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Chapter 3 Functions 

3.2 Reports (Updated 06/30/2016) 

The Reports menu is located in the Environmental Screening Tool (EST) main menu and includes standard 
reports and queries grouped in categories, such as Project Diary and Project Effects.     

 

3.2.1  Project Diary (Updated 06/20/2016) 

Reports listed under Project Diary enable users to view project records and ancillary data that were entered 
into forms listed under the Update Project Diary section of the Tools menu. To access these reports, point to 
the Project Diary heading in the Reports menu, and then click the name of the report. 
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3.2.1.1  Project Milestone Report (Update 02/15/2016) 

The Project Milestone Report feature in the EST Reports menu enables you to view a project’s history 
timeline along with access links to reports associated with the project (e.g., Environmental Technical Advisory 
Team (ETAT) reviews, Project Description, GIS Analysis).  

Viewing the Project Milestone Report:  

1. In the Reports menu, click Project Diary, and then click Project Milestone Report. 

 

The Project Milestone Report page opens and displays a timeline showing milestone events 
through the selected project’s history, along with general snapshot details and links to related 
reports. 

Tip!   Click the toolbar icon on the window to: 

   Export the page to a PDF file. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 

Note: For details on using the project selection feature, see the Navigation chapter of the EST User 
Handbook. 
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Tip!  Click the plus sign, , beside the project’s ETDM number to expand the project information 

header. Click the minus sign, , to collapse the section. 

 The numbers displayed in the boxes provide a chronology of the milestone events. 

 

 

 For a quick detail of a milestone, move your mouse pointer over the selected box. An information 
box will identify the milestone, along with the date and time (e.g., when an ETAT Review started, 
when a report was published).   
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 Click on the box to go to the Snapshot Details section of the page to view additional information 
about a milestone. 

 

 

The Snapshot Details section displays milestone specifics, along with links to related pages 
that contain full reports detailing the project review at the time of the milestone date. 

 

 

Tip!  You can also access the Project Milestone Report from other EST pages by clicking 

the Project Milestone Dates link in the project header. This link, along with links for specific 
project milestones, can be found on many of the EST pages on the Reports menu (e.g., 
Project Description, Preliminary Environmental Discussion, Dispute Resolution Activity Log, 
Class of Action Determination Report). 
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3.2.1.2  Project Description Report (Updated 02/15/2016)  

The Project Description function in the Environmental Screening Tool (EST) Reports menu enables 
users to review a project’s details. 

Viewing the Project Description Report: 

1. Click the Active project arrow and then select a project from the list. 

 

 

2. On the Reports menu, point to Project Diary, and then click Project Description. The Project 

Description page opens. 

 



 

 

 Environmental Screening Tool Handbook - February 15, 2016 3-422 

3. To view a snapshot of the current project or from a milestone date do the following: 

 On the project header at the top of the page, click the plus sign to expand the project’s planning 
information and status history. 

 Click a date link to display a snapshot of the project. 

 

 

 

Note: As a project moves through the review process, the Project Description is updated to 
reflect the project’s information. The list of Project Milestone dates provides a timeline (e.g., 
ETAT review start dates, summary report publication date) and describes the project 
information at that point in time, with the most recent details showing as Current Project.  

4. Use the page scroll bar to view the report sections.  Project information is divided into the following 

subsections: 

Tip!  Click the plus sign, , to expand a section.  Click the minus sign, , to collapse a section. 

 

 Purpose & Need – Displays the Purpose and Need Statement 

 Project Description – Provides an overview of the project 

 Summary of Public Comments (if available) – Displays comments made by public meeting 
participants regarding the project 

 Planning Consistency Status – Provides information about the project’s consistency with the 
Long Range Transportation Plan (LRTP), Transportation Improvement Plan (TIP), and State 
Transportation Improvement Plan (STIP); and related information required by the Federal 
Highway Administration for final NEPA document approval. 
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 DCA Review of Local Government Comprehensive Plan Consistency (if available) – 
Displays the Department of Community Affairs review of the project’s consistency with the Local 
Government Comprehensive Plan. 

 Federal Consistency Determination (if available) – Displays the State Clearinghouse’s Federal 
Consistency Determination for the project. 

 Additional Consistency Information – Displays additional consistency information pertinent to 
the project. 

 Lead Agency – Shows the Lead Agency for the project.  

 Exempted Agencies – Lists agencies that are exempted from participating in the project’s 
Environmental Technical Advisory Team (ETAT) review. 

Note: The Federal Transit Administration (FTA) is exempted by default on all Planning 
Phase projects that do not contain a transit mode. By default, the EST automatically 
displays the Federal Transit Administration along with the justification. 

 Project Documents (if available) – Displays links to project documents. Click a link in the 
Document column to open the document PDF in a separate window. 

 

 Communities Within 500 Feet – Lists communities located within 500 feet of the project and a 
link to the Sociocultural Data Report. Click the link to open the report. 

 

 

3.2.1.2.1 Viewing Alternatives and Segments 

You can view the map details for an alternative and segment by clicking the links provided in the report.  
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1. Click the View Alternative on Map link to display the digitized features.  

2. To view the segment record, click the record link. The EST opens the Map Viewer and displays the image.   
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3. To view Alternatives that have been eliminated from further consideration, scroll to the Eliminated 

Alternatives section and click the View Report link. The Alternatives Considered but Eliminated 

report pdf will open as a separate page. 
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.   

3.2.1.3  Preliminary Environmental Discussion Comments Report (Updated 05/15/2016) 

The PED provides the District’s initial evaluation of a project’s potential effects (direct, indirect, and cumulative, 
as appropriate) and how the District intends to address or evaluate these issues as the project advances. PEDs, 
which may be provided at both the project and alternative levels, provide the Environmental Technical Advisory 
Team (ETAT) with context and may help the ETAT provide focused and actionable comments. These 
comments are captured in the PED Comments report.  

The report displays  the set of issues and categories that were in effect at the beginning of the most recent 
screening event of the active project, or at the time of the latest screening event preceding the selected project 
milestone. 

This section gives you directions on how to: 

 Access the PED comments report. 

 Select a milestone date. 

 Filter the PED comments by project or alternative level. 
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1. Click the Active project arrow and click on a project to select it. 

2. On the Reports menu, point to Project Diary, and then click Preliminary Environmental Discussion 

(PED). 

3. To view comments for a milestone date, do the following: 

 Click the plus sign, , located by the project name at the top of the page. This will expand the 
project header. 

 Click the milestone date to display the PED information that reflect the project at that time. 

4. To filter the information, do the following: 

 Click the Project Level check box to display PED comments that apply to the entire project. 

 Click an Alternative check box to display PED comments for the selected alternatives. 

5. Click the Update button to refresh the screen and display the report, based on your selections. 

3.2.1.4  Status of GIS Analysis (Updated 04/30/2016) 

The standard GIS Analysis program compares the location of projects to the location of resources in the vicinity 
of the project centerline.  

 For projects less than 5 miles long - The program runs on a first-come-first-serve basis when the project 

status is set to Ready for GIS Analysis.   

 For projects that are greater than 5 miles long – The projects are batched to run overnight.  

 

1. To access the Status of GIS Analysis page, go to Reports, point to Project Diary, and then click Status 

of GIS Analysis. 
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2. Find your project on the list to determine where it is in the list of projects currently submitted for GIS 

Analysis.  

Note: The program takes a minimum of 3 minutes plus approximately 1 minute per mile to complete. 
Refresh your screen to update the list. Contact help@fla-etat.org if you have any questions. 

 

3.2.1.5 View Additional Project Documents (Updated 04/30/2016) 

The View Additional Project Documents function in the Environmental Screening Tool (EST) Reports menu 
enables authorized users to view documents associated with a project. 

 

 

1. Select a project from the Active project list. 

Note: You can use the default project that appears in the Active project box, select a project from 
your Saved Searches or Project History lists, or you can click the Advanced Project Search link 
to select another project. See the Navigation chapter of the EST Handbook for information on using 
the Project Navigation Bar. 

2. On the Reports menu, point to Project Diary, and then click Supplemental Project Documents. 

3. To view a document, click the document title link in the Document column. The document PDF opens as 

a separate tabbed window, enabling you to view, print, or save the document. 
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3.2.1.6 Project Managers (Updated 04/30/2016) 

The Project Managers function in the Environmental Screening Tool (EST) Reports menu enables you to view 
the assigned project manager(s) for a project.    

Project manager names are entered into the database through the EST Assign Project Managers function in 
the EST Tools menu by the following EST users: District ETDM Coordinators, District ETDM Coordinators – 
Primary, ETDM Coordinators Management Team, Environmental Management Office managers and liaisons, 
Metropolitan Planning Organization (MPO) Coordinators, MPO Coordinators – Primary, Strategic Intermodal 
System Central Office, and Project Managers. 

 

1. Select a project from the Project Navigation Bar. 

Note: You can use the default project that appears in the Active project box, select a project from 
your Saved Searches or Project History lists, or you can click the Advanced Project Search link 
to select another project. See the Navigation chapter of the EST Handbook for information on using 
the Project Navigation Bar. 

2. Go to the Reports menu, point to Project Diary, and then click Project Managers. The Project 

Managers page opens, displaying the project manager name(s) and contact information.  
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3.2.1.7  Project Schedule Report (Updated 05/15/2016) 

The Project Schedule Report allows Environmental Management Office managers and staff to view Project 
Development and Environment (PD&E) milestones and related information. 

3.2.1.7.1 Accessing the Project Schedule Report Screen 

To open the Project Schedule Report screen from the EST main menu, do the following: 

1. Select an Active project.  

2. On the Reports menu, point to Project Diary and click Project Schedule. 

 

Depending on the project’s status, one of the following screens will display: Planning Screen, Programming 
Screen, or Project Development. Project milestones that are relevant to a project’s phase will display, along 
with View Report links. The links connect to the respective Summary Report and Advance Notification EST 
pages, where you can open and save documents. 
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Planning Screen Example 

 

 

Programming Screen Example 

 

 

Project Development Example 
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3. To display a Summary Report, click the View Report button. 

4. After clicking the View Report button for the selected Summary Report, the EST directs you to the 

Summary Report page, where you can view the information by clicking the link. 

 

5. To display the Advance Notification, click the View Report button. 

6. After clicking the View Report button for the Advance Notification, the EST directs you to the Advance 

Notification Package page, where you can view the information by clicking the link. 
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3.2.1.7.2 How to View Attached Project Documents 

Documents created outside of the EST and added to the project record can be accessed on the Project 
Description Report page. For this illustration, the Public Hearing handout is shown as an example. 
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3.2.1.7.3 How to Display Project Schedule Milestones for Multiple Projects 

When working with project information in the EST, you have the option to use one active project or all projects 
within your current selection (i.e., projects meeting your selected criteria).  For project-specific pages, such as 
the Project Schedule Report, the information being displayed will be based on the project showing in the 
Active project field at the top of the EST site.  Typically, the EST displays information one project at a time. 
However, you can display all project schedule milestones for all projects within your current selection by using 
the button provided at the bottom of the Project Schedule Report page. 

Note: For additional information about searching for and selecting projects, see the Navigation chapter of the 
EST User Handbook. 

 

 

Click the Show the project schedule for all projects in the Current Selection button. 

 

The Project Schedule Report screen displays the information for all projects within the current selection, as 
shown in the next illustration. 
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3.2.1.7.4 Additional Resources 

For additional information, the following resources are available:  

 ETDM Manual – Located at:  http://www.dot.state.fl.us/emo/pubs/etdm/etdmmanual.shtm  

 PD&E Manual – Located at: http://www.dot.state.fl.us/emo/pubs/pdeman/pdeman1.shtm 

 EST Training Video – Located on the EST  at: Help> Training Videos> Advanced Search 

If you have any questions about using the EST, contact the ETDM Help Desk. 

 
 
 
 
 
 
 
 
 

http://www.dot.state.fl.us/emo/pubs/etdm/etdmmanual.shtm
http://www.dot.state.fl.us/emo/pubs/pdeman/pdeman1.shtm
mailto:help@fla-etat.org
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3.2.1.8  Dispute Resolution Activity Log (New 7/31/2009) 

The Dispute Resolution Activity Log function in the Environmental Screening Tool (EST) Reports menu 
enables Central Environmental Management Office (CEMO) managers and users with EST administrative 
privileges to view the list of resolved disputes for designated projects.  

Viewing the Dispute Resolution Activity Log: 

1. On the Reports menu, point to Project Diary, and then click Dispute Resolution Activity Log. 

 

The Dispute Resolution Activity Log window opens, displaying the project header, including the 
Phase, Project Milestone Dates, and a Dispute Resolution Activity Log that displays the Dispute 
Resolution: 

 Action Date 

 Issue 

 Attachment(s) 

 Action 

 

Tip!  Click the toolbar icon on the Dispute Resolution Log window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 
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  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. To view the attachment(s), click the link(s) in the Attachment column. The Dispute Attachment window 

opens as a tabbed page, displaying a PDF of the selected attached document. 

3. To view the Dispute Resolution Activity Log by milestone date, click the date links in the Project 

Milestone Dates row.  

 

The Dispute Resolution Activity Log window refreshes and displays the current project's Dispute 
Resolution Activity for the selected Project Milestone Date. 

3.2.1.9  Permits (New 11/30/2011) 

The Permits function in the EST Reports menu enables authorized users to review a list of permits identified 
for a project.   

Viewing the Permits Report: 

1. Select a project from the Project Navigation Bar. 

 

Note: You can use the default project that appears in the Active project box, select a project from 
your Saved Searches or Project History lists, or you can click the Advanced Project Search link 
to select another project. See the Navigation chapter of the EST Handbook for information on using 
the Project Navigation Bar. 

2. On the Reports menu, point to Project Diary, and then click Permits. 
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The Permits window opens, displaying a list of permits identified for the selected project. 

 

Tip!   Click the toolbar icon on the window to: 

 Print a copy of the page. 

  Export the page to a PDF file. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

The Required Permits section of the report includes a description of the permits that have been 
identified for the project, the permit type, and any specific permit conditions that may apply.   
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3.2.1.10  Technical Studies 

This report lists the technical studies assigned to a project after the Programming Screen.  To access the 
Technical Studies report for a project, select a project using the Project Navigation Bar, then go to the 
Reports menu, point to Project Diary, and then click Technical Studies.   

 
 

The Technical Studies page opens and displays the list of technical studies assigned to the selected 
project. 

3.2.1.11  Community-Desired Features 

The Community-Desired Features report lists features (such as sidewalks or bicycle facilities) that are desired 
by the affected community and have been identified through Metropolitan Planning Organization and FDOT 
public involvement activities.  To access the Community-Desired Features report for a project, select a project 
using the Project Navigation Bar, then go to Reports, point to Project Diary, and then click Community-
Desired Features.  
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The Community-Desired Features report page opens, displaying a Desired Project Features section that 
shows any features desired by the featured community. 

3.2.1.12  Project Commitments/Responses 

The Project Commitments/Responses report provides an overview of ETAT review comments by project, 
with a link to the comments provided by the ETDM Coordinator in response to the ETAT review.  To access the 
Project Commitments/Responses report for a project, select a project using the Project Navigation Bar, 
then go to the Reports menu, point to Project Diary, and then click Project Commitments/Responses.   
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The Project Commitments/Responses page opens, displaying a General Project Commitments and 
Responses to Specific ETAT Review Comments sections. 

 

 

3.2.1.13 ACE Document Reviews Report (ACER) (New 03/01/2015) 

If a project has been identified as an Alternative Corridor Evaluation (ACE) project, the project team develops 
and documents the analysis methodology they will use to either replace the reviewed study area with more 
refined corridor alternatives or eliminate the already refined corridor alternatives in order to avoid and minimize 
potential impacts. The methodology memorandum (MM) provides guidance on how to integrate local land-use 
plans, public involvement and Environmental Technical Advisory Team (ETAT) member commentary, and 
Planning phase analyses. It also highlights specific data, tools (e.g., Land Suitability Mapping and Corridor 
Analysis Tool), and timelines that  govern corridor refinements.  

The project team documents the application of the MM in the Alternative Corridor Evaluation Report (ACER). 
The ACER is a stand-alone document that provides support material and justification for replacing a study area 
with more refined corridor alternatives or for eliminating already existing corridor alternatives. A completed draft 
of the ACER is uploaded to the Environmental Screening Tool (EST) as a project attachment.  

ETAT members and Lead Agencies use the EST to review MMs and ACERs and to indicate 
“understood/approved” or “not understood/not approved” concerning the information presented in the 
documents.  

Tip! For additional information about the ACE process, see the ETDM Manual at 

http://www.dot.state.fl.us/emo/pubs/etdm/etdmmanual.shtm 

The ACE Document Reviews feature in the Reports menu provides a record of the responses made by 
ETAT members and Lead Agency representatives during a review period. 

3.2.1.13.1 Accessing the ACE Document Reviews Page 

1. On the project navigation bar located at the top of the EST window, click the Active project arrow and 

then make your selection by clicking on the project name and ETDM number. 

 

Tip!  You can change the list of Active projects using the search tools on the project navigation bar. 
For more information on how to use the project navigation bar search tools (e.g., selecting projects 
using Site Search and Advanced Search functions), refer to the Navigation chapter in the EST 
User Handbook.  

http://www.dot.state.fl.us/emo/pubs/etdm/etdmmanual.shtm
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2. On the Reports menu, point to Project Diary and then click ACE Document Reviews. 

 

The ACE Document Reviews page will display. If an Alternative Corridor Evaluation (ACE) 
methodology review event has been created for the project, the screen shows the report for the 
review events. 

 

Note: If an ACE methodology review event has not been created for the project, the screen will 
display a message instead of the report. 

Tip!   Click the toolbar icon on the window to: 

   Export the page to a PDF file. 

  Send feedback about the current page. 
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  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 

3.2.1.13.2 Viewing ACE Documents and Reviews 

1. Click the Review Event arrow to select the review period. 

 

2. Click Select. 

 

The screen refreshes and displays the report, which is divided into the following sections: 

 Documents – Lists links to Methodology Memorandums, Draft or Final ACER, and other 
documents provided for a review. Clicking the PDF link opens the document in a separate 
window for viewing, downloading, and saving. 

 Review Period – Displays the review dates for the selected review event, along with the status. 

 Reviews – Shows the list of agencies performing a review of the selected ACE event, including 
Reviewer name, Review Date, Status, and if a review Extension was requested. 
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3.2.1.13.3 Displaying Agency Comments 

Under the Reviews heading, click the Show Comments button. 

 

The screen refreshes and displays any comments beneath an agency name. A table at the bottom of the page 
lists the organizations who did not submit review comments. 
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3.2.1.13.4 Exporting Agency Review Lists  

You can export the list of agencies for a selected review period to a Microsoft (MS) Excel spreadsheet or to a 
PDF file by clicking the relevant Export button located under the Reviews heading. 

 To export the list to a spreadsheet, click the Export to MS Excel button    

 

A dialog box appears and informs you that the Excel file is downloading.  

Tip! The Export to Excel dialog box provides a link for downloading the review event list 

directly to your computer. 
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 Follow the steps for opening and saving the file. 

 On the Export to Excel box, click Close. 

 To export the list to a PDF file, click the Export to PDF link. 

 

 Follow the standard process for opening and saving a PDF file. 

 

3.2.2  Advance Notification Package (New 11/30/2011) 

3.2.2.1  Advance Notification Package (New 11/30/2011) 

The Advance Notification Package function in the Environmental Screening Tool (EST) Reports menu 
enables authorized users to view, save, and print published Advance Notification (AN) Packages. 

Opening an AN Package:  

1. To use the AN Package function, you must first select a project from the Project Navigation Bar.   

 

Tip!  Use the Search site for… tool to quickly locate information in the EST. 

2. In the Reports menu, point to Advance Notification Package, and then click Advance Notification 

Package. 
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The Advance Notification Package window opens, displaying a page toolbar and a Published 
AN Packages section showing PDF links to the AN Package (Full and Lite) for the selected 
project. 

 

Tip!  Click the toolbar icon in the window to: 

 Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

The Published AN Packages section displays a table divided into the following columns: 

 Published On – Displays the date the AN Package was published 

 Full AN Link – Displays a link to the complete AN Package that was sent electronically to 
recipients who are listed in the transmittal list as Notification Type: Electronic  

 Lite AN Link – Displays a link to the abridged version of the AN Package that was mailed to 
recipients who are listed in the transmittal list as Notification Type: Hardcopy 

3. Click the PDF icon, , in the Full AN Link column to view the complete AN Package or click the PDF 

icon, , in the Lite AN Link column to view the abridged version of the AN Package. 
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The PDF of the selected AN Package (Full or Lite) opens in a separate window, enabling you to 
view, save, or print a copy. 

 

3.2.2.2  Advance Notification (AN) Comments and Responses Report (Updated 
03/31/2014) 

The AN Package Comments and Responses feature in the EST Reports menu displays the additional 
comments made by Environmental Technical Advisory Team (ETAT) and Advance Notification (AN) 
Commenting Interested Party members following their review of an AN package. The report also displays 
the District Coordinator’s responses. 
 
The instructions for this feature provide navigation steps for the following actions: 

 Accessing the AN Package Comments and Responses report 

 Displaying comments and responses in a grid format 

3.2.2.2.1 Accessing the AN Package Comments and Responses Report 

1. On the project navigation bar that is located at the top of the EST window, click the Active project arrow 

and then make your selection by clicking on the project name and ETDM number. 

 

2. On the Reports menu, point to Advance Notification Package, and then click Comments on Advance 

Notification Package. 
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The AN Package Comments and Responses page opens. Responses from AN Commenting 
Interested Parties and ETAT reviewers are added after their review of the AN package. The 
responses will be shown under the Advance Notification Package Comments heading.  

Tip!   Click the toolbar icon on the window to: 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 

 

3.2.2.2.2 Displaying Comments and Responses in a Grid Format 

 
The AN Package Comments and Responses page allows you to choose the option of displaying the 
information in a grid format. 
 

1. Click View Grid. 
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The comments and responses are displayed, as shown in the next illustration. 

 

2. To return to the previous list format, click the View List button. 

 Tip!  Click the View Grid/View List buttons to toggle between the list and the grid views.  

 

 

 

3.2.2.3 Advance Notification Package Transmittal List (In Development) 

3.2.3  Project Effects (Updated 09/24/2014) 

Reports under Project Effects enable users to view read-only screens that display project data and agency 
reviews regarding the effects a project or a project alternative will have on surrounding resources.  
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3.2.3.1  Countywide GIS Summary Report 

The Countywide GIS Summary Report summarizes the results of the GIS analyses for the projects within the 
selected county. This report is useful for assessing cumulative effects.  To view the Countywide GIS Summary 
Report, go to the Reports menu, point to Project Effects, and then click Countywide GIS Summary.   

 

 

When the report opens, select a county from the County list.  Use the scroll bars to view the GIS analyses 
results for specific projects.   
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3.2.3.2  GIS Analysis Report (Updated 07/28/2013) 

The GIS Analysis Report identifies features that are within (in the case of study areas), or in proximity to 
the project features (in the case of standard project alternatives); for example, the number of Historic 
structures within 500 feet. These features are from various GIS datasets made available through the 
Florida Geographic Data Library.  
 
The GIS Analysis Report page displays a form for selecting Alternatives and Features, Issues, and 
Analysis Types. As you make your selections from the Issues section, the list of analysis types 
associated with those issues will be displayed. After making your selections, click the Run Report button. 
 
If available, pre-generated PDF files for an Alternative’s features will be listed at the top of the GIS 
Analysis Report page. Click the file links to open and download the report.   
 
Note: GIS analysis data are regularly updated by project staff and are typically run before ETAT reviews. 
A date stamp showing the date an analysis was run is provided for each set of data results. To get more 
information about the data included in the report, click the metadata links provided on the results page. 
The metadata is in standard Federal Geographic Data Consortium format.  
 
This section displays steps for performing the following actions: 

 Create a GIS Analysis Report 

 View a GIS Analysis Report 

 Generate a GIS Analysis for a Study Area 

 Run a Saved GIS Analysis Report 

 Edit a Saved GIS Analysis Report 

 Open and Download Pre-generated PDFs 

3.2.3.2.1 Creating a GIS Analysis Report 

1. Select a project from the Active Project list. 

2. On the EST Reports menu, click Project Effects, click GIS Analysis Results. 
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The GIS Analysis Report page opens, displaying a form for selecting Alternatives, features, and 
issues. 

 

Tip! Click the question mark icon, , to view additional information for an object (e.g., the reason 

a selection has been grayed out and is inactive). 

3. In the Select Alternatives and Features section, select the Alternatives or features you want to analyze by 

clicking the respective check boxes or by clicking the Select All box. 

4. Click the check boxes beside the issues in the Select Issues section. The page refreshes and expands, 

displaying a form for selecting Analysis Types and Buffer Distances of the selected issues. 

Note:  Study areas will not have buffer distances listed.  

 

5. Make your selections by clicking the appropriate check box beside each analysis and buffer distance, or 

you can do the following: 

 Click Select All at the top of the form to select all buffer distances of all analysis types.  
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 Click the buffer distance box at the top of a column to display the buffer distance in all analysis 
types.  

 Click the Intersection check box to perform a GIS analysis at zero buffer distance (applies to 
certain analysis types only). 

6. You can save your changes for future reference by doing the following: 

 Under Save My GIS Report, type a name for the report in the text box.  

 

 Click Save. 

 

7. To view the results, click Run Report.  

 

The report displays the selected Alternatives and features, along with the issues. Thumbnails of the 
maps are also shown in the report.  

Tip! To open, save, or download the report, click  on the page toolbar. 
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8. Under Selected Alternatives and Features, select the Alternative or feature link to view the analysis. 

 Click an Alternative link to view the analysis summary for the selected Alternative. 

 

 

The GIS Analysis Report page automatically scrolls to the section of the report containing 
the analysis summary for the selected Alternative. 

 

 Click a feature link to view the data for a feature. 
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The GIS Analysis Report page automatically scrolls to the section of the report containing 
the analysis results for your selection. A thumbnail of the site map for the selected area 
appears above the data table.  

 

 

3.2.3.2.2 Viewing a GIS Analysis Report  

Each report provides links to view analysis data details. The links are described as follows:  

 Click the view full site map link to open the map in the EST Map Viewer. 

 Click the details link to display the analysis details. 

 

Note: See the Map Viewer section of the EST Handbook for instructions on using the EST Map 
Viewer. 
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 Click the show on map link to display the analysis area on the EST Map Viewer. 

 Click the metadata link to open the Florida Geographic Data Library Documentation screen.  

Tip!  You can also click the information icon, , to view the analysis metadata.  

 

 Click the summary link to return to the summary section of the report. 

 Click the Report Options button to modify the report. 

 

 

Tip!  You can return to the previous GIS Analysis Report screen by clicking Report Options. The 

EST returns you to the analysis selections. 

 

3.2.3.2.3 Generating a GIS Analysis for a Study Area 

Study areas are drawn to represent geographic areas in which corridors will be evaluated. Follow the steps 
listed below to run an analysis on a study area. 
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1. Select a project and open the GIS Analysis Report page by following Steps 1 and 2 listed in the Creating a 

GIS Analysis Report section of these instructions. 

2. In the Select Alternatives and Features section, click the check boxes beside the Alternatives and study 

areas you want to analyze. 

 

3. Under Select Issues, click the check box beside each issue to be included in the report.  

 

4. The page refreshes and expands, displaying a form for selecting Analysis Types and Buffer Distances. 

Note: Study areas are not buffered before being submitted for GIS analysis. The report only includes 
those resources that intersect the study area polygon feature.  

 

5. Click the check box beside the Analysis Type. 
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6. To save the selections, scroll to the Save My GIS Report section, type a name for the report, and then click 

Save. 

 

7. Click Run Report to view the results.  

 

8. The report displays the selected Alternatives and features along with the issues.  

 

 

Note: For instructions on viewing the data details for a report, see the Viewing a GIS Analysis Report 
section of these instructions. 

3.2.3.2.4 Running a Saved GIS Analysis Report 

You can select a GIS Analysis Report from your list of saved reports by using the GIS Analysis Report feature 
in the EST Reports menu. 

Note:  You can also select a report from the Manage My GIS Reports page by clicking Account Settings > 
My GIS Analysis Reports.  See the Manage My GIS Reports section of the EST User Handbook for additional 
details. 

1. Select a project and open the GIS Analysis Report page by following Steps 1 and 2 listed in the Creating a 

GIS Analysis Report section of these instructions.  

2. Under My GIS Reports, click the Select a saved My GIS Report arrow. 
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The list of saved reports expands. 

 

3. Select a report from the list by clicking on the name. 

 

The Load & Edit and Run Report buttons will become active. 

4. Do one of the following: 

 To make changes to the report, click Load & Edit (See the Editing a Saved GIS Analysis Report 
section of this document for further instructions.) 

 To view the report, click Run Report.  

The report displays the selected Alternatives and features, along with the issues. Thumbnails of the 
maps are also shown in the report.  

3.2.3.2.5 Editing a Saved GIS Analysis Report 

In the My GIS Reports section, you can select a saved report to view the results or display a different analysis.  

5. Select a project and open the GIS Analysis Report page by following Steps 1 and 2 listed in the Creating a 

GIS Analysis Report section of these instructions.  

Note:  You can also select a report from the Manage My GIS Reports page by clicking Account 
Settings>  My GIS Analysis Reports.  See the Manage My GIS Reports section of the EST User 
Handbook for additional details. 

6. Under My GIS Reports, click the Select a saved My GIS Report arrow. 

 

The list of saved reports expands. 
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7. Select a report from the list by clicking on the name. 

 

The Load & Edit button becomes active. 

 

8. Click Load & Edit.  

 

9. Make the appropriate changes by selecting the options shown on the form (e.g., analysis type, buffer 

distances). 

10. To save the updated analysis, click Save. 
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11. Click Run Report to view the results. 

Tip! Authorized users can create or change the name of an Alternative or a feature (such as a road 

segment, facility, or other property location associated with an Alternative) in the EST by using one 
of the forms in the Tools menu or the Update ETDM Project Wizard.  

♦ To add or update an Alternative description, go to Tools>Project Diary> Alternative Description. 

♦ To add or update a feature description, go to Tools>Project Diary>Segment Description.  

♦ To make updates to an Alternative or feature using a wizard, go to Wizards>Update ETDM 
Project. 

3.2.3.2.6 Opening and Downloading Pre-Generated Reports 

If available, GIS analysis reports that have been generated outside of the EST may be attached as PDFs 
to the online GIS Analysis Report.  The GIS Analysis Report screen displays the attached PDFs in the 
top section of the page, with the PDF Reports section listing the resources by Alternative and features. 
Click the resource link to view, download, and print the analysis results. 
 

 

 Click view full size map to open the full base map in the EST Map Viewer.  
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Note: See the EST User Handbook for additional details on using the Map Viewer. 

 

 To view a PDF report for a selected resource, click the link. For this illustration Wildlife and Habitat is 
shown as selected. 

 

 

The PDF of the GIS Analysis Report for the selected resource opens and displays the 
feature’s maps and analysis data.  
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 Use the PDF reader’s tools to navigate through the report and to print or save the report. 

 

3.2.3.3  Agency Comments - Project Effects 

To view the Agency Comments – Project Effects report for a project, select a project from the Project 
Navigation Bar, go to the Reports menu, point to Project Effects, and then click Agency Comments – 
Project Effects. 

 

 

The Agency Comments – Project Effects page opens and displays an ETAT Review Overview table that 
provides a broad view of a project's effects on a resource and includes links for viewing agency comments and 
the Degree of Effect for each resource issue. Click a link to view comments by Resource, Issue, or by 
Organization. The Agency Comments – Project Effects page automatically scrolls to the ETAT Review 
section for the selected target. 

Tip!  After viewing an ETAT Review section, click the Home key to return to the ETAT 

Review Overview table. 
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3.2.3.4  Agency Comments - Purpose & Need 

The ETAT comments on the Purpose and Need Statement for a selected project are viewed using this report. 
The reviews are not required to contain comments, although these are stored and displayed if submitted. All 
reviews must indicate whether the agency has accepted or not accepted (or understood or not understood) the 
Purpose and Need Statement. 

To view the Agency Comments – Purpose & Need report, first select a project from the Project Navigation 
Bar, go to the Reports menu, point to Project Effects, and then click Agency Comments – Purpose & Need. 

 

 

The Agency Comments – Purpose & Need report page opens, displaying a search filter and a read-only 
Purpose and Need Statement that is followed by agency reviews.   
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The search feature allows users to find ETAT review comments based on agency and date range for reviews.  
The following illustration shows an example of agency comments found on the Agency Comments – Purpose 
& Need page.   

 

 
 

3.2.3.5 Cumulative Effects Considerations (In Development) 

3.2.3.6  Screening Summary Chart (Updated 09/22/2014) 

The Screening Summary Chart in the EST Reports menu displays an overview chart of the Summary 
Degrees of Effect (SDOEs) assigned for specific issues for each project alternative.   

Accessing the Screening Summary Chart 

1. On the project navigation bar located at the top of the EST window, click the Active project arrow and 

then make your selection by clicking on the project name and ETDM number. 

 

2. On the Reports menu, point to Project Effects, and then click Screening Summary Chart. 
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The Screening Summary Chart page opens, displaying the page toolbar, Summary Degrees of 
Effects (SDOEs) chart, and Degree of Effect Legend.  

 

Tip!   Click the toolbar icon on the window to: 

   Print a PDF version of the report. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 

Each row of the chart represents a project Alternative, and each column on the right-hand side 
represents a Resource Issue organized in Natural, Cultural, and Community categories.   
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The intersection of a project row and issue column is a cell that represents the SDOE for a particular 
project and issue.   

 

As shown on the Degree of Effect Legend, a number and color code are used to designate the 
SDOE.   
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3. On the Screening Summary Chart page, click the degree-of-effect cell you want to review. For this 

illustration, the resource issue Aesthetic Effects for Alternative 2 is shown as selected. 

 

4. The Read Reviews and Summaries page opens, displaying agency reviews and the District’s SDOE 

and comments, including those for Secondary and Cumulative Effects. 
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3.2.3.7  Summary Report (Updated 09/24/2014) 

Following a project review, the ETDM Coordinator prepares and publishes a Summary Report. Summary 
reports are published after Planning Screen and Programming Screen reviews.  The following information gives 
a brief description of the Summary Report versions. 

 Planning Screen Summary Report – Prior to initiating the Planning Screen review, the project 

description, purpose and need, and logical termini for the project are added to the EST based on 

information from and in coordination with the applicable Planning office. During the 45-day project 

review period, Environmental Technical Advisory Team (ETAT) members provide input about the 

project’s purpose and need, their resource management plans, and potential project issues. The 

Planning Screen Summary Report summarizes key recommendations and results from the review.  

Note: If the project is an Alternative Corridor Evaluation (ACE) process project, there are both a 
Preliminary Planning Screen Summary Report and a Final Planning Screen Summary Report 
(See Section 3.6 of the ETDM Manual for additional information). 

 Programming Screen Summary Report – There are two Programming Screen Summary Report 

versions that follow a Programming Screen review: The Preliminary Programming Screen Summary 

Report and the Final Programming Screen Summary Report.   

 Preliminary Programming Screen Summary Report – Documents key recommendations and 
results from the review, including the assigned Summary Degree of Effect (SDOE) for each issue, 
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the Federal Consistency Review determination, and comments received about the Advance 
Notification (AN) package. The FDOT ETDM Coordinator and PD&E Project Manager generate 
and publish the Preliminary Programming Screen Summary Report within 60 days from the end of 
the 45-day review period. The FDOT project team reviews comments, coordinates with the ETAT, 
and assigns an SDOE for all issues and alternatives based on project comments and ETAT 
Degree of Effect (DOE) selections.  When the FDOT ETDM Coordinator publishes a Preliminary 
Programming Screen Summary Report, ETAT members, Consistency Reviewers, relevant 
MPO/TPO and local government staff, and interested public are notified that the report is available. 

 Final Programming Screen Summary Report – FDOT publishes the Final Programming Screen 
Summary Report following the Class of Action (COA) determination by the Lead Federal Agency 
and the updating of the scope of work outline. The Final Programming Screen Summary Report 
contains any updates to information previously published in the Preliminary Programming Screen 
Summary Report. Upon publication, an email to access the Final Programming Screen Summary 
Report is automatically submitted to original project notification email recipients. The email 
identifies changes made since the previous publication. The report is available for public review on 
the ETDM Public Access Site. 

Note: For ACE process projects, the Final Programming Screen Summary Report is renamed 
to Final Programming Screen Summary Report with Alternative Corridor Evaluation Report 
and also contains Lead Federal Agency concurrence on the methodology memorandum and 
agreed upon eliminated alternatives.  

Tip!  For additional information about the Planning Screen and Programming Screen review 
process, see the ETDM Manual at 
http://www.dot.state.fl.us/emo/pubs/etdm/etdmmanual.shtm.  

 
The instructions for this feature provide navigation steps for the following sections: 

 Accessing the Summary Report page 

 Viewing a complete PDF report 

 Generating a customized report 

 Viewing the Project Effects Overview 

 Screening Summary Report Chart 

 ETAT Recommended Degrees of Effect  

 ETAT Comments 

 Reviewer Comments and District Responses for the Advance Notification Package  

 Preliminary Environmental Discussion (PED) Comments 

 Viewing Project Details 

 Purpose and Need 

 Project Description 

 Sociocultural Data 

 Viewing Alternative-specific Information 

http://www.dot.state.fl.us/emo/pubs/etdm/etdmmanual.shtm
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 Eliminated Alternatives 

 Viewing Project Scope Information 

 Viewing Appendices 

3.2.3.7.1 Accessing the Summary Report Page 

1. On the project navigation bar located at the top of the EST window, click the Active project arrow and 

then make your selection by clicking on the project name and ETDM number. 

 

2. On the Reports menu, point to Project Effects, and then click Summary Report. 

 

The Summary Report page opens and displays a list of available summary reports.  

Tip!   Click the toolbar icon on the window to: 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 
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The Summary Report page allows you to generate full comprehensive reports or generate reports 
containing only selected sections. 

3. Choose a complete report or customize a report by doing one of the following: 

 To view a complete report, click the link under Complete PDF Report (if available). 

 To generate a report with only selected sections, click the customize link under Customize 
Report. 

3.2.3.7.2 Viewing a Complete PDF Report 

 

1. Under Available Summary Reports, click the PDF link beside the report name. 

 

The Summary Report PDF opens in a separate window. 

2. Follow the standard steps for downloading or printing a PDF document. 

3.2.3.7.3 Generating a Customized Report 

The Customize Report feature of the Summary Report allows you to select which sections you want to 
include in the report.  To customize a Summary Report, do the following: 
 

1. Under the Available Summary Reports section heading, click the customize link. 

  

The Summary Report page refreshes and displays the Summary Report Data Options.  This 
section allows you to select sections to include in the report version you have chosen.  The following 
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three illustrations provide the differences in the Summary Report Data Options for the Planning 
Screen, Preliminary Programming Screen, and Final Programming Screen. 

Note: All options are shown as selected by default.  To exclude a report section from the report, 
deselect an option by clicking the checked box beside the report section. 
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2. Do one of the following: 

 To include a section in the summary report, leave the check box marked. 

 To hide the section, click the checked box to deselect it. 

 

3. Click Generate Report. 

Tip! To select another report version, click Select Different Snapshot. 
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The Summary Report page refreshes and displays the project information (all or selected), along 
with a Summary Degree of Effect chart. 

 

Tip!   Click the toolbar icon on the window to: 
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   Export the page to a PDF file. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 

3.2.3.7.4 Viewing the Project Effects Overview 

At the conclusion of both the Planning Screen and the Programming Screen, the ETAT representative 
recommends a Degree of Effect (DOE) for each alternative and issue. The Summary Report documents 
the DOEs and ETAT recommendations for avoidance, minimization, or mitigation opportunities and any 
supplemental technical studies that may be needed. 
 
The FDOT ETDM Coordinator, PD&E Project Manager, and Lead Agency use the DOEs and ETAT 
comments to help identify potentially critical issues and determine how to address them. The ETAT DOE 
recommendations and supporting comments help the FDOT ETDM Coordinator and PD&E Project 
Manager assign a Summary Degree of Effect (SDOE) and assist the Lead Federal Agency in determining 
an appropriate Class of Action at the conclusion of the Programming Screen. 
 
The following sections display ETAT reviews and District responses regarding a project alternative’s impact on 
area resources: 

 Screening Summary Report Chart – The chart at the top of the page allows you to view information by 

project Alternative, resource issue, and Summary Degree of Effect (SDOE).  

 ETAT Recommended Degrees of Effect – Provides a table that allows you to view ETAT 

recommended DOEs by resource issue and reviewing organization. 

 ETAT Project Effects Comments – Displays ETAT recommended DOEs and includes comments that 

support a selected DOE, along with the District’s response and assigned SDOE. 

 Cumulative Effects Considerations Comments and Responses – Displays ETAT members’ comments 

for potential cumulative effects, along with the District’s response and assigned SDOE. 

 Advance Notification (AN) Package Comments and Responses – This section displays additional 

ETAT review comments, comments from AN package Commenting Interested Parties, and the District 

responses to comments. 

 Preliminary Environmental Discussion (PED) Comments – This section displays the FDOT comments 

captured during the PED. 

3.2.3.7.4.1 Screening Summary Report Chart 

The top section of the Summary Report displays an Overview chart of the SDOEs for a project Alternative, 
along with a Degree of Effect Legend.  Each row of the chart represents a project Alternative, and each 
column to the right represents an environmental resource issue organized into the following categories: 
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 Social and Economic 

 Cultural 

 Natural 

 Physical  

The color-coded cells display the SDOE for a particular project Alternative and issue.  Refer to the Degree of 
Effect Legend below the chart for an explanation of the color coding.  Clicking the number in a color-coded cell 
takes you to the ETAT Review Overview page for that issue and alternative, as described below. 

 

 To view the ETAT reviews for a particular issue, click the color-coded cell.  

 

The Summary Report page automatically scrolls to the ETAT reviews for the selected 
SDOE cell. 
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 Click the Back to Alternative link to return to the Overview section. 

 

Tip!  To return to the Report Data Options page, click the Make Changes button at the 
top of the Summary Report page. 

 

3.2.3.7.4.2 ETAT Recommended Degrees of Effect 

The table provided in this section displays a more comprehensive view of the project effects for a specific 
alternative.  You can view ETAT recommended DOEs for resource issues, the name of the organization 
that performed the review, and the date of the review. To view the ETAT review comments, click the 
color-coded cells or links provided in the table.  
 

1. On the Summary Report page, scroll to the Alternative section. 

2. To view details, do any of the following: 

 For comments by resource issue, click the appropriate link in the Issue column. 

 For comments by a reviewing organization, click the appropriate link in the Organization column. 
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The Summary Report page automatically scrolls to the reviews for the selected resource 
issue or reviewing organization. 

 

3.2.3.7.4.3 ETAT Project Effects Comments 

This section of the report displays the comments and DOEs submitted by the reviewing agencies, and the 
responses from the District. Each Project Effects Comments section displays the following: 

 District’s assigned SDOE and comments 

 Reviewing agency DOEs and comments 

 A listing of any agencies who did not submit comments 
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 To view the ETAT comments and recommended DOE, click the plus sign symbol located beside 
the agency or organization’s name. 

 

 

The section expands and displays the reviewer comments. 
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Tip! To collapse the section, click the minus sign. 

3.2.3.7.4.4 Cumulative Effects Considerations Comments and Responses 

 
This section of the summary report displays agency comments regarding cumulative effects along with 
the District’s response and assigned SDOE.   
 

 
 
Note: Comments submitted during screening events after October 15, 2012, show the comments 
organized in the new format (see illustration above). Reports showing results of earlier screening events 
are displayed in the old format. 

3.2.3.7.4.5 Advance Notification (AN) Package Comments and Responses 

Located in the Appendices section of the Summary Report, the Advance Notification Comments 
section displays the additional comments made by ETAT and AN Commenting Interested Party members 
following their review of an AN package. The report also displays the District Coordinator’s responses.   
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Note: The AN Package Comments and Responses option is only available in the Preliminary and Final 
Programming Screen Summary Reports. 
 

 

To view the AN comments and District responses, scroll to the Appendices section and then to Advance 
Notification Comments. 
 

3.2.3.7.4.6 PED Comments 

PED comments are used in combination with ETAT comments to assist the District in understanding the 
potential effects of the project and preparing the scope of the Project Development and Environment 
(PD&E) study. The PED comments, if available, are located in the Appendices section of the Summary 
Report. 
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To view the PED comments, scroll to the Appendices section and then to Preliminary Environmental 
Discussion Comments. 
 

 

3.2.3.7.5 Viewing Project Details 

Project Details are included in the Purpose and Need section of the Summary Report. This includes the 
project’s purpose and need information, Project Description information, and sociocultural data. 
Depending on the type of screening being summarized, the following information is included, if available:   
 

 Project Purpose and Need 

 Consistency Information 

 Project Description Summary 

 DCA Review of Local Government Comprehensive Plan Consistency 

 Federal Consistency Determination 

 Additional Consistency Information 

 Summary of Public Comments  

 Lead Agency 

 Participating and Cooperating Agencies 

 Exempted Agencies 

 Community Desired Features 

 User Defined Communities Within 500 Feet 

 Census Places Within 500 Feet 
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3.2.3.7.5.1 Purpose and Need 

The project’s purpose and need information is shown at the top of the Purpose and Need heading and is 
followed by Consistency information. 

 

The Planning Consistency Status subsection provides MPO/TPO responses and comments  
pertaining to the project’s consistency for each Phase. If an attachment is available, a link to the 
document will be provided next to the Attachments label. 

 

The Purpose and Need section includes the Purpose and Need Reviews, which include comments 
from reviewing agencies, along with an indication of whether the agency understood (or accepted, if 
applicable) the project purpose and need (Acknowledgement).  A list of organizations that did not 
submit a review of the purpose and need is shown below the Purpose and Need Reviews table. 
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3.2.3.7.5.2 Project Description 

The Project Description portion of the Summary Report includes the following information, if available: 
 

 Project Description Summary 

 DCA Review of Local Government Comprehensive Plan Consistency 

 Federal Consistency Determination 

 Additional Consistency Information 

 Summary of Public Comments  

 Lead Agency 

 Participating and Cooperating Agencies 

 Exempted Agencies 

 Community Desired Features 

 User Defined Communities Within 500 Feet 

 Census Places Within 500 Feet 
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3.2.3.7.5.3 Sociocultural Data 

The Summary Report provides links for viewing sociocultural data within 500 feet of the project. To open 
the Sociocultural Data Report for an area, do the following: 
 

1. Scroll to the Purpose and Need section and then to Project Description. 

2. Click a link on one of the location links located under one of the following: 

 User Defined Communities Within 500 Feet 

 Census Places Within 500 Feet 

 

The Sociocultural Data Report page opens, displaying a drill-down form and a map thumbnail of 
the area. Additional data are presented in tabular and graphical formats. For this illustration, the User 
Defined Community for Downtown Tampa is shown. 
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Tip!  See the Sociocultural Data Report training video for information on using the Sociocultural 
Data Report feature. In the Help menu, point to Training Videos, and then select Sociocultural 
Data Report. 

3.2.3.7.6 Alternative-specific Information 

The Summary Report displays Alternative-specific data for each project Alternative, including Alternative 
Description and Segment Details. Segment information includes details about Location and Length, 
Jurisdiction and Class, and data for Base Conditions, Interim Plan, Needs Plan, and Cost-Feasible 
Plan.  This is followed by information about Funding Sources for the project segment.  
 

 
 

1. To open the map and display the segment location, click the link in the Segment Record column for a 

selected segment category (e.g., Location and Length). 
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The Interactive Map Viewer opens and displays the project. 

 

2. Click the Close Map bar to return to the Summary Report page. 

3. The Project Effects Overview for the alternative displays the reviewing agency’s DOE. See the Viewing 

ETAT Recommended Degrees of Effect section for further information. 

 

3.2.3.7.6.1 Eliminated Alternatives 

This section provides a list of alternatives that have been eliminated, along with the Date Updated, name 
of agency that made the update, and the Justification for Elimination. 
 

 
 

Tip!  Click the View Report link to open the full report. 

3.2.3.7.7 Viewing Project Scope Information 

Following the Alternative-specific information is the Project Scope section of the Summary Report, which 
includes information about the following, if available: 

 General Project Recommendations (offered by FDOT in response to agency comments)  

 Anticipated Permits  
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 Anticipated Technical Studies 

 Class of Action 

 Dispute Resolution Activity Logs 

 
Scroll to the Project Scope section to view the information, which includes key details for Type, 
Conditions, Assigned by, and Date.   
 

 
 
If the Summary Report is for a Final Programming Screen, the Class of Action, including the contact 
names from the FDOT District and Lead Agency, Review Status (Accepted), Date of acceptance, and 
Comments. 
 

 
 

3.2.3.7.8 Appendices 

The Appendices section of the Summary Report comprises the following subsections: 

 PED Comments 

 Advance Notification Package Comments 

 GIS Analyses  
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 Attachments 

 Hardcopy Maps (Project Level and Alternative Level) 

Note: See the Viewing the Project Effects Overview section of these instructions for the PED Comments 
and Advance Notification Package Comments. 
 

 
 

 To view the GIS Analyses, click the link to open the GIS Analysis Report page and then select the 

appropriate Milestone. 

Note:  After you open the GIS Analysis Report page, be sure to select the Milestone that is 
noted in the Special Note, as shown in this illustration. 

 

 To view documents that are attached to the Summary Report, go to the Attachments table and click 

the Document name link. 

 

The document will open as a PDF in a separate window, where you can print a copy of the 
document or save the document to your desktop. 
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 To display Project-Level or Alternative-Level Maps, select the type of format you want to use to 

display the map by clicking the JPG or PDF link for the Category. 

 

The map will open in a separate window, where you can print a copy of the map or save the map 
to your desktop. 

3.2.3.8  Federal Consistency Findings (New 04/16/2008) 

This report displays the findings provided by Federal Consistency Reviewers. To generate the report for a 
project (or group of projects), select the project(s) using the Project Navigation Bar, go to the Reports menu, 
point to Project Effects, and then click Federal Consistency Findings.  

 

Under Search Criteria, use the fields to search by Agency and the Date Range of the reports. 

 

If you want the report to display the Federal Consistency findings for all agencies and all dates, retain the default 
Agency (None Selected) and Date Range (undefined) settings. To narrow the search to a particular agency 
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and/or date range, make your selection from the Agency list.   Select the appropriate option button to either 
Search Current Project or Search All Projects in Selection, and then click Search. 

The first section of the search results displays the Federal Consistency Findings definitions. There are three 
classifications: Consistent; Consistent, With Comments; and Inconsistent. Below that are the project header 
and the agency findings for that project.  Project header information includes the ETDM number and project 
name, the FDOT District(s) and county (or counties) where the project is located, the ETDM phase, from and to 
locations, the associated Planning Organization and Plan ID number, the Financial Management number, and 

contact information.  Note: to view details of the search results, click ; to view a summary list, 

click .  
 

 

The findings details include the name of the agency, the Federal Consistency Review finding, and the review 
date. Note: to expand the view to include details, click the  icon. To collapse the view to display only the 
header, click .)   
 

 

3.2.3.9  Track State Clearinghouse Projects Report (Updated 06/30/2009) 

This report displays the State Clearinghouse project record. Until the Federal Consistency determination has 
been made, only the State Clearinghouse can view this report.  Once the determination has been made, the 
report is available for reading by all parties involved and by the public (via the ETDM Public Access Site). 

To generate the report, first select a project using the Project Navigation Bar, go to the Reports menu, point to 
Project Effects, and then click Track State Clearinghouse Projects Report. 
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The first section of the Track Clearinghouse Projects Report form is a header with information that identifies 
the selected project.  This information includes the ETDM number and project name, the FDOT District(s) and 
county (or counties) where the project is located, the ETDM phase, from and to locations, the associated 
Planning Organization and Plan ID number, the Financial Management number, Federal Involvement level, and 
contact information. 

 
Below the header information is the Select a Screening Event to Track dropdown list; by default, the most 
recent screening event is displayed. Click the down arrow to display the list of all screening events available for 
selection.   

 

 

The next section displays the project’s Alternative Details, if any. 
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As shown in the following image, the Program Information section displays details regarding the project, 
including the Category (Federal Funding, Federal Action, or Federal Permit), the CFDA (Catalog of Federal 
Domestic Assistance) Number, a summary Project Description, Review Type, Routing/Consistency 
information for the project, Applicant Information, Type, and Funding details.   

Also listed are the Federal Consistency Definitions used by the Federal Consistency Reviewer; there are three 
possible findings: 

 Consistent 

 Consistent, With Comments 

 Inconsistent 

The definition for each finding appears next to the option, as shown below. 

 

Following that is the ICAR Determination. This section displays the Intergovernmental Coordination and Review 
determination from the State Clearinghouse, including any comments.    
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The Federal Consistency Review findings are displayed on the form, as shown in the example below.  (The 
findings are also available in the Federal Consistency Findings report, accessed via the Reports menu under 
Project Effects.)  The ETAT review comments and other comments are available for viewing on the Agency 
Comments – Project Effects report and the Agency Comments – Purpose & Need report (found in the Reports 
menu, under Project Effects).  The findings submitted are followed by a list of agencies that are required to 
review federal consistency, but from whom no comment has been received for the selected screening event. 
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The Date Closed section shows the date that the State Clearinghouse Coordinator issued the consistency 
determination.  

3.2.3.10 Class of Action Determination Report (New 06/30/2010) 

The Class of Action Determination Report function in the Environmental Screening Tool (EST) Reports 
menu displays the agreed upon environmental Class of Action (COA) Determination between the FDOT and 
the Lead Agency for a project. 

The process for obtaining the environmental COA Determination requires that the District ETDM Coordinator 
recommend a COA Determination following a project's Programming Screen. The District ETDM Coordinator 
enters the recommended COA Determination via the EST Add/Modify Class of Action tool and signs it using 
the Review Class of Action tool.  

Once the COA is signed by the ETDM Coordinator, an email requesting review and approval of the 
recommended COA Determination is automatically generated and sent to the Lead Agency’s primary ETAT 
member for the project. The Lead Agency representative then uses the EST Review Class of Action tool to 
review and sign the COA Determination.  

After the COA Determination process is complete, the determination is part of the project record in the EST and 
is published in the Final Programming Summary Report.  

Viewing the COA Determination Report: 

1. Select a project from the Project Navigation Bar. 

 

Note: You can use the default project that appears in the Active project box, select a project from 
your Saved Searches or Project History lists, or you can click the Advanced Project Search link 
to select another project. See the Navigation chapter of the EST Handbook for information on using 
the Project Navigation Bar. 

2. On the Reports menu, point to Project Effects, and then click Class of Action Determination. 
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The Class of Action Determination Report window opens as a tabbed page, displaying a page 
toolbar and the COA Determination Report for the selected project. 

   

 

Tip!  Click the toolbar icon in the Class of Action Determination Report window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

 Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 

The Class of Action Determination Report is divided into the following sections: 

 Class of Action Determination 

 Class of Action Signatures 
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The Class of Action Determination section displays the Class of Action that has been 
established for the project, Other Actions, the Lead Agency for the project, and Cooperating 
Agency(ies), if any. 

 

 

The Class of Action Signatures section displays signature details for the FDOT District and the 
Lead Agency.  Each section shows: 

 Name (District ETDM Coordinator and Lead Agency Representative) 

 Review Status (Accepted or Not Accepted) 

 Date ( the date the COA Determination was signed) 

 ETDM Role (identifies the EST access role of those who signed the COA Determination) 

 Comments 

 

 

3.2.3.11 Comments on Environmental Documents(In Development) 

3.2.3.12 Agency Comments – Ad Hoc Query (In Development) 

3.2.3.13  GIS Analysis Results (All)  

For Administrator use only. 
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3.2.4  Reminders (Updated 10/17/2014) 

Reports listed under Reminders provide a quick view of projects related to Dispute Resolution, ETDM QA/QC, 
Summary Reports, Report Republication, and Milestone Needs.  Users may use these reports to monitor or 
follow-up on tasks that still remain pending or identify tasks that have been completed. 

 

 

3.2.4.1 Projects Flagged for Dispute 

To view the Projects Flagged for Dispute report, go to the Reports menu, point to Reminders, and then click 
Projects Flagged for Dispute.   

 

 

This report displays a list of projects with status "ETAT Review Complete,"  and with at least one review 
organization that has indicated a "Potential Dispute" or "Dispute Resolution Required" for the agency 
involvement option.   

 

 
 

3.2.4.2 Projects in Dispute Resolution 

To open the Projects in Dispute Resolution report, go to the Reports menu, point to Reminders, and then click 
Projects in Dispute Resolution.   
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The Projects in Dispute Resolution report displays a list of projects that have a status of "Dispute Resolution 
in Progress."  An ETDM Coordinator sets the status by using the Update Project Status tool (See Section 3.1 
– Tools in the EST User Handbook).   

 

3.2.4.3 Projects Awaiting ETDM QA/QC 

To view the Projects Awaiting ETDM QA/QC report, 
go to the Reports menu, point to Reminders, and 
then click Projects Awaiting ETDM QA/QC.   
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This report shows all of the projects that have a status of "ETDM QA/QC." The status of “ETDM QA/QC” 
indicates that a project needs to be verified for completeness of information required for the next ETAT review.   

3.2.4.4 Un-published Summary Reports 

 

To view the Un-published Summary Reports list, go to the Reports menu, point to Reminders, and then click 
Un-published Summary Reports.   
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This report lists projects with the status "ETAT Review Complete," along with the time remaining to complete the 
summary report (60 calendar days from the end of the review period).   

 

3.2.4.5 Projects Needing Republication (New 03/21/2008) 

To access the Projects Needing Republication report, click on the Reports button on the main menu.  Go to 
Reminders and then select Projects Needing Republication  

 

This report lists projects that have been edited since the most recent Summary Report was published.  It is 
required that Summary Reports for these projects be republished before the project phase can be updated or 
before the project can undergo a screening event. 
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An example Projects Needing Republication report is shown below.  The list is organized in numerical order by 
ETDM project number.  To sort the list by another column heading, click the column name (in blue). 

 

As you move your cursor through the list, the project row will be highlighted in orange.  To view details for the 

project concerning Summary Reports that may need to be republished, click the  link to the far right of 
the row for that project.   

 

Clicking the  link opens the Project Milestone Needs report for the project, which provides additional 
information about the reports that have been published and whether any need to be republished.  This report 
also includes links for initiating republication.  
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3.2.4.6 Project Milestone Needs (Updated 10/17/2014) 

The Project Milestone Needs feature in the EST Reports menu lists the actions that need to be taken to 
publish outstanding milestone event reports.  Once a phase has been updated you will no longer be able to 
make changes to the summary report.  This feature allows you to view a report and make final changes before 
updating a phase.  Eliminating an alternative will require publishing an Eliminated Alternatives Report (which in 
turn triggers an automatic re-publishing of the summary report) before updating the phase.   

3.2.4.6.1 Accessing the Project Milestone Needs Report from the EST Reports Menu 

1. On the project navigation bar located at the top of the EST window, click the Active project arrow and 

then make your selection by clicking on the project name and ETDM number. 

 

Tip!  You can change the list of Active projects using the search tools on the project navigation 

bar. For more information on how to use the project navigation bar search tools (e.g., selecting 
projects using Site Search and Advanced Search functions), refer to the Navigation chapter in the 
EST User Handbook.  

2. On the Reports menu, click Reminders, and then click Project Milestone Needs. 

 
 

The Project Milestone Needs page opens and displays the report status. 

Tip!   Click the toolbar icon on the window to: 

   Export the page to a PDF file. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

Note: For details on using the project selection feature, see the Navigation chapter of the EST User 
Handbook. 
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3.2.4.6.2 Viewing the Project Milestone Needs Report 

The report page comprises two sections: Summary Report Status and Eliminated Alternatives Report 
Status.  A message appears below each heading and indicates if a report has been published, edited, or 
if no report is required (e.g., a project has not completed a screening review). 

 

Tip!  Click the plus sign,  , beside the project’s ETDM number to expand the project information 

header. Click the minus sign, , to collapse the section. 

Summary Report Status 

If a summary report has been modified since its last publication, a red X will appear beside a note describing the 
action that is needed.  When modifications to the summary report have been made a list appears detailing the 
type of modifications that have been made, along with the date of the modification, the name of the person who 
made the modification, a message that briefly describes the modification, and a link to open the relevant EST 
page. 

 

Tip!  For information on publishing/re-publishing a summary report, see the Summarize Results of 

ETAT Review Screen section of the EST User Handbook. 
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Eliminated Alternatives Report Status 

If an Eliminated Alternatives Report has been modified since its last publication, a red X will appear along with a 
note describing the action that is needed.   

Tip!  For information on publishing/re-publishing an Eliminated Alternatives Report, see the 
Summarize and Publish Eliminated Alternatives section of the EST User Handbook. 

 

 

3.2.5  Agency Participation (Updated 05/06/2012) 

Reports listed under Agency Participation enable users to view agency and associated resource information 
and to track projects needing required reviews. 

 

3.2.5.1 Agencies and Associated Resource Issues 

To view the Agencies and Associated Resource Issues report, go to the Reports menu, point to Agency 
Participation, and then click Agencies and Associated Resource Issues.   
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The Agencies and Associated Resource Issues report provides a list of review agencies and the resource 
issues they are responsible for reviewing.  The report includes a query function to select either an agency or an 
issue.  To view the resource issues associated with a particular agency, select the agency name from the 
Review Agency pull-down menu at the top of the Agencies and Associated Resource Issues page.  To view 
agencies associated with a particular resource issue, select the issue name from the Issue pull-down menu at 
the top of the Agencies and Associated Resource Issues page.   

 

 

3.2.5.2 Agency Review Overview (New 03/24/2012) 

The Agency Review Overview function in the EST Reports menu enables authorized users to view 
Environmental Technical Advisory Team (ETAT) reviews for a project’s Alternative(s).   

Using the Agency Review Overview function: 

1. Select a project from the Project Navigation Bar.  

2. Go to the Reports menu, point to Agency Participation, and then click Agency Review Overview. 
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The Agency Review Overview page opens.  

 

 

Tip!   Click the toolbar icon on the window to: 

 Print a copy of the page. 

  Export the page to a PDF file. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 
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 Add the page to your My ETDM preferences. 

3. Under Search Criteria, click the Organization drop-down arrow to expand the list of reviewing 

organizations, and then click the organization name. 

 

4. Click the Alternative drop-down arrow and then select the Alternative. 

 

5. Click Search. 

Tip!  Click the Agencies and Associated Resource Issues link to view a list of agencies and their 

associated resource issue(s).  

The Agency Review Overview page refreshes and displays the Alternative Details and the 
Degree of Effect for each resource issue that is required to be reviewed by the selected agency for 
the project Alternative. The illustration below shows the resource issues associated with the Florida 
Department of Environmental Protection.  

Note:  Issues that were not reviewed are shown with a question mark, , and a note stating No 
Data Recorded. The view link is also shown as inactive.  

 

6. Click the view link for the associated Issue to open the ETAT Review Detail page. 

 

7. The remainder of the report displays the Degree of Effects for Other Issues, which was optionally 

reviewed by the selected agency. Click the view link to open the ETAT Review Detail page. 
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3.2.5.3 Agency Websites 

To view the Agency Web Sites report, go to the Reports menu, point to Agency Participation, and then click 
Agency Websites.   

 

 

  



 

 

 Environmental Screening Tool Handbook - February 15, 2016 3-512 

This report provides a list of participating agencies and links to each agency’s website.    To access an individual 
agency’s website, click on the hyperlink to the right of the agency’s name.   

 

3.2.5.4 Local Historic Contact List (In Development) 

3.2.5.5 Add Local Historic Contact (In Development) 

3.2.5.6    ETAT Contact List (Updated 11/15/2006) 

This report lists the names, telephone numbers and email addresses for ETDM Coordinators, Community 
Liaison Coordinators (CLCs), and ETAT representatives.  The report includes a query function to search for 
contact information based on District, user’s role, and/or agency name.  To view the ETAT Contact List report, 
go to the Reports menu, point to Agency Participation, and then click ETAT Contact List.   

 

When the form opens, complete the appropriate fields, and then click Search.   
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Portions of an ETAT Contact List report are shown below.  The search criteria selected for this example are 
FDOT District 1 (District), ETAT Member (User’s Role) and -All- (Agency).  To send an email to an individual 
listed on an ETAT Contact List report, click on the email address for that individual. 

 

The ETAT Contact List report can be printed by clicking the printer icon  in the upper right-hand corner of 

the report.  To view a PDF of the ETAT Contact List report, click the  button at the top of the screen.  You 
can then review, save, or print the ETAT Contact List report. 

The ETAT contact information can also be exported as an Excel file.  Click the  button at the top right-
hand side of the ETAT Contact List report, as shown below. 
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3.2.5.7    Projects Needing Class of Action Review (New 05/06/2012) 

The Projects Needing Class of Action Review function in the EST Reports menu enables agencies to 
view a list of projects that need a Class of Action (COA) review.  The report lists all preliminary COAs that 
need to be determined and signed, or need to be published in the final Programming Screen Summary 
Report. 

Viewing the Projects Needing COA Review Report: 

1. On the Reports menu, point to Agency Participation, and then click Projects Needing Class of Action 

Review. 

 

The Projects Needing Class of Action Review window opens and displays a search filter. By 
default, the page automatically displays the Assigned Organization(s) field with the Show results 
for … only option selected. A list of Projects Requiring Review will appear if there are projects that 
are awaiting review. 

 

Note: If no projects are listed, the EST displays a No Projects were found that met the following 
search criteria statement along with the search parameters. 
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Tip!   Click the toolbar icon on the window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

 View the training video about the current page. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Under Search Criteria, do the following: 

 In the County list, do one of the following: 

 Accept the default –All-. 

 Click the County drop-down arrow, , and click the name. 

 You can view the list of projects awaiting review by your agency or by other organizations. Do 
one of the following: 

 To view the list of projects awaiting review by your agency (i.e., the assigned organization), 
accept the default Assigned Organization(s). 

 

 

 To view the list of projects being reviewed by your  organization, click the option button 
beside Show results for all members of selected organization. 

 To view the list of projects awaiting your review, based on your assigned geographic 
region, click Show results for … only. 

 

3. Under Projects Requiring Review by …, the EST displays a table showing the projects requiring COA 

review for the organization you selected in the Search Criteria section. To review the project’s COA, click 

the project’s number link in the ETDM# column. 
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Tip!   To sort the project information by column, click the column-heading links. (e.g., click the Days 

Left heading to sort the table by deadline priority). 

4. The Review Authority column shows whether or not you have authority to enter comments on behalf of 

your agency by displaying a Yes or No.   

Note: If No appears in the Review Authority column, you must email your comments to your 
agency representative who will enter your comments into the system. 

5. The COA Signed column shows if the COA has been signed. Click the Yes or No link to open the Class 

of Action Determination Report.   

3.2.5.8    Projects Needing Federal Consistency Review (Updated 05/06/2012) 

The Projects Needing Federal Consistency Review function in the EST Reports menu enables agencies to 
view a list of projects that need to be reviewed for consistency with the Florida Coastal Management Program. 
In addition, when the State Clearinghouse agency (Florida Department of Environmental Protection) is selected, 
the page also lists the status of projects needing a final Federal Consistency Determination from the 
Clearinghouse. Users with Federal Consistency Reviewer and/or ETAT Reviewer roles can access the report. 

Viewing the Projects Needing Federal Consistency Review Report: 

1. On the Reports menu, point to Agency Participation, and then click Projects Needing Federal 

Consistency Review. 

 

The Projects Needing Federal Consistency Review window opens and displays a search filter. By 
default, the page automatically displays the Assigned Organization(s) field with the Show results 
for … only option selected. A list of Projects Requiring Review will appear if there are projects that 
are awaiting review. 
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Note: If no projects are listed, the EST displays a No Projects were found that met the following 
search criteria statement along with the search parameters. 

Tip!   Click the toolbar icon on the window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

 View the training video about the current page. 

  Send feedback about the current page. 
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  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Under Search Criteria, do the following: 

 In the County list, do one of the following: 

 Accept the default –All-. 

 Click the County drop-down arrow, , and click the name. 

 You can view the list of projects awaiting review by your agency or by other organizations. Do 
one of the following: 

 To view the list of projects awaiting review by your agency (i.e., the assigned organization), 
accept the default Assigned Organization(s). 

 

 

 To view the list of projects being reviewed by other Federal Consistency Reviewers 
within your organization, click the option button beside Show results for all members 
of selected organization. 

 To view the list of projects awaiting your review, based on your assigned geographic 
region, click Show results for … only. 

 

 To view project Alternatives being reviewed by other organizations, click the option button 
beside Other Organizations, and then click the organization name. 

3. Under Projects Requiring Review by …, the EST displays a table listing the projects requiring Federal 

Consistency review for the organization you selected in the Search Criteria section. To enter the Federal 

Consistency Finding, click the project’s number link in the ETDM# column. 

Tip!   To sort the project information by column, click the column-heading links. (e.g., click the Days 

Left heading to sort the table by deadline priority). 

 

4. The Review Authority column shows whether or not you have authority to enter comments on behalf of 

your agency by displaying a Yes or No  
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Note: If No appears in the Review Authority column, you must email your comments to your 
agency representative who will enter your comments into the system. 

3.2.5.9    Projects Needing Advance Notification Review (New 05/06/2012) 

The Projects Needing Advance Notification Review function in the EST Reports menu enables 
agencies to view a list of projects that have an Advance Notification package that needs to be reviewed 
by Commenting Interested Parties. 

Viewing the Projects Needing Advance Notification (AN) Review Report: 

1. On the Reports menu, point to Agency Participation, and then click Projects Needing Advance 

Notification Review. 

 

The Projects Needing Advance Notification Review window opens and displays a search filter. By 
default, the page automatically displays the Assigned Organization(s) field with the Show results 
for … only option selected. A list of Projects Requiring Review will appear if there are projects with 
AN packages awaiting review. 

 

Note: If no projects are listed, the EST displays a No Projects were found that met the following 
search criteria statement along with the search parameters. 
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Tip!   Click the toolbar icon on the window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

 View the training video about the current page. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Under Search Criteria, do the following: 

 In the County list, do one of the following: 

 Accept the default –All-. 

 Click the County drop-down arrow, , and click the name. 

 You can view the list of projects awaiting review by your agency or by other organizations. Do 
one of the following: 

 To view the list of projects awaiting review by your agency (i.e., the assigned organization), 
accept the default Assigned Organization(s). 

 

 To view all the projects being reviewed by your organization, click the option button 
beside Show results for all members of selected organization. 

 To view all the projects with AN Packages available for your review, click Show 
results for … only. 

 

 If you want to view project Alternatives being reviewed by other organizations, click the 
option button beside Other Organizations, and then click the organization name. 
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3. Under Projects Requiring Review by …, the EST displays a table showing the projects requiring AN 

review for the options that were selected in the Search Criteria section. To view a project’s description, 

interactive map, GIS Analysis Results report, and a form to enter comments regarding the project’s AN 

package, click the project’s number link in the ETDM# column.  

Tip!   To sort the project information by column, click the column-heading links. (e.g., click the Days 

Left heading to sort the table by deadline priority). 

4. The Review Authority column shows whether or not you have authority to enter comments on behalf of 

the selected agency by displaying a Yes or No.   

Note: If No appears in the Review Authority column, you must email your comments to your 
agency representative who will enter your comments into the system. 

5. The General AN Comments column indicates if comments on the AN package have been entered. Click 

the Yes or No link to open the Advance Notification Package Report page.   

3.2.5.10 Projects Needing Review (Updated 11/30/2011) 

The Projects Needing Review function in the EST Reports menu enables Environmental Technical Advisory 
Team (ETAT) members to review project details and resource information for projects within their agency’s 
jurisdiction that are currently in an ETAT review period.   

Viewing the Projects Needing Review Report: 

1. On the Reports menu, point to Agency Participation, and then click Projects Needing Review. 

 

The Projects Needing Review window opens, displaying a search filter, and a list of the projects 
that are ready to be reviewed by your agency. 
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Tip!   Click the toolbar icon on the window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

 View the training video about the current page. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the current page. 

 Add the current page to your My ETDM preferences. 
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2. Under Search Criteria, you can view the status of projects being reviewed by other ETAT members within 

your agency or in other agencies. Enter your search criteria by doing the following: 

 In the County list, do one of the following: 

 Accept the default –All-. 

 Click the County name. 

 Do one of the following: 

 If you want to view projects only for your agency (i.e., the assigned organization), click the 
option button beside Assigned Organization(s). 

 

 To view all the projects needing review by the assigned organization, click the 
option button beside Show results for all members of selected organization. 

 To view all the projects available for your review, click Show results for Your 
Name only. 

 If you want to view projects needing review by other organizations, click the option button 
beside Other Organizations, and then click the organization name. 

Tip!  Click the Agencies and Associated Resource Issues link to view the report listing the 

resource issues your agency is responsible for reviewing. 

3. Under Projects Needing Review by Name of Organization, the EST displays a table showing the projects 

currently in ETAT review for the organization you selected in Search Criteria section. The table displays 

the following project information: 

 FDOT District – the FDOT District(s) in which the project is located 

 County – the county(ies) in which the project is located 

 ETDM#  – the project number 

 ALT# – project alternative number 

 Project Name – name of the project 

 ETDM Phase – phase project is currently in 

 Days Left – number of days remaining in the review period 

 Last Day –  date the review period ends 

 Start Day – date the review period began 

 Review Authority – indicates whether or not you have authority to enter comments on behalf of 
the selected agency—Yes or No 

Note: If No appears in the Review Authority column when your agency is selected, you must email 
your comments to your agency representative who has authority to enter comments into the system. 
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 P&N Review – indicates whether your agency has submitted comments about the Purpose and 
Need Statement 

 Issue Reviews – indicates the percentage of required issues with submitted comments 

Tip!   To sort the project information by column, click the column-heading links (e.g., click the Days 

Left heading to sort the table by deadline priority). 

4. Click the links in the P&N Review and Issue Reviews columns to view comments submitted by your 

agency, if any. 

5. To review a project alternative, click the project ETDM number link in the ETDM# column for the 

corresponding alternative. 

Note: A project may have multiple alternatives, with each alternative listed separately. You will need 
to conduct an independent review for each alternative associated with the project. 

 

 

The EST opens the Interactive Map showing the project’s location 
and the appropriate forms and reports. 

6. To view the forms and reports, click the Click to Close Map bar to 

close the interactive map viewer.  

The EST displays the following tabbed pages, enabling you to 
easily access the necessary tools and reports to conduct your 
review: 

 Projects Needing Review 

 Project Description  

 Review Purpose and Need Statement 

 Describe Direct Effects 

 GIS Analysis Results 

Note: To view the navigation details for the pages associated with 
the Project review, see the EST Handbook. 
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7. Click the tab title to open the page for the selected form or report. 

Tip!  The EST displays a white tab when pages are in active view. (See the Navigation chapter of 

the EST Handbook for navigation details on page tabs.) 

8. When you have finished reviewing the reports for a selected Alternative, close the tabbed pages associated 

with the current review —except for the Projects Needing Review page-- before selecting another 

Alternative. 

Tip!  If you mistakenly close a page before completing your review, close all the tabs for the current 

review, and then click the Project Number on the Projects Needing Review page to re-open the 
tools and reports associated with the project. 

3.2.5.11 Track ETAT Notifications (New 11/30/2011) 

The Track ETAT Notifications function in the Environmental Screening Tool (EST) Reports menu enables the 
Environmental Management Office manager, District ETDM Coordinators, and the State Clearinghouse to view 
notifications that were sent to Environmental Technical Advisory Team (ETAT) members, along with the list of 
individuals who were sent the notifications.  The Track ETAT Notification function also enables users to 
forward a notification to additional people.  

Using the Track ETAT Notifications Report: 

1. Select a project from the Project Navigation Bar. 

 

Note: You can use the default project that appears in the Active project box, select a project from 
your Saved Searches or Project History lists, or you can click the Advanced Project Search link 
to select another project. See the Navigation chapter of the EST Handbook for information on using 
the Project Navigation Bar. 

2. On the Reports menu, point to Agency Participation, and then click Track ETAT Notifications. 
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The Track ETAT Notifications window opens as a tabbed page, displaying the notifications sent 
to ETAT recipients for the selected project.  There can be multiple notifications, with each 
notification containing a list of recipients and a Forward button. 

Tip!  Click the minus sign, , to collapse a notification section.  Click the plus sign, , to 

expand a section.  

 

Tip!   Click the toolbar icon on the window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

  Add the page to your My ETDM preferences. 

Below each Notice section, is a Recipients section. This section displays the number of 
recipients who were sent the ETAT review notification for the project, along with the recipients' 
Name, Organization name and E-mail address link. 

 

3. To forward the list of recipients, click the  button located beneath the selected list. 
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3.2.6  Community Coordination (Updated 06/29/2014) 

Reports listed under Community Coordination enable users to view read-only screens that display community 
characteristics information and public comments regarding one or more projects. The Mailing Labels function 
allows users to print mailing labels for public involvement activities. 

 

 

3.2.6.1 Sociocultural Data Report (New 06/29/2014) 

The Sociocultural Data Report (SDR) replaces the former Community Characteristics Inventory (CCI) report. 
The SDR provides sociocultural effects analysis for community boundaries that have been added by FDOT 
(user-drawn boundaries) and the U.S. Census Bureau, and displays sociocultural effects analyses for project 
alternatives and areas of interest (AOIs).  The data are derived from the U.S. Census Bureau’s decennial 
census (e.g., household and population estimates) and the most recent American Community Survey (ACS).   

Information is presented in a tabular and graphical format, detailing a community’s sociocultural statistics and 
trends for the following: 

 Demographics 

 Poverty indicators 

 Housing values 

 Land use types 

 Community Resources 

An SDR is generated upon completion of a GIS report and can also be generated within the EST map editor 
(depending on user permission). The following steps provide instructions for accessing and navigating the SDR 
using the EST Reports menu. 

1. On the Reports menu, point to Community Coordination, and then click Sociocultural Data Report. 
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The Sociocultural Data Report page opens, displaying options for the type of report you want to 
generate.  

 

2. Under Select  your report query, click one of the following option buttons to display the sociocultural data: 

 User Defined Community – User-defined community, municipal, and neighborhood boundaries 
created by the user in the EST mapping tool.  

 Census Place – Census designated places as defined by the U.S. Census Bureau. 

 Area of Interest (AOI) – User-drawn areas for local projects that are not going through the 
ETDM process.  AOIs drawn on the interactive mapping tool will appear on the SDR. 

Note: The Area of Interest (AOI) option will only appear for users who have created AOIs in 
the EST mapping tool.  If you have not created any AOIs, then the option will not appear at 
the top of the Sociocultural Data Report page. 

 County Demographic Profile – Displays demographic profiles for all 67 Florida counties. 

 Current Project Alternatives – Allows you to run a demographic profile for a project alternative.  

 

Tip!  For details about the data shown on the Sociocultural Data Report page, go to the  

Sociocultural Data Report training video.  On the Help menu, click the Training Videos link, and 
then click Sociocultural Data Report. 
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3. After making your selection, additional drill-down fields appear that allow you to narrow your choice. Click 

the drop-down arrow, , to expand a field and view the selected options.  

 For User-Defined Community, a list of communities and buffer distances will display. 

 

 

 For Census Place, do the following: 

 Click the ALL drop-down arrow, . 
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 A list of Florida’s sixty-seven counties is shown. 

 

 Click a county name to select it, or accept the ALL default to include all counties in the 
report. 

 Click the drop-down arrow  on the next list box to narrow your selection. 

 

 Click one of the options to select it. 

 

 For Area of Interest (AOI), do the following: 

 Click the drop-down arrow  to expand the list of AOIs that you created. 
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Note: The AOI option will not be available if no AOIs have been created. 

 

 Click the appropriate option. 

 

 For County Demographic Profile, do the following: 

 Click the drop-down arrow  to expand the county list. 

 

 Click the appropriate option to select it. 

 For Current Project Alternative, do the following: 

 On the Active project field, click the drop-down arrow , and then select a project 
alternative from the list. 

 

 Click the Current Project Alternative option button.  The project alternative shown on the 
Active project field appears on the box below the report query buttons. 
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 Click the drop-down arrow  to expand the list of project alternatives, if there are multiple 
alternatives. 

 

 Click the appropriate option to select it. 

4. Click Generate Sociocultural Data Report. 

 

The Sociocultural Data Report page refreshes and displays the report, along with a thumbnail of 
the map. 

Tip! Click the Generate County Demographics Profile button to display the data for the county 

where the community is located. 
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Tip!   Click the toolbar icon on the window to: 

   Export the page to a PDF file. 

  Send feedback about the current page. 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 
 

The report sections display trends (e.g., General Population, Race and Ethnicity, Age, and 
Language) and demographic profiles for the selected area.  The information shown on the SDR is 
based on data from the U.S. Census Bureau’s decennial census and the ACS.   

Note: The latest ACS data shown is for 2012. Because the ACS is taken every two years, this 
information will be updated when it becomes available. 
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5. Scroll to the bottom of the Sociocultural Data Report page for information about the sources of the 

reported data under the following headings.   

 Community Facilities 

 Block Groups 

 Data Sources 

 County Data Sources 

 Metadata  

 

6. Below the SDR you can find the County Demographic Profile.   

Note: If multiple counties intersect a community, all county demographic profiles will be listed. 

The County Demographic Profile (CDP) allows you to perform further comparison between the 
county data with the community data displayed in the SDR.  The only differences in the data 
presentation between the two reports is that the CDP does not include data for land use and 
community facilities.  Additionally, the CDP only provides graphical data for the county profile; the 
community and county comparison is not duplicated. 
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3.2.6.2   MPO/County Fact Sheet (In Development) 

3.2.6.3   Mailing Labels (In Development) 

3.2.6.4   Public Comments Summary (Updated 12/30/2013) 

The Summary of Public Comments feature in the EST Reports menu enables you to view public comments 
collected during outreach activities. You can view comments for all projects within your selection or view only 
the comments for the default project. 

Viewing Public Comments:  

1. In the Reports menu, click Community Coordination, and then click Public Comments Summary. 
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The Summary of Public Comments page opens and displays a form for indicating whether public 
comments are available for the selected project. 

 

Tip!  Click the plus sign, , to expand the project information header. Click the minus sign, , to 
collapse the section. 

2. Click View all projects from selection to display the comments for multiple projects. 

  

The list of projects from the selection is displayed along with the public comment summaries, if 
available.  

 

Note: If no public comments are shown, a note will indicate a Summary of Public Comments 
is not available at this time. 
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 Click View default project from selection only to display only the default project from the 
selection. 

 

 

Tip!   Click the toolbar icon on the window to: 

   Export the page to a PDF file. 

  Send feedback about the current page. 



 

 

 Environmental Screening Tool Handbook - February 15, 2016 3-538 

  Access online Help for the current page. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 

Note: For details on using the project selection feature, see the Navigation chapter of the 
EST User Handbook. 

 

3.2.7  Performance Management (Updated 
06/30/2010) 

Reports listed under Performance Management enable 
authorized users to access blank survey forms or view 
survey results and reports documenting the performance of 
the ETDM Process and its participants. 

3.2.7.1  Surveys (Updated 06/30/2010) 

The Surveys menu displays options for viewing individual 
surveys completed by ETAT members and District ETDM 
Coordinators or a summary of survey results. 

3.2.7.1.1 View Blank Survey (In Development) 

3.2.7.1.2 ETAT Survey (Updated 06/30/2010) 

Biennially, ETAT members complete a survey to provide 
feedback on how the participating agencies view the 
management and administration of the ETDM Process, the quality of the working relationship between the 
agencies and FDOT, and recommended improvements or changes. 

The ETAT Survey function in the Environmental Screening Tool (EST) Reports menu enables ETAT 
Members-Primary to view draft and final surveys for their agency. 

Viewing an ETAT Survey: 

3. On the Reports menu, point to Performance Management, select Surveys, and then click ETAT Survey. 
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The ETAT Survey window opens as a tabbed page, displaying a drop-down list box containing a 
list of draft and final surveys, with a page toolbar located in the upper right corner of the window.  

 

Tip!   Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the current page. 

 Add the page to your My ETDM preferences. 

 

4. In the Load a Survey field, click the drop-down arrow . 

 

The Load a Survey field expands, displaying the final and draft surveys submitted for your agency. 

 

 

5. Click the Survey name you want to view.  
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The survey name appears in the Load a Survey field. 

 

 

 

6. Click Load Survey. 

 

 

The ETAT Survey window opens as a tabbed page, displaying the completed survey and page 
toolbar. 

 

 

Tip!   Click the toolbar icon on the ETAT Survey window to: 

 Print a copy of the completed survey. 

  Export the completed survey to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 
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  Bookmark the page. 

 Add the page to your My ETDM preferences. 

3.2.7.1.2.1 2012 ETAT Survey Results (In Development) 

The 2012 ETAT Survey Results page displays agency ratings regarding the ETDM process from 01/01/2010 to 
06/30/2012.  

3.2.7.1.2.2 2012 District Survey Results (In Development) 

The 2012 District Survey Results page displays District ratings regarding the ETDM process from 01/01/2010 to 
06/30/2012. 

3.2.7.1.3 District ETDM Coordinator Survey (Updated 10/30/2012) 

Biennially, District ETDM Coordinators complete a survey to provide feedback on how the Florida Department of 
Transportation (FDOT) Districts view the management and administration of the ETDM Process, the quality of 
the working relationship between the agencies and FDOT, and recommended improvements or changes. 

The District ETDM Coordinator Survey Results function in the Environmental Screening Tool (EST) Reports 
menu enables Central Environmental Management Office (CEMO) Managers to view a summary of the Annual 
Survey results submitted by District ETDM Coordinators.  

Viewing District ETDM Coordinator Survey Results: 

1. On the Reports menu, point to Performance Management, select Surveys, and then click District ETDM 

Coordinator Survey Results. 

 

 

The District ETDM Coordinator Survey Results window opens as a tabbed page, displaying 
the survey results summary, with a page toolbar located in the upper right corner of the window.  
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Tip!   Click the toolbar icon on the District ETDM Coordinator Survey Results window to: 

 Print a copy of the completed survey. 

  Export the completed survey to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 

The survey results summary organizes District ETDM Coordinator responses in the following 
categories:   

 Methods of Project Notification 

 Benefits of ETDM 

 Customer Service 

 Quality of Information 

 Communication and Coordination 

 Performance Measures 
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3.2.7.2 Previous ETAT Surveys (In Development) 

3.2.7.3 Previous District ETDM Coordinator Surveys (In Development)  

3.2.7.4 Issue Tracking (New 7/31/2009) 

Reports listed in the Issue Tracking menu enable Central Environmental Management Office (CEMO) 
managers and staff to view issues and concerns reported by agencies to the FDOT. 

3.2.7.4.1 Issues Tracking: Details Report (New 7/31/2009) 

The Issues Tracking Details Report enables the Central Environmental Management Office managers and 
staff to view ETDM issue details reported by the agencies to FDOT.  

Viewing Issue Tracking Details Reports: 

1. On the Reports menu, point to Performance Management, select Issue Tracking, and then click Details 

Report. 

 

 

The Issues Tracking: Details Report window opens as a tabbed page, displaying search filters and 
a page toolbar.  

Tip!   Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

The Issues Tracking: Details Report window is divided into two sections—Issues Tracking Query 
and Select an Issue—that enable you to search and view the details of existing issues. 
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2. To search for a report, complete one or more fields under Issues Tracking Query.   

Note:  The fields are not required fields, so you have the option to enter as much information as you 
want into the search filter or you can leave all of the fields blank. However, leaving all of the fields 
blank when you submit your query will result in the EST displaying all issues listed in the system. 

 

3. To narrow your search results, complete one or more of the following fields in the Issues Tracking Query 

search filter:  EST then displays the issues matching your search criteria. 

 In the Issue ID field, type the identification number assigned to an issue. 

 In the Assignment ID field, type the assignment ID.  

 In the Reporter field, click the drop-down arrow . The field expands, displaying a pre-populated 
list of people who have reported issues. Do one of the following: 

 Select your name from the list if you want to view or edit issues you have previously reported.  

 Select another name to view the issues reported by the selected person. 

 In the Assignee field, click the drop-down arrow , and then select the person assigned to take 
action on specific issues. 

Tip!  You can also select a name in the Reporter and Assignee fields by typing the first letter of 

the person's first name. Keep pressing the letter until the name you are seeking appears.  

 In the Category field, click the drop-down arrow , and then select a category.  
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 In the Type field, click the drop-down arrow  and select the type of issue. The Type field 
populates with options related to the category you selected in the Category field.  

 In the Status field, click the drop-down arrow , and then select a status.  

 

 In the Priority field, click the drop-down arrow , and then select a priority. 

 

 In the Resolution field, click the drop-down arrow , and then select a resolution type.  

 

 In the Submission Date Range fields, type the date range when an issue was originally 
submitted.  

 In the Due Date Range fields, type the date range for action item due dates associated with an 
issue. 

Tip!  When typing in dates, use the mm/dd/yyyy format. Alternately, you can also click the 

calendar icon  and select the dates. 

 In the Keywords field, type any words related to your search query. 
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4. Click Submit Query. 

 

In the Select an Issue section, the Select an Issue field populates with the results based on your 
search criteria, as shown in the next illustration. 

 

5. To view details for an issue, click the drop-down arrow  in the Select an Issue field.  

 

The field expands and displays a list of issues matching the search query you entered in the 
Issues Tracking Query section. 

6. Select the issue you want to view. 
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7. Click Load Report. 

 

The Issues Tracking: Details Report window refreshes, displaying the details of the selected issue 
and an expanded page toolbar. 

 

Tip!   Click the toolbar icon on the Issues Tracking: Details Report window to: 

 Print a copy of the report. 

  Export the report to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

3.2.7.4.2 Issues Tracking: To Do List (New 7/31/2009) 
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The Issues Tracking: To Do List function in the Environmental Screening Tool (EST) Reports menu enables 
Central Environmental Management Office (CEMO) managers and staff to view open issues assigned to them.  
Issues appearing in the Issue Tracking: To Do List window are recorded and assigned by CEMO managers 
and staff using the Issue Tracking function in the EST Tools menu. 

Opening the Issue Tracking Inbox: 

1. On the Reports menu, point to Performance Management, select Issue Tracking, and then click Inbox. 

 

 

The Issues Tracking: To Do List window opens as a tabbed page, displaying a page toolbar along 
with the list of issues and action items assigned to you.   

 

Tip!   Click the toolbar icon on the Issues Tracking: To Do List window to: 

 Print a copy of the report. 

  Export the report to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 
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2. To view the details of an issue, point to the row containing the issue or action item information, and then 

click anywhere on the row. 

 

A message appears asking if you want to view the details of the selected issue. 

 

3. Click OK. 

The Issues Tracking: Details Report window tab opens, displaying the details of the selected 
issue that is assigned to you.    

 

 

Note:  After you have completed the Action Item, the issue and action item will be removed from the 

Issues Tracking: To Do List window.  However, you can view the issue and action item details in 
the Issue Tracking Details Report. 

 

3.2.7.4.3 Issues Tracking: Summary Report (New 7/31/2009) 
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The Issues Tracking: Summary Report function in the Environmental Screening Tool (EST) Reports menu 
enables Central Environmental Management Office managers and staff to view a read-only report summarizing 
issues being tracked. Details of the report include the issue title, date, participant who reported the issue, person 
to whom the issue is assigned, priority, and status. 

Viewing an Issues Tracking Summary Report: 

1. On the Reports menu, point to Performance Management, select Issue Tracking, and then click 

Summary Report. 

 

 

The Issues Tracking: Summary Report window opens as a tabbed page, displaying a search filter 
and a page toolbar.  

Tip!   Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 
The Issues Tracking: Summary Report window is divided into two sections—Issues Tracking 
Query and Select an Issue—that enable you to search and view the status details of existing 
issues. 
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2. To search for an issue, complete one or more of the following fields under Issues Tracking Query:   

Note:  The fields are not required fields, so you have the option to enter as much information as 
you want into the search filter or you can leave all the fields blank. However, leaving all of the 
fields blank when you submit your query will result in the EST displaying all of the issues listed in 
the system. 

 In the Issue ID field, type the identification number assigned to an issue. 

 In the Assignment ID field, type the assignment ID.  

 In the Reporter field, click the drop-down arrow . The field expands, displaying a pre-populated 
list of people who have reported issues. Do one of the following: 

 Select your name from the list if you want to view or edit issues you have previously reported.  

 Select another name to view the issues reported by the selected person. 

 In the Assignee field, click the drop-down arrow , and then select the person assigned to take 
action on specific issues. 

Tip!  You can also select a name in the Reporter and Assignee fields by typing the first 

letter of the person's first name. Keep pressing the letter until the name appears.  

 In the Category field, click the drop-down arrow , and then select a category.  
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 In the Type field, click the drop-down arrow  and select the type of issue. The Type field 
populates with options related to the category you selected in the Category field.  

 In the Status field, click the drop-down arrow , and then select a status.  

 

 In the Priority field, click the drop-down arrow , and then select a priority. 

 

 In the Resolution field, click the drop-down arrow , and then select a resolution type.  

 

 In the Submission Date Range fields, type the date range when an issue was originally 
submitted.  

 In the Due Date Range fields, type the date range for action item due dates associated with an 
issue. 

Tip!  When typing in dates, use the mm/dd/yyyy format. Alternately, you can also click the 

calendar icon  and select the dates. 

 If you want to view issues pertaining to a specific organization, click the drop-down arrow  in 
the Organization field, and then select the organization. 
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 In the Keywords field, type any words related to your search query. 

3. Click Submit Query. 

 

 

In the Select an Issue section, the Query Results field populates with the results based on your 
search criteria, as shown in the next illustration. 

 

 

4. In the Query Results field, click an issue you want to view. 

 

 

5. Click Selected=>. 
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6. Repeat Steps 4 and 5 for each issue you want to view. 

Tip! To move all of the issues listed in the Query Results field to the Selected Items field, click 

All Shown=>.  To remove one or more items, select the issue you want removed and click 
Remove.  

7. Click Get Report. 

 

 

The Issues Tracking Summary Report tabbed window opens and displays an expanded page 
toolbar and a Report section listing the selected issues. 
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Tip!   Click the toolbar icon on the Issues Tracking: Summary Report window to: 

 Print a copy of the report. 

  Export the report to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 

8. To view a brief summary of an issue, left-click anywhere on the row.  

 

 

The row expands and displays the issue: 

 

 

Tip!  You can expand and collapse all of the issues listed in the window by clicking the expand all  

  or collapse all   icons. 
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9. To view a detailed summary of an issue, right-click anywhere on the row. 

 

 

A message appears asking if you want to open the issue details in a tabbed window. 

10. Click OK. 

The Issues Tracking: Details Report window opens as a tabbed page, displaying the Issue 
information and Action Items. 

 

 

3.2.7.5 Performance Monitoring (New 7/31/2009) 

Reports listed under Performance Monitoring enable users to view feedback and annual reports. Monitoring 
reports show agency feedback and performance results, which are displayed as summaries and as details. 
Annual reports document the accomplishments and performance of the ETDM Process and its participants. 
Access to the type of performance monitoring report depends on EST role (e.g., Central Environmental 
Management Office, District ETDM Coordinator etc.). 

3.2.7.5.1 Agency Annual Reports (New 7/31/2009) 



 

 

 Environmental Screening Tool Handbook - February 15, 2016 3-557 

The Agency Annual Reports function in the Environmental Screening Tool (EST) Reports menu enables 
ETDM participants to view annual reports and annual program review notes for agencies participating in the 
ETDM Process. 

For more details on user roles and privileges, please refer to Chapter 1.5 Roles and Privileges in the EST 
Handbook.  

Viewing Agency Annual Reports: 

1. On the Reports menu, point to Performance Management, select Performance Monitoring, and 

then click Agency Annual Reports. 

 

 

The Agency Annual Reports window opens as a tabbed page, displaying a page toolbar and 
the Agency Annual Reports that are listed in the ETDM Library. 
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Tip!  Click the toolbar icon on the Agency Annual Reports window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. In the Name column, click the Agency Annual Report name. The Library Attachment window opens 

a tabbed window, displaying the report in PDF format.  

 

 

Tip!  Click a column heading to sort the Agency Annual Reports by Name, Category, 

Publication Date, File Extension, and File Size. 

Note: For more information on navigating the ETDM Library, see Chapter 3.6.7 of the EST 
Handbook. 

3. In the Library Attachment window that displays the report PDF, click the navigation icons in left 

column to view the contents of the Agency Annual Report. 

 

Tip!  You can switch between the Library Attachment window displaying the Agency Annual 

Report PDF and the Agency Annual Report window by clicking the tabs.  Click the dark-colored 
tab to display a window, as demonstrated below. 
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Once the window opens, the tab turns white. 

 

4. To print the Agency Annual Report, click the Print icon  located on the top left corner of the 

Library Attachment window. 

5. To save the Agency Annual Report to your desktop or to another location, click the Save icon . 

3.2.7.5.2 ETAT Feedback Report (New 7/31/2009) 

The Performance Monitoring function in the Environmental Screening Tool (EST) Reports menu enables 
Central Environmental Management Office managers and support staff to view agency performance reviews, 
feedback reports, and program review notes.  

Agency Feedback Reports are used in the ETDM Performance Management Program to provide a bi-annual 
progress report on agency performance and document actions taken by the Central Environmental 
Management Office managers and support staff to resolve issues presented by the agencies. 

Viewing Agency Feedback Reports: 

1. On the Reports menu, point to Performance Management, select Performance Monitoring, and 

then click Agency Feedback Report. 
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The Agency Feedback Report window opens as a tabbed page, displaying a page toolbar and a 
search filter. 

 

Tip!  Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Under Select a Feedback Report, do the following: 

 Click the drop-down arrow  in the Agency field, and then select an agency from the list. 

In the Date Range field, type the date range for the report. 

Tip!  When typing dates, use the mm/dd/yyyy format. Alternately, you can also click the 

calendar icon  and select the dates. 

3. Click Create Report. 

 
 

The Agency Feedback Report window refreshes and displays the Agency Feedback Report for 
the selected agency and date range along with an expanded page toolbar. 

Tip!  Click the toolbar icon on the Agency Feedback Report window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 
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  Bookmark the page. 

 Add the page to your My ETDM preferences. 

The Agency Feedback Report comprises the following sections: 

 Purpose 

 Project Reviews 

 Off-line Activities 

 Performance Tracking 

 Environmental Technical Advisory (ETAT) Participation 

 Identified Opportunities and Challenges 

4. Click the Agency Review Report link located at the bottom of the Agency Feedback Report window for 

detailed results of the Agency Project Reviews. 

 

 

3.2.7.5.3 Agency Review Matrix (New 7/31/2009) 

The Agency Review Matrix provides Central Environmental Management Office managers and support staff a 
comprehensive view of agency responses to projects submitted for review. 

Viewing the Agency Review Matrix: 

1. On the Reports menu, point to Performance Management, select Performance Monitoring, and then 

click Agency Review Matrix. 
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The Agency Review Matrix window opens as a tabbed page, displaying a page toolbar and a 
search filter. 

 

 

Tip!  Click the toolbar icon on the Agency Review Matrix window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Under Select a Reporting Period, do the following: 

 In the Start Date field, type the date the reporting period began. 

 In the End Date field, type the date the reporting period ended. 

Tip!  When typing dates, use the mm/dd/yyyy format. Alternately, you can also click the 

calendar icon  and select the dates. 

3. Click Search. 

 

 

EST generates and displays the Agency Review Matrix. 

Note: The Agency Review Matrix window will remain idle while the report generates. This 
process can take up to a minute.  
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4. Select an agency from the Expected Review for Resource Issues column. 

5. Use the horizontal scroll bar located at the bottom of the window to view the data in the resource issues 

and Total columns.   

Tip!  Pressing and holding the RIGHT ARROW or LEFT ARROW key enables you to scroll 

horizontally across the columns while remaining on your selected row.   
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3.2.7.5.4 Agency Review Report (New 7/31/2009) 

The Agency Review Report enables authorized users to view comprehensive performance measures 
information concerning agency responses to projects submitted for review. 

Viewing the Agency Review Report: 

1. On the Reports menu, point to Performance Management, select Performance Monitoring, and 

then click Agency Review Report. 

 

 

The Agency Review Report window opens as a tabbed page, displaying a page toolbar and a 
search filter. 
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Tip!  Click the toolbar icon on the Agency Review Report window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Under Please Specify the Search Criteria Below, do the following: 

 In the Review Agency field, do one of the following: 

 Accept the default –All- . 

 Click the drop-down arrow  ,  and then select an agency from the list. 

Note:  For the following illustrations, the Florida Department of Environmental Protection 
(FDEP) has been selected as the Review Agency.  And the value –All- has been selected for 
the remaining fields.   

 In the Counties field, do one of the following: 

 Accept the default –All- . 

 Click the drop-down arrow   and select one or multiple counties from the list. 

Tip!  You can select multiple entries by pressing SHIFT+click for adjacent entries or 

CTRL+click for non-adjacent entries. 

 In the Issue field, do one of the following: 

 Accept the default –All- . 

 Click the drop-down arrow    and select a resource issue from the list. 

 In the Degree of Effect field, do one of the following: 

 Accept the default –All- . 

 Click the drop-down arrow    and select a degree of effect from the list. 

 In the Date Review Submitted field, type the From date and the To date. The Date Review 
Submitted field is a required field. 

Tip!  When typing dates, use the mm/dd/yyyy format. Alternately, you can also click the 

calendar icon  and select the dates. 
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3. Click Search Projects. 

 

 

The Agency Review Report window refreshes and expands, displaying the results matching 
your search criteria in the following sections: 

 Review Search Summary 

 ETAT Reviews 

Tip!  Click  to expand the section.  Click  to collapse the section. 

 

 

4. To view the agency review data, expand the Review Search Summary section. This section is 

composed of the following subsections: 

 Selected Search Criteria 

The section displays your selected search criteria. 
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 Review Summary for Selected Agency 

This section displays a table showing the number of screened events along with the number 
of reviews the agency submitted for the screened events within the selected date range and 
agency jurisdiction. 

 

 

Tip!  Rest the mouse pointer on the underscored headings and data to view a brief reference 

description, as shown in the next illustration. 

 

 

 Completed Screening Events by Alternative 

This section displays a table showing the screening events by alternative for the selected 
date range and agency jurisdiction. 

 

 

 Participation for Selected Agency 

This section displays the issues and notifications received by the selected agency under the 
following subsections: 
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 Selected Agency Resource Issues 

This subsection displays two lists: (1) the Resource Issues for which the selected 
agency is expected to provide reviews and assign Degrees of Effect and  (2) the 
Resource Issues the selected agency may choose to review. 

 

 Notifications for Assessed Alternatives 

This subsection displays a list of the dates on which the selected agency received 
notification of Environmental Technical Advisory Team (ETAT) Review for each 
project alternative reviewed by the selected agency. In addition, listed notifications 
may have been sent before the reporting period if an associated alternative's review 
period ended within the specified date range. 

 

 Other Notifications NOT Included in "Notification for Assessed Alternatives" 

The subsection lists the notifications the selected agency may have received but are 
not in the agency's jurisdiction or not associated with a completed screening event 
within the selected date range. 
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 Assessed Alternatives 

This subsection lists the assessed alternatives. 

 

 

 Extensions Requested 

This subsection provides a listing of all ETAT Review period extensions requested by 
the selected agency. 

 

 

 Reviews by Issue 

This subsection lists the expected and submitted reviews by the selected agency for 
the corresponding Resource Issues. 
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Tip!  Rest your mouse pointer on the underscored totals for a brief description of the data, as 

shown in the next illustration. 

 

 

5. To view the details of the ETAT Reviews for the selected agency and time period, expand the ETAT 

Reviews section.  This section displays the reviews based on the completed screening events listed in 

the previous sections of the Agency Review Report window.   

 

 

Review details are listed under Review Detail. 

6. Expand the Review Detail subsection and do the following: 
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 To scroll down the Review Detail section, use the vertical scroll bar.  Alternately, you can use the 
DOWN ARROW and UP ARROW keys. 

 To scroll across the Review Detail section, use the horizontal scroll bar.  Alternately, you can use 
the LEFT ARROW and RIGHT ARROW keys. 

Tip!  You can sort the columns in ascending and descending order by clicking the column 

heading. 

 In the ETDM# column, click the link to view the Project Description Report for the selected Project. 

 

 

The Project Description window opens as a tabbed page, displaying project details. See 
the EST Handbook for information on navigating the Project Description window. 

 In the Degree of Effect column, click the link to view the review details. 

 

 

  



 

 

 Environmental Screening Tool Handbook - February 15, 2016 3-572 

The ETAT Review Detail window opens as a tabbed page, displaying details for the 
selected Degree of Effect.   

 To send the data in the Review Detail section to an Excel spreadsheet, click export. 

 

 

Note: The columns in the Excel spreadsheet appear in ascending order. Therefore, if you change 
a column to descending order in the ETAT Reviews/Review Detail section of the Agency 
Review Report window, it will not appear the same way in the Excel spreadsheet. 

7. To perform another search, return to the Please Specify the Search Criteria Below section. 

8. Enter your new search criteria by repeating Steps 2 and 3 of these instructions. 

Tip!  Click the Clear Date link to clear the Date Review Submitted fields. 

 

 

3.2.7.5.5 Data Quality Assessment (New 7/31/2009) 

The Data Quality Assessment Report function in the Environmental Screening Tool (EST) Reports menu 
enables Central Environmental Management Office (CEMO) managers and support staff to view performance 
measure information based on ETDM participants' survey rankings. The report delineates data quality 
categories, displaying the project IDs, the number of people responding, and the average ranking of the 
responses regarding a project's data quality and project effects commentary. 
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1. On the Reports menu, point to Performance Management, select Performance Monitoring, and 

then click Data Quality Assessment. 

 

 

The Data Quality Assessment window opens as a tabbed page, displaying a page toolbar and 
the Data Quality Assessment report. 
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Tip!  Click the toolbar icon on the Data Quality Assessment window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

  Add the page to your My ETDM preferences. 

2. Scroll down the Data Quality Assessment window to view the report details. The Data Quality 

Assessment report consists of the following sections: 

 Data Quality Entry Results 

The ETDM Project Data subsection presents a summary of ETAT agency responses to the 
Assess quality of ETDM Project Data field in the Review Purpose & Need Statement 
window.  

The ETAT Comments subsection is detail supporting the ETDM Project Data subsection. 

Tip!  To access the Review Purpose & Need Statement window, go to the EST Tools 

menu, point to Record Results of Project Review, and then click Review Purpose & Need 
Statement. 
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 Individual Data Quality Responses 

This section displays the ratings given by individual ETAT agencies in response to Assess 
quality of ETDM Project Data in the Review Purpose & Need Statement window.  

The ETAT Comments subsection contains supporting detail for the ETDM Project Data 
subsection. 

 

 

 Survey Results 

This section displays selected results from ETAT and District Annual Surveys. 

Tip!  To access the ETAT and ETDM District Coordinator Surveys and Survey Results 

windows, go to the EST Reports menu, point to Performance Management, and then click 
Annual Surveys. 
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 Individual Survey Responses 

This section provides detailed listings of responses from ETAT and District Annual Surveys 
summarized in the previous section. 
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3.2.7.5.6 Environmental/Permitting Documents (New 7/31/2009) 

The Environmental Documents Report function in the Environmental Screening Tool (EST) Reports menu 
enables Central Environmental Management Office Managers to view the environmental documents for a 
selected project. 

Viewing the Environmental Documents Report for a Selected Project: 

1. Select a project from the Project Navigation Bar. 

 

Note: You can use the default project that appears in the Active project box, select a project from 
your Saved Searches or Project History lists, or you can click the Advanced Project Search link 
to select another project. See the Navigation chapter of the EST Handbook for information on using 
the Project Navigation Bar. 

2. On the Reports menu, point to Performance Management, select Performance Monitoring, and 

then click Environmental Documents Report. 
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The Environmental/Permitting Documents window opens as a tabbed page, displaying a page 
toolbar and a list of projects with check boxes. 

 

 

Tip!  Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

3. To view the environmental and permitting documents for one or multiple projects, click the check box 

beside the project. 
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4. Click the Submit Query button, located at the bottom of the Environmental/Permitting Documents 

window. 

 

 

3.2.7.5.7 ETAT Review Status (New 7/31/2009) 

The ETAT Review Status function in the Environmental Screening Tool (EST) Reports menu enables 
authorized EST users to view the number of review days left for projects undergoing ETAT review, and agency 
review progress. 

To view the list of user roles and privileges for the ETAT Review Status Report function, see the EST Roles 
and Privileges Matrix in the Overview chapter of the EST Handbook. 
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Viewing the ETAT Review Status Report: 

1. On the Reports menu, point to Performance Management, select Performance Monitoring, and 

then click ETAT Review Status Report. 

 

 

The ETAT Review Status window opens as a tabbed page, displaying a page toolbar and a table 
displaying a list of projects undergoing ETAT review. 
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Tip!  Click the toolbar icon on the ETAT Review Status window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Use the horizontal scroll bar located at the bottom of the window to view the agency review status for a 

project.  

Tip!  Pressing and holding the RIGHT ARROW or LEFT ARROW key enables you to scroll    

horizontally across the columns while remaining on your selected row.   

3.2.7.5.8 ETDM Scorecard (New 7/31/2009) 

The ETDM Scorecard is a performance report that enables Central Environmental Management Office 
Managers and staff to view grades for ETDM agencies, Florida Department of Transportation (FDOT) Districts, 
and the general ETDM Process.   

The scorecard uses a grade to indicate the level of performance.  The color-coded grade, or performance 
indicator, is based upon the particular performance measure, the associated evaluation criteria, and the 
specified period of performance. 

The ETDM Scorecard only includes performance measures for which evaluation criteria have been established.  
The evaluation criteria serve as a benchmark for evaluating the performance and vary by performance 
measure. The performance indicators are represented by three colors: 

 Green = consistently meets expectations 

 Yellow = needs improvement 

 Red = below expectations 

For performance measure details, see Table 7-2, Performance Measures Evaluation Metrics, in the 
Performance Management Handbook. 
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Viewing the ETDM Scorecard: 

1. On the Reports menu, point to Performance Management, select Performance Monitoring, and 

then click ETDM Scorecard. 

 

The ETDM Scorecard window opens as a tabbed page, displaying a page toolbar and a Date 
search filter. 

 

Tip!   Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. In the Start Date field, type the start date of the reporting period. 

3. In the End Date field, type the end date of the reporting period. 
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Tip!  When typing dates, use the mm/dd/yyyy format. Alternately, you can also click the 

calendar icon  and select the dates. 

4. Click Generate Report. 

 

The ETDM Scorecard window refreshes, displaying the ETDM performance measures scorecard for 
the specified time period you entered, along with an expanded page toolbar. 

 

Tip!  Click the toolbar icon on the ETDM Scorecard window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 
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The ETDM Scorecard window is divided into the following sections: 

 Participation Summary for Agencies with Agreements 

 Participation Summary for FDOT Districts 

 Participation Summary for General ETDM Results 

Each section contains: 

 Performance Measure Descriptions  

This section lists and details the applicable performance measures. 

 

 

 Participation Summary Results  

This section shows the overall Performance Measure grade for each participant: agency, 
district, or general ETDM Process.  Performance Measure grades are based on the 
responses provided in the annual surveys. 
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5. To view the summary details for each performance measure grade, click a cell in a Performance 

Measure column, as shown in the next illustration. 

 

 

A message appears asking if you want to open the selected Performance Measure for a 
participant in a new tab. 

6. Click OK. 

The Performance Measure window opens as a tabbed page, displaying the details of the 
selected participant's Performance Measure grade compared to other participants' performance 
measure grades for the selected reporting period.  

 

 

Note: While each Performance Measure result you select opens a different detail report, the one 
report shown above for Performance Measure 1.1 indicates the percentage of comments 
provided within 60 days by the agencies listed in the far-left column, broken down by district. 
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The overall Performance Measure grade for the selected participant is displayed at the bottom of 
the Performance Measure window. 

 

 

7. To generate another ETDM scorecard for a different date range, click Clear Fields in the ETDM 

Scorecard window, and then type in the date range using the Start Date and End Date fields. 

 

3.2.7.5.9 Performance Measure Results (New 7/31/2009) 

The Performance Measure Results function in the Environmental Screening Tool (EST) Reports menu 
enables Central Environmental Management Office (CEMO) managers and support staff to view summary 
results for specific performance measures.   

1. On the Reports menu, point to Performance Management, select Performance Monitoring, and 

then click Performance Measure Results. 
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The Performance Measure Results window opens as a tabbed page, displaying a page toolbar 
and a search filter with the following fields: 

 Agency 

 District 

 Start Date 

 End Date 

 
 

Tip!  Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. You can view a Performance Measure Results report for specific agencies, districts, or date ranges by 

completing one or more of the fields in the search filter. 

Note:  The fields are not required fields, so you have the option to enter as much information as 
you want into the search filter or you can leave all the fields blank. However, leaving all of the 
fields blank when you submit your query will result in the EST displaying all agencies and districts 
listed in the system. 

Tip!  When typing in dates, use the mm/dd/yyyy format. Alternately, you can also click the 

calendar icon  and select the dates. 
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3. Click Generate Report. 

The Performance Measure Results window refreshes and expands, displaying the results of 
your search criteria along with an expanded page toolbar. 

 

 

Tip!  Click the toolbar icon in the Performance Measure Summary Report window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

  Add the page to your My ETDM preferences. 

 

The Performance Measure Summary Report window displays performance measure 
summaries for: 

 Goal 1:  Improve interagency coordination and dispute resolution 

 Goal 2:  Integrate ETDM into project delivery 

 Goal 3:  Develop environmental stewardship through protection of environmental 
resources 

Each Goal section contains the associated performance measures (e.g., Goal 1 contains 
Performance Measures 1.1, 1.2, 1.3 etc…and Goal 2 contains Performance Measures 2.1, 
2.2, 2.3 etc…). 
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4. Scroll down the Performance Measure Summary Report window to view the Performance Results 

for each performance measure associated with each goal.   

 

 

Below is a brief desciption of how some of the Performance Measures are presented. 

 Performance Measure description 

Each Performance Measure subsection begins with the Performance Measure number 
and description. Some Performance Measure subsections display a view details button 
that links to other reports. 

 

Tip!  To view the details for a Performance Measure, click the view details button.   

 

 Performance Indicators/Evaluation Criteria  

This area of a subsection describes the performance indicator that is displayed at the 
bottom of Performance Results. 
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 Performance Results 

This area of each Performance Measure subsection displays either a data table, data field, 
or comment field.  

 

 

 Planning Summary Reports published within 60 days 

This area of each Performance Measure subsection displays the number of reports that 
were published within 60 days and the total number of screens along with a Performance 
Indicator that shows if the overall performance meets or is below Expectations. 
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3.2.7.5.10 SCE Evaluation Participation Report (In Development) 

3.2.7.5.11 Summary Report Status Report (New 7/31/2009) 

The Summary Report Status Report function in the Environmental Screening Tool (EST) Reports menu 
enables Central Environmental Management Office Managers and support staff to view performance measure 
information regarding published Planning and Programming Summary Reports. 

Viewing the Summary Report Status Report: 

1. On the Reports menu, point to Performance Management, select Performance Monitoring, and 

then click Summary Report Status Report. 

 

 

The Summary Report Status Report window opens as a tabbed page, displaying a page toolbar 
and a search filter. 

 

 

Tip!   Click on the toolbar icons to: 
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  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

Note:  For additional information about using the EST page toolbar buttons, refer to Chapter 

2.8 of the EST Handbook. 

2. Click the drop-down arrow   in the Phase field, and select the project phase. 

 

 

3. In the Counties field, select one, multiple, or All counties. 

Tip! You can select multiple entries by pressing SHIFT+click for adjacent entries or CTRL+click 

for non-adjacent entries. 

 

 

4. In the Date Summary Report Was Published field, enter the date range. 

Tip!  When typing dates, use the mm/dd/yyyy format.  Alternately, you can click the calendar icon 

 and select the dates. 
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5. Click Search. 

 

The Summary Report Status Report window refreshes and expands, displaying the summary 
report details for your selected criteria along with an expanded page toolbar. 

 

Tip!  Click the toolbar icon on the Summary Report Status Report window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 
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  Bookmark the page. 

 Add the page to your My ETDM preferences. 

The Summary Report Status Report window is divided into the following sections: 

 Selected Criteria Summary 

This section displays your selected criteria. 

 

 Combined Planning/Programming Summary Reports Generated During Selected Time 
Period 

This section displays the total published and republished reports for the selected time 
period.  

 

 Summary Report Matrix 

This section displays the total number of reports published and republished by district, 
state, and Turnpike. 

 

 Selected Project Phase Summary Report Details 

This section displays the details of the summary reports for the selected project phase. 
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 Unpublished Summary Reports 

This section displays a list of unpublished summary reports. 

 

Note:  Double asterisks (**) indicate that the Summary Report due date was extended because 

the ETDM Coordinator granted a reviewer an extension. 

6. To send the Summary Report Status Report to another person, click Save PDF and Display Email 

Form. 

 

The Summary Report Status Report window refreshes, displaying an email form. 

Note:  EST automatically displays your email address along with the PDF file's name and 
location. 
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7. Complete the following fields, as needed: 

 To 

 Subject 

 Comments 

Tip! You can switch between the current and immediately preceding EST windows by pressing 

ALT + LEFT ARROW keys or ALT+ RIGHT ARROW keys. 

8. Click Send Report. 

The Summary Report Status Report window refreshes, displaying a confirmation.      

 

 

9. To view another Summary Report Status Report, click Show Search Selection Box. 

 

 

EST returns you to the Summary Report Status Report window and blank search filter. 
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3.2.7.6 Quality Assurance Review (New 7/31/2009) 

Reports listed under Quality Assurance Review enable Central Central Environmental Management Office 
managers and staff to monitor the overall performance of the ETDM Process. Information from these reports is 
used for ETDM progress reports. 

3.2.7.6.1 Class of Action Quality Assurance Report (New 7/31/2009) 

The Class of Action Quality Assurance Report function in the Environmental Screening Tool (EST) Reports 
menu enables Environmental Management Office (CEMO) staff and Florida Department of Transportation 
(FDOT) ETDM Coordinators and ETDM Coordinators Primary to view Class of Action (COA) summaries for 
FDOT Districts and Florida's Turnpike Enterprise. 

Viewing a COA Quality Assurance Report: 

1. On the Reports menu, point to Performance Management, select Quality Assurance Review, and 

then click Class of Action Quality Assurance Report. 

 

 

The Class of Action Quality Assurance Report window opens as a tabbed page, displaying a 
page toolbar and a search filter. 
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Tip!  Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Under Please Specify the Search Criteria Below, do the following: 

 In the Districts field, select one of the following: 

 —All— 

 FDOT District Number 

 Florida's Turnpike Enterprise  

Tip!  You can select multiple entries by pressing SHIFT+click for adjacent entries or 

CTRL+click for non-adjacent entries. 

 In the Final Programming Screen Summary Report Publication Date field, type the date range 
for the report.  

Tip!  When typing dates, use the mm/dd/yyyy format. Alternately, you can also click the 

calendar icon  and select the dates. 

3. Click Search. 

 

 

The Class of Action Quality Assurance Report window refreshes and displays the report 
matching your search criteria along with an expanded toolbar. 

Tip!  You can expand and collapse all of the window sections by clicking the expand all    or 

collapse all   icons. 
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Tip!  Click the toolbar icon on the Class of Action Quality Assurance Report window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

4. Scroll down the Class of Action Quality Assurance Report window to view the report, which is divided 

into the following sections: 

 Selected Criteria Summary 

This section of the report displays your selected criteria. 
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 Programming Phase Summary 

This section displays the Programming Phase summary of the total number of projects with 
COA Determinations, the total number of projects for which the COA has been accepted by 
the Lead Agency, and the percentage of projects for which the COA has been accepted for 
the selected time period within the state and for the selected Planning Organization.  

 
 

 To view the report details for the selected Planning Organization, click the link on the selected 
row in the Percentage of Project(s) w/COA Consistently Accepted column.  See Step 5 for 
further instructions on viewing the report details. 

 To view the report details for all Planning Organizations within the state, click the link on the 
Statewide Totals row in the Percentage of Project(s) w/COA Consistently Accepted 
column.  See Step 6 for further instruction on viewing the report details. 

 COAs Determined that have not been accepted yet by the Lead Agency 

This section displays the the COAs that are still waiting for acceptance by the Lead Agency. 

 

 

Tip!  Click the column headings to sort the columns in ascending or descending order.  

5. To view the report details for the selected Planning Organization, click the link on the selected row in the 

Percentage of Project(s) w/COA Consistently Accepted column.   

 

 

The Class of Action Quality Assurance Report window refreshes and expands, displaying the 
COA summary details for the selected Planning Organization in a table, which breaks down the 
data by: 

 ETDM Project 

 Times COA was Recommended 
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 Times COA was not Accepted 

 Day(s) to accept the COA from Initial Recommendation 

 Lead Agency 

 Initial COA Recommendation 

 Final COA Accepted 

 COA Consistently Determined (Yes or No) 

 

 

Tip!  Click the Go Back to Summary Table link at the bottom of the Programming Detail for 

Planning Organization table to return to the Programming Phase Summary section. 

6. To view the report details for all Planning Organizations within the state, click in the Percentage of 

Project(s) w/COA Consistently Accepted column on the Statewide Totals row.   

 

 

The Class of Action Quality Assurance Report window refreshes and expands, displaying the 
COA summary details for each Planning Organization. (The next illustration shows a segment of 
the COA summary details that are displayed for each Planning Organization.) 

 

Note:  Clicking Send Report to EDMS enables CEMO Managers, FDOT ETDM Coordinators-            
Primary, and FDOT Coordinators to send reports to the Electronic Document Management 
System (EDMS). 
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7. Under EDMS Integration, click Send Report to EDMS to send the list of reports matching the selected 

criteria to the EDMS.  

 

3.2.7.6.2 Integrated Performance Management QA Report (New 7/31/2009) 

The Integrated Performance Management QA Report function in the Environmental Screening Tool (EST) 
Reports menu enables Central Environmental Management Office (CEMO) Managers and Florida Department 
of Transportation (FDOT) ETDM Coordinators and ETDM Coordinators Primary to view summaries of QA 
Reports related to the performance of FDOT Districts and Florida’s Turnpike Enterprise. The report indicates 
percentages for a selected District (or Districts), compared to statewide and target percentages, for seven 
performance measure criteria (designated Report Q1 through Report Q7).  

Viewing an Integrated Performance Management QA Report: 

1. On the Reports menu, point to Performance Management, select Quality Assurance Review, and then 

click Integrated Performance Management QA Report. 
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The Integrated Performance Management QA Report window opens as a tabbed page, 
displaying a page toolbar and a search filter. 

 

Tip!  Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Under Please Specify the Search Criteria Below, do the following: 

 In the Districts field, select one of the following from the list: 

 –All– 

 FDOT District  

 Florida's Turnpike Enterprise 

Tip!  You can select multiple entries by pressing SHIFT+click for adjacent entries or 

CTRL+click for non-adjacent entries. 

 In the Date Range fields, type the date range of the report.  

 

Tip!  When typing dates, use the mm/dd/yyyy format. Alternately, you can click the 

calendar icon  and select the dates. 

 In the For Q4 Reports - Length of Public Comments field, click the drop-down arrow , and 
then select a variable from the list.   
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3. Click Search. 

 

 

The Integrated Performance Management QA Report window refreshes and displays the 
report matching your search criteria, along with an expanded toolbar. 

Tip!  You can expand and collapse all of the window sections by clicking the expand all    or 

collapse all   icons. 

 

 

Tip!  Click the toolbar icon on the Integrated Performance Management QA Report window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 
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4. Scroll down the window to view the report, which is divided into the following sections: 

 Selected Criteria Summary 

This section of the report displays your selected criteria. 

 

 Summary 

This section displays a table showing percentages for the selected Organization's (or 
Organizations') performance related to the seven Performance Measure criteria, along with 
the Statewide Totals and Target percentages for each criterion.  

Note: Cells with a green background, , indicate the Planning Organization 

exceeded the target percentage. Cells with a yellow background, , indicate the 
Planning Organization did not exceed the target percentage. 

 

5. Under Summary, click the link in the FDOT Selected District column to view the report details for each 

performance criterion (i.e., Q1 through Q7).   

(For the next illustration, the report for performance criterion Q1 – Percent of Planning Screen 
Summary reports published within 60 days of comment deadline was selected.) 
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The Name of Report window opens as a tabbed page, displaying the report for the selected district 
along with links for accessing additional details.   

(The next illustration displays the Summary Report Status by Planning Org window that shows the 
report  for Performance Criterion Q1, which was selected in the Summary section of the Integrated 
Performance Management window.) 

 

 

Tip!  Click the links in the Selected Phase Summary section of the Name of Report window for 

additional report details. 

 
 

6. Click the Integrated Performance Management tab to select another report from the Summary section of 

the Integrated Performance Management window. 
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7. Repeat Step 5 to select another Report for the selected Planning Organization. 

8. To view a detailed statewide comparison for a selected Report, click the corresponding link in the 

Statewide Totals column. (For the next illustration, the Statewide Total—82.61%—for Report – Q1 was 

selected.) 

 

 

The Name of Report window opens as a tabbed page and displays a table showing the data for 
each Planning Organization along with links for accessing additional report details.  

(In the next illustration, the Summary Report Status by Planning Organization window is shown, 
displaying the statewide totals for Report-Q1, which was selected in the Summary section of the 
Integrated Performance Management window.) 
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Tip!  Click the links in the Selected Phase Summary section of the the Name of Report window 

for additional report details. 

9. To select and open another report from the Statewide Totals column in the Integrated Performance 

Management window, click the Integrated Performance Management tab. 

 

10. Repeat Step 8 to select the Statewide Totals for another Report. 

Note:  Clicking Send Report to EDMS enables CEMO Managers, FDOT ETDM Coordinators-            
Primary, and FDOT Coordinators to send reports to the Electronic Document Management System 
(EDMS). 

11. Under EDMS Integration, click Send Report to EDMS to send the list of reports matching the selected 

criteria to the EDMS.  

 

3.2.7.6.3 Summary of Public Comments Status Report (New 7/31/2009) 

The Summary of Public Comments Status Report function in the Environmental Screening Tool (EST) 
Reports menu enables Central Environmental Management Office (CEMO) staff and Florida Department of 
Transportation (FDOT) ETDM Coordinators to view the percentage of public comment summaries produced by 
selected planning organizations. 

Viewing a Summary of Public Comments Status Report 

1. On the Reports menu, point to Performance Management, select Quality Assurance Review, and then 

click Summary of Public Comments Status Report. 
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The Summary of Public Comments Status Report window opens as a tabbed page, displaying a 
page toolbar and a search filter. 

 

Tip!  Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Under Please Specify the Search Criteria Below, do the following: 

 Click the drop-down arrow  in the Phase field, and then select one of the following: 

 Planning and Programming 

 Planning 

 Programming 

 Do one of the following: 

 To select an FDOT Planning Organization, click the option button next to the Districts field, 
and then select one of the following: 

 —All— 

 FDOT District Number 

 Florida's Turnpike Enterprise  

 To select a Metropolitan Planning Organization (MPO) or Transportation Planning 
Organization (TPO), click the option button next to the MPO field, and then select one of the 
following: 

 —All— 

 Name of MPO or TPO  
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Tip!  You can select multiple entries by pressing SHIFT+click for adjacent entries 

or CTRL+click for non-adjacent entries. 

 In the Summary Report Publication Date fields, type the date range for the report. 

 

Tip!  When typing dates, use the mm/dd/yyyy format. Alternately, you can click the 

calendar icon  and select the dates. 

 In the Length of Public Comments field, click the drop-down arrow , and then select a 
variable from the list.   

 

3. Click Search. 

 

The Summary of Public Comments Status Report window refreshes and displays the report 
matching your search criteria, along with an expanded toolbar. 

Tip!  You can expand and collapse the window sections by clicking the expand all    or 

collapse all   icons. 
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Tip!  Click the toolbar icon on the Summary of Public Comments Status Report window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

The report is divided into the following sections: 

 Selected Criteria Summary 

This section of the report displays your selected criteria. 

 

 Selected Phase Summary 

The EST displays a table showing the total number of Summary Reports completed by the 
selected Planning Organization(s), and also shows statewide comparisons, total number of 
public comment summaries, and the percentage of completed summaries of public 
comments.  

4. To view public comments for a selected Planning Organization (FDOT or MPO/TPO) or for Statewide 

Totals, click the link on the selected row in the Percentage of Summary of Public Comments 

Completed column.   

 

The Summary of Public Comments Status Report window refreshes and expands, displaying a 
Phase Detail for Planning Organization table that breaks down information by: 

 ETDM Project 

 Review Cycle 

 Publication Type 
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 Date Summary Report(s) Published 

 Review Start Date 

 Review End Date 

 Public Comments (Yes or No) 

For Statewide Totals, the Summary of Public Comments Status Report window refreshes 
and expands, displaying all of the Phase Detail for Planning Organization tables: 

 If you selected Districts in the search criteria, the EST displays all FDOT Districts and Florida's 
Turnpike Enterprise. (The next illustration shows a segment of the Planning Detail section.) 

 

 

 If you selected MPO in the search criteria, the EST display all MPOs and TPOs. (The next 
illustration shows a segment of the Planning Detail section.) 

 

Tip!  Click the Go Back to Phase Detail link at the bottom of the Phase Detail for Planning 

Organization table to return to the Phase Summary section. 
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5. Click the Yes link in the Public Comments column to view the public comments for an ETDM project. 

 

 

The Summary of Public Comments window opens as a tabbed page, displaying the comments for 
the selected ETDM project. The length of the comments is based on the Length of Public 
Comments selection in the search criteria (See Step 2).  

 

 

6. To view comments for other ETDM projects, click the Summary of Public Comments Status Report tab 

to return to the Summary of Public Comments Status Report window.  
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7. Repeat Steps 4 and 5 to view the public comments for a selected ETDM project. 

Note:  Clicking Send Report to EDMS enables CEMO Managers, FDOT ETDM Coordinators-            
Primary, and FDOT Coordinators to send reports to the Electronic Document Management System 
(EDMS). 

8. Under EDMS Integration, click Send Report to EDMS to send the list of reports matching the selected 

criteria to the EDMS.  

 

 

3.2.7.6.4 Summary Report Status by Planning Org Report (New 7/31/2009) 

The Summary Report Status by Planning Org Report function in the Environmental Screening Tool (EST) 
Reports menu enables Central Environmental Management Office (CEMO) Managers and Florida Department 
of Transportation (FDOT) ETDM Coordinators to view Performance Measure results related to the first 
publication of Summary Reports produced by FDOT Districts and Florida’s Turnpike Enterprise for individual 
ETDM projects. 

Viewing a Summary Report Status by Planning Org Report 

1. On the Reports menu, point to Performance Management, select Quality Assurance Review, and then 

click Summary Report Status by Planning Org Report. 
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The Summary Report Status by Planning Org Report window opens as a tabbed page, displaying 
a page toolbar and a search filter. 

 

 

Tip!  Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

2. Under Please Specify the Search Criteria Below, do the following: 

 Click the drop-down arrow  in the Phase field, and then select one of the following: 

 Planning and Programming 

 Planning 

 Programming 

 In the Districts field, click the drop-down arrow , and then select one of the following: 

 —All— 

 FDOT District Number 

 Florida's Turnpike Enterprise  

Tip!  You can select multiple entries by pressing SHIFT+click for adjacent entries or 

CTRL+click for non-adjacent entries. 

 In the Summary Report First Publication Date fields, type the date range for the report. 
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Tip!  When typing dates, use the mm/dd/yyyy format. Alternately, you can click the calendar 

icon  and select the dates. 

3. Click Search. 

 

 

The Summary Report Status by Planning Org Report window refreshes and displays the report 
matching your search criteria, along with an expanded toolbar. 

Tip!  You can expand and collapse all the window sections by clicking the expand all    or 

collapse all   icons. 

 

 

Tip!  Click the toolbar icon on the Summary Report Status by Planning Org Report window to: 

 Print a copy of the current page. 
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  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

The report is divided into the following sections: 

 Selected Criteria Summary 

This section of the report displays your selected criteria. 

 

 Selected Phase Summary 

The EST displays a table showing the total number of Summary Reports published for the 
first time by the selected Planning Organizations, total number of Summary Reports 
published for the first time within 60 days, and the percentage of Summary Reports 
published on time.  

Note:  If you selected the Planning and Programming option as your search criteria, the 
EST displays a separate table for each phase, as shown in the next illustration. 

 

 

 To view the report details for the selected Planning Organization, click the link on the selected 
row in the Percentage of Summary Reports Published on time column.  See Step 4 for 
further instructions on viewing the report details. 

 To view the report details for all Planning Organizations within the state, click the link on the 
Statewide Totals row in the Percentage of Summary Reports Published on time column.  
See Step 5 for further instruction on viewing the report details. 
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4. To view the report details for the selected Planning Organization, click the link on the selected row in the 

Percentage of Summary Reports Published on time column.   

 

The Summary Report Status by Planning Org Report window refreshes and expands, displaying 
a Phase Detail for Planning Organization table that breaks down information by: 

 ETDM Project 

 Review Cycle 

 Review Start  

 Review End 

 Summary Report Due 

 Date Published 

 Days to Publish 

 Published On-Time (Yes or No) 

 

 

 

Tip!  Click the Go Back to Phase Detail link at the bottom of the Phase Detail for Planning 

Organization table to return to the Phase Summary section. 

5. To view the report details for all Planning Organizations within the state, click in the Percentage of 

Summary Reports Published on time column on the Statewide Totals row.   
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The Summary Report Status by Planning Org Report window refreshes and expands, displaying 
the summary report details for all Planning Organizations related to the selected phase. (The next 
illustration shows a segment of the Programming Detail section.) 

 

 
Tip! Click the Go Back to Phase Detail link at the bottom of the Phase Detail for Planning 

Organization section to return to the Phase Summary section. 

 

 

Note:  Clicking Send Report to EDMS enables CEMO Managers, FDOT ETDM Coordinators-            
Primary, and FDOT Coordinators to send reports to the Electronic Document Management 
System (EDMS). 

6. Under EDMS Integration, click Send Report to EDMS to send the list of reports matching the selected 

criteria to the EDMS.  

3.2.7.6.5  State Clearinghouse Federal Audit Report (New 7/31/2009) 

The State Clearinghouse Federal Audit Report function in the Environmental Screening Tool (EST) Reports 
menu provides the Central Environmental Management Office a breakdown of the Federal Consistency 
Determination totals for closed ETDM projects.  
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Viewing the State Clearinghouse Federal Audit Report: 

1. On the Reports menu, point to Performance Management, and then click State Clearinghouse Federal 

Audit Report. 

 

The State Clearinghouse Audit Report window opens, displaying a search filter, along with a page 
toolbar. 

 
 

Tip!  Click the toolbar icon on the State Clearinghouse Federal Audit Report window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

 

2. In the Project Close Date fields, type the date range to view projects closed within a specific time period.  



 

 

 Environmental Screening Tool Handbook - February 15, 2016 3-621 

 

Tip!  When typing dates, use the mm/dd/yyyy format. Alternately, you can click the calendar 

icon  and select the dates. 

3. Click Search. 

 

The State Clearinghouse Federal Audit Report window refreshes and expands, displaying the 
selected search criteria and the Number of Projects: 

 Receiving Federal Consistency 

 Affected by the Process 

 with Consistent Determination 

 with Consistent w/Comments Determination 

 with Inconsistent Determination 

 

 



 

 

 Environmental Screening Tool Handbook - February 15, 2016 3-622 

3.2.8  Invoicing Reports (Updated 7/22/2008) 

Reports listed under Invoicing Reports enable Primary Agency Invoice Submitters, Invoice Reviewers, and 
Invoice Administrators to monitor agency activities, invoices, payments, and contracts. 

Although all the participating agency users of the electronic invoicing process can access the reports, they will 
only be able to view data associated with their agency.  The Invoice Administrator and the Invoice Reviewers 
are the only individuals that can view the invoicing data for all agencies.   

 

 

3.2.8.1 Advance Pay Request Log (Updated 07/22/2008) 

The Advance Pay Request Log displays a list of 
Advance Pay Requests by Agency and/or Master 
Agreement (MA)/Contract Number.  The report 
includes the following information: Organization, 
MA/Contract Number, Advance Payment Number, 
Request Date, Payment Cost, Payment Count, and 
Balance.  The list of Advance Pay Requests will 
initially appear in chronological order, but may be 
sorted by any column. 

In the Reports menu, point to Invoicing Reports, 
and then click Advance Pay Request Log.  
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The Advance Pay Request Log window opens, displaying an Add Agreements section containing a form. 

 
When the form opens, begin by selecting an organization.   

Type in all or part of an organization’s name.  A list of organizations will be displayed in a drop-down menu.  
Select an organization.  Note that Agency users are able to view information only for their agency.  Invoice 
Administrators and Invoice Reviewers are able to view information for all agencies. 

 

The agreements for the selected organization will be listed under “Agreements for this organization.”  The 
organization selected to generate this example is Northwest Florida Water Management District.  The 
information that is shown is for example purposes only and does not reflect actual Northwest Florida Water 
Management District agreements or invoices.   

Select agreements by clicking on the agreement number (which will then be highlighted in blue), then click the 
“Selected=>” button.  To select all the agreements listed, click the “All Shown=>” button.  To remove an 
agreement from the list of Selected Agreements, click on the agreement number, then click the “Remove” 
button.   
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Invoice Administrators and Invoice Reviewers can add agreements for another organization by typing in all or 
part of the organization’s name in the “Organization” field, and following the same process as for the first 
organization.   

When finished, click the “Create Report” button at the bottom of the form. 

The report that opens will display information about the selected agreements, as shown below.  The information 
can be sorted by clicking a column header.  For the example shown, only one agreement was selected.  The 
information that is shown is for example purposes only and does not reflect actual Northwest Florida Water 
Management District agreements or invoices. 

 

 

 

 

 

 

The 

Advance Pay Request Log can be printed by clicking the printer icon  in the upper right-hand corner of 

the report.  To view a PDF of the Advance Pay Request Log, click the  button at the top of the screen.  
You can then review, save, or print the Advance Pay Request Log. 

3.2.8.2 Advance Pay Request Report (Updated 07/22/2008) 

The Advance Pay Request Report displays a specific Advance Pay Request that has been saved in the 
database.  The Advance Pay Request is selected by Agency Name, MA/Contract Number, Advance Pay/ 
Invoice Number, or Payment Date.   

In the Reports menu, point to Invoicing Reports, and then click Advance Pay Request Report. 
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When the form opens, begin by selecting an agency.   

Type in all or part of an agency’s name.  A list of organizations will be displayed in a drop-down menu.  Select 
an agency.  Note that Agency users are able to view information only for their agency.  Invoice Administrators 
and Invoice Reviewers are able to view information for all agencies. 

 
The form will be automatically populated with a list of Advance Pay Requests for the selected agency.  The 
organization selected to generate this example is Northwest Florida Water Management District.  The 
information that is shown is for example purposes only and does not reflect actual Northwest Florida Water 
Management District agreements or invoices.   

Select an Advance Pay Request from the “Advance Pay Requests” pull-down menu.  Then click the “Create 
Report” button. 

 
Advance Pay Requests for a specific Master Agreement/Contract or a specific Advance Pay Request may also 
be accessed by typing in an MA/Contract Number, Advance Pay/Invoice Number, or Agency Name and 
Payment Date, then pressing the Tab key.  After the form is populated based on the information you entered, 
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select the Advance Pay Request from the “Advance Pay Requests” pull-down menu.  Then click the “Create 
Report” button. 

 

An example Advance Pay Request Report is shown below.  Again, the information shown is for example 
purposes only and does not reflect actual Northwest Florida Water Management District agreements or 
invoices.   

 

The Advance Pay Request Report can be printed by clicking the printer icon  in the upper right-hand 

corner of the report.  To view a PDF of the Advance Pay Request Report, click the  button at the top of 
the screen.  You can then review, save, or print the Advance Pay Request Log. 
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3.2.8.3  Agency Activity Report (Updated 07/22/2008) 

The Agency Activity Report displays the agency activities for a specified invoicing period.  Each report includes 
the following sections: Accomplishments Made during Last Period, Summary of ETDM Screening Activities, 
Anticipated Accomplishments for Next Period, Off-line Agency Activity Log (if applicable), and Planning Screen 
and/or Programming Screen Comments (by project). 

In the Reports menu, point to Invoicing Reports, and then click Agency Activity Report. 

 
 

When the form opens, use the pull-down menus to select search criteria.  Note that Agency users are able to 
view information only for their agency.  Invoice Administrators and Invoice Reviewers are able to view 
information for all agencies, and would begin by selecting an agency from the Agency pull-down menu. 

 

The form will be populated with a list of available invoices.  Select an item from the list, and then click the 
“Create Report” button. 
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The report that opens will display information about agency activities entered in the database for the selected 
agency and invoicing period.  The top portion of the report provides the form for selecting a different agency 
(only available to the Invoice Administrator and Invoice Reviewers) or invoicing period.  Follow the same steps 
used for selecting the agency name or invoicing period, as described above. 

The next portion of the Agency Activity Report displays information about agency activities entered in the 
database for the selected agency and invoicing period, as shown in the example below.  The information shown 
is for example purposes only and does not reflect actual agency activities. 
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The Accomplishments Made During Period and Summary of ETDM Screening Activities sections are followed 
by Anticipated Accomplishments for Next Period, Off-line Agency Activity Log (if applicable), and Planning 
Screen and/or Programming Screen Comments (by project).  Use the cursor on the right side of the screen to 
scroll to these sections. 

 

The Agency Activity Report can be printed by clicking the printer icon  in the upper right-hand corner of 

the report.  To view a PDF of the Agency Activity Report, click the  button at the top of the screen.  You 
can then review, save, or print the Agency Activity Report. 
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3.2.8.4 District Invoice Reviewer Report (New 07/22/2008) 

The District Invoice Reviewer Report displays lists of FDOT District Invoice Reviewers and Agencies Selected 
by Districts for Invoice Review, followed by a District and Agency Invoice Review Matrix.  This report is available 
to the Invoice Administrator. 

In the Reports menu, point to Invoicing Reports, and then click District Invoice Reviewer Report. 

 

An example District Invoice Reviewer Report is shown in the next illustration. 
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The lists of FDOT District Invoice Reviewers and Agencies Selected by Districts for Invoice Review are followed 
by the District and Agency Invoice Review Matrix, a portion of which is shown below. 

 

3.2.8.5 Invoice Comment Log (Updated 07/22/2008) 

The Invoice Comment Log report displays reviewer comments for a selected invoice.  This report is available to 
CEMO Invoice Reviewers and the Invoice Administrator.   

In the Reports menu, point to Invoicing Reports, and then click Invoice Comment Log. 
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When the form opens, use the pull-down menus to select search criteria.  Begin by selecting an agency from 
the Agency pull-down menu.  The form will be automatically populated with a list of invoicing periods for the 
selected agency.  Select an invoicing period from the “Invoicing Period” pull-down menu.  Then click the “Create 
Report” button.   

 
The report that opens will display reviewer comments entered in the database for the selected agency and 
invoicing period.  The agency selected to generate this example is Northwest Florida Water Management 
District.  The information shown is for example purposes only and does not reflect actual Northwest Florida 
Water Management District agreements or invoices.  The top portion of the report provides the form for 
selecting a different agency or invoicing period.  Follow the same steps used for selecting the agency name or 
invoicing period as described above.   

 

The Invoice Comment Log can be printed by clicking the printer icon  in the upper right-hand corner of 

the report.  To view a PDF of the Invoice Comment Log, click the  button at the top of the screen.  You 
can then review, save, or print the Invoice Comment Log. 
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3.2.8.6 Invoice Tracking Report (Updated 06/30/2008) 

The Invoice Tracking Report lists invoices and their status.  The invoices to be displayed in an Invoice Tracking 

Report are selected by agency, agreement number, invoice number, or submittal date range.   

In the Reports menu, point to Invoicing Reports, and then click Invoice Tracking Report.     

 

 
When the form opens, use the input fields to specify search criteria.  Begin by selecting an organization name. 
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Type in all or part of an organization’s name.  A list of organizations will be displayed in a drop-down menu.  
Select an organization.  Note that Agency users are able to view information only for their agency.  Invoice 
Administrators and Invoice Reviewers are able to view information for all agencies. 

 

 
 
 

 

A list of invoices for the selected organization will be displayed under “Invoices for available criteria.”  The 
organization selected to generate the example shown below is Northwest Florida Water Management District.  
The information shown is for example purposes only and does not reflect actual Northwest Florida Water 
Management District agreements or invoices.   

Invoice Tracking Reports can also be accessed for a specific Agreement/Contract, a specific invoice, or  
submission dates by typing in a Master Agreement/Contract Number, Invoice Number, or  Earliest Submission 
Date and Latest Submission Date.  The Earliest Submission Date and Latest Submission Date fields are used 

to specify a date range.  Select the dates by either entering the dates in dd/mm/yyyy format or clicking the  
icon to select the date from a calendar.  A list of invoices matching the search criteria will be displayed under 
“Invoices for available criteria.” 

 

 

 

 

 

 

 

 

 

Select invoices by clicking on the invoice number (which will then be highlighted in blue), then click the 
“Selected=>” button.  To select all the invoices listed, click the “All Shown=>” button.  To remove an invoice from 
the list of Selected Invoices, click on the invoice number, then click the “Remove” button.  To obtain information 
on all invoices for the selected agency, click the check box above “Ignore the selected list and report on all 
invoices.” 

To add invoices for another organization, type in all or part of the organization’s name in the “Organization” field, 
and follow the same process as for the first organization.  When finished, click the “Create Report” button at the 
bottom of the form. 

The report that opens will display information about the selected invoices, as shown below.  The information can 
be sorted by clicking a column title (for example, Agency, MA/Contract Number, Invoice Number, or Invoice 
Status).  The information shown is for example purposes only and does not reflect actual Northwest Florida 
Water Management District agreements or invoices.   
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The Invoice Tracking Report can be printed by clicking the printer icon  in the upper right-hand corner of 

the report.  To view a PDF of the Invoice Tracking Report, click the  button at the top of the screen.  You 
can then review, save, or print the Invoice Tracking Report. 

3.2.8.7 MA/Contract History Report (Updated 07/22/2008) 

The MA/Contract History Report lists the Organization, MA/Contract Number, Notice to Proceed Date, End of 
Service Date, contract limits (Salary, Training, Travel, and Other), and Change Notes for Master 
Agreements/Contracts in the database.  The user may search for one or multiple agencies to be included in the 
report.  

In the Reports menu, point to Invoicing Reports, and then click MA/Contract History Reports. 
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When the form opens, begin by selecting an organization.   

 

Type in all or part of your organization’s name.  Your organization’s name will be displayed in a drop-down 
menu.  Select your organization.   

 

The agreements for your organization will be listed under “Agreements for this organization.”  The organization 
selected to generate this example is Northwest Florida Water Management District.  The information that is 
shown is for example purposes only and does not reflect actual Northwest Florida Water Management District 
agreements or invoices.  Select agreements by clicking on the agreement number (which will then be 
highlighted in blue), then click the “Selected=>” button.  To select all the agreements listed, click the “All 
Shown=>” button.  To remove an agreement from the list of Selected Agreements, click on the agreement 
number, then click the “Remove” button.  The Invoice Administrator and Invoice Reviewers can add agreements 
for another organization by typing in all or part of the organization’s name in the “Organization” field, and 
following the same process as for the first organization.   

When finished, click the “Create Report” button at the bottom of the form. 
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The report that is generated will display information about the selected agreements, as shown below.  The 
information can be sorted by clicking a column title (for example, Organization, MA/Contract Number, Salary 
Limits, etc.).  For the example shown, only one agreement was selected. 

 

A PDF version of the report can be printed by clicking the printer icon  in the upper right-hand corner of 
the report. 

3.2.8.8 MA/Contract Summary Report (Updated 07/22/2008) 

The MA/Contract Summary Report displays information about agency agreements that are in the ETDM 
database.   

In the Reports menu, point to Invoicing Reports, and then click MA/Contract Summary Report. 
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The MA/Contract Summary Report window opens, displaying a Select/Load an Agreement section. In the 
Organization field, type the name of the organization. Type in all or part of an organization’s name.   

 

 

A list of organizations will be displayed in a drop-down menu.  Select an organization.  Note that Agency users 
are able to view information only for their agency.  Invoice Administrators and Invoice Reviewers are able to 
view information for all agencies.   

 

Select an agreement from the “Existing Agreements” pull-down menu, then click the “Create Report” button. 

 

The screen that opens displays information about the selected agreement.   

 

 



 

 

 Environmental Screening Tool Handbook - February 15, 2016 3-639 

The MA/Contract Summary Report can be printed by clicking the printer icon  in the upper right-hand 

corner of the report.  To view a PDF of the MA/Contract Summary Report, click the  button at the top of 
the screen.  You can then review, save, or print the MA/Contract Summary Report. 

3.2.8.9 Payment Tracking/Invoice Report (Updated 07/22/2008) 

The Payment Tracking/Invoice Report includes a summary of the agreement information pertaining to an 
invoice, followed by completed Schedule A-1 (Salary Costs), Schedule A-2 (Hours Assignments), Schedule E-1 
(Reimbursable Direct Expense – Travel), Schedule  E-2 (Reimbursable Direct Expense – Training), and 
Schedule  E-3 (Reimbursable Direct Expense – Other) forms.  The report also includes information about 
Agency Activities associated with an invoice. 

In the Reports menu, point to Invoicing Reports, and then click Payment Tracking/Invoice Report. 

 

 

When the form opens, begin by selecting an organization. 
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Type in all or part of an organization’s name.  A list of organizations will be displayed in a drop-down menu.   

 

Select an organization.  Note that Agency users are able to view information only for their agency.  Invoice 
Administrators and Invoice Reviewers are able to view information for all agencies. 

The form will be automatically populated with a list of invoices for the selected agency.   

The organization selected to generate this example is Northwest Florida Water Management District.  The 
information that is shown is for example purposes only and does not reflect actual Northwest Florida Water 
Management District agreements or invoices.   

 

Select an invoice from the “Invoice List” pull-down menu.  Then click the “Create Report” button. 
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Payment Tracking/Invoice records for invoices can also be accessed for a specific Master Agreement/Contract, 
a specific invoice, or submission dates by typing in a Master Agreement/Contract Number, Invoice Number, or  
Earliest Submission Date and Latest Submission Date.  The Earliest Submission Date and Latest Submission 
Date fields are used to specify a date range.  Select the dates by either entering the dates in dd/mm/yyyy format 

or clicking the  icon to select the date from a calendar.  Select the invoice from the “Invoice List” pull-down 
menu.  Then click the “Create Report” button. 

 

The report that is generated will display the information for the selected invoice, as an “Invoice Summary Sheet.”  
The top portion of the Invoice Summary Sheet provides the form for selecting a different invoice.  Follow the 
same steps used for selecting the first invoice, as described above. 

The next portion of the report displays information about the Agreement/Contract associated with the selected 
invoice, as shown below.  Again, the information shown is for example purposes only and does not reflect actual 
Northwest Florida Water Management District agreements or invoices. 
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The Agreement/Contract information for the selected invoice is followed by the Schedule A-1, Schedule A-2, 
Schedule E-1, Schedule E-2, and Schedule E-3 information for the selected invoice.  The Schedule A-1 and 
portions of the Schedule E-1 information for the example invoice are shown below. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Invoice Summary Sheet can be printed by clicking the  icon at the top of the screen. 

To view a PDF of the invoice, click the  button at the top of the screen.  The PDF viewer will open, 
displaying the selected invoice, as shown in the example below.  You can then review, save, or print the invoice.  

Click the  button to return to the Invoice Summary Sheet screen. 

 

3.2.8.10  Invoice (Updated 07/22/2008) 

The Invoice report displays a Payment Tracking Report and Agency Activity Report for a selected invoice.  The 
Payment Tracking Report includes a summary of the agreement information pertaining to the selected invoice, 
followed by completed Schedule A-1 (Salary Costs), Schedule A-2 (Hours Assignments), Schedule E-1 
(Reimbursable Direct Expense – Travel), Schedule  E-2 (Reimbursable Direct Expense – Training), and 
Schedule  E-3 (Reimbursable Direct Expense – Other) forms.  The Agency Activity Report includes 
Accomplishments Made during Last Period, Summary of ETDM Screening Activities, Anticipated 
Accomplishments for Next Period, and Off-line Agency Activity Log (if applicable). 
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In the Reports menu, point to Invoicing Reports, and then click Invoice. 

 

 

When the form opens, use the blank fields to specify search criteria.   

 

Begin by selecting an organization.  Type in all or part of an organization’s name.  A list of organizations will be 
displayed in a drop-down menu.  Select an organization.  Note that Agency users are able to view information 
only for their agency.  Invoice Administrators and Invoice Reviewers are able to view information for all 
agencies. 
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The form will be automatically populated with a list of invoices for the selected agency.  The organization 
selected to generate this example is Northwest Florida Water Management District.  The information that is 
shown is for example purposes only and does not reflect actual Northwest Florida Water Management District 
agreements or invoices.   

An invoice can also be accessed by specifying a Master Agreement/Contract, an invoice number, or  
submission dates by typing in a Master Agreement/Contract Number, Invoice Number, or Earliest Submission 
Date and Latest Submission Date.  The Earliest Submission Date and Latest Submission Date fields are used 

to specify a date range.  Select the dates by either entering the dates in dd/mm/yyyy format or clicking the  
icon to select the date from a calendar.   

When finished, select an invoice from the “Final Invoices” pull-down menu (which will then be highlighted in 
blue), then click the “Load Report” button. 

 

The report that is generated will display the information for the selected invoice.  The top portion of the report 
provides the form for selecting a different invoice.  Follow the same steps used for selecting the first invoice, as 
described above. 

The next portion of the Invoice report displays the Payment Tracking Report associated with the selected 
invoice, followed by the Agency Activity Report for that invoice.  Portions of the Invoice Package report are 
shown below.  Again, the information shown is for example purposes only and does not reflect actual Northwest 
Florida Water Management District agreements or invoices. 
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The Invoice Package report can be printed by clicking the  icon at the top of the screen.  

To view a PDF of the invoice, click the  button at the top of the screen.  The PDF viewer will open, 
displaying the selected invoice, as shown in the example below.  You can then review, save, or print the invoice.  
Click the “Close PDF” button to return to the Invoice Package screen. 
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3.2.8.11  Agency Activity Log Report (Updated 06/30/2008) 

The Agency Activity Log Report displays details about agency activities that are not recorded in the EST.  
These may include activities such as meetings, technical support of non-ETDM projects, and permit 
coordination.   

In the Reports menu, point to Invoicing Reports, and then click Agency Activity Log Report. 

 
 

When the form opens, use the pull-down menus to select search criteria.  Begin by selecting an agency name. 

 
 

Type in all or part of an agency’s name.  A list of agencies will be displayed in a drop-down menu.  Select the 
agency for which you want to view agency activities.  Note that Agency users are able to view information only 
for their agency.  Invoice Administrators and Invoice Reviewers are able to view information for all agencies.  
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Select the time period for which you want view agency activities by entering a “Start Date” and “End Date.”  The 

dates can be typed in (using mm/dd/yyyy format), or you can select the dates by clicking the  icon, which 
opens a calendar.  Click on the desired date, and it will appear in the date field on the form.  When finished, click 
the “Create Report” button. 

 

The report that opens will display information about agency activities entered in the database for the selected 
agency and date range. For this illustration, the FL Department of Environmental Protection is shown as an 
example. 

 

Note: The illustration(s) does not display an actual agency report.  

Use the search filter in the Search for activity section to select a different Agency Name or Date range.  
Follow the same steps used for selecting the agency name or start and end dates, as described above. 

The Agency Activities Report can be printed by clicking the printer icon  in the upper right-hand corner of 

the report.  To view a PDF of the Agency Activities Report, click the  button at the top of the screen.  You 
can then review, save, or print the Agency Activities Report. 
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3.2.8.12 Agency Activity Summary Report (In Development) 

3.2.8.13 Invoice Payment Overrides (In Development)  

3.2.9  Project Dashboard (Formerly called Project Tracker) (Updated 
04//29/2014) 

Reports listed under Project Dashboard enable users to retrieve selected information from the project 
record(s) and ancillary data, including tasks assigned to a project and project costs and times for PD and 
E Studies. 

3.2.9.1 Average District Project Costs and Times (Updated 04/29/2014) 

The Average District Project Cost and Time feature in the EST Dashboard Reports menu provides a 
comparative overview of project costs and times for PD&E studies for Districts.  
 
The instructions for this feature provide navigation steps for the following actions: 

 Accessing an Average Project Cost and Time Report 

 Using the Search Feature 

 Exporting to Excel 

3.2.9.1.1 Accessing an Average District Project Cost and Time Report 

 
On the Reports menus, point to Project Dashboard, and then click Average District Project Cost and Time. 

 

The Average District Project Cost and Time page opens and displays a search form. 

 

3.2.9.1.2 Using the Search Feature 

 
The search feature on the Average District Project Cost and Time report page allows you to search for 
project cost and time information by District and fiscal year date range. 
 

1. Click the Districts arrow and then make your selection. 

2. In the Fiscal Year boxes, select the range by clicking the appropriate value in the From/To boxes. 
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3. Click Search.  The information for the selected District and Fiscal Year ranges is shown on the table, which 

displays the Cost Categories, Amounts, and Time, if available. 

 

3.2.9.1.3 Exporting to Excel 

1. On the page toolbar, click the Excel, , icon. 

 

A message appears at the bottom of the Average District Project Cost and Time page, along with 
a link to the file. 
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2. Click the link to open the file or to download the file to your desktop. 

 

The Excel document opens as a separate window. 

 

 

3.2.9.2  Project Tasks Status Report (New 7/31/2009) 

The Project Tasks Status Report function in the Environmental Screening Tool (EST) Reports menu enables 
authorized users to view the tasks assigned to a selected project and the status of each task. Users can view 
the report in HTML, Excel, and PDF formats. 

Users with the following assigned privileges can send the report to the Electronic Data Management System 
(EDMS): 

 Central Environmental Management Office (CEMO) Managers  

 Florida Department of Transportation (FDOT) Coordinators Primary 

 FDOT Coordinators  

For a list of roles authorized for viewing the Project Tasks Status Report, see Table 1-1 in Chapter 1.5 of the 
EST Handbook. 

Using the Project Tasks Status Report: 

1. Select a project from the Project Navigation Bar. 
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Note: You can use the default project that appears in the Active project box, select a project from 
your Saved Searches or Project History lists, or you can click the Advanced Project Search link 
to select another project. See the Navigation chapter of the EST Handbook for information on using 
the Project Navigation Bar. 

 

2. On the Reports menu, point to Project Tracker, and then click Project Tasks Status. 

 
 

The Project Tasks Status Report  window opens as a tabbed page, displaying the project header, 
assigned groups and task details for the selected project, and a page toolbar. 

 

Tip!  Click the toolbar icon in the Project Tasks Status Report window to: 
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 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Export the current page to Excel. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 

3. Under EDMS Integration, click Send Report to EDMS.  (For this illustration, the EST displays a message 

that no reports in EDMS match the selected criteria.) 

 

 

The EST displays a message stating the report has been successfully integrated into EDMS. 
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3.2.9.3  Task Groups Report (New 7/31/2009) 

The Task Groups Report function in the Environmental Screening Tool (EST) Reports menu enables Central 
Environmental Management Office (CEMO) Managers, Florida Department of Transportation (FDOT) ETDM 
Coordinators Primary, and FDOT ETDM Coordinators to view a read-only format of groups, tasks, and tasks 
assigned by group. 

Viewing the Task Groups Report: 

1. On the Reports menu, point to Project Tracker, and then click Task Groups. 

 

The Task Groups Report window opens as a tabbed page, displaying a search filter and a page 
toolbar. 

 

 

Tip!   Click on the toolbar icons to: 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 
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2. To view the list of groups, click the Groups option button, and then click Search. 

 

 
The Task Groups Report window refreshes and expands, displaying the list of groups and an 
expanded page toolbar. 

Tip!  Click the toolbar icon in the Task Groups Report window to: 

 Print a copy of the current page. 

  Export the current page to a PDF file. 

  Send feedback about the current page. 

  Access online Help. 

  Bookmark the page. 

 Add the page to your My ETDM preferences. 
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3. To view the list of tasks, click the Tasks option button, and then click Search. 

 

The Task Groups Report window refreshes and expands, displaying the list of tasks and an 
expanded page toolbar. 

4. To view the list of tasks assigned by group, click the Tasks assigned by group option button, and then 

click Search. 

 

The Task Groups Report window refreshes and expands, displaying the list of tasks assigned by 
group and an expanded page toolbar. 
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3.2.10 Document Reviews and Responses (New 01/30/2016) 

The EST’s Document Reviews and Responses report records comments made by event reviewers, 
along with the any responses made by the organization that generated the document review event.  Links 
to review event attachments provide access to PDF versions of the documents, which you can save to 
your desktop or print a hard copy. You can also capture the review and response comments and save 
them as a PDF document. 
 

3.2.10.1 Accessing the Document Reviews and Responses Page 

You can view the reviews and responses from document review events by using the Document Reviews and 
Responses feature located in the EST’s Reports menu. 

On the EST Reports menu, point to Document Review, and then click Document Reviews and Responses. 

 

The Document Reviews and Responses page displays a search panel. 

 

3.2.10.2 Searching for a Document Review Event 

1. Enter your search criteria into any of the fields displayed on the screen: 

 Keyword(s) – Type a word linked to the document you are searching for. 

 Event Start Date Range – Click on the field box to display the calendar tool and then click the 
appropriate date.  

 Organization – Click the Select Managing Organization arrow and then select the name. The 
managing organization is the name of the organization that created the document review event.  

2. Click Search. 
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The screen refreshes and displays a list of document review events that match your selected criteria. 

\ 

3. Click on the Event Name link to display the event details, along with the reviews and responses from 

event participants. 

Tip!  Click the Back to Search Panel link located on the top left corner of the Document Reviews 

and Responses page to conduct another search. 
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3.2.10.3 Report Sections 

Depending on your role in the document review event, the Document Reviews and Responses feature allows 
you to perform the following actions: 

 Identify the document review event. 

 Link to related document review events and ETDM projects. 

 Access review event documents. 

 View comments from official reviewers and staff, if available. 

If your organization is responsible for creating the selected event, you will have the option of sending attached 
documents and the Document Reviews and Responses report for each reviewed document to the Enterprise 
Electronic Data Management System (EEDMS).  

Note: Document review events that have been flagged as Restricted on the Manage Document Review 

Events tool will only be available to participants of a document review event (reviewers, staff, responders, 

members of the organization that created the event), along with EST Admin, and State Environmental 

Management Office (SEMO) Managers.  The Document Reviews and Responses report produced for a 

restricted document review event is not available to EST users outside of the document review or to users 

accessing the Public Access Site. 

Event Details 

The first section of the report displays information that identifies the selected event (event name, review start 
and end dates, description) along with links to related document review events and ETDM projects.  

 

 To view the Related Document Review Event(s), click the review event name. 

 

The Document Reviews and Responses report for the selected review event displays. 
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 To view the Related ETDM Project(s), click the ETDM Project link. 

 

The EST’s Public Access Site opens. 

 

 

Event Documents 

This section lists the documents that were reviewed during the selected event, including document size and 
type, whether the document included line numbers, and a description of the document.  
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To open the document PDF, click on the document’s name. 

 

 

Document Reviews 

This section displays review comments and responses for each document. Review information includes the 
location of the content being commented on and the name of the organization providing the comments. 

 

 To display staff comments, do the following: 

 Click the Show staff comments for my organization check box. 
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 Click the View link to display the details. 

 

 Locations for comments are shown as one of the following: 

 Line numbers 

 Section(s), Page(s), and Paragraph(s) 

 Global 

 

Note: If the document has line numbers, the other location identifiers (sections, pages, 
paragraphs, and global columns) will not be shown.  If the document does not contain line 
numbers, comment locations will appear or a Yes will appear in the Global column. 

 

3.2.10.4 Download and Print Document Reviews and Responses 

You can save or print a PDF of the reviews and responses for a document review event by clicking the PDF 
icon located on the page toolbar. 

 

 

The screen displays a PDF version of the Document Reviews and Responses page, where you can follow 
the standard process for saving or printing a PDF document. 

 

 


