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[bookmark: _Toc462824710]Prerequisites
In order for a user to gain access to the Permits Data Entry application the user first must have access to the MAX.gov site.  Self-registration is available to Federal government employees and contractors with a Federal government email address, and can be registered by visiting https://max.gov/maxportal/registrationForm.action. Federal employees/contractors with a non-government email address as well as non-federal employees performing Federal activities should contact MAXSupport@omb.eop.gov or 202-395-6860.

Once registered with MAX, the user should have their agency dashboard administrator contact:  PermittingTeam@omb.eop.gov with the user’s email address used to register with MAX, what projects for which they will need access, and what level of access is needed.  Access levels are:
· Read Only:  Ability to view projects
· Author: Ability to view, edit, and create projects
· Approver: Ability to view, edit, and create projects as well as publish projects for public view


[bookmark: _Toc462824711]Accessing the Data Entry Application 
Google Chrome or Mozilla Firefox browsers are recommended to access the Permitting Data Entry Application.
[image: ]To begin, enter https://cms.permits.performance.gov/user into your web browser to reach the MAX Login screen:
 










At the MAX login screen; enter your User ID and Password, and click LOGIN WITH USER ID to be directed to the Permitting Data Entry Application.
If you do not know your MAX Login information click the FORGOT, SET, or CHANGE YOUR PASSWORD link. 
If you are not registered in the MAX system, click the REGISTER NOW box at the top right of the login screen. 


[bookmark: _Toc462824712]My Permitting Projects – Workbench 
[image: ]Upon logging in to the Permitting Data Entry Application, you will first be presented with the Workbench. This is the jumping off point for interaction with your Permitting Project/s. 

Key features (noted in orange) include:
1. My Permitting Projects – Click here to return to your workbench 
2. Add Permitting Project – Creates a new project 
3. Search / Filter – Use this field to search by Project Title, or filter by Lead Agency
4. Actions – Click Edit in the ACTIONS column to update Project information


[bookmark: _Toc462824713]Create a Project
The following sections outline the process used to create a Permitting Project.   Note that the same tabs are used to edit or update information related to an existing Permitting Project.
[bookmark: _Toc462824714]General Information Tab
[image: ]










A few of the following fields are required in order to create a Permitting Project, these must be populated in order for the system to properly present fields in other areas:
1. Title * – Enter the title for your project
2. Editorial Category * – This is a system field, and you will only have one option.  Ensure PERMITTING PROJECTS is selected 
3. Sector / Project Type * – Only the SECTOR field will be visible when you arrive at the page.  Once you choose a SECTOR, a list of potential associated PROJECT TYPE/S will be available for selection in the second field.  Make a selection in both fields before proceeding
4. Project Status – Select from PLANNED, IN PROGRESS, DELAYED, COMPLETE, or CANCELLED

* Indicates a required field

[image: ][image: C:\Users\jborto\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\NQU6QQ1Z\warning-sign-exclamation-mark-triangle-5769-large[1].png]
Before moving on, you must click the  button at the bottom of the page. 

[image: ]After clicking ‘Save and Edit’, additional General Information fields become available for entry.  (Projects with the Electricity Transmission as SECTOR will have additional fields displayed.) 





























1. Electricity Transmission Projects – For transmission projects, keep an eye out for this checkbox below the description field. This box must be checked in order to reveal the Electricity Transmission project fields.
2. Facilitating Agency – The facilitating agency will be automatically populated with an agency based on the Project Sector and Type. However, it can be edited to fit your project. 
3. Paste from Word – The description boxes across the system are equipped with rich text editor, which features a button to paste from word.  When you click on this box a modal will open where you can paste from word, and it will eliminate any hidden characters or formatting.
4. Total Estimated Project Cost – This field is not required and a future iteration will include an additional field to designate if the project is over $200million.  
The Total Estimated Project Cost field only accepts numbers, no other symbols or text. 

[bookmark: _Toc462824715]Location Tab

The location tab allows for users to enter multiple locations for each project, if desired.  

You may enter location data related to either Street Address/es or Latitude/s + Longitude/s. 

To populate the Project location on the front end display (Project page map and Collated map) on the public facing project page, you must designate a single PRIMARY LOCATION. 

Street Address
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1. Location Type – The location type radio buttons are used to select how you would like enter a location for the project, by physical address or latitude/longitude
2. Project Primary Address – This checkbox will set the above address as the project’s primary location, and will display on the public facing map
3. Add Another Item – allow you to add additional locations for the project.  Multiple locations are not displayed on the map, but can be tracked using this feature










Latitude/Longitude
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[bookmark: _Toc462824716]Organization Tab 
The Organizations Tab is used to capture all parties involved in the Project’s permitting process, including Lead Agency, Participating/Cooperating agencies, and project sponsors.  Please populate as much information as possible to maximize transparency and accountability in the Permitting process.



[image: ]Lead Agency Information


1. Lead Agency and Bureau/Mode – Arriving at the page there will only be one field visible.  After selecting an Agency, second field will generate the appropriate Bureau(s)/Mode(s) choices
2. Phone Number – This information is collected for reference and coordination, but will not be displayed on public facing pages
3. Agreement Received – This field is available for the Lead Agency and Project Sponsor fields.  Check this box to track whether or not an agreement has been received from the organization 
















 Participating/Cooperating Agencies Information
[image: ]The participating/cooperating agencies area will (in a future iteration) compile all agency points of contact from within the Facilitating agency, the Lead Agency, Project Sponsor and all action/milestone Points of Contact.  You will also have the ability to add additional participating or coordinating agencies via this section.

 






1. Remove Agency – This button will eliminate the agency from association with the project 
2. Add Another Agency – This button allows for the addition of multiple participating and/or coordinating agencies











[bookmark: _Toc462824717]Timeline Tab
The Timeline tab is where Permitting Projects’ Coordinated Project Plan information will be created and updated.  
This includes addition of all ACTIONS associated with a Project (includes Permits, Abbreviated Reviews, and Authorizations)
[image: ]






1. Add an Action to this Project – Click this link to add each ACTION for your Project

Upon clicking on the Add an Action link, if you have unsaved information in any of the tabs, you will be prompted to save your project prior to going on to create an action. 
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After saving your project, when you click on the Add an Action link, you will be directed to the Create Permitting Action page.  Here, you will find pre-populated Project information under PARENT PERMITTING PROJECT DATA.
[image: ]
[image: C:\Users\jborto\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\NQU6QQ1Z\warning-sign-exclamation-mark-triangle-5769-large[1].png]
[image: ]Before the Action & Milestone fields become visible, you will need to click                                 the button.                     

[bookmark: _Toc462824718]Selecting an Action
Once the PARENT PERMITTING PROJECT DATA is saved, the following fields become available. 
[image: ]
1. Action Target / Actual Dates – The Target Completion date will automatically populate with the latest date from the milestones associated with this action, however this auto-populated date can be overwritten with the date you feel fits best 
[bookmark: _Toc462824719]Required Milestones
Based on the selected action, you will need to enter information for several required milestones. For the majority of the Actions those required milestones are: 
· Initial application received
· Completed application received *
· Issuance of decision for permit/approval
· Notice to proceed *
· Review terminated with no decision *
[image: ]* Milestones marked with an asterisk will always be present, but may not be required based on the decisions made during the action process. 
1. Milestones – Each milestone expands to reveal fields that pertain to the milestone 









[image: ]Expanding a milestone reveals additional fields to be populated.
1. Document URL – This area can be used to create links to documentation associated with the milestone
2. Add Another Item – If there is a need for more links to information or documentation, use the add another item button to create more links 








Several actions have required milestones that are specific to that action.  Each of those examples are below. 
Selecting Environmental Assessment (EA) as an action, the following milestones will automatically be included, and cannot be removed:
· Determination to prepare an Environmental Assessment (EA)
· Release for Public Review
· Draft EA or other means of coordinating the development of an EA *
· Final EA *
· Draft proposed Finding of No Significant Impact (FONSI) *
· Issuance of Final EA and Finding of No Significant Impact (FONSI) *
· Decision to prepare an Environmental Impact Statement *
· Issuance of Supplemental EA *
· Issuance of Supplemental FONSI * 
* Milestones marked with an asterisk will always be present, but may not be required based on the decisions made during the action process. 
Selecting Environmental Impact Statement (EIS) as an action, the following milestones will automatically be included, and cannot be removed:
· Issuance of Notice of Intent to prepare an Environmental Impact Statement (EIS)
· Scoping
· Official Notice of Availability of a Draft EIS published in the Federal Register
· Official Notice of Availability of a Final EIS published in the Federal Register
· Official Notice of Availability of a Supplemental Draft EIS published in the Federal Register * 
· Official Notice of Availability of a Supplemental Final EIS published in the Federal Register * 
· Issuance of Record of Decision or combined Final EIS / Record of Decision
· Issuance of an Amended Record of Decision * 
* Milestones marked with an asterisk will always be present, but may not be required based on the decisions made during the action process. 
Selecting Endangered Species Act Consultation (either within the Department of the Interior Fish and Wildlife Service or Department of Commerce National Oceanographic and Atmospheric Administration) as an action, the following milestones will automatically be included, and cannot be removed:
· Date of Request for formal consultation received
· Consultation Initiation Date
· Final Biological Opinion Issued


Selecting Bridge Permit (United States Coast Guard) as an action, the following milestones will automatically be included, and cannot be removed:
· Application Received
· Application Deemed Complete
· Navigation Data Received
· Issued Navigation Determination
· Publication of Public Notice
· Permit Decision Rendered
Selecting Section 10 of the Rivers and Harbors Act of 1899 (USACE Regulatory Authorization), Section 103 of the Maritime Protection Research, and Sanctuaries Act (USACE Regulatory Authorization), or Section 404 of the Clean Water Act (USACE Regulatory Authorization) as an action will populate the following milestones automatically, and cannot be removed:
· Pre-Construction Notification (PCN) / Form ENG 4345 / Joint Application Form Received
· Pre-Construction Notification (PCN) / Application Deemed Complete
· Publication of Public Notice *
· Final Verification / Permit Decision Rendered
* Milestones marked with an asterisk will always be present, but may not be required based on the decisions made during the action process. 











[bookmark: _Toc462824720]Optional Milestones
[image: ]Knowing that projects may want to track additional milestones outside those that are required, there is the ability to add optional milestones to track those events. 
1. Milestone Name – Enter the name or short description of the milestone
2. Target Actual Dates – Enter the target completion and actual completion dates for the optional milestone
3. Display Public? – Optional milestones do not have to be visible on the public facing page, in order for this item to display to the public, check this box
4. Add another item – You can add as many optional milestones as needed by clicking this button 



[bookmark: _Toc462824721]Saving a Project
It is recommended that you save your project often as you are filling out the information on each tab. Saving often will ensure you do not lose information that you have already entered.   At the bottom of each page, you will find the following buttons:
[image: ]


1. Save and Edit – Saves the information you have entered, while allowing you to continue adding information
2. Save – Saves the project, and takes you to a preview of the public facing page 
The public facing view is in the process of being developed, and the preview is not the final look for this page
3. Preview – Takes you to a text-based view of the information entered
4. View Changes – This feature does not currently work 
After clicking the SAVE button, you are taken to a preview of the public facing page (this public facing view is in the process of being developed, and the preview is not the final look for this page). Once on the preview page, you can return to editing without going back to your workbench.  

[image: C:\Users\jborto\AppData\Local\Temp\SNAGHTML8a51e9.PNG]














1. Edit draft – Takes you back to the Permitting Data Entry pages for additional editing





[bookmark: _Toc462824722]Project Workflow 
[bookmark: _Toc462824723]Publishing a Project
Project on Public Site

Project
Published
Project in Draft state
Project
Saved

Create/Edit a Project



When projects are initially created they are in a DRAFT state.  Once the front end display of projects have been updated, we will provide the ability to move DRAFT projects to a PUBLISHED (aka approved) state, and therefore the information entered via these Data Entry screens will be published on the Permitting website and visible to the public. 
To PUBLISH a project to be visible to the public, a user with the APPROVER role will have the ability to move that project from DRAFT to PUBLISHED state. 
[image: ]



1. Set Moderation State – Changes the status of a project from draft (Needs Review) to Published. 


[bookmark: _Toc462824724]User Permissions
For the initial release of the Dashboard Data Entry capability, Dashboard Administrators will be responsible for identification of users from their agency and determining the appropriate role for each user:
· Read Only:  Ability to view projects
· Author: Ability to view, edit, and create projects
· Approver: Ability to view, edit, and create projects as well as publish projects for public view
Initially, permission and roles will be assigned manually by the Permitting Dashboard Web Team.
As the Dashboard evolves, Dashboard Administrators will be able to automatically assign USER ROLE permissions, and to identify the projects for which a given user needs access.  
This User Guide will be updated as new capabilities are implemented.
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