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Starting Property Data Entry

Property data entry can be initated several different ways in ACRES. The instructions provided below are divided

by accessing property records through the My Cooperative Agreements tab or the My Projects tab on your
ACRES Home screen.

1. Open your Internet browser to http://cdx.epa.gov and i — e
login. On the MyCDX screen, click “ACRES.: = oot AR
Assessment Cleanup and Redevelopment Exchange.” B e mme mEmL ..

....... -

My Projects Tab

Under the My Projects tab on your Home screen, there are two subtabs: Open Work Packages and All My
Projects. The Open Work Packages tab displays any work packages that you currently own for editing. The All

My Projects tab displays any project that is associated with your user account (for example, properties for which
you have previously submitted work packages).

2. To resume data entry on an existing Property Work Package, locate the property in the list on the Open Work
Packages tab and click “Enter Data” under the Action column to the right. This will open the data entry
screens for the Property Work Package.

- Walcome ACRES Training CAR
ﬁACRE ASSESSMENT, CLEANUP & Mecsion 4.00.041 Balears Moiee
REDEVELOPMENT EXCHANGE SYSTEM oot
HOME® FIND PROPERTY
Quick Links News, Alerts & Notifications
Update My Email Preferences Not sure where 1o stan?
Leam how to anter propert

Subenitting Data for Mars Than Ten Propadias?
Download the Muli-Proparty Spreadshest
L ' | New in ACRES

ACRES has been redesigned! See some of the new features designed based on your feedback to make ACRES easier and more useful
#Cr3 for moee infoemation.

Cooperative Agreement’ is? Used to seeing "Grants™

My Cooperative Agreements My Projects

- —
Open Work Packages BTN GITTEES
| -

To St data antry o 3 projact not listed, kok in AN My Projects

Open Work Packages » ACRES Property ID + Cooperative Agreement
Montesano Fam and Home 15190 Columbia River Estuary Study Taskforce @ \‘ Edits in Progress
{Progerty Home) BF Enter Data
(Mo Archive Avadable) BCRLF
Frod

Updated March 2011

For Recipients




3. To start a new work package for a property that is already associated with your user account, locate the
property in the list on the All My Projects tab and click “Enter Data” under the Action column to the right.
This will open the data entry screens for the Property Work Package.

ﬁ AC R ES ASSESSMENT, CLEANUP &
REDEVELOPMENT EXCHANGE SYSTEM

I HOME" FIND PROPERTY

Update My Email Profionces

Submitting Data for More Than Ten Properties?
Uremioad the Mull-Property Spreadsheet

! | New in ACRES

Visit woarw 600 gondacras for moes information

Hat sure what a ‘Cooparative Agreement’ is? Used to secing “Grants”
gian the difitrence

My Cooperative Agreements | My Projects

— —
Open Work Packages m

All My Projects - :;“EESPW"“, %+ Cooperative Agresment Actlon Status Since  Owner

Montesano Farm and Home

15190

Cobumbia River Estuary Study Taskdorce  Entor Data
(Propey Hame) . 22011 Recipsont)
Mo Archive Awailable 8F
BCALF
Fyol
Job Training Pedermance A Oregen Tradewomen nc. @ Viaw Sy Approved None
Measures Archive 21172008
T Homa) Job Training
[Submiggion Archve) Fyor

ACRES has boen redesigned! See some of the new features designed based on your fesdback to make ACRES sasier and mare usehul

Edis in Progross  ACRES Training CAR (Cooparative Agremnt

Welcome ACRES Traini
Viersion 4 00 041 By

My Profoeonces | Contact Us

v o e s

My Cooperative Agreements Tab

The My Cooperative Agreements tab on your Home screen provides the list of all Cooperative Agreements (CAS)

that are associated with your user account.

2. Click the name of the CA to bring up the Cooperative Agreement Home screen, or click View [#] associated
properties under the name of the CA to go directly to the list of properties associated with the CA.
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a. Ifthe CA you are looking for is not listed in the My Cooperative Agreements section of your

Home screen, click “Add a Cooperative Agreement to My List” at the bottom of your Home
screen.

Add a Cooperative Agreement to My List

b. Enter the eight-digit CA number, excluding prefixes and amendments, and choose the appropriate
state from the drop down menu. Click “Next.”
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c. On the following screen, make sure that the correct Cooperative Agreement record was identified
and click “Confirm Cooperative Agreement.” If the CA displayed is not correct, click “Change
Cooperative Agreement” and return to Step a.

R Change Cooperative Agreement

3. Locate the property name in list under the Properties Addressed by This Cooperative Agreement section and
click “Enter Data” in the second column. This will open the screens for entering property data.
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a. |fthe property is not already listed, click “Add property to this Cooperative Agreement” below
the list of properties.
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b. Enter the search criteria for the property and click “Filter Now” to see if there is already a record
for it in ACRES. The search criteria are entered along the left side of the screen. You can also
view your results as a map by clicking “View as Map” at the top of the list.

Note: It is best to search as broadly as possible at first—such as entering only the Region, Grant
State, and Property City—to make sure that the property does not already have a record in the system
before creating a new property record.

c. If you identify an existing record for the property, select it by checking the box to the left of the
property name and click “Add Selected Properties to [CA Name]” at the bottom of the screen to
associate the property record with your CA. You may associate multiple property records to a
CA at a time by selecting them in the search results.

d. If you do not identify an existing property record, click “Add a New Property” at the bottom of
the screen. This will open the Add New Property screen where you can enter the information
about the property required to start a new property record.

i. To enter additional property data, click “Save & Continue Entering Data” at the bottom
of the screen.
ii. To save the property record with only the required fields, click “Save & Return to Home”
of the screen.
iii. To cancel the new property record, click “Cancel” at the bottom of the screen.
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