CE Expert System Electronic Review and Approval
Procedures

When a package is ready for the review and approval process, the reviewer will be notified by an email
that their action is needed on a CE or BRPA package. This document is intended to help the reviewer
walk through that process.

STEP 1: EMAIL NOTIFICATION

When an editor “SUBMITS” a package, an email is generated to the appropriate person for review and
concurrence/approval. Only PennDOT staff can submit a package. Table 1 shows the concurrence and
approvals required based on project type.

Table 1 - BRPA/CEE Approval Process

BRPA CE Level 1a CE Level 1b CE Level 2
District Staff Submit Submit Submit Submit
District Environmental Mark as

. Approve Concur Concur

Manager Applicable
Assistant District Executive Concur Concur
District Executive Approve
HDTS Concur
FHWA Approve

The email will include the package number and a link to the CE system. For example:

CE BRPA Scoping --- Package #10319
{Allegheny County, SR 7432 / Section 000)

This documentation is available at...
htto:/fwww. pdotdev?. state. pa.us/CEEA/ ceeamain.nsf/framesetTopenpage

-— MPMS #88422

The following CE Expert System package is ready for EM Final review...




STEP 2: ENTERING THE CE EXPERT SYSTEM

To enter the system, the reviewer can either:

1. Click on the hypertext link in the email notification to get directly to the CE system, or....
2. Use this direct link to the CE system: http://www.dotdom?2.state.pa.us/ceea/cecamain.nsf
3. Enter from the general PennDOT home page by,

e Opening web browser
¢ Going to the PennDOT home page at: http://www.penndot.gov

e Click on Doing Business at the top of the screen



e A drop-down list opens. Click on Online Services.



e The Online Services page opens. Click on CEES — Categorical Exclusion Expert System

All of these methods will bring the reviewer to the CE Expert System home page.

STEP 3: LOGGING INTO THE CE SYSTEM

You must be logged into the system in order to see and review CE or BRPA packages that have not yet
been approved. To log in, follow these steps:

1. In the top right part of the CE Expert System home page (this can be done at any screen within

the system, or at the ECMS home page as well), click on the """_5"'| button.

2. This will bring you to the ECMS security screen.

3. Type your User Name and Password and click the Login button. This is the same user name and
password information you would use for the general ECMS system. (*Note that you must have
CE Expert System security approval set up prior to accessing the system. If you do not have this
access, please contact your IT Coordinator).

4. The main screen appears with a ~°Les out| button at the top. The """"_5"'| button is no longer
visible, and are officially logged in. Your name should appear in the yellow bar at the top, just to

the left of the =ees eut| bytton.



¢




STEP 4: OPENING THE PACKAGE FOR REVIEW

1. On the left hand side of the main screen, under the Section, click “By Package”.

2. A list of Districts will open in the center screen. Click once on the blue triangle next to your
District to expand the listing to reveal the available packages.

3. Click once on the package number, which you recorded from the email you received requesting
your review. This will bring you to the introductory page of the CE, which is called the Package
Document.
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STEP 5: REVIEWING THE DOCUMENT

You are now in the package document for your CE or BRPA. The package document is the “parent”
document for the CE or BRPA. Within the package document are a number of other forms relating to
each section of the CE or for the BRPA there will only be the BRPA Matrix. Each of these forms is a
“child” to the parent package document. From here, you can review all of the different pages in the
document. To do this, you open each of the forms, and scroll through them. The different forms are
listed in the navigation bard, located on the far left side of the screen (*Note that the
number in the Pkg Docs box will match the package number for the project). Click on the blue links for
each form and review them.

Once you have reviewed all of the document sections/pages, you have two options:

1. Request revisions — refer to Step 6 below
2. Approve/concur with the package — refer to Step 7 below



STEP 6: REQUESTING REVISIONS

To request revisions to a package:

1.

Open the package document by clicking on the Pkg Doc link under the
navigation bar, located on the far left side of the screen.

Click the button at the top of the screen that says “Req revision”.

A new window will appear titled “Revision Request”. Click the text box and type in your
requested revisions and comments. Be sure to be specific. This information will be saved in a
separate form within the documents list so that the preparer can read the comments and make the
appropriate changes. The more specific the information you provide, the easier it will be to
ensure that the proper changes are made. Note that you can toggle back and forth between the
package and the request revision windows, thereby allow you to add comments/revisions as you
review the document (i.e. review a portion, make a comment, review another portion...).

The “Save” button can be used to save your comments while you are reviewing, ensuring that no
data is lost, or allowing you to review the package over a period of time. Click the “Close”
button to close the “Revision Request” window after clicking “Save” if you wish to exit the
system and retain the requested revisions. To re-enter the request revision document (if it had
been closed), click the “EM/ADE/DE/HDTS/FHWA Req” link under the
navigation bar. To add additional comments, click the “Edit” button.

Once your review is completed, click the “Send” button to submit your comments, or click the
“Abort” button to abort the request. If you abort the request, any comments entered will be lost,
and the revision request will be deleted in its entirety.

Note that the status of the package, as shown towards the right side of the gray title area at the
top of the page says, “On-hold”. That indicates that revisions are needed, and the
review/approval process is on-hold until those revisions are made and approved.

As a result of this action, the submitter will be sent an email notifying them of the “Revision
Request”. That individual will be responsible for making sure the necessary revisions are made
and resubmitting the document back through the review process from the beginning. As a
reviewer, you cannot make changes to the document itself.



Request Revision Button

/

New Request Revision Window




STEP 7: CONCURRENCE/APPROVAL

If you have reviewed the package and have no comments or revisions, you will either approve the
document, or concur with the package and send it on for further review. The process is very similar.

To Approve a Level 1a or 1b CE (PennDOT only):

1.

[98)

Open the package document by clicking on the Pkg Doc link under the
navigation bar, located on the far left side of your screen.

Click the “Approve” button at the top of the screen.

A small box will appear, asking if you are sure you want to approve? Click the “Yes” button.

A box that says “Processing Request” will appear as the request is recorded and the system is
working.

When the system is finished, the status of the package, as shown on the right side of the gray title
area at the top of the page will say “Approved”. The document will now be available for the
public to view from the home page.

You may close out of the package, you have successfully completed the approval process.

/ \

Approve Button Status: Approved




To Concur with a Level 2 CE (PennDOT only):

1.

Open the package document by clicking on the Pkg Doc link under the
navigation bar, located on the far left side of your screen.

Click the “Concur” button at the top of the screen.

A small box will appear, asking if you are sure you want to concur, the next reviewer will be
notified? Click the “Yes” button.

A box that says “Processing Request” will appear as the request is recorded and the system is
working.

. When the system is finished, the status of the package, as shown on the right side of the gray title

area at the top of the page will list the next reviewer. An email will be sent to the next reviewer
indicating that the package is ready for their review.
You may close out of the package, you have successfully completed the concurrence process.

/

Concur Button




To Approve a Level 2 CE (FHWA only):

1.

(98]

Open the package document by clicking on the Pkg Doc link under the
navigation bar, located on the far left side of your screen.

Click the “Approve” button at the top of the screen.

A small box will appear, asking if you are sure you want to approve? Click the “Yes” button.

A box that says “Processing Request” will appear as the request is recorded and the system is
working.

. When the system is finished, the status of the package, as shown on the right side of the gray title

area at the top of the page will say “approved”. An email will be sent to all those who have
previously reviewed and concurred with the document, as well as the preparer, indicating that the
document has been approved. The document will now be available for the public to view under
Approved Pkgs.

You may close out of the package, you have successfully completed the approval process.

Status: Approved

/

Approve Button




