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SEH Client Access Point — Technical Support

For assistance with technical questions and/or issues regarding the applications on
the SEH Client Access Point, we offer product support Monday through Friday, 7:00
a.m. to 5:00 p.m. (CST), excluding major holidays.

Support is available via e-mail or phone at 612.333.2123.

If a support technician is not available at the time of your call, please leave a
message on voicemail.

When sending an e-mail or leaving a voicemail, be sure to include your name,
contact information, the application you are using, and a brief description of the
question and/or issue you are inquiring about.

Be sure and check the FAQ page for answers to Frequently Asked Questions. Our
support technicians will update this page regularly with questions submitted by other
users.

For content-specific assistance with any of the Client Access Point applications, feel
free to contact the appropriate staff person identified on the Contact Us page.
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Getting Started

PermiTrackMs4 is aweb-based application for tracking NPDES (National Pollutant Discharge
Elimination System) permits and publishing annua reports for compliance with federal and state
stormwater regulations. PermiTrackMsa4 lets you keep al of your information in one, easy-to-
access place. Sinceit is available viathe Internet, multiple staff people can access and work with
this data from an office computer or awireless notebook computer at asite.

PermiTrackMs4 |ets you:

= Quickly create new plans based on templates that automatically populate the plan with
standard MCMs (Minimum Control Measures) and BM Ps (Best Management Practices).

= Customize plan MCMs, BMPs, and goals to meet your unique needs.

= Track activities as they are completed and monitor incomplete activities.
» Delegate responsibilities and track the responsible parties via reports.

= Remind staff viaemail about up-coming permit-related goals.

= Quickly report on everything from the past year, in the correct format, to meet your
regulatory deadline.

PermiTrackMs4 offers:
=  Web-based technology
= Ability to track multiple MCMs, BMPs, goals, and activities

=  Drill-down tree structure for access to all MCMs, BMPs, measurable goals, and related
activities

= Dataintegrity and security
= Easy access to information from acentral location

»  Published report generator

Logging into PermiTrackMS4

Tologin to PermiTrackMs4:
1. Open your web-browser on acomputer.
2. Inthe address field, enter the web address for your PermiTrackMs4 client site.

3. Onthe Welcome page, click the Client Login link.

Getting Started | page 5
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4. Onthelogin page, enter your user name and password.

Contact your Client Administrator if you need a user name and password assigned.
5. Click the permiTrackMs4 tab, if you have multiple SEH applications.

The application opens to the Select page, where you select a plan to view, modify, or publish (see
page 19).

What is on the Opening Screens?

Select Plan

PermiTrackMS4 opens to the Select page. On this page, choose the plan you want to view, edit, or
publish.

Log out

i : = [My Portal | Administration | Support o
SEH Client Access Point EEE—
Mew Page Edit Page Assign Perrnissions
- Pl Applications Rl My Favaorites v
Application tabs —Ji-permiaciws. NN S

Plan Reports Exit Client Administration

Create Select

Select an existing plan from the list and click Submit to make it your active Plan.

Select a Plan —f— Please select a Plan.. |

Submit button Subrnit

b
< 3

Figure 1. Select Plan tab

Log Out
Click the Log Out link to close the application and log out of the website.

Application Tabs
If you have one or more SEH applications, click the tab for the application you want to use.

Select a Plan
Choose a plan from the drop-down list. Y ou will be working with this plan.

Submit button
Click the Submit button to open the plan (see View Plan below).

page 6 | Getting Started
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View Plan

The image below shows the main parts of the PermiTrackMs4 screen after you select aplan. You
start from this page for most of your activities. For more detailed information, see the description
of each page in later sections of this guide.

PermiTrack-M54 | PermiTrack-ESC Dataview COnline
Tabs Plan Feports Exit Client Administration
s
Create Plan Select View Edit: Delete Add ME Publish

Plan Information

- Flan Hame: Gity of Baxter SWRPP
E{Z3 Public Education and Outreach )
: Description:

IG Public Participation/Inualuement R o

+ Illicit Discharge Detection and
Parts of the Plan — D e Permit Period: NPDES Phase IT Storm Water Permit (2006-2010)

B{Z3 gm"tst“r‘*i"-‘” Site Starmwater Runoff Permit Type: Minnesots Pollution Contral Agency (MPCA)
: ontro

EI{fg Pest-Censtrucion Stormuster

Management in Mew Development Save As Template

and Redeveloprnent

BI(gg Pollution Pravention/Good

Information Fields 2

Figure 2. Plan View tab

Tabs
The tabs let you add to or modify various parts of the plan. The image above shows the tabs.

The tabs change when you click on a different folder/item in the treeview on the left side of the
page. You must click on the Plan name at the top of the treeview to return to the highest level
tabs. (See “Folders on the Plan View tab” on page 20 for information on the treeview.)

Parts of the Plan

Thelist of folders (called atreeview) on the | eft side shows the plan hierarchy. Each MCM, BMP,
and goal is represented by afolder in the treeview. Click on afolder to view or make changes to
that item.

See “Folders on the Plan View tab” on page 20 for more information on the treeview.

Information Fields

The right side of the page displays either information about the item highlighted in the treeview
or fields for entering data. The contents of this part of the page reflect the item highlighted in the
treeview and the tab selected near the top of the page.

Logging Out of PermiTrackMS4
To exit or log out of the system, click the Log Out link in the upper-right corner of the page.

Getting Started | page 7
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Logout

SEH Client Access Point

PermiTrack-M54
Plan Feparts T
Selact View

Plan Information

Flan Mame: Anywhere, WI
Il M TSI | I ¢ Description: This is the template for the state of Wisconsin Phase II permit,
Public Participation/Invelvernent

R . The fallowing is the annual reporting requirement fram s MR216.07(2), included
{I.I.ICIt. Dlls.charge Detection and for completenass:

Figure 3. Logout link
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Quick Reference

To help you get started, this section of the guide provides step-by-step instructions for some of
your key tasks. The remainder of the document is designed as areference to help you to explore
and identify ways that PermiTrackMs4 can best suit your needs.

As you work through these sample procedures, please see the description for each screen in the
following sections. The reference sections provide more information about individual fields and
options on each page.

Add MCMs to a Plan

When aplanis created, adefault set of MCMs and BMPs are added to the plan. To customize the
plan to match your precise reporting needs, you can add MCMs and BMPsto the plan. To add an
MCM to aplan:

Step I. Select the Plan
1. Goto the Select tab by doing one of the following:

— Logintothe program. The program opens to the Select tab. Continue with step 2
(below).

— From elsewhere in the program, click on the plan name in the treeview on the left. Click
the Select tab. Go to Sep I1. Add an MCM (below).

2. Onthe Select page (on page 19), click on the name of the plan in the drop-down list.
3. Click the Submit button.

Step Il. Add an MCM

1. With the plan highlighted in the treeview on the left, click the Add MCM tab in the row of
tabs above the treeview.

2. Onthe Add MCM page, enter a name and description of the MCM.
(See page 24 for information on this page.)

3. Select a Responsible Staff/Position from the drop-down list.

4. Type adescription in the main text box.
This description isincluded in the published report.

5. Click the Spell Check button to check the spelling in each of the text fields.

6. Click the Create button to save your changes and add the MCM to the plan.
The program adds the MCM at the bottom of the treeview.

7. Repeat the previous steps to add another MCM to the plan, if needed.

Quick Reference | page 9
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Add BMPs (Best Management Practices) to a Plan

When aplanis created, adefault set of BMPs are added to the plan. To customize the plan to
match your precise reporting needs, you can add BMPsto the plan. To add aBMP:

Step |. Select the Plan
1. Goto the Select tab by doing one of the following:

— Loginto the program. The program opens to the Select tab. Continue with step 2
(below).

— From elsewhere in the program, click on the plan name in the treeview on the left. Click
the Select tab. (Go to Step 11. Add a BMP from the Database (below).

2. Onthe Select page (on page 19), click on the name of the plan in the drop-down list.
3. Click the Submit button.

Step Il. Add a BMP from the Database

Save time by adding a BMP from the database. With this option, the BMP name, description, etc.
are added to the plan automatically. After adding it, you can customize this BMP. However, if
you prefer to create aBMP from scratch, go to Step 1. Set up a New BMP (below).

1. Expand thetreeview on the left side of the page by clicking on the MCM where you want to
add the BMP.

2. Click the Add BMP from DB tab in the row of tabs above the treeview.

3. Onthe Add BMP from DB page, select a category for the type of BMP you want to add.
(See page 38.)

4. Scroll through the list of BMPs displayed bel ow the category box.
5. If theBMPyou want isinthelist, click the name.
If the BMP you want isnot in the list, go to Step I11. Set up a New BMP (below).
6. Onthe BMP Edit page, select a Responsible Staff/Position from the drop-down list.

7. Make changesto the name, description, or other fields, as needed.
The description isincluded in the published report.

8. Click the Spell Check button to check the spelling in each of the text fields.
9. Click the Update button to save your changes.

Step lll. Set up a New BMP
To create aBMP from scratch:

page 10 | Quick Reference
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Expand the treeview on the | eft side of the page by clicking on the MCM where you want to
add the BMP.

Click the Add BMP tab in the row of tabs above the treeview.

Note:

Y our application may display other Add BMP tabs. The tabs available are based on
the type of plan. See these topics for more information:

Add BMP Form 1 on page 32
Add BMP Form 2 on page 34
Add BMP on page 36

Add BMP from DB on page 38

On the Add BMP page, enter a name and description of the BMF.
The description isincluded in the published report.

Select a Responsible Staff/Position from the drop-down list.

Click the Spell Check button to check the spelling in each of the text fields.

Click the Create button to save your changes and add the BMF to the plan.
The program adds the BMF at the bottom of the MCM that is highlighted in the treeview.

Repeat the previous steps to add another BMP to the MCM, if needed.

Step IV. Add Goals and Measurable Activities to the BMPs
Goals and Activities are added to existing BMPs. To add goals and activitiesto aBMP:

1
2.

Highlight aBMP in the treeview on the |eft side of the page.

Click the Add Goal tab to add agoal to the BMP.
(See page 47 for more information on the fields on the Add Goal tab.)

Complete the information on the Add Goal page, and then click the Create button.
The program adds the goal at the bottom of the current BMP.

Highlight the God in the treeview.

Click the Enter Goal Activity tab.
(See page 53 for more information on the Enter Goal Activity tab.)

Complete the information on the Enter Goal Activity page.

Click the Create button.
The program adds the activity at the bottom of the current goal.

Quick Reference | page 11
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Print Blank Copies of the Outfall Inspection Form

Since you may have volunteers or temporary staff complete field inspections, you can print paper
copies of the outfall inspection form to be completed in the field. After the inspection, this
information is entered into the PermiTrackMs4 application for reporting. To print ablank copy of
the form:

Step I. Select the Plan
1. Goto the Select tab by doing one of the following:

— Logintothe program. The program opens to the Select tab. Continue with step 2
(below).

— From elsewhere in the program, click on the plan name in the treeview on the left. Click
the Select tab. Go to Sep |1. Create a New Outfall Inspection Activity (below).

2. Onthe Select page (on page 19), click on the name of the plan in the drop-down list.

3. Click the Submit button.

Step Il. Create a New Outfall Inspection Activity

1. Expand thetreeview on the left side of the page by clicking on the MCM where you want to
record the outfall inspection.

2. Under the MCM, click the BMP that includes the inspection.
3. Under the BMP, click the Goal that requires the outfall inspection.

Note: In order to print the inspection form, the Goal must be setup using the Outfall
I nspection Form type.

4. With the Goal highlighted in the treeview, click the Enter Goal Activity tab.

Step lll. Print the Outfall Inspection Form

1. Onthe Enter Goal Activity page (on page 53), click the Download PDF Form link that is
above the text fields.

The system opens the form as an Acrobat PDF file in a separate window. From Acrobat
Reader, you can print the form.

Note: You must have Adobe Acrobat Reader installed on your computer, in order to print
the form. Y ou can download Acrobat Reader from the Reports tab.

2. Closetheformin Acrobat.
3. Do one of thefollowing:

— Click anywherein the treeview to close the Enter Goa Activity page without recording
an activity. A new inspection record can be set up after the paper form is completed.

page 12 | Quick Reference
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— Record the name, description, activity date, and outfall ID to add the inspection record.
Thisrecord can be edited after the inspection has been is completed. Click the Create
button to save your changes.

Assign Parts of the Plan to Staff

When each MCM, BMP, Goal, and Measurable Activity is set up, you have the opportunity to
assign it to a staff person. Later, you can reassign it to a different person. The person named in the
Responsi ble Staff/Position field:

» Receives an email notice when any activities under the item are scheduled to occur.
» |snamed in the Published report (see page 26)

= Can be selected in reports filtered by owner (see page 65)

To assign an existing MCM to a staff person:

1. Goto the Select tab by doing one of the following:

— Logintothe program. The program opens to the Select tab. Continue with step 2
(below).

— From elsewhere in the program, click on the plan name in the treeview on the left. Click
the Select tab. Go to step 4 (below).

On the Select page (on page 19), click on the name of the plan in the drop-down list.
Click the Submit button.

Click the name of an MCM in the treeview on the |eft.

On the MCM View tab (on page 29), click the Edit tab.

On the Edit MCM page, select a name from the Responsible Staff/Position drop-down list.

N o o ~ w DN

Click the Update button to save your change.

Identify Incomplete Activities

Use the Incomplete Measurable Goals option on the report page to generate a report that lists all
activities that are incomplete and fall within the current permit period. To identify incomplete
activities:

1. Goto the Select tab by doing one of the following:

— Loginto the program. The program opens to the Select tab. Continue with step 2
(below).

— From elsewhere in the program, click on the plan name in the treeview on the left. Click
the Select tab. Go to step 4 (below).

Quick Reference | page 13



4
b

SEH PermiTrackMS4
On the Select page (on page 19), click on the name of the plan in the drop-down list.

Click the Submit button.
Click the Reports tab.

o >~ w DN

On the Report Options page(on page 65), leave the default option — All Minimum Control
Measures — selected in the upper area of the page.

o

Click the Select Activities in a Reporting Period option button in the middle area of the page.

7. Click the option button next to the permit period to cover. The current permit period is
selected automatically.

8. Click the option button for Incomplete Measurable Goals for Selected Period in the lower
area of the page.

9. Click the Run Report button.
10. Theresults page (on page 68), click the name of the report (in blue).
11. At the system prompt, click the Open button to open the report in Acrobat PDF format.

12. View the report online, save it, or print it from Acrobat Reader.

Publish an Annual Report
To publish the annua report for a plan:

1. Goto the Select tab by doing one of the following:

— Loginto the program. The program opens to the Select tab. Continue with step 2
(below).

— From elsewhere in the program, click on the plan name in the treeview on the left. Click
the Select tab. Go to step 4 (below).

On the Select page (on page 19), click on the name of the plan in the drop-down list.
Click the Submit button.
Click the Publish tab near the top of the page.

o ~ w DN

On the Publish page (on page 26), specify the time period by doing one of the following:
— Click the option button for the permit period.
— Enter the Start and End dates, if you elected to use a date range.

6. Click the Publish Report button.

The application tells you that the report has been published.

page 14 | Quick Reference
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7. Onthe natification page (on page 27), click the Link to Plan link. The report opens as an
Acrobat PDF file.

Note: You must have Acrobat Reader installed on your computer to view the report. To
install it, click the Adobe Reader icon in the upper-right part of the notification page.

8. Save or print the Acrobat file.

The file can be saved to your computer or a network location. The saved version can be
emailed, viewed, or linked to your website.

Quick Reference | page 15
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This page intentional ly left blank.
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Plans

Plansin the PermiTrackMs4 program contain all of your SWMP (Storm Water Management
Plan) data, organized in an easy-to-access format. The plan structure helps you organize the
documentation and requirements for complying with and reporting on activities related to federal
and state pollution control requirements. From the plan, you can aso publish interim reports or an
annual report.

Create Plan tab

Use the Create Plan tab to set up a SWMP that can be used to track and report on the MCMs,
BMPs, goals, inspections, and activities required to fulfill the plan obligations.

Note: Plansare often set up by SEH, Inc. as aservice to clients. For example, SEH may set up a
plan based on the client’s existing SWM P documentation in Microsoft Word. However,
clients can create plans directly in the application if they choose.

The Create Plan tab opens when you click on the Create Plan tab under the Plan View tab (on

page 20.
Plan Reports Exit Client Adrministratior
Create Plan Seleck Wiew Edit [elete Add MCM Publish
Create Mew Plan Spell Chedk

Plan Marne: |

Creszcription:

@ creste 2 default Plan,

O uze an existing Plan Template

Fermit Murmber: | |

Permit Period: | Select.. v|

Permit Type: | Select... V|

1

[
|

-Figure 4. Create Plan New page

Fields & Button on the Create New Plan tab

= Plan Name: Enter a descriptive name for the plan. This name helps you identify the plan
when it is selected from the list of plans on the Select Plan page.

= Description: Enter adescription of the plan, how it is used, notes on requirements addressed
by the plan, etc. This description isincluded in the published report.

Plans | page 17
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= Plan Template: Select the template you want to use as the basis the plan. Using atemplate
saves time by automatically adding standard MCMs and BMPs to the plan, in the correct
order. When editing the plan, the user can customize the default MCMs and BMPs, add goals,
and record goal activities.

@ Create a Default Plan: Select this option button to use the Default template. The default
plan includes six standard MCMs required by the EPA (Environmental Protection Agency).

@ Use an Existing Plan Template: Select this option button to use a template designed for a
specific state or purpose. After selecting this option, choose atemplate from the drop-down
list below it.

With this option, you select from templates that reflect the plan structure and components
required for a specific state or agency. For example, atemplate may automatically set up the
structure, MCMs, and BMPs required by the state pollution control agency.

Note: Templatesare created and maintained by SEH. If you need a new template, contact
your SEH Administrator.

= Permit Number: Enter the identification number for the permit issued by the agency
overseeing the program.

= Permit Period: Select the period during which the permit is valid. These options are set up by
SEH. Contact your SEH system administrator to add a permit period.

=  Permit Type: Select the type of permit supported by the plan. Each permit type resultsin a
plan with its own fields and options, to support the unique requirements of the agency issuing
the permit.

For example, the MPCA permit type sets specific Add BMP tabs on the MCM View page.
These BMP tabs let you add BMPs with fields required by the MPCA. A plan based on the
default type does not include these tabs.

Options may include:

— Minnesota Pollution Control Agency (MPCA): The MPCA permit type includes
special numbering fields for section/subsection numbering in the published report, and
BMP tabs for adding the types of BMPs and BMP information specifically required by
the MPCA.

— Default (EPA) : The Default permit type includes the basic numbering scheme and BMF
setup required by the EPA (Environmental Protection Agency).

Buttons on the Create New Plan tab
= Spell Check button: Check the spelling in each of the text fields on this page.

= Create button: Creates the SWMP plan. After clicking this button, the plan and its settings
are available through the Select tab.

After creating a plan, the application automatically takes you to the Plan View tab.

page 18 | Plans
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Return to the Plan Selection
= Select a different plan: Click the Select tab to return to the Select page (below) where you
can choose a different plan without creating a new plan.

Select tab
The application opens to the Select tab. On this page, you can:

= Select aplanto view, edit, track, or publish.
= Createanew plan

The Plan Select opens when you open the PermiTrackMs4 program or click on the Select tab
from the Plan View tab on page 20.

(L [ — il G Y I o U kel O I ¢ | " =1 |
PermiTrack-MS34  PermiTrack-ESC  Dataview Online

Plan Reports Exit Client Adrministratior

Create Plan Select Wi Edit Delate Add MCM Publish

Select an existing plan from the list and click Submit to make it your active Plan.

Pleaze Select a Plan... ¥

Figure 5. Select Plan page

Fields & Button on the Select Plan tab

= Select an Existing Plan: Click on the drop-down list and scroll to the plan you want to use.
Information that you view or edit is for this plan.

= Submit button: Opens the plan you selected and displays the View tab for the plan.

Tabs on the Select Plan tab
Tabs across the top of the Select Plan tab include:

» Plan: Usethetabs below this tab to select or create a new plan. Thistab is highlighted to
show that you are working with Plan data.

— Create: Click the Create tab to set up anew plan.

Note: Plansare often set up by SEH, Inc. as aservice to clients. For example, SEH may set
up a plan based on the client’ s existing SWM P documentation in Microsoft Word.
However, clients can create plans directly in the application if they choose.

— Sdect: The Select tab is highlighted to indicate that you are on the Select page.

= Reports: Click the Reports tab to generate areport for the last plan that you viewed. Or,
select a plan and then click the Reportstab. The reportstab is available only if you have
viewed a plan during the current session.
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= The plan name, description, and permit information are displayed on the right side of the

Page.

= The plan hierarchy, (reflected in the treeview on the left) includes the MCMs, BMPs, goals,
and activities associated with the plan. (See more information on the treeview below.)

The View tab opens when you select a plan on the Select tab (on page 19), or when you click on
the plan name at the top of the treeview.

Plan Reports

Create Plan Select

Ea Public Education and Cutreach
H{Z3 Distribute Educational Materials

]'D Implement an Education Program
].D Education Program: Public

Education and Cutreach

3 X | Education Program: Public

Participation

].D Education Program: Illicit

Cischarge Detection and
Elimination

].D Education Program: Construction

Site Run-off Contraol

].D Education Prograr: Post-

Construction Stormn Water
Managerment in Mew Developrment
and Redeveloprnent

3 X | Education Prograrm: Pollution

Prevention/Good Housekeeping
far Municipal Operations

123 Coordination of Education

Program

]‘D Annual Public Meeting
H{IA Storm Water Utility Fund

[]‘D Public Participation/Invalverment
[].D Illicit Discharge Detection and

Elirmination

[].D Eonlstrluction Site Stormwater Runoff

Plan Information

Plan Marme:
Crescription:
Farmit Murmber:
Pearmit Period:

Permit Type:

Exit Client Administratior
Edit Celete Add MCM Publish

City of Baxter SWPPP

MPDES Phase II Storm Water Permit (2006-2010)
Minnesota Pollution Control Agency [MPCA)

Save As Template ]

Figure 6. Plan View tab

Note: After you select a plan, the tabs across the top of the page reflect the item selected in the
treeview. Y ou must click on the Plan name at the top of the treeview to return to the

highest level tabs.

For example, you see one set of tabs when the plan folder is highlighted, a different set
when an MCM folder is highlighted, and a third set when aBMP is highlighted in the

treeview.

Folders on the Plan View tab
Thetreeview on theleft side of the page shows the organization of the plan, including the MCMs,

BMPs, and goals assigned to the plan. For example, the branches under an MCM show the BMPs
that define the MCM. The branches under aBMP show the goals and activities that support the

BMP.
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The published report for the plan is organized according to the arrangement displayed in the
treeview.

Hame of the Plan —E City of Anvwhere LU, S, A,

MCM {Minimum Control Measure) —Ela Pollution Prevention/Good
Housekeeping

BMP {Best Management Practice) {Z3 Public Education & Cutreach
Program
"‘Ea Structural BMP and Outfall
Inspecion Program

Goal D Outfall Inspection

Click on afolder nameto view information about that item. The tabs across the top of the page
and the view on theright side of the page change to reflect the item highlighted in the treeview.

Tabs on the Plan View tab
Tabs across the top of the Plan View tab include:

= Plan: Usethetabs on the Plan View tab to create or select a plan, make changes, view plan
data, or publish the final report for a plan.

— Create Plan: Create a new SWMP plan. Plans are often set up by SEH, so you may not
need to use thistab.

— Sdlect: Opens the Select page, where you select a plan to view or edit.

— View: The View tabis highlighted to show that you are on this page. The View page
shows the plan information, including the name, description, and permit number.

— Edit: Opens Plan Edit page for updating the plan name, description, or permit number.
— Delete: Opensthe Delete page, where you can remove the current plan.
— Add MCM: Opensthe Add MCM page, where you can add an MCM to the plan.

— Publish: Publish the final report, which contains al of the plan information. The report is
an Acrobat PDF file that can be saved, printed, emailed, or posted on awebsite.

= Reports: Select the Reports tab to generate areport based on MCMs, BMPs, activities,
owners, or time period. Reports help you track specific information as the plan is devel oped
and implemented.

Note: The annual report for aplan is published through the Publish tab, rather than the
Reports tab. To publish thefinal report, select the plan and use the Publish tab on the
Plan View. (See information about the Publish tab on page 26.)

Fields & Button on the Plan View tab
Thisinformation is displayed on the right side of the page:

= Plan Name: Descriptive name of the plan.
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= Description: Description of the plan and the purpose it serves. This description isincluded in

the published report.

= Permit Number: The permit number issued to the project defined by the plan.

= Permit Period: The permit period or number of years when the permit isvalid.

=  Permit Type: Select the type of permit supported by the plan. Each permit type resultsin a
plan with its own fields and options, to support the unigque requirements of the agency issuing

the permit.

Return to the Plan Selection

= Select a different plan: Click the Select tab on the Plan View tab to return to the Select page
where you can choose a different plan.

Edit Plan tab

On the Plan Edit page, you can change the plan name, description, or permit number. The other
information displayed here was defined when the plan was created.

The Plan Edit page opens when you select a plan, and then click the Edit tab on the Plan View tab

E{E3
B{E3
B
B3

<

Edit Plan

EE3 rublic Education and Cutreach
]'D Distribute Educational Materials

]‘D Implement an Education Program

Education and Cutreach

].D Education Prograrn: Public

Participation

E
[
[].D Education Prograrm: Public
E
[

].D Education Prograrn: Illicit

Dizscharge Detection and
Elimination

[].D Education Prograrn: Construckion

Site Run-off Contral

[].D Education Program: Post-

Construction Storm Water
Managerent in Mew Developrent
and Redeveloprnant

[].D Education Program: Pallution

Prevention/Good Housekeeping
for Municipal perations

[].D Caoordination of Educatian

Prograrm

EZ] Annual Public Meeting

BHEA stormn wiater Utility Fund

Fublic Participation/Involvement

Illicit Dizcharge Detacion and
Elimination

Construction Site Stormmwater Runoff
Cantraol

Post-Construction Storrmwater

Plan Marne:

Crescription:

Permit Mumber:

Permit Periad:

Permit Typa:

on page 20.
Plan Reports Exit Client Administratior A
Create Plan Select Wiew Edit Delete Add MCM Fublizh

Spell Check

City of Baxter SWPPP

MPDES Phase II Stormn Water Permit [2006-2010)
Minmesota Pollution Control Agency (MPCA)

%
I |<€

Figure 7. Edit page for a Plan

Fields & Button on the Plan Edit page
= Plan Name: Descriptive name of the plan.
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= Description: Description of the plan and the purpose it serves. This description isincluded in
the published report.

= Permit Number: The permit number issued to the project that is defined by the plan.
= Permit Period: The permit period or number of years when the permit isvalid.

=  Permit Type: Select the type of permit supported by the plan. Each permit type resultsin a
plan with its own fields and options, to support the unigque requirements of the agency issuing
the permit.

= Spell Check button: Use the Spell Check button in the upper-right part of the page to check
the spelling in each of the text fields on this page.

= Update button: Click the Update button to save your changes to the plan. The system returns
you to the Plan View tab.

Return to the Plan View or Selection

» View the Plan Information: Click the name of the plan in the treeview to leave edit mode
and return to the Plan View tab without making changes.

» Select a different plan: Click the Select tab on the Plan Edit page to return to the Select page
where you can choose a different plan.

Delete Plan tab

Click the Delete tab when you want to delete the current plan. Before it is deleted, the system
asks you to enter areason for deleting the plan.

Caution:  The Delete function deletes the plan, along with al of the MCMs, BMPs, goals,
and activities associated with it. We recommend deleting a plan only if you are
certain that the plan and its contents will never be needed again. Generally,
complete plans are kept on the site as an archive.

If you want to delete a plan but preserve items set up within the plan, contact
your SEH Administrator.

The Plan Delete page opens when you select the plan name at the top of the treeview (on page
20), and then click the Delete tab.
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Plan Reparts
Create Plan Selec Wiew Edit Delete
Delete Plan
Enter the reason for deleting this Plan.

City of Springfield Storm

2ollution Prevention Plan
BHED Public Particip stion/Invelvement

B Hlicit Discharge Detection and
Elirmination

] Construction Site Runoff Contral
] Fost-Construction Runoff Contral

{5 Pellution Pravention/Good
Housekeeping

Exit Client Adrninistration
Add MCHM Publish

Figure 8. Delete Plan tab

Field & Button on the Delete Plan page

= Enter the reason for deleting this Plan: In the text box, enter areason for deleting the
current plan. Thisinformation is saved in the database. If you need thisinformation later,

contact your SEH Administrator.

= Delete button: Click the delete button to remove the plan from your site.

Return to the Plan Selection

After deleting the plan, the application takes you to the Select tab automatically. From the Select

tab, you can choose a different plan.

Add MCM to Plan tab

Use the Add MCM tab to add an MCM to the current plan. The program adds the MCM at the

bottom of the plan treeview on the left side of the page.

The Plan Add MCM page in the treeview (on page 20) you select a plan, and then click the Add

MCM tab.
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Plan Feports

Salect

Create Plan

EHER Public Education and Outraach
E{Eg
E{E3
=
[
E

Distribute Educational Matarials

Implement an Education Proagram

Education Prograrm: Public
Education and Cutreach
Education Frogram: Public
Participation

Education Prograrm: Illicit
Discharge Detection and
Elirminatian

Education Frogram: Construction
Site Run-off Control
Education Program: Post-
Construction Stormn Water

13
I |

E{Eg
B3

Maragernent in Mew Developrnent
and Redeveloprnent

Education Program: Pollution
Prevention/Good Housekeaping
for Municipal Sperations
Caoordination of Education
Prograrm

E{Eg

EE
B
F{Z3 storrn water Utility Fund

m{Eg

Annual Public Meeting

Public Participation/Invalvernant

[].D Illicit Discharge Detection and
Elimination

[].D Construction Site Stormwater Runoff
Cantral

[].D ?_o st-ConstrL! cf:ion Stoﬁrm w?te ¥

Wisw Edit

Add MCHM to Plan
Marne:

Murnber: |7

Fesponsible

w
StaffiPosition: MSEhSuS S

Drescription:

Exit Client Adrministratior
Delete Add MCM Fublish
Spell Chack
A
>

Figure 9. Add MCM to Plan page

Fields on the Add MCM page

= Name: Enter adescriptive name for the MCM. This name is displayed in the treeview on the
left and used in the published report.

= Number: Specifies the position of this MCM in the plan list. This number is also used for
numbering sections in the published report. The system assigns this number automatically.

Caution:

This number can be changed to move the MCM to a different position in the

treeview, but we strongly recommend not changing the number. Change it only if
you have full knowledge of al the consequences resulting from this change.

= Responsible Staff/Position: Select the name of the staff person or staff position responsible
for overseeing or implementing thisMCM. This person:

Note:

Is named in the Published report (see page 26)

Receives an email notice when activities under this MCM are schedul ed to occur.

Can be selected in reports filtered by owner (see page 65)

If the name you want is not listed, contact your SEH Administrator to add the name.

= Description: Enter adescription of the MCM, why it isrequired, etc. This descriptionis
included in the published report.
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= Spell Check button: Use the Spell Check button in the upper-right part of the page to check
the spelling in each of the text fields on this page.

= Create button: After completing the fields above, click the Create button to add the MCM to
the current plan. The program addsthe MCM at the bottom of the treeview.

Return to the Plan View or Selection

» View the Plan Information: Click the View tab or click the name of the plan in the treeview
to return to the Plan View tab without creating anew MCM.

= Select a different plan: Click the Select tab to return to the Select page where you can
choose adifferent plan.

Publish tab

Use the Publish tab to generate a copy of the final annual report for aplanin aformat that is
ready for submission. The report includes all of the plan information, including the name,
description, permit number, MCMs, BMPs, goals, and activities for the permit period you
specify. The published report is organized according to the plan treeview.

Note: The Publish tab is for generating the final report. To produce progress or summary
reports, use the Reports tab (see page 65).

The Publish page opens when you select a plan in the treeview (on page 20), and then click the
Publish tab.

PermiTrack-MS4
Plan

Edit Delete £dd MCHM Publish

Adobe”
AR

Plan Name: Anywhere, WI

ian and Outreach
BMP and Outfall Inspection Program Select a date range for the Activities to include on the published report:
{0 Public Participation/Involvement @ choose a Permit Period
+E 1llicit Gischarge Detection and Elimination Ovear1 Orvear 2
€ construction Site Pollution Control Ovearz Oreara
B Post-Construction Site Storm Water Management ®vears

@ rollution Prevention I Chosss 5 Custorn Dats Rangs

423 STORM SEWER SYSTEM MAP —

Start Date: E=-

EEY testz

End Date: E=-
B2 pevelop Construction Site Pollution Contral Program
View Currently Published Version

3 Develop Draft Program

Publish Report

Figure 10. Publish page

Fields & Button on the Publish page

* Choose a Permit Period: Select the Choose a Permit Period option to publish areport for a
specific permit period. Next, select an option button below to indicate the permit period you
want to include. The current permit period is selected by default.

— @ Year 1. Select this option button to include data from this permit period in the
published report.
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— O Year 1: Clear this option button to exclude data from this permit period in the
published report.

» Choose a Custom Date Range: Select the Choose a Custom Date range option to publish a
report that covers a specific period of time that may not correspond to a permit period.

The published report includes the plan description, MCMs, BMPs, and only the goals and
activities scheduled between the start date and the end date.

— Start Date: Enter thefirst day for the time period to include, or click the E= Caendar
icon to select adate.

— End Date: Enter the last day for the time period to include, or click the E= Caendar icon
to select adate.

= View Currently Published Version link: Click the View Currently Published Version link to
open the most recent copy of the published report. The report is available as an Acrobat PDF
file that you can view, print, email or link to your website.

Note: When you click thislink, an updated version of the report is not generated. This link
lets you quickly view, save, or print an existing report.

» Publish Report button: Click the Run Report button to generate the final report. The report is
available as an Acrobat PDF file through the URL or web address displayed after you click
this button.

Return to the Plan View or Selection
= View the Plan Information: Click the View tab or click the name of the plan in the treeview
to return to the Plan View tab without publishing a report.

= Select a different plan: Click the Select tab to return to the Select page where you can
choose a different plan without publishing areport.

Notification page

Use the Notification page to view a copy of the complete plan as an Acrobat PDF file. Y ou can
save thisfile and link it to your website or distribute the file. It includes the complete plan for the
period you choose, plus any attachments.

The Notification page opens when you click the Run Report button on the Publish tab (on page
26).
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Plan Repaorts Exit Client Administration
Create Plan Selact Miew Edit Delete Add MCM Publish

TaY o Adoke
Plan Name: City of S$pringfield Storm Water Pollution Prevention Plan Jdobe L

The Report NPDES Phase II Storm Water Pollution Prevention Plan has been published.

BHZA Public Education and Outreach

BHZA Public Participation/Involvernant

E{Zg Illicit Discharge Detection and Click the link below to view the plan:
Elimination Link ta Plan
D Construction Site Stormmwater Runoff

Contral
D Post-Construction Stormwater
Managernent in Mew Developrnent
znd Redeveloprment .

Figure 11. Notification page

Link on the Notification page

= Link to Plan: Click the Link to Plan link to view the published plan. The published planis
available as an Acraobat PDF file.

Note: For acomplete copy of the plan on aCD, contact your SEH Administrator.
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MCM (Minimum Control Measure) Views

MCMs are the measures that serve as the backbone of your management plan. They organize the
plan activitiesinto the categories or areas of concern that must be addressed by the plan. The
MCM s added when the plan was created also correspond to those required by the EPA, state
pollution control agency, or other organization. For your convenience, the basic MCMs are added

to the plan automatically when it is created. Y ou can then customize the plan by adding your own
MCMs, as needed.

Create an MCM

MCMs are added to a plan when the plan is created. Additional MCMs can also be added through
the Plan View tab. With aplan highlighted in the treeview on the left, click the Add MCM tab.

Note: Becausethe Add MCM pageis opened from the Plan View tab, it is covered in the Plan
section of this guide. See page 24 for information on this page.

View MCM tab
The MCM View page shows:
= The plantreeview on the left

= Information about the current MCM on the right side of the page, including the name,
responsible staff, and description.

Thisview aso gives you access to other options, including editing the MCM, deleting the MCM,
and adding aBMP to the MCM.

The MCM View page opens when you click the name of an MCM in the treeview (on page 20).

Plan Reports Exit Client Adrninistration
View Edit Delete Add BMP Form 1 Add BMP Form 2 Add BMP From DB

Minimum Control Measure
E ity of Baxter SWPPP
R Marne: 1 - Public Education and Outreach
S W b lic Education and Outreach

: Responsible StafffPosition:
D Public Participation/Invalvement

D Illicit Discharge Detection and
Elirmination

D Construction Site Storrwater Runoff
Contral

D FPost-Construdtion Stormwater
Managerment in Mew Development and

Description:

Redeveloprient
D Pallution Prevention/Goad
Houszekesping

Figure 12. MCM View page

Fields & Folders on the MCM View page

With the MCM View selected, the items listed within the MCM folder in the treeview are the
BM Ps associated with this MCM.

Theright side of the page shows the name and description for thisitem. (See page 24 for
information on the fields displayed on this page.)
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Tabs on the MCM View page
The tabs on this page reflect the options available for working with an MCM within the plan.

= Edit: Edit the MCM name, description, and responsible staff. Click the Edit tab to open the
Edit Minimum Control Measure page.

= Delete: Delete the MCM highlighted in the treeview. Opens the Delete page where you enter
areason for deleting the MCM.

= Add BMP: Add abasic BMP to the current MCM. Thistype of BMP includes only the
standard fields, including name, description, number, and responsible staff. Opens the Add
BMP page.

Note: The Add BMP tabsthat are available to you depend on the permit type selected when
the plan was created. Each of these tabs is briefly described below and in more detail
on pages 32 to 38.

* Add BMP Form 1: Add a Form 1BMP to the current MCM. In addition to the standard fields,
this type of BMP includes afield for the section letter/number and afield for specific
components or notes.

= Add BMP Form 2: Add aForm 2 BMPto the current MCM. In addition to the standard
fields, thistype of BMPincludes afield for the section letter/number and fields to support
educational goals and activities.

= Add BMP from DB (Database): The BMP database includes a wide array of BMPs that were
set up for other clients or other plans. These universal BM Ps are made available to save you
time. After you choose aBMP from the list, it is added to your plan with al of the
information entered automatically.

Return to the Plan View

»= View the Plan Information: Click the name of the plan in the treeview to return to the Plan
View tab .

Edit MCM tab

Usethe MCM Edit page to change the MCM name or to assign it to adifferent staff person or
position.

The MCM Edit page opens when you click the name of an MCM treeview (on page 20), and then
click the Edit tab.
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Plan Reports Exit Client Administration

Migw Edit Delete Add BMP Forrn 1 Add BMP Form 2 Add BMP Frorn DB
S city of Baxter SWRPP Edit Minimum Control Measure Spell Check
D [rufalive v seetiom vl @iz Marme: |Public Education and Cutreach
D Public Participation/Invalvement
o . Murnber: |1
D élll.lclt. Dlscharge Detection and
H imination . .
i R ble staff/Paosziti H
B Censtuction Site Stormuster Runoff esponsible StafffPosition: | matthews, Mark (v
Contral

D Post-Caonstruction Stormwater e
Managerment in Mew Developrment and
Redevelopment
D Pollution Prevention/Good
Housekeeping

Figure 13. MCM Edit page

Fields & Button on the MCM Edit page
The fields on the Edit page are the same as those compl eted when the MCM was created. For
information on these fields, see Add MCM tab on 24.

Caution:  The value in the Number field can be changed to move the MCM to a different
position in the treeview, but we strongly recommend not changing the number.

Changeit only if you have full knowledge of all the consequences resulting from
this change.

Spell Check button: Use the Spell Check button in the upper-right part of the page to check
the spelling in each of the text fields on this page.

Update button: After entering your changesin the fields above, click the Update button to
save your changes.

Return to the MCM or Plan View

= View the MCM Information: Click the View tab or click the name of the MCM inthe
treeview to return to the MCM View page without making changes on the Edit page.

View the Plan Information: Click the name of the plan in the treeview to return to the Plan
View tab.

Delete MCM tab

Use the Delete tab to remove the current MCM from the plan. The MCM highlighted in the
treeview is deleted.

Caution:  The Delete function deletes the current item and any items nested within it. For

example, if you delete an MCM from the plan, all BM Ps and goal s within that
MCM are aso removed from the plan.
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The Delete MCM page opens when you select an MCM folder in the treeview (on page 20), and
then click the Del ete tab.

PermiTrack-ESC | PermiTrack-M54

Plan Reports Exit Client Administration
Wiew Edit Delete Add BMP Add BMP From DB

Delete Minimum Control Measure

S city of Baxter SWPPP

- Enter the reazon for deleting thiz Minirmurn Control Measure,
3 W blic Education and Gutreach

D Public Participation/Invalvernent

D Illicit Dizcharge Detecion and

Elimination

D Construction Site Stormwater Runoff

Contral

D Post-Construction Stormmwater

Managernent in Mew Developrment and

Redevelopment

D Faollution Prevention/Goad
Housekeeping

Figure 14. Delete Minimum Control Measure page

Field & Button on the Delete MCM page

= Enter the reason for deleting the MCM: In the text box, enter areason for deleting the

current MCM. Thisinformation is saved in the database. If you need thisinformation later,
contact your SEH Administrator.

= Delete button: Click the delete button to remove the MCM, its BMPs, goal's, and activities,
from your site. Y ou return to the Plan View tab.

Add BMP Form 1 to MCM tab

Use the Add BMP Form 1 tab to add a Form 1 BMP to the plan. In addition to the standard fields,

thistype of BMP includes afield for the section letter/number and afield for specific components
or notes.

Note: The Add BMP Form 1 tab described hereis available only if the plan is based on the
MPCA permit type. A plan created with a different permit type may have different Add
BMP tabs.

The Add BMP Form 1 page opens when you select an MCM in the treeview (on page 20), and
then click the Add BMP Form 1 tab above the viewing area.
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Plan Reports Exit Client Administration
Migw Edit Delete Add BMP Form 1 Add BMP Form 2 Add BMP Frorn DB
E city of Baxter SWPPP Add BMP to MCM Spell Cheack

RN b ic Education and Outreach] |

i Marme:
D Public Participation/Involvernent
D Illicit Discharge Detection and AT
Elirnination
D Construction Site Starmwater Runoff Murnber: |12
Contral
D Post-Construction Stormwater Responsible Staff/Position: | Matthews, Mark %
Managerment in Mew Developrment and
Redevelopment Fequired?: |yo  w

D Faollution Prevention/Good

Housekeeping Drescription:

Specific Components and Include any additional notes relevant to the specific purpose of each BMP and how
Motes: the BMPs for the minimurm control measure have been modified from past practice
bazed on experience and monitoring,

Figure 15. Add BMP Form 1 page

Fields on the Add BMP Form 1 page

= Name: Enter adescriptive name for the BMP. Thisname is displayed in the treeview on the
left and used in the published report.

= Section: Enter aletter to indicate the section of the MCM where this BM P should be placed
in the published report. This section label, aong with the number (entered in the field below),
isused in the report to designate sections and subsections— for example 3.E-6, etc.

Caution: A new BMP isaways added to the bottom of the list within the MCM — even if
your section number suggests that it should be placed elsewhere within the
MCM.

To move this BMP in the treeview and in the published report, edit each of the
BM Ps within the MCM to change their sections and numbers. Select the Unlock
Name Field for Edit option to edit the section and number fields on the BMP Edit

page.

=  Number: Defines the position of this BMP within the MCM highlighted in the treeview. This
number also determines the order for the BMPs in the published report. The system assigns
this number automatically.

= Responsible Staff/Position: Select the name of the staff person or staff position responsible
for overseeing or implementing this BMP. This person:

— Receives an email notice when any activities under this BMP are scheduled to occur.
— Isnamed in the Published report (see page 26)
— Can be selected in reports filtered by owner (see page 65)
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Note: If the name you want is not listed, contact your SEH Administrator to add the name.

= Required: Indicate whether this BMP must be implemented for the plan. This option flags
the status of the BMP in the published report. The report includes both required BMFs and
BMPsthat are not required.

— Yes: Sdect Yesfrom the drop-down list if the BMP isrequired for this plan. In the
reports, it is marked as required.

— No: Select No from the drop-down list if the BMP is not required for this plan. In the
reports, it is marked as not required.

= Description: Enter adescription of the BMP and its use. This description isincluded in the
published report.

= Specific Components and Notes: Enter any additional information about the BMP, how it
may have been modified, etc. These notes are included in the published report.

Buttons on the Add BMP Form 1 page

= Spell Check button: Use the Spell Check button in the upper-right part of the page to check
the spelling in each of the text fields on this page.

= Create button: After completing the fields above, click the Create button to add the BMP to
the current plan. The program adds the BMP at the bottom of the current MCM.

Return to the MCM or Plan View

=  View the MCM Information: Click the View tab or click the name of the MCM in the
treeview to return to the MCM View page without adding aBMP.

= View the Plan Information: Click the name of the plan in the treeview to return to the Plan
View tab.

Add BMP Form 2 to MCM tab
Use the Add BMP Form 2 tab to add a Form 2 BMP to the plan. In addition to the standard fields,
this type of BMP includes fields to support educational and public outreach goals and activities.

Note: The Add BMP Form 2 tab described here is available only if the planis based on the
MPCA permit type. A plan created with a different permit type may have different Add
BMP tabs.

The Add BMP Form 2 page opens when you select an MCM in the treeview (on page 20), and
then click the Add BMP Form 2 tab above the viewing area.
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which the measurements will be made, Briefly describe how vou will quantify the
zuccess of an increaze in education.

Figure 16. Add BMP Form 2 page

Fields on the Add BMP Form 2 page
= Name: Enter adescriptive name for the BMP. This name is displayed in the treeview on the
left and used in the published report.

= Section: Enter aletter to indicate the section of the MCM where this BMP should be placed
in the published report. This section number, a ong with the number (below), isused in the
report to designate sections and subsections— for example 3.E-6, etc.

Caution: A new BMPisaways added to the bottom of the list within the MCM — even if
your section number suggests that it should be placed elsewhere within the
MCM.

To move thisBMP in the treeview and in the published report, edit each of the
BMPs within the MCM to change their sections and numbers. Select the Unlock
Name Field for Edit option to edit the section and number fields.

= Number: Definesthe position of thisBMP in the plan list. This number also determinesthe
order for the BMPs in the published. The system assigns this number automatically.

» Responsible Staff/Position: Select the name of the staff person or staff position responsible
for overseeing or implementing this BMP. This person:

— Receives an email notice when any activities under this BMP are scheduled to occur.

— Isnamed in the Published report (see page 26)
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— Can be selected for reports filtered by owner (see page 65)
Note: If the name you want is not listed, contact your SEH Administrator to add the name.

= Required: Indicate whether this BMP must be implemented for the plan. This option flags
the status of the BMP in the reports. Both types of BMP are included in the report.

— Yes: Select Yes from the drop-down list if the BMP isrequired for this plan. In the
reports, it is marked as required.

— No: Select No from the drop-down list if the BMP is not required for this plan. In the
reports, it is marked as not required.

» Audiences Involved: Describe the audiences that will be the target of the educationa
program defined by this BMP.

» Educational Goals for Each: Enter educational goalsto be achieved under this BMP and
how each goal is associated with an audience identified in the field above.

= Performance Measures: Outline how you will measure the success of this BMP. Mention
the baseline from which the measures will be made. Describe how you will quantify
successful increase in education as aresult of the BMP activities.

Buttons on the Add BMP Form 2 page

= Spell Check button: Use the Spell Check button in the upper-right part of the page to check
the spelling in each of the text fields on this page.

= Create button: After completing the fields above, click the Create button to add the BMP to
the current plan. The program adds the BMP at the bottom of the current MCM.

Return to the MCM or Plan View

=  View the MCM Information: Click the View tab or click the name of the MCM in the
treeview to return to the MCM View page without adding aBMP.

= View the Plan Information: Click the name of the plan in the treeview to return to the Plan
View tab.

Add BMP tab

The Add BMP tab includes the standard fields for entering the name, description, number, and
responsible staff for aBMP. It also lets you record justifications for the BMP, information on
education or outreach programs, and annual reporting items.

Note: The Add BMP tab described here isavailable only if the plan is based on the default
permit type. A plan created with a different permit type may have different Add BMP
tabs.

The MCM Add BMP page opens when you select an MCM folder in the treeview (on page 20),
and then click the Add BMP tab above the viewing area.
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Figure 17. Add BMP page

Fields on the Add BMP to MCM page

Name: Enter adescriptive name for the BMP. This name is displayed in the treeview on the
left and used in the published report.

Number: Defines the position of thisBMP in the plan list. This number also determines the
order for the BMPsin the published report. The system assigns this number automatically.

Caution:  This number can be changed to move the BMP to a different position in the
treeview, but we strongly recommend not changing the number. Change it only if
you have full knowledge of al the consequences resulting from this change.

Responsible Staff/Position: Select the name of the staff person or staff position responsible
for overseeing or implementing this BMP. This person:

— Receives an email notice when any activities under this BMP are scheduled to occur.

— Isnamed in the Published report (see page 26)

— Canbe selected for reportsfiltered by owner (see page 65)

Note: If the name you want is not listed, contact your SEH Administrator to add the name.

Required: Indicate whether this BMP must be implemented for the plan. This option flags
the status of the BMP in the reports. Both types of BMP are included in the report.

— Yes: Sdect Yesfrom the drop-down list if the BMP isrequired for this plan. In the
reports, it is marked as required.
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— No: Select No from the drop-down list if the BMP is not required for this plan. In the
reports, it is marked as not required.

= Description: Enter adescription of the BMP and its use. This description isincluded in the
published report.

= Justification: Enter the reason that this BMP isincluded in the plan. For example, this
section may discuss the risk or need that this BMP addresses.

= Education Program / Public Outreach: If this BMP addresses the need for public education
or outreach, enter a description of the need and the type of program.

= Annual Reporting Items: List and/or describe any items that must be included in the annual
report. For example, annual reporting items may include attainment of measurable goals,
examples of newsletters published, articles published on the website, etc.

Buttons on the Add BMP page

= Spell Check button: Use the Spell Check button in the upper-right part of the page to check
the spelling in each of the text fields on this page.

= Create button: After completing the fields above, click the Create button to add the BMP to
the current plan. The program adds the BMP at the bottom of the current MCM.

Return to the MCM or Plan View

=  View the MCM Information: Click the View tab or click the name of the MCM in the
treeview to return to the MCM View page without adding aBMP.

» View the Plan Information: Click the name of the plan in the treeview to return to the Plan
View tab.

Add BMP from DB tab

To save you time, we include a special group of BMPs that were devel oped for other plans and/or
clients. They include BMPs commonly used as part of M4 plans. When you select one of these
BMPs, the system automatically adds the BMP to your plan and enters all of the required
information.

After adding a BMP from the database, you can edit to suit your specific plan, as needed, without
changing the source BMP in the database.

The Add BMP from DB page opens when you select an MCM folder in the treeview (on page
20), and then click the Add BMP from DB tab above the viewing area.

page 38 | MCM (Minimum Control Measure) Views



PA

SEH PermiTrackMS4

Plan Feports Exit Client Adrninistration
Miew Edit Delete Add BMP Form 1 Add BMP Form 2 Add BMP From DB
Choose a category for a list of BMPs=.
3 city of Baxter SWPPP
: All Categories W
e i - Edlucstion and Outreach
B Public Participation/Invalvement Select a Best Management Practice From the List
D Illicit Discharge Detection and Public Education & Cutreach Program

i Elimination

D Construction Site Stormwater Runoff

Control

D Post-Construction Stormwater

Managerment in Mew Developrment and

Redevelopment

D Paollution Prevention/Good
Houszekeeping

Figure 18. Add BMP from DB page

Fields on the Add BMP from DB page
= Choose a Category for a list of BMPs: Select acategory to see afiltered list of BMPs.

The BMPs are organized into categories to help you locate a specific BMP more quickly. The
categories group the BMPs by the type of action or treatment they provide.

Select a Best Management Practice from the List: Click on the name of aBMP in thelist.
Thisbox lists al of the BMPsin the category that you chose above. The BMF, with its

standard settings and components, is added to the MCM highlighted in the treeview on the
left.

After adding the BMP, the application takes you to the BMP Edit page, where you can
modify it to suit the needs of your individua plan, as needed. (See page 36 for information on

the fields available on this page.)
Return to the MCM or Plan View

» View the MCM Information: Click the View tab or click the name of the MCM in the
treeview to return to the MCM View page without adding aBMP.

View the Plan Information: Click the name of the plan in the treeview to return to the Plan
View tab.
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BMP (Best Management Practice) Views

BMPs are added to reflect the management practices used to address the goals for the plan. BMPs
are grouped within the MCMs to let you provide more detailed information about each practice or
solution.

BMPs identify the types of programs that you are using to address the goals and requirements for
the plan. For example, set up a BMP to describe an outreach program, inspection program,
maintenance program, study, etc.

Create a BMP

BMPs are added to an MCM through the MCM View page. With an MCM highlighted in the
treeview on theleft, click one of the Add BMP tabs.

Note: Because the Add BMP page is opened from the MCM View, it is covered in the MCM
section of this guide. See page 36 for information on this page.

The Add BMP from DB page is opened from the MCM View. See page 38 for
information on this page.

View BMP tab

The BMP View page shows information about the BMP highlighted in the treeview. The
information shown on the right side of the page depends on the type of BMP.

The BMP View page opens when you click the name of a BMP in the treeview (on page 20).

=l B WISl MLLTID § WL

PermiTrack-mM54 PerrniTrack-ESC Dataview Online Adrninistration _

Plan Reports
View Edit Capy Moue Delate Add Goal

Best Management Practice
a Anywhere, WI
Mame: 8.2 - test?

EMEY public Educati d Outreach
a HBlIE Bdueatian an e A Fesponsible StafffPosition: SIS Demo

Ea Structural BMP and Cutfall Inspection Program Required?: Mo
D Cutfall Inspedion Description:
‘a Pollution Control Cevice Inspection Justification:
a Inspection Follow-Up Education Pragrar / Public Sutreach:

D Public Patticipation/Invalvernent Annual Reporting Tterns:

D Illicit Discharge Detection and Elimination

Figure 19. BMP View page

Fields & Folders on the BMP View page
With the BMP View sdected, the BMP folder in the treeview includes the goals and activities
associated with thisBMP.
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The right side of the page shows the name, description, and other settings for thisBMP. The

specific information available depends on the type of BMP. (See pages 32 to 36 for information
on the fields displayed on this page.)

Tabs on the BMP View page
The tabs on this page reflect the options available for working with a BMP within the plan.

= View: The View tab is highlighted when you click on aBMP in the treeview.

= Edit: Click the Edit tab to change the BMP name, description, assigned staff, or other
settings. Opens the Edit Best Management Practice page.

= Copy: Click the Copy tab to copy the BMP highlighted in the treeview, and place the copy
under another MCM in the plan or under the same MCM. Opens the Copy a Best
Management Practice page.

= Move: Click the Move tab to move the BMP highlighted in the treeview to a different MCM
in the plan. Opens the Move a Best Management Practice page.

= Delete: Delete the BMP highlighted in the treeview. Opens the Del ete page, where you can
delete the current BMP.

= Add Goal: Add agoal to the BMP to identify a specific goa to be accomplished as part of
the plan. Opensthe Add Goal page.

Return to the MCM or Plan View
= View the MCM Information: Click the name of the MCM in the treeview to return to the

MCM View page.
= View the Plan Information: Click the name of the plan in the treeview to return to the Plan
View tab.
Edit BMP tab

Use the BMP Edit page to change the description or other information about the BMP. For
example, use this page to customize a BMP added from the database.

The BMP Edit page opens when you click the name of aBMP in the treeview (on page 20), and
then click the Edit tab. This Edit tab is only for the current BMP.
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Figure 20. BMP Edit page

Fields & Button on the BMP Edit page

Most of the fields on the Edit page are the same as those compl eted when the BM P was created.
Each type of BMP hasits own set of fields. For information on these fields, see pages 32 to 36.

The following fields and buttons are unique to the BMP Edit page:

» Unlock Name Field for Edit: Use this option to open the Name, Section, and Number fields
for editing.

¥ Unlock Name Field for Edit: Select the Unlock Name Field for Edit check box if you
want to change the name, number, or section for the BMP.

" Unlock Name Field for Edit: Clear the Unlock Name Field for Edit to keep the Name,
Section, and Number fields as read-only. These fields cannot be edited.

Caution: Thisbox is cleared by default. Be sure you want to change the name or numbers

before selecting this box.

If you change the Section or Number, these fields must also be changed for other
BM Ps within the MCM.

= Section: Enter aletter to indicate the section of the MCM where this BMP should be placed
in the published report. This section label, along with the number (entered in the field bel ow),
isused in the report to designate sections and subsections— for example 3.E-6, €tc.
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Caution: A new BMP is aways added to the bottom of the list within the MCM — even if
your section number suggests that it should be placed elsewhere within the
MCM.

To move this BMP in the treeview and in the published report, edit each of the
BMPs within the MCM to change their sections and numbers. Select the Unlock
Name Field for Edit option to edit the section and number fields on the BMP Edit

page.

= Number: Defines the position of this BMP within the MCM highlighted in the treeview. This
number aso determines the order for the BMPs in the published report. The system assigns
this number automatically.

» Responsible Staff/Position: Select the name of the staff person or staff position responsible
for monitoring or implementing. This person:

— Receives an email notice when any activities under this Goal are scheduled to occur.

— Isnamed in the Published report (see page 26)

— Canbe selected for reports filtered by owner (see page 65)

Note: If the name you want is not listed, contact your SEH Administrator to add the name.

= Required: Indicate whether this BMP must be implemented for the plan. This option flags
the status of the BMP in the published report. The report includes both required BMPs and
BMPs that are not required.

— Yes: Sdect Yesfrom the drop-down list if the BMP isrequired for this plan. In the
reports, it is marked as required.

— No: Select No from the drop-down list if the BMP is not required for this plan. In the
reports, it is marked as not required.

= Description, Justification, etc: When editingaBMP Form 1 and BMP Form 2, the page
may include information fields with information on measurable goals, activities, timeline,
specific components, etc.

Thisinformation is provided for your information, it is not included in the published report. It
cannot be edited.

= Spell Check button: Use the Spell Check button in the upper-right part of the page to check
the spelling in each of the text fields on this page.

= Update button: After making changes on this page, click the Update button to save your
changes.

Tabs on the BMP Edit page
= View: TheView tab is highlighted when you click on aBMP in the treeview.
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= Edit: Click the Edit tab to change the BMP name, description, assigned staff, or other
settings. Opens the Edit Best Management Practice page.

= Copy: Click the Copy tab to copy the BMP highlighted in the treeview, and place the copy
under another MCM in the plan or under the same MCM. Opens the Copy a Best
Management Practice page.

= Move: Click the Move tab to move the BMP highlighted in the treeview to a different MCM
in the plan. Opens the Move a Best Management Practice page.

= Delete: Delete the BMP highlighted in the treeview. Opens the Delete page, where you can
delete the current BMP.

= Add Goal: Add agoal to the current BMP to identify a specific goal to be accomplished as
part of the plan. Opensthe Add Goal page.

Return to the BMP or Plan View

= View the BMP Information: Click the View tab or the name of the BMP in the treeview to
return to the BMP View page without making changes on the Edit page.

= View the Plan Information: Click the name of the plan in the treeview to return to the Plan
View tab.

Copy BMP tab

Use the Copy tab to copy the highlighted BMP and place the copy under another MCM in the
plan or under the same MCM. This feature is useful when you want to create several BMPs with
similar information. The new copy includes the BMP information plus any goals within that
BMP. The goal activities are not copied.

The Copy BMP page opens when you select aBMP folder in the treeview (on page 20), and then
click the Copy tab.

Plan Reports Exit Client Administration
Wiew Edit Copy Move Lelete Add Goal
Copy a Best Management Practice

3 city of Baxter SWRPP
Choose the target MCM into which you want to copy thiz BMP,

Ela Public Education and Qutreach Mote that Activities WILL MOT be copied through thiz operation,
=R i tribute Educational Materials| Selact target MCM... v

Maintain Storm W ater Website

Inforrmation

Update Education Materials

Publizh Articles in Baxter
Mewsletter e

Figure 21. Copy BMP page

Field & Button on the Copy BMP page

= Select target MCM: Click on the down arrow to view alist of the MCMsin the plan. When
you highlight an MCM in the list and click the Copy button, the current BMP is copied to that
MCM.

= Copy button: Click the Copy button to make a copy of the highlighted BMP in the treeview
on the left. The new copy is placed under the MCM selected in the box above.
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Move BMP tab

Use the Move tab to move the highlighted BMP to a different MCM in the plan. When the BMP
ismoved, all of the goals and goal activities under that BMP are moved along with it. For
example, use this option to move aBMP to anew MCM that you created.

When you move aBMP, al of the goals and goal activities associated with the BMP are a'so
moved.

The Move BMP page opens when you select aBMP folder in the treeview (on page 20), and then
click the Move tab.

Plan Reports Exit Client Administration
Wiew Edit Capy Move Delete Add Soal
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Newslette_r Y

Figure 22. Move BMP page

Field & Button on the Move BMP page

= Select target MCM: Click on the down arrow to view alist of the MCMs in the plan. When
you highlight an MCM in the list and click the Move button, the current BMP is moved to
that MCM.

= Move button: Click the Move button to move the highlighted BMP in the treeview on the left.
The BMP is placed under the MCM selected in the box above.

Delete BMP tab
Use the BMP Delete tab to remove a BMP from the plan. To delete aBMP, highlight the name of
the BMPin the treeview and click the Delete tab.

The BMP Delete page opens when you select aBMP folder in the treeview (on page 20), and
then click the Delete tab.

Plan Reports Exit Client Administration
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Figure 23. Delete BMP page
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Goals and Activities Deleted with the BMP
The Delete function deletes the current item and any items nested within it. For example, if you

delete aBMP from the plan, al goals and activitiesin the branches within that BMP are also
removed from the plan.

Numbering other BMPs
When aBMP is deleted, numbers for other BM Ps within the same MCM are not updated. For

example, if you deleted the third of five BMPs within an MCM, you must edit each of the other
BMPs to update the sequence number (entered in the Number field).

Field & Button on the BMP Delete page
» Enter the reason for deleting the BMP: In the text box, enter areason for deleting the

current BMP. Thisinformation is saved in the database. If you need thisinformation later,
contact your SEH Administrator.

= Delete button: Click the delete button to remove the BMP, and all of its goals and activities,
from your site.

Return to the Previous View
After deleting the BMP, the application takes you to the View MCM page automatically.

Add Goal tab

Onthe Add Goal tab, you record information about a goal to be accomplished as part of the plan.
Goals provide away to group related activities. For example, agoal could group the various
publications produced as part of a specific public outreach program or all of the outfall
inspections for asite.

The Add Goal to Best Management Practice page opens when you select aBMP folder within the
treeview (on page 20), and then click the Add Goal tab.

PermiTrack-MS4
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Figure 24. Add Goal to Best Management Practice page
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Fields on the Add Goal page
= Name: Descriptive name of the goal.

= Number: Definesthe position of this goal in the plan list. This number also determinesthe
order for the itemsin the published report. The system assigns this number automatically.

Caution:  Thisnumber can be changed to move the goal to a different position in the
treeview, but we strongly recommend not changing the number. Change it only if
you have full knowledge of al the consequences resulting from this change.

= Responsible Staff/Position: Select the name of the staff person or staff position responsible
for monitoring or implementing. This person:

— Receives an email notice when any activities under this Goal are scheduled to occur.

— Isnamed in the Published report (see page 26)

— Can be selected for reportsfiltered by owner (see page 65)

Note: If the name you want is not listed, contact your SEH Administrator to add the name.

= Description: Description of the goal, what it should accomplish, and why it isincluded. This
description isincluded in the published report.

= Activity Form: Select aform that will serve as atemplate for the measurable activities you
add to this goal. Optionsinclude:

— Default Form: Select the Default Form for measurable activities that need only basic
fields, including name, description, and activity date.

— Outfall Inspection Form: Select the Outfall Inspection Form option to record an
inspection for an outfall site or print blank inspection forms.

— Outfall Information Form: Select the Outfall Information Form option to record
information about an outfall that needs to be monitored. Generally, one information form
is completed for each outfall.

= Activity Frequency: Indicate how frequently the information for this activity is updated.
Select an option from the drop-down list. For example, the activity may be updated on a
specific date or updated weekly.

Activity Date: In the date field next to the Activity Frequency, enter the date the activity
should be updated OR the start date for arecurring activity. A recurring activity is updated on
this date and continues at the frequency you specify.

Note: The Activity Date does not reflect the frequency of the activity itself. It reflects how
often information about the frequency is entered into the system. For example, if the
goal covers street sweeping, the activity may occur weekly but the information only
recorded quarterly.
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Email Notification: Indicate whether the responsible staff/position should receive an email
when the goal activity is scheduled to occur. The timing for the email is based on:

— Activity frequency (entered above): The email sent when the information needs to be
updated, based on the activity frequency and date.

— Notify Daysin Advance (entered below): The email is sent before the activity date if
thereis an entry in the field below.

¥ Email Notification: Select the Email Notification check box to notify the person via email
that this goal has been created and assigned to them.

The staff person responsible for the goal, the BMF that includes the goal, and the MCM that
includes the BMP and the goal are all notified.

™ Email Natification: Clear the Email Notification check box to record the information on
this page but not generate an email.

Notify Days in Advance: If you enter avaluein thisfield, an email is sent to the responsible
staff/position before the goal deadline. Enter a number to indicate how many days in advance
of the activity date to send the notification. For example, for a quarterly goal, the email could
be sent 10 days before the end of the quarter.

Planned Activity: Select the check boxes to indicate when the activities defined by this goal
should occur. For example, a planning goal may be scheduled only for the first year, while a
prescriptive goal may be scheduled for each year in the permit period.

The permit periods available here reflect those specified for the plan when it was created. The
number of check boxes may vary from one plan to the next.

Note: When you publish the annual report, you can specify the permit period to include in
the report. Only activities planned for the same permit period are included in the
report. Activities planned for other permit periods are not included.

— ¥ Year 1: Select this check box to indicate that this activity should be performed during
this permit period.

— I" Year 1: Clear this check box to indicate that the activity will not be performed during
this permit period.

Completion Status: Select the check boxes to indicate whether the activity was completed
for that permit period. Thisfield is usualy completed through the Goal Edit tab (see page 51)
after the activity has been compl eted.

The permit periods available here reflect those specified for the plan when it was created. The
number of check boxes may vary from one plan to the next.

Note: You must manually check the completion of the activity. The system does not know
when the activity is complete.
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— ¥ Year 1: Select this check box to indicate that this activity was completed during this
permit period.

— I" Year 1: Clear this check box to indicate that the activity was not completed during
this permit period.

= Spell Check button: Use the Spell Check button in the upper-right part of the page to check
the spelling in each of the text fields on this page.

= Create button: Click the Create button to save your changes and add the goal to the plan. The
program adds the goal at the bottom of the current BMP.

Return to the BMP or Plan View

= View the BMP Information: Click the View tab or the name of the BMP in the treeview to
return to the BMP View page without adding a goal.

» View the Plan Information: Click the name of the plan in the treeview to return to the Plan
View tab.
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Goal s define target activities or outcomes associated with a BMP. For example, community
outreach goal's may include an education program to educate the public about the hazards
associated with illicit discharges. A goa within the Illicit Discharge Elimination BMP may
include development of a map for the M4,

Create a Goal

Goals are added to a BMP through the BMP View page. With aBMP highlighted in the treeview
on the left, click the Add Goal tab to open the Add Goal page.

Note: Becausethe Add Goa pageis opened from the BMP View, it is covered in the BMP
section of this guide. See page 41 for information on this page.

View Goal tab

The Goal View page shows information about the Goal highlighted in the treeview. This view
shows the name, number, description, and information about frequency and type of planned
activity.

The Goa View page opens when you click the name of a BMP in the treeview (on page 20).

P P Track EoC administration | T
Plan Reports
Wiew Edit Delete Enter Goal Activity

Measurable Goal

a Anywhere, Wl
Marme: 2,21 - test2

a Public Bducation and Qutreach Responsible StafffPosition: 615 Derno
EHEY structural BMP and Outfall Inspection Program Description:
&3 outfall Inspaction Activity Forrn:  Standard Forrn
423 pallution Contral Device Inspection fctivity Frequency: Annually
~E Inspection Follow-Up Ernail Hotification?: Mo
~{Z] Public Participation/Involvement Hotify Days in Advance: O
~{Z3 1llicit Discharge Detection and Elirmination Flanned Adivity: Period Complete?
Trear 1 Mo
D Construction Site Pollution Contral

Figure 25. Goal View tab

Fields & Folders on the Goal View page

With the Goal View selected, the Goal folder in the treeview includes measurable activities
associated with this goal.

Theright side of the page shows the name, description, and other settings for this goal. (See page
47 for information on the fields displayed on this page.)

Tabs on the Goal View page
The tabs on this page reflect the options available for working with a Goal within the plan.

= View: The View tab is highlighted when you click on aGoal in the treeview.

= Edit: Click the Edit tab to change the goal name, description, assigned staff, or other settings.
Opens the Edit Measurable Goal page.
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= Delete: Deletethe goal highlighted in the treeview. Opens the Delete page, where you can

delete the current goal.

» Enter Goal Activity: Add a specific measurable activity to the goal to reflect a publication,
inspection, or ather activity to support the goal. Opensthe Enter Goal Activity page.

Edit Measurable Goal tab

Use the Goal Edit page to change information about the goal or to mark its completion status. For
example, if the goal is required during the first year, check the Completion Status-Permit Period 1
check box when the activity for the goal has been compl eted.

The Goal Edit page opens when you click the name of a Goal in the treeview (on page 20), and

then click the Edit tab.

PermiTrack-Ms4
Plan

Reparks
Edit

Vizw Enter Goal Activity

E3 anywhere, wI Edit Measurable Goal
EHZ3 Public Education and Outreach Marne:
EHEY structursl BMP and Outfall Inspection Prograrn

Number:
@ outfsll Inspaction

H Responsible StafffPosition:
1 Pollution Control Device Inspection

D Inspection Follow-Up Sl ption:
8 Public Participstion/ Involuement

{2 1licit Dizcharge Detection and Elirminstion

{1 Construction Site Pollution Cantrol

{1 Post-Canstruction Site Storm Water Management

{2 Pollution Frevention Activity Farm:

{1 sTORM SEWER SYSTEM MAP
EHEY testz

EEY pevelop Construction Site Pallution Contral Pragram

Activity Fraquency:
Email Motification?:
: Motify Days in Advanc:
&Y Develop Draft Program

. Planned Activity:
423 Review Draft Prograrn
{2 Finalize Pragrarm

B2 1mplement Program Completion Status:

spell Gheck

[Maintain web site information

[e]

Standard Farm v

O

- ]

[ vear1
[Oveard

Oveart
Oveard

[Ovearz
[Ovears

Ovearz
Ovears

Ovears

Ovears

Figure 26. Edit Measurable Goal page

Fields on the Edit Measurable Goal page
The fields and tabs on the Edit Measurable Goa page are the same as those compl eted on the Add

Goal tab (see page 47).

Tabs on the Edit Measurable Goal page

Tabs across the top of the page include:

= Delete: Delete the current goal.

» Enter Goal Activity: Add a measurable activity to support the current goal.
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Delete Goal tab

Use the Delete tab to remove the current goal from the plan. The goal highlighted in the treeview
is deleted.

Caution:  The Delete function deletes the current item and any items nested within it. For
example, if you delete a goal from the plan, all measurable activities within that
goal are also removed from the plan.

The Goal Delete page opens when you select a goal in the treeview (on page 20), and then click

the Delete tab.
Plan Reparts Exit Cliant Administration #
Wiew Edit Delete Enter Goal Activity

Delete Measurable Goal

&4 city of Baxter SWPPP
Entar the reaszon for deleting this Measurable Goal.

Ea Public Education and Qutreach
EMEY Distribute Educational Materials

D Update Education Materials

D Publish Articles in Baxter
Mewsletter

EH{ZQ Implerment an Education Program

& Education Prograrm: Public Education
&= and Qutraach ¥

Figure 27. Delete Goal page

Field & Button on the Goal Delete page

= Enter the reason for deleting the Goal: In the text box, enter areason for deleting the
current goa. Thisinformation is saved in the database. If you need thisinformation later,
contact your SEH Administrator.

= Delete button: Click the delete button to remove the goal, and al of its activities, from your
site.

Return to the Previous View
After deleting the Goal, the application takes you to the BMP View page automaticaly.

Enter Goal Activity tab

The Enter Goal Activity tab lets you record specific measurable activities that support the
highlighted goal. The activity may describe the educational materials created, an inspection of the
outfall site, etc. The goa activities are added after al of the goa s have been added to the plan.

The Enter Goal Activity page opens when you select a Goal in the treeview (on page 20), and
then click the Enter Goal Activity tab.
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Drescription:

Mewsletter

Implement an Education Program Activity Date: -

Education Prograrn: Public Education

and Qutreach [ Attach Docurnents ]

Education Prograrn: Public

Participation

Education Prograrm: Illicit Discharge Create

Detection and Elimination

Education Prograrn: Construckion Site

Run-off Contral w

Figure 28. New Measurable Goal Activity page

Fields on the Enter Goal Activity page

Note: Thefields available on this form depend on the Goal Type sel ected when the goal was
added to aBMP. (See page 47 for information on the Add Goal tab, which includes the
Goad Typefield). Thefields for each goal type are covered separately.

Activity for a Goal using the Default Goal Form Type

When a measurable activity is added to agoa that was based on the Default Activity type, these
fields are displayed on the New Measurable Goal Activity page:

Measurable Goal Activity Information
= Name: Descriptive name for the activity.

= Description: Enter adescription of the activity and the reason it isincluded in the plan. This
description isincluded in the published report.

= Activity Date: Enter the date when this activity was entered into the system. This dateis used
to filter the results when you generate a report based on a date range.

= Spell Check button: Use the Spell Check button in the upper-right part of the page to check
the spelling in each of the text fields on this page.

= Attach Documents button: Click the attach documents button to attach a map, Word
document, photo, CAD/CAM file, or other file to support, illustrate, or describe the activity.
Clicking the Attach Documents button opens the Attach Documents page (see page 59).

These documents become part of the plan record and are available at any time by selecting
the plan and viewing the goal activity. Y ou can add as many documents as needed.

= Update button: Click the Create button to save your changes and create the activity record.
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Activity for a Goal using the Outfall Inspection Form Type

When a measurable activity is added to agoa based that was based on the Outfall Inspection
Form type, these fields are displayed on the New Measurable God Activity page:

Download PDF Form

In the upper-right part of the data entry area, click the Download PDF Form link to print blank
copies of the outfall inspection form. The blank copies can be completed in the field, and then
returned to the office for data entry. The form is available as an Acrobat PDF file that you can
save, print, or distribute.

Note: Thislink isonly available when you are adding a new measurable activity to a goal based
on the Outfall Inspection Form type.

After entering data on this page and clicking the Create button, thislink is available only
when you create another new activity of thistype.

Measurable Goal Activity Information — Outfall Inspection Form
= Name: Descriptive name for the activity.

= Description: Enter adescription of the activity and the reason it isincluded in the plan. This
description isincluded in the published report.

= Activity Date: Enter the date when this information was entered into the system. The
inspection date is recorded in another section of this form.

General Outfall Information — Outfall Inspection Form

Record information about the location of the wastewater discharge into a body of water.
Generdly, thisinformation is recorded for each outfall.

= OQutfall ID: The unigue identification number used to identify this outfall.

= Location: Enter adescription of location of the outfall source being inspected, including the
coordinates, GIS, or other specific information if available.

= Zip Code: Zip code of the outfall source being inspected.

= Receiving Waterbody: Name of the stream, river, lake, or other body of water where the
stormwater is discharging.

= Major Watershed: Name of the watershed that is the source of water that dischargesinto the
receiving waterbody.

= Digital Photo: If adigita photo is available from the inspection site, it can be attached to the
inspection record. Click the Browse button to locate the photo on your computer or network
location.

After uploading, the origina photo file on your computer or network can be moved.

However, if you replace or make changes to the original photo, you must upload it through
the Activity Edit page.
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Completed by Initials: Enter the initials of the person who completed the inspection on-site.

Weather — Outfall Inspection Form

Record information about recent weather events that may have contributed to the pollution or
damage caused by this outfall.

Air Temperature: Temperature of the air in degrees Fahrenheit.

Cloud Conditions: Select aword from the drop-down list that describes the cloud conditions
at the time of the inspection.

Cloud Conditions text box: If you choose Other in the Cloud Conditions drop-down list, this
text box is available on the right. Enter a descriptive word to describe the cloud conditions.

Precip. (last 72 hours): Enter the number of inches of precipitation during the past 72 hours.

Inspection Information — Outfall Inspection Form
Record information about the pipe or ditch that conveys the outfall to the receiving body of water.

Outfall Type: Indicate whether the outfall is conveyed by a pipe, ditch, or other type of drain
by selecting the type of outfall from the drop-down list.

Outfall Type text box: If you choose Other in the Outfall Type drop-down ligt, thistext box is
available on the right. Enter a descriptive word to describe the type of drain being used.

Pipe Type: Select an item from the drop-down list to indicate the shape of the pipe.

Pipe Type text box: If you choose Other in the Pipe Type drop-down list, thistext box is
available on the right. Enter a descriptive word to describe the shape of the pipe being used.

Pipe Material: Select an item from the drop-down list to indicate the pipe material.

Pipe Material text box: If you choose Other in the Pipe Material drop-down list, this text box
is available on the right. Enter a descriptive word to describe the pipe material.

Pipe Size: If apipeisbeing used, enter the diameter of the pipe, using the unit of measure
selected the right.

Inches: Click the drop-down list to select the unit of measure for the pipe size.

Ditch width: If aditch is being used, enter the width of the ditch, using the unit of measure
selected the right.

Inches: Click the drop-down list to select the unit of measure for the ditch width
measurement.

page 56 | Goal Views



PA
SEH PermiTrackMS4

Ditch Depth: If aditchis being used, enter the depth of the ditch, using the unit of measure
selected the right.

Inches: Click the drop-down list to select the unit of measure for the ditch depth
measurement.

Weir Type: If aweir isin place, select the type of dam from the drop-down list

Weir Type text box: If you choose Other in the Weir Type drop-down list, thistext box is
available on the right. Enter a descriptive word to identify the weir type.

Outfall Condition Assessment — Outfall Inspection Form

Record information about the damage or erosion resulting from a problem with the outfall pipe or
ditch.

Outfall Damage: If the outfall pipe is damaged, select a descriptive word from the drop-
down list.

Outfall Damage text box: If you choose Other in the Outfall Damage drop-down list, this text
box isavailable on the right. Enter a descriptive word to identify the type of damage to the

pipe.

Erosion: If the outfal ditch shows signs of erosion, select a descriptive word from the drop-
down list.

Erosion text box: If you choose Other in the Erosion drop-down list, this text box is available
on the right. Enter a descriptive word to identify the type of erosion that has damaged the
ditch.

Physical Discharge Information — Outfall Inspection Form
Record information about the water discharged from the outfall pipe or ditch.

Flow Depth: Enter the depth of water being discharged, using the unit of measure selected
the right.

Inches: Click the drop-down list to select the unit of measure for the flow depth.

Odor: Select aword from the drop-down list to describe the odor from the discharge from the
pipe or ditch.

Odor text box: If you choose Other in the Odor drop-down list, this text box is available on
the right. Enter a descriptive word to identify the type of odor from the discharge water.

Water Color: Select aword from the drop-down list to describe the color of the discharge
from the pipe or ditch.

Water Color text box: If you choose Other in the Water Color drop-down list, thistext box is
available on theright. Enter a descriptive word to identify the color of the discharge water.
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=  Turbidity: Select aword from the drop-down list to describe the clarity of the discharge
water.

Turbidity text box: If you choose Other in the Turbidity drop-down ligt, this text box is
available on theright. Enter a descriptive word to identify the clarity of the discharge water.

» Floatables: Select aword from the drop-down list to describe any debris or foreign materia
in or on the discharge water.

Floatable text box: If you choose Other in the Floatables drop-down list, thistext box is
available on theright. Enter a descriptive word to identify the fl oatables present in the
discharge water.

= Sample Collected: Indicate whether a sample of the discharge water was collected.

¥ Sample Collected: Select the Sample Collected check box if a sample of the discharge
was collected.

™ Sample Collected: Clear the Sample Collected check box if a sample of the discharge was
not collected.

Discharge Analysis — Outfall Inspection Form
Record values recorded that reflect the analysis of the discharge water.

= Specific Conductivity: Enter the value measured for the conductivity of the discharge water.
The measure is expressed in micromhos per centimeter (umhos/cm).

= Water Temperature: Temperature of the discharge water in degrees Fahrenheit.
= pH: Enter the value measured for the pH of the discharge water.
= Update button: Click the Create button to save your changes and create the activity record.

Activity for a Goal using the Outfall Information Form Type

When a measurable activity is added to agoal that was based on the Outfall Information Form
type, these fields are displayed on the New Measurable Goal Activity page:

Measurable Goal Activity Information — Outfall Information Form
= Name: Descriptive name for the activity.

= Description: Enter adescription of the outfall and the reason it isincluded in the plan. This
description isincluded in the published report.

= Activity Date: Enter the date when this information was entered into the system.

General Outfall Information — Outfall Information Form
Record general information about the outfall.

= Qutfall ID: The unique identification number used to identify this outfall.
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= Permit Number: The identification number of the discharge permit issued for this site.

» Location Description: Enter adescription of location of the outfall source being inspected,
including the coordinates, GIS, or other specific information if available.

= Zip Code: Zip code of the outfall source being monitored.

= Material: Select an item from the drop-down list to indicate the pipe material.

Material text box: If you choose Other in the Pipe Material drop-down ligt, thistext box is
available on theright. Enter a descriptive word to describe the pipe materid.

»= Drainage Basin: Name of the areathat drainsinto the body of water at the discharge site.

= Inspection Frequency: Select an item from the drop-down list to indicate how often the
outfall siteisinspected.

» Next Inspection Date: Enter the date or click the &= Caendar icon to indicate the date for
the first scheduled inspection.

Physical Information — Outfall Information Form
Record information about the location of the outfall.

= Size: Enter the size of the outfall or outlet into the body of water, using the unit of measure
selected the right.

Inches: Click the drop-down list to select the unit of measure for the outfall size.

= Side of Road: Select a compass point from the drop-down list to indicate where the outfall
empties, in relation to the road.

= Offset Distance: Enter the distance from the road to the outfall.
= Milepost Number: Enter the number for the milepost that is closest to the outfall.

» Receiving Waterbody: Enter the name of the body of water that receives the water from the
outfall.

=  GPS X: Enter the GPS X coordinate for the location of the outfall.
= GPSY: Enter the GPSY coordinate for the location of the outfall.
= Driving Directions: Enter directionsfor driving to the outfall.

= Update button: Click the Create button to save your changes and create the activity record.

Enter Goal Activity — Attach Documents page

Use the Attach Documentsto Goa Activity page to attach one or more files to the plan record.
These documents can include maps, photos, CAD/CAM files, documents, etc. These documents
become part of the plan and are available at any time by selecting the plan and viewing the goal
activity.

Goal Views | page 59



PA
SEH PermiTrackMS4

The Attach Documents to Goal Activity page opens when you click the Attach Documents button
on the Enter Goa Activity tab (on page 53) or Edit God Activity tab (on page 62)based on a

default type of goal.
Plan Reports Exit Client Administration
Wiew Edit Delete
a ity of Baxter SWEPP Attach documents to this Goal Activity
E‘@ Public Education and Outreach k) Boaurman m
; ‘a Distribute Educational Materials Add Docurnent:
E| Maintain Storm Water Website X
@ Information Add ocurnent: Browse...
=}
H a Update Education Materials “

Figure 29. Attach Documents to Goal Activity page

Fields & Buttons on the Attach Documents page
= Add Document: Thisfield shows the name of the document attached to the plan.

The document is uploaded and saved with the plan information on the site. After it is
uploaded, the original document on your computer or network can be moved to a different

location. However, if you make changes to the original document, it must be uploaded again
in order to update the plan copy.

Note: If you have more than three documents to attach, additional documents can be added
through the Goal Activity Edit page (see page 61). Each time you edit the activity
three more documents can be attached. (See procedure on page 60.)

= Browse button: Click the Browse button to locate the file you want to attach.

= Done hutton: Click the Done button when you finish adding documents to the plan.

Attaching More than Three Documents to an Activity
To attach more than three documents:

1. Attach thefirst three documents when adding or editing the activity.

2. Returnto the Edit tab by highlighting the activity in the treeview, and then clicking the Edit
tab.

3. Onthe Edit tab, click the Attach Documents button.

The Attach Documents page displays three fields for upl oading documents.
4. Upload your files by using the Browse button.
5. Click the Done button to upload the files and return to the View page.

All of the attached documents are listed on the View page.

6. Toadd morefiles, repeat the steps above. Each time you edit the activity, you can add up to
three morefiles.
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Measurable Goal Activity Views

Measurable Goal Activities provide away to track each individual activity that supports aplan
goal. For example, the activities within a Public Education goal may define each educational
materia developed and made available to the public. Or, the activities within the Outfall
Inspection goal are used to record each individual outfall inspection.

Create a Measurable Goal Activity

Measurable Goal Activities are added to a Goal through the Goal View page. With a Goal
highlighted in the treeview on the left, click the Enter Goal Activity tab.

Note: The Enter Goal Activity page is opened from the Goal View. See page 53 for information
on this page.

View Measurable Goal Activity tab

The Measurable Goa Activity View page shows information about the Goa Activity highlighted
in the treeview.

The Goal View page opens when you click the name of a BMP treeview (on page 20).

Plan Reports Exit Client Adrinistration
View Edit Delete
Measurable Goal Activity
S City of Baxter SWPPP
Marne: MPDES MOI and SWRPP

EME] Public Educstion and Gutreach
a HBlic BduEation an Hireac Deszcription: Enterd NOI Document anta City of baxter webszita,

H E"a Distribute Educational Materials Activity Date: 02/05/2007

Maintain Storm Water Website
= Infarmation

I a Update Education Materials

| €]

Figure 30. View Measurable Goal Activity tab

Fields on the Measurable Goal Activity View page

With the Goal Activity View selected, the right side of the page shows the name, description, and
other settings for this activity. The fields displayed depend on the type of activity. (See pages 54
to 58 for information on the fields displayed on this page.)

Tabs on the Measurable Goal Activity View page
The tabs on this page reflect the options available for working with an activity within the plan.

= View: TheView tab is highlighted when you click on an activity in the treeview.

= Edit: Click the Edit tab to change the goal name, description, date, or other settings. Opens
the Edit Measurable Goal page.

= Delete: Delete the activity highlighted in the treeview. Opens the Delete page, where you can
delete the current activity.
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Edit Measurable Goal Activity tab

Plan Reports Exit Client Adrinistration
Wiew Edit Celete
a City of Baxter SWPPP Edit Measurable Goal Activity Spell Gheck
Ela Public Education and Qutreach Marme: |MPDES MOI and SWPPP

o OO o RO e OO v OO e OO

EHES Distribute Educational Materials
a Maintain Storm Water Website websita,

&

HA{ER
7
A
A
3
3

a Update Education Materials
D Publish Articles in Baxter

Use the Goal Edit page to change the information or settings for the activity.

The Goal Edit page opens when you click the name of a BMP treeview (on page 20), and then
click the Edit tab.

Descriptiont |pnterd NOI Docurnent onto City of baxter

Information

Newslattar

Implernent an Education Program Activity Date: |02/05/2007 -
Education Prograrm: Public Education

and Cutreach Attached File: Mone

Education Pragrarn: Public

Participation [ mttach Documents |

Education Pragrarn: Illicit Discharge

Detection and Elimination

Education Pragram: Construction Site Update
Run-off Contral

Education Pragram: Post-Canstruction

Storm Water Management in Hew

Develooment and Redevelooment
— — =

Figure 31. Edit Measurable Goal Activity page

Fields on the Edit Measurable Activity page

The fields and tabs on the Edit Measurable Activity page are the same as those completed on the
Add Measurable Activity tab. (See pages Error! Bookmark not defined. to 58 for information
on the fields displayed on this page.)

Tabs on the Edit Measurable Activity page
The tabs on this page reflect the options available for working with an activity within the plan.

= View: Click the View tab to return to the View Measurable Activity page for the current
activity.

= Edit: The Edit tab is highlighted to show that you are on this page.

= Delete: Delete the activity highlighted in the treeview. Opens the Delete page, where you can
delete the current activity.

Delete Measurable Goal Activity tab

Use the Delete tab to remove the current activity from the plan. The activity highlighted in the
treeview is deleted.

The Delete Activity page opens when you select an activity folder in the treeview (on page 20),
and then click the Delete tab.
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Plan Reparts
Wiew Edit

S city of Baxter SWPPP
E‘a Public Education and Cutreach

a Distribute Educational Materials

Ela Maintain .Storm W ater Website
i~ Information

R ANFDES HOI and SWRER

a Update Education Materials

P ﬁ Pariod 1 Activity #2

Exit Client Administration
Delete

Delete Measurable Goal Activity

Enter the reason for deleting this Measurable Goal Adivity,

Figure 32. Delete Measurable Goal Activity tab

Field & Button on the Activity Delete page

» Enter the reason for deleting the Activity: In the text box, enter areason for deleting the
current activity. Thisinformation is saved in the database. If you need this information later,
contact your SEH Administrator.

= Delete button: Click the delete button to remove the activity from your site.

Return to the Previous View
= After deleting the Activity, the application takes you to the Goa View page automaticaly.
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Reports provide a valuable tool for tracking on-going activities and reviewing the plan data. They
let you capture current information filtered on the:

»  Permit period

=  Selected MCMs, BMPs, or goals

=  Complete or incomplete goal status
» Responsible staff

The Reportstab is available only after you select a Plan on the Select tab (see page 19) or
highlight the Plan folder in the treeview.

Note: Reports are atool for tracking current activities. When it istime to product an annual or
periodic report to support plan compliance, use the Publish option. (See page 26 for more
information.)

Report Options page
Use the Report Options page to specify content of the report you are generating. The options let
you customize reports based on the itemsincluded in the plan, activities, date range, or staff
person.

The Report Options page opens when you click on the Reports tab from the Plan View tab on
page 20.
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Figure 33. Report Options page

Areas of the Report Options page

Customize the report contents by selecting options in each of the boxes on this page. The report
includes data only for the options you select. The areas described below include:

=  Choose the type of report you would like to view
= Select the date range for activities you would like to include in the report

* You may chooseto filter the report by owner
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Fields on the Report Options page

Type: Choose the type of report you would like to view

Select an option button to indicate which MCMs and BM Ps to include in the report. Y ou can
select all MCMs (which include all of the BMPs) or report on selected items. The report follows
the structure in the treeview on the Plan View tab.

All Minimum Control Measures: Include all of the MCMsfor the plan. All of the BMPs
assigned to the MCMs are included in the report.

Select a Minimum Control Measure: Select this option button, and then select a specific
MCM from the drop-down list. Only information for this MCM and BM Ps under this MCM
are included in the report.

Select a Best Management Practice: Select this option button, and then select a specific
BMP from the drop-down list. Only information for this BMP and any goals under the BMP
are included in the report.

Select the date range for activities you would like to include in the report

Select an option button to indicate the type of date range and the filter to apply. The selected time
period can correspond to your reporting periods or specific calendar days.

Select Activities in a Permit Period: Select this option to report on activities during a
specific permit period. After selecting this option, click the option button for the year or
permit period to cover.

— @ Year 1: Select the Period 1 option button to include only activities with an Activity
Date that falls within this permit period for the plan.

— O Year 1: Clear the Period 1 option button to indicate that you want to exclude activities
with an Activity Date that falls within this permit period for the plan.

You may choose to filter the report by Measurable Goal Completion Status Control
Measure: Select the option button to specify the types of goasto include in the report. The
report includes only goal for the permit period selected above. Use these options to further
limit the goals included:

— All Measurable Goals: Select this option to include all measurable goals for the permit
period selected above. Goals with or without activities are included.

— All Goalswith Planned Activity for Selected Period: Select this option to include all
measurable goals that had an also activity specified for the permit period above.

— Completed Measurable Goalsfor Selected Period: Select this option to include only
goals that were marked as completed during the selected permit period.

— Incomplete Measurable Goalsfor Selected Period: Select this option to include only
goals that were scheduled but not completed during the selected permit period.
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= Include Activities in a Date Range: Select this option to report on activities during a

specific range of dates, which may not correspond to a permit period. After selecting this
option, enter the start and end dates or click the calendar icons to select the dates.

— Start Date: Enter the start datein thisfield or click the E= Calendar icon to select adate.
— End Date: Enter the start datein thisfield or click the &= Calendar icon to select a date.

= All Activities: Select this option to include all activities within the BMPs, regardless of the
time period.

* No Activities: Select this option to exclude specific activities from the report. The MCMs
and/or BMPs selected above will till be included.

Owner: You may choose to filter the report by owner

Select an option button to include all owners or only a specific owner. (Owners are the Staff or
Position specified for an MCM, BMP, godl, or activity.)

= All Owners: Select this option to include MCMs, BMPs, goals, and activities assigned to all
owners. This option is selected by default.

= Select an Owner: Select this option to report on BMPs, goals, and activities assigned to a
specific staff person or position. After selecting this option, select a name from the drop-
down list.

The report includes only items where this person is the responsible staff or owner.

Run Report

* Run Report button: Click the Run Report button to generate the report. From the Generated
Report page, you can view the report as an Acrobat PDF that can be viewed, printed, saved,
or distributed.

Return to the Plan View
Click the name of the plan in the treeview to return to the Plan View tab.

Link to Report page

When you generate a report, the system displays a page with alink to the report. Click on the
report name to open or save the report as an Adobe Acrobat file.

Note: You must have Acrobat Reader to view the report. If you do not have Acrobat Reader,
download it by clicking the Get Adobe Reader icon in the upper-right part of the page.

View, Print, or Save the Report
When you click the name of the report, the system asks if you want to open or saveit:

= Open: Thereport isopened in Acrobat Reader. From this view, you can print or save the
report.
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= Save: The system prompts you for alocation on your computer or network. Save the report
for reference or distribution.

Return to the Report Options page

To return to the Report Options page, click the Return to Report Options button. From the Report
Options page, you can:

=  Generate another report.

= Returnto the Plan View by clicking on the name of the plan in the treeview.
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Terminology

BMP

MCM

MS4

NPDES

SWMP

SWPPP

A BMPisaBest Management Practice that supports your efforts to provide public
outreach, control storm water pollution, evaluate outfall sources, etc.

Minimum Control Measures (MCMs) define the minimum measures taken as part of
the storm water management program. The EPA (Environmental Protection
Agency) generally requires MCMsto cover these areas.

= Public education and outreach on stormwater impacts
=  Public involvement/participation

= [llicit discharge detection and elimination

= Construction site stormwater runoff control

=  Post-construction stormwater management in new development and
redevel opment

=  Pollution prevention/good housekeeping for municipa operations
Thislist of basic MCMsisfrom the EPA website - http://www.cfpub.epa.gov/npdex

Municipa Separate Storm Sewer System (M S4) programs define the characteristics
of the plan for complying with permit requirements.

The NPDES (National Pollutant Discharge Elimination System) is sponsored by the
EPA (Environmental Protection Agency).

The SWMP (Storm Water Management Program) administered by the state defines
the infrastructure the planning, engineering, and requirements for stormwater
pollution contral. It covers the practices for managing stormwater runoff and
pollution control, permit requirements, and initiatives.

Describes the SWPPP (Stormwater Pollution Prevention Plan) required for
construction permits. The plan defines the project, includes requirements for the
permit, describes activities, and includes information on the bodies of water affected
by the activities. The SWPPP i< administered by the EPA.
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Appendix — Outfall Inspection Form

QOutfall Inspection Form

Measurable Goal Activity Information
Name: Activity Date: /[
Description:

General Outfall Information
Outfall ID: Zip Code: -
Location:

Receiving
Waterbody:

Major Watershed:

Digital Photo: [J No [ Yes, filename: Completed by:

Weather
Air Temperature: F’/C’ (circle one) Precipitation (last 24 hours): inches
Cloud Conditions: [] Clear UJ Cloudy [1 Other, describe:

Inspection Information
Outfall Type: [ Pipe/Culvert ] Ditch/Swale [ Other,
describe:

Pipe Type: [ Arch [ Box Culvert [ Circular [ Elliptical L1 Other

Pipe Material: [J Aluminum [ Clay [J Concrete [1 CMP [J HDPE
U Iron U PVC U RCP [ Steel L1 Other

Pipe Size: in./ft. (circle one) Ditch Width: in./ft. (circle one)
Ditch Depth: in./ft. (circle one)

Weir Type: LI Broad-crested L1 Trapizoidal L1 V-notch [ Other

Outfall Inspection Form
For use with PermiTrack wmsa
1lof2
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QOutfall Inspection Form

Outfall Condition Assessment
Outfall Damage: [1 No [ Yes (if Yes, identify type)
[J Cracking [J Spalling [ Corrosion [ Broken [ Other

Visible Erosion: [1 No [ Yes (if Yes, identify type)
[J Undercutting [J Sediment Delta [ Other

Physical Discharge Information
Flow Depth: in./ft. (circle one)

Detectable Odor: [1 No U Yes (if Yes, identify type)
[1 Sewage [1 Sulfide [ Oil [ Gas I Rancid [ Other

Water Color: [ No (clear) [ Yes (if Yes, identify color)
UJ Yellow [ Brown [ Green [ Grey [1 Red [ Other

Turbidity: [J Clear [ Cloudy [J Opaque [ Other

Floatables Visible: [1 No [ Yes (if Yes, identify type)
[J Petroleum [J Sheen [J Sewage [] Other

Discharge Analysis (if applicable)
Specific
Conductivity: uS/cm

Water Temperature: F’/C’ (circle one)

pH: pH

Other Inspection Comments
Inspection
Comments:

Outfall Inspection Form
For use with PermiTrack wmsa
20f2
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View Plan screen
overview - 7
view report - 68
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