Desktop Procedures Manual
Office Technician 
DWR Position # 0801-1139-XXX
Last Updated 12/9/2014


Application Review, Permit intake, and Database Entry
· See “Permit Application Process and Procedure” manual
· The manual can be accessed in PDF form at: N:\Rec_Board\Manuals & Forms


EO Delegation Processing
· On the 1st of each month (or slightly afterward depending on the work week schedule), the EO Delegations for the current month need to be posted to our website.
· The current EO Spreadsheet is available at: http://cvfpb.ca.gov/DelegatedPermitTab/index.cfm
· The first step is to print and modify the EO Delegations Report using the database
· Make sure your default printer is set to “Adobe PDF
1. Open ep_entry
2. Reports  Permit Application Tracker  EO Delegation
3. Select the appropriate month
4. Print Report
5. Save the PDF to an easily accessible directory using a common naming convention (i.e. December 2014)
6. The PDF should open after it has been “printed” using Acrobat
7. Within Acrobat, select Tools Content Editing Edit Text and Images
8. Remove the time stamped date at the top right corner of each of the pages of the report
9. File  Save as Other Reader Extended PDF  Enable Adding Text in PDFs (that are not in fillable forms)…
10. Save replacing the original copy in your common directory
11. Select “Add Text Comment” from the new bar
12. Place the cursor where the original first date stamp was located (on level with “Executive Officer Delegation Report” and above “Number of Applications Scheduled”)
13. Left click
14. Once you have left clicked, a cursor should appear and the previously ghosted out text options will become available
15. Make sure the text is in Red (should be the default)
16. Type onto the PDF “Posted on [Current Date]” i.e. “Posted on 08/01/2014”
17. Save the document (see figure 1 for an example of the product)



Figure 1
[image: ]
· The next step once the EO Report for the present month has been prepared is to post the report to our website.
· Open an AquaAssist Service Ticket
· http://aquaassist/AquaAssist/Home.aspx
· Select Service
· Add your telephone number, Building (i.e. JOC), Room # (i.e. 151), City (i.e. Sacramento)
· Classification
· Websites Website Content Maintenance (see figure 2)





Figure 2
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· Fill in the following fields:
· What is the website? “CVFPB Delegated Permit Site”
· Is this website new? “No”
· Have you received approval for this site? “Yes”
· What is this site’s URL? http://cvfpb.ca.gov/DelegatedPermitTab/index.cfm
· What applications does this site use? CFM
· Click Next (See Figure 3)



Figure 3
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· Upload the newly created report to the service ticket (Browse  select document  Add)
· Type in the additional request box the instructions for updating the site 
· Example: Good morning, please add the attached PDF through a “CLICK HERE” link next to “to view the Delegated Permits Spreadsheet for December.,” and change December to August on the following webpage: http://cvfpb.ca.gov/DelegatedPermitTab/index.cfm. Additionally, can you please add [the previous EO delegation report] to the Issued Delegated Permits Page located at: http://cvfpb.ca.gov/DelegatedPermitTab/delegated_permits.cfm . Thank you for your assistance. 
· Once the EO Delegations page has been updated, you will need to add the database status update “Executive Officer Delegation posted to website” for each of the posted permits. 
· For past EO Delegations from the previous month that have past their 30 day posting requirement, add the status update “Executive Officer Delegation Posting Complete.” For a sample of a finished database status update, see figure 3.
Figure 3
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Processing Letters of Authorization (Project Authorizations)
1. Open EP Data Entry program 

1. In EP program, click on the “Edit” tab and drop down to and click on “Project Authorization”

[image: ]   


You should see this:

[image: ]



1. Click on the Agency/Company header to sort

[image: ]



1. Open an Adobe file and click on “Tools” in the upper right corner, then on “Recognize Text,” and then on “In This File”.  You only need to do this for the number of pages that have needed text, not for maps/photos/drawings, etc.  This will allow you to copy and paste the information from the Adobe document into the database fields instead of having to type it all in by hand

[image: ]
   



[image: ]

Applicant: AG Spanos or City of Stockton			Title: Bridge Access Protection Project 
Introduction: Applicant requests permission to install…	Description: To install a 2 ft wide…
Location: Trinity Parkway in Stockton, CA			River: Bear Creek
Contact: Karen Garrett						Title: Director of Land Entitlements
Phone: (209) 955-2574
1. In the open Adobe file, determine the “applicant” (could be a private citizen, engineering company, city/county/state department, Reclamation District, etc. – see example below)

Look for that applicant in the database selection list (match project/title/contact/stream/location, etc.)

1. If/when you locate a matching file in the database, enter as much information as possible from the Adobe file into the various tabs in the existing database file.  Be sure to include the related permit number in the box at the bottom of the first page, if applicable 

1. If you don’t find an authorization already in the database, click on “Insert New PA” and enter as much information as possible from the Adobe file into the database

1. In either situation, you only need to enter data under the Description, Applicant, Location, Contacts and Documents tabs

1. After entering all data and between each tab, you must click “yes” to the “save data?” pop-up(s).  If you don’t, it will not save the data and will lock up the database on your computer (only)

1. Be sure to save and close the Adobe file after entering the data



1. Under the “Documents” tab, click the “Insert Doc Info” button, click on the “Doc Format” dropdown button, then on “Adobe PDF” (you can also double click in the box and type an “A”)

[image: ]   



Now click in the “Notes” box and type “PA Authorization Request and supporting docs” (or whatever you have been instructed to enter)

[image: ]

Now click the “Select File” button, point to the PA folder, and find the document you just entered (it should now be at the bottom of the list and the text should be black instead of red)


1. Once all available information is entered and the document has been saved in the database, drag the Adobe file into the “Xfer’d to database” folder at the top of the PA folder
[bookmark: _GoBack]
1. Once entry is complete, email the project authorization to the applicant cc the permit reviewer, the inspector for the project, the Inspections Branch Chief (and his support staff), the Principal Engineer, and the Supervising/Senior engineers for the Permitting and Projects and Environmental Branch. and Save the PDF of the document into the Authorization and Variance share drive folder located at N:\Rec_Board\ETO\auth&variances. 



Processing Time Variance Requests
· Scan the entire document
· Save the PDF of the document into the Authorization and Variance share drive folder located at N:\Rec_Board\ETO\auth&variances. 
· Upload the scan to the Permit entry in ep_database
· Email a copy of the scan to permit to the applicant and cc the permit reviewer, the inspector for the project, the Inspections Branch Chief (and his support staff), the Principal Engineer, and the Supervising/Senior engineers for the Permitting and Projects and Environmental Branch.
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August 17, 2009

Steve Dawson
Central Valley Flood Protection Board
331061 Camino Avenue, Room 1140
Sacramento, CA 95821

RE: Bridge Access Protection Project Request

Dear bar. Dawson

‘We would fike 10 request permission to Install Access Improvements at the south end of the Bear Creek
Bridge at Trinity Porkway in Stockton, CA. The work would include the following:

Installa 2 fe wide x 1 t thick concrete slab against and across the ful width of the existing Bridge
deck.
Install an asphalt concrete apron 3" thick x 15 ft wide X 70 long on existing ground adjacent o
the above concrete siab.

«  install Aggregate base against the asphalt concrete apron

The City of Stockton has requested this work and we have an Encroachment Permit issued. The site
‘Aceess Plan s attached. The work does not encroach into the existing dry land levee area.

1 you have any questions please callat (209) 955-2574.

AG. SPANOS COMPANIES.

a\><aof\ Qarfaleﬂ\'

Karen Garrett
Director of Land Entitiements

Acknowledged and Approved:
é/ V=4

Teh plrino, Chief Engineer

pater__83/18/C

10100 ity Py, 5 oo Soccon, oo 95219 phane 2094787954 Fox: 2094783109
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