SEMS Quick Reference Guide

Party Details, Site Association & Party Search
May 2017

1 PURPOSE

The purpose of this quick reference guide is to provide instructions to users for managing party
information and party associations to sites in SEMS. Party information includes party name, address,
party involvement, party type, and liability information for a specific site. Sites the party is currently
associated with are also managed on these screens.

1.1  Accessing Party Information & Site Associations
Users can access party information and site associations in the following ways:

® By selecting a site on the SEMS site schedule and then selecting the Party Association/Search
drop-down from the Site Schedule menu navigation (Figure 1).

SEMS Site Management -

Home » Site Management ~ m
Edit Site Schedule
v| Site Details Party A tationySearch
EPAl Land Reuse
Street Nan
Environment Indicator(s)
Remedy Decisions

Figure 1. Party Association/Search Menu Item

® By selecting the Manage Party Information drop-down from the Site Management menu
navigation (Figure 2) and using the various search filters to search for a party among all parties

entered in SEMS.
SEMS Site Management - Site Search
Home ~ m Site Schedule ~

Site List '
Custom Site Search

S

Edit Site Detail(s)
Compliance by Site
Manage Section(s)

S Manage Party Information
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May 2017 2 DCN: SEMS-15811.009-01-2017-MngPartylnfo-1.0



SEMS QRG Manage Party Information

Figure 2. Navigation Menu for Manage Party Information

2 PARTY ASSOCIATION/SEARCH SCREEN

The Party Association/Search screen allows SEMS users to view and manage party information for the
selected site. There are two tabs (Figure 3):

1. Parties Currently Associated to the Site

O Note that users can access the Manage Party Information module from this tab
2. Additional Parties

Party Assodiation(s)
Site: ILNO0DS10056 TEST SITE 01

Parties Currently Associated Additional Parties

Currently Assigned Parties

Party Name: Search Clear
View » Format = | Number of Parties: 1 || Tl i wesimize | ) wrap

Noticed at Glebal ~
‘ — ‘ — |FaulltvName |sneemddra: city ‘ State ‘PartyID

5elect| Edit |ParwName Nt

O / TESTPRP 1 ‘ N N 123 MAIN STREET METROPOLIS N 2270017

Figure 3. Party Association(s) Screen

2.1.1  Parties Currently Associated Tab

The Parties Currently Associated tab (Figure 3) allows users to view and search on all parties currently
associated to the selected site; to disassociate the Party from the selected site, if not noticed at site; and
select a party to edit.

® To disassociate a party from the site, select or highlight the party, and select the Disassociate
Party from Site button | Dsssseaste sar from see]

" To edit the Party details, select the edit button ¢ to access the Manage Party Information
Module

2.1.1.1  Manage Party Information

After selecting the edit button next to a Party Name, users see the Manage Party Information screen
with four tabs: Summary, Party Details, Associated Sites, and Contacts.

® Summary tab allows users to view a summary of all the Party information for the associated site
as well as view the list of sites currently associated with the selected party

®  Party Details tab allows users to edit the information for the selected party

® Associated Sites tab allows users to view the sites associated to the selected Party, and associate
a site to the selected Party

® Contacts tab allows users to view Contacts associated to the Party and add a new Contact
" Two button are also available at the top of each tab to navigate to Site Associations and Party

@ Site Assodations @ Party S=arch

Search
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21111 Summary Tab

On the Summary Tab, Users see a summary of the data in the Manage Party Information module:
summary of the selected Party Information, including Party Name, Address, and Party Type; Associated

Sites; Contacts; and Activities.

Manage Party Information

Site Name: [LN000510056 TEST SITE 01 Site ID: 0510056
Party Name: TEST PRP 1 Party ID: 2270017

Summary Farty Details Associated Sites Contacts
Summary

Address: 123 MAIN STREET

3| Associated Sites
3| Contadts

_»| Activities

Name: TEST PRP 1 Facility Name:
County:
City/State/Zip: METROPOLIS NJ 08512 Party Type: Federal Agency

Q) Site Associations () Party Search

Figure 4. Manage Party Information, Summary Tab

21112 Party Details Tab

On the Party Details tabs, users are able to enter and edit the Party Name, address, and contact
information; Involvement Type; Liability Indicator; and Party Type. Users select the Save button

after entering the required data.
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Manage Party Information @ site Associations () Party Search
Site Name: 1LN0D0510056 TEST SITE 01 Site ID: 0510056

Party Name: TEST PRP 1 Party ID: 2270017

Summary Party Details Associated Sites Contacts o
Party Details

* Party Name: |TEST PRP 1 x Email: |
Alias: [TEST = City: | METROPOLIS
* Address: 123 MAIN STREET *State:
[ =7ip Code [08512
Phone: [ | County:
Facility: | Country: |-— Select One —
Please select one or more Involvement Types:
* Involvement Type(s) | select |

Owmner

Oparator O A

Transporter O

Generator O

104 Info. Request O

Noticed/Enf. Action

Non-Settior O

Adjacent (Contiguous) Property Qwner O

Armanger O

Attomey - federal government O v

Attomey - municinal novernment M

Please select a Liability indicator:

(O Liable Party O Mon-Liable Party® Not PRP Determination Made() Undetermined

i

Party Type(s) I
County/Parish Agency
Federal Agency
Financial Institution

Ingividual

Municipality

Non-Profit Organization
Private Companty
Public Utility

School

State Agency

Jooooooooeo

Unknewn

save| Cancel

Figure 5. Manage Party Information, Party Details Tab

2.1.1.1.3 Associated Sites Tab
There are three features on the Associated Sites tab that allow users to:

" View the list of sites currently associated with the selected Party
"  View a list of available sites that may be associated with the selected Party
®  Select an available site to associate to a Party and enter the required association information
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Manage Party Information Q) Site Associations () Party Search
Site Name:  ILN000510056 TEST SITE 01 Site ID: 0510056
Party Name: TEST PRP 1 Party ID: 2270017
Summary Party Details Associated Sites Contacts ~
Site Assoiation
Sites Currently Associated to Party:
View + Format ~ | | (i Freeze it Maximize | <l wrap
| | | | | |
Site Name | Region [ State [ Spill ID | County | EPA ID [ Site ID
COSDEN CHEMICAL COATINGS CORP. Region 2 New Jersey 02P8 BURLINGTON MNID000565531 0200022
TEST Region 5 TMPOODOOL380 0521537
TEST SITE Region 1 MIDDLESEX TST123456789 0120015 |
TEST SITE 01 Region 5 Illinois COOK ILNDOO0510056 0510056 |
Available Sites:
view « Format » |[Ef| | (10 Fresze [ Mmdmize | o) wizp
Select | Site Name s | Region | State | Spill 1D | County | EPA ID | Site ID |
. “"M" MOUNTAIN SLAVE STATION Region 6 New Mexico SOCORRO NMO000505987 0605987
- ~
"NEW" ARMY AVIATION SUPPORT Region 2 Puerto Rico PRSFN0204154 0204194
#1 BRUNSWICK QUADRANGLE Region 4 Tennsssez SHELBY TND380726616 0403511
#1 CLEANERS Region 9 California LOS ANGELES CANDODS09554 0509554
#1 OLD SANITARY LANDFILL TILLMAN ROAD Region 5 Indiana ALLEN INDS80897862 0501828
#1 RAVINE UNDER LAKE MONROE Region 5 Indiana MONROE INDS80825657 0501825
#16 RED OPEN FIELD 585-16 Region 4 Tennsssez SHELBY TND380726608 0403510
#2 BRUNSWICK QUADRANGLE Region 4 Tennessez SHELBY TND980726665 0403912
#2 FELGER ROAD DUMP Region 5 Indiana ALLEN INDS80897870 0501823
#2 MULE HOLE AT BENNETT QUARRY Region 5 Indiana MONROE INDS980825608 0501824 v
Please select one or more Involvement Types: o
B Typels) [ select |
Owner O
~
Operator O
Transporter O
Generator O
104e Info. Requast O
Noticed/Enf. Action O
Non-Settlor O
Adjacant (Contiguous) Proparty Owiner O |
Arranger O
Attornay - federal government O (V]
Attornev - municinal novemment: [
Please select a Liability indicator:
(O Uiable Party O Men-Liable Party() Not PRP Determination Made®) Undetermined
Save| Cancel

Figure 6: Manage Party Information, Associated Sites Tab

2.1.1.14 Contacts Tab

The Contacts tab (Figure 7) allows users to add a new contact for the party or edit information about
existing contacts.

Existing contacts appear in the table. When users select the row of the contact, the information appears on
the form below where they may edit the information.

To add a new contact, users select the Add Contact button and complete the fields. The following fields
are required: First Name, Last Name, Address, City, State, Zip Code and Role.

Users select the Save button when complete.
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Manage Party Information Q) site Associations () Party Search
Site Name: ILN000510056 TEST SITE 01 Site ID: 0510036
Party Name: TEST PRP 1 Party ID: 2270017
Summary Party Details Associated Sites Contacts
Contacts

View » | i Maximize

First Name | Last Name |Title |Primary Phone |Primary Email |Address
No data to display.

Add Contact| Save| Cancel

Figure 7. Contacts Tab

2.1.2  Additional Parties

The Additional Parties tab is available for users to search for and select an existing party to associate to

the selected site or to access the Manage Party Information screen to add a new party that may then be
associated to the site.

2.1.2.1  Associate Additional Parties to a Site
Users can search for and select additional parties to associate with a site. To find a party, users can
navigate through the list of parties in two ways:

® By searching on Party Name, Party Alias, City, State, and the Global Notice indicator (Figure 8)

| Fist | Prev | MNext | Last ||
| |

® By selecting the pagination buttons: First, Previous, Next, Last

Select
Users select the radio button in the Select column next to the relevant Party Name; and select an
Involvement Type and Liability Indicator to describe the party’s association with the site (Figure 8).

Users select the Save and Associate to Site button S=v= and Assodiste 2 Site| 45 save the Party to the Site or
select the Reset button *==/ to revert the values back to their original value.

Parties Currently Associated Additional Parties
| Search for Additional Parties:

Name: | test Alias: City: Global Noticed? [ | State: |- e s p— [v] search| Reset

| Search Results

View First | Prev | Mext | Last | The search aiteria retumed 78 results. Showing 78 from page 1/1 | gf, Maximize
Select | Party Name |Facility Name | Street Address | alizs Name | city State | Global Noticed? |
@  TESTPRP1 | 123 MAIN STREET TEST METROPOLIS N No

Flease select one or more Involvement Types:

= Invahvement Typels] Select_|
Ouner (u]
ey alit
Transgorter

A

Generabor

1044 Infi. Aequest

Moticed[Enf. Action

Mon-settior

Aedjecent (Contiguous) Froperty Dwner
Amanger

Adteeney - federal government

Jooooooooo

Aterney - sonicinal o ]

Plrase seleet a Liability indicatar:

{2 Liakide: Pty {Z) Nesn- Ll Paaety ) Mt PRP Bieberminaticn Macde () Usndebormine)

Save and Associate tn Site| Aeset Acd New Farty

Figure 8. Additional Parties Tab
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2.1.2.2 AddaNew Party
The Party Details tab within the Manage Party Information module is displayed when users select the

Add New Party button from the Additional Parties tab located at the bottom right-hand

corner of the screen. Users can enter information about a new party to be associated to the site (Figure 9),
including Party Details (Party Name, Address City, State, and Zip Code are required), Involvement Type,
and Liability Indicator.

Farty Details
* Party Rame: Lmail:
Alias: " Gily:

“ Address: " State: ]
“ p Code
Phune: Comnty: [ Stlect One —[]
Faclily: Cumntry; [ Stlect One — ]
Please select one or more Involvement Types:
* Invabement Type(s) Selee
Crwmer 0
™ ~
Cperator 0
Transporter O
anarstor O
104 Info. Request O
Nticed/Enl, Action 0
Hrr-Setior O
1

adljpcent (Cortiguens) Property Qumer
Aranges

Attomey - federal government O [
Lateemy - srunicinal pousmmant

po0OrC

Please select a Liahility indicator:

() ik Poarty (8 Nen-Lishle Party D) Nt PRP Made(Z

Party Typels) |
County{Fansh Agency
Federal Agency
Firarcial nstibution
Trclrichusd
Musiripaley
Nan Profit Organization
Fravatte Companyy
Public utikty
Sched
Slate Agency

.

:IEIE::EIEIEIEIE:E

<

sewe|  Cancel|

Figure 9. Manage Party Information, Party Details Tab

Users select the Save button to add the new party or select the Cancel button to exit the
screen. User can navigate to the Site Associations screen by selecting the Site Association button

; and the Party Search screens by selecting the Party Search button .

3 MANAGE PARTY INFORMATION BY SEARCHING FOR A PARTY AMONG ALL
PARTIES

After selecting the Manage Party Information option from the Site Management top navigation menu,
users can view the list of all parties in the SEMS Site Management application, filter the list, and select to
edit the Party Details (Figure 10).

Search for Parties
Name: [test prp Alias: | Gity: | Global Noticed? [] State; [~ Select One Search | Reset
=
Search Results
view+ | Fist | Prev | Mext | Last | The search crtenis retumed 1 resuts. Showing 1 from page 1/1 | B Maximize
Select | Party Name |Facility Name Strest Address |Alias Name [city State | clobal Keticed?
/ TESTPRP 1 | 123 MAIN STREET TEST METROPOLIS N No
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Figure 10. All Parties, Search for Parties Screen

3.1 View & Filter All Parties

All Parties in the Site Management application are listed by default. Users can filter the list of Parties by
typing in the Party Name, Alias, and City; selecting the Global Noticed flag; and selecting a State. The
filters are inclusive: the Party must meet all the criteria entered in order to be displayed in the Search
Results table. Users can change the columns displayed in the Search Results table using the Manage
Columns feature.

3.2 Party Information

Users can edit the details for the Party by selecting the edit button next to the Party Name in the
Search Results table. The application displays the Party Details screen for the selected Party. In
addition, users can disassociate an existing site on this screen, or select to associate a Site to the selected
Party.

3.2.1  Edit Party Details

Users can edit the Party Name, Alias, Address, City, State, Zip Code, and Party Type on the screen
(Figure 11). In addition, users can navigate to the Party Search by selecting the Party Search button

Party Details Q) Party Search
* Party Name: | TEST PRP 1 Party Types [ select |
Alias: | TEST County/Parish Agency O
= Address: | 123 MAIN STREET Federal Agency 4
Financial Institution O
Phone: Individual O
Facility: Municipality O
) Men-Profit Organization O
Email: O
Private Compan
* City: | METROPOLIS peny
Public Utility O
= Gtate: | New Jerse; v
ate Y 2 school O
=Zip Code 08512 State Agency 0O
County: -— Sslect One —— || Unknown 0
Country: — Select One — [v]
save| Resst
~| Party Site Associations e Associate Site
View Ef Maximize
| | site Name |Era 0 Region State |site Spill 1D |NPL Status Non NPL Status | Naticed at Site?
O #  COSDEN CHEMICAL COATINGS CORP. |mnnnnssssn 02 N 0zp3 Currently on the Fi No
O #  TEST |TMPDDDDDISBD 05 Not Valid Site or ... No
O #  TESTSITE |TST1234557&9 01 Not Valid Site or I Status Not Specified No
O #  TESTSITEOL |ILN000510056 05 L Not Valid Ste or L. Not a valid site or... No
Disassociate Party from Site

Figure 11. Party Details Screen

3.2.2  Party Site Associations

In the Party Site Associations table, users can disassociate a Party from the selected site and select to edit
the Party Information for the site.
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To disassociate an existing site from the selected Party, users select the checkbox next to the
Party Name (Figure 12) and then select the Disassociate Party from Site button
| Disassociate Party from Site”

To edit the Party Information for a site, users select the edit button next to the Site Name.
This navigates users to the Manage Party Information module for the selected site.

~| Party Site Associations o Associate Site
View v | A Maximize

| | site Name |era Region State Site Spill ID NPL Status Non NPL Status

Noticed at Site?
'COSDEN CHEMICAL COATINGS CORP. |NJDDDDSESSEI 02 NI

az2ra Currently on the Fi No

TEST |TMPDDDDDH&D a5
TEST SITE |TST1234557&9 01
TEST SITE 01 |ILN000510056 a5 L

Not Valid Site or 1. No
Not Valid Site or ... Status Not Specified No

goog
AR YA

Not Valid Site or I Not a valid site or.. No

Disassociats Party from Sits

Figure 12. Party Site Associations Section

3.2.3  Associate Site to Party

To associate a site to the selected Party, users select the Associate Site button. The
application displays a pop-up window that allows users to search for a site to associate to the Party

(Figure 13). Users select the green plus sign next to the EPA ID to associate the Site.

select Site -]
EPA TD: | ' Name: |O1test] %  Apply
View - ﬁg Maximize
[EP2 1D | sits Mama Region  |State
o 0ITESTSITE  OITESTSITE 05 T
ob  OITESTSITE  OATESTSITENAME 08
Closs

Figure 13. Select Site to Associate Pop-up

After users select to associate the Site, the application displays the Add Party Site Association screen
(Figure 14). On this screen, users select one or more Involvement Types, and one Liability Indicator.
The default Liability Indicator is ‘Undetermined’ However users should always select the appropriate
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liability indicator i.e., Liable Party, Non-Liable Party, Not PRP Determination Made or Undetermined.
Users select the Save button to save the association.

Add Party Site Association

Party ID: 2270017
Site ID: 0620411

ane or more

Types:

Party Name: TEST PRP 1
Site Name: R0S: 01TESTSITE (OLTESTSITE)

Q Party Details () Party Search

*I Typels) | select |
Owiner O
Operator O al
Transporter O
Generator O
104e Info. Request O
Noticed/Enf, Action O
Non-Settior O
Adjacent (Contiguous) Proparty Qwner O
Amrangar O
Attornay - federal government O v
Attornay - municinal novernmeant [l

Please select a Liability indicator:

() Liable Party () Non-Liable Party ) Mot PRP Determination Made(® Undatermined

‘save| Cancel

Figure 14. Add Party Site Associations

Users can select the Party Details button to navigate to the screen to edit the information

about the Party and the Party Search button Q Party Search to find another Party to associate with the
selected Site.
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