Electronic Submittal Requirements

l. ENVIRONMENTAL DOCUMENT(S): Negative/Mitigated Declaration, Draft NOP, Draft EIR, etc. —adhere
to the requirements on our website (as IF you were to mail in 15 copies):
hitp/Awwew opr.ca.goviclearinghouse/oegadiocument-submission. himl,
Note: Submitting online is in lieu of sending 75 physical copies by 12 pm.
* QPR will STOP accepting hard copies of environmental documents and notices of exemptions and

determinations (NOE and NOD) (including emailed NOE/NOD) November 3, 2020.

. NOTICE OF DETERMINATION (NOD) | NOTICE OF EXEMPTION (NOE):

1. STATE Agencies:
a. Submit and upload, an approved and signed notice
e (OPTIONAL) No attachment
b. NODs requiring California Department of Fish and Wildlife (CDFW) CEQA fees
(STATE AGENCIES ONLY):
e Payment must be received with the NOD at the same time, to post.
o You may use CEQA Submit to file your NOD, however, the CDFW fees
must be received in order to post.
»  Mail/Walk-In CDFW Check/Money Order Payment
o Payment Made to: CA Dept. of Fish and Widlife
e Filed/Posted with: OPR
o Alternative file and post option:
»  Mail-In the NOD with CDFW payment for same day posting
»  Walk-In the NOD with CDFW payment for same day
posting
¢. May include related documents to accompany NOD|NOE

2. LOCAL Agencies:
Submit and upload, an approved and signed notice

a. May Include related documents to accompany NOD|NOE

.  ATTACHMENTS (PER Project/Submission):
Note: All Attachments must be Text Recognized (OCR)
Check with your IT Department on what applications are available.
Note: All Attachments MUST be Named accordingly to briefly describe document(s) (see page 25).

To determine which “Cafegory” to select after “upload”, please see below:
1. Environmental Documents

NOC - “NOC” category

NOI/NOA -~ “environmental document” category

Draft MND, EIR... - “environmental document” cafegory
Initial Study (IS) — “environmental document” category
Appendices/Maps ~ “environmental document” cafegory
OPR’s Summary Form - “environmental document” cafegory

~0 Q20T

2. Notice of Exemption (NOE)
a. All materials related - “Notice of Exemption” cafegory

3. Notice of Determination
a. All materials related - “Notice of Determination” category

V. START OF REVIEW | POST Deadlines:
1. Environmental Documents:
a. Same Day Review Period, must submit by 3:30pm business days
2. Notices:
a. Same Day Post, must submit by 4pm business days




1. Access and Authentication

Wednesday, February &, 3019 454 P

In this section
Sub pages in this section include functionalities that will allow you to access the CEQA Actions database.

URLs

Production links for the backend CEQA Submit application and the public portal:
Backend: https://cegasubmit.opr.ca.gov/

Portal: https://ceqanet.opr.ca.gov/
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Description
This process enables Registered Users to access the CEQA Submit Database Application

Reguired Preconditions
e An OPR administrator must have created an account with the user's valid email address

Step By Step Instructions

Step 1: Go to https://cegasubmit.opr.ca.gov

Step 2: Enter your registered email address

Losgs Oy

Egmind

Bagioiont by

i have 3 hey alremby

Step 3: Click Request Key

Log On

i i vl wiB el & oy enmiaied W e

Ereai

§ ave & Rey slready

Note: The application will send an email to your inbox with a unique number. You will need this number to
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proceed into the CEQA Application. Go to your inbox, copy the unique number, and go back to the CEQA
Application.

On the Authenticate screen, enter that unique number in the field labeled User Key.

Step 4: Enter the unique number in the User Key field, select when you want the
application to log you out, and click the "Log On" button.

Authenticate

i sk kuRaglataie oa gov

User Hay RS

Safo Logmd

Log On

Fe-serd Emai

Note: You will know you have successfully logged in when you see the Homepage.

&
2
T S
LEGA Bybmit

My Dogumends

Find Document

Request Access 8 Approved

Pending Approvals

Submitied Documents
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Note: Agency Administrators and OPR users will see the "Admin Features" section. However,
Agency Submitters and Agency Reviewers will not.
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Description
This process enables Registered Users to Log off of the CEQA Actions Database Application

Required Preconditions
¢ A user with a Registered account must be Logged into the application.

Step By Step Instructions

Step 1: Click on your account name at the top right corner of the screen.

T 30 o

CEGA Bubmit

My Documents

Find Docunent

Request Access

Pending Approvals

Submitted Documents i1

ontact Us

Step 2: Click “Log off” on the Account Management screen
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2. Agency Role Management

Wednesday, May 1, 2018 256 Al

In this section
Sub pages in this section include functionalities that will allow you request, approve, reject, or revoke

agency roles.
NOTE: DO NOT Select Office of Planning and Research (OPR) as LEAD AGENCY.

Agency Workflows Page 7



6/16/2020 CEQA User Roles - Overview

CEQA User Roles

Edit to included that AA is content oversight for AS/AR and should see read only.

Contents
v Cherview
» Hierarchy
» Role Descriptions
» Pending Role Requests
» Role based access

» CEQA Submit role based funclionalities

Overview

This article is based on analysis and requirements validated. The initial documentation of these roles has been
implemented in the current role structure of the application. The abilities, permissions, and access afforded the
roles described here are assumed to be facts in the context of the user type.

Hierarchy

In general, the roles described below have an inheritance hierarchy. With the exception of the "OPR Staff” role,
Roles at the top of the list (with lower numbers) include all of the access, permissions, and abilities of the roles
below (with higher numbers). Consequently, the "Public Portal Visitor" role, has the most restricted access and
permissions, and the "OPR Administrator” role has completely unrestricted access and permissions.

The OPR Staff role is a special role that includes most (but not all) of the permissions allocated to lesser roles,
and some (but not all) of the permissions allocated to the OPR Administrator role.

Role Descriptions

1. OPR Administrator
Any Registered User with "Super User” enabled.

2. OPR Staff (Not Implemented)
Any Registered User with "OPR Staff" enabled.

3. Agency Administrator
This role must be assigned for each agency the user will need to represent.
Any Registered User with at least one (1) approved Agency Administrator role for at least one (1) agency.
Per design discussions with our product owner, this role is both an administrative role, and a content

https://calenterprise.visualstudioc.com/CDT.CEQA Website. Database/_wiki/wikis/CDT.CEQA Website. Database . wiki/24/CEQA-User-Roles 1/6



6/16/2020 CEQA User Roles - Overview

oversight role for Agency Submitters and Agency Reviewers. Therefore Agency Admins should eventually
have read-only access to documents submitted for their agency(s).

4. Agency Reviewer (Not Currently Available)
This role must be assigned for each agency the user will need to represent.
This role can only be assigned on behalf of a California "State" agency.
Any Registered User with at least one (1) approved Agency Reviewer role for at least one (1) agency.

5. Agency Submitter
This role must be assigned for each agency the user will need to represent.
Any Registered User with at least one (1) approved Agency Submitter role for at least one (1) agency.

6. Registered User
Any individual possessing an account in the CEQA Submit database application.

7. Public Portal Visitor
Any individuals accessing the CEQA Net Public Portal.

Pending Role Requests

Any Registered User can initiate a request for one of the three agency roles (Submitter, Reviewer, or
Administrator). Once a request is initiated, and before it is approved, the requested role is classified as pending.
In the matrices below, Registered Users are allowed to use functionalities based on their approved roles with
some exceptions. Exceptions to this general rule are depicted in the Role Based Access and CEQA Submit role
based functionalities sections by showing "Agency Pending” as if it were a separate role. In this way, the "AP"
column in each chart depicts the exceptional cases where a Registered User with only a pending role request,
can complete activities that are otherwise prohibited for Registered Users with no approved or pending roles.
Within these exceptions, users can only complete the activities on behalf of the agencies for which they have a
pending request. If an Agency Administrator or OPR Administrator should reject the pending role request,
actions taken while the request was still pending are not undone. For example, a Registered User with a
pending request for an Agency Submitter role at "Department A" creates and submits a document to OPR. After
the document is submitted to OPR, the "Department A" administrator rejects the user's role request. In this
scenario, the document remains submitted to OPR and OPR retains the discretion of the document's
disposition.

2/6



6/16/2020 CEQA User Roles - Overview

Role based access

OPR Administrator = QA
OPR Staff = OS

Agency Administrator = AA
Agency Reviewer = AR
Agency Submitter = AS
Agency Pending = AP
Registered User = RU
Public Portal Visitor = PPV

« = Has access

X = Does not have access

Aoress To PRy L AR A% AR AH AR 97N
CEQA Net Public Portal v 4 o « « « « V4 V4
CEQA Submit Database X V4 v v v v v 4 v 4

CEQA Submit Database (Super User
Functions)

CEQA Submit role based functionalities

OPR Administrator = OA
OPR Staff = OS
Agency Administrator = AA

https://calenterprise.visualstudioc.com/CDT.CEQA Website. Database/_wiki/wikis/CDT.CEQA Website. Database . wiki/24/CEQA-User-Roles 3/6



6/16/2020 CEQA User Roles - Overview

Agency Reviewer = AR
Agency Submitter = AS
Agency Pending = AP
Registered User = RU

+ = Can use the specified functionality
X = Cannot use the specified functionality
{> = Use of the functionality is conditional

https://calenterprise.visualstudioc.com/CDT.CEQA Website. Database/_wiki/wikis/CDT.CEQA Website. Database . wiki/24/CEQA-User-Roles 4/6



6/16/2020 CEQA User Roles - Overview

Functionality RS AP AS AR A4 05 O
Manage his/her own registered user account v v v v "4 '
Request agency roles 4 ' ' ' « v LT
Create CEQA documents for new SCH numbers X v v v ' < 4
Add CEQA documents to existing SCH numbers X v v ¢ o' 4 v
View documents he/she created X 4 v v 4 4 v
Edit documents he/she created X 4 4 4 v 4 '
Delete un-submitted documents X 4 4 v v o2 2

Submit documents he/she has created (NOC,
NOD, NOE) to OPR

X
<
<
<
<
N
<

View read-only versions of documents he/she
has submitted

X
<
<
<
N

v v

Request a recall of submitted documents %4 O3 O3

Add comments to a published NOC document v

v X v

Approve/reject/revoke agency role requests

X X X X

X X X A«

X X X A«

X X & <
<

Approve "Agency Administrator” role requests 4 X '

View read-only versions of documents
submitted for an agency(s)

X
X
X
X

4 X v

Create documents using a stamped SCH

Number
Approve/reject a document recall request X X X X X "4 4
Edit Documents after Submission to OPR X X X X X v v

Add/Remove documents from the OPR Library
always

Add internal notes to documents always X X X X X v 4

https://calenterprise.visualstudioc.com/CDT.CEQA Website. Database/_wiki/wikis/CDT.CEQA Website. Database . wiki/24/CEQA-User-Roles 5/6



6/16/2020 CEQA User Roles - Overview

Functionality RS AP AS AR A4 05 O

Change Add/Change NOC document reviewing
agencies after submission to OPR X X X X X v v
Publish documents (NOC, NOD, NOE) to the
Public Portal

X
X
X
X
X
<O
<

O5

Edit documents after they have been published
Manage other Registered User accounts

Enable or disable OPR Staff role

Enable or disable OPR Staff publication settings
Enable or disale Super User permissions

Create and manage agency profiles

Set Blackout Dates

X X X X X X X X
X X X X X X X X
X X X X X X X X
X X X X X X X X
X X X X X X X X
X X X X X X X X

AT N N N N NN

<

Print the Review Period Calendar

1. OPR users can use any agency functionality, on behalf of any agency, without requesting an agency role.
However, they are also allowed to request the roles they already have.

2. OPR users can delete un-submitted documents that they have created. They cannot see or delete un-
submitted documents created by other Registered Users.

3. OPR users can request a recall of documents they have submitted. They cannot request a recall for
documents submitted by other Registered Users.

4. On behalf of the Agency Administrator's agency(s) only.

5. OS users can publish if an OA has enabled publication for their account. OA users can enable/disable
publication per OS user and Per major document type (NOC, NOD, and NOE).

https://calenterprise.visualstudioc.com/CDT.CEQA Website. Database/_wiki/wikis/CDT.CEQA Website. Database . wiki/24/CEQA-User-Roles 6/6



Request Agency Role

Wi

Description
This process will allow a Registered User to request roles with lead agencies so that they can complete activities on behalf of those agencies. The
application will enforce the following business rules for assigning Agency roles to Registered Users:

1.

"Agency" roles are assigned per agency.

For example, a Registered User with an approved "Agency Submitter” role for "CalTrans" is allowed to use "Agency Submitter” functionality
on behalf of "CalTrans”.

Registered Users can only use agency role functionalities on behalf of agencies for which they have an approved (or pending) role.
Given the previous example, the user can only use "Agency Submitter" functionalities on behalf of "CaiTrans" because that is the only
agency for which they have the approved "Agency Submitter" role.

Registered Users are allowed to have approved roles for multiple agencies.

For example, a Registered User with approved "Agency Submitter" roles for "CalTrans" and the "Department of Fish and Game" can use
"Agency Submitter" functionalities for both of those agencies.

Only one {1} approved role is allowed per agency, per Registered User.

A Registered User is not allowed to have an approved "Agency Submitter” role and an approved "Agency Reviewer" role for the same
agency.

Registered Users can request a different role for an agency, on behalf of which they already have an approved role.

This means that a Registered User with an approved “Agency Submitter” role for "CalTrans" can request an "Agency Administrator” role for
the same agency. Once the request is made, the Registered User will have both an approved role, and a pending role for the same agency
simultaneously. If the new pending role is approved, the previously approved role for the same agency is automatically removed.

Only one (1} pending role is allowed per agency, per Registered User.

If a user has a pending role for an agency, that role is automatically removed if the user requests a different role for the same agency.
Registered Users cannot request an "OPR Administrator" role.

The "OPR Administrator" role must be assigned to o registered user by an OPR Administrator.

The "Agency Reviewer” role can only be requested for California State Agencies.

Reqguired Preconditions
» Avregistered user must have a valid email address, and be successfully logged into CEQA Submit.

Step By Step instructions
Step 1: Click "Request Access" on the CEQA Submit Start menu

CEOA Submi

My Documents

Find Dacument

Request Aoass

Note: In this example, the user does not have any approved roles, therefore, the application moves to the Request Access screen in Step 2. If the
user has at least one approved role, the application will move the My Agencies screen.

Step 2: Select an agency type on the Request Access screen.

Stste

Request Accnss

Loomsl

Frdsrat

Note: In this example, the user is requesting a role with a state agency.
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Step 3: Select the name of the agency by scrolling through the list OR type in search box.

Reguast Aoness

ate

Agronsulics

Aft A b . matiforniy

&ir Poliution Control Dist /Al Suslity Mgmt. Bist

v Bregaurses Board

Afeshotic Beverage Sontrol, Depariment of

AR

AREB, Al Resourses Board

ARE, ArportEnergy

ARB, husirial

ARE, Tramzporiation

Army Natonad Gusrd, Satitornia

Atigrney Senerst

Baddwit Kl Conpervangy

Bay Son and Deveiopment Commissian

Step 4: Click on the selected name of the agency.

Aot

AfFiCat-Sracionn Mugastm, Laliforais

&y Pofintion ool THstisl Duatdy Sgmt, Dist.

Fidy Rpnopras Hoard

Adradiotie SRR, o

ARY, Al Rewirees Boant

ARB, Rieposifsgy

ARE, Wduiriel
AR, Tramspoiation
Hpchiteet, Division of the Siak

Arehibras, Cniifornin Saln

Sy Mathons fuarg, Ustifomia

Apts Ciuond, Celfhnde

Attonmy Grierst

Note: In this example, the user is requesting a role for Attorney General.

Step 5: Click one role from the list of "Roles”.
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Request Aocess

Altorney Sensral
Mot Autvasized

i Change

Bhmin

Ruviewsr

I
Note: In this example, the user is requesting a “Submitter” role with the Attorney General agency. The name of the agency for which the user is
requesting a role for is listed under "Selected Agency”.

The user has successfully requested a role when the application moves to the My Agencies screen.

My Agencies

Request access o a differsnt agency ‘

i Attorney Generaf

Subimitier (pending)

Note: The user's role will remain pending until the Agency Administrator (AA) or OPR Administrator (OA) approves the role request.
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Approve pending agency role

ey, AT Gk ARY

[hesoription

This process will allow an Agency Administrator to approve pending role requests for his/her agency so that the
requester can complete actions on behalf of the agency. Agency Administrators are Registered Users with approved
Administrator roles for a specific agency or multiple specific agencies. Agency Administrators can use this process to
approve role requests on behalf of their agency(s) only.

Required Preconditions
e A Registered User with an Approved Agency Administrator role request must have successfully logged into the
application.
o QPR Administrators can also complete this activity
e A Registered User has created a pending role request for the same agency as the approving Agency Administrator.

Step By Step instructions

Step 1: Click the "Pending Approvals" Link on the Homepage menu.

CEGA Submit

My Documents

Find Document

Request Access { 1 Approved

Pending Approvals

Submitted Documents

Step 2: Select a role request to approve by clicking the requester's name.

Step 3: When the confirmation box appears, click the "OK" button.

APPROVE ¥rishka Abolla@state ca gov
{Raviewan?

Cancel

Note: Clicking the "Cancel” button will stop the approval process, but it will not reject the
request.

Agency Workflows Page 11
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Reject agency role request

Wadnesday, May 1, 20158 5:002 AR

Description

This process will allow an Agency Administrator to reject pending role requests for his/her agency so that the requester cannot complete actions on
behalf of the agency. Agency Administrators are Registered Users with approved Administrator roles for a specific agency or multiple specific
agencies. Agency Administrators can use this process to reject role requests on behalf of their agency{s) only.

Required Preconditions
* A Registered User with an Approved Agency Administrator role request must have successfully logged into the application.
© OPR Administrators can also complete this activity
e ARegistered User has created a pending role request for the same agency as the approving Agency Administrator.

Step By Step Instructions

Step 1: Click the "Pending Approvals” Link on the Homepage menu.

CEQA Submit

My Documents

Find Document

Request Access

Pending Approvals

Submitted Documents

Step 2: Reject a role request to approve by clicking the "X" button next to the requester's name.

Agency Workflows Page 12



Pending Approvals

Krishka Abella@state.ca.gov

Caiffornia Slale Lolbary
Reguested 40182018 141 AN

Contact Us

'_c__k the "OK" button.

REJECT Krishka Ah@fa@st&t@.iagm
{Subimittery?

Cancel

Note: Clicking the "Cancel” button will stop the rejection process, but it will not approve the request.
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Role Revocation

Ea)

Description KA

This process will allow an Agency Administrator to revoke a Registered User's (RU) approved agency role using the
"Approved Roles" interface so that the requester cannot complete actions on behalf of the agency. Agency
Administrators are Registered Users with approved Administrator roles for a specific agency or multiple specific
agencies. Agency Administrators can use this process to revoke a role on behalf of their agency(s) only.

Conseguences
If a Registered User's (RU) agency role is revoked, the RU will not be able to complete activities on behalf of that agency
including:
* Administrative or Reviewer functions
o Approve, reject, revoke agency role requests
o Submit comments for NOC documents
e Create or submit documents {for the revoked agency)

Required Preconditions
e A Registered User with an Approved Agency Administrator role request must have successfully logged into the
application.
o OPR Administrators can also complete this activity
e A Registered User, whose role is to be revoked, has an approved role for the same agency as the Agency
Administrator.

Step By Step Instructions

Step 1: Click on Approved Roles on the Homepage

By Dovnmenty
Fing Dusunnt

BeguRst Ae0uss

Bgning Approesis

Gt Dossmeats

Approvesd Rolvs

Step 2: Select an Agency Role to revoke
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Approved Boles

Samind Sgeney

riehie ABelasiae SR g

AR &

Bahariter

Thees Borehpoing

Note: In this example, the Agency Role to be revoked is the Submitter role.

Step 3: Confirm that the selected Agency Role will be revoked.

Shargt

Note: You can cancel the selection and no action occurs.

Step 4: Verify that the selected Agency Role was removed from the Approved Roles screen.
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Approved Roles

Agming Agency

Admin

Step : Click the Home icon to return to the Homepage
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3. Document Management

Wednesday, February &, 3019 4riE PR
In this section

Sub pages in this section include functionalities that will allow you create, edit, and submit documents of
any type.

Agency Workflows Page 17



Helpful Hints

Friday, December 13, 2018 4118 PR

Description
This section will provide helpful hints to answer specific sections in CEQA Submit.

Document Details:

Add the project description to the field labeled "Document Details"

If a SCH# has not been assigned to a Document, information entered in "Document Details”" will be

displayed in "Project Details" when a document is published.

Attachments:
All electronic files must be text recognized (OCR). You can use Adobe Pro or
contact your agency/department's IT for other software available to you.

submissions per attachment)

All attachments are PER Project and Submission (DO NOT submit separate

BEFORE Upload, attachments must be Named accordingly to briefly describe

document(s). i.e.: https://ceqanet.opr.ca.gov/2020060229/2|

e Certified/Approved Documents: "Category” is "Final Documents"

e Local Agencies must attach a text recognized approved notice.

https://
ceqanet.opr.ca.gov/2020060331/2

Regions: describes the geographic area of your project location. Select all that applies in this

tab:

Is the project located in the northern or southern California? — refer to

map
Is the project located in an “unincorporated” site?

Is the project location a “citywide” site?
Is the project location a “countywide” site?
Is the project location “statewide”?

Is the project location “nationwide”?

Agency Workflows Page 18



State

Clearinghouse
Regions
Northern
California
Southern
California

IIIIIIII



Create new document (new SCH#)

B

Description
This process creates new CEQA documents for new projects. This process should not be used if the SCH
number has already been created by or entered into the application. If you are adding a document to an
existing SCH number that is already in the database use the "Create new document {existing SCH#}"
process.
Required Preconditions

¢ A Registered User with pending agency role request must have successfully logged into the

application.
o Registered Users with approved agency roles and OPR Administrators can also complete this

activity

sStep By Step Instructions

Step 1: Click "My Documents" on the dashboard menu.

2 g

CEQA Submit

My Documents

Find Document

Request Access

| b of 1 Approved

Step 2: Click the "Add Document" button.
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My Documents

Add Document

Nex dovianants. yst

Note: If a user has never created any documents, the application skips this screen and goes directly to
SCH Options screen. if a user has no pending or approved role requests the application redirects the
user to request an agency role.

Step 3: Select “Add New Project - Generate SCH#”.

Add Document

Existing Project - Enter SCH Mumber

Add New Project - Generate SCH Number

Step 4: Complete the required fields.

If you have only one pending or approved agency role, the "Lead Agency" field will
default to your agency. Otherwise, you will need to select a Lead Agency from the
drop-down list. Agencies that appear on the list will match your pending or
approved agency roles.
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Laad Agency

Diomument Type

Titls

Project Appticant

Present Land Uss

Drenoription

Add Document & Project

Fish & Wildiife 1

{Select a Bocument Type}

Cancel

Zave & Continue

Note: Then once you click
continue to edit its data. |

save {in the next step), the document will be created and you will be able to
f you select an incorrect document type, you will not be able to change it after

the document has been created. Take care to select the correct document type.

Step 5: Click the “Save & Continue” button.
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Laead Ace

Document Type

Tiile

Froject Appdicant

Prosent Land Use

e

ki L

Descriptinn

Add Document & Project

Fish & Wildlife 1

{Select a Document Type}

Cancel

Bave & Continue
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Create a new document (existing) for all users

& § LS Wag 8A

Description
This process describes how to add a new document to an existing SCH # for all users except OPR
Administrators (OA).

Required Preconditions
» The SCH# to be used has already been generated or entered into the application.
¢ A Registered User with a pending agency role request must have successfully logged into the
application.
o All Registered Users with approved roles, and OPR Administrators can also perform this
activity

Step By Step Instructions

Step 1: Click "My Documents" on the Homepage menu.

LEGS Bubmit

¥y Docunents

Find Dooument

Reguest Access fhuf 3 Aggcved |

Note: the application displays a "0" count for My Documents if the registered user has never created a
document.

Step 2: Click "Existing Project-Enter SCH Number"

Add Document

Existing Project - Enter SCH Number

Add New Project - Generate SCH Number

Note: If a registered user has never created any documents the application skips to "Add Document
screen. If a registered user has created at least one document, the application proceeds to the "My
Documents".

Step 3: Provide the existing SCH number and then click the "Search” button.

Agency Workflows Page 23



Existing SCH Number

SCH Humbar 2019019081

Step 4: Click the "Add New Document to Project" button.

Froject Dosuments

i %~ Laks o 5 Agrssmerd ¥o. 1505201598718 for Timber MHwrve..

Add Mew Dovwnetd to Rrofect

§ 8o, 160020160067 10T Ry T,
btk

Step 5: Complete the required fields

Hdd Document o Bxisting Project

B b

Lo Agenoy {Select an Agency}

Eaeson

mid Py {Bulent & Document Type}

Frosont Lagwd Uss

Save & Conlinus

' Cancel

Step 6: Click "Save & Continue" and the application moves to the Document Root
screen.
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Al Document to Existing Projesct

RO INN

{Satact an Agencyd

{Selact a Donumant Typel

Sprivant

Fraont Lavd L

Cancel Savs & Condirss |
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Edit existing document (unpublished)

§ g RN SLSVE ODNRA
o S AT P W A L

Description
This process will allow a Registered User to edit the data for an unpublished document he/she has previously created.

Required Preconditions
* A Registered User must have successfully logged into the application.
¢ The document must have already been created by the user trying to edit.
¢ For all non-OPR Registered Users, the document must have a status of "Unsubmitted."”
o Only OPR Administrators are allowed to edit documents after they have been submitted.

Step By Step Instructions

Step 1: Click "My Documents" on the dashboard menu.

Dashboard

Find Document

Reguest Access

Lo Pending Approvals

Step 2: Select the document you would like to edit from the list of documents you have created.
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My Documents

A Document

Step 3: Make the required changes to the document's data.
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Change the Document Type

W 3

Description

This process will allow anyone with the ability to edit a specific document to change that document's type. A Registered User with
pending or approved agency roles will only be able to complete this activity for documents he/she has created AND that remain
unsubmitted to OPR. Once the document has been submitted, only an OPR Administrator can complete this activity.

Document types
Within CEQA Submit, documents can belong to three major types:

These are the "major” document types represent significantly different CEQA document records. NOCs and NODs have multiple subtypes
and the NOE is the only major document type that does not have any subtypes.

1. Notice of Completion (NOC) ** This should NOT be a document type selected to submit {document details TAB) see

Sub-types.

2. Notice of Determination (NOD)
3. Notice of Exemption (NOE)

NOCs sub-types include:

NOA Notice of Availability

NOI Notice of Intent

CON Early Consultation Notice

NOP Notice of Preparation (of an EIR)

EIR Draft Environmental Impact Report

SIR Supplemental EIR

SBE Subsequent EIR

Neg Dec/ND | Negative Declaration

MND Mitigated Negative Declaration

FED Functional Equivalent Document

SCEA Sustainable Communities Environmental Assessment
NOA Notice of Availability

NOI Notice of Intent

RAN Request for Advanced Notification

EA Draft Environmental Assessment

EiS Draft Environmental Impact Statement
FONSI Finding of No Significant Impact

MEA Master Environmental Assessment

SEA Supplemental Environmental Assessment
SIS Revised/Supplemental Impact Statement
NOA Notice of Availability

NOI Notice of Intent

EA Draft Environmental Assessment

EiS Draft Environmental Impact Statement
FONSI Finding of No Significant Impact

TRI Tribal Compact Environmental Evaluation
BIA-LA Bureau of Indian Affairs Notice of Land Acquisition
BIA-ND Bureau of Indian Affairs Notice of Decision
NDE Notice of Decision

ADM Addendum
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FONSI Finding of No Significant Impact

FIS Final Environmental Statement

iD Joint Document

FIN Final Document

REV Revised

Fyi Informational

RC Response to Comments

ROD Record of Decision

OTH Other type (not listed/none of the above)

NOD subtypes include:
* Notice of Decision (NDE)

Business Rules
While completing this activity, the application will enforce the following business rules:
1. Only users with edit access to the document root screen can change a document’s type.
2. Adocument’s major type cannot be changed.
For example, an MND document cannot be changed to an NOE document because MNDs are a sub-type of NOC. NOCs and NOEs are
significantly different in CEQA Submit, and allowing a change of this kind would result in data loss.
3. A document's subtype can be changed to a different subtype of the same major type.
An NOC sub-type, like an MND, can be changed to and EIR, another NOC sub-type.

Required Preconditions
» A Registered User must have successfully logged into the application.
¢ The Registered User must have edit access to the document he/she needs to edit.

Step By Step Instructions

Step 1: Click "My Documents" on the Homepage menu.
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. %ga;fﬁﬁiﬁig,?:f

SRy

CEQA Submit

i 8%

My Documents

Find Document

Request Access

Pending Approvals

Submitted Documents

Step 2: Select the document you would like to edit from the list of documents you have created.
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{New 3CH Number} - EIR - Test Org Title 1

ARE
Received - $11712048
Nick Kukaghstateca.gov

Contact Us

Step 3: Expand the "Document Details" group and click the "Edit" link.
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Document Root

{New SCH Number) - EIR - Test Org Title 1

ARB
gated - 732045
5

i Document Details

Lead Agency
ARB

Document Type
Draft EIR

Document Status
tinsubmilisd

Title
Test Org Title 1

Description

test

{Edit)

Step 4: Select the new document type.
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Edit Document Detalls

{New SCH Number) - EIR - Test Oryg Title 1

ARB S TTr—
Created - Ti3i019 | Unsubmitted |

as K kuka - Pandling rofe regusss

Lead Agency ARB

Dowument Type Draft EIR {EIR)

{Sel eq,t a Dm,umspm ?yrﬂ}

Titip

/
.

Project Applicant Supplemental EIR (SIR}
Subsequent EIR {(SBE)

Final Document (FIBD

Motice of Preperation (NOF)
Other Motice of Complation (NOG)
Addendum (ADM)

?ﬂbai Motice of Decision {BIA)

suftation {COM)
F i Al D g, W‘*@W\W‘“%& T

Procent Land Use

Description

Step 5: Click the "Update Document" button.
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Edit Document Detalls

{New SCH Number) - EIR - Test Org Title 1

ARE
Cregted - 732018
as K kuka - Pasding rofe negisest

Lead Ageney ARB
Uocument Type Mitigated Negative Declaration {MND}
Tt Test Org Title 1

Project Applicant

Preserd Largd Use

Update Document

The new document type will be displayed in the document summary box.

Document Root

{Mew SCH Mum st Org Title 1

ARE

Crested - FIH2048
a% K Xuka - Panging nxfs m%m&

Navigation
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Add an attachment

Thursday, November 7, 20419 401 AR

Description
This process will allow an Registered User (RU) to add attachments to an existing document. Al
Attachments are published on the public portal when the document is published by OPR Administrators.

Required Preconditions
» A registered user must have successfully logged into the application.
¢ The user must have already found the document and accessed the document’s edit screen.
o For help see: Edit existing document {unpublished} or Edit existing document (published)

Step By Step Instructions

Step 1: Select the "Attachments" link on the "Document Root" screen.

Document Root

ey BOM Nunthe) - NOD - 80D for Atsshments

e Dokl oot

: Mavigation

F Antions

¢ Ponjent Delalls

: Dmoument Detais

: Attpohments

P DBRER i

If this is the first attachment to the document, no attachments are displayed
when the "Attachments” link is expanded. If this is not the first attachment, a list
of electronic files are displayed when expanded.

Step 2: Expand the "Attachments” link and select "Edit".

Project Details

Document Details

Attachments (5]

D]

sonfacts
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Step 3: Click "Choose Files" and select a file using the "Browse" button.
Attachynent Add

7 M agubinistod

iKpw SO Munsheert ~ BOD - NOD R Alischments
3 % pes 20

$5sieud 5 Dategery

Anarhments Wil 0o puidished on CEQANSL with this dosu Ry indrd submitted
tureagh CEQA Bubmi must be miade sopensitle 1o thoss with dissbiiities. } have engeavores i
anvurs Thit e Slaohed Sotuaniy) W0 IUAsibE In Do with Wisabiities.

Note: Users can drag and drop multiple files at a time,

Step 4: Select an appropriate category for the attachment and then click the
"Upload" button.

Attachment Add

i B0

&

Esrerhee) « B - KOO Yor Attaviments

&3

amsthriies

i Seient 3 THegoryd

Stachenents wil b publishad sa CRGQRY with IRin daumant &avy dotamgnt sulimithed
hepugh CESA Bubmit pust be mode secessibie o those with disebilities. | have endeavored v
BOGHOE Tt 1% MBeRAd BB e ALORS Nk 10 Wune with disabilithes.

Step 5: Check the box to acknowledge the disclaimer. This checkbox must be
acknowledged else the application does not complete the upload.
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Abtahuvent Add

Sumivasd - SR - KOG Yor Stiavhvaniy

vage oeke

Aditianat indorrsdion

Ayaxhments vl be pubiivhed or CERARS with tus dusumend Ay dooument submitted
rough CHOA FOTR MUSt e MACE F0CESEIRE G 3hosR with SIS, | have snderesrad
srvsure that Suw attagbud 51 ars b to Busse with disabities,

Step 6: Select "Upload"

Attachenent Add

{Maw SUH Hurpber) - NOD - KQD for Stschments

e

FAdgitiony) informntie

Adasbranty Wil be pubiishad on CEQAREL Wil 1his SoounEn ARy douuinet Sulnited
fhrongh CESA Sulinil must by made soussyilie i thoas with Muabilitiey. | havs sndesvored &
ensure thi the Bitaohed Hosumeants) sre aucesyidis o hoss with Sisabiifiss.

Noter Users con add unlimited electronic files os Aftachments.

You have successfully uploaded an electronic file when it is displayed on the
Attachments page.
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Adtavihyrends

iMew SOH Mumber) - HOD - NOD for Atlachmenis

msbminnes
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Print Document Root

Description
This process will allow an Agency Submitter the ability to print a version of the Document Root screen so
that they perform any internal routing process using CEQA Submit data.

Required Preconditions
¢ The Agency Submitter (AS) must be logged into CEQA Submit.
¢ The document must already exist in the application.
¢ The document's creator is the only user that can access the Printable Document Root.
¢ The Printable Document Root applies to all major and sub Document Types (NOC, NOD, and NOE)
¢ The Printable Document Root includes a blank Signature field, a blank Date field, and blank Title
(Title of the person signing) Field.
¢ The Printable Document Root is enabled for any document status.

Step By Step Instructions

Step 1: Click on My Documents

Step 2: Locate a document and click on it

Step 3: The application goes to the Document Root of the selected document.
Step 4: Click on Navigation to expand the section.

Step 5: Click "Print"

Step 6: The Printable Document Root expands all of the sections of the Document
Root except for the Navigation section.
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Change the Lead Agency

W e

Description

This process will allow anyone with the ability to edit a specific document, to change that document's Lead Agency. A Registered User
with pending or approved agency roles will only be able to complete this activity for documents he/she has created AND that remain
unsubmitted to OPR. Once the document has been submitted, only an OPR Administrator can complete this activity.

Reguired Preconditions
s A Registered User must have successfully logged into the application.
e The Registered User must have access to the document he/she needs to edit.
e The Registered User must have a pending/approved role request for the new Lead Agency.

Step By Step Instructions

Step 1: Click "My Documents" on the Homepage menu.

My Documents

Find Docipnent

Request Access

Pending Approvals 5

Submitied Documents

Step 2: Select the document you would like to edit from the list of documents you have created.
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E

{New SCH Mumber} - EIR - Test Org Title 1

AREB
Receired - 4117/ 2018
NMick Kukadstatecn.gov

Step 3: Expand the "Document Details" group and click the "Edit" link.
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Document Boot

{New SCH Number} - EIR - Test Org Title 1

ARB
gated - 732045
5

+ Document Details

{ead Agency
AREB

Document Type
Draft EIR

Document Status
Hnsubmitied

Title
Test Org Title 4

Description

st

{Edit)

Step 4: Select the new Lead Agency value.
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{nsubmitted

K kuka - Peosdiing mde magusst

Lead Apsncy

Documed Type

Title Test Org Title 1

Froject Applicant

Precent Land Use

Description test

Back { ' | Update Document { |

Step 5: Click the "Update Document” button.

LNRLIE P AR Y

Precent Land Use

Description - test

Bac

The new Lead agency should be displayed in the document's summary box.
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Navigation

Actions
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Submit a NOE Document

Wednesday, June 18, 2018 153 PM

Description

This process describes the required fields to submit a Notice of Exemption {(NOE) document. All of these fields
must be completed in order to successfully submit a NOE document. If left blank, the application does not
allow the document be electronically submitted and provides an error message for the missing fields.

Required Preconditions
¢ The document must already exist and is designated a NOE document.
* The document must have all minimum required fields completed in addition to NOE specific fields.
e The document's status must be "unsubmitted"

Step By Step Instructions

Step 1: On the Document Root screen of an NOE Document with a "unsubmitted"
status, Go to the "Notice of Exemption"

Motice of Exemption

Exempt Status
BEA

Type, Section Namber or Code Mumber
sy

Reasons why project is exempt
BEA

Ediny

Step 2: Click Edit and the application moves to the next screen.

Step 3: On the Notice of Exemption page, select the appropriate Exempt Status from
the dropdown menu.
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Notice of Exemption

0D - HOE . HOE Requived Piulds
i, B F s

His e

Exnenps Srades §Satuct s Enamnpt Starus}

et won Sscog Sxtun) o

e

Note: The selected Exempt Status may prefill the "Type, Section Number or Code
Number" field.

Step 4. Complete the "Type, Section Number or Code Number" field.
This is automatically prefilled if the following Exempt Status is selected.

e Ministerial
e Declared Emergency
¢ Emergency Project

If the following Exempt Status is selected, this field will be blank for the user to
complete.

e Categorical Exemption

e Statutory Exemption

e Emergency

Step 5: Complete the "Reasons why project is exempt" field.

Step 6: Click Save

. Back

The application allows multiple Exemptions for a single Notice of Exemption (NOE)

document. When multiple Exemptions are added, they are displayed in the same
order as drop down menu.
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Submit a NOD Document

Description

This process describes the required fields to submit a Notice of Determination (NOD) document. All of
these fields must be completed in order to successfully submit a NOD document. If left blank, the
application does not allow the document to be electronically submitted and provides an error message
for the missing fields.

Required Preconditions
¢ The document must already exist and is designated a NOD document.
¢ The document must have all minimum required fields completed in addition to NOD specific fields.
¢ The document's status must be "unsubmitted"

Step By Step Instructions

Step 1: On the Document Root screen of an NOD Document with a "unsubmitted"”
status, Go to the "Notice of Determination”

@ Motice of Determination

fhome}

{Euhif)

Step 2: Click Edit and the application moves to the next screen.

Step 3: Complete all the fields on the Notice of Determination page
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Motice of Determination

{Hew SCH Mumber) - NOU - NOD Required Flelds

Bubmittar fAgenoy

ERE

g

Back Save §

Step 4. Click Save
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Submit a NOC Document (Pending Updates)

Description

Follow steps as indicated in Notice of Determination and Notice of Exemption on how to supply data in
each tab for your environmental document. All data entered into the NOC form should be provided
exactly in CEQASubmit. All tabs will mirror accordingly to the NOC form, provide the same
information.

**Note NOC is not a "document type" to submit as an environmental document, the lead agency have
made such determination of the draft environmental document - confirm "document type" by
selecting correct sub-type. refer to workflow page 28

Reguired Preconditions {will be updated when available)
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View documents submitted (Agency Administrators)

a4

Description
This process will allow an Agency Administrator to view a list of documents with a status of "submitted” for the agency
that they are approved to be an Agency Administrator for.

Required Preconditions
e Aregistered user with an Agency Administrator role must have successfully logged into the application.
* Aregistered user can be an Agency Administrator for more than one agency at a time.
¢ Documents must exist in the database.

Step By Step Instructions

Step 1: Click the "Submitted Documents" link on the homepage menu.
Note: The count of the number of documents submitted will match the number of documents
listed on the Submitted Documents screen.

RIS Bubenit

By Cnewmens

P s Gauspnas

| fhogens Sroes SR o 5

i Povaling Spprevats

| Buseitted Davssents

Step 2: The list is displayed. You can access a document on the list by clicking its title.
Note: The documents will be listed from oldest to newest.

Zubndtied Dosurnenis

2« FOH RO Test
Sewiinied

TRAIE

po%
LMD 6

SRR - I BOD Tea

Seorgioit

ERESeTY

HITRDNTOR ~ DK - Buhvaer Tat Gae
Heeeniised

Step 3:
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NOC Functions (Updates coming soon when available)

Fussday, June 16, 2020 44 PR

In this section

See workflow page 49 **Note NOC is not a "document type" to submit as an environmental
document, the lead agency have made such determination of the draft environmental document -
confirm "document type" by selecting correct sub-type. refer to workflow page 28
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Add Review Agencies (Pending Implementation)

Wednesday, Felruary 6, 2019 438 M

Dascription
This process will allow an a Registered User to specify reviewing agencies for an NOC type document.

Required Preconditions
e A Registered User with a pending or approved role must have successfully logged into the application.
o OPR Administrators can also complete this activity.
e The user must have already found the document and accessed the document's edit screen.
o For help see: Edit existing document {unpublished}
e The document must be an NOC document type.

Step By Step Instructions

Step 1: Click the "Review Agencies" group and then the "Edit" link on the "Document Root" screen.

Document Boot

Created - 73309
as K kuka - Pending role reguest

Review Agencies (2]

{kareal

{Edit} o

Review Period

Step 2: Select or deselect agencies using the checkboxes, and then click the "Save" button.
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Review Agencies

{New SCH Number} - EIR - Test Org Title 1

Fish & ¥ fe
32048
as K kuks - Popoing rofe reguesy

Back Save

ihat apply)

ote: Several agencies will appear selected by default. The default selections are controlled by OPR.

Step 4: you can verify your selected reviewing agencies by expanding the "Review Agencies" group on the
"Document Root" screen.

ocal Action Types

[EJ .

Development Types

Project issues

Review Agencies

E]

ARB | CHP { Conservation, Departiment of

{Edit}
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Setting review periods (Pending Implementation)

Wiectnesday, February 8, 2018 & 28 PR

Description
This process will allow an OPR Administrator to set/change a review period for an NOC document.

Required Preconditions
e A registered user with an OPR Administrator's role must have successfully logged into the application.
® The user must have already found the document and accessed the document's edit screen.
o For help see: Edit existing document {unpublished)
e The document must be an NOC type document

sStep By Step Instructions

Step 1: Expand the "Review Period"” group on the "Document Root" screen and click the "Edit" link.

Diocument Boot

{dew SCHE) - MND - User Guide: Review Agencies and Review Periods
Beronavtics

Fecabrad - 296902019 | Updated - 2782019

Mick K Kuka

Regions

Review Period

Review Started
Y

Review Ended
WA

(Edit)

Project Issues Discussed in Document

Development Types

Step 2: Use the "Edit Review Period" screen to calculate the review period.

1. To specify a start date, enter the date in the "Review Started" field.

More: if they flelid iz left Bonk the spplication wilf outomaticolly use the curcent dote as the "Review Storted” dote. For the purposes of

>3
this guide the dote will be left blonk, and the stort dote used will be the current dote when this poge wos creaied,

2. After you have specified a start date (or left the field blank) click the "Generate Review Date" button

Moter The period durotion used in the colculotion will sutormaticnlly correspond 1o the docurment tvpe, i the exomple below, the MND

docurnent type has g defoult review period of 30 colendur days.
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Edit Review Period

{New SCH#) - MIND - User Guide: Review Agencies and Review Periods

Aerongutios
Feceived - #4045 § Updated - 2872049
Mick K Kuka

Review Started mmiddryyyy
Review Fnded - mimiddiyyyy

Back Bave Gensrate Review Date {30 days)

Step 3: Review and/or adjust the period dates.

1. The calculated start date will be the date you specified, or the current date if you left the field blank. You can change the start date.

2. The end date can be changed. The application will calculate the end date in the following way:
a. The application will add the total duration in calendar days to the start date

b. If the resulting date is not a business day OR is a "blackout” date, the application will add calendar days until the end date falls on

a non-blackout business day.

3. When you are satisfied with the review period dates, click the "Save" button.

Edit Heview Period

{New SCHE) - MIND - User Guide: Review Agencies and Review Periods
Agromauiics

Raceived - 282018 | Updated - 2/8/2019

Mgk K Kuka

Review Stared | 218120119

Hewview £

311112018

Back Save

Generate Review Date {30 days)
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Step 4: Expand the "Review Period"” group on the document root screen and the new review period will be
displayed.

Document Root

{Mew SCH# - MND - User Guide: Review Agencies and Review Pericds
Agrpnaulics

Raveived - 28/2018 § Updated - 332018

Bick K Kuka

__________ o w R £

Review Period

Review Started
2i8E0TE

Review Ended
31172018
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View documents submitted (Agency Administrators)

a4

Description
This process will allow an Agency Administrator to view a list of documents with a status of "submitted” for the agency
that they are approved to be an Agency Administrator for.

Required Preconditions
e Aregistered user with an Agency Administrator role must have successfully logged into the application.
* Aregistered user can be an Agency Administrator for more than one agency at a time.
¢ Documents must exist in the database.

Step By Step Instructions

Step 1: Click the "Submitted Documents" link on the homepage menu.
Note: The count of the number of documents submitted will match the number of documents
listed on the Submitted Documents screen.

RIS Bubenit

By Cnewmens

P s Gauspnas

| fhogens Sroes SR o 5

i Povaling Spprevats

| Buseitted Davssents

Step 2: The list is displayed. You can access a document on the list by clicking its title.
Note: The documents will be listed from oldest to newest.

Zubndtied Dosurnenis

2« FOH RO Test
Sewiinied

TRAIE

po%
LMD 6

SRR - I BOD Tea

Seorgioit

ERESeTY

HITRDNTOR ~ DK - Buhvaer Tat Gae
Heeeniised
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Print from CEQAnet (Portal)

3 [ A
3

Description
This process will allow a Public Portal Visitor (PPV) to print a version of the Document Details from
CEQAnet.

Required Preconditions
¢ Alink to CEQAnet: https://ceganet.opr.ca.gov/

Step 1: Select any document from Results page. In this example, NOD document was selected.

Search Resulis

SCH Number  Type  Lead Agesy Reuennd Tty

B

B

e
Aty

e
Taam

Step 2: The application moves to the Document Details page. Scroll to the bottom of this page

Aearch Reaults

M Husnbey Typa Load Sgency Bponiwed il

w

s
.

E

Pt
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Step 3: Select the Print button

Attachments
Notice of Determination \\\\\\\\\\\\\\ \\\\ \\\ —
| 40D 06 Chenon 11 el 0022015 GG |

Disclalmer: The Governor's Office of Planning and Research [OPR} accepts no responsibility for
Es’ a different f@m‘aat g}%éaqe contact iE}E %e;zsd a-gentx‘ at ’rhe contact ?ﬁf@ﬁra‘fan E’aieg:% above. Yo

L
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CEQAnNet: Download All Attachments

Wednesday, Goiober 33, 20419 3:13 P

Description
This process will allow a Public Portal Visitor (PPV) to download all Attachments for a Published
Document on CEQAnet at one time.

Required Preconditions

¢ Alink to CEQAnet: https://ceqanet.opr.ca.gov/
¢ A Document with more than one attachment

Step 1: From the Search Results page, scroll to the Attachments section.

Step 2: Select Download All Attachments

Note: The application downloads all attachments and groups the attachments by its designated category
into folders.
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