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Enterprise Coordination and Approvals Processing System
(eCAPS)
Version 3.00

Introduction

eCAPS provides electronic coordination and approval of the Requisition and Commitment for
Services And Supplies (FEMA Form 40-1) and Mission Assignments (MA). This electronic
processing has been built as a Web-based service and will support all disaster-related 40-1s
and MAs. Data is entered directly into screen forms.

This guide will explain the electronic process and provide screen shots for visual clarity. It is not
intended to instruct the programmatic process involved with either of these forms. It is divided
into chapters to provide easy and quick access to the portion of the process you need. It serves
as a quick reference to address entry and processing of an MA form and the amendment of an
MA. A separate guide is available to address the entry, processing, and amendment of a FF
40-1.
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Start eCAPS

This process is the same for a 40-1 or an MA.

1. Double-click on the
Explorer
desktop.

Internet
shortcut on the

2. Type the following on the
Address line :
http://nemis.fema.net

3. Click on the eCAPS button

on
the left hand side of the screen/'

4. Supply your NEMIS User ID and
Password on the Login screen.

The Release Notes, listed below
the Login box, contain
information about changes to
eCAPS since the last update.

Click on the date to read the
specific Release Notes.

Click Login.
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BMArGENCy Mansgement wherever a dsastor coouss. It
suppOIts informabon rescurces that enable FEMA to
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5. Your Inbox will display. Click on
the menu item on the left side of

the screen to proceed with:

a. Inbox

See Approval on
page 15.

List of items routed
to you for approval/
processing. The
list may be sorted
by clicking on a
column title.

b. Drafts

See page 12.

View tasks still in
Draft status that
have been created
by you.

c. Search for an
existing task.

See Search on
page 18.

Select filters to
narrow the search
and print results.

d. Blank Forms

Allows you to print
a blank 40-1 form

See Reports on
page 23.

or Mission
Assignment (MA).
e. Reports Select various

reports to view on
the screen or print.

f. Create a New

MAs are explained

Notifications

FF40-1, in this Quick
Mission Reference  Guide.
Assignment Creating FF40-1 is
(MA) explained in a
separate Quick

Reference Guide.
g. Check Alerts you that

items have been
routed to you for
processing/

approval.
h. Set user | See  Preferences
Preferences. | section on page 22.

]
LU TG ET KT

Inbox: 401 (Z). MAIRFA [4)

Checkinst | Rstmes | view Foem |

tog | Mpims | Faec |ty |

Salect Chedk IO FinPgm 5t Reg Type B

p— Al

EAAL AT

Fhuch | ViewFomm |

Chock in'Dst |

Daumen

Toad Costit) Prasject Officer  Line Rem Desaription

tog | mppow | Pewe | com |

Hosa | Logaut [ Fisa
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i. Quick
Reference

Link to this Quick
Reference Guide. It
is a large document
and may take a

while to download.

Version 3.00 04/07

eCAPS for MAs

Page 9



Prepare a New Mission Assignment (MA)

1. Locate the New option on the
left side of the screen. Select
MA/RFA from the drop-down

list. Click on New.

Select the Financial Program
Type (Declared Disaster or Pre-
Disaster Surge) for the MA.

LTRO Disaster, Projects, and
No Specific Authority are not
functional at this time.

Scroll down the list OR type the
first number of the disaster and
then scroll, if necessary, to the
appropriate number. Click on
the number. Then click
Continue.

Inb
Drafts

Search

Blank Forms

Preferences

Quick Reference

Logout

é;.a FEMA—

Inh;i'! :
Drafts
Search
Hisnk Farma

Repans

o EEETEY

Hotifications

Praferences
Cuick Hefarsnca

L ogout

ECAPS: Croate a New Form

Select Financial Frogram Type

o Daclarsd Digaster
+ Pre-Disaster Suge (T2205L)
« LTRO Disastar

« Projects

« Na Specific Autharity

Hame | Logeut | FEMA

i
Drafts
Search
Blank Forms:

Reperts

Hotificatioms

Preferences

Financial Program List:
Ouick Helerence

Lagout

ECAPS: Croate a New Form

Create FF 90-129 Misslon Assignment (MAIRFA)

93840R Reg IPA SEVERE STORMS AND FLOODING :{

TMADR Rag b O CF
738300 Fieg 10WA 50
7ITEDR Rog 6T T DOMS OPTEST

T1480F Reg 8 MT EMMIE MT TESTING STRESS

T4TDR Reqg 9 CA EMMIE CATESTING FA

T460R Reg5IL EMMIE IL TESTING PA

74508 Reg 4 GA EMME GATESTING PA =

Hora | Logoi | FEMA
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Using Surge Account

NOTE:

If you need to create a MA
using the surge account, select
Pre-Disaster Surge instead of
Declared Disaster from the

Financial Program Type Iist.\

Since the surge account
applies to all incidents, you
must select the appropriate
incident before creating the
new MA so the funds will be

ECAFS: Createa N

Select Financial Program Type

« Diclarin
+ Pn
o LTI

= Projects

« No Speciic Authority

applied correctly.

The list defaults to all incidents
within the last 30 days and
displays 10 to a page. If you
need an incident that is not
displaying on this screen and
it's within the last 30 days,
select Show All (just above the
list). If the desired incident is
still not displayed, select one
or more of the 5 criteria
options on the top of the
screen. Then click Retrieve.

To ensure you have the
correct incident, check the
Incident ID #. That number is
assigned by NEMIS at the time
tracking of the incident begins
in NEMIS. The first 4 digits are
the year, the next 2 are the
month, the next 2 are the day
of the month and the last 2 are
the consecutive numbers of
the incident(s) on that date.
For instance, the first one on
the list to the right s
2007040601. This is the first
incident to be tracked in
NEMIS on April 6, 2007.

ECAPS: Incident List

- Create Pre-Disaster Surge FF 20-129
Select Incident search criteria;

o Region State Type Date B (mddyp)

Blank Forms 1 AF. Hioloqical o ’m

Ranarie 2 AL I’.‘hemlcr.\l_ ’

R AR x| Civil Unrast t
o I
1-10 7] Snow Mzt
ncident B ckient Hanee Staus  BynDale s
2007040601 PFW BV Trainginsg kncidend o DAR42007
2007032701 DET TOL b etk o oaaTmer
200703201 FFM - DV Tt FMAG @ 037207
2007032301 PP - EDW Test FMAG L 372007
2003 PFW - EDW Text FMAG o aarmer
2007032524 Huricare MCAD o 03252007
2007032505 Hurricare MCAD @ 03252007
2007032507 Husricare MCAD L (03252007
2007032518 Hurricare MCAD o 3252007
200703251 Huricare MCAD o 03252007
e S
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Using Surge Account

NOTE: (Cont.) Click Select in
the far left column when you [Ees==

find the incident. A new MA\ & MO e B S
will be created. Follow the rest s “'“""FUE"“'FEI'”' T - "
of the steps in this section to K& P e

FrstiFmal w[
finish creating the MA. newe KRGS

ECAFS: Incident List

(Chamical
| Cral Unrest

Motifications

snow [T -0 =] snow s Wt | shvang

Proferences
Sebect St Reg  Type I hdent 10 Ineciden Hame Saatus Hyn Date -
seloct  GA 4 humces P [y e——— o oaonT

Quick Refarance seloct €T 1 Crmesal P D6T 10X b mst_rdoert o oty
swlget MO 3 Fie 0070801 PP . FORN Toud FMAD o anTomT

Lagout select ww 3 Fie JnoTnEent M - WY Ted FMAD o DT 00T
yelvct VA 1 Fis 007N PEM . DN Tael FMAD o 0AaTE00T
gelect VA 31 Fabirg Loeoes OTOAIEM Harcars MCAD o MAEo00T
select VA 3 FidirgLosses OTRAISOS Haricars MCAD o BATSL00T
select VA 3 Fisting Lesses 200TREISOT o DASSS00T
welect Va 3 Fabeglosses 20070S1S o DASSS00T
select VA 3 Fistirg Lesses 200POENE o DASS00T

[

Prepare a New Mission Assignment (MA) (cont.)

ECAPS: Confirm Task Creation|
4. Select Yes to create a new
task.

Confirm Craating Task?

it MA task and sequence number wil be crasted o SORAEET Do you want 10 procesd?

Yor | Ma

Duick Rebrannes

o) Logent | FEMA

5. A Mission Assignment (MA)
form will display with Section |, =S e
Tracking Information g ssossf i [} o] s

T . V. Dascripsan DAL (MERCINCY MALACEMENT AGESEY Choa s MR 00 e AT
autortiliea: ; i st s e s oo

. State

o Action Request # - this is
the system generated
consecutive task ID
number

o Program Code/Event #
o Date/Time Rec’'d

e

e o 7o

This form is now in Draft status.

It can be edited or deleted by ':
you until you submit it to the =

approval process.

Tt s i 9106 | Do o

= Trams

P | L] PR
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NOTE: The task ID# will be displayed
at the top center of the screen
as well as just above the left
side menu. Make a note of it
for future reference.

All fields designated with a red
asterisk are required fields.

If you need additional instructions for
completing the form, there is a link at
the top center of the form to the
instructions that are printed on the
back of the OMB form.

6. Click on Section Il, Assistance

Requested. Fill out the
information on the data entry
window. Enter a short

description of the assistance
being requested in the
Assistance Requested field.
The Statement of Work will be
entered later. Enter the
Quantity (defaults to 1), Unit of
Measure (defaults to Each),
and Unit Price. Type in the
Date Required. Use the format
shown including the slashes.
The Internal Control Number is
used if cross-referencing this
request with another tracking
system.

7. Complete the Delivery Location
information by entering the
address where the work will be
performed and the Contact
data (usually the Agency POC
on site). The zip code must be
a valid zip code for that state or
enter five zeroes.

8. The Requestor is the person
who made the request.

Before selecting the POC, the
FEMA Project Officer, use the
Change Project Officer field
drop-down list to choose HQ,

Il. ASSISTANCE REQUESTED (Asterisk indicates required fields)

a http://166.112.208.22:8896, ecaps/mainservlet?actionType=DISPLAY_RF =10 x
-
Assistance Requested: (You may enter up to 4.000 characters) ISBEE characters left
Activate ESF 3 =
=l

= Quantity: |1 * Unit of Measure | Each 'I * Unit Price [25000.0

Date/Time Required: |02/09/2007  e.g. mmvddiyy

Internal Control =|

Delivery Location: yame ILinda

Address (509

City Chicago State |IL x| Zip [B0604

Contact I

Phone # Ext

1.'Requp,smr; |Lmda Choha

Phone #: |123-2676 Ext

Phone #: l— Ext l_

BavefCDntI Reset | Close |

| FPoc (Project Officer): [ADAMCIK, CARDL ANN Change Project Officer |SelectScope
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Region, or Disaster. Then
select the name from the drop-
down list. The list contains the
names of those people rostered
at HQ, at the Region, or in that
disaster with a role of Project
Officer. Notice that their phone
# populates automatically.

9. If this is an activation MA you can
select ACT Letters from the
menu on the left to generate a
template Activation Letter which
may be edited and printed.

*Requeslor: I Fober Townsend

Phone #: |(555) 222-6877 Ext
*POC (Project Officer): Change Project Officer ED‘ Scope >
Phone #: Ext

Sawve/Cont | Reset |

1S1% =0

Close |

it
" J

a El

ECAFS: MAIRFA

Hegion 3, SLate FA, THDR MATIZSE 10693 irall)  chck  sechon beadig 1o et

b Dot | veldete | subma | Pint |

Hequested
HLLE.C.
W, Description [

V. Coordinmtion | T )

VL. Route ifmr A, (Pernaybvaris) Incident 1SG0B0501 T et - Pernaybvaria (3584]
Vil. Obligation | Progesem CoxtEverd £ SOR. SEVERE STORMS AND FLOGOHNG
Attachments {7 |y

FEDLRAL DMERGEICY MANAGLMUIIT AGENCY |

Rk e ot
AR WA Form Piglrstions

LML, 180, 3067
A

Liepir #8 owamnbred

[ Action Aneuest # 17551083
| Do T Bic el COMITO00T 10009

To attach the edited letter to the
MA, save it to your computer and
then attach it using the
Attachment menu option.

10. Click on
e Save /Cont. to save your
entries and return to the

form,

e Reset to erase the entries in
the window but keep the
window open, or

e Close to close the window
without saving the data.

11. Click on Section Ill, Initial
Federal Coordination. The
entry window contains only the
assigned priority radio buttons.
Select the Priority level for this
task. The system will default to
Normal.

ACT Letters
Motes

@ Aeeivare XSF 3

[w 1 {Encr) DiateTate Raquiedt (TOG007
Deivery Locaton: Linda, 509, Chicage, L 60504

[ bdialix Airquesior Hare Lircda Choha

Inbox [ rtermai controte

Drafm
Search

| 2ehone Ph s 1232678 Dede OXOTR007

| POC Hame: ADaMCH, CARCL A | 24-tur m 25 Date. G207ANGT
flank Forms “Sate: Approwing Officesl (Figured for O & snd TAX Date
Hepors |, WITLAL FEDERAL COORDIMATION (Opevatloms Seetiomi 5
Acten to Wesrra EmbeTirs: D200 2007 15,01 frity: 01 Litssvrg Oarmen

2 Life sty O 4 Mot

il for sebimiting & Mission Ansigmmest Mot Broggoeis Rupart & FEMA fo inchocte cosl ot mhen Minsion §
ling The Mikaon Assgamest Kenthly Progeess Rapedt oan b d0cassed and sabrted online 2t

"
Motifications. | A F 57 Do e R AN DR 55 shim. The mew ALC momBer can 250 be Scoessed ot the web adsreas

JeLicERAA

-10] x|
1| 1L INITIAL FEDERAL COORDINATION {Operations Section) =
L

Priority: ¢ 1 Litesaving
2 Life Sustaining
" 3 High
4 Medum
@& 5 Narmal

/3 http:/ /tdl.ecaps.fema.net,/ecaps/mainserviet?actionType

Sawve/Cant. EFeset Close

3l

PR
L
H
7
ki
4
3
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12. You will note, in addition to the
Priority, Section Ill of the form
contains fields for Action to: and
Date/Time, even though they do
not display in the entry window.
Date/Time is autofilled. There
are two check boxes for Action
to: one for ESF # and one for
Other.

NOTE: The system defaults to
Other. To “check” the ESF #
box, an entry must be made
in the Agency POC field in
Section IV, Description,
beginning with the letters
ESF.

Il INITIAL FEDERAL COORDINATION {Operations Section)

Action to: Desre DateTime: (12472007 15:26

(e

Q3o
04 Merin

Prioity: 11 Liesaving
21 sustairing

B 5 pormat

1V, DESCRIPTION {Assigned Agency Action Officer)

ttlfwww Fema gowmaprogress . The new ALC rumber can also be accessed at the web ackdress

Mission Statement: Your aiency is responsible for submitting @ Mission Assignment Moniby Progress Report to FEMA to inciude cost data when Mission
Assignments take mare than 60 days o complete, Including billing. The Mission Assignment Monthly Progress Report can be accessed and submitted oi-line 2t

13 SeCtion IV, Description iS for 7 http://166.112.208.22:8896 /ecaps /mainserviet?actionType=DISPLAY_RFA_IV& i =] %l
. . IV, DESCRIPTION {Assigned A Action Offi —
entry Of the MISSIon Statement, Mission S('|(|e|||:J|I1l|'e:Y0?Jell:r:'em:'"up ul:»c:rl’)w()characrers) 3420 ¢f cters left
the dates’ ASSIQned Agency Activate to perform functions of Emergency Support Function ﬂ
selected from the drop-down Cha FERA Tegion < Repionad Gosravions Cemtar (e
list, and the Action Officer (onicn mag inrude supsort oo B5PHS, Tnformation mns ]
(Agency POC) name and PDE;J:SEI'JSI:?: from &0 mmdaany 1.‘lo &0 mmiddiayy
phone If the SOW IS too Iong Mission Assignment: ¥ New or 7 Amendment to MAﬁl
for the 4,000-character field, it * pssigned Agency: [(COE-MVD)  COE MISSISSIPFIVALLEY DI =
can be p rOVid ed as an Agency POC: (To check the ESF box in Section il Type *ESF-_" in this field. *Other” will defaust wo ESF specified )
IESF*B LINDA RICHARDSON
attaChment Phone #: |(312) 408-5370  Ext
Total Cost Estimate: $25,000.00
The Mission Statement field SaveCort | Resst |  Clsss
has a character counter just B
above the field so you will know '
when you've reached the
character limit.
Note that the End Date is a
required field.
If needed, SeleCt AttaChmentS ;I fecaps/mainservlet?actionType=DISPLA =lol=|r
from the menu options on the =l
. -19. List of Attachments
Ieft SIde Of the Screen and fOIIOW 1 Upload Attachments Instructions: i
the d i reCtionS on the entry ( ;;:]ﬁt&;g.a new document, =elect a document type from the doc type list (optional). Click here if you need to download
window. A list of attachments |3are S e o e sen
for the task will be listed by |:camsmentnicsmem oo i
Descrlptlon at the bOttom Of the i‘ Select Doc Type IScopefStatemem of Work j B
screen beIOW the fOI'm 1| Short Description |SOW document |
E Select File | Browse i
b Save/Cont. Savefadd Reset | Close | L
Open  Download File Hame Description Entered By Edit Delete J it
m E A Attachment.doc SOW document Lincta Choha ﬁ |:| J
PP —— S L -
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F p:// 166,
] V. COORDINATION (

Type of Mission

14. The Mission Assignment
Coordinator (MAC) usually

G890,/ ecaps; mainservietsaction 1 ype=DISPLAY_RFA_V =10 X

FEMA Use Only)

W " Direct Federal Assistance (State Cost Share: 0%, 10%, 25%)

completes Section V. Begin by
selecting the Type of Mission
Assignment. The standard
State Cost Share percentages
are shown in parentheses after
each mission type. Once the
Type is chosen, the Object
Class will autofill.

Percent:

Category
Fund Citation:

Appropriation
Code

15. Next, enter the State Cost
Share if this is a Direct

Federal Assistance mission.

When entering the State Cost Share, be s

HINT] the decimal point is in the correct place.

16. Enter the Commodity/
Activity Category, Fiscal
Year. The Organization
code defaults to the
Response and Recovery
Division for the Region
where the disaster is
located.

17. Select Section VI
Approval or Route from
the menu options on the
left side of the screen to
choose the names and
positions of those who
must approve this MA.

State Cost Share

: *Commonlity. Activity

" Technical Assi {State Cost Share: 0%)

@ Federal Operations Support (State Cost Share: 0%)

o—

Administrative Support

* *Fiscal *FundFin & . Fund
Year Code Pgm Organization L] Function
2007 x| 06 99540R | 40340000-RESPONSE & RECOVERY DIVISION j HERH D
Object
Class |25EH-MA- Federal operations administrative & management support j

Mizzion Assignment - Federal Operations Administrative and Managemsnt B
Support - Dismster—related. Obligations incurred for a mission
assignment to an OFA o provide administrative and logistical support,

including personnel, equipment, and supplies, to begin and maintain

E

" 770z

Sawve/Cont Reset Close

ure
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18. The Initiator and the Project
Officer are entered on the
routing list automatically.
Add the names of others
who will approve this
mission in  Section VI
Approvals. Select the
Level of approval needed
and the Scope from the
drop-down lists.

Note: The Initiator on the Route
is the person who entered the
MA and will not necessarily be
the same as the requester of the
action entered previously on the
form.

19. Select the name of the
person and then click
Append to add the person
to the list at the bottom of
the entry window.

Notice that clicking on the
“Move” arrows to the left of
the list can change the
order of the names. Since
the MAC should be first on
the route, click on the up
arrow next to their name so
they will be listed before the
Project Officer.

A name can be deleted by
using the Delete button at
the right side of the list.
These features are only
available for those whose
“signatures” have not been
obtained.

As the task is processed
through  Approval, each
signature will display on the
form.

—yyny
Route Elr
Level Scope Financial Program I
Misgion Assignment CDDrdmatorj Fegion = Q954DR L
Append Name: "
Epperson, Scat A (SEPPERSC) =]
Ford, Brian T (BFORD)
Moore, Tara T (TMOORE])
Raobinson, George A (GROBINSO)
“Wade, Famela K (FWADE) r
Zotn, Alfred N (AZ0TQ) 52
Append | i
r
Move arder lame Position Action Processed Remarks Delete I
a Linda Choha Submit 441142007
INTIATOR E:50 P |
1 Chiisting Bowman =
PROJECT OFFICER - B
2 Pamels Wade: = r
Mission Assignment Coordinator - -
Close | i
3 Region B, State AR, 6793DR. MAR110-17175 - Microsoft Internet Explorer
Route
Level | Mission Assignment Cuordinatorj Scope IRegion j
Append Name: foEr e A== i
Bowrnan, Patricia 5 (FBOWRMARN)
Fairley, MW (MFAIRLEY)
Feltner, Michelle L (MFELTMNER)
Fitzpatrick, Barbara D (BELLIS)
Fard, Brian T (BFORD) hd
"
/3 http://tdl.ecaps.fema.net /fecaps/mainservlet?actionType=INSERT_ROUTE_E =10l x| r
Route |
r
Level Scope Financial Pregram
Federal Approwving Officer j Fegion = 99540R
Append Name:
Adarncik, Caral Ann (CADAMCIK)  «
Alexander, Reo L (RALEXAND)
Armes, Karen E (KARMES)
Arriaga, Lillian (LARRIAGA)
Attiz. Diana L (DATTIA)
Augusting, Jocehyn (JAUGUSTH x|
Append
Move Order lame Position Action Processed Remarks Delete
0 Linda Choha Submit 152472007
INITIATOR 10:26 AM
\ 1 Eetty Ritchie =
PROJECT OFFICER
2 Reo Alexander I3
Mission Assignment Coordinator -
3 Karen &rmes [E|
Federal Approving Officer -
Close

Version 3.00 04/07
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All MAs require  the
signatures of a Mission
Assignment Coordinator
(MAC), a Project Officer, and
a Federal Approving Officer
(FAO). If the MA is for
Technical Assistance (TA) or
Direct Federal Assistance
(DFA), a State Approving
Official (SAO) must also
approve.

Other coordinating officials
may be added to the route. If
2 approvers in the same
capacity, such as Project
Officer/ Branch Chief, are
added to the route, only the
last signature is displayed on
the form.

A print option is available so
that the entire approval chain
can be printed and attached
to the form in the MA file.

20. When all the names have
been added, click Close.

NOTE: The Federal Approving
Official (FAQO) should
always be the Ilast
person on the routing
list. You must
designate only one FAO
on the routing.

21. Section VII, Obligation

el
. z http:/fweb3:BB96/: Imai let?actionTyp... £
displays the entry screen for

the MiSSion Assignment #1 :EI VII. OBLIGATION (FEMA Use Only)

Amendment #’ Amount thls Mission Assignment #: gggapr-pa-coE-Man-| 1 |V

Action, Cumulative Amount, X Py s S [
Date/Tlme Obllgated! and ] Cumulative Amount: —
Initials. The first fle|d, which E Date/Time Obligated: -
is the MA Sequence #, Initials: "
defaults to the first available & [SeverCom ] | Reset J Close f
number for that "
organization. It may be i e
edlted here |f necessary. srdinatnr (Prenarert Ren Slesandar
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22. The Amount This Action
field autofills from Section
IV. The Cumulative Amount
displays the total funding for
this mission once the funds
have been obligated.

23. Once all the information is
entered and you are ready
to process the Mission
Assignment (MA) through
the approval system, click
Validate. A list of missing
information will be displayed
at the top of the screen
above the form. If there is
any missing information
listed, except the approvals,
add it by selecting that
section on the form and
adding/editing the
information.

24. After the form has been
completed and validated,
and it is ready to begin the
Approval process, click
Submit.

It is recommended that you
print a copy for your file.
Selecting the Print button
will generate the OMB MA
form in PDF format. If the
SOW is longer than the
space provided on the OMB
form, the remainder will
print on an additional

page(s).

IV, Description
V. Coordination
VI-Route

VI, Obligation
Attachments (7}
ACT Letters

Notes

lag

Inbox
Drafts
Search

Blank Forms

ECAPS: MA/RFA

The farm failed validation testing. The following parts of the form are incormplate ar incorract

The specified Project Officer or the Alternate Project Officer rmust approve on the route
FAD approval is missing

Region 3, State PA, 99840R, MA=1255-10844 (Draft)  -click & section heading to ecit-
Delete | Walidate |  Submit Fint |

0.MB. HO. 3067-02T8

FEDERAL EMERGENCY MANAGEMENT AGENCY ‘ Click here for |

mMission WA Form instructions Expires llovember 30, 2007
1. TRACKING IFORMATION (FEMA Use Only}

State: PA Incidert Test - (3984) ‘ Action Request # 125510844

Program Cose/Event #: 9984DR-SEVERE STORMS AND FLOODING ‘ Date/Time Rec'd: 04/11/2007 18:50

Il. ASSISTANCE REQUESTED

Enter 2 brisf description of the raquest

Quantty: 1 (Each) DatefTime Required: 0122007 Internal Controf#:

Deiivery Locatiors FEMA, 23 Main St, Anytown, MD 21727

Infistar/Reguestor Mame: Robert Townsend ‘ 24-hour Ph #3: (555) 222-6877 Date; 04/11/2007

POC hame: BOWMAN, CHRISTRIA M ‘ 24-hour Ph #s: (703) 282-8540 Date: 044112007

“State Approving Official (Recuired for DFA and TAY Date

Il IMITIAL FEDERAL COORDINATION {Operations Section)

Action to: DOEsFx DateTine: 04/11/2007 18:44 Priority: 011 Litesaving O3 High ® 5 pormal
X other: O 2Lite sustaining O & tectium
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25.

26.

27.

28.

You will be prompted to
Confirm Action. Click Yes.

This will move the task from
a Draft status to Open.

NOTE: Once a task has
been submitted, the
information may be edited
by the MAC if the task is in
their Inbox and they're first
on the route, or by a user
that has ATOPS authority,
but only when the task is in
an Open status.

You will be notified that the
action has been sent to the
Project Officer (or whoever
is next on the routing list).

Once the MA has been
submitted, it can be
accessed  through  the
Search screen.

See page 27 for detailed
instructions.

A Log will be available,
once the task is created, to
enter pertinent information
regarding this task. The
Log button is available for
all tasks. Highlight the task
by clicking the radio button
to the left of the task and
then click Log. The Log is
available for the life of the
task. If you have selected
View Form, the Log is a

View Form

Delete Validate Submit

ECAFS: Confirm Actio|

Blank Forms

Reports

ew ECTINED

Notifications

Preferences

QuickReference

Logout

Confirm Action?

Are you sure that you want to submit MA #1255-108447

‘res No

Inbox:

Drafts —
Search
Blank Forms

Reports

Hew EESINE

Notifications

Preferences
Quick Reference

Logout

Task #1255-10844

The task has been submitted to Pamela Wade

Blank Forms
Heports

Chack InfOut |

Inbex: 40-1 (2}, MAIRFA (4)

Fatosh | ViewFom | Loa | Approwe |

Rojoct | Copy |

ew TN
Select Check bt Fir Pgem 5t ey Type 108
Motifications T T heckoug TOMDR AL 4 MA 1255984
Prafarances I cneck Cug TIRADR AL 4 401 12888843
T Owck O BI290R LA B 401 12555730
Quick Refaronce I cneckoug TOMS0R LA 6 MA 12558647
I check Gt TIRSDR LA G MA 12550085

TODR LA B MA 12858570
Legeut owckou

Amended

Bocumend [ ik o ThmmLog b9 Project Offices  Line Been Beseription

TMDRALNMAHIZ00 $45000 Croha, Linds L
I000 Crisha, Lt L
400000 Croha, Lindn L

TOHECALALOTONY $2.50000 Croha, Linga L

THALRLALST 06 400000 WADL, FAMELA M

TOASDRLACCE MV 800 1,000,000 00 Ve, Prartia ¥

- Purchase wiker

Purctase  Casier Yideo

- ALP . Epapment eking prot cabies
« PICH P WIMAT.E CACHE AND DELIVER

Actvats LSFH - Tasting e skaty for i

Stadn b rmcpamating Tchinal Assdmwce

. . Chackinitut | Rewesh | viewFom | g | Approve |  Rees | copy | [
menu option on the left side p—
of the screen. B
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If the task is not in your
Inbox, locate it by using the
Search option. Select the
appropriate task by clicking
on the radio button to
highlight the task. Click on
the Log button at the top of
the list.

If the search brings back
too large a list, you can
narrow your search by
clicking the Refine button to
be more specific with your
search criteria.

29. Notes can be added to a
task at any time by
selecting the task and
clicking View Form. Select
the Notes option on the Ig
side of the screen.

You may have view only
rights to the form depending
on your role, but will still be
able to add Notes.

30. Any notes added to a task
will be displayed below the
form at the bottom of the
screen.

ECAPS: Search

Drafs
Soarch it List
Blank Forms

Hapere Search Results: 40-1 (0), MAIRFA {1)

Motifications:

Prafarences

ViewFom | log | comy Pin | Rane |

i Arended
Selact FnFgm 51 Reg Type 103 Daeument I Total Castif) Status Froject Officer Line Rem Deseription
Quick Refaranca Bosumnent B
& MEDR PA 3 MA 125510844 DIGSDRPASRADIDD FIE000 Opery  BOVWMAN, CHREETILA M - Briar & brim] dnscription of e racponsd

Lagaut

View Fom Log Copy piet | meine |

Reeglon 3, State PA, 35400, MAZI255-10844 (0fien) ok & section heading fo ndi-
Chock Dut | Validste Print
senchmar B N S I
o L TRACKING IFnass v Ty
Leg St P (o 1122082000 ecaps/ moinserviet7action | ype =DISPLAT. NI ES I (=] 1 |
Program Coce [ Addd Note =
I L ASSISTANCE [ hg
Nrafts |
Search Encer o Bede| Note (You may enter up to 7,00 chaactes) 23000 charactess lelt
Blank Forms =
Reports Gunnety 1 (Eack
Devery Locstior |
intistor fiepaest: 7
new TS| —r——— SoviCont | Sevetrdd | Reset | Cose | Pem | -
*State Apprening
Notifications wmmAL FROR| Edi Subject Hote: Author Time Delete
Biction ta: There are no notes for this tazh. 5 poormal
bur
v, DESCRIPTION
Quick Reference Misabon Stater | |
Anaignments 2k penmitted an-line at
P S e e

V. COORDINATION (FEMA, Use Only)

O Technical Assistance
State Cost Share (0%)

O birect Federal Assistance
State Cost Share (0%, 10%, 25%)

O Federal Operations Support
State Cost Shars (0%)

Type of MA:

State Cost Share Percent: 0.0% | State Cost Share Amournt: $0.00

Fund Citation:  -05-6793DR-  -MKMX- D | Appropriation Code: TOXOT02

Mission Assignment Coordinator (Preparer) Date
“FENA, Project Officer Branch Chief (Program Approvel). Dete
*CamptrollerFunds Control (Fnds Revisv) Date:
V. APPROVAL

*State Appraving Official (requived for DF& and TA). Joate
**Fedderal Approving Official (reguired for al)  pete

VIl. OBLIGATION (FEMA Use Only)

Wlission Assignment # 6793DR-AR-DOT-15 | Amaunt This Action: $6,250.00 | DateTime Obligatey.

Amendmert # 00 [ cumuistive Amourt: 56,250.00 [ ritats

HOTES:
Test Notes - Linda Choha 112172003

This is a test to show where the Notes will be displayed once they are entered for a Mission Assignuent.
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Approvals

1. Log in to eCAPS. Your

Inbox will display.

If new tasks are sent to you
while you are working in
eCAPS, they will not
automatically display in your
Inbox. The Inbox can be
refreshed at anytime by
clicking on the Refresh
button.

The Inbox will display 10
tasks at a time. If your Inbox
contains more than that, you
may use the drop down list
to select a range or select
Show All.

At the top of the Inbox there

& o i
are totals for the number of — > '"bexd01 (18 MARFAGR)

40-1’s and the number of
MA'’s in your box.

If you wish to print a list of all
of the tasks in your Inbox,
scroll all the way to the right
and there is a Print Li
option at the top of the
screen.

2. Highlight the appropriate
task by clicking the radio
button next to it and
selecting View Form.

You may Approve a task
directly from your Inbox by
clicking the radio button next
to the task and clicking
Approve, however it s
recommended that you view
the task before approving it.

Inbox: 40-1 (18], MA/RFA (19]

Checkinut |  Feiresh | ViewFarn | leg | Amprove | Reea

Copy | Pam |
[ 2] sow s
l Amnended
Selec b il Fin Pgns 51 By Type S0 Document B e o TO Gl Project Officar Line e Bescsiption

©f T checkouw S8HER PA 3 WA 125510044 SOMORPASBAGC0 5250000 BEWMAN, CHRZSTINA M - Enter = bried dercripton of the requast

T Crech g W6OR PR 3 A 1355.10175 SRBSORRANEATIN O KRMES, KARES E —

" [ Crech ot TMSDR LA B 800 12550443 ¥2.500 000 ) WADE, PANELAH - Lieabe 80000 30 # 0l fronere okt storsge in Mokl AL fo

" [ Check 0od TISDR LA 6 801 12555440 0000000 WADE, PAMELA K Locete 50,000 S 01 freezerikoid Morsge n motie Am forst

I Chechou TSR LA & a0 12! 39500000 WADE, PAMELA K « Purchase Oifice Supobes 1or ute in Dusaster Axsitance Ce.

Misin Assigrtent for (1eezer Cold SAcrage Freszer

LA & 400 12555 500,000 00000 WADL, PANILA K

I Checkont TOISER LA & MA 12880476 FMSDIADOTIOD FrTp ey — g

" checkou TR LA 6 WA 12550430 TO4SDRLADGTIZN 000 Wde, Prartola K - Achresle EZF |

" [ CheckCut TMSDR LA 6 404 12550714 37245500 Vade, Pameia K <1 e

comeuner moraoes

4
=
[
T T checkou TSR
pe
[
¢
T Check Cud TS0 LA & 801 12958655 500000 Wease, Parmesa K Epany-a

ChockinDut | Rotesh | ViowFom Log | _Appeowe | Paiec Copy | _ Penn

= ECAPS:inbox

Edprint List

again to reverse the sort, 12/2007 03:11 PM GMWT

Retresh | V\eanrml Log | Approve | Reject

et | showing 1- 10 of 37

Document ID ;")'Z'r"“':r"" 1p Total Costi$)  Project Officer @ Item Description ';:l‘:m e
4 9984DRPASEAC 00 $2,500.00 B - Enter  brief description of the recuest. 0471202007
5 99B4DRPATUSADI0D “ARMES, KAREN E - astifasct 0572512008

F2,500,000.00 WADE,PAMELAK - Locate 50,000 5. ft. of freszericold storage in Mobile AL for ice 0zmBE00S

$100,000.00 WADE, PAMELA K - Looste 50, 000 Sq of freezer/cold storage in moble Als forstorage staging (12/08/2005

$15,000.00 WADE, PAMELA K - Purchase Office Supplies for use in Disaster Assistance Certer (DAC)  (2M03/2005
$500,000,000.00 WADE, PAMELA K - Mizsin Assignment for Freezer Cold Storage Freezer 0210872005
TO45DRLADOTY 000 $0.00 Wade, Pamela K - BCERS 02/08/2005
7045DRLADOTI 200 30.00 Wade, Pamela K - Activate ESF 1 02108/2005
37246500 Wade, Pamela K - Hum Ve 06/16/2004
§8,000.00 Wade, Famela K . i:;':z;"e' LEIE 0671672004

Refresh “iew Farm Log Approve Reject Copy Print
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3. The task will display. The
Approve button is located at
the top of the screen.

Once the task has been
reviewed, and any additions
or corrections have been
made, click on:

Validate — correct any items
necessary if you have
sufficient authority. If not,
reject it back to the MAC
with  comments on the
corrections needed.

Approve — vyou will be
prompted to Confirm Approval
and enter Remarks.

Reject — you will be prompted
to Confirm Rejection and
enter Remarks. Please enter
a reason for the rejection.

Cancel - this button will
cancel the task and remove it
from the routing. It will no
longer be visible in eCAPS
after 30 minutes. (To restore
see Step 8)

Print — to generate a copy of
the OMB form for printing.

4. When you select Approve, a
validation check is run by the
system and you are asked to
Confirm Approval. You may
enter Remarks before
approving.

ECAFS: MA/RFA

Region 3, State PA, SORI0R, MATI 2SS 1081 (Open)  -chok & section headng 1o o8-
Checkin | Apprve | Rejeet | ConcelTask|  Validew | Pt |

ALK, 10, 10678778
Expir s Hovermibes 30, 2047

V. Doscription

FEDRRAL EMERGEINCY MAIAGEMENE AGHICT I

ok leve for
MRy i Form sructions

e L FRACKIEIG N CRMATICN (FEMA (e Ory)

YEFouly Saadr - et 19H0R001 T« ) Action Fepaeed # 125510544
ViL. Dbligation Frogran CoceEvent #. S0 SEVERE STORMS AND FLOCONG | Duce/Tine oec'd (A 20007 1322
Attachmants [ I ASSILANCE RECUESTED
ACT Latters
Notes
(g Bmtar s brist Sescripticn of the Temet,
ihan Gty 1 (Lach) | stertine Raurea tnzmer | rtsme Gortroar
Dickvery Lexcaion FEMA_ 23 b S1_ Arstirwn, WD 21727
e Intioton Frequestor heme: fivber Townsend [ 2o o o (555 222-6877 Gt 0415 232007
Sanrek PG Nama: IKANMAR, GHRTSTHA M [ hova P s iy a0 [
Hinnk Forms Stk g Offcinl (rcpses for DF A arad TA) oete
Rt WL MITLAL FEDERAL COORDBIATION (Operations Section)
== Ackonts Dlesre CoeTimes G4 12007 1044 Prarty 1 Litesaving O3 hgh 5 hormal
= * M Cner Dzunesusionng  Dldbiosum
New m IV, DESCIIPTRON (A ssigned Agency Action Oificor )
Wission Seatement: Tour apency /s reapanaibie for submiming g Assion & ‘ Fepart i FEMA dieta wien Mizaion
- Lusing, The P

% 7y A ragr
Natifications B T QO ORI DUSI S8 SN T nw AL SUTBET Caf 150 be SCC#SSHT It the weD S0kIESS

Preferences

| T — T T ——

mad (e

ECAPS: Confirm Approve/Reject

e Checkin | ViewFom | ConcelTosk| Validete | Pt |
Suaich
SaakForma Confirm Approval
R fou have selecied to approve WA #1 25510044, continue?
How | 1 3pprovs an the
Nolifications
[ E— Remmarks [You may enter up to 2000 charactors: 2000 charactars lef
|
Quick Reference
|

Legeu
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5. Once you select Yes, the task
is forwarded to the next person
on the routing.

6. Once the FAO approves the
task moves to ES for the
Comptroller to certify funds.

The status changes to Closed
(C). Once the Comptroller
certifies funds, the status
changes to IFMIS Closed (I).

Cancelled Task

7. To restore a cancelled task
within 30 minutes of the
cancellation, the Project officer
will Search for and highlight
the task.

When a task is cancelled, the
status changes to “X".

2 @ FEMA=

e £

Inbox

Sign For
Drafls
Sanrch
Blank Forms

Roports

o I [

Motilientisne

Preferences L]
Quick Reference

Legeut 3

ECAPS: ApproveReject

ViewFam | Cancal Validate | Print

Approve (Region 3, State PA, 9584DR. MA#1255-10583 (Open))

3) has beon forwarded 10 Mission Assignment Cocedinator user RALEXAND

s successhully processed

Hame Pasmion Aetion Processed Memarks
Lirsda Chohs B BT

HTATOR FO5PM

Diar Amin Bppuiem 1T

Project Crficer 5P

Vo Alnzsies
Mission Assigravent Coordinaten
Hawen e

Faasrsl Apgroving Cthicar

Betty Filchic
PROJECT OFFICER

Cotthf IRbox
Inbox

Sign Far

Dvalts

Search

Hlank Forms

Heports

e CCTIE

Notifications

™
Preferences ]

1
Quick Reference
Logout 3

CRCK et B0 Fefurm 1o h Teni,

ECAPS: Approve/Raject

ViewFom | Cancel | Validasa Pt |

Approve (Reglon 3, State PA, 99240DR, MABI 25510579 (Open))

DOV, has been
0 ES a3 Support

sfully pros

e Position Action Processed Resnarke
Lirein Chiha Suderd 1rRn00T

TIATOR EC Y

Joharna Harrls Apgrove 12007

FROVECT OFFICER a1

Fiasa Admnaner Aggrive NRERT

Mizsion Assigrment Coordneter TaIPM

Haren Armes Apgrove 1250007

Fedtral Appraving Ofticse 1AM

ot Wbox
Inbax

Slgn For

[rafts

Search

Hlank Forms

Reports

o

ECAPS: Search

Eerinr

Search Results: 40-1 (0), MAIRFA (1)

viewFom | Log | copy | Prm |
Notifications e
Fenfararican Sl_l?ﬂ FinPgm 5t Reg Typs 0% Pocunnemt 11 Do o Total Costith Status  Project Officer  Line Rem Desctiptis
|| oMok PA 3 MA 1SS SEADRPAILISADIND .00 Canceled ARNES, KAFRINE - sscissdr
Quick Reference
Legeut
iew Fom log | Copy Frint FRefine |

Version 3.00 04/07

eCAPS for MAs

Page 24



8. Click on the Restore button at
the top or bottom of the list.

9. You will be asked to confirm
your action. Click Yes and Add
Notes as needed.

10. Reject

When a task is rejected by
someone on the route, they
are asked to confirm the
rejection. Enter a reason for
the rejection. The task will then
be routed back to the MAC.

11. At this point, you may go
back to the form, print a copy
of the form, go back to the
Inbox by clickihg Home, or

Logout of eCAPS.

Vil, Obligation
Atachments

search
Hiamk Farms

Hepars

e CEENNE)

b

Sign For

Blank Forms:

Heports

ew

Matifications

Fraforonces
GQuick Reference

Logout

A FEMA—

ECAPS: MARFA

Bagion 1, State PA, YH0IDR, MASIFSE 176 (Cancelled)  -cick & pacton heading i #38.

Fuestoen Print

FEDERAL EMERGERCT MANACEMENT AGENCY Clck hars o
IO A WA Form Patructions

Tipiass
L TRACKING BIFORMATION (FEMA Use Oy}

St [ peamae 1525 10125

OME WO NI |
Mavernties 3. 2087

Froqram Codallvent # SMORSEVIRE STORMS AND FLOCORG
L ASSITAICE REGESTED

EutTne P R85 1558

andtasar

Gty 1 ok Tommrmeeaies ez [ rerearcoies

Dby Location: FIMA, $45 Tim 52, Ariown, WD 1737

b i s A LT T [acamma
PO e AR, KA Tovrme mos pem HEe e
“Son Apgeving GricelPacred or UF A ara TAY T
L WHTIAL FEDERAL Sectiont )
Aton by Oesrr DatarTom AIS0008 1998 Prievty. D1 Ltsawrg Oamgn L ETE
B e Oemsioeg  Dlabisaim
V- BESE830 Thom (s sk Agency Aeslon Oficers
Mision Sttements rrar azency 1 e ssosaibie fr sabmiing o Muae m
cemeish. . Fest can b P

ECAFS: Confirm Action

i P Print I

Confirm Action?

Are you sune it you wird 10 restore MA #1255-10126 and bring it back 1o the sgeroval process?

Add Hots
Subjust

Hote (fou mkay enter up 1o 2000 chatactorsy

2000 chaactans laf

e | Mo

Mank Farms
Ropors

Hotifications

Proforences

Qulck Reference

Lagaul

Creckin | viewForm | ConcelTask|  valgaim | P |

Cenfirm Rejection
You have selocted 10 reject MA #125510128, contne?

Romarks (¥ou may cater up o 2,000 chasacters: F00 charactars tatt

ECAPS: Confirm Approvo/Rgjoct
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Search for an Existing Task

From the main eCAPS
screen, click on Search
from the menu on the left
side of the screen.

Select the criteria for the
search. If you know the
task ID#, enter it and click
on Search at the bottom
of the screen. If not, then
select the criteria from the
drop-down lists. It is not
necessary to select
something from every list,
but be as specific as
possible. Narrow down
the search so the system
will not slow down trying
to return large amounts of
data. Click on Search.

Inbex
Dyafs

Search
Blank Forms:
Heparts

Nolifications

Preferences

Quick Helerence

Logout

A FEM

Check Inf0ut |

Fetesh | viewFom | Log

Inbox: 40-1 (2), MAIRF A (4)

| _Approve |  Rewst | copy |

Select Chmek i Out FinPgim 51 ey Typs 08 Document 10

€ T Check Gur TOMOR AL 4 WA 1254-0M4 TOBDRALNMAHIDN0
I7 Checkoue TOMOR AL 4 401 12555043
T Coeckoug B090R LA B 401 12558730
I Checkdur TOMOR LA 6 A 1256-00E7 TASDRLADOTUTIO
I Check Ot TOSSDR LA 6 MA 12558695 T045DRLADGTOR00

™ [ Cneckont TOISDR LA B MA

Chackinut |

1286.BET0 TIMSDRLACOE MV 00

Retesh | ViewFom Log

mnmam {ibor Log[ih) Project Officas  Lime Marm Dcer ption

ERO0 Croha Lindal - Puchae e

$200.00 Croha,LindslL  « Furchase  (zaster Video

400000 Choha, Lindal .+ ADP - Expiprmend ineludig pried cables
S2E0000 Croha, Lnash - PR YMATL CACHE AND DELIVIR
400000 WADE, PAMELA K - Actiate ESFH) - Testing the sbllty tor

100000000 W, Prrresia ¥ - adn it ronpmiting Trchinal Assistance

| _Aepowe | Rewct | Copy |

Home | Logout | FEMA

Inbox
Drafs
Saarch

Hlank Forms

Heports

o CEEE

Motifications

Proefarences

Quick Reference

Legeut

<4 FEMA:

Solect search criteria:

Search Existing Tasks

Task I - Document Contrel o1 Mission Assignment Ho, I

ECAFS: Soarch Tasks

Line hem Key Words |

Dates  Dates Submtied from o
POP 2 Dute from
PO End Dot

Piomac: © ves Chn (unuunihyﬁﬂwﬁyflllgmy 3-.II
Total Cost (4} (\"W?"

Qs  amater man

Cancalled

(ng meina)
reg ]

Reglan  State

Agen

(1uw 1ST ARMY

(BUSA) STHARMY
Cemween 2 m _| [ACTION)  ACTION

Suige
I rzzosu
384 k Regb 0K OF, DDMS OF It!s'l
R Foeg 10WA WA DOME OF TEST
.'j /80R Reg6 T T DOMS OF TEST =
Tacks [ P o<ition Typo [Sanci poonon =]

Initiatied by mie
Apprenad by me
Funjarctod by ma

Search |

(. TRy

Besel |

If you need to locate a task that has not started the approval process, do not narrow
the search by selecting a specific status. The resulting list will include Drafts entered
by others but not submitted yet.
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The resulting list may
be sorted by clicking
on a column title.
Click again to sort in
reverse order.

-

BIDR
AR
AR
EE
e
waE
FEALN
LR
oEATR

D00 D

a98aR

Highlight the

T-10 ] sew

SelectlinPan = 5 Réa Type D=

E

FEEEFEFEZE

Search Results: 40-1 [0}, MAIRFA (41)

WView Fom |

Log

| copy | [ Em ]

Rafina |

Armenuded

Documvent I i,

129510779 SIBADRPACDE-NAD 400

128610738 SAADRPACOE-NADOR FIBADRPACCENADOAOD $100,000.00 Clased ARNCLD, DONRA J

Total Costid) Status Profect OfMes

$10000 Clased Brcker Oreenses

125610746 0040

110747 SHORPACOE-NADITH SEMORPACOENADITON

V210713 FRMORPASLISATNNG

1255002 SRARPACOESTmO0
125610717 ERAORPACOE- NADT 00
125510726 SIB4DRPACOE SADOBD0
12551071 SIBIORPACOE. TADON0

125510708 MBLAPADOOOSDN

View Farm |

8200, Clozed FARLEY, MW
$5.00000 Clozed BUMKER, BRAND
F2O0000 Cloted Vwd, Casswars
F2000000 Clozed BRHER, TERFY |
00000 Clased Arnod, Dorv J
335,000 00 Closed CARR, BERMCE P
FIELO000 Closmed Hchelt, Jobny
00000 Closenl ARMES, KAREN E

Frint |

Line Merm Deactgtin
, Donaid - This b 10 St capaedty of user logna for class

- Amerciment #1 In increase funing and xiend end.

22 fureing
B - Ammend WA to add $5000.00 10 procure codies snd
- Détense Coordnatng Oicer & S1am Dement (D00
- Tis actvate ESFO
Agrvele ESF #3
Activale ESF 1 ko the RRCC Regon IV due fo Hurics
Activabm el copy ERT.N arad Frome gy Syt

- Activale ESF £3 ko sugpert thes Reggon ardke ok F

Rafina

appropriate task by
clicking the radio
button at the left side -
0 e ask. ou Inbox: 40-1 (2), MAIRFA (4)
may select: /
by that column; click again to reverse the sor Linda Choha - 04422007 06:28 Fi GWT
Check InfOut Refresh Wiew Form Log | Approve | Reject Copy Frint
[ ] V| ew Form to V|eW - St Reg Type Dz Document ID Sﬁﬁﬂmm Total Cost($) Project Officer Line ftem Descri aem(:mme
h k AL 4 M4 1255-934¢ 7084DRALNMAHO200 $450.00 CHOHA, LINDAL - Purchase waler 010as20m
the tas ) AL 4 4041 12558343 $200.00 Choha,Lindal - Purchase a Disaster Video 01037200
L& B MA  1255-8570 7045DRLACCE-MVD1900 $1,000,000.00 Wade, Pamels I - State is requesting Tegfial Assistance to sid them in accomplishing pr... D428/200-
L LOg tO record LA & MA 12553597 T045DRLADOTOTON $2,500.00 Choha,Lindal - PICK UP YMAT-EZACHE AND DELIVER TO DFO N MSSISSIPRI 085200
pertlnent L& 6 M4 1255-8595 7045DRLADOTOS0D 54,000.00 WADE, PAMELA K - Activate EIF#1 - Teating the abiity for the MAC to re-enter detaona .. D5HE/200-
. . LA B 4041 12558730 400000 Chohs,Lindal - ADBZEquipment ncluding prit cales 677200
fi t for th
Information ftor e
processing of the
task.
Check InfOut Retresh Yiew Farm Log Approve Reject Copy Print
e Copy is not L
H )
applicable to MA’s.
e Print a copy of the
e Refine takes you INBOX TASKS e e
back to the Search
As of Date: S4127007 #6511 FM GMT
screen.
/ 0.1 {18), MARFA (19}
. . :"';: P::'“ 1 Reg Type  Taskid Document I D::I::‘l:dll Total Cost m‘: Ll M Desciiption “m:':mv |
e Print List — at the pias ot
. o WMOR PA 3 WA 255026 SEBADRFATUSAGI00 0100 Hl.Fﬂl.E anutans Ltreteti )
top far right of the = e, | Lo .
et TOMDR LA B A0 12668443 S2S0000000 PAMILA  fraesericosd shorsge inMobde AL | (2OBI005
Results  screen . T
. . heck oneem LA B 404 12650440 $100,000.00 :n”n:u :_-l::;r:ﬁnl;:-\:;l;“l 12080005
will print  the o o
i S PI —— SO PAMELA hoaath Avsimes Cate | G2en0s
- : e
L) OACY
report format. ThIS e R LA B 1M ¥ e I Ty 02050005
» ok Soeage
makes the SearCh SRk MR LA B MA 12550435 TOMSDRLADOTION T B RS 3080005
option an effective TR n a6 WA 185008 T0DALACOTIND I -
ad hoc reporting =3 e Py s e e P T —
tool. You can Ga T TR B a1z w0 DR Ceaa b -

specify

parameters and
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return a subset of
tasks matching
the criteria you
specified.

5. When finished, click
on:

e Home (located at
the bottom of the
screen) — to return
to the main eCAPS
screen.

e Logout (located on
the left and bottom
of the screen) — to
log out of eCAPS.

e Any of the options
on the left side of
the screen to
process other
tasks.
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Amending a Mission Assignment

1. To amend a Mission
Assignment, use the Search
option to locate the MA to be
amended. Highlight the task
and click View Form.

Orafs

Saarch

NOTE: An amendment cannot be
created until the status of the
original MA and all previous
amendments to this task are
Closed or IFMIS Closed.

Olank Forms

Heports

Netifications

Preferences
Qulek Referenes’

| ageut

2. Click on the Amend button.
There is one at the top of the
form. The screen will
confirm creation of an
amendment MA. Jot down
the new task ID# and verify
that the original task ID# is
the one you want to amend.
Click OK then View Form to
view the amendment.

WA W4256.-10681
Haun -
Adtachmants [}

Inbax
Uralls
Search
Hlank Farms
Reparks

e ST

Hotifications.

Preferences

ECAFS: MA/RFA

Region ). State PA, 950400, MASIH5S 1450 (Closed) Chck & sechon Feesdng to edi.
CreckOut | Amend | Pin |

OMB. D10, M T-R2TE

FEDERAL EMERGEINC Y MAILACEMENT AGENCY
it Novernibin 39, 7007

Cligh here tor
MISSION ASSIGHMENT (MA} n

L TRACKNIG BFORMATION (FEMA Use Onbyp

Stute: P8 IO Tt - 7 I 12551050

g Coetoet ¥ VAR STV TGRS RO FLOSCND a4 37007 1975

I, ATEISTANCE PEQUES TED
asning

Gty 1 (Ech) Dot Tive Required 01036007 | Ftermal Contros

Dmberry Location: Lo oo, 173 Main 51, Cly, MD 28737

IndtorFequesior Name: Harry Merbert | 24-rour Fh e (555822440 Dpbe: 040 202007
PO Hame: CHOHA, LD L -nour P 5 (700) TG540 Date: 04N 202007
“izain Apgroveeg Otcial (Regand tor DF A sl TA) Ot

L INTLAL FEDERAL COORDBIATION (Oper stians Seemisn)

Actinia Wesre CatesTime: 0023007 1023 Priety (14 Litesawing D arigh Dz normal
Ol ctner: O 21ite sustunng W 5 ecium

., A

Misshon Statement: You apency subming & Report to FEAA b0 i Mizsion

Assigrments ek moce thar 80 deys bo compiete, including biling. The Misaizn Asaiznment Kbl Progress Srpset can be accessed and submiied oo line ol

i 00 TSI b B The m ALC Bl £a0 aU50 D 3000 804 41 e Wi Sddreas

ECAFS: MARFA Amend

ChackOw | ViewForm Prnt |

Cenfirmation

¥ou have craniad an smandmant (1245 10845 for tagk 128610581
Click on Ok bulton to view the amendmer.

x|

3. The amendment form will
display with all the original
MA information. The MA
number(s) for the original
and all existing amendments
will display above it. The
original MA will be
designated with a K. To
view the original or one of
the amendments, click on
the task ID.

Il Assistance
Requésted
HELEC.
V. Description
V. Coordination
VI-Route
VII. Obligation
Attachments (0}
ACT Letters
Notes

Log

Inbox
Drafis
Search
Bilank Forms

Reporis

The new amendment form
will display with all the
original information minus
the approval signatures.

Natifications

Preferences

ECAPS: MARFA

Humber TaskID  TaskSts Description Type DueDate Funding  Balance

v 9934DR-PADOD-01-00 1255-10581 Closed  testing FOS 015302007 §10000  $10000

G884DR-PA-DCD-01-01 | 1255-10845 Drait
Region 3, State PA, 9984DR, MAZ1255-10845 (Draft)  -ciick & section headling to edt-

Delste Validate | Submit Print |

testing FOS 04422007 $10000  $20000

0.M.B. HO. 3067-0278

FEDERAL EMERGENCY MANAGEMENT AGENCY
Mission (Ma) Expires Nlovember 30, 2007

lick here for
M Form Instructions

1. TRACKING INFORMATION (FEMA Use Only)

State: PA Incidert: Test -

Program Code/Event # 3334DR-SEVERE STORMS AND FLOODING
Il ASSISTANCE REQUESTED

‘ Action Request # 125510845
‘ Date/Time Rec'd: D4/1202007 1336

(99541

testing

Guaniiy. 1 (Each)
Delivery Locstion: Lynn Doe, 123 Main S, City, MD 21727
Infistor Reuestor Name: Harry Herbert

POC Nt CHOHA, LINDA L

‘ Date/Time Reqirect 0471 262007 | Internal Cortro: Amendment of Task 125510581

‘ 24-hour Ph #s: (355) 622-4444 Date: 04/1202007

‘ 24-hour Ph #s: (703) 232-9540

Date: 04/1212007

*State Approving Official (Respredd for DFA and TAY Dte

Il INTIAL FEDERAL COORDIATION (Operations Section)

Action to: M EsF: Dete/Time: 04122007 18:36 | Priortty: (1 Lifesaving O3 High O Normal
O Gt D2 Life sustaining 4 Mecum

\aneus A etinn 6ficart

However, the original
approval list will be attached
so that the same people can
approve the amendment.
The list may be edited if
changes are needed.
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4. Edit the fields required to
reflect the changes; i.e.
additional funds, change of
Project Officer, de-obligation
of funds, etc. Verify dates to
ensure they are correct.

5. When all changes have
been completed, click
Validate. If no further
changes are required by the
validation procedure, click
Submit to begin the
approval process.

Version 3.00 04/07 eCAPS for MAs Page 30



Preferences

1.

You can set the method of
notification and frequency of
notification updates by using the

Preferences option on the
menu at the left side of the
screen.

I

Enter your email address and/or
your pager number, then click
the appropriate box(es). Set the
frequency for notification by
selecting from the drop-down
list.

Inbox

Drafts

Search

Blank Forms

Preferences

Quick Reference

Logout

Preferences - Linda Choha

ECAPS: Preferences

Email Address|lchoha@dhs. gov
Voice Phone Number |(555) 223-8795

Pager PIN|
Pager Service[SkyTel =

Notify me by email when | have a new notification. ¥
Notify me with a page when | have a new notification. [~

Update my notifications every |15 ~| minutes.
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Reports

1. Select Reports from the menu on
the left side of the screen.

2. Highlight the Financial Program,
then the desired Report Type.
Click the Display button.

Caution: The reports will take some
time to load and it may appear as
though nothing is happening. Be
patient.

3. Here is a list of the Reports
available in this version.

The following are sample displays
of each of the reports.

4. The Activities Log will list

Notifiestises

Frefaramees

Ouick Helerames

1. Seluet Dinarstan &1

Sunge

2. Select Report Type

Display Reports

kA Tao Date Chart

M Amend Log
M Expired List

kA Amend Log With State Cost

40-1 Log

kA Allocated/Obligated
Mission Assignments
M4 Log

Disaster Response Mission Assignments

ECAPS: Roports

-

v

Smige
I Tzmsuy

ACTIVITIES LOG

everything in eCAPS for that PA-9984DR PRTO————
disaster. You can sort columns by _—
. . Task I Buee Bate  SRe Frissiy st Type > Sin :‘.m S
clicking 4 on the column header. T e B PRI PR [ P
5"”; 2007.04-08 Hon A m COEMD
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5.

If MA Allocated/Obligated is
selected, this report will display.
Use your browser toolbar to print
a hard copy of any of the
following reports.

If Mission Assignment is selected,
this report will display.

If MA Log is selected the report
will display on the screen. Notice
that the description field has been
expanded. The SOW will only be
displayed on the original. There is
a check mark in the left column to
denote the original MA and the
related amendments are listed
below that.

For example, if MA To Date Chart
is selected, this report will
display.

TOTAL ALLOCATED
S0 |

Quantity of mission
assignmants by type

TOTAL OBLIGATED
37,264 71000 |
HALAKCE
3773529000

MISSION ASSIGNMENTS
FL-6786DR I
MISSION ASSIGNMENTS |
CANCELLED
CLOSED
OPEN
F] I o L
FOS T DFA
054110 00 000 12,200 £00.00

A 0f Db BUZIT004 D131 P GMT

o8| ¥

STATE COST SHARE
1390000

MISSION ASSIGNMENT LIST
VA-T055DR A 0f Date: 22000 11533 PM GMT
Mission Task|  Ass. Short Project Ma | Tarl | Tatal
assignmenss# | >' | 10 | Priority | Description | "1 Gerear | 5% | qype S TOR | poderal | State
- Grece | Mcaveds, . 7688
TOSEDRY AARCHO) WA 157 Testing Ecaps o . Marin B o Fos FITEES p o dod 000
X . B | | memoya | vemen X 7 [
TUSSORTY ABRAN 00 VA Py best " ermon E X CFa NN | NN | W
Testng
Rt sk
85 o verity it the Wierron A, 7
DESDEYARLANID VA 2 Sytsam wil aman & X CFA BRIT 1S |WITAS o
recenct
encond
Testing SCR
W
. 8. [T . .
PULLLH ALRALEIE) WA H11E Moty Augtn Harekd J o T 010000 | 31010000 | SO.00
Routing queres
[ra——
8. | | testegzen e | e
VA P P Wikdd ARty Jean'W o 0000 | 5000 | 00
Total o of MAS: | [ 5 Grand Totals: | 1547685 | 15aress | 000
=
MISSION ASSIGNMENTS LOG
PA_QQMOR A of Dates 447 TeaT 833 Pl GMT
WA Bas  Tek el
M Hmrdser Tank Tipe peig =iy Todad Cont. Descripion
o DR FAUSA0D-00 1861 FOS M0R0SIS O Pendng
v MRFAREADI RGN R WIS © P
FMRPAREALN VGG FOF MOS0 Pwang Wi
v EMRSAREAGLID  UELISHD WA O P e —
v EMRSAREACHN  SSIGN WS O bwarg o
v =
To DATE As of Date: DAZE2004 01: 38 P GMT
FL-6786DR
[erm— [— v cLosn cascium
ARC 2 o 2 [
COE-LMVD 2 o 2 o
LMD 1] o 6 o
COE.ORD 1 o 1 [
COE-SAD 1 o 1 o
0L 1 o 1 o
ooT 5 o 5 [
A & o L3 o
s F o K o
TREAS 5 o 5 [
Tva 3 o 3 o
TOTALS £ @ u o
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9. The MA Amend Log

10. The MA Expired List

11. The MA Amend Log with State
Cost

MISSION ASSIGNMENT AMENDMENTS LOG
PA-9984DR A o8 Dt 91732007 8178 PR GMT

o i Taki Taskin Basaaiption s e Date Tundng Babince

' MMCRFAISAOLD  1M5EEI D wcapn o W g #5000
1 R A A0 1255950 v et oFa L] Ll 0 0m
' moASALBELD  INEEMI D o ] s sam
' TOASLASAGN  IMEMT D wcan oan 3008 w0 w00
’ TR 30 1501 o e 02008 w0 000
' RS CEMNG N D 1X5HT D i st sy o1 Bt oA ] a0 a0
' SRR MAD I 1S5S 0 Testrg bt ™ et s s
' FHORFALHT 00 3 st o5 oaraams mnon a0
1 FHERFADOC100 3 ] o5 asa no w0
' IRERIALO 0 3 s oA oenacs s sam
' IMCRIA MO0 125 b s s s sam
' TR 000000800 o wcapn oan 3008 w0 00
1 FEERFL 00000 125510345 o et o 008 0o 0o
' RSO0 1B5B4E b s ] s sam
1 WCAPARGONO-0 15081 T eoagn AR i g
' MCRFAND 1EEINT B wcapn osesan0s w0 w0
' R0 1851 0 sz issans e sam
' RO 1251125 b s ] s sam
1 RS0 15102 D o oz w0 w00
1 RSNG00 12510118 D scaon ososau0s n® o)

MISSION ASSIGNMENT EXPIRED LIST
PA-9984DR A o8 Dt 91732007 8129 PR GT

o i Taam  Task s Benarption T SatDae  GedDas Fustng  Babnce
1 emeRsAsmaom  HSsM B ecnpn nags e ww sm
1 omeRsaabmen S © dsserpen e e s smm
1 RMCAACLANDOID 1T D e ] DA oTEGM  cdmaeoe 0000 500000

KD
&

" e
1 BRSO

1 AR A0
1 EEMDRPAREADI00

1 EDAPAREALN

1 EERORAAAD

1 EMOASALOE AT
1 BEMDRPACOENADS G0
1 EMDAPAIMDDN

1 ERORSA O

1 EASA LT

1 BEMORPATOMDNONO-01-00
1 EEMDAPANCOOGOC0LD)
1 EEMORPA O
1 ORI OG0
1 EEMDAPANCOONOCOLD)
1 EEMDAPANCOOGOC0LD)
1 EEMORPA O
1 ORI OG0
1 EEMDAPANCOONOCOLD)
1 EEMDAPANCOOGOC0LD)

1 EEMERA OG0

MISSION ASSIGNMENT AMENDMENTS STATE COST

PA-9984DR

TakD  Temste Bescription Tope  SttDate

[ET
[EoT
I D
AT D
s 0
s B
AT 0
e D
B
[ET R
wsEN  ©
s 0
B
ieae B
A o
wmANT B
N 0
s b
wmANM D
wsmAME D

a

QERre)

™
teing P

.iiiiiiiiiiiigi

o200

A o et 9 T32001 W1 P GHT

SShue  fundng e
BoNm P
C R Ty
BN W0 W0
BH  WE w®
LT TR T

b
B8

B0 (MO0 (9000)
LR TR T
w0 W s

o 0o
s s
s e
s e
o 0o
s s
s e
s e
s s
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