES Project

2161 - Blue-Gray Hwy Resurface

KEES Project Information

Kerstone - 9 Q A
KEeS& & =
Spiam Contact Help  Search
Administration - Reports Welcome Byme Brown ~
Applicant Created by
PA DOT ENGINEERING DISTRICT 08 Kees bptest2, 2017-05-03 12:23:16.926

KEES Projectinfo | Applicant Info

KEES Project Information
*KEES Project Name:

Blue-Gray Hwy Resurface

Start Date

* Project Short Description

Resurface

Upper Allen Township

1853 characters remaining

\

Background Projects | Gl i G Permit Applications | Project Summary

US 15 south of Tumpike Interchange to north of Lisburn Road Interchange

End Date:

< At least one Related Background Project, County, and SRiLocal Road must be specified before an application can be added to this KEES project

Related Background Project List

Project Number: 107813 Project Name: Blue-Gray Hwy Resurface Estimated Let Date:
Project Short Description: Resurface US 15 south of Turnpike Interchange to north of Lisburm Road Interchange Upper Allen Township

Counties

@ Cumberland

© Add Isolated Data

Figure 73. User Edits a KEES Project

Municipalities State Route/Local Road

@ Lower allen @15 View Details
@ Upperallen @805 View Details

Field/Link/Button Name ‘ Description

KEES Project Info

KEES displays Project information as read-only.

Applicant Info

KEES displays Applicant information as read-only.

Point Of Contact

KEES allows user to provide or update the project point-of-contact.

Background Projects

KEES allows user to provide additional background projects.

GIS Information

KEES allows user to provide/update Project geodata.

Participants

KEES allows user to provide/update Project participants. These are
inherited by any Application associated to the Project.

GIF

KEES allows user to complete/update the General Information Form.

PNDI

KEES allows user to attach a Pennsylvania Natural Diversity Inventory to
the project.

Permit Applications

KEES displays as read-only all Applications associated to the Project.

Project Summary

KEES displays as read-only a summary of Project information.

Add Application

The user may create a new Application associated to this Project.

KEES Project Name

The user may update the Project name. Required to be populated

Start Date The user may add/update a Project start date. Optional.
End Date The user may add/update a Project end date. Optional.
% © PennDOT, 2017 Confidential '
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Field/Link/Button Name ‘ Description

Project Short Description The user may update the Project short description. Required to be
populated.
Related Background Project List The user may select/deselect background project Counties, Municipalities,

and/or State Routes/Local Roads associated to the Project. The user
unchecks/checks the desired data fields. At least one background project
is required to add an Application to the Project.

View Details The user may view/update segment, offset, and section data associated to
a state route or local road.

Add Isolated Data The user may add additional counties, municipalities, and/or routes/roads
not included in previously selected MPMS, SAP, or Other projects. NOTE:
In subsequent screens, this link is captioned, “Add new
counties/municipalities.” KEES displays a drop-down list of Counties and a
pick-list of Municipalities for the selected County.

Save KEES saves all data entered since the most recent Save action.

Cancel KEES discards all data entered since the most recent Save action.

Table 63. User Edits a KEES Project

Other Location Details *
Selected UnSelected
SegmentFrom SegmentTo OffsetFrom OffsetTo  Section SegmentFrom SegmentTo OffsetFrom OffseiTo  Section
10 10 0 931 0 - 250 250 0 1045 0
500 500 0 344 0 - 750 750 0 992 0

SELECT CANCEL

Field/Link/Button Name Description

The user may select the location detail set(s) to move between Selected
and Unselected

The user may move selected location details from Selected to Unselected.

The user may move selected all Selected location details from Selected to
Unselected.

=0

The user may move selected location details from Unselected to Selected.
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The user may move selected all Unselected location details from
Unselected to Selected.

Figure 74. View Details: Other Location Details

Add County and Municipalities *

County [}
Select One

Municipalities

Figure 75. Isolated Data; Add new counties/municipalities

Field/Link/Button Name ‘ Description

County KEES displays a drop-down list of Pennsylvania counties
Municipalities KEES displays all municipalities in the chose county
Save KEES saves user selects and closes window.

Cancel KEES closes window without saving user selections.

Table 64. Isolated Data; Add new counties/municipalities

Isolated Data
Counties. Municipalities State Route/Local Road

Beaver % Center
] ] © Add State Route/Local Road

© Add Municipalities

Bedford
©Bedfor © Add Municipalities @ Add State Route/local Road

& Add new counties/municipalities

Figure 76. Isolated Data
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Add Municipalities Add State Routes and Other Details .
County:
BEAVER COUNTY:
BEAVER
* Municipalities State Route: OR- Local Road
2
Select One =
ALIQUIPPA City ~
AMBRIDGE Borough .
Seament -
BEAVER Borough Select One =

BEAVER FALLS City
BIG BEAVER Borough

BRIDGEWATER Borough Offset: From Offset: To
BRIGHTON Township

CHIPPEWA Township v

SAVE CANCEL SAVE CANCEL

Figure 77. Add Municipalities Figure 78.Add State Routes and Other Details

Field/Link/Button Name ‘ Description

(] User may deselect(uncheck)/select(check) county, municipality, and state
route/local road association to the Project.

Add Municipalities User may associate municipalities to the Project. KEES displays a pick-list of
municipalities contained in the indicated county.

Add State Route/Local Road User may associate state routes and/or local roads to the Project. KEES
displays drop-down lists of state routes and segments and data entry fields
for user-supplied local road and offset data.

Save KEES saves user selects and closes window.

Cancel KEES closes window without saving user selections.

Table 65. Isolated Data

10.8.4 User Opens a KEES Application

Purpose

Following a KEES search or executing Add Application, KEES displays the Application Details screen.
Outcomes

Prior to an Application’s first submission (Application is In Preparation):

e If an Application Preparer (PennDOT or BP) associated to the KEES Application, KEES will allow
the user to edit the Application

e If a PennDOT Application Preparer, KEES will allow the user to edit, Delete, or Withdraw an
Application

After an Application is submitted:
e KEES displays read-only the most recently submitted Application Details summary screen.

o If the user selects a different Cycle Number, KEES displays read-only that cycle’s submitted
Application Details summary screen

After an Application is deemed Complete and is in Pending Technical Review or Technical Review status:

e KEES will allow ACOE and Commenting Agency users to upload comments to the most recently
submitted version of the Application.
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5
KEeS ﬁﬁéﬁ”ﬁm al ! 9 Q
ePermitting
System Contact  Help  Search
Create KEES Project My Work Queue  Quick Links~  Administration~  Reports ‘Welcome Byrne Brown~
KEES Project: Applicant: Status: Application Number:
1935 - YRTEST-SYST4/14117 PA DOT ENGINEERING DISTRICT 11 In Preparation EventHistory 1829
Permit Type: Created by Cycle:
GP-8 Kees bptest2 04/14/2017 o
Application Details [AAGE APPLCATON Z

Applicant Information

Applicant Name: & Create PDF

PA DOT ENGINEERING DISTRICT 11

© Delete Application

Applicant Client 1D: Organization Type = Withdraw Application
62227 PENNDO
Address: Federal Tax ID:

45 Thoms Run Road

Figure 79. User Opens a KEES Application

Field/Link/Button Name Description

Edit KEES displays the Edit link in the Manage Application drop-down menu only
when the user is associated with that KEES Application

Table 66. User Opens a KEES Application
10.8.5 User Edits a KEES Application
Purpose

KEES allows Application Preparer associated to an Application to add/update Application information.
Outcomes

Prior to an Application’s first submission (status: In Preparation):

e When the user edits a KEES Application, KEES displays the KEES Application Details summary
screen and selectable Application tabs.

e KEES defaults to the Background Projects tab/Related Projects screen.
e The user may verify data in all Application tabs (except for the Summary tab).
e Depending on authorizations and Application status, KEES provides Application Preparers link to:
o Copy an application
o Create a PDF
o Delete an Application
o Withdraw an Application
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= 0 Q q

Contact  Help  Search

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports. Welcome pdtm kees131~
KEES Project Appiicant: Status: Event History Permit Type: Created by:
23- GROUP #6-02-5T08 PADOT ENGINEERING DISTRICT.... In Preparation View Details GP-11 patm kees131 05/26/2017
Application Number. Cycle: Permit Number: Authorization ID: APS Number.
23 0

Application Details arcE ApLCATION

£#] Copy Application
& Create PDF
© Delete Application

Applicant Information

Applicant Name:
PA DOT ENGINEERING DISTRICT 06

Applicant Client ID: Organization Type
62189 PENNDOT

Figure 80. User Edits a KEES Application

Field/Link/Button Name ‘ Description

<application tabs> KEES displays selectable Application tabs. The user may Verify/Unverify
data under all tabs. Data under only some tabs may be updated.

Manage Application Depending on the user’s authorizations, KEES provide the user the means
to

Table 67. User Edits a KEES Application

10.8.6 User Opens a Tab for a KEES Project or Application Edited by Another User

Purpose

KEES provides the user with a warning that the selected tab is being edited by another KEES user.
Outcomes

KEES does not allow one user to update data in a tab being edited by another user, thereby maintaining
Application data integrity.

pennsylvania
gi’i"ﬁi'i“?;"""" M ComactUn  DEP stibrary G35 Quik Lisks  Changa Pragwerd

ﬁ Checked Out By 1 Kees bptest2

Related Projects

Froject#  Related Propect Name Description Estimated Let Date Counlies Prinary Munispalies. State Routs/Local Road Actians

Figure 81. Tab Checked Out By Another User
10.8.7 User Session Times Out; User Logs Out or Stays Logged Into KEES
Purpose

KEES provides the user with an Inactivity Warning after a period of user inactivity and gives the user the
option to stay logged into or to log out of the KEES session.

QOutcomes

e The user may opt to log out of KEES or to continue to work in KEES from the system state
preceding the Inactivity Warning.
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e If the user opts to log out of the KEES session, KEES prompts the user to log into KEES again.

Inactivity Warning

You have been inactive for more than 25.0 minutes. To remain Logged in,click
the "Stay Logged in" button.

Time remaining before you are automatically signed out: | 04:10

Figure 82. Inactivity Warning: User Logs Out of or Stays Logged Into KEES

Field/Link/Button Name ‘ Description

Logout The user has the option to log out of KEES after a period of inactivity but
prior to the expiration of the grace inactivity period. After displaying a
confirmation message to which the user agrees, KEES logs out the user and
directs the user to a dialog box inquiring to the KEES login screen.

Stay Logged-In The user has the option to continue working in KEES after a period of
inactivity but prior to the expiration of the grace inactivity period. KEES
returns the user to the system state that preceded the Inactivity Warning.

Table 68. Inactivity Warning: User Logs Out of or Stays Logged Into KEES

® Logout Successful

Byme Brown, You have been Successfully logged out.

Would you like to login again?

GO TO LOGIN

Figure 83. Logout Successful: Login Again?

Field/Link/Button Name ‘ Description
Go to Login Returns the user to the KEES login screen
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Table 69. Logout Successful: Login Again?

10.8.8 User Session Times Out; User Does Nothing
Purpose
When a KEES session times-out, KEES executes an orderly termination of the session.
Outcomes
e All data entered in KEES but not saved will be lost.
e KEES displays a message giving the user an option to log back into KEES.

© Your Session Timed Out

Byrne Brown, You have been logged out due to inactivity

You will need to login again.

GO TO LOGIN

Figure 84. KEES Session Timed Out

Field/Link/Button Name ‘ Description

Go to Login User may establish a new KEES session

Table 70. KEES Session Times Out
10.8.9 Required Fields Not Completed; User Takes Save Action
Purpose

When a user does not enter all required data on a KEES screen, KEES does not save the entered data,
but highlights the required fields in which data was not entered.

QOutcomes

o KEES ensures that the user provides the minimum required data for the completion of an
Application.
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£101 - DLy MWy resunEce FA LU T ENGINCERING UISTRIL T 11 Freparsuon view pens Gre nees DpIEsLE USIUDLEU LT
Application Number Cycle: Permit Number Authorization ID APS Number
2136 0

Application Details NAVIGE APLCATION #
O Applcantinfo O Paintof Contact O PemitType > O Reloted Proests DO GIS o
o iiee

4 The required questions must be answered before you can verify the data on the Land Use tab

‘ @ Required fields missing or invalid l ‘

‘ € Land Use questions apply to all ipalities and counties. d with this appli Answer the questions once and attach documentation that addresses each county and ipali d with this appi ‘
15 this application for an authorization on Appendix A of the Land Use Policy? (For referenced list, see Appendix A of the Land Use Policy attached to GIF instructions) Note: if "No" , the application is not subject ]
to the Land Use Policy. if "Yes", the application is subject to the policy and the Appplicant should answer the additional questions Yes  no

Additional Information

("1 Is there an adopted county or multi-county comprehensive alan’) Ove O

Additional Information

10.8.10 User Saves KEES Data

Purpose

KEES does not automatically save all data entered by the user. The user often must take an action to
save data entered into KEES. In these cases, KEES activates a Save button when the user enters new data
into KEES.

Outcomes

o If the user fails to save data entered into KEES and navigates away from the page, KEES will
confirm the user’s intention. See User Navigates Away from a KEES Screen Without Saving
Entered Data.

e [f the user Verifies a page before saving newly entered data, KEES will first save the new data,
then Verify the page.

I e e e e e e |

*Is this application for an authorization on Appendix A of the Land Use Policy? (For referenced list, see Appendix A of the Land Use Policy attached to GIF instructions) Note: if "N, the application is not subject (7] =
to the Land Use Policy. if "Yes", the application is subject to the policy and the Appplicant should answer the additional questions. Yes o

1. Is there an adopted county or multi-county comprehensive pian? [ ves ND
o

Additional Information

Data successfully updated

Additional Information

B — m.. B

Figure 85. KEES Saves User-Entered Data
10.8.11 KEES Attachment Versioning

Purpose
The user may upload successive versions of a document to KEES. These versions may be attached in
different KEES cycles.
Outcomes
KEES maintains all versions of a document attached to a Document Type. On the Attachments

screen, KEES displays a version number that corresponds to the number of versions in the
current and previous cycles.
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e The user may delete a document version only in the cycle in which the document was attached.
The user may not delete document versions attached in earlier cycles. The user may not delete
an earlier version of a document without first deleting all later versions.

Technical Review A
Correspondence
v s Soieten
Next Milestone:
Admin Incomplete
Attachments Bue Date
051282017
You can modify which optional Document Types are required. This change will take effect for this application only
MODIFY OPTIONAL OR REQUIRED
& Workflow Cycles
Click on each Document Type to upload a document. Mouse over the Document Type for a description. ™ - Required C' - Replace @ - Delete
Checked Out ~
Valid file extensions: doc, docx, jpg, jpeg, JPG, pdf, PDF, bt Xis. xisx, zip Maximum file size is 50 Mb
File
Document Type  Cycle Ver. File Name Description size Uploaded Verified
(MB
Jm Alternative JPEG_example_JPG_RIP_001 - 0015 03/28/2017
Analysi 0 1 — Comy ving c Iy 10:12 AM (+]
Analysis opy (2)1pg . Kees bptestz
m Agquatic N 03/28/2017
Resource Impacts 0 1 JPEGJXB(;';WE?;T?’*R'FLDD1 c 05;5 10:11 AM o
Table Py (311P9 Kees bptest?
e Engineer Seal 0 | JPEG_example_JPG_RIP_001- e 0015 013521”522;17 o -
& Certification Copy (4)ipg M od: bpresz
JPEG_extmple_JPG_RIP_001 - op1s 93282017
0 1 s @ e 10:13 AM (]
e Environmental Kees bplest2
Assessment 0472172017
1 O KEES Test pdf c 280 517 AM )
@ Version History Kees Testpdf o
m Erosion and
Sediment Control Cycle  Ver. Fiic Name File Size Uploaded
0 1 2 KEESTestpdl 355116.0 041217201797 AM by Kees bplest2 o
7*| 1 1 KEESTestpdf 8551160 04/21/20178:56 AM by Kees bplest2 |
0 (+]
™ Hydrologic &
Hydraulic Analysis p
and Report JPEG_example_JPG_RIP_001 o1 O4oa0TT
1 2 s c v3 Iy 2:20 PM (-]
(B)ipg " Kees bptest2
03128/2017 v
mtoenonman | 4 JPEGowmpk PG RIPO0I- oz TERY o I

Figure 86. KEES Attachment Versioning

Field/Link/Button Name ‘ Description

Ver(sion) KEES displays the highest version number for a document attached to a
Document Type. If the user clicks on a version number (>1), KEES displays
the document Version History.

The user may attach to a document type a new version of a document by
C clicking on this icon to the right of the document.

Version History Displays all versions of a document currently attached to a Document Type
in KEES and the cycles in which each document version was attached.
Clicking on the filename of a document version will display the document in
a new window. Clicking away from the pop-up will close it.

Table 71. KEES Attachment Versioning
10.8.12 User Verifies Document Type
Purpose

KEES requires the Application Preparer to affirm that documents attached to a Document Type in KEES
are correct.

Outcomes
e KEES will not allow the user to submit an Application until all Document Types have been
verified.
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e If a user attaches a new document to a Verified Document Type, KEES will Unverify the
Document Type. The user must re-Verify the Document Type.

Application Details

Completeness Review

Technical Review

Correspondence

This permit application has been marked as deficiant

1 comection have been requested. View the Admin deficiency letter, for more details

© Applicant Info @ PointofContact > @ Permit Type @ Background Projects @ GIS Info @ Participants > @ GIF

Attachments

You can modify which optional Document Types are required. This change will take effect for this application only.

MODIFY OPTIONAL OR REQUIRED

K on each Document Type to upload a document. Mouse over the Document Type for a description. M - Required C' - Replace € - Delete

idfile extensions: doc, docx, jpg, jpeg, JPG, pdf, PDF, 1xt, Xis, Xisx, zip Maximum file size is 50 Mb

File

~

Document Type  Cycle  Ver. File Name Description ~ Size  Uploaded Verified

(MB)
v Alternative o ; JPEC_ cxampie PG RIP 001~ oo15  ORReROM ° -
nalysis Copy (2)Jog MB  yees potest2
= Aquatic 03/28/2017
esource Impacts | 0 1 JPEG}"“"{')F"&*(;:GJ'PJM = @ e 01AM O -
able Py (3).Jpg Kees bptest2
m Engineer seal | ; JPEG exampie JPG RIP 001-  ( WP -
Certification Copy (4)pg I e

YES

-~ 03/28/2017
nvironmental 0 g JEREETRLERRN= g B A O

ssessment

JPEG_exam)

Verify Document in Hydrologic & Hydraulic Analysis and Report

C

s Erosion and Are you sure you want to verify the document?
ediment Control
N y JPEG exa
VERIFY CANCEL

o , JPEG_ecxam|
# Hydrologic & c ReS TPese
ydraulic Analysis 049017
nd Report
nd Report ] ,  JPEG_example_JPG_RIP_001 I @ ,0’5‘1‘135 =t

Figure 87. User Verifies Document Type

Field/Link/Button Name ‘ Description

Verified: No

The Document Type is Unverified. The user clicks the button to Verify the
Document Type.

37

Days Left

Next Milestone:
Admin Incomplete

Due Date:
05/28/2017

& Workflow Cycles

Verified: Yes

The Document Type is Verified. The user may manually Unverify a Verified
Document Type by clicking on this button.

Verify Document: Verify

The user clicks Verify to confirm that the Document Type is Verified.

Verify Document: Cancel

do so.

After having elected to Verify a Document Type, the user may decide not to

Table 72. User Verifies Document Type
10.8.13 Upload Documents

Purpose

KEES provides functionality for users to upload documents to a KEES Application. In Release 1:

e Application Preparers can upload attachments in the following circumstances:

o Supporting attachments to an In Preparation Application

o Acknowledgement of Apprisal to a Conditionally Authorized Application

o Completeness Report and the PASPGP-5 Self-Certification to an Authorized Application

e Application Reviewers can upload attachments in the following circumstances:

o Permit Issuance Documents to a Conditionally Authorized Application
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o Commenting Agency comment documents to Complete Application
Outcomes

Document upload functionality provides Applicant and Reviewer with a communication mode that
couples supporting documents to an Application. In addition, ACOE and Commenting Agencies who have
limited-to-no process in KEES can provide DEP with input into the Application Review process.

= ania @y cov KEeS@i“{‘éZﬁ&gm % 0 Q "

Contact  Help  Search

Create KEES Project My Work Queue  Quick Links ¥ Administration ~  Reports Welcome Byme Brown ~
KEES Project Applicant Status Event History: Permit Type: Created by

2172 - SR 973 Flood Repair PA DOT ENGINEERING DISTRICT.... In Preparation View Details Standard Application Kees bptest2 05/04/2017

Application Number Cycle: Permit Number. Authorization ID: APS Number.

2155 0

Application Details NANAGE APPLCATON ;
® Applicant Info ® Point of Contact ® Permit Type O Related Projects V“ ® GIS Info O Participants > O Adjoining Property Owner - Summary

Attachments
You can modify which optional Document Types are required. This change will take effect for this application only.
MODIFY OPTIONAL OR REQUIRED
Click on each Document Type to upload a document. Mouse over the Document Type for 2 description. M - Required @ - Replace @ - Delete BRESREBION ]
Valid file extensions: dot, docx, jog. i9eg, JPG, paf, PDF, bt xis, xlsx, zip Maximum file size is 50 Mb
Document Type Cycle  Ver. File Name Description File Size (MB) Uploaded Verified

1% Alternative Analysis
Impacts Table

x

M Cultural Resource

m Engineer Seal & Certification

Upload Documents t© Engineer Seal & Certification

Valid file extensions: doc, docx, [pg, Ipeg, JPG, pdf, PDF, bt Xls, Xisx, zip Maximum file size is 50 Mb
+ browse Description
+ browse Description
+ Drowse Description

UPLOAD CANCEL

T
Meeting Minutes | v
Proiect Descrintion Narrative I

Figure 88. Application Attachment Document Upload
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pemnsytvania | Iy Gov KEeSem.mm =z 0 Q

Contact  Help  Search

KEES Project: Applicant: Status:

Event History: Permit Type: Created by:

2002 - NJB SAP Apil twen PADOT ENGINEERING DISTRICT... Under Technical Review View Details GP-8 Kees bptest2 0412712017
Application Number. Cycle: Permit Number. Authorization ID: APS Number

1952 0 01020305

NJB SAP April twenty: Permit # 01020305

Application Details

Agency Con
[— gency Upload Documents
jency Comment do
Permit Information during the Technical § V21 fle extensions for attachments inciude: doc, docx, jpg, pf|/e3 Choose File to Upload!
Maximum size for attachmentis 50 Mb.
i = raries » Documents »
Technical Review Organize +  Newfolder
+ browse Description
AEare Some library to library locations. Click here to leam more.. x
Supporting Documents
ELEEEs No records found + browse Description A
Agensy Comments 4 /¢ Favorites Documents library Amangeby: Folder =
P — © Add Agency Ca B Desktop Includes: 2 locations
UPLOAD  [SY -
- 3 Downloads Name Date modified Type Size
| Recent Places | =
CEETE D o Custom Office Templates 1/11/2017 10:43 AM  File folder
neDrive - Comi|
My Data 1/9/2017 1047 AM  File folder E
5 Librries |y e 421/2017833 AM  File folder
) Docurmerts £ My Pictures Y21/2017833 AM File folder L
Ty My Received Files 421/2017 901 AM  File folder
= s vy Shopes 316207135 PM File older
B Videos B My Videos A21/2017930 AM  File folder
GneMlote Notebooks 17/2017 1227 PM  File folder o
ola m '
File name: | - [AuFies s
PADEP | Pennsylvania
Felesse 10 Fri. May 5. 2017 11:51:50 AM
82015, Pensyatia Deparment of Enicemmental Prfecon. Al ights Reservel.Pivaey Palioy

Figure 89. Commenting Agency Comment Document Upload

penmtvonia,, \lY sov KECS@“"‘“"" & 6 Q ~

Contact  Help  Search

KEES Project Applicant Status: Event History Permit Type: Created by

1904 - MTF McKnight Rd - YRTEST... PA DOT ENGINEERING DISTRICT... Conditionally Authorized View Details Standard Application Kees bptest? 04/10/2017
Application Number Cycle Permit Number. Authorization ID; APS Number.

1769 0 rachika@3456788123

MTF McKnight Rd - YRTEST4/10 Permit #
radhika@3456788123

Upload Documents

¥ Workflow C
Application Details Correspondg i i extensions for attachments include: doc, docx, ipg, pdf, txt, xls, xlsx.
Review Team Maximum size for attachment is 50 Mb. Select a cycle to view
Permit Information EEEmREEp #0rOWSe | g Testpar | KEES test upload g _ ® cycle 0 (current cycle)
Completeness Review Filename dhaliecs Description Created By View Selected Cycle
PA Bulletin No records found + brole Description

Technical Review

Correspondance Permittee Response UPLOAD CANCEL

Permit Issuance Dod

Filename Cyc Ver Description Created By Actions

No records found.

@ Add Permit Issuance Documents

Record Of Decision » Expand

Correspondence History

PADEP | Pennsylvania v
Relesse 10

Fr May 5. 2017 124848 PM.

Figure 90. Permit Issuance Documents Upload

Field/Link/Button Name Description

Browse Opens the user computer file directory browse window and enables the
selection of a single file to be uploaded
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Field/Link/Button Name ‘ Description

Description User-supplied text descriptive of the corresponding document to be
uploaded

Upload Uploads the specified files to KEES and associates them with the active
Application

Cancel Closes the Upload Documents window without uploading selected
documents

Table 73. Upload Documents

Helpful Tips
e Up to three documents at-a-time can be uploaded to KEES

e KEES provides a document Description field that enables users to add identifying information to
the document

10.9 Other Functionality
10.9.1 Quick Links

Purpose
o Allows registered users to link to helpful KEES-related webpages

L KEeS@:= =0 Q

Contact ~ Help  Search

|1

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports Welcome Byme Brown =
DEP State Agencies Resources Resources (Cont'd)
DEP Home County Conservation ~ DCNR Scenic Rivers  Cultural Resource GIS
elcome to Alorts
DEP eLibrary National Resources DCED Land Use
PA Fich & Boat Inventory
Welcome to the Keystone Environmental o] DEP Land Use Commission Home ECMS hiat
P b PNHP Home 1§
rotection’s water permitap  DEP Regional Offices  pA Fish & Boat FEMA Map Seniice 1 PASAPGP-5 Screening Forms
11, small and standard permit applications? Commission USGS Water Data 3 ananor7
comprehensive site to provide: DEP Stormwater T ot NPS Historic Place
Management e USEWS Wetlands
ance in applying for smronmental) - , DACodeHome The PSAPGP-5 screening forms are available at the following link:
* guic VS Endangerec PSAPGP-5 Screening Forms
+ resources for preparing and filng onliné  Federal Agencies PAfeh&Bodl o  Sooties PA Code Chapter 93
- ability to check the status of a submitted ~ommission Lass 2 PennDOT H
ACOE ennl lome
- search for submitted and approved app] ACOE PA Fish & Boat
Commission Water i
Fooee T Alert with Longer Text
Once a permit application is submitted, our Types int . 9
protection. PHMC Home osrsoROT
Sample Alert with longer text (from JPA):
Due to database size issues, 2 Second archive for closed application records
has been added to the JPA system. Applcation records closed on or after
May 12016 will be stored in the secend archive. The Search Applications
option from the top of the left hand navigation panel wil search al three:
databases (active and the two archive databases). However, the user will
need to select a database when using the Advanced Search option.
The C of has urity program
that's designed to make sure the security and privacy of the applicants
information is protected against security or integrity threats and to guard
against unautherized access or use of such information.
PADEP | Pennsyivania
Felezze 10 Wed, Apr 19, 2017 12:41:35 PM

©2015, Pennsyhania Department of Environmantal Frotacion. AllRights Reserved. Privaey Policy

Figure 91. KEES Quick Links Drop-Down Menu

Field/Link/Button Name Description

Quick Links A link that opens a drop-down menu of helpful KEES-related webpage links
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Table 74. KEES Quick Links Links
10.9.2 Contact

Purpose

e Provides both current and to-be KEES users with a PDF document containing contact
information for DEP, PennDOT, and Army Corp of Engineers

e Provides to-be KEES users with information regarding how to establish a KEES account

e Provides current KEES users with Technical Service Desk contact information

pennsylvania

DEPAKIMENT OF ENVIRONMENTAL Help | ContactUs | DEP Library | GIS GO
Keystone
Environmental
ePermitting

/. System
“—
KEES Login

User Name

PASPGP-5 Screening F ..
0471472017
The PASPGP-5 screening forms are

available at the following link:
PASPGP-5 Screening Forms

LOGIN

Don't have a KEES account? Register now

Alert with Longer Text

REGISTER 06/3012017

Sample Alert with longer text (from JPA):
~

Due to database size issues, a second
archive for closed application records has ,
Forgot Your Password? been added to the JPA system.

Contact PennDOT IT Service Desk at:

(717) 783 8330 or (855) 783 8330

Release: 1.0, ® 2016, Pennsyivania Department of Environmental Protection. All Rights Reserved. PADEP | Pennsylvania Tue May 23 2017 10:22 AM
Privacy Policy

Figure 92. Contact Us: KEES Login Screen

Field/Link/Button Name Description

Contact Us Clicking this link on the KEES login screen banner displays a PDF Contact Us
document in a new window

Table 75. Contact Us (KEES Login Screen)
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Contact JJ} Help  Search

Create KEES Project My Work Queue  Quick Links~  Administration~  Reports Welcome Byme Brown =

Welcome to KEES Alerts
Welcome to the Keystone Environmental ePermitting System (KEES). The KEES portal provids tothe ia Department of Envi
Protection's water permit related instructi d information. It allows for enline compilation, submission and tracking of GP- PASAPGP-5 Screen ing Forms

11, small and standard permit applications with additional Chapter 102 and 105 permit types to be added in the future. KEES was created as a s
comprehensive site to provide:
The PSAPGP-5 screening forms are available at the following link:
- guidance in applying for environmental permits PSAPGP-5 Scresning Forms

« resources for preparing and filing online permit applications
- abiliy to check the status of a submitted application

« search for submitted and approved applications.

Alert with Longer Text

Once a permit application is submitted, our primary goal is to process your permit application in an efficient and timely manner while ensuring environment [ —
302017

protection
Sample Alert with longer text (from JPAY

Due to database size issues, a second archive for closed application records
has been added fo the JPA system. Application records closed on or after
May 1 2016 will be stored in the second archive. The Search Applications
aption from the top of the left hand navigation panel will search all three
databases (active and the wo archive databases). However, the user will

N need to select a database when using the Advanced Search option.

The Commonwealth of Pennsylvania has an information security program
that's designed to make sure the security and privacy of the applicant’s
information is protected against security of integrity threats and to guard
against unauthorized access or use of such information

Figure 93. Contact Us (Application Preparer and Reviewer)

Field/Link/Button Name Description

Contact Us Clicking this envelope icon on KEES Application Preparer and Application
Reviewer screen banners displays a PDF Contact Us document in a new
window.

Table 76. Contact Us (KEES Login Screen)
10.9.3 Help

KEES provides authorized users with a link — available on every post-login screen — to a variety of helpful
information. The PDF document contains further links to KEES documentation, training, and FAQ material.

10.9.4 Submit a Technical Service Ticket

Instructions for submitting a KEES service ticket is located at the Contact Us and Help links on the KEES
homepage, landing page, and other screens.

Purpose

e Provide to the KEES user community a single point-of-contact for the reporting, assignment, and
resolution of KEES technical and functional issues.

e Enable users to quickly resolve login, password, or KEES access issues.

e Provide robust documentation and reporting of KEES and KEES user community issues.
Outcomes

e KEES provides reliable and efficient treatment of user issues with KEES.

e The function and stability of KEES is enhanced for all users.

o KEES is better tailored to the needs of the user community.

e Requests for enhanced functionality are documented for potential inclusion in future releases.

The single point-of-contact for reporting KEES is the PennDOT IT Service Desk (PDITSD). Users should
contact PDITSD as follows:

e Telephone at 717.783.8330; or
e RFS Ticket (PennDOT users only)
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11.0 Appendix A KEES Email Notifications

Recipient

Description

Notification
informing the
Participant of their
role changes on the
permit application
team

The KEES user whose
role is changed

Subject Line

KEES Appl <KEES

Application Number>:

Participant Status
Change

Email Body Text

Participant, <First Name> <Middle
Initial> <Last Name> Suffix>, has
been <Status> as <Participant
Type> for this application.

Click here to access the application.

Sent when the
coordination data is
modified after an
application is
submitted

Application Editors
Creator
Application POC
Permit Coordinator

Email Recipients

KEES Proj <Project
ID>: Coordination
Data Modified

Coordination data has been
modified for this KEES project.

To modify the Coordination data
associated to Approved or In
Review Applications, the
application must be revised or
amended.

Click here to access the application.

Sent when the
coordination data is
modified after an
application is
approved

Application Editors
Creator
Application POC
Permit Coordinator

Email Recipients

KEES Proj <Project
ID>: Coordination
Data Modified

Coordination data has been
modified for this KEES project.

In order to modify the Coordination
data associated to Approved or In
Review Applications, the
application must be revised or
amended.

Click here to access the application.

]
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Description ‘ Recipient

Subject Line

Sent when an
application is
withdrawn after the

application is
submitted

Application Editors
Application Creator
Application POC
Permit Coordinator
Email Recipients
Lead Reviewer
PFBC COMMENTER
PHMC COMMENTER
PGC COMMENTER
DCNR COMMENTER
FWS COMMENTER
EPA COMMENTER

KEES Appl <KEES

Application Number>:

is Withdrawn: <ACOE
Status>; FIPS
<#th>/<@ @ @>

Email Body Text

This KEES Application was
withdrawn by <User Name> on
<withdraw date>.

Click here to access the application.

Sent when the
application status is
Final Review.

Application POC
Permit Coordinator

KEES Appl <KEES

Application Number>:

Final Review

This application is still in Final
Review.

Click here to access the application.

Reminds the user
that the application
can be submitted

Application POC
Permit Coordinator

KEES Appl <KEES

Application Number>:

Ready to Submit

This application is Ready to Submit.

Click here to access the application.

Sent when a
predecisional
comment is saved to
an application

All DEP Privileges
(except Clerk)

ACOE Reviewing Office
Project Manager

PFBC COMMENTER
PHMC COMMENTER
PGC COMMENTER
DCNR COMMENTER
FWS COMMENTER
EPA COMMENTER

KEES Appl <KEES

Application Number>:

Comment Added
<ACOE Status>; FIPS
<#th>/<@ @ @>

A comment has been added to this
application by <User Name>
associated to <Agency/Region>.
The comment description states
<Document Description>.

Click here to access the application.
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Description

‘ Recipient

Sent only on the
initial submission of
an application.
(Email 63 is sent
when the
application is

Application POC
Permit Coordinator
Creator

Editors

Email Recipients

Subject Line

KEES Appl <KEES
Application Number>:
Successfully
Submitted to DEP
Status: <ACOE
Status>; FIPS

Email Body Text

This application has been
successfully submitted. There is no
action needed at this time.

Click here to access the application.

application was
successfully
submitted

<Application ID>:
Process Incoming
Permit Application

submitted afteran | ACOE Reviewing Office | <###>/<@@@>

incompleteness. Project Manager

Email 51 is sent John Gibble

when the

application is

submitted after a

technical deficiency)

Sent when an Lead Reviewer KEES Appl A Permit application has been

received from <Applicant Name>.
Please complete the Review team,
assign a DEP permit number, and
ACOE status as appropriate.

Click here to access the application.

Sent to inform the
lead reviewer that
the Completeness
Review Due Date
has arrived and no
decision has been
issued.

DEP Program Manager
(on the review team)

DEP Section Chief (on
the review team)

KEES Appl <KEES
Application Number>:
Completeness Review
Overdue

Today is the last day of the
recommended Completeness
Review Period for this Permit
Application. Please issue a
Completeness Notification Letter or
an Incompleteness Notification
Letter.

Click here to access the application.
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Description

‘ Recipient

Sent to inform an
Approver n that
completeness letter
is ready for review

Approver n

Note: The email is sent
to Approver 2 if
Approver 1 is not
assigned to the
application, otherwise

it is sent to Approver 1.

It is not sent to
Approver 1 if Lead
Reviewer is also

assigned as Approver 1.

Subject Line

KEES Appl <KEES
Application Number>:
Review Completeness
Letter Draft

Email Body Text

A lead reviewer has recommended
that a Completeness Letter be
issued for this permit application.
Please review the letter and
application and make a
recommendation.

Click here to access the application.

Sent to inform an
Approver 2 that
completeness letter
is ready for review

Approver 2

KEES Appl <KEES
Application Number>:
Review Completeness
Letter Draft

Approver 1 has recommended that
a Completeness Letter be issued for
this permit application. Please
review the letter and application
and make a recommendation.

Click here to access the application.

Sent to inform an
applicant and others
that a Completeness
Letter has been
issued

Applicant Team

ACOE Reviewing Office
Project Manager

PFBC COMMENTER
PHMC COMMENTER
PGC COMMENTER
DCNR COMMENTER
FWS COMMENTER
EPA COMMENTER

KEES Appl <KEES
Permit Application
Number>:
Completeness
Notification Letter
Issued; Status: <ACOE
Status>—FIPS
<#th>/<@ @ @>

ACOE Permit Type: <ACOE Permit
Type>

ACOE Status: <ACOE Status>

A Completeness Notification Letter
Has Been Issued for this permit
application. DEP will now begin the
Technical Review of this permit
application.

Click here to access a copy of the
Completeness letter.

]
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Description

Sent when an
Incompleteness
Letter is issued

Recipient

Application POC
Permit Coordinator
Creator

Editors

Email Recipients

Subject Line

KEES Appl <Permit

Application Number>:

Incompleteness
Notification Letter
Received

Email Body Text

DEP has sent an Incompleteness
Notification Letter for this permit
application. Please take the
following actions:

o Review the
Incompleteness Letter

o Revise the permit
application by adding any missing
information or documents

o Compose a Response to
Deficiency Letter

o Resubmit the permit
application to DEP

Click here to access the letter.

Sent to inform a
Lead Reviewer that
an applicant has not
responded to either
an Incompleteness
or a Technical
Deficiency letter by
the end of a
response due date.

Lead Reviewer,
Supervisor of Lead
Reviewer

KEES Appl <KEES
Permit Application
Number>: No
Response Received to
Incompleteness/Tech
Def Letter

The applicant has not responded to
an Incompleteness/Technical
Deficiency Notification Letter
within the time allotted. The
application may be withdrawn.

Click here to access the application.

Sent when the
decision
recommendation is
submitted for
approval. This can
be when it is initially
sent for approval or
after the decision
recommendation is
rejected, edits made
anditis
resubmitted.

Review Team

KEES Appl
<Application ID>:
Decision
Recommendation
Submitted for
Approval

The Decision Recommendation is
submitted for approval for this
application on <date submitted> by
<User Name>.

Click here to access the application.
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Recipient

Description

Sent when the
permit is authorized

Application POC
Permit Coordinator

Subject Line

KEES Appl
<Application ID>:
Permit Authorized —

Email Body Text

This permit has been Authorized.

application is
“Conditionally
Authorized”

Permit Coordinator
Creator

Editors

Email Recipients
Application POC
Permit Coordinator
Creator

Editors

Email Recipients
Applicant Team
DEP Team

ACOE Reviewing Office
Project Manager

PFBC COMMENTER
PHMC COMMENTER
PGC COMMENTER
DCNR COMMENTER
FWS COMMENTER
EPA COMMENTER

<Application ID>:
Permit Conditionally
Authorized — Status:
<ACOE Status>; FIPS
<it>/<@ @ @>

Crt-aator Status: <ACOE Click here to access the application.
Editors Status>; FIPS
Email Recipients <t>/<@ @ @> If you’re applying for a General
Applicant Team Permit, you can refer to the
following link as needed for a

DEPT

eam' ' _ collection of GP related documents,
ACQE Reviewing Office including the specific terms and
Project Manager conditions for each GP:
PFBC COMMENTER
PHMC COMMENTER http://www.elibrary.dep.state.pa.u
PGC COMMENTER s/dsweb/View/Collection-11421.
DCNR COMMENTER
FWS COMMENTER
EPA COMMENTER

Sent when a permit | Application POC KEES Appl This permit has been Conditionally

Authorized. Please provide DEP
with a completed and signed copy
of the Apprisal of Conditions letter.

Click here to access the application.
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Description

Recipient

Email Body Text

Sent when a permit
application is denied

Application POC
Permit Coordinator
Creator

Editors

Email Recipients
Applicant Team

ACOE Reviewing Office
Project Manager

DEP Review Team
PFBC COMMENTER
PHMC COMMENTER
PGC COMMENTER
DCNR COMMENTER
FWS COMMENTER
EPA COMMENTER

Subject Line

KEES Appl
<Application ID>:
Permit Denied —
Status: <ACOE
Status>; FIPS
<t>/<@ @ @>

This permit has been denied.

Click here to access the application.

Sent when a permit
application is
“Conditionally

Review Team

ACOE Reviewing Office
Project Manager

KEES Appl
<Application ID>:
Permit Cond Auth

This conditional permit
authorization has been
acknowledged by the applicant.

copying of an
application is
complete.

The email is sent
based on the user’s
email/notification
settings and when
copy function
completed
successfully.

<Application ID>:
Copy Application
Request Complete

Authorized DEP Review Team (Ackn) — Status:

(Acknowledged)” <ACOE Status>; FIPS Click here to access the application
PFBC COMMENTER <> /<@@@> :
PHMC COMMENTER
PGC COMMENTER
DCNR COMMENTER
FWS COMMENTER
EPA COMMENTER

Sent when the Applicant team KEES Appl This application was created when

KEES <Application ID> was copied
by <User Name> on <copy date>.

Click here to access the application.
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Email Body Text

Description

Sent when the copy
request fails.

The email is sent
regardless of the
user’s
email/notification
settings and when
the copying of an
application fails.

‘ Recipient

Applicant team

Subject Line

KEES Appl
<Application ID>:
Copy Application
Request Failed

This application was copied by
<User Name> on <copy date>. The
copy function failed.

Click here to access the application.

Sent when the user
has resubmitted an
application deemed
technically deficient.

Review Team

ACOE Reviewing Office
Project Manager

KEES Appl <KEES
Application Number>:
Response to Tech Def
Submitted — Status:

This application has been
successfully resubmitted after a
technical deficiency letter was
issued. The response to the

Lead Reviewer,
Engineering
Reviewer and
Environmental
Reviewer that an
application is ready
for Technical Review

Reviewer

Environmental
Reviewer

Technical Review Lead
Reviewer

<Application ID>:
Conduct a Technical
Review

PFBC COMMENTER .. . . .
<ACOE Status>; FIPS deficiency letter is accessible in

PHMC COMMENTER <Hit>/<@ @ @> KEES.
PGC COMMENTER
DCNR COMMENTER <Response to Tech Def Letter
FWS COMMENTER Name> submitted by applicant on
EPA COMMENTER <resubmit date>

Click here to access the letter.

Sent to inform a To: Engineering KEES Appl A Completeness Letter has been

sent for this permit application.
Please conduct a Technical Review
of the permit application.

Click here to access the application.

Sent to remind the
review team that
only three business
days remain before
the Technical
Review Due Date

Lead Reviewer,
Supervisor of Lead
Reviewer

KEES Appl
<Application ID>:
Technical Review Due
Date Warning

Three business days remain until
the Technical Review due date for
this Permit Application. Please
issue a recommendation.

Click here to access the application.
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Description

Sent to inform an
Approver Level 1
that a Review
Technical Deficiency
Letter is ready for
review

Recipient

Approver Level 1

Subject Line

KEES Appl
<Application ID>:
Review Draft of
Technical Deficiency
Letter

Email Body Text

A Technical Deficiency Letter has
been drafted for this permit
application. Please review the
letter and either issue it, or
recommend revisions.

Click here to access the letter.

Sent to inform the
lead reviewer that a
Technical Deficiency
Letter has been
returned for
revisions

Lead Reviewer

KEES Appl
<Application ID>:
Technical Deficiency
Letter Returned for
Revision

A Technical Deficiency Letter
drafted for this permit application
has been returned for revision.
Please make the necessary
changes, taking into account any
comments that may have been
added by reviewers.

Click here to access the letter.

Sent to inform the
lead reviewer that
an Incompleteness
Letter has been
returned for
revisions

Lead Reviewer

KEES Appl
<Application ID>:
Incompleteness Letter
Returned for Revision

An Incompleteness Letter drafted
for this permit application has been
returned for revision. Please make
the necessary changes, taking into
account any comments that may
have been added by reviewers.

Click here to access the letter.

Sent to inform an
Approver 2 that a
draft Technical
Deficiency Letter is
ready for review.

Approver Level 2

KEES Appl
<Application ID>:
Review Technical
Deficiency Letter Draft

A Technical Deficiency Letter has
been drafted for this permit
application. Please review the
letter and either issue it, or
recommend revisions.

Click here to access the letter.
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‘ Recipient

Description

Sent as a reminder
when a Technical
Deficiency Response
Elapsed Time Clock
reaches 7 calendar
days prior to the
expiration of the
Technical Deficiency
Response Period
Due Date

Application Creator
Application POC
Permit Coordinator
Editors

Subject Line

KEES Appl
<Application ID>: Tech
Def Response Date
Approaching

Email Body Text

Only seven calendar days remains
until the end of a deficiency
response date for this permit
application. Please respond to the
deficiency or request an extension
of time to respond.

Click here to access the application.

Sent to inform an
applicant that a
Technical Deficiency
Letter has been
issued

Application POC
Permit Coordinator
Creator

Editors

Email Recipients

KEES Appl
<Application ID>:
Technical Deficiency
Letter Received —
Status: <ACOE
Status>; FIPS

DEP has issued a Technical
Deficiency Notification Letter for
this permit application. Please take
the following actions:

Review the Technical Deficiency

applicant resubmits
an application after
an Incompleteness
Letter was sent.

Supervisor of Lead
Reviewer
Engineering Reviewer

Environmental
Reviewer

ACOE Reviewing Office
Project Manager

<Application ID>
Resubmitted after
Incompleteness —
Status: <ACOE
Status>; FIPS
<it>/<@ @ @>

ACOE Reviewing Office | <###>/<@@@> Letter
Project Manager Revise the permit application by
John Gibble adding any missing information or
PFBC COMMENTER documents
PHMC COMMENTER Resubmit the permit application to
PGC COMMENTER DEP
DCNR COMMENTER
FWS COMMENTER Click here to access the letter.
EPA COMMENTER

Sent when an Lead Reviewer, KEES Appl The applicant has resubmitted this

permit application after receiving
an Incompleteness Letter. Please
review the revised application and
take appropriate actions.

Click here to access the application.

Sent to inform a
user of a change in
their role on a DEP
Review Team

User whose role has
changed, user who
initiated the change

KEES Appl <KEES
Application Number>:
Review Team
Participant Change

Participant, <First Name> <Middle
Initial> <Last Name> <Suffix>, has
been <status> as an <Participant
Type> for this application.

Click here to access the application.
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12.0 Appendix B KEES and eFACTS Integration Requirements

Use Case KEES Trigger

Receive an Application

Task occurs after KEES receives the
Auth ID from eFACTS

Note: Immediately after an applicant
has  successfully  submitted an
application in KEES (Ready to Submit
to Submitted), KEES assigns the
application to a DEP Regional Office
based on the primary county and
completes the eFACTS Submitted web
service process. This includes:

e KEES submitting initial
Application Information

e eFACTS sending AUTH ID
e  KEES sending Task Data

Note: Task Data cannot be sent until
an AUTH ID is established.

eFACTS Update

SBTSTP_ID =111

Code = COMPL

Description = B/E Completeness Review
Begin Date = Submitted Date

o Note: Standard task date is the
Completeness Begin Date for
Cycle 0 (Is not modified when
resubmitting an Incomplete
Application)
Due Date = Current Submitted Date +10
business days

End Date = N/A
CWOPA ID = Lead Reviewer

Conduct a
Completeness Review

The final approver of the
Completeness Review electronically
signs the Completeness Review Letter

Note: This is sent when the application
is deemed Complete.

e Send SBTSTP_ID = 106 if the
application is deemed
Incomplete.

SBTSTP_ID = 89
Code = ADL

Description = Send Administrative
Completeness Ltr

Begin Date = The date the final approver
electronically signed the Completeness
letter

Due Date = Same as Begin Date
End Date = Same as Begin Date
CWOPA ID = Final Approver

]
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Use Case KEES Trigger

Conduct a
Completeness Review

e Note: KEES creates a new task in

eFACTS each time the trigger is
initiated (SBTSTP_ID = 89)

eFACTS Update

SBTSTP_ID =111

Code = COMPL

Description = B/E Completeness Review
Begin Date = N/A

Due Date = N/A

End Date = The date the final approver
electronically signed the Completeness
letter

o Note: Standard task end date
only occurs once per application
(when application is deemed
complete)

CWOPA ID = Lead Reviewer

Conduct a Technical
Review

Conduct a Technical
Review

The Application Status of an
application changes from “Under
Completeness Review” to “Pending
Technical Review”

Note: Occurs in tangent with Number
2 and 3.

Note: When the application is not
associated with an Environmental
Reviewer, SBTSTP_ID =17 is never
created

Note: When the application is not
associated with an Engineering
Reviewer, SBTSTP_ID = 10 is never
created

Note: KEES creates a new task in
eFACTS each time the trigger is
initiated.

SBTSTP_ID =17

Code =ENR

Description = B/E Environmental Review
Begin Date = Technical Review Begin Date

Due Date = Submitted date plus 35
business days when a General Permit
Application or 55 business days when a
Small or Standard Application

End Date = N/A

CWOPA ID = Environmental Reviewer

SBTSTP_ID =10

Code = ER

Description = B/E Engineering Review
Begin Date = Technical Review Begin Date

Due Date = Submitted date plus 35
business days when a General Permit
Application or 55 business days when a
Small or Standard Application

End Date = N/A
CWOPA ID = Engineering Reviewer
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Use Case KEES Trigger

Review

Conduct a Technical

The Application Status of an
application changes from “Under
Completeness Review” to “Pending
Technical Review”

Note: Occurs in tangent with 2, 3, 4,
and 5.

Note: When the application is not
associated with an Environmental
Supervisor, SBTSTP_ID = 101 is
never created

Note: KEES creates a new task in
eFACTS each time the trigger is
initiated.

Note: When the Environmental
Reviewer completes their
recommendation decision and there is
an Environmental Supervisor s
assigned to the review team (Future
Release)

eFACTS Update

e SBTSTP_ID=101

e Code=ESR
e Description = Environmental Supervisor
Review

e Begin Date = Technical Review Begin Date

e Due Date = Submitted Date plus 35
business days when a General Permit
Application or 55 business days when a
Small or Standard Application

e End Date = N/A

e CWOPA ID = Environmental Supervisor

Review
And

Responding
Deficiency

Conduct a Technical

to a

Approver 2 of the Technical Review
electronically signs the Technically
Deficient Cover Letter

Note: If the application is never
considered technically deficient, this
task is never created.

Note: KEES creates a new task in
eFACTS each time the trigger is
initiated.

e SBTSTP_ID=106
e Code=SDN

e Description = Send Deficiency
Notice/Receive Response

e Begin Date = The date the Approver 2 of
the Technical Review electronically signs
the Technically Deficient Cover Letter

e Due Date = Current date plus 60 days

e EndDate =N/A

e  CWOPA ID = Section Chief(s) Security Role
on the Reviewer Team
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Use Case KEES Trigger

Conduct a Technical
Review

And

Responding to a
Deficiency

Applicant Resubmits Application

The applicant resubmits an application
after it was deemed Incomplete.

eFACTS Update

e SBTSTP_ID =106

e Code=SDN

e  Description = Send Deficiency
Notice/Receive Response

e Begin Date = N/A
e Due Date=N/A

e End Date = Date application was
resubmitted by applicant

e CWOPA ID = Section Chief(s) Security Role
on the Reviewer Team

Conduct a Technical
Review

Environmental Reviewer saves a
recommendation in the Technical
Review Recommendation field

e SBTSTP_ID=17

e Code=ENR

e  Description = B/E Env Review
e Begin Date = N/A

e  Due Date = N/A

e End Date = Date Environmental Reviewer
saves a value in the Technical Review
Recommendation field

CWOPA ID = Environmental Reviewer

Conduct a Technical
Review

Engineering  Reviewer saves a
recommendation in the Technical
Review Recommendation field

e SBTSTP_ID =10

e Code=ER

e  Description = B/E Engineering Review
e Begin Date = N/A

e Due Date = N/A

e End Date = Date Engineering Reviewer
saves a value in the Technical Review
Recommendation field

e CWOPA ID = Engineering Reviewer

Conduct a Technical
Review

Environmental Supervisor saves a
recommendation in the Technical
Review Recommendation field

e SBTSTP_ID=101

e Code=ESR
e Description = Environmental Supervisor
Review

e Begin Date = N/A

e Due Date = N/A

e End Date = Date Environmental
Supervisor saves a value in the Technical
Review Recommendation field
CWOPA ID = Environmental Supervisor
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Use Case KEES Trigger

Conduct a Technical
Review

Begins after the Lead Reviewer clicks

the “Submit for Approval” button.

e Note: Need to explain the process
at the training two different
decision points

eFACTS Update

SBTSTP_ID =105

Code =DR

Description = Decision Review

Begin Date = Date lead reviewer clicks the

“Submit for Approval” button

o Note: Standard task date is the

Technical Review Begin Date for
Cycle 0 (Is not modified when
resubmitting a  Technically
Deficient Application)

Due Date = Current Submitted Date plus

35 business days when a General Permit

Application or 55 business days when a

Small or Standard Application

End Date = N/A

CWOPA ID = Approver 1

Conduct a Technical
Review

The approver 1 electronically signs the
decision letter (the WOEP Issuance
Letter, the General Permit
Acknowledgement Letter, or Denial of
Application Letter)

SBTSTP_ID = 105

Code =DR

Description = Decision Review

Begin Date = N/A

Due Date = N/A

End Date = Date approver 1 electronically
signs the final decision letter

CWOPA ID = Approver 1

Conduct a Technical
Review

Begins after the Approver 1 clicks the
“Submit for Approval” button.

SBTSTP_ID =105

Code =DR

Description = Decision Review

Begin Date = Date approver 1 clicks the

“Submit for Approval” button

o Note: Standard task date is the

Technical Review Begin Date for
Cycle 0 (Is not modified when
resubmitting a  Technically
Deficient Application)

Due Date = Current Submitted Date plus

35 business days when a General Permit

Application or 55 business days when a

Small or Standard Application

End Date = N/A

CWOPA ID = Approver 2
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Use Case KEES Trigger

Conduct a Technical
Review

The Approver 2 electronically signs the

WOEP Issuance Letter, the General
Permit Acknowledgement Letter, or
the Application Denial Cover Letter)

eFACTS Update

SBTSTP_ID = 105

Code =DR

Description = Decision Review

Begin Date = N/A

Due Date = N/A

End Date = Date Approver 2 electronically
signs the final decision letter

CWOPA ID = Approver 2

Conduct a Technical
Review

The Approver 2 electronically signs the
General Permit Acknowledgement
Letter,

Note: Task starts and ends in the same
action

Note: Does not occur for small or
standard applications/permits

SBTSTP_ID =3

Code = AL

Description = Send Acknowledgement Ltr
Begin Date = Date the approver

electronically signs the decision letter
Due Date = Begin Date

End Date = Begin Date

CWOPA ID = Approver 2

Conduct a Technical
Review

Approver 2 electronically signs the
Application Denial Cover Letter

Note: Task starts and ends in the same
action

SBTSTP_ID = 108

Code = DENT

Description = App Technically Deficient -
Denied

Begin Date = Date Approver 2
electronically signs/sends the Application
Denial Cover Letter

Due Date = Begin Date

End Date = Begin Date

CWOPA ID = Approver 2
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13.0 Appendix C KEES Document Types
Chapter 105 Permit Types with Associated Document Types

Document Types in KEES GP 8 GP 11 GP8&11 Small Standard
Municipality & County Notification Required Required Required Required Required
Alternative Analysis Optional Optional Optional Optional Required
Cultural Resource Optional Optional Optional Required Required
Engineer Seal and Certification Optional Optional Optional Optional Optional
Environmental Assessment Optional Optional Optional Required Required
Erosion and Sediment Control Optional Required Required Optional Required
Stormwater Management Optional Optional Optional Optional Optional
Floodplain Management Optional Optional Optional Optional Optional
:i’g?;;gi_ct & Hydraulic Analysis Optional Optional Optional Optional Required
Location Map Required Required Required Required Required

Photographs (with Orientation

Map) Optional Required Required Required Required

Meeting Minutes Optional Optional Optional Optional Optional

Wetland Determination and

Delineation Required Required Required Required Required

Impact Mitigation and/or

Replacement Optional Optional Optional Optional Optional

PASPGP-5 Reporting Criteria Required Required Required Required Required

Checklist

Aquatic Resource Impacts Table Required Required Required Required Required
Project Description Narrative Optional Optional Optional Optional Optional
Site Plan and Cross Section

Drawings Required Required Required Required Required
PNDI and Threatened and

Endangered Species Required Required Required Required Required

Risk Assessment Optional Optional Optional Optional Optional
Miscellaneous Optional Optional Optional Optional Optional
QA/QC Checklist Required Required Required Required Required
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14.0 Appendix D KEES Access — Business Partner

Ewn:ru 'ﬂ-t:‘cdu;'ﬂ:iﬂ enns l‘h"ﬂl"liﬂ
KEeS© S Hery. S EPJ'J-'IHI:H xr— TRANSPORTATION

EKEES ACCESS REQUEST - PennDOT Business Partner

APPLICATION INSTRUCTIONS
L Muthorized User 2. Deteguted Authority i
Compiete and dete the sttached fillable POF form. * mmﬂpﬂn‘tﬂ‘\t Sl and seantns POF
*  Forward to Delemated Sathormy *  Pronsthe PeppDOT IT Service Deck st 747 753 2330,
»  The Service Desk nepresentetive will provice an emsil
mddress to which bo s=nd the farm

When your application has besn processed, Rew Lser socount information will be senk to the email sddresses prosiced on the
application. Fiease phone the PennDOT IT Service Desk sk 717783 5330 if you heve any questions.

TERME AND COMDNTIONS

Al communications to and from DEP regarding the application will be transactesd through KEES. The term “communicstion”, a5 wed
in this motice, means any information, notice, authorization, disdosure, acinowledzement, question or other infiormation sent to o
resoepeed from the applicant about their application. The applicant agrees that any such communications, whether electronically or
printed, will be considered "in weiting”, and each shall have the same binding lezal Sgnificance.

The Commarraesaith of Penrsyhania has an information ssourity program that's desigred to make sure the senurity and privecy of

‘the applicant’s informartion is protected sgainst security or inkegrity threats and to gusrd agmsinst unauthonzed scoess or use of sudh

»  DEP is provided with a curment email address that DEF may send elecinonic oommunicetions to the applicant.

= DEP will be notified of ary change in the applicant’s amail address by contacting the: KEES sysbem sd ministrator or EEES
technical support.

»  DEP is provided with tnee, sccurste and & complesbe email addness, contact and other informakion related to this discozune.

»  DEP may provide the applicant with sy communimations in slecbnonic format at the email sddness prosided.

®  Any sigreture provided visthe appiication site using the applicant’s unigue lozin/ pesteord combination shall be gtributed
to the eipplicant ara shall heve the same fonce and effect as & Wiithen sigratare.

s DEP may discontinue s=rcing primbed communications to the applicent, until the sppliicant withdraws their conrsent.
The applicant’s consent to elechronic mmunicstions is being provided in connection with 8 trensaction that may be subject to the
Tegieral Electronic Sgnatures in Glotel snd Mational Commence Actand the laws goveming the slectronic process and fommes under

‘e jurisiction of the stabe of Pennsytvanis and that these less spply Lo the fullest exterk possible to validate DEF's ability to
comchuct business with the applicant by elechronic mesrs.

Thene are no additional costs for processing the applicant’s documents slectroniolly. The apolicant bas the right bo recse amy
Iezmlly requined communications about the applicstion vis paper copies. But i the applicant chooses to neosive paper documenks in
& pwinbed format, the applhicant may sxperience delays beauss of U5 mail delveny and manual procsssing.

Thie applicant mey withcm thair oonsent to recsive disdosures and ommurications in slectronic form and to recsive themina
printed format wia LS. mail by contacting the KEES sysherm administrator or KBES technioal support. Thene ane no fees assocaked
With the witharawal of consent to MECERE COMIMUNICEEoNS in alsctronic form.

I the applicant provices sn invalid smail address, O 3R STOr COCUNS With & presously walic email sddness, DEP will treat that & a
withdrawel of the applicint’s consent to receive elscronic ommunications sbout the appication, and DEP will resume
Comminicaticns by LS. meail
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" pennsylvania

DEPARTMENT OF TRANSPORTATION

Keysions For Department Uce Oniy
Errdronmental Eltnfmnf Office Services
#Permitting orth Stnest
System Harisbur, PA 17120

KEES ACCESS REQUEST - PennDOT Business Pariner

| & | Authorized User || Mew KEES User _ L] Update KEES User
Last Hame: First Mame: Migdle Infiia: T
[Tie: E-Mall
[ Fhone: EEnEIOn.
| B | company
Legal Mame: PernDOT Business Partner 10
Address Line 1: Address Line X
Agddress Line 3 Phone: Fax
Chy: Shate: Zlp Code:

| C | User Role Requested — To be completed by a Delegated Authority (BF Administrator]

[] 4KEESEP PennDOT Application Preparer

l D | REQUEST MUST BE SIGNED BY THE AUTHORIZED USER AND A DELEGATED AUTHORITY (BP Administrator)
ATTENTION: By signing this form, the usar agrees to the attached terms and condiiions for KEES access.

Authorzed User Sanatune: Deade:
Delegated Awtharfty Slanature: Diate:
Defegated Autharity Name (printed Tiie: FEIN:

ATTENTION: READ THIS BEFORE SUBMITTING THE FORM FOR PROCESSING
= Keepusemames and passwonds confidentlal to authonzed users.
*  Use Commorwealth systems appropriately and within standarts of the acceptable use of [T resounces.
= Treat iInformation viewed or accessed in a comfdential manner.
=  Review the Commonwealih's Manggement Direciive 205,34 and be In compliance with all appropriate sections.
=  Reporany secunty concems to the PennDOT IT Service Desk at 717 .783.83300
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15.0 Appendix E KEES Access Request — PennDOT

W For Departmant Ues Only -
Err-'i'nl_l':r?ur'la. Emfﬂuuﬂfﬂ",f;?ﬂ"“ pennsyl\fa n1a
;f.;',;;,',',“"'“ Hamizburg, BA 17120 @ DERFRRTMENT OF TRANSPORTATION

KEES ACCESS REQUEST - Department of Transportation
APPLICATION INSTRUCTIONS

1. Authorized User 2. Supenvisor
*  Complete and date the attached fillable POF form. * Com nmlemn; nd print the form. Sign and scan to a FOF

*  Forward to Supervisor
*  Phone the PennDOT IT Service Desk at 717.783_8330.

*  The Service Desk representative will provide an email
address to which to send the form.

When your application has been processed, new user account information will be sent to the email addresses provided on the
application. Please phone the PennDOT IT Service Desk at 717.783.8330 if you have any guestions.

TERMS AND CONDITIONS

All commumnications to and from DEP regarding the application will be transacted through KEES. The term "communication”, as used
in this notice, means any information, notice, authorization, disclosure, acknowledgement, question or other information sent to or
received from the applicant about their application. The applicant agrees that amy such communications, whether electronically or
printed, will be considered "in writing", and each shall hawve the same binding legal significance.

The Commonwealth of Pennsylvania has an information security program that's designed to make sure the security and privacy of
the applicant’s information is protected against security or integrity threats and to puard against unauthorized access or use of such
information.

igning the Access Request form, the applicant a that:
*  DEP is provided with a current email address that DEF may send electronic communications to the applicant.

*  DEP will be notified of any dhange in the applicant’s email address by contacting the KEES system administrator or KEES
technical support.

*  DEP is provided with true, accurate and a complete email address, contact and other information related to this disclosure.
*  DEP may provide the applicant with any communications in electronic format at the email address provided.

*  Any signature provided via the application site using the applicant's unique login/password combination shall be attributed
to the applicant and shall have the same force and effect as a written signature.

*  DEP may discontinue sending printed communications to the applicant, until the applicant withdraws their consent.

The applicant’s consent to electronic communications is being provided in connection with a transaction that may be subject to the
federal Electronic Signatures in Global and National Commerce Act and the laws governing the electronic process and forms under
the jurisdiction of the state of Pennsylania and that these laws apply to the fullest extent possible to validate DEP's ability to
conduct business with the applicant by electronic means.

There are no additional costs for processing the applicant’s documents electronically. The applicant has the right to receive any
legally required communications about the application via paper copies. But if the applicant chooses to receive paper documents im
a printed format, the applicant may experience delays because of U.5. mail delivery and manual processing.

The applicant may withdraw their consent to receive disdosures and communications in electronic form and to receive them in a
printed format via LS. mail by contacting the KEES system administrator or KEES technical support. There are no fees associated
with the withdrawal of consent to receive communications in electronic form.

If the applicant provides an invalid email address, or an error ooours with a previously valid email address, DEP will treat thatas a
withdrawal of the applicant’s consent to receive electronic communications about the application, and DEP will resume
communications by LS. mail.
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e 4 For Department Uces Cnly l -
| Enteommertai B of e Savees pennsylvania
;,.;]J'E.-'r'r'.”"'g Hamsbung, FA 17120 B DERARTMENT OF TRANSFORTATION

KEES ACCESS REQUEST - Department of Transportation

| A ] Authorized User [ | New KEES User [ | Update KEES User
Authonzed User Last Name: Tt Hame: Widdle nial: 7T 7%
Tile: E-mail:
Phene Number
|E | Agency
Aoency Name: PA Department of 1 ransnoraton PennDU1 Engineenng Distict
Lestnct Address Line 1: LUistnct Address Line 2
District Address Line 2: Phone: Fanc
[¥[73 iate: Jp Uiode:

1€ | User Role Requested (choose only one) — To be completed by a Supervisor
[ ] SKEES PennDOT Application Preparer [ ] SKEES PennDOT Read-Only

ﬁ User Account(s)

Please check if you have an existing user account for the following PennDOT applications and put your existing USERNAME OMLY in
the adjacent field:

APPLICATION USER ID

ARP
_Cenfric
Image
eCAMMS
JACIP
PIBH
Placard
E-Procurement

I E | REQUEST MUST BE SIGNED BY THE AUTHORIZED USER AND A SUPERVISOR
ATTENTIOM: By signing this fom, the user agrees to the attached terms and conditions for KEES access.
Authonized User Signature: Diate:

Supervisor Signature: Date:

Supervisor Mame (printed)c

ATTENTION: READ THIS BEFORE SUBMITTING THE FORM FOR PROCESSING
=  HKesp usemames and passwords confidential to authorized users.
= Lse Commonwealth systems appropriately and within standards of the acceptable use of IT resources.
= Treat information viewed or accessed in a confidential manner.
=  Rewiew the Commomwealth's Management Directive 205,24 and be in compliance with all appropriate sections.
=  Report any secuity concems to the PennDOT IT Senvice Desk at 7177838330
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Keystone

I(I eS @ Environmental KEES
ePermitting
System Work Product: KEES User Manual
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