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1. INTRODUCTION

United States Coast Guard (USCG) and Environmental Protection Agency (EPA) Federal On-
Scene Coordinators (FOSCs) require access to Oil Spill Liability Trust Fund (OSLTF) or
Comprehensive Environmental Response, Compensation, and Liability Act (CERCLA) funds to
respond to pollution incidents.

The National Pollution Funds Center’s (NPFC’s) Ceiling and Number Assignment Processing
System (CANAPS) is an Internet-based “wizard” that issues OSLTF Federal Project Numbers
(FPN) and CERCLA Project Numbers (CPN) and authorized ceiling limits (“budgets™) for
federally funded pollution removal actions. CANAPS allows field units to request the following:

e New project numbers and initial project funding ceilings
e Ceiling amendments (increases or decreases)

e Project cancellations

e Current ceiling status of existing projects.

CANAPS can be remotely accessed by both Coast Guard (CG) and EPA FOSCs and authorized
NPFC Case Management (Cm) and Financial Management Division (Cf) users. The system
assigns financial information promptly, securely, and accurately without human intervention, and
automatically generates and issues ceiling messages to key parties via the Coast Guard
Messaging System (CGMS).

The FOSC is able to launch the CANAPS application from any Internet-accessible personal
computer (PC) and enter the required information. Based on incident criteria and other
parameters, the system generates a unique, accurate FPN or CPN, and the associated Accounting
String and Document Control Number (DCN) templates. The system creates the appropriate
ceiling messages and distributes them to all applicable recipients. The system also generates
ceiling amendment messages (for example, a ceiling increase, decrease, or cancellation).

1.1 Contact Us

If you have questions or need assistance, you may contact the NPFC during normal business
hours, Monday through Friday 7:30 a.m. — 4:00 p.m. [Eastern Standard Time (EST)], by one of
the following methods:

e Web Address: http://www.uscg.mil/npfc/
e NPFC Command Duty Officer Cell Phone: (202) 494-9118

e CANAPS Point of Contacts (POCs): Mr. Greg Buie
(703) 872-6073
Gregory.W.Buie@uscg.mil

or

Mr. Mark McEwen
(703) 872-6084
Mark.L.McEwen@uscg.mil
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2. ACCESSING CANAPS
To access CANAPS, complete the following steps:
1. Enter: HTTPS://NPFC.USCG.MIL/CANAPS in the Address field of the Web browser.
2. Pressthe ENTER Kkey.
The CANAPS Entry Point screen appears similar to the following figure.

%) National Pollution Funds Center

Funding Today for a Cleaner Tomorrow

Ceiling and Number Assignment Processing System (CANAPS)

Please select your CANAPS entry point:

USCG Login Access EPA Users USCG CAC Access

USCG users who are not All EPA users must USCG users who are

logged into the Coast Guard access CANAPS via this logged into the Coast
network entry point Guard netwaork

Figure 2-1 CANAPS Entry Point Screen

3. Select your {point of entry} from the three choices provided (USCG Login Access, EPA
Users, or USCG CAC Access).
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3. CREATING USER ACCOUNTS

Every CANAPS user is required to have an individual CANAPS account. A user can access
CANAPS through one of the following three entry points:

e USCG Login Access
e EPA Users
e USCG CAC Access.

The following sections describe the process of creating user accounts for each of the three entry
points.

3.1 CANAPS Account for USCG Users Not Logged Into the Network and/or EPA
Users

To create a CANAPS account for USCG users not logged into the CG network and/or EPA
users, complete the following steps:

1. Onthe CANAPS Entry Point screen, click the USCG Login Access or EPA Users link
| Accept

(whichever is appropriate), and then click the I Accept button
Banner.

) on the Warning

The CANAPS Login screen appears similar to the following figure.

|@| National Pollution Funds Center
\"\"/ Funeing Thlay for a Cleaner Toaomw

Ceiling and Number Assignment Proce<sing System (CANAPS)

CANAPS account.

iil [ '. R 'J.i.l';
el & C0Ast (3Uard network using y ey
Password: \ Click the Create New
1 Account link to establish a
0! gt Locked? | Craate Mew Account
Brgxess Pencireg Acooun| Reguest

Figure 3-1 Create New Account Link
2. Click the Create New Account link to create a new account.
The CANAPS Account Creation Request screen appears similar to the following.

Ceiling and Number Assignment Processing System (CANAPS)

CANAPS Account Creation Request

Email Address:

Unit TD: Select Unit/District... -
Password:

Confirm Password:

Forgot your password? | Account Locked? | Create New Account
CANAPS Account Login

Figure 3-2 CANAPS Account Creation Request Screen

CANAPS User Guide, October 11, 2012 Page 3



FOR OFFICIAL USE ONLY

3. Enter a valid {USCG or EPA electronic mail (e-mail) address} in the USCG or EPA Email
Address field.

NOTE: USCG users must enter a valid USCG e-mail address and EPA users must enter a valid
EPA e-mail address.

4. Select a {unit ID} from the Unit ID drop-down menu.

5. Enter a {password} in the Password field, and then re-enter the {password} in the Confirm
Password field.

NOTE: The password must be at least 8 characters in length and contain the following: at least
one lowercase and one uppercase character, and either a number or special character.
The password cannot be a recently used password either.

6. Click the Create Account button (| |)

An account creation e-mail message is sent to the user and appears similar to the
following figure.

A reqguest has been recieved to create a new CANAPS account.
If you did not make this request, you may disregard this
message and the account creation process will be terminated.

If you did reguest this account, please click on the
following link:
http://oscms-npfc-wb88/CanapsAuth/confirm.aspx?
emailaddress=aaafepa.govicode=1IhaNLTKdGH76]4MSFffbcGgfN

If your email client has broken the above link, please visit:
Confirmation Site: http://oscms-npfc-wb88/CanapsAuth
Confirmation Code:J1JhaNLTKdGW7614MSFfbcGgfN

You must complete the above step within 24 hours to fully
activate your CANAPS account.

Figure 3-3 Account Creation E-mail Message
7. Click the {link} contained in the e-mail message.

The USCG/EPA user is able to logon to CANAPS using their e-mail address and
password.

NOTE: The e-mail verification must be completed within 24 hours to fully activate the CANAPS
account.

3.2 USCG CAC Access

Accounts for USCG users who are logged into the CG network will automatically and
transparently be created upon first access. However, upon initial access, USCG users will be
required to identify their current {unit/district}. For more information pertaining to logging on
via CAC access, refer to Section 4.3, Logon with USCG CAC Access.
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4. LOGGING ONTO CANAPS

4.1 Logon as a USCG User

USCG users who are not logged into the CG network can logon through the USCG Login
Access entry point. To logon through this entry point, complete the following steps:

1. Access the CANAPS site.

The CANAPS Entry Point screen appears.
2. Click the USCG Login Access link.

The DHS Security Notice screen appears.

| Accept )

3. Click the I Accept button (|
The CANAPS Login screen appears.

4. Enter a valid {USCG e-mail address} in the Email Address field.
NOTE: The e-mail address must be a valid USCG e-mail address (for example, contain
@uscg.mil).
5. Enter the {password} in the Password field, and then click the Login button (I—I).
The USCG user is logged into CANAPS and the CANAPS Welcome screen appears.

NOTE 1: If you have forgotten your password, refer to Section 4.4, Resetting a CANAPS
Account Password for instructions on how to reset your account.

NOTE 2: If your account has been locked, refer to Section 4.5, Locked Accounts in CANAPS
for instructions on how to unlock your account.

NOTE 3: If your account has been disabled, refer to Section 4.6, Disabled Accounts in
CANAPS for instructions on how to re-enable your account.

4.2 Logon as an EPA User
To logon as an EPA user, complete the following steps:
1. Access the CANAPS site.
The CANAPS Entry Point screen appears.
2. Click the EPA Users link.
The DHS Security Notice screen appears.

| Accept )

3. Click the I Accept button (|
The CANAPS Login screen appears.

4. Enter a valid {EPA e-mail address} in the Email Address field.

5. Enter the {password} in the Password field, and then click the Login button (I—I).
The EPA user is logged into CANAPS and the CANAPS Welcome screen appears.
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NOTE 1: If you have forgotten your password, refer to Section 4.4, Resetting a CANAPS
Account Password for instructions on how to reset your account.

NOTE 2: If your account has been locked, refer to Section 4.5, Locked Accounts in CANAPS
for instructions on how to unlock your account.

NOTE 3: If your account has been disabled, refer to Section 4.6, Disabled Accounts in
CANAPS for instructions on how to re-enable your account.

4.3 Logon with USCG CAC Access

USCG users connected to the USCG network via CAC will be authenticated via Active
Directory (AD) and will not be required to enter an e-mail address and password.

AD authentication requires the USCG user to be connected to the Coast Guard One (CGOne)
network to access CANAPS.

To logon via CAC access, complete the following steps:
1. Access the CANAPS site.

The CANAPS Entry Point screen appears.
2. Click the USCG CAC Access link.

The DHS Security Notice screen appears.

3. Click the I Accept button (| ).
The Select Sector/Unit ID screen appears (for first-time users only).

| Accept

4. Select your current {unit/district} from the Unit ID drop-down menu, and then click the
Continue button (
The user is logged into CANAPS and the CANAPS Welcome screen appears.

To access CANAPS via CAC from outside a USCG facility, a USCG user will need to CAC-
Remote Access Service (RAS) to the CGOne network first. From within a USCG facility, if the
USCG user does NOT have their CAC available, they will need to obtain a temporary network
login password from their local support unit. Once connected to the network, the user will be
able to access CANAPS. Alternatively, the USCG user can access CANAPS without going
through the USCG network; Refer to Section 4.1, Logon as a USCG User.
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4.4 Resetting a CANAPS Account Password
USCG users who are not logged into the CG network and EPA users who have forgotten their

password will need to reset their password in order to gain access to CANAPS.

To reset a forgotten password, complete the following steps:

1. From the CANAPS Logon screen, click the Forgot your password? link, as shown in the

following figure.

Click the Forgot your
password? link to
reset your password.

ational Pollution Funds Center
Funding Today fora Cleaner

iner Tomorrow

Ceiling and Number Assignment Processing System (CANAPS)

Users must now log into CANAPS using individual accounts. If you have not
already created your account. click Create New Account to get staried. Coast
Guard users who have logged into the Coast Guard network using your CAC
can access CANAPS directly here.

Email Address:

Password:

CEaraot vour password?) Account Locked? | Create New Account
Process Pending Account Request

Figure 4-1 Forgot Your Password? Link

The CANAPS Password Change Request screen appears.

National Pollution Funds Center
Funding Today for a Cleaner Tomorrow

Ceiling and Number Assignment Processing System (CANAPS)

CANAPS Password Change Request

Please select a new password for your account. It must be at least 8
characters in length, contain at least one lowercase and one uppercase
character, and either a number or special character. In addition it cannot be

a password you have recently used for the CANAPS system.
e Jane.M.Doe@uscg.mil
Password: FERRRIRRNNNNG

Confirm Password: ssseesssenese

c:q——/

Forgot your password? | Account Locked? | Create New Account

Enter your e-mail address in the
USCG or EPA Email Address
field, enter a new password in
the Password field, and then re-
enter itin the Confirm Password
field. Once completed, hit the
Retrieve Account button.

CANAPS Account Login |

Figure 4-2 CANAPS Password Change Request Screen

2. Enter avalid {USCG or EPA e-mail address} in the USCG or EPA Email Address field.

3. Enter a new {password} in the Password field, and then re-enter the {password} in the

Confirm Password field.

NOTE: The password must be at least 8 characters in length and contain the following: at least
one lowercase and one uppercase character, and either a number or special character.
The password cannot be a recently used password either.

4. Click the Retrieve Account button |

CANAPS User Guide, October 11, 2012
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The CANAPS Account Request Confirmation screen appears, similar to the following
figure, and an e-mail message is sent to the {USCG or EPA e-mail address} entered
on the CANAPS Password Change Request screen.

& request has been received to change your CAMAPS account password. If you did not make this request, you may disregard this message and the password change request will be terminated.
If e Following link:
htt a.n.mccoyBuscy . ni lhcode=RGIFOSpTOT1Ix5MsPrphibF
1f se vigit:
o 5 -npfe-ubBO/ca
Con 11x52MsPTph2bF
¥You must complete the above step within 24 hours to confirm your CANAPS account password change request.
e
[ ;;:.Natlonal Pollution Funds Center
Ly v Fundiag Taday for a Clesoer Tawormow Click the link contained in the e-mail
N message to populate the Confirmaton
— Cooe fisld on the CANAPS Account
1 Request Confirmation screen, and then
viling [T ) ~onf
| and Number Assignment Proces: System (CANAPS) | click the Confirm Reguest butten.
CANAFS Account Request Confirmation
Email Adudress makna.m. lr((ﬂ\‘"—'ls_(ﬁ mil
Cosatimation cote DGZIFDSPZOTINSIMSPIhILF ) M|

Figure 4-3 CANAPS Account Request Confirmation Screen

5. Navigate to your {USCG or EPA e-mail account} and open the e-mail message with the
following subject line: “New CANAPS Password Requested”.

6. Click the link inside the e-mail message, as shown above in Figure 4-3.

The Email Address and Confirmation Code fields, on the CANAPS Account Request
Confirmation screen, are automatically populated.

7. Click the Confirm Request button (| |).
The DHS Security Notice screen appears.

8. Click the I Accept button ( ).
The CANAPS Login screen appears.

| Accept

9. Enter your {Email Address} and {Password} in the appropriate fields, and then click the
Login button

The CANAPS Main Menu screen appears.
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45 Locked Accounts in CANAPS

A USCG user who is not logged into the CG network and/or an EPA user’s CANAPS account
will be locked after three consecutive failed logon attempts. Once a user’s account has been
locked, the user will be notified the account has been locked and the password may be reset by
clicking a click here link, as shown in the following figure.

% National Pollution Funds Center
; Funding Today for a Cleaner Tomorrow

Ceiling and Number Assignment Processing System (CANAPS)

Users must now log into CANAPS using individual accounts. If you have not
already crealed your account, click Creaie New Account to get staried. Coast
Guard users who have logged into the Coast Guard network using your CAC
can access CANAPS directly here

The account you are attempting to access has been lock
registered email account for further instructions o
password.

Please check your
0 reset your

Email Address: Jane.m doe@uscg mil

Password:

Check your e-mail
account for further
~. instructions or click the
click here link to reset your
password.

Figure 4-4 Click Here Link

NOTE 1: An e-mail message will also be sent to the user containing instructions on how to
unlock the account.

NOTE 2: This does NOT apply to USCG users who enter CANAPS through the USCG CAC
Access entry point since those users access CANAPS via single sign-on.

To unlock an account, complete the following steps:
1. From the CANAPS Login screen, click the click here link (as shown in Figure 4-4).
The CANAPS Password Change Request screen appears.
2. Enter a valid {USCG or EPA e-mail address} in the USCG or EPA Email Address field.

3. Enter a new {password} in the Password field, and then re-enter the {password} in the
Confirm Password field.

NOTE: The password must be at least 8 characters in length and contain the following: at least
one lowercase and one uppercase character, and either a number or special character.
The password cannot be a recently used password either.

4. Click the Retrieve Account button ( |).

The CANAPS Account Request Confirmation screen appears, similar to Figure 4-3,
and an e-mail message is sent to the {USCG or EPA e-mail address} entered on the
CANAPS Password Change Request screen.

5. Navigate to your {USCG or EPA e-mail account} and open the e-mail message with the
following subject line: “New CANAPS Password Requested”.

6. Click the link inside the e-mail message, as shown above in Figure 4-3.
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The Email Address and Confirmation Code fields, on the CANAPS Account Request
Confirmation screen, are automatically populated.

7. Click the Confirm Request button (| |)
The CANAPS Login screen appears.

8. Enter your {Email Address} and {Password} in the appropriate fields, and then click the
Login button

The CANAPS Main Menu screen appears.

4.6 Disabled Accounts in CANAPS

CANAPS user accounts will be disabled after 45 days of inactivity or upon password expiration,
which occurs every 90 days. An e-mail message will be sent to the user informing them the
account has been disabled and instructing the user to reset the account password. Refer to
Section 4.4, Resetting a CANAPS Account Password for detailed instructions.
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5. THE CANAPS WELCOME SCREEN

WARNING: Use of this system is restricted to authorized CG and EPA users only.
Unauthorized use is prohibited.

The CANAPS Welcome screen allows users to perform the following:

e Request a new project number and ceiling from NPFC

e Increase or decrease the ceiling for an existing project

e Cancel a previously opened project (only when no funds have been expended)

e Check the current ceiling for a previously opened project

e Check for the answers to the most commonly asked CANAPS guestions
e Contact the CANAPS POCs for questions or issues regarding CANAPS
NOTE: Refer to Section 1.1, Contact Us for CANAPS POC contact information.

e Change your CANAPS account settings (for example, Unit 1D)
e Manage CANAPS Administrators
e Access CANAPS Ballston Utilities functions.

NOTE: The User Administration and Ballston Utilities menu options are only viewable by

authorized users.

: National Pollution Funds Center

Funding Today for a Cleaner Tomorrow

Ceiling and Number Assignment Processing System (CANAPS)

Acting on behalf of: Sector San Francisco Logout

The CANAPS wizard will guide you through the steps to request a new project number and
ceiling or to amend a previously opened project. Use of this system is restricted fo authorized
Coast Guard and Environmental Protection Agency (EPA) users only. Unauthorized use is
prohibited.

Due to the drawdown of the OSLTF Emergency Fund to support the DEEPWATER HORIZON
response efforts, efiective immediately all initial FPNs will be limited to a MAX of $50,000. All
requests for increases above that amount must be made to the Case Officer or the NPFC
Duty Officer (after business hours). Any ceiling increases will be limited to the amount
necessary to fund operations for a 2 week period.

T new Project Wizard |2 change Ceiling
This wizard allows you to request a new project number Increase or decrease the ceiling for an existing project

and ceiling from the NFFC

@ cancel Project B Check Project Ceiling

Cancel a previously opened project - use only when no Chedk the ceiling for a previously opened project
funds have been expended

© CANAPS FAQs @9 CANAFPS POCs
Check for the answers to many commen questions in Points of Contact for CANAPS questions and issues

CANAPS FAQ

a Change Account Settings

Change your CANAPS account settings (.e. Unit ID)

8 User Administration Ballston Utilities
Manage CAMAPS Administrators Access CAMAPS Ballston Utilites

Figure 5-1 CANAPS Welcome Screen
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6. CANAPS FAQs
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The CANAPS FAQs menu option displays a list of the most Frequently Asked Questions
(FAQs) about the CANAPS application.

To access the CANAPS FAQs, complete the following steps:
1. Click the CANAPS FAQs link (located on the CANAPS Welcome screen).

The CANAPS FAQ’s screen appears displaying the most frequently asked questions
(refer to Table 6-1 for a listing of the CANAPS FAQS).

Table 6-1 CANAPS FAQs

Question

Answer

What is CANAPS?

CANAPS stands for Ceiling and Number Assignment
Processing System. It’s an automated system that allows
USCG and EPA FOSCs in the field to get project numbers and
authorized budget ceilings.

Does CANAPS use cookies?

CANAPS only uses cookies to maintain state during the
session. No information is stored in cookies.

What does the (*) mean?

Asterisks (*) indicate required fields. If the user selects the
“Next” button before entering all required fields, the system
will prompt you to complete them. The system will not allow
the user to proceed to the next step until all required fields are
entered.

Do CANAPS sessions time
out?

If a user leaves the CANAPS session inactive (in other words,
hits no keys or enters no data in any field), the browser will
time out after 20 minutes. Time-Outs can be avoided by
entering data or pressing any key, such as the “Next” or “Back”
button on the browser.

Why am I locked out?

Three (3) failed logon attempts will lock the user out. You will
need to initiate a password change/account recovery request
from the CANAPS website.

What if | have trouble
launching CANAPS?

Always start any troubleshooting from a freshly opened
browser session. Close ALL browser windows and exit
Internet Explorer or Netscape. Re-launch the browser, and then
type in the URL (http://www.npfc.uscg.mil/canaps).
After you get past the logon screen, you will be at the main
menu. Contact the NPFC if problems persist.

How can | enter multiple

email addresses to receive
copies of the confirmation
email for my transaction?

Separate each address by a semi-colon (;) or comma (,). Do not
use other special characters. Be sure if you cut and paste the
addresses from another document that there aren’t hidden
characters embedded in them.

What is the proper format for

Only enter six (6) alphanumeric characters. Do not put “FPN”
or “CPN?”, dashes, or other characters in front of the number.

CANAPS User Guide, October 11, 2012
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Question Answer

entering a Project Number? The letters can be upper or lower case. Be sure to type the
number “zero” (0), not the letter “oh” (O).

2. Once finished reviewing the CANAPS FAQs, click the @ button in the Web browser to
return to the CANAPS Welcome screen.

NOTE: Contact the NPFC directly for additional questions not answered in the FAQ section.
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7. ENTERING A NEW PROJECT
The New project wizard menu option allows users to request a new project number and ceiling

from the NPFC.

To enter a new project, complete the following step:
Click the New project wizard link (located on the CANAPS Main Menu screen).

Click the MNew Project Wizard
link to request a new project
number and ceiling from
NPFC.

ﬁf; National Pollution Funds Center

Funding Today for 2 Cleaner Tomarrow

Acting on behalf of: Sector Boston Logout’

The CANAPS wizard will guide you through the steps to request a new project number and
ceiling or to amend a previously opened project. Use of this system Is restricted to authorized
Coast Guard and Environmental Protection Agency (EPA) users only. Unauthorized use is
prohibited.

Due to the drawdown of the OSLTF Emergency Fund to support the DEEPWATER HORIZON
response efforts, effective immediately all initial FPNs will be limited to a MAX of $50,000. All
requests for increases above that amount must be made to the Case Officer or the NPFC
Duty Officer (after business hours). Any ceiling increases will be limited to the amount
necessary to fund operations for a 2 week period

. W j Nizard i Change Ceiling
This wizard allows you to request a new project number Increase or decrease the celling for an existing project
and ceiling from the NPFC

O Cancel Project & Check Project Ceiling
Cancel a previously opened project - use only when no Check the celling for a previously opened project
funds have been expended

@ CANAPS FADs & CANAPS POCs
Check for the answers to many common questions in Points of Contact for CANAPS questions and issues

CAMNAPS FAQ

& Change Account Settings
Change your CANAPS account settings (.e. Unit ID)

Figure 7-1 New Project Wizard Link
The FOSC/POC Information (Step 1 of 5) screen appears.

7.1 FOSC/POC Information (Step 1 of 5) Screen

The FOSC/POC Information (Step 1 of 5) screen allows users to enter information about the
Federal On-Scene Coordinator (FOSC)/POC.

NOTE: Click the Step 1 Help link located in the top left corner of the FOSC/POC Information

(Step 1 of 5) screen for more detailed information regarding each of the fields.

CANAPS User Guide, October 11, 2012
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e —
‘_ﬂ FOSC/POC Information (Step 1 of 5)

Click the Step 1 Help link
for usefultips on *Indicates a Required Field.

completing the FOSC/POC FOSC Unit [ =

Information screen.

POC/FOSC Name |
POC/FOSC Phone Number |

POC/FOSC Fax Number [
POCFOSC Email |

Requestor's Name [

Requestor’s Phone [

Confirmation Email Address{es)

Enter Requestor Email first, separate multiple Email addresses by sami-colon(;] or commal, ).

Once all required fields have been
completed, click the Next button to|
proceed to the Next screen. An
asterisk (*) indicates a required

field.

Figure 7-2 FOSC/POC Information (Step 1 of 5) Screen
To complete the FOSC/POC Information (Step 1 of 5) screen, complete the following steps:

1. Click the down arrow next to the FOSC Unit field, and then select the appropriate {FOSC
Unit} from the drop-down menu. This is a required field.

NOTE 1: The FOSC Unit field defaults to the {unit you are logged in under}. For example,
Sector Boston.

NOTE 2: If necessary, a project may be requested on behalf of another unit. However, this
should not be done without the prior concurrence of the {responsible unit}. If acting
as a surrogate (requesting a project for another unit), then select {that unit} from the
drop-down menu.

2. Enter the {name of the POC/FOSCY} in the POC/FOSC Name field. This is a required field
and accepts free text data. The format for this field is
{Title/Rank,First Name,Last Name,Suffix} (for example, LT JOHN DOE, Jr.).

3. Enter the {telephone number of the POC/FOSC} in the POC/FOSC Phone Number field.
This field accepts numeric characters, dashes (-), and spaces.

4. Enter the {fax number of the POC/FOSCY} in the POC/FOSC Fax Number field. This field
accepts numeric characters, dashes (-), and spaces.

5. Enter the {e-mail address of the POC/FOSCY} in the POC/FOSC Email field. This is a free
text field.

6. Enter the {name of the Requestor} in the Requestor’s Name field. This is a required field
and accepts free text data. The format for this field is
{Title/Rank,First Name,Last Name,Suffix} (for example, LT JOHN DOE, Jr.).

7. Enter the {telephone number of the Requestor} in the Requestor’s Phone field. This field
accepts numeric characters, dashes (-), and spaces.
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8. Enter the {e-mail address of the Requestor and any additional individuals} in the
Confirmation Email Address(es) field. This is a required field and must be in the following
format. {text}@{domain name}, for example janedoe@aol.com.

NOTE: The requestor’s e-mail address must be entered first in the Confirmation Email
Address(es) field. A maximum of 25 e-mail addresses can be entered in the
Confirmation Email Address(es) field. E-mail addresses must be separated by a
comma (,) or a semicolon (;).

9. Click the Next button (;"Eﬂ 22

NOTE: All required information must be entered prior to clicking the Next button (@
The Incident Information (Step 2 of 5) screen appears.

N

N

7.2 Incident Information (Step 2 of 5) Screen

The Incident Information (Step 2 of 5) screen allows users to enter information about the
incident or threat of incident.

NOTE: Click the Step 2 Help link located in the top left corner of the Incident Information (Step
2 of 5) screen for more detailed information regarding each of the fields.

Gzt —
'\ Incident Information (Step 2 of 5)

Click the Step 2 Help link for

useful tips on completing
the Incident Information Incident Date [7/15/2009
screen.

w Fe
Indicates a Required Field.

Incident Location |

Incident State [ =

Navigahle Body of Water |

Type of Product Spilled I

Amount Spilletll Units LI
MISLE Case/Activity Numl)ell

NRC Incident Number |

Responsible Party I

Is there a related CERCLA Project? (Only complete for " Yes
applicable Oil Projects.) & No

(),

Once all required fields have,
¥ been completed, click the
Next button to proceed to

the next screen.

Figure 7-3 Incident Information (Step 2 of 5) Screen
To complete the Incident Information (Step 2 of 5) screen, complete the following steps:

1. Enter the {date of the incident} in the Incident Date field. This is a required field and
accepts free text data. The format for the date is {MM/DD/YYYY} (for example,
07/15/2009).

NOTE: The Incident date defaults to the current date. This field may be changed to a prior
date, but not one in the future.

2. Enter the {location of the incident} in the Incident Location field. This is a required field
and accepts free text data up to 100 alphanumeric characters. The location may be the city,
county, mile marker, or buoy number where the incident occurred.
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Click the down arrow next to the Incident State field, and then select the appropriate
{state} from the drop-down menu (or type the {first letter} of the state to more quickly
locate the correct state). This is a required field.

Enter the {navigable body of water the incident occurred} in the Navigable Body of
Water field. This field accepts free text data.

NOTE: The Navigable Body of Water field is a required field if Qil is selected from the Type of

Product Spilled drop-down menu.

Click the down arrow next to the Type of Product Spilled field, and then select the
appropriate {product} from the drop-down menu. The only option available to EPA users is
oil. Thisis arequired field.

Enter the {numeric quantity} of the {product} spilled in the Amount Spilled field. This
field accepts numeric characters only.

NOTE: If a {unit of measure} is selected from the Units drop-down menu, then the Amount

10.

11.

12.

NOTE: All required information must be entered prior to clicking the Next button (@ .

Spilled field becomes a required field.

Click the down arrow next to the Units field, and then select the appropriate {unit of
measure} from the drop-down menu.

Enter the {MISLE Case or Activity Number} in the MISLE Case/Activity Number field.
This field accepts free text data.

Enter the {NRC Incident Number} in the NRC Incident Number field. This field accepts
free text data.

Enter the {name of the responsible party} in the Responsible Party field. This field
accepts free text data.

If this incident/threat involves un-mixed Oil and Hazmat products, then check Yes to indicate
that a related CERCLA project is also being opened. Only complete for the applicable Oil
cases.

Click the Next button @ )

N

The Spill Information (Step 3 of 5) screen appears.
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7.3 Spill Information (Step 3 of 5) Screen
The Spill Information (Step 3 of 5) screen allows users to enter information about the spill.

NOTE: Click the Step 3 Help link located in the top left corner of the Spill Information (Step 3
of 5) screen for more detailed information regarding each of the fields.

() — . — ———
"\\ Spill Information (Step 3 of 5)
\ Click the Step 3 Help link )
for usetultips on Wby & Begu ed Pkl
completing the Spil . =
Information screen. 3

Add#ional Comanen s

Once all required fislds have
been com) pleted, click the Next
Bbutten to proceed to the next ————— © C@

screen.

Figure 7-4 Spill Information (Step 3 of 5) Screen
To complete the Spill Information (Step 3 of 5) screen, complete the following steps:

1. Click the down arrow next to the Source of Spill/Threat field, and then select the {source of
the spill/threat} from the drop-down menu. This is a required field.

2. Click the down arrow next to the Vessel Type field, and then select the {type of vessel}
from the drop-down menu.

NOTE: Vessel Type field becomes a required field if Vessel COFR or Vessel NON_COFR is
selected from the Source of Spill/Threat drop-down menu. If Mystery is selected from
the Source of Spill/Threat drop-down menu, then the Vessel Type, Vessel/Facility
Name, and Vessel Identification Number (VIN) fields become inactive.

3. Enter the {name of the vessel or facility} in the Vessel/Facility Name field. This field
accepts free form text data.

NOTE: Vessel/Facility Name field becomes a required field if a value other than Mystery is
selected from the Source of Spill/Threat drop-down menu. If Facility is selected from
the Source of Spill/Threat drop-down menu, then the Vessel/Facility Name field
becomes the Facility Name field. If Vessel NON_COFR or Vessel COFR is selected
from the Source of Spill/Threat drop-down menu, then the Vessel/Facility Name field
becomes the Vessel Name field.

4. Enter the {vessel's identification number} in the Vessel Identification Number (VIN)
field. This field accepts free form text data; however is disabled if Mystery is selected in the
Source of Spill/Threat drop-down menu.

5. Click the down arrow next to the Has the FOSC Made Determination of a Substantial
Threat of a Discharge or Release?, and then select the appropriate {value} from the drop-
down menu.
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NOTE: Has the FOSC Made Determination of a Substantial Threat of a Discharge or
Release? field becomes a required field if a numeric value is not entered in the Amount
Spilled field on the Incident Information (Step 2 of 5) screen.

6. Enter a {description of the threat} in the Description of Substantial Threat field. This
field accepts free form text data.

NOTE: Description of Substantial Threat field becomes a required field if Yes is selected from
the Has the FOSC Made Determination of a Substantial Threat of a Discharge or
Release? drop-down menu.

7. Enter the {numeric quantity of the amount that could be spilled} in the Potential Amount
that Could be Spilled field. This field accepts free form text data.

NOTE: If a {unit of measure} is selected from the Units drop-down menu, then the Potential
Amount that Could be Spilled field becomes a required field.

8. Click the down arrow next to the Units field, and then select the appropriate {unit of
measure} from the drop-down menu.

9. Enter any {additional comments} in the Additional Comments field. This field accepts
free form text data up to a maximum of 2000 alphanumeric characters.

10. Click the Next button (& .

NOTE: All required information must be entered prior to clicking the Next button( @
The FOSC Response Information (Step 4 of 5) screen appears.

N

N
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7.4 FOSC Response Information (Step 4 of 5) Screen
The FOSC Response Information (Step 4 of 5) screen allows users to request a project ceiling.

NOTE: Click the Step 4 Help link located in the top left corner of the FOSC Response
Information (Step 4 of 5) screen for more detailed information regarding each of the
fields.

) —
k FOSC Response Information (Step 4 of 5)

Click the Step 4 Help link for
useful tips on completing the

FOSC Respense Information
scresn FOSC Action Commence Date: 5472010

“Indicates a Required Fiekd

Estimated CG Perscnne 1 & Equipment Costs (CG Cases on yl:

Estimate: d OSLTFICERCLA Costs (e.g., Contractor, Travel, etc.):

Total Estimated Project Costs: Once all required fields have

been completed, click the Next
( ) button to proceed to the Next

nnnnnn

Figure 7-5 FOSC Response Information (Step 4 of 5) Screen
To complete the FOSC Response Information (Step 4 of 5) screen, complete the following steps:

1. Enter the {action commencement date} in the FOSC Action Commence Date field. This
is a required field and accepts free text data. The format for the date is {MM/DD/YYYY} (for
example, 12/07/2009).

NOTE 1: The FOSC Action Commence Date defaults to the current date. This field may be
changed to a prior date, but cannot be prior to the Incident Date.

NOTE 2: The Estimated CG Personnel & Equipment Costs (CG Cases only) field is presently
inactive. When activated in a later version of CANAPS, it will capture estimated CG
personnel and equipment costs.

2. Enter the {estimated OSLTF/CERCLA costs} in the Estimated OSLTF/CERCLA Costs
(e.g., Contractor, Travel, etc.) field. This is a required field and accepts numeric
characters.

NOTE: Please consider the following when entering the requested amount in the Estimated
OSLTF/CERCLA Costs (e.g., Contractor, Travel, etc.) field:

e If the amount requested is greater than $50,000, you will be prompted to confirm the
amount

e Please be advised that the NPFC and EPA have established ceiling thresholds in order
to manage OSLTF and CERCLA funds

e CANAPS will only issue a ceiling up to the allowable threshold

e The confirming e-mail message will advise you of the amount authorized and provide
additional information if the amount requested exceeded the threshold

e The system will automatically notify the NPFC if you have requested a higher ceiling.

3. The system will automatically calculate the sum of the Estimated CG Personnel &
Equipment Costs (CG Cases only) and the Estimated OSLTF/CERCLA Costs (e.g.,
Contractor, Travel, etc.) fields and display the total in the Total Estimated Project Costs
field.
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4. Click the Next button (@ .

NOTE 1: All required information must be entered prior to clicking the Next button (@ :
NOTE 2: If the amount requested is greater than $50,000, then the amount must be confirmed

by clicking the Next button (@) a second time, as shown in the following
figure.

ph—

FOSC Response Information (Step 4 of 5)

“indicwtes & Required Fisid.

onhirmn by chcking nexd ao; __:.D

(Teiing amount is greater than § 0. C

FOSC Action Commance Dato: 542010 ¢

Estimated CG Parsonnel | & Equipment Casts [C6 Cases anly): I I
Estimated OSLTF/CERCLA Costs (u.g., Contractor, Travel, ete): 00000 *
Total Estimated Project Costs: —————— [i00000 0
If the amount requested is greater
than $50,000 and the Next butten
has been clicked, then the system

will prompt you to confirm by
clicking Next again.

Figure 7-6 Confirm Requested Amount Screen
The CGMS Message Information (Step 5 of 5) screen appears.

7.5 CGMS Message Information (Step 5 of 5) Screen

The CGMS Message Information (Step 5 of 5) screen allows users to address the CGMS
message.

NOTE: Click the Step 5 Help link located in the top left corner of the CGMS Message
Information (Step 5 of 5) screen for more detailed information regarding each of the
fields.

To complete the CGMS Message Information (Step 5 of 5) screen, complete the following steps:

NOTE: A list of default addressees appears in a read-only format. This section of the screen
lists all the addressees to whom the official CGMS message will be sent automatically.

1. Select any {additional addressees} from the Additional Addressees list.

NOTE: Hold down the CTRL key while highlighting items with the mouse to select more than
one additional addressee.

2. Enter a {message reference} in the Message Reference (optional) field, if desired. This
field accepts free form text data.

3. Click the Next button (@).

The Confirm Information screen appears similar to the following figure.
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Confirm Information

Raquasting Link: SECTOR BALTIMORE POCIFOSC Name: EDWARD CULLEN
Requaestor Name: EDWVARD CULLEN POCIFOSC Phana:
Requestor Phone: SE5R6TEI09 POCIFOSC Fax:
Requestor Email: MALINA MU COYEUSCE.MIL POCIFOSC Email: EDVWARDLCULLENEVAMPS.COM
Requestad Ceiling: $100,000.00 Body of Water: BALTIMORE HARBOR
Incidant Date: 542010 Commaence Date: 542010
Incident Location: BALTIMORL HARBOR Incident State: MARYLAND
Amount Spilled: Related CERCLA Project: NO
Type of Product Spilled: UNKROWH Sowce of Spill: MYSTERY
VassalT acility Nama: Vessel Typa:
Responsible Party: MISLE Case Numbser:
VIN: Potantial Aum
Substantial Threat: L] HRC Incident Mumber:
Description of Substantial Threat: Message Reference:
Additlonal Comments:
([Submit FPNICPN Request o the NPFc_>3
* Ploase Review the information on this screen to ensure it ks correct. Click the “Rack™ Button on the browser to return to the previous screens to make any necessary edits.

Click the Submit FPNICPN
Request to the NPFC>
button to submit your

request to the NPFC.

Figure 7-7 Confirm Information Screen

4. Ensure all information on the Confirm Information screen is correct, and then click the
Submit FPN/CPN Request to the NPFC button (Submit EPN/CPN Request to the NPEC)

NOTE: If anr information on the Confirm Information screen is incorrect, click the Back button

(=) in the Web browser as many times as needed to return to the screen the
{incorrect data} is located.

The CANAPS Response screen appears and a read-only message indicating your
request has been processed and a CGMS message will be sent out is displayed.

CANAPS Response

Your request has been processed and a CGMS message will be sent out. The project information is displayed below.
You will alse receive an email with this informatien. The NPFC case officer has been notified. Please print out this
screen in case the Confirmation Email is delayed.

Incident Name: MYSTERY - B03901
Incident Date: 7/15/2009
Incident Location: BALTIMORE
FPN/CPN: B0O3901
Accounting Suing: 2HSZ/101/950/B03901/33285XXXX
DCN: DDVO3/243HXANYY
Approved Ceiling: $50,000.00
Type of Product: HRZARDOUS MATERIAL
Amount Spilled:
Source of Spill: MYSTERY
Case Officer Name: MR. PAT RYAN
Case Officer Email: PRyan@hallston.usco.mil
Case Officer Phone: 2025556732

Return to Main Menu

Figure 7-8 CANAPS Response Screen

5. Click the Return to Main Menu button (IReturn to Main ME“'-‘) to return to the CANAPS
Welcome screen to perform another CANAPS function.
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7.6 New Project Confirmation E-mail Message

The CANAPS application creates a confirmation e-mail message once the Submit FPN/CPN
Request to the NPFC> button (Submit EPN/CPN Request to the NPECH) js clicked. The subject line
of the e-mail contains the {project number}, as well as the {type of CANAPS transaction} (for
example New CANAPS project, Update CANAPS Project, and so forth).

The body of the e-mail message includes, but is not limited to, the following: the {project
number}, the {project date}, the {total amount requested}, and the {approved total ceiling}.

NOTE: If the ceiling amount requested exceeds the established limit, then the message will
advise the {recipient} to contact the NPFC for additional funds.

The e-mail message also includes the Case Officer Name and contact information. The NPFC
Case Officer is assigned based on {FOSC district} for USCG cases and by {incident state} for
EPA cases.

Figure 7-9 New Project Confirmation Email
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7.7 New Project CGMS Message
Figure 7-10 is an example of the CGMS message that CANAPS creates once the New project

wizard is completed. The body of the CGMS message includes, but is not limited to the
following: the new {project number}, the {authorized ceiling}, the {NPFC Case Officer

Contact} information, and the {accounting string} information.

The project number
and the authorized | —"

ceiling amount.

NPFC POC /
information and

the accounting
line information.

P 0603252 JUL 07
FM COMCOGARD NPFC WASHINGTON DCHCANAPSH
TO COMCOGARD SECTOE BOSTON M
INFO COGARD NATIONAL RESPONSE CENTER WASHIN GTON DC
CCGDONE BOSTON MA/SDRDERM
COGARD ASTFORT DIX NI
COGARD FINCEN CHESAPEAKE VANOGH
COGARD SILC NORFOLE VAYPCR-1/f
COMDT COGARD WASHINGTON DCHCG-3R/CG-3RPPY
BT
UNCLAS/H 16465/
SURI_FPN MOTIFICATION MARSH HARBOR MARIVA — BO7053
1._FPN ISSUED FOR THIS RESPONSE I3 B07053
(2. AUTHORIZED CEILING. $500,000.00 D
3. PROIECT DATES:
A INCIDENT DATE: 05 JUL 2007
B. FOSC ACTION COMMENCE DATE: 05 JUL 2007
C. DATE PROJECT CREATED: 05 ITUL 2007
4, INCIDENT LOCATION: MARSH HARBOR MARINA, NH
3. BODY OF WATER. NEW RIVER
6. SUSPECTED SOURCE: FACILITY
7
g
9

ESTIMATED QUANTITY OF CIL DISCHARGED: 55 Barrels

FOSC DETERMINATION OF SUBSTANTIAL THREAT: U

DESCRIPTION OF SUBESTANTIAL THREAT: TN/

10. EST POTENTIAL QUANTITY THAT COULD BE DISCHARGED: N/A

11. PROJECT LONG NAME: MARSHHARBOR MARINA AND BOAT SALES/RENTALS
COMPANTY FIRE.

12, INCTDENT DESCRIPTION: MARTNA AND BOAT SELLER FACILITY CAUGHT FIRE.

13. NPEC POINT OF CONTACT
A NAME: MR PATRYAN
B. PHONE: (202)483-6732
C. CELL PHONE: (202)841-5929
D. EMATL: PATRICK. E RYAN@USCG.MIL

14, FOSC POINT OF CONTACT
A MAME: HENRY SMITH
B. PHONE: N/4
C. FAI: Ni4
D_EMATL: TS

15, CAS ACCOUNTING STRING: 2/H/SZM101/85/0/B07053/27010 320, WHERE X300
IS OBIECT CLASS.

16. DOCUMENT CONTROL MUMBER: DD/OF/24/WH/XB/YYY WHERE DD IS THE
DOCUMENT TYPE AND YYY IS THE UNIT SEQUENCE NUMEEE.

17. FOLLOW MPFC TOPS FOR FUND MANAGEMENT, CEILING MAMAGEMENT, AND
RESQURCE DOCMENTATION.

18 POLREPS
A ON ALLPOLREPS FOR THIS CASE, FOSC MUST INCLUDE COMCOGARD

NPEC, COGARD FINCENT {0GQ), COGARD NSFCC, AND COMCOGARD MLC
LANT AS INFO ADDEESSEES

B INCLUDE AUTHORIZED CEILING AND DATLY COST DATA TN POLEEPS

19. CONTRACTING INFO:

A TF HIRING A CONTRACTCE. UNDER. A BOA, ENSURE AN ATP
(AUTHORIZATION TC PROCEED) MESSAGE IS ISSUED. OTHERWISE, IF
OTHER CONTEACTING SUFPPORT IS REQUIRED, CONTACT MLCA (FCP-2)
CERTIFY CONTRACTOR INVCICES TAW MLC PROCEDURS. CONTACT MLCA
(FCP-2) IF QUESTICHS ARISE.

20. ALL PEFAS SHOULD BE OBLIGATED IN FPD BY THE UNIT. FORWARD PRFAS,
THEIR CERTIFIED INVOICES, AND SUPPORTING COST DOCUMENTATION TO
THE NPFC POC NOTED ABOVE.

21 ALL OBLIGATIONS COMPLETED BY THE UMIT (L E, FURCHASE ORDERS) WILL
BEPAID BY THE FINANCE CENTER. ENTER OBLIGATIONS IN FPD. FORWARD

CERTIFIED INVOICES IAW STANDARD PROCEDURES TO THE FINANCE CENTEE.

22. THIS MESSAGE WAS AUTOMATICALLY GEMERATED BY THE CANAPS 3YSTEM.
23 CIMS_EMATL FPN: B07053 TYPE: CEILING AUTHORIZATION

24, CANAPS ID 0603252 TUL 07

ET

TN

Figure 7-10 New Project CGMS Message
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8. HOW TO CHANGE A PROJECT CEILING

CANAPS has a Change a Project Ceiling Wizard that allows users to increase or decrease the
ceiling for an existing project.

To change a project ceiling, complete the following steps:
t

Enter the Project Number

wn
D
=

. Review the selected project information and enter the new ceiling amount

Address the CGMS Message

Confirm the information and submit the request

}:;)
—t
D
N

}:;)
—t
D
w

}:;)
—t
D
b

. 5: Receive the CANAPS response and confirmation messages (e-mail and

CGMS).

NOTE: Refer to Section 8.6, Amended Project Confirmation E-mail Message through Section
8.7, Amended Project Confirmation CGMS Message for examples of the confirmation e-
mail and CGMS confirmation messages.

}-(':)
—
D

8.1 Entering the Project Number

To enter the Project Number, complete the following steps:

1. Click the Change a project ceiling link (located on the CANAPS Welcome screen).
The Change a Project’s Ceiling screen appears.

Change a Project's Ceiling

Please enter the Project Number whose ceiling you wish to change.
Project Number: P10019

‘ Enter the Project
— Number, and then
click the Next

button.

Figure 8-1 Change a Project’s Ceiling Screen

2. Enter the {project number whose ceiling you wish to change} in the Project Number
field.

3. Click the Next button (;N‘Ht =2

p—
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NOTE: A project number must be entered prior to clicking the Next button (@
The Project Information screen appears similar to the following figure.

N

™) ®— | Clickthe Help ik to view
useful tips on completing the

Project Information screen. Pf’o_{ecf ]'nformaﬁon

001g Incidant Description:
MYSTERY - PADDS Case Officer: MR PAT RYAN
Incident State: MARYLAND
CG Obligations & Expenditures: ]
OSLTF/CERCLA Obligations & Expandituras: $0.00
$55,000.00 Total Obligations & Exponditures: $0.00
WYSTERY Vessel Type:
Arnount Spilled: 5 BARRELS
BALTIMORE HARBOR Responsible Parry:
S252010 Type of Product Spilled: ol
BALTIMORE HARBOR

POCFOSC Hame: EDWARD CULLEN
POCFOSC Phone:

(304)268.5152

Mow G Cost Estimate: [
Hew OSLTFICERCLA Ceiling:

MALINA M MCCOYGUSCG MIL
Hoew Total Ceiling: .

(Once all required information
has besn entered, click the
Next button.

Figure 8-2 Project Information Screen

8.2 Entering a New Ceiling Amount

Review the following information on the Project Information screen to ensure the correct project
information is being displayed:

e Project#

e Incident Name

e Current Ceiling

e Obligations and Expenditures

NOTE: If the Current Ceiling Total is less than the Obligations and Expenditures amount, then
the user will have to confirm the variance is intended. NPFC will be notified of the
variance and will contact the POC/FOSC to resolve the issue.

e Vessel/Facility Name
e Body of Water

e Incident Date

e Incident Location

e Case Officer

e Incident State

e Source of Spill

e Vessel Type
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e Amount Spilled
e Responsible Party
e Type of Product Spilled.

If the incorrect project information is being displayed, click the Back button (@) in the Web
browser to return to the previous screen to re-enter the correct project number.

Once it has been determined the correct project information is being displayed, complete the
following steps to change the project’s ceiling:

1. Enter the {name of the requestor} in the Requestor’s Name field. This is a required field
and accepts free text data. The format for this field is
{Title/Rank,First Name,Last Name,Suffix} (for example, LT JOHN DOE, Jr.).

2. Enter the {telephone number of the requestor} in the Requestor’s Phone field. Thisisa
required field and accepts free text data.

3. Enter a {new ceiling amount} in the New Ceiling field. This is a required field and accepts
free text data.

NOTE 1: CANAPS will only issue a ceiling up to the allowable threshold. Threshold values
may vary at times due to the availability of funds.

NOTE 2: The confirmation e-mail message will advise you of the amount authorized and
provide additional information if the amount requested exceeded the threshold. The
system will automatically notify the NPFC that you have requested a higher ceiling.

4. Enter the {e-mail address of the requestor and any additional individuals you want the
new Project Information sent to} in the Confirmation Email Address(es) field. Thisisa
required field and accepts free text data.

NOTE: The requestor’s e-mail address must be entered first in the Confirmation Email
Address(es) field. A maximum of 25 e-mail addresses can be entered in the
Confirmation Email Address(es) field. E-mail addresses must be separated by a
comma (,) or a semicolon (;).

5. Ensure the {name} in the POC/FOSC Name field is correct. If it is incorrect, update
accordingly. This is a required field and accepts free text data.

NOTE: The name in the POC/FOSC Name field is automatically populated with data from the
most recent prior CANAPS transaction for the selected case.

6. Ensure the {telephone number} in the POC/FOSC Phone field is correct. If it is incorrect,
update accordingly. This field accepts free text data.

NOTE: The name in the POC/FOSC Phone field is automatically populated with data from the
most recent prior CANAPS transaction for the selected case.

7. Ensure the {fax number} in the POC/FOSC Fax Number field is correct. If it is incorrect,
update accordingly. This field accepts free text data.

NOTE: The name in the POC/FOSC Fax field is automatically populated with data from the
most recent prior CANAPS transaction for the selected case.
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8. Ensure the {e-mail address} in the POC/FOSC Email field is correct. If it is incorrect,
update accordingly. This field accepts free text data.

NOTE: The name in the POC/FOSC Email field is automatically populated with data from the
most recent prior CANAPS transaction for the selected case.

9. Once all required fields have been completed, click the Next button (@).

NOTE: If the ceiling amount requested is greater than $50,000, you will be prompted to confirm
(Hext >3]

the amount by clicking the Next button ) a second time.

The CGMS Message Information screen appears.
8.3 Addressing the CGMS Message

The CGMS Message Information screen, as shown in the following figure, allows users to
address the CGMS message.

.C s i) Click the CGMS3 Help link for
‘\\

useful tips on completing the ——

— | CGM3 Message Information | CGMS Message Information

Default Addiessess

Additional Addressees

Message Referonce {optlonaly

Figure 8-3 CGMS Message Information Screen
To address the CGMS Message, complete the following steps:

NOTE: A read-only list of Default addressees is displayed at the top of the screen. This is a list
of all of the addressees to whom the official CGMS message will be sent to
automatically.

1. Select {additional addressees} from the Additional Addressees drop-down menu.

NOTE: Hold down the CTRL key while highlighting addressees with the mouse to select more
than one additional addressee.

2. Enter a {message} in the Message Reference (optional) field, if necessary.

3. Click the Next button @.

The Confirm Project Change Information screen appears similar to the following
figure.

CANAPS User Guide, October 11, 2012 Page 28



FOR OFFICIAL USE ONLY

Confirm Project Change Information

Project 8

Incident Name:

Project Long Mame:
Incident Date:

Incidant Location:

Incident Description:

Case Officer:

New CG Cost Cailing:

New OSLTFICERCLA Ceiling:
New Total Ceiling:
Requestor Nam:

Requestor Phane:
Confirmation Email Address:
FOSCIPOC Hame:
FOSCPOC Phona:
FOSCPOC Fax:

FOSCPOC Email:

CGMS Message Ref:

P10019
Mystary - P10019

SRHI010
BALTIMORE HARBOR

MR PAT RYAN

$75,000.00

$75,000.00

EDWARD CULLEN
42645152
MALINAMMCCOYEUSCGMIL
EDWARD CULLEN
3042645152

MALINA M IACCOY S SOGMIL
TEST

—

Submit Change Req B

« Please review the information on the screen to ensure it is correct. Click the “Back™ butipn on the browser to return to previous screens to make any necessary edits.
Once it has been determined
the information on the sereen
is correct, click the Submit

Change Regquest button te
submit the request.

Figure 8-4 Confirm Project Change Information Screen

8.4 Confirming the Information and Submitting the Change Request

The Confirm Project Change Information screen allows users to submit change requests for
processing.

To submit a change request, complete the following steps:

1. Confirm the {project information} displayed on the screen is correct.

NOTE: If the incorrect project information is being displayed, click the Back button () in
the Web browser to return to the previous screen(s) to make any {necessary edits}.

2. Click the Submit Change Request button ([Submit Change Reguest]) to submit the request.
The CANAPS Response screen appears.
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8.5 CANAPS Response

The CANAPS Response screen confirms the change request has been submitted for processing.

The Response screen also displays the project’s {new approved ceiling amount}, and issues a
confirmation e-mail message to the {specified addressees}.

- E,‘HIAPS Response

o moen Case Oifflcen: M AT AN
incldent Name; MVSTIRY . 03501 Incident State:

[T ol Celling: ¥500,000.00

f
|
New project
ceiling.

THE COVE Respomible Paity:;
PACKIC OCEAN PAFK Type of Product Spilled: 00

Click the Return to Main

Menu fink to return to the [—————————# 6elurn ta Miain ieni}
(CANAPS Main Menu screen. | P p——

Figure 8-5 Newly Approved Project Ceiling Amount

NOTE 1: If an amount is requested that exceeds the established limit, the system will only issue
a ceiling up to the defined limit and a message near the bottom of the screen will
advise you to contact the NPFC Case Officer to request additional funds.

NOTE 2: A copy of the CANAPS Response screen should be printed out in the event the
confirmation e-mail message is delayed.

Click the Return to Main Menu button (IReturn to Main ME““) to return to the CANAPS
Welcome screen to perform another CANAPS function.
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8.6 Amended Project Confirmation E-mail Message

The CANAPS application creates a confirmation e-mail message once the Submit Change

Request button ([Submit Change Reguest]) js clicked. The subject line of the e-mail contains the
{project number}, as well as the {type of CANAPS transaction} (for example New CANAPS
project, Update CANAPS Project, and so forth).

NOTE: If the ceiling amount requested exceeds the established limit, then the message will
advise the {recipient} to contact the NPFC for additional funds.

The body of the e-mail message includes, but is not limited to, the following: Project Number,
the Previous Total Ceiling, Total Amount Requested, Approved Total Ceiling, and so forth.

Important project
information.

From: AutoResponseCANAPS@ballston uscg.mil
Sent  Tuesday. December 08, 2009 2:19 PM

To: McCoy, Malina CTR

Subject BO7053 - Update CANAPS Project

CAMNAPS has processed a CEILING TPDATE REQUEST. Below is all of the information
entered by the user or calculated by CANAPS. This Email serves as confirmation that the
request has been processed. An official Coast Guard Messaging System (CGMS) message will
be automatically generated.

Eecipients are reminded that the issuance of this project number and ceiling does not in any way

change the authorizations or restrictions in the instructions/guidance for emergency acquisition
procedures.

If vou need to contact someone after business hours (Eastern Time), page the NEFC Case Duty
Officer (CDO) at (300Y759-7243 PIN#2073306.

CANAPS Transaction Type: CEILING UPDATE
roject Mumber: BO7053
Ceiling Update Date: 08 DEC 2009,
Tncident Date: 08 DEC 2009
Incident Iame: MARZH HARBOER MAETNA - BO7053
Previous CG Cost Ceiling: Mo Data Entered
Previcus OSLTE/CERCLA Ceiling: $500,000.00

revious Total Ceiling: $500,000 OE_)
CG Cost Ceiling Fequested No Data Entered
OETTECERCTA Ameonnt Begquested: $425 000 00

otal Amount Requested 425 000.@
Approved CG Cost Ceiling: Mo Data Entered
Approved OSLTE/CERCLA Ceiling: F425.000.00

pproved Total Ceiling: 425 UUU.UD

CG Cost Obligations/Expenditures: Mo Data Entered
OSLTEF/CERCLA Obligations/Expenditures: $0.00

Total Obligations/Expenditures $o.00

Incident Lecation: MARSHHARBOR MARIN A
Incident State NH

FOSC Umt: Sector Bosten

POCFOSC Mame: EDWARD CULLEN
POCFCEC Email: Mo Data Entered

POCFCOSC Phone: Mo Data Entered

POCFOEC FAI Mo Data Entered

Eequesting TTnit Sector Boston

Eequestor Mame: JAWE DOE

Eequestor Phone: (555)555-5555

Eequestor Email Address(es): JANE M DOE@somedomain cotm
CGMS Feference:

Case Officer Mame:
Cage Officer Phone
Case Officer Cell Phone:
Casge Officer FAX:

Cage Officer Email:

Mr. John Dee
(5551867-5309
(55518675309
(5551555-5555
John A Dee@uscg mil

Figure 8-6 Amended Project Confirmation E-mail Message
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nfirmation CGMS Message

Figure 8-7 is an example of the CGMS message that CANAPS creates once a project has been
amended. The {project number} and the {type of transaction} are contained in the Subject
line of the CGMS message. The newly approved {ceiling amount} can be found in line 1 in the

body of the e-mail message.

—

Project number and

type of transaction

can be found in the
Subjectline.

P 06032582 DEC 09

FM COMCOGARD NPFC WASHINGTON DC/CANAPSH

TO COMCOGARD SECTOR BOSTON MA

INFO COGARD WATIONAL RESPONSE CENTER WASHINGTON DC

CCGDONE BOSTON/DE/DRIA

COGARD ASTFORT DI NT

COGARD FINCEN CHESAPEAKE VANOGH

COGARD SILC NORFOLE VA/PCB-1//

COMDT COGARD WASHINGTON DC/fCG-3R/CG-3RPPRS/

ET

THNCTASHITAA65
CS_U'BI EPM CEILING AMENDMENT FOR MARSH HARBOR MARTNA — BO?O@
<], ATTHORIZED CEILING I3 CHANGED FEOM $500,000,00 TO $425,000.00 >

2. CEILING CHANGE DATE: 08 DEC 2008. \

3. INCIDENT LOCATICN: MARSH HAFBOR MARINA, NH
4. NPFCPOINT OF CONTACT:
A NAME: MR EDWARD CULLEN.

E. PHONE: (555)867-5309. New ceiling
C. CELLPHONE: (5551867-5309. amount.
D. FAX, (555)867-5309.
E EMATL: EDWARD V. CULLEN@USCG.MIL.
5 FOSC POINT OF CONTACT:
A NAME: HARRY POTTER.
E. PHONE: N/A
C FAX NiA
D. EMAIL: /A,
6 CAS ACCOUNTING STRING: 2/H/SZ/101/95/0/B07053/37010/330CK, WHERE Y0030
IS OBJECT CLASS.
7. DOCUMENT CONTROL NUMBER: DD/0%24/7/E/XB/YTY, WHERE DD IS THE
DOCUMENT TYPE AND YTY IS THE UNIT SEQUENCE NUMBER.
& FOLLOW NPFC TOPS FOR FUND MANAGEMENT, CEILING MANAGEMENT, AND
RESOURCE DOCMENTATION.
9 POLREPS
A ON ALL POLREPS FOR THIS CASE, FOSC MUST INCLUDE COMCOGARD
NPFC, COGARD FINCENT (OGQ), COSARD NSFCC, AND COMCOGARD MLC
LANT AS INFO ADDRESSEES.
E. INCLUDE AUTHORIZED CEILING AND DAILY COST DATA I POLREPS,
10, THIS MESSAGE WAS AUTOMATICALLY GENERATED BY THE CANAPS S YSTEM
11, CIMS_EMATL FPI: B07053 TYPE: CEILING AMENDMENT
12, CANAPS ID 0602292 DEC 09
BT
NI

Figure 8-7 Amended Project CGMS Message
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9. HOW TO CANCEL A PROJECT

CANAPS has a Cancel a Project Wizard that allows users to cancel a previously opened
project, provided no funds have been expended.

To cancel a project, complete the following steps:

Enter the Project Number

}-(;)
—
[9°}
=

. Review the selected project information and enter requestor information

Address the CGMS Message

Confirm the information and submit the request

‘:;)
—t
D
N

‘:;)
—t
D
w

‘:;)
—t
D
b

. 5: Receive the CANAPS response and confirmation messages (e-mail and

CGMS).

NOTE: Refer to Section 9.6, Cancelled Project Confirmation E-mail Message through Section
9.7, Cancelled Project Confirmation CGMS Message for examples of the confirmation
e-mail and CGMS confirmation messages.

F'j)
—
D

9.1 Entering the Project Number

To enter the Project Number, complete the following steps:

1. Click the Cancel a project link (located on the CANAPS Welcome screen).
The Cancel Project screen appears.

Cancel Project

Please enter the Project Numher whose ceiling you wish to cancel.

ot ok
" Enter the project
_ ‘\ number of the project

Note: Only projects for which no funds have been expended may be cancelled 1o b e, snd
: Only proj L L ay. e ek : then click Next.

Figure 9-1 Cancel Project Screen
2. Enter the {project number of the project you wish to cancel} in the Project Number field.
NOTE: Only projects for which no funds have been expended may be cancelled.

3. Click the Next button (NEXt>3})

NOTE: A project number must be entered prior to clicking the Next button (@ :
The Project Information screen appears.

N
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9.2 Enter Requestor Information

Review the information on the Project Information screen to ensure the correct project
information is being displayed. If the incorrect project information is being displayed, click the

Back button (@) in the Web browser to return to the previous screen to re-enter the correct
project number. Once it has been determined the correct project information is being displayed,
complete the following steps:

NOTE: Click the Help link, located in the top left corner of the Project Information screen, for
more detailed information regarding each of the fields.

) Click the Help link for useful
\_‘ tips on completing the e =
———|Project Information screen. Project Information

Mr. Pra Foyam
CALIFORMIA
Mhysteny
FERRY

k 1000 Gallons
The Cove Responsibls Pary: CHY st
20021122 Type of Product Spilled; 08

Raquastor's Mame: [Msins MeCay 4 POCFOSC Nama: [Mating MeCay
Requestors Phone: [roa-zag152 * POCFOSC Phene: [ros-z45182

maina mmecoyiuscgmil =

POCFOSC Fax Numbar: [

Confirmation Email Addressies): POCEOSE Email |
o0 POUFOSCEmai 3

Frier Raquestor Eraail et pagarate musSpie ol sddressas by va. rd;loe comeal,)

Is this the project you wish 10 cancel? M net. Press the "Back” button sn the browser to tetmn 1o the

previsus screen,
Hext>>

Figure 9-2 Help Link

1. Enter the {name of the requestor} in the Requestor’s Name field. This is a required field
and accepts free text data. The format for this field is
{Title/Rank,First Name,Last Name,Suffix} (for example, LT. JOHN DOE, Jr.).

2. Enter the {telephone number of the requestor} in the Requestor’s Phone field. This is a
required field and accepts free text data.

3. Enter the {e-mail address of the requestor and any additional individuals you want the
cancellation confirmation e-mail sent to} in the Confirmation Email Address(es) field.
This is a required field and accepts free text data.

NOTE: The requestor’s e-mail address must be entered first in the Confirmation Email
Address(es) field. A maximum of 25 e-mail addresses can be entered in the
Confirmation Email Address(es) field. E-mail addresses must be separated by a
comma (,) or a semicolon (;).

4. Ensure the {name} in the POC/FOSC Name field is correct. If it is incorrect, update
accordingly. This is a required field and accepts free text data.

NOTE: The name in the POC/FOSC Name field is automatically populated with data from the
most recent prior CANAPS transaction for the selected case.

5. Ensure the {telephone number} in the POC/FOSC Phone field is correct. If it is incorrect,
update accordingly. This field accepts free text data.

NOTE: The name in the POC/FOSC Phone field is automatically populated with data from the
most recent prior CANAPS transaction for the selected case.
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6. Ensure the {fax number} in the POC/FOSC Fax Number field is correct. If it is incorrect,
update accordingly. This field accepts free text data.

NOTE: The name in the POC/FOSC Fax field is automatically populated with data from the
most recent prior CANAPS transaction for the selected case.

7. Ensure the {e-mail address} in the POC/FOSC Email field is correct. If it is incorrect,
update accordingly. This field accepts free text data.

NOTE: The name in the POC/FOSC Email field is automatically populated with data from the
most recent prior CANAPS transaction for the selected case.

8. Once all required fields have been completed, click the Next button (@ .
The CGMS Message Information screen appears.

9.3 Addressing the CGMS Message
The CGMS Message Information screen allows users to address the CGMS message.

ph—

To address the CGMS Message, complete the following steps:

NOTE 1: Click the CGMS Help link, located in the top left corner of the CGMS Message
Information screen, for more detailed information regarding each of the fields.

NOTE 2: A read-only list of Default addressees is displayed at the top of the screen. This is a
list of all of the addressees to whom the official CGMS message will be sent to
automatically.

1. Select {additional addressees} from the Additional Addressees drop-down menu.

NOTE: Hold down the CTRL key while highlighting addressees with the mouse to select more
than one additional addressee.

2. Enter a {message} in the Message Reference (optional) field, if necessary.

3. Click the Next button (@).
The Confirm Project Cancellation screen appears, similar to the following figure.

Confirm Project Cancellation

Figure 9-3 Confirm Project Cancellation Screen
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9.4 Confirming the Information and Submitting the Change Request

The Confirm Project Cancellation screen allows users to submit the cancellation request for
processing.

To submit the cancellation request, complete the following:
1. Confirm the {project information} displayed on the screen is correct.
NOTE: If the incorrect project information is being displayed, click the Back button (@)in the
Web browser to return to the previous screens to make any {necessary edits}.
2. Click the Submit Cancel Request button (|Submit Cancel Request]) to submit the request.
The CANAPS Response screen appears.

9.5 CANAPS Cancellation Response

The CANAPS Response screen confirms the cancellation request has been submitted for
processing and informs the user a CGMS message will be generated and sent. A confirmation e-
mail message will also be sent to the {specified addressees} informing them of the cancellation.

CANAPS Response

Your request to cancel the project has been processed and a CGMS message will be sent. You
will receive an email confirming this information. The NPFC case officer has been notified.
The project has been Please print this screen in case the Confirmation Email is delayed.

cancelled. A CGMS

i — d
messagcwilbesentand rojecl Number:B03901

you will receive an e-mail "
message confirming the Incident Name:MYSTERY - BO3901
cancellation. Cancelled Ceiling: $900,000.00

e —
" -
‘ b Click the Return to Main

Menu link to return to the
CANAPS Main Menu

screen.

Figure 9-4 CANAPS Cancellation Response Screen

Click the Return to Main Menu button (|R'-’-“t"f“ to Main ME“'-‘) to return to the CANAPS
Welcome screen to perform another CANAPS function.

9.6 Cancelled Project Confirmation E-mail Message

The CANAPS application creates a confirmation e-mail message once the Submit Cancel
Request button ([Submit Cancel Request)) s clicked. The subject line of the e-mail contains the
{project number}, as well as the {type of CANAPS transaction} (for example New CANAPS
project, Update CANAPS Project, and so forth). The body of the e-mail message also contains
the new Total Approved Ceiling amount of $0.00
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Important project

The cancellation
notification shows the
Previous Total Ceiling

and the newly Total
Approved Ceiling of
$0.00 due to the
cancellation.

From: AutoResponseCANAPS @hballston uscg mil
Sent:  Tuesday. December 08, 2009 4:24 PM
To: McCov, Malina CTR

Subject: BO7053 - Cancel CANAPS Project

CANAPE has processed a PROJECT CANCELLATION REQUEST. Below iz all of the
information entered by the requestor or calculated by CANAPS  This Email serves as
confirmation that the request has been processed  An official Coast Guard Messaging System
(CGME) message will be automatically generated

If you need to contact someene after business hours (Eastern Time), page the INPFC Case Duty
Officer (CDO) at (800)759-7243 PIN#2073906

f 3 s @ANAPS Transaction Twpe;
information. pre

DROTECT CANCELLATIOE
roject Mumber: BO705
roject Cancellation Date 08 DEC 2009
Incident Date: 08 DEC 2009
Incident Mame: MARSH HARBOR MARINA - BO7053

Previous CG Cost Ceiling:
Previous OSLTE/CERCLA Ceiling:

Mo Data Entered
$425,000.00

evious Total Ceiling

$425 000.00

CG Cost Ceiling Requested
OSLTF/CERCLA Amount Requested:
Total Amount Requested:

CG Cost Approved Ceiling;

otal Approved Celing:

Mo Drata Entered
$0.00
$0.00
Mo Data Entered

£0.00

Incident Location
Incident State

FOSC Unit

POCIFOSC Mame
POCFOEC Email:
POCFOSC Phone:
POCFOSC FAX
Eequesting Unit:
Eequestor Matme:
Eequestor Phone:
Eequestor Email Address(es):
CGMS Reference:

Case Officer Name

Case Officer Phone:
Case Officer Cell Phone:
Case Officer FAX:

Case Officer Email:

MARSH HARBOR MARTNA
NH

Sector Boston

EDWARD CULLEN

Mo Data Entered

Mo Data Entered

Mo Data Entered

Sector Boston

JAME DOE

(555)555-5555

JANE M. DOE@somedormain. com

Mr. John Dee
(555)867-5309
(555)867-5309
(555)555-5555

John A Dee@usce mil

Figure 9-5 Cancelled Project Confirmation E-mail
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9.7 Cancelled Project Confirmation CGMS Message

Figure 9-6 is an example of the CGMS message that CANAPS creates once a project has been

cancelled.

NOTE: The {project number} and the {type of transaction} are contained in the Subject line

of the CGMS message.

P 0603252 DEC 09
FM COMCOGARD NPFC WASHINGTON DC/CANAPSH
TC COMCOGARD SECTOR BOSTON MA
INFO COGARD NATIONAL RESPONSE CENTER WASHINGTCN DC
CCGDONE BOSTOMN/DEDERIMA
COGARD AST FORT DID{ NJ
COGARD FINCEN CHES APEAKE WVANOGH
COGARD SILC NORFOLE VASPCE-1/
COMDT COGAED WASHINGTON DC{/CG-3R/CG-3RPP//
ET
UNCLAZHIT164654
CIRI_CANCELFPN AND CEILING FOR MARSH HARROR MARTNA = BO7053>
1. FPN B07053 I3STUED FOFR. THIS RESPCNSE IS CANCELLED.
AUTHORIZED CEILING IS CHANGED FROM $425,000.00 TO $0.00
DATE CASE CANCELLED: 08 DEC 09
FOSC CERTIFIES WO FEDERAL FUNDS EXPENDED ON THIS CASE.
FOSC POINT OF CONTACT:
A MNAME: HARRY POTTER.
B. PHONE: (555)867-5309.
C. FAX: (553)867-5309.
D. EMATL: N/A

L L

CIME_EMATL FPN: B07053 TYPE: CEILING CANCELLATION
CANAPS ID 0603292 DEC 09

T

NIRN

oo o

The Project
Number and type
of transaction are
containedin the
Subject line of the
CGMS message.

THIS MESZAGE WAS AUTOMATICALLY GEWNERATED BY THE CANAPS SYSTEM.

Figure 9-6 Cancelled Project CGMS Message
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10. CHECKING A PROJECT'S CEILING

The Check ceiling for a project menu option allows users to check the ceiling for a previously
opened project.

To check the ceiling for a project, complete the following steps:
1. Click the Check ceiling for a project link (located on the CANAPS Welcome screen).

The Check Project Ceiling screen appears.

Check Project Ceiling

Please enter the Project Number whose information you want to see.

Project Number: I

L, )
Enter the Project —

Number, and then click
the Next button.

Figure 10-1 Check Project Ceiling Screen
2. Enter the {project number whose ceiling you wish to check} in the Project Number field,

and then click the Next button (@).

NOTE: A project number must be entered prior to clicking the Next button @.

The Project Information screen appears displaying the project’s current ceiling.

Project Information

Figure 10-2 Project’s Current Ceiling

3. Click the Return to Main Menu button (IReturn to Main ME““) to return to the CANAPS
Welcome screen to perform another CANAPS function.

CANAPS User Guide, October 11, 2012 Page 39



FOR OFFICIAL USE ONLY

11. CHANGING ACCOUNT SETTINGS

Users and administrators have the capability of changing various settings assigned to a CANAPS
account, as described in the following sections.

11.1 Changing a User’s Default Unit

Users are assigned to a default unit that is used to automatically populate the unit information in
the CANAPS wizard when opening a new case. The default unit is managed by the individual
user. To change the default unit, a user can access the following form through the Change
Account Settings link (located on the CANAPS Welcome screen).

To change the default unit, complete the following steps:
1. Click the Change Account Settings link (located on the CANAPS Welcome screen).
The Change Unit ID screen appears similar to the following.

2| National Pollution Funds Center
A Funding Today for a Cleancr Tomorrow

Ceiling and Number Assignment Processing System (CANAPS)
CANAPS Menu > Change Unit ID

Unit TD: CSEC[W Boston
@ Click the drop-down

arrow next to the Unit ID

to change your unit, and

then click the Update Unit
ID button.

Figure 11-1 Change Unit ID Screen
2. Click the drop-down arrow next to Unit ID to select a new {unit 1D}, and then click the
Update Unit ID button ( ).
The Unit ID is updated.
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12. MANAGING CANAPS ADMINISTRATORS

The User Administration menu option allows CANAPS administrators to edit user accounts,
deactivate accounts, and to export a list of user accounts to Microsoft (MS) Excel.

NOTE: The User Administration menu option is only viewable by authorized users.

12.1 Editing a User’s Account

To edit a CANAPS user, complete the following steps:

1. Click the User Administration link (located on the CANAPS Welcome screen).
The Manage User Accounts screen appears similar to the following figure.

National Pollution Funds Center

Funding Today for a Cleaner Thmorrow

Ceiling and Number Assignment Processing System (CANAPS)

CANAPS Menu > Manage User Accounts Logout

[/ show Al Districts / Sectors

Unit ID: | NPFC (NFFCCF Status: Active Only *  Email Address: |

Total Records: 2 Show 10 +~ records H 4 1 - S b o
4 Username District / Sector Status Last Login Admin Exempt Review Delete Change
user@uscg.mil Sector Hampton Roads Active 12/29/2010 X X x X ] |_7[

user.b.o'connor@uscg. mil District 1 - Boston, MA Active 1/11/2011 &} |ﬂ

Figure 12-1 Manage User Accounts Screen

2. Click the Show All Districts/Sectors checkbox to display users in all districts/sectors or
select a {unit} from the Unit 1D drop-down menu.

NOTE 1: If the Show All Districts/Sectors checkbox is selected, the Unit ID field becomes
read-only.

NOTE 2: Unit ID defaults to your current unit.

3. If necessary, select a {status} from the Status drop-down menu.

NOTE: Status defaults to All.

4. If necessary, enter the {e-mail address} of the CANAPS administrator you wish to edit.

NOTE: The e-mail address does not have to be complete. For example, if @uscg.mil is entered,
all users (within the selected search criteria) with an e-mail address ending in
@uscg.mil will be displayed.
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5. Once finished selecting/entering all search criteria, click the Apply Filter button

( I)-

All relevant search results are displayed.

6. Click the notepad icon
figure.

) next to the {user} you wish to edit, as shown in the following

National Pollution Funds Center

Funding Today for a Cleaner Tomorrow

CANAPS Menu > Manage User Accounts

Ceiling and Number Assignment Processing System (CANAPS)

Logout’
[/] Show Al Districts / Sectors
Unit 1Dz | MPFC (NPFCCF Status: Active Only ~  Email Address: | ]
Total Records: 2 Show 10~ records M first 4 1 -l b W
4 Username District | Sector Status Last Login Admin Exempt Review Delete Change
user@uscg.mil Sector Hampton Roads Active 12/29/2010 X x X X [LL[ZD
user.b.o'connor@uscg.mil District 1 - Boston, MA Active 1/11/2011 m| Ef]

Click the notepad
icon next to the user
you wish to edit.

Figure 12-2 Edit User
The Edit User Account screen appears similar to the

following figure.

National Pollution Funds Center

Funding Today for a Cleaner Tomorrow

CANAPS Menu > Manage User Accounts > Edit User Account

Current Address:  User@uscg.mil

District | Region: -- Sector Hampton Roads

Security Items:

Make any necessary changes

[¥] change Ceiling Threshold (BallstonChangeThreshold)

-
Review Transactions (BallstonView) 4\
Delete Transactions (BallstonDeleteExceptions)
User Admin Access /
e o |
-

[T Exempt (ExemptUsers)

to the user's DistrictRegion
and Secunty ltems
(permissions), and then click
Save.

Figure 12-3 Edit User Account Screen
NOTE: The user’s e-mail address appears read-only and cannot be edited by an administrator.

from the District/Region drop-down menu.

If necessary, update the user’s current {district/region} by selecting a new {district/region}

If necessary, update the user’s permissions by selecting or de-selecting checkboxes under

Security Items.
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9. Once all changes have been made, click the Save button.

A screen appears indicating all changes have been updated successfully.

10. Click the User Management link to return to the Manage User Accounts screen or click the
CANAPS Menu link to return to the Main Menu screen.

12.2 Deactivating a User’s Account

If a user leaves his current position and no longer has a valid @uscg.mil or @epa.gov e-mail
address, then the user’s CANAPS account should be deactivated.

To deactivate a user’s account, complete the following steps:
1. Click the User Administration link (located on the CANAPS Welcome screen).
The Manage User Accounts screen appears.

2. Select and/or enter all necessary search criteria (Unit ID, Status, and Email Address), and
then click the Apply Filter button.

All relevant search results are displayed.

3. Select the checkbox next to the {user account(s)} you wish to deactivate, as shown in the
following figure, and then click the Deactivate Accounts button.

CANAPS Menu > Manage User Accounts

%) National Pollution Funds Center
F Funding Today for a Cleaner Tomorrow

Logout’

[#] Show All Districts / Sectors
Unit ID:

Total Records: 2

Status: Active Only - Email Address; user

Show 10 = records 1] 4 1w f1 b M

4 Username

District / Sector Status Last Login Admin Exempt Review Delete Change

user@uscg.mil
user.b.o'connor@uscg.mil

Sector Hampton Roads Active 12/29/2010 X X X X

District 1 - Boston, MA Active 1/11/2011 Gl

Click the checkbox nextto
the user account{s) you wish
to edit, and then click the
Deactivate Accounts button.

Figure 12-4 Deactivate Accounts Button

The user’s status changes from Active to Inactive.

NOTE 1:

If a user’s account is deactivated by mistake, select the checkbox next to the {user

account(s)} you wish to reactivate, and then click the Reactivate Accounts button.

The Reactivate Accounts button only appears for user accounts with a status of

Inactive.
NOTE 2:

If a user’s account is deactivated and the user still has a valid @uscg.mil or

@epa.gov e-mail address, then the user may reactivate his own account by entering
CANAPS via the USCG CAC Access entry point. If entering via the USCG Login
Access or EPA Users entry points, a user may need to have his account unlocked
prior to being able to login with his e-mail address and password.
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13. CANAPS BALLSTON UTILITIES FUNCTIONS

The CANAPS Ballston Utilities menu option allows authorized users to perform the following
functions:

e Change the ceiling thresholds for all fund types

e Review CANAPS transactions that have occurred within the last 14 days

e Review CANAPS transactions that were not processed by the PA interface.

NOTE: The Ballston Utilities menu option is only viewable by authorized users.
To access the CANAPS Ballston Utilities functions, complete the following steps:

1. From the CANAPS Welcome screen, click the Ballston Utilities link, as shown in the
following figure.

% National Pollution Funds Center
= Fundi Cleaner Tomorrow

unding Today for a Clean

Ceiling and Number Assignment Processing System (CANAPS)
Acting on behalf of: Sector Boston [Logout]
The CANAPS wizard will guide you through the steps to request a new project number and
ceiling or to amend a previously opened project. Use of this system is restricted fo authorized
Coast Guard and Environmental Protection Agency (EPA) users only. Unauthorized use is
prohibited.

Due to the drawdown of the OSLTF Emergency Fund fo support the DEEPWATER HORIZON
response efforts, effective immediately all initial FPNs will be limited to a MAX of $50,000. All
requests for increases above that amount must be made to the Case Officer or the NPFC
Duty Officer (after business hours). Any ceiling increases will be limited to the amount
necessary to fund operations for a 2 week period

|8 change ceiling
Increase or decrease

project numbe the ceiling for an existing project
@ cancel Project & Check Project Ceiling
Cancel a previously opened project - use only when no Check the ceiling for a previously opened project
have been expended
IAPS FAQS & canaps Pocs
e answers to many common questions in Points of Contact for CANAPS questions and issues
CANAPS FAQ - —
Click the Ballston Utilities

& Change Account Settings link to access the CANAPS
Change yaur CANAPS account settings {i.e. Unit ID) / Ballston Utilities functions
8. user Administration gallston Utilitie
Manage CANAPS Administrators Access CANAPS Balston Utilites

Figure 13-1 Ballston Utilities Menu Option

The Welcome to the Ceiling and Number Assignment Processing System (CANAPS)
screen appears similar to the following figure.

J 18/ US COAST GUARD

Welcome to the Ceiling and Number Assignment Processing System (CANAPS).

@ Change Ceiling Threshold Change the ceiling thresholds for all fund types.
@ Review Recent Transactions Review CANAPS Transactions that have occurred within the last 14 days.
@ Review PA Interface Exceptions Review CANAPS Transactions that were not processed by the PA interface.

Figure 13-2 Welcome to the Ceiling and Number Assignment Processing System
(CANAPS) Screen
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13.1 Change Ceiling Threshold

The Change Ceiling Threshold menu option allows authorized users to change the ceiling
thresholds for all fund types and to view the history of threshold changes.

To change ceiling thresholds, complete the following steps:

NOTE 1: Only users with the Change Ceiling Threshold permissions have the ability to change
a ceiling’s threshold.

NOTE 2: Users with the Exempt permissions are exempt from all ceiling threshold rules.
1. Click the Change Ceiling Threshold link.
The Change Thresholds screen appears similar to the following figure.

Change Thresholds

Fund —IAgency|Eiective Dats ——[Curront Amount Now Amount|

CERCLA CG  8/27/2010 2:31:36 AM  $2459396.00  249998.0000

OSLTF  CG  8/27/2010 2:31:36 AM $5.,000.00 5000.0000 Enter a new threshold amount
in the New Amount field for the
fund you wish to update, and
. — - then click the Save Threshold
Return to Main Menu “ ( Save Threshold) | |QV|ew Hlstory) | button. Click the View Histary

button to view the threshold
Ly”m

Figure 13-3 Change Thresholds Screen

OSLTF  EPA  8/27/2010 2:31:36 AM  $50,000.00 50000.0000

2. Enter a new {threshold amount} into the New Amount field next to the {fund} you wish to
update, and then click the Save Threshold button (| Save Threshold |y

The new threshold amount is saved.

To view the threshold history, complete the following steps:

1. From the Change Thresholds screen, click the View History button (|_View History |

The Threshold Change History screen appears displaying a list of all threshold
changes.

Return to Main Menu

) once you have

2. Click the Return to Main Menu button (|
completed reviewing the threshold history.
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13.2 Review Recent Transactions

The Review Recent Transactions menu option allows users to review transactions that have
occurred within the last 14 days.

To review recent transactions, complete the following steps:

NOTE: Only users with the Review Transactions permissions have the ability to review recent
transactions.

1. Click the Review Recent Transactions link.

The Transactions Within the Last 14 Days screen appears similar to the following
figure.

Transactions Within the Last 14 Days

Teansoction (ate e 3l i ncident Hame red Ceiling | Requested Ceiling | Trans Type
AMA2010 104848 AM B 5 5 555 50 00 $0.00 CHECL
Y2010 104235 AM E §50.000.00 §50.000.00 CRTE
AMA2010 104329 AM onter  Mystory - B10025 550,000 00 $55.000 00 $55.000 00 ueoT

WI2010 1034 48 &@ District 1 - Boston, MA Mystery - C10082  §1.553.00 $0.00 $0.00 CHCL
SAA010 10:13:42 AM 10087 \ Diistrict 1 - Boston, MA Mystery - C10083 $1.2300 $1.2M 00 CRTE
Y2010 10.14:53 AM  C10083 Dwstrict 1 - Boston, MA Mystery - C10083  §1.234.00 §1.255.00 §1.255.00 uPoT
W00 10-17-15 AM  C1008: Dustrict 1 - Boston, Ma Mystary - C10083  $1.755 00 $1.799.00 5179900  LPOT

To view additional detalls for a

transaction, click the Project Retum to Man Menu
Humber link next to the

Transaction Date you wish to view.

Figure 13-4 Transactions Within the Last 14 Days Screen

2. To view additional information for a specific transaction, click the Project Number link next
to the {transaction date} you wish to view.

The Project Details screen appears similar to the following figure.
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Documant Costrol lambar
Otiigations and [ xpenditures Total

Vesselt scility Hame
Vossel Type

il

Flesponsibie Parey
Type of Product
Amoun Spilled

Unit ol Maasure

NRE

Project Details

Project Information

o Diats A
o Data A
e Diata Ao

Ho Data Availabie
Diata o

it 10 A Mo

Figure 13-5 Project Details Screen

NOTE: All fields on the Project Details screen are read-only.

3. Once finished reviewing the information, click the Return to Main Menu button

(

Return to Main Menu

13.3 Review PA Interface Exceptions
The Review PA Interface Exceptions menu option allows authorized users to review CANAPS

transactions that were not processed by the PA interface and to delete transactions when

necessary.

To review unprocessed transactions, complete the following steps:

1. Click the Review PA Interface Exceptions link.
The Review PA Interface Exceptions screen appears similar to the following figure.
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682010 35514 PM 0600

G010 35614 P NOGOOS
GAZOI0 35514 PM  NOG0OS

G010 210-33 FM "é‘;;l”-‘nmﬂ

08 MSU Part Athur DBL 152 - NOGOOB

MSU Port Anthur DBL 152 - NOGOOS

M3U Pont Arthur DBL 152 - NOGOOS

MS5L Port Arthur DBL 152 - NOGOOS

Review PA Interface Exceptions

" Approved
|oud Caliing  [2PEC
301,655 00 575,000 00
$301,655.00 575,000.00
$301,685.00 $75.000.00
5301,655.00 575,000 00

DEEPWATER HORIZON -

H10036

To view additional details for an
exception, click the Project Number
link next to the Transaction Date
you wish to view.

$150,000,000 00  $150.000.000 00

Return to Main Menu

Hequested
Ceiling

Exception -
(Code 7.

HER

§75.000 00 308 AND
NEW CEILIN

NEMIS-308. EXISTING EXPENDITURES

AND OQBUGATIONS GREATER THAN Delete |

NEW CEILING AMOUNT

NEMIS-308. Blah, Blah, Blah Delate

HNEMIS-308: Blah, Biah, Blah NEW
CEILING AMOUNT

HEMIS-308: EXSTING EXPENDITURES
AND QBLIGATIONS GREATER THAN

NEW CEILING AMOUNT

57%,000.00 308

§75,000.00 308

575,000 00 308 Uelete

$150,000.000 00 308

To delete an exception,
click the Delete button next
to exception you wish to
delets.

Figure 13-6 Review PA Interface Exceptions Screen

2. To view additional information for a specific exception, click the Project Number link next
to the {transaction date} you wish to view.

The Project Details screen appears.

NOTE: All fields on the Project Details screen are read-only.

3. Once finished reviewing the information, click the Return to Main Menu button

( Return to Main Menu

).

To delete an exception, complete the following steps:

NOTE: Only users with the Review Transactions and Delete Transactions permissions have
the ability to delete an exception.

1. From the Review PA Interface Exceptions screen, click the Delete button next to the
{transaction} you wish to delete.

The transaction is deleted.

2. Once finished, click the Return to Main Menu button (|

Return to Main Menu
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