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DSIS Participant Submission Guide

Introduction

DSIS or the Dam Safety Inventory System is an enterprise web application that allows users with an
internet connection and user account to access information related to dams in Virginia as well as submit
regulatory applications such as certificates and permits. This guide focuses on guiding participant users
through all DSIS submittal processes. While many submittal processes are similar, some submittal
processes have significantly different validation and/or workflow steps. When users are submitting an
application in DSIS they should review the corresponding section of this document to ensure they do not
miss any requirements of their submission.

Contacts

The “Contacts” tab (Figure 1) is used to maintain contact information related to all persons that
professionally interact with a dam. The contact list under the “Contacts” tab can be used to identify
different contact types such as dam owners, representatives, and consultants as well as their emails,
phone numbers, and addresses. Participants may edit contact information as needed as long as the
records are directly related to their organization. Users who will be filing applications through DSIS for
a particular dam should add themselves as a contact before working on any applications.

Contact Types and Automated Emails

Contact types are used to indicate a contact’s role for a particular dam. The contact type “Owner” is used
to determine who receives a variety of automated emails. Users should be sure to indicate the correct
contact type as well as ensure all contact information is up to date. This will allow for the appropriate
messages to reach the appropriate contacts for a dam. Note that all automated messages are sent via
email, for this to work the contact’s primary email address must be populated and up to date. The most
common contact types are listed below:

e Owner — Indicates the contacts that are responsible for the maintenance and upkeep of a dam. A
dam can have one to many owners. Contact information for this contact type will be generated
on forms containing Owner’s information. Contacts indicated as owners will receive the
following automated emails (if a valid email is present):

o Application Workflow Status Changes — Owner contacts will be CCed on all email
notifications regarding status changes for DSIS applications submitted under their dams.
o Expiration Notifications — When emergency plans, inspections, and certificates are set
to expire, owner contacts will receive notification emails for the following scenarios:
= Current inspection is due to expire in 150 or 90 days.
= Current certificate is set to expire in 150 or 89 days.
= Current Emergency plan is set to expire in 1 year.
=  New emergency drill will be due in 90 days.
= New table top exercise will be due in 1 year.

e Owner Professional Engineer — Used to indicate that the contact is a Professional Engineer
acting on the behalf of a dam owner. Contact information for this contact type will be generated
on forms containing Owner’s Engineer information.

e Owner Representative — Used to indicate that the contact is a representative of a dam owner
that does not have PE certification.

e Consultant — A professional individual acting on behalf of the dam owner.

e Professional Engineer — A professional engineer acting on behalf of the dam owner in some
fashion.
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e Design Engineer — Professional engineer that has stamped a set of design plans used for the
construction or modification of a dam. Contact information for this contact type will be
generated on forms containing Design Engineer information.

e Construction Engineer — Professional Engineer that is in charge of a dam construction project.
Contact information for this contact type will be generated on forms containing Construction
Engineer information.

DCR

Virgjnia Department of Consen
e . I Welcome, "james.martin"
Dams Administratior y Accour

# > Dams > 020004 > Contacts

Dam Name: Willis River Dam #4 Dam Region: § Owner Name: Peter Francisco Soil and Certificate Type: Conditional Certificate
Dam Inventory Number: 029004 Hazard Classification: High Water Conservation District Certificate Expiration Date: 03/31/2020
Legacy Number: 02904 County: Buckingham Regional Engineer: Robert VanLier EP Expiration Date: 08/16/2023

Inundation Study Date: 03/08/2011

Events Add Contact To Dam

Note: Right click to view actions

Contact Type % Contact Name % Email % Phone Number % Organization % Primary *
Requlated Peter Francisco Soil and
Owner Representative Kelly Snoddy kelly.snoddy@vaswed.org (434) 983-7923(0ffice)  Water Conservation yes
District

Virginia DCR, Division of
Owner Professional
echnical Basics Charles Wilson charles.wilson@dcr.virgin (804) 371-6233(0ffice)  Soil and Water no

Engineer
Conservation
Lo : Peter Francisco Soil and
4 Qwner M. Tedd Smith peterfranciscoswed@gm: (434) 983-7923(0ffice) Water Conservation no
District
ach St e
Peter Francisco Soil and
QOwner Representative Sherry Ragland sherry.ragland@vaswcd.o (434) 983-7923(0ffice) Water Conservation no

District

n L0ax

Figure 1: Contacts Tab
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Updating an Existing Contact to a Dam

To update an existing contact, select a contact record and click the “Edit” button on the upper or lower
right side of the screen (Figure 2). Once in an editing session users can modify contact information as
well as add additional phone numbers, addresses, and email addresses. Users should be sure to update
contact information as often as possible, this makes it easier to fill out applications and communicate
with regional engineers.

ey

Dams Administrati Ay Account Welcome, "james mar:m"m

# » Dams » 029004 ¥ Contacts ¥ Charles Wilson

Dam Name; Willis River Dam #4 Dam Region: 5 Owner Name: Peter Francisco Soil and Certificate Type: Conditional Certificate

Dam Inventory Number: 029004 Hazard Classification: High Water Conservation District Certificate Expiration Date: 03/31/2020
Legacy Number: 02904 County: Buckingham Regional Engineer; Robert VanLier EP Expiration Date: 08/16/2023

Inundation Study Date: 03/08/2011
Charles Wilson Details m
Title District Dam Engineer
3l
First Name Charles
h Last Name wilson

Watershed Organization Virginia DCR, Division of Soil and Water Conservation

Technical Basics Archived No
B Primary Contact No
b Contact Type Owner Professional Engineer
ture VA PE license Number 043514
Emails Email Address Primary
charles.wilson@dcr.virginia.gov Yes
Addresses Address(es) Primary.
600 East Main Street, 24th Floor
R‘[hmcnc. “XA 23219 Yes
Phone Phone Number(s) Primary
(804) 334-0085 (Mobile) No
ns (B04) 371-6233 (Office) Yes
(804) 837-9975 (Mobile) No

Applications
=

Figure 2: Editing Contacts
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Add an Existing Contact to a Dam

DSIS maintains a list of all contacts used in the DSIS system. A single contact in this list can be added
to multiple dams. If a contact is already present in DSIS, that contact information does not need to be
reentered for a new dam. Users can search the global contacts list and add an existing contact to any
dam. The following section provides step by step instructions for adding an existing contact to a dam:

1. Click “Add Contact” in the top right corner of the contacts tab (Figure 3).

Welcome, “james. manin

# » Dams » 029004 > Contacts

Dam Name: Willis River Dam W4 Cam -'.;._-;"on 5 Crwner Name: Peter Francisco Soll and Cenificate '.':, pe: Conditional Cerificate
Dam Inventory Number: 029004 Hazard Classification: High Water Conservation District Centificate Expiration Date: 03/31/2020
Legacy Mumber: 02504 County: Buckingham Regional Enginger. F 1vanLier EP Expiration Date: 08/16/2023

Inundation Study Date: 03082011

Add Contact To Dam

Nole: R gt CliCK 10 view actions

Contact Type = Contact Name = Email & Phone Mumber & Organization & Primary &
Peter Francisca Soil and
Owner Representative Kelly Snoddy kelly snoddy@vaswed.org (434) 983-7923(0ffice]  Water Conservation yes
District

Virginia DCR, Division of

Owner Professional
Charles Wilson charles.wilson@derviegin (804) 371-6233(0ffice)  Sodl and Water no

Engmeer

Conservation

Peter Francisco Soil and
Chwnier M. Todd Smith peterfranciscoswodgmi (434) 983-7923(0ffice)  Water Conservation no

District

Peter Francisca Soil and
Cwner Representative Sherry Ragland sherry.ragland@vaswed.o (434) 983-7923(0ffce)  Water Conservation no

District

Figure 3: Add Contact to Dam
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2. Search for an existing contact using the four fields available (all fields search on a “contains”
statement).

3. Once the existing contact is found, the user can select the contact by clicking on the contact
records empty dot and then clicking “Add Contact” (Figure 4).

Dams sdministration My Account Welcome, “james mar'.ln"
Y Administrat y Account

# > Dams » 029004 » Contacts

Dam Name: Willis River Dam #4 Dam Region: 5 Owner Name: Peter Francisco Soil and Certificate Type: Conditional Certificate
Dam Inventory Number: 029004 Hazard Classification: High Water Conservation District Certificate Expiration Date: 03/31/2020
Legacy Number: 02904 County: Buckingham Regional Engineer: Robert VanLier EP Expiration Date: 08/16/2023

Inundation Study Date: 03/08/2011

| Add Contact Add New Contact
Events

Full Name % Organization & Primary Email Phone Number $

Search Search Search Search

o Ms. Grissinger Ms. Grissinger

vatershed c/o Alumni Association Virginia Polo Inc.
- ) John Birdsall Birdsall, John
e Charles R. or Kimberly S. Cory Cory, Charles R. or Kimberly S
gy Samuel Stanhope Il or Janice M Walker, Samuel Stanhope Il or
draulics Walker Janice M
Jennie Sue Minor Trustee Minor, Jennie Sue Trust
fechnicals Jennie Sue Minor, Trustee Minor, Jennie Sue
c/o Alumni Association UVA Polo Club

Van Cliff, Barry R; Daniel G. Van Cliff =~ Van Cliff, Barry R.; Daniel G. Van CIliff

Map Jr. & Bank of America Co.-TRS etal Jr. & Bank of America Co.-TRS etal
Edgar N. Jr. or Patricia Carter G. Garnett, Edgar N. Jr., or Patricia
Garnett Carter G.

i . Ron Cottrell Martha Jefferson Hospital (434) 982-7303 (Office)
. Michael Spatz Martha Jeffeson Hospital (434) 982-7038 (Office)

Permit App W. Cary Brent Keswick Corporation (434) 923-4320 (Office)
o Florence Wilson Wilsen, Florence (540) 832-2812 (Office)
S Aope Jeffrey Carlton Carlton, Jeffrey

Figure 4: Add Existing Contact to Dam
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4. Users will be prompted to “Add Contact” and must indicate (Figure 5):
e Primary — Is this contact the primary contact for this dam?
i. Note, there can only be one primary contact per dam, if a new primary contact is
indicated the old primary contact will be set to no.
e Contact Type — Indicates contact’s relation to the dam.

5. After both selections have been made click "Save" to add the contact to the dam (Figure 5).

Add Contact =

Primary:% Yes® No

Contact Type: ¥

v |
3
Cancel m "

Figure 5: Add Existing Contact - Contact Type
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Add a New Contact to a Dam

For contacts that are new to the system, users can add a new contact record. The following section
provides step by step instructions for adding a new contact to a dam:

1. From the “Contacts” tab, click “Add New Contact” in the top right corner of the contacts tab

(Figure 6).

Dams Administration My Account

# > Dams » 029004 » Contacts

Dam Name: Willis River Dam #4 Dam Region: 5
Dam Inventory Number: 025004

Legacy Number: 02904 County: Buckingham

Events
Full Name %
Search

Ms. Grissinger

c/o Alumni Association
John Birdsall
Charles R. or Kimberly S. Cory

Samuel Stanhope Il or Janice M
Walker

Jennie Sue Minor Trustee
Jennie Sue Minor, Trustee
c/o Alumni Association

Van Cliff, Barry R; Daniel G. Van Cliff
Jr. & Bank of America Co.-TRS etal

Edgar N. Jr. or Patricia Carter G.
Garnett

Ron Cottrell

Michael Spatz
W. Cary Brent
Florence Wilson

Jeffrey Carlton

Hazard Classification: High

Owner Name: Peter Francisco Soil and
Water Conservation District

Regional Engineer: Robert VanLier
Inundation Study Date: 03/08/2011

Organization % Primary Email

Search Search

Ms. Grissinger

Virginia Polo Inc.
Birdsall, John
Cory, Charles R. or Kimberly S.

Walker, Samuel Stanhope Il or
Janice M

Minor, Jennie Sue Trust
Minor, Jennie Sue
UVA Polo Club

Van Cliff, Barry R.; Daniel G. Van CIiff
Jr. & Bank of America Co.-TRS etal

Garnett, Edgar N. Jr,, or Patricia
Carter G.

Martha Jefferson Hospital
Martha Jeffeson Hospital
Keswick Corporation
Wilsen, Florence

Carlton, Jeffrey

=

@ | David Voncenti Mary B. Sheridan Trust (434) 823-1860 (Office)

Welcome, “jJames.martin”

Certificate Type: Conditional Certificate
Certificate Expiration Date; 03/31/2020
EP Expiration Date: 08/16/2023

Add New Contact

Phone Number %

Search

(434) 982-7303 (Office)
(434) 982-7038 (Office)
(434) 923-4320 (Office)
(540) 832-2812 (Office)

Figure 6: Add New Contact to Dam
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2. Fill out all required and relevant information (red asterisks indicates required fields) and click

“Add” (Figure 7).

Dams Administrat

# » Dams » 029004 » Contacts ¥ Search
Dam Name: Willis River Dam #4
Dam Inventory Number: 029004
Legacy Mumber: 02904

Dam Region: 5
Hazard Classification: High
County: Buckingham

#Required Fieldshew Contact

Title:

First Name: %

Last Name: %

QOrganization:

Primary Contact %

Contact Type: ¥

VA PE license Number:

Email: %

Addresses: %

Yes W No

Email Address

Water Conservation District

Owner Name: Peter Francisco Soil and

Regional Engineer: Robert VanLier
Inundation Study Date: 03/08/2011

EP Expiration Date: 08/16/2023

Welcome, "james.martin”

Centificate Type: Conditional Certificate
Cerlificate Expiration Date: 03/31/2020

Cancel

Figure 7: Editing New Contact Information

10
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Inundation\PMP Studies

Participants can view and add Inundation and PMP studies for a dam through the “Inundation/PMP
Studies” tab (Figure 8). Inundation and PMP studies are used to analyze the potential for dam
overtopping, failure and the resulting inundation zones. These studies can be uploaded and approved by
DCR from the DSIS application. Only regulated dams can submit inundation studies to DCR.

Welcome, “SimplaOrc”
Dam Search P ; tact L r 1 elcome plaCre m

# ¥ Dams » 003005

Dam Name: Mant Alr South Dam Dam Region: 5 Orwner Name: Keller Forty Two LLC Certificate Type
Dam Inventory Number: 003005 Hazard Classification: High Regional Engineer: Cole Dwyre Cerlificate Expiration Date
Legacy Number; 00005 County; Albamarla Inundatien Study Date: EP Expiration Date
Add Inundation Study Add PMP Add Simplified Inundation Study
Mate: Right click to view actions
Status & Study Type & Date of Last Status Change &
Approved Simple iInundation Study 12/6,2018
Submitted Inundation Study 126,208

n 10"

Inundation / PMP Studias

Figure 8: Inundation/PMP Studies Tab

11
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Submitting an Inundation Study
The following section provides step by step instructions for creating and submitting an inundation study:

1. Click the "Add Inundation Study" button in the top right-hand corner of the “Inundation/PMP
Studies” tab (Figure 9).

Dam Search

L] 3
Diasn Mama: Mike Johinzon Diam
Diam Inventory Numbser: 003003
Legacy Numnber, 00003

Inundation | PMP Swudies

Approved
Submitied
Approved
Approved
Development
Development

Awaiting Payment

Dam Region: 5
Hazard Classification: Low

County. Albemarka, Fluvanna

Status 2

Owmar Nama: COSNER, ILLARD W and LESLIE E

Regional Engineer: Cole Dwyre

Inunidation Study Date

Study Type %
Simple inundation Study
Simgle Inundation Study
PMP Study
nundation Study
nundation Study
nundation Study

Simple inundation Study

EP Expiration Date: 030772015

Add inundation Study | Add PMP | Add Simplified Inundation Study

1/23r2me
1/2372019
1/ 232me
1/23720N9
1/23r2019
1/23rzme

1/23/2009

Certificate Typa: AgExzmpt
Cartificate Expiration Date: 121372018

Weltorne, “SmpheOne m

Naote: R ghi click to wiew actions
Date of Last Status Change =

Figure 9: Add Inundation Study

12
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2. Enter all information required to start an Inundation Study record (all required fields are

indicated by a red asterisk) and click “Save” (Figure 10).

e [nundation Study Engineer (Note! Contact must be entered under the contacts tab before

it will be available in the Inundation Study Engineer field drop down!)

*Required Fields
Events

New Inundation Study

I Inundation Study Engineer %

Inventory Report
Hydrological Calculations
Hydraulic Calculations

Inundation / PMP Studies Inundation Mapping Sealed

Digital Hydro/Hydraulic Calculations (Program
Files)

Drainage Area Map
Reference Data (As-Bullt, Survey, etc)
Inundation Zones Shapefile

Drainage Area Shapefile

PE and Owner Signaturs

Choose Inventory Report File

Choose Hydrological Calculations File

Choose Hydraulic Calculations File

Choose Inundation Mapping Sealed File

Choose Digital Hydro/Hydraulic Calculations File

Choose Drainage Area Map File

Choose Reference Data File

Choose Inundation Zones Shapefile (*.zip)

Choose Drainage Area Shapefile (* zip)

PE and Owner Signalure

D Cancel

canee

Figure 10: Starting an Inundation Study Record

13
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3. Click on the new Inundation Study record in the “Inundation/PMP Studies” grid to view the
record or continue editing (Figure 11). Note, the record now has a status field at the top of the

form set to “Development”. In a status of development users can populate and edit fields as
needed and save as needed.

Contact A . My A & Welcome, "james mamn"m
al Contacts Administratior My Account Support

Dam Search Application Search

A > Dams ¥ 029007

Dam Name: Willis River Dam #6 Dam Region: 5 Qwner Name: Peter Francisco Soil and Water Certificate Type: Regular Operation and
Dam Inventory Number: 029007 Hazard Classification: High Conservation District Maintenance Certificate
Legacy Number: 02907 County: Buckingham, Cumberland Regional Engineer: Cole Dwyre Certificate Expiration Date: 04/15/2019
Inundation Study Date: 03/09/2011 EP Expiration Date: 11/16/2019
Events Add Inundation Study Add PMP Add Simplified Inundation Study
enera
Note: Right click to view actions
Requiated Status 3 Study Type = Date of Last Status Change %
I Development Inundation Study 3/13/2019
Technical Basics n 10 v
Technical Hyd

Inundation / PMP Studies

Figure 11: Inundation Study in Development

14
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4. From the “Inundation Study Details” tab click “Edit” to edit the Inundation Study record (Figure

12).

Dam Search

# ¥ Dams » 003005 > Studies ¥ 1016

Dam Name: Mant Air South Dam Dam Region: 3
Dam Inventory Number. 003005 Hazard Classification: High
Legacy Number: 00005 County: Albemarle

Inundation Study

Inundation Study Engineer

Status

Inventory Report

Hydrological Calculations

Hydraulic Calculations

Inundation Mapping Sealed

Digital Hydro/Hydraulic Calculations (Program
Files)

Drainage Area Map

Owner Name: Keller Forty Two LLC
Regional Engineer. Cole Dwyre
Inundation Study Date

Development

William G Keller - Keller Forty Two LLC

testdocx Download

test docx Download

testdocx Download

testdocx Download

testdocx Download

testdocx Download

Welcome,

Certificate Type:
Certificate Expiration Date
EP Expiration Date

Figure 12: Editing an Inundation Study

15
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5. Once in an editing session attach all required documents:
a. Click on the buttons next to the fields to upload a file (Figure 13).
b. Using the browser prompt select the file for upload.
c. Wait for a green check mark to indicate the file has been successfully uploaded. DO NOT
do anything else in the system until the file has been uploaded successfully, this could
result in a loss of data during the upload process! (Figure 14).
d. Once your documents are attached click save to save your edits (Figure 14).

Dam Search \nolication Search Global Contacts Administration My Account Sinnart Welcome "Jamesmar{w"

# > Dams » 029007 » Studies » 1247

Dam Name: Willis River Dam #6 Dam Region: 5 Owner Name: Peter Francisco Soil and Water Certificate Type: Regular Operation and
Dam Inventory Number: 029007 Hazard Classification: High Censervation District Maintenance Certificate
Legacy Number: 02907 County: Buckingham, Cumberland Regional Engineer: Cole Dwyre Certificate Expiration Date: 04/15/2019
Inundation Study Date: 03/09/2011 EP Expiration Date: 11/16/2019
% Required Fields Cancel
Status % Development v

Inundation Study Engineer # Kelly Snoddy - Peter Francisco Scil and Water Conservation Distrit ¥

Inventary Report Choose Inventory Report File

Hydrological Calculations Choose Hydrological Calculations File

Hydraulic Calculations Choose Hydraulic Calculations File

Inundation Mapping Sealed Choose Inundation Mapping Sealed File

Digital HydroMHydraulic Calculations Choose Digital Hydro/Hydraulic Calculations File

(Program Files)

Figure 13: Attaching Documents to an Inundation Study

16
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*Required Fields
Events
New Inundation Study
Inundation Study Enginear %
Inventory Report
Hydrological Calculatons
Hydraulic Calculabons

nundation Mapping Sealed
Inundation / PMP Studies

Digital Hydro/Hydraulic Calculations. (Program

Files)

Drainage Area Map

Referance Data (As-Buill, Survey, elc.)
nundation Zones Shapefile

Drainage Area Shapefile

PE and Owner Signature

m e

‘Willlam G Keller - Keller Forty Two LLC ¥

test docx Cloar v
test docx Clear v
test docx Clear v
tost docx Clear W

test docx Ciear W

test docx Clear v
test docx Clear v
test ip Clear v
test zip Claar v

test docx Clear W

Figure 14: Attachment Upload Completion for Inundation Studies

6. Once all required attachment files have been successfully attached, change the status of the
Inundation Study to “Submitted” and click “Save” (Figure 15).

® HEQUINed FIgIOs

e

I Status #

Submitied v I

Inundation Study Engineer %

Inventory Report #

Hydrological Calculations %

Hydraulic Calculations %

nundation Mapping Sealed ¥

Digital Hydro/Hydraubc Calculations (Program

Files) %

Drainage Area Map %

Referance Data (As-Built, Survay, eic ) ¥

nundation Zones Shapefile &

Drainage Area Shapefie %

PE and Owner Signalure %

William G Keller - Keller Forty Two LLC v

test docx Clear

test docx Clear

test docx Clear

test docx Clear

test docx Claar

test docx Clear

test zip Clear
test zip Claar

test docx Clear

-

Figure 15: Submitting an Inundation Study

17
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Inundation Study Approval Process
After you have submitted your Inundation Study the following steps will be conducted to process the
application for DCR approval:

1. Upon submission the participant’s regional engineer will be notified of the submitted Inundation
Study and will review the application.
2. The regional engineer will either:

e Approve — Applicant and dam owners will be notified via email of the approved
Inundation Study and the status will be changed to “Approved”. At this point the
Inundation Study has been accepted by DCR and there is no more action required by the
participant.

e Revisions Needed — To request revisions to the Inundation Study, regional engineers
have the option of changing the status of the Inundation Study to “Revisions Needed”.
When this happens the applicant will be notified via email of the requested revisions.
Participants can then go back to their Inundation Study to make the necessary edits and
change the status back to “Submitted”.

Inundation Study — Inundation Zones and Drainage Area Shapefile Schema

As part of the Inundation Study submittal process, participants are required to submit GIS shape files of
the resulting inundation zones and drainage area. When uploaded properly these GIS files will be
automatically uploaded into the DSIS system for immediate viewing on the “Map” and “Emergency
Map” tabs. When submitting Shape File data to DSIS be sure to:

1. Use the correct Inundation Zone Schema:
a. InvNum — Text - 6
b. LegacyNumber — Text - 5
c. Type— Text- 50
2. Use the correct Drainage Area Schema:
a. InvNum — Text - 6
b. LegacyNumber — Text — 5
3. Zip the shape file folder before upload into DSIS. Inundation Studies will only accept .zip files.

18
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Submitting a PMP Study

The following section provides step by step instructions for creating and submitting a PMP Study record
in DSIS:

1. Click the "Add PMP" button in the top right-hand corner of the “Inundation/PMP Studies” tab
(Figure 16).

Dam Search Apnlicatior " ; 1 My A nart Welcome, “SimpleOrc

#> >
Dam Mame: Mike Johnson Dam Dam Region: 5 Owner Mame: COSNER, DILLARD W and LESLIE E Certificate Type: AgExampt
Dam Inventory Number: 003003 Hazard Classification: Low W Certificate Expiration Date: 12132018
Legacy Number: 00003 County: Albemarle, Fluvanna Regional Engineer. Cole Dwyre EP Expiration Date: 03/07/2019

Inundation Study Date:

Add Inundation Study Add PMP Add Simplified Inundation Study

Note: Right click to view actions

Status & Study Type % Date of Last Status Change &
Approved Simple Inundation Study 1/23/2019
Submitted Simple Inundation Study 1/23/2019
Approved PMP Study 1/23/2019
Approved Inundation Study 1/23/2019
Development Inundation Study 1/23/2019
Develepment Inundation Study 1/23/2019
Awaiting Payment Simple Inundation Study 1/23/2019

Inundation / PMP Studies (1] 0

Figure 16: Add PMP

19
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2. Enter all information required to start a PMP Study record (all required fields are indicated by a
red asterisk) and click “Save” (Figure 17).

e PMP Study Engineer (Note! Contact must be entered under the contacts tab before it will

be available in the PMP Study Engineer field drop down!)

e PMP Result

Dam Search

# ¥ Dams ) 003005 » Studies

Dam Name: Mont Air South Dam Darm Region: 5
Dam Inventory Number: 003005 Hazard Classification: High
Legacy Number: 00005 County: Albemarle

% Required Fields

New PMP Study

Owner Name: Keller Forty Two LLC
Regional Engineer: Cole Dwyre
Inundation Study Date:

Welcome, 'Siurpleﬂrc"m

Certificate Type:
Certificate Expiration Date
EP Expiration Date

D Cancel

PMP Study Contact %

PMP Results

PMP Watershed Calculation Worksheet

PE and Owner Signature

Inundation / PMP Studies

PMP Watershed Calculation Worksheet

PE and Owner Signature

Cancel

Figure 17: Starting a PMP Study Record

20
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3. Click on the new PMP Study record in the Inundation/PMP Studies grid to view or continue
editing the record (Figure 18). Note, the record now has a status field at the top of the form set to
“Development”. In a status of development users can populate and edit fields as needed and save
as needed (Figure 18).

Nolrame ™ .
Dam Search Application Search Global Contacts Administration My Account Support Welcome, "james martin

# > Dams » 029035

Dam Name: Slate River Dam #8 Dam Region: 5 QOwner Name: Peter Francisco Soil and Water Certificate Type: Conditional Certificate
Dam Inventory Number: 029035 Hazard Classification: High Conservation District Certificate Expiration Date: 11/30/2020
Legacy Number: 02935 County: Buckingham Regional Engineer: Cole Dwyre EP Expiration Date: 06/19/2023

Inundation Study Date: 12/03/2010

Events Add Inundation Study Add PMP Add Simplified Inundation Study

Note: Right click to view actions|
Status % Study Type * Date of Last Status Change %

I Development PMP Study 3/13/2019

N . —
echnical Basics 1] v

Figure 18: PMP Study in Development
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4. From the “PMP Study Details” tab click “Edit” to edit the PMP Study record (Figure 19).

Dam Search \pplication Search Global Contacts dministration

# » Dams » 003005 » Studies » 1028

Dam Name: Mont Air South Dam Dam Region: 5
Dam Inventory Number: 003005 Hazard Classification: High
Legacy Number. 00005 County: Albemarle

Inundation Study Engineer

Status

PMP Result

PMP Watershed Calculation Worksheet

PE and Owner Signature

Owner Name: Keller Forty Two LLC
Regional Engineer: Cole Dwyre

Inundation Study Date

Development

William G Keller - Keller Forty Two LLC

Option A

test.docx Download

test.docx Download

Welcome, "SimpleQrc”

Certificate Type
Certificate Expiration Date:
EP Expiration Date:

Edit

Edit

Figure 19: Editing a PMP Study
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5. Once in an editing session attach all required documents:
a. Click on the buttons next to the fields to upload a file (Figure 20).
b. Using the browser prompt select the file for upload.
c. Wait for a green check mark to indicate the file has been successfully uploaded. DO NOT
do anything else in the system until the file has been uploaded successfully, this could
result in the loss of data during the upload process! (Figure 21).
d. Once your documents are attached click save to save your edits (Figure 21).

Dam Search Global Contacts \dministration My Account Support ‘»"-e\ccme."James.maﬁl\‘"“"

# » Dams ¥ 003034 > Studies ¥ 1278

Dam Name: Indian Springs Dam Dam Region: & Owner Name: Indian Springs Home Owners Certificate Type: General Permit
Dam Inventory Number: 003034 Hazard Classification: Low Association,Virginia DCR - State Parks Certificate Expiration Date:
Legacy Number: 00034 County: Albemarle Regional Engineer: Cole Dwyre EP Expiration Date: 12/31/2019

Inundation Study Date

% Required Fields

Save Cancel

Status %

Development v
Inundation Studty Engineer % Craig Seaver - Virginia DCR - State Parks v
PMP Result % Option C v

PMP Watershed Calculation
Worksheet

Choose PMP Watershed Calculation Worksheet

PE and Owner Signature PE and Owner Signature

Save Cancel

Figure 20: Attaching Documents to a PMP Study
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Dam Search

# > Dams » 003005 ¥ Studies

Dam Mame: Ment Air South Dam

Darn Invertory Number
Legacy Number. 00005

Inundation { PMP Studies

Dam Region: 5
Hazard Classification: High
County: Albemarle
kRaquired Fislds
New PMP Study

MP Study Contact %

PMP Resultk

Cremer Name: Keller Fort

Reagional Enginaer: Cola Dyre
Inundation Stdy Diate

FMP Watershed Calculation Worksheet

PE and Owmier Signature

fest docx Clear V

test docx Claar «

me, “SimpleOre ﬂ

Certificate Type
Certificate Expiration Date
EP Expiration Date

Figure 21: Attachment Upload Completion for PMP Studies

6. Once all required attachment files have been successfully attached, change the status of the PMP
Study to “Submitted” and click “Save” (Figure 22).

Dam Search

# » Dams » 003005 ¥ Studies » 1028
Dam Name: Mont Air South Dam
Dam Inventory Number: 003005
Legacy Number: 00005

Dam Region: 5
Hazard Classification: High
County: Albemarie

* Required Figlds

PMP Study

o LLC
Regional Engineer: Cole Dwyre
Inundation Study Date:

Owmer Name: Keller Forty

Welcome, "SimpleCrc”

Certificate Type
Certificate Expiration Date
EP Expiration Date

-

Status %

Submitted

Inundation Study Engineer %

PMP Result %

PMP Watershed Calculation Worksheat %

PE and Owner Signature %

William G Keller - Keller Forty Two LLC

Option A

test.docx Clear

test.docx Clear

Figure 22: Submitting a PMP Study
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PMP Study Approval Process
After a participant has submitted a PMP Study the following steps will be conducted to process the
application for DCR approval:

1. Upon submission the participant’s regional engineer will be notified of the submitted PMP Study
via email and will review the application.
2. The regional engineer will either:

e Approve — Applicant and dam owners will be notified via email of the approved PMP
Study and the status will be changed to “Approved”. At this point the PMP Study has
been accepted by DCR and there is no more action required by the participant.

e Revisions Needed — To request revisions to the PMP Study, regional engineers have the
option of changing the status of the Inundation Study to “Revisions Needed”. When this
happens the applicant will be notified via email of the requested revisions. Participants
can then go back to their PMP Study to make the necessary edits and change the status
back to “Submitted”.
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Requesting a Simplified Inundation Study

Simplified Inundation Studies are a service provided by DCR for dams that have the potential to be
classified as a low hazard dam. The following section provides step by step instructions for requesting a
Simplified Inundation Study:

1. Click the "Add Simplified Inundation Study" button in the top right-hand corner of the
“Inundation/PMP Studies” tab (Figure 23).

Dam Search

#> >
Dam Name: Mike Johnson Dam
Dam Inventory Number: 003003
Legacy Number: 00003

Inundation / PMP Studies

Approved
Submitted
Approved
Approved
Development
Development

Awaiting Payment

Dam Region: 5
Hazard Classification: Low

County: Albemarle, Fluvanna

Status =

Welcome, “SimpleOrc”

Ovmer Name: COSNER, DILLARD W and LESLIEE Certificate Type: AgExempt
w Certificate Expiration Date: 1211312018
Regional Engineer: Cole Dwyre EP Expiration Date: 03/07/2019

Inundation Study Date
Add Inundation Study | Add PMP  Add Simplified Inundation Study

Note: Right click to view actions

Study Type = Date of Last Status Change &
Simple Inundation Study 1/23/2019
simple Inundation Study 1/23/2019
PMP Study 1/23/2019
Inundation Study 1/23/2019
Inundation Study 1/23/2019
Inundation Study 1/23/2019
simple Inundation Study 1/23/2019
] 10 v

Figure 23: Add Simplified Inundation Study

26



DSIS Participant Submission Guide

2. Attach a copy of a document signed by the dam owner(s) indicating their request for the
“Simplified Inundation Study” and click “Save” (Figure 24).

Welcome, “SimpleOrc”
Dam Search PF t trat t . ne, “SimpleOrc

# » Dams » 003005 » Studies

Dam Name: Mont Air South Dam Dam Ragion: 5 Ownar Name: Keller For

wo LLC Certificata Type
Dam Inventory Number: 003005 Hazard Classification: High Regional Engineer: Cole Dwyre Centificate Expiration Date
Legacy Number. 00005 County: Albemarle Inundation Study Date EP Expiration Date

#¥Required Fields

New Simplified Inundation Study -

I PE and Owner Signature %
—

PE and Owner Signature I

Inundation / PMP Studies

Figure 24: Requesting a Simplified Inundation Study
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3. Once the Simplified Inundation Study has been “Submitted” the participant will receive an
“Awaiting Payment” notification via email and the Simplified Inundation Study will be set to a
status of “Awaiting Payment” (Figure 25). The email will include an attached payment form, the
form must be filled out and mailed to DCR with a check to DCR before the study will be
conducted. See mailing instructions on the payment form.

Dam Search t 5 2 1 \ tratior Y ._ Welcome, “james.mal

# > Dams » 029035

Dam Name: Slate River Dam #3 Dam Region: 5 Cwner Name: Peter Francisco Soil and Water Certificate Type: Conditional Cerbficate
Dam Inventory Number: 023035 Hazard Classification: High Conservation District Certificate Expiration Date: 11/30/2020
Legacy Mumber: 02935 County: Buckingham Regional Engineer: Cole Dwyre EP Expiration Date: 061972023

Inundation Study Date: 12/03/2010

Add Inundation Study Add PMP Add Simplified Inundation Study

Note: Right click to view actions

Status # Study Type # Date of Last Status Change #

I Awsaiting Payment Simple Inundation Study 3/13/2019 I

n 10 v

Inundation / PMP Studies

Figure 25: Simplified Inundation Study in Awaiting Payment Status
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Simplified Inundation Study Approval Process
After your payment has been received the following steps will be conducted to process the Simplified
Inundation Study:

1. Upon payment of the simplified inundation study, DCRs Simplified Mapping Engineer will be
notified of the Submitted Inundation Study and conduct the study.
2. The Simplified Mapping engineer will either:

e Approve — Applicant and dam owners will be notified via email of the approved
Simplified Inundation Study and the status will be changed to “Approved”. The
documents produced from the study will be posted with the request record (Figure 26). At
this point the Simplified Inundation Study has been accepted by DCR and there is no
more action required by the participant.

e Denied — If the Simplified Mapping Engineer determines the hazard potential of the dam
to not be Low hazard, the engineer will deny the study.

Welcome. " -
Dam Search pplication Searc Global Contacts dministration My Account Support Welcome, "james martin -lﬂw"l
# > Dams » 029035 ¥ Studies ¥ 1249
Dam Name: Slate River Dam #8 Dam Region: 5 Owner Name: Peter Francisco Soil and Water Certificate Type: Conditional Certificate
Dam Inventory Number: 029035 Hazard Classification: Low Conservation District Certificate Expiration Date: 11/30/2020
Legacy Number: 02935 County: Buckingham Regicnal Engineer: Cole Dwyre EP Expiration Date: 06/19/2023

Inundation Study Date: 12/03/2010

m Simplified Inundation Study []

Fep Status Approved

Hazard Classification Low
Request Simplified Inundation Study Test file.docx Download
Form
Finished Simplified Inundation Study Presentation?.zip Download
Inundation Zones Shapefile Presentation1zip Download
Drainage Area Shapefile Presentation1.zip Download
PE and Owner Signature test.xt Download

Figure 26: Completed Simplified Inundation Study
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Emergency Plans

Users can add, view, and edit emergency plans for a dam through the “Emergency Plans” tab (Figure
27). On the emergency plans tab users will see a grid displaying all emergency plans on record. Users

can view the details of an emergency plan by clicking on a record in the grid.

Dams Administrat fy Accour

# » Dams » 029004
Dam Name: Willis River Dam #4
Dam Inventory Number: 029004
Legacy Number: 02904

Archive

Development

Emergency Plans

Dam Region: 5
Hazard Classification: High
County: Buckingham

Status ¥

EAP
EAP

EP Type =

Owner Name: Peter Francisco Soil and Water
Conservation District

Regional Engineer: Robert VanLier
Inundation Study Date: 03/08/2011

Approval Date =
7/2/2008

8/16/2017

a 0

Welcome, "James.martin”

Centificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020
EP Expiration Date: 08/16/2023

Add EP

Note: Right click to view actions
Expiration Date %
7i2/2014

8/16/2023

Figure 27: Emergency Plans Tab
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Submitting an Emergenc

y Plan

The following section provides step by step instructions on how to create and submit an emergency plan:

1. Click the "Add EP" button in the top right-hand corner of the emergency plans tab (Figure 28).

Dams Administratic My Account

# » Dams » 029004
Dam Name: Willis River Dam #4
Dam Inventory Number: 029004
Legacy Number: 02904

Regulatec Archive
Development

atershe
Technical B

ech Hyc

rau

ech e

achnical Spillwa
Ma
Contacts

nspe

ppl ons
ertificate Applicatio

Emergency Plans

Dam Region: §

Hazard Classification: High

County: Buckingham

Status =

EAP
EAP

EP Type =

Owner Name: Peter Francisco Soil and Water
Conservation District

Regional Engineer: Robert VanLier
Inundation Study Date: 03/08/2011

Approval Date =
7/212008
8/16/2017

(1] 0

Welcome, "james. martin”

Certificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020
EP Expiration Date: 08/16/2023

Add EP

Note: Right click to view actions
Expiration Date %
77272014

8/16/2023

Figure 28: Add an Emergency Plan
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2. From the “Emergency Plan Details” tab click “Edit” to edit the Emergency Plan application and
proceed to fully populate the form (Figure 29).

a. Best Practice: Always save as often as possible.

b. Note data types next to some of the data fields. These types indicate if the field is

numeric or text. [f the wrong data type is entered in a field the system will not allow the

user to save.

c. Ifthere is no data for a text field enter “NA”.
d. If there is no data for a numeric field enter “0”.

Dams Administration My Account

# > Dams » 020004 » EPs > 766

Dam Name: Willis River Dam #4
Dam Inventory Number: 025004

Dam Region: 5
Hazard Classification: High
Legacy Number. 02904

County: Buckingham

EP Details

Status:

E911 Address:

ES911 Aadress Description:

Plan Type:

Dam Deficiencies:

Metheds of Notification and Waming

Methods of Notification and Waming
Description:

Downstream Dam in Inundation Zones (6-
Digit Id)

EP Required By Submitting Agency:
Submitted To VDEM:

Submitted To EOC

Plan Approval Date:

Plan Expiration Date:

Total Depth in Emergency Spillway Before
Overtopping (Decimal-Feet):

Owner Name: Peter Francisco Soil and
Water Conservation District

Regional Engineer: Robert VanLier
Inundation Study Date: 03/08/2011

Development

123 Fake St

Fakeville, VA 12345

Directions to location of the dam

EAP

Welcome, “james.martin”

Logout

Certificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020

EP Expiration Date: 08/16/2023

Edit l

Figure 29: Edit an Emergency Plan
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3. Optional Adding Supply and Resource Contacts - To start the process of adding optional Supply
and Resource contacts, users can go to the “Contacts” tab of the Emergency Plan and click “Add

Contact to EP” (Figure 30).

Dams Administration

# » Dams » 029004 ¥ EPs
Dam MName: Willis River Dam #4
Dam Inventory Number: 025004
Legacy Number: 02904

Dam Region: 3
Hazard Classification: High
County: Buckingham

Details

Aftachments

EP Contacts

Contact Type Name #

No records found

Contact Type < Name =

No records found

Dams Contacts

-

Contact Type % Name =

Owner Representative Kelly Snoddy

Owner Professional
Charles Wilson
Engineer

Owner M. Todd Smith

Owner Representative Sherry Ragland

Supply & Resource Contacts

Owner Name: Peter Francisco Soil and
Water Conservation District

Regional Engineer: Robert VanLier
Inundation Study Date: 03/08/2011

Email # Organization #
a

Email # Organization %
0

Email = Organization %

Peter Francisco Soil and
kelly.snoddy@vaswed.org Water Conservation
District

Virginia DCR, Division of
charles.wilson@dcr.virgin  Soil and Water

Conservation

Peter Francisco Soil and
peterfranciscoswed@gm: Water Conservation
District

Peter Francisco Soil and
sherry.ragland@vaswed.o Water Conservation
District

Welcome, "james.martin”

Certificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020
EP Expiration Date: 08/16/2023

Add Contact To EP l

Note: Right click to view actions

Phone Number # Primary ¥

Note: Right click to view actions

Phone Number % Primary %

L1

Phone Number Primary =

(434) 983-7923(0ffice)  yes

(804) 371-6233(0ffice)  no

(434) 983-7923(0ffice)  no

(434) 983-7923(0ffice)  no

Figure 30: Emergency Plans Contacts Tab

33



DSIS Participant Submission Guide

4. Optional Adding Supply and Resource Contacts Continued - To add Supply and Resource
contacts, the user can select “Add Contact” (Existing) or “Add New Contact” (New) (Figure 31).
Adding contacts to an EP functions the same way as adding a contact to a dam. For details on
adding contacts see the first section of this document “Contacts”.

Welcome, "james.martin" -
Dams Administratior My Account | Logout

# > Dams » 029004 » EAPs » Contacts

Dam Name: Willis River Dam #4 Dam Region: 5 Owner Name: Peter Francisco Soil and Certificate Type: Conditional Certificate
Dam Inventory Number: 029004 Hazard Classification: High Water Conservation District Centificate Expiration Date: 03/31/2020
Legacy Number: 02904 County: Buckingham Regional Engineer: Robert VanLier EP Expiration Date: 08/16/2023

Inundation Study Date: 03/08/2011

Add Contact I Add New Contact

(=]
@

Full Name % Organization % Primary Email % Phone Number %
Search Search Search Search
Attachments Ms. Grissinger Ms. Grissinger
David Voncenti Mary B. Sheridan Trust (434) 823-1860 (Office)
c/o Alumni Association Virginia Pole Inc.
John Birdsall Birdsall, John
Charles R. or Kimberly 5. Cory Cory, Charles R. or Kimberly S.
Samuel Stanhope Il or Janice M Walker, Samuel Stanhope Il or
Walker Janice M.
Jennie Sue Minor Trustee Minor, Jennie Sue Trust
Jennie Sue Minor, Trustee Minor, Jennie Sue
c/o Alumni Association UVA Polo Club

Van Cliff, Barry R; Daniel G. Van Cliff = Van Cliff, Barry R.; Daniel G. Van Cliff
Jr. & Bank of America Co.-TRS etal | Jr. & Bank of America Co.-TRS etal

Edgar N. Jr. or Patricia Carter G Garnett, Edgar N. Jr,, or Patricia

Garnett Carter G.

Ron Cottrell Martha Jefferson Hospital (434) 982-7303 (Office)
Michael Spatz Martha Jeffeson Hospital (434) 982-7038 (Office)
W. Cary Brent Keswick Corporation (434) 923-4320 (Office)
Florence Wilson Wilson, Florence (540) 832-2812 (Office)

Figure 31: Adding Optional Supply and Resource Contacts to an Emergency Plan
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5. Optional Supporting Attachments — Users can upload EP maps and other supporting documents
under the “Emergency Plan Attachments” tab (Figure 32).

a. Click “Add Files”.
Select file for upload.

o a0

Click “Upload”

Name the attachment under “File Name”.
Select “Attachment Type”.

Dams Admir tio My Account

# > Dams > 029004 » EAPs > 766
Dam Name: Willis River Dam #4

Dam Inventory Number: 029004

Dam Region: 5

Legacy Number: 02904

Add files... | @ Startall
alls

County: Buckingham

Hazard Classification: High

Owner Name: Peter Francisco Soil and Water
Conservation District

Regional Engineer: Robert VanLier
Inundation Study Date: 03/08/2011

Welcome, "james.martin” m

Certificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020
EP Expiration Date: 08/16/2023

File
File Name Attachment Name Size Attachment Type Document Date Uploaded Date
028004_EAP_20180412.pdf | ;59004 EAP 20180412 0.02MB | £Ap_Final v
02 M
025004_SIGN_20180412.pdf | 059004 516N 20180412 | CP2MB | PE and Owner Signature .

Notes

To sort click on the column headings

The maximum file size is 30 MB unless otherwise noted
An attachment type of Study, EP, Pictures, or As-Built has a maximum file size of 250 MB
Only file types jpg, jpeg, png, gif, pdf, doc, docx, XIs, XISX, pps, PPsX, ppt, pptx, txt, and zip are allowed

Figure 32: Emergency Plans Attachment Tab

6. Once the edits in the “Emergency Plan Details” tab have been completed, go to the top of the
form and change the “Status” field to "Submitted" and click “Save” (Figure 33).

Administration

Dams

# > Dams » 029004 » EPs » 766
Dam Name: Willis River Dam #4
Dam Inventory Number: 029004
Legacy Number. 02904

Dam Region: 5
Hazard Classification: High Water Conservation District
County: Buckingham

Inundation Study Date: 03/06/2011

*Required FieldsEP Details

Owner Name: Peter Francisco Soil and

Regional Engineer: Robert VanLier

Welcome, "james.martin”

Certificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020
EP Expiration Date: 08/16/2023

Status: % Submitted

£911 Address: %k
Street

123 Fake St

Street 2
City, State
Fakeville VA v

[
o

12345

Cancel

Figure 33: Submitting an Emergency Plan
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Emergency Plan Approval Process
After you have submitted your Emergency Plan the following steps will be conducted to process the
application for DCR approval:

1. Upon submission the participant’s regional engineer will be notified of the submitted Emergency
Plan and will review the submission.
2. After their review the regional engineer will set the status to one of two options:

e Approved — Applicant and dam owners will be notified via email of the approved
Emergency Plan and the status will be changed to “Approved”. At this point the
Emergency Plan has been accepted by DCR and there is no further action required by the
participant for the submission.

e Revisions Needed — To request revisions to the Emergency Plan, regional engineers have
the option of changing the status of the Emergency Plan to “Revisions Needed”. When
this happens the applicant will be notified via email of the requested revisions.
Participants can then go back to their Emergency Plan to make the necessary edits and
change the status back to “Submitted” to Re-Submit.

Generating a PDF Emergency Preparation Plan Application (Low Hazard Only)

At any step in the workflow process users can generate a pdf copy of their Emergency Preparation Plan
by clicking the “Generate Application” button, located in the top right-hand corner of the Emergency
Preparation Plan details page. The PDF will be downloaded by your internet browser (download
processes may differ by browser).

Adding Emergency Drills and Table Top Exercises

Emergency Drills and Table Top exercises are conducted throughout the life cycle of an Emergency

Plan, the DSIS system requires that a drill is exercised annually and table top exercises are conducted

every 6 years:

® (4VAC50-20-175) — A drill shall be conducted annually for each high or significant hazard

impounding structure. To the extent practicable, the drill should include a face-to-face meeting
with the local emergency management agencies responsible for any necessary evacuations to
review the EAP and ensure the local emergency management agencies understand the actions
required during an emergency. Except as set out in 4VAC50-20-53, a table-top exercise shall be
conducted once every six years, although more frequent table-top exercises are encouraged.
Drills and table-top exercises for multiple impounding structures may be performed in
combination if the involved parties are the same. Owners shall certify to the department annually
that a drill, a table-top exercise, or both has been completed and provide any revisions or updates
to the EAP or a statement that no revisions or updates are needed.

The following section provides step by step instructions on how to create emergency drill and table top
exercise records:

1. From the corresponding emergency plan record, click the “Emergency Plan Drills” tab to the left

side of the screen (Figure 38).
2. To add a Drill or Table Top record click “Add Emergency Plan Drill” (Figure 34).
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— R Welcome, “SimpleOrc”
Diam Search F m

> H YEPs ) ¥

Dam Name; Mike Jol Dam Riegion: 5 Chemer Kame: COSNER, DILLARD W and LESLIEE Certificate Type: AgExempt

Dham Irventony Mumber Hazard Classiication: Lo W Certificate Expiration Date: 121132018
Legacy Number Q0003 County; Albemarle, Fhivanna Regional Enginsar. Cobs Dwyre EP Expiration Date: 030

Inundation Shudy Duate

Add Emergency Plan Dril
L —

Note: Right dick to view actions

Emergency Plan Drills

Type = Drill Date & Comments = Participants % People Imvolved 3

Ko records found

g n -

Figure 34: Emergency Plan Drills Tab

3. Enter all fields and click “Add” (Figure 35):
e Drill Type
e Drill Date
e (Comments
e Event Participants
e Number of People Involved

Dam Search CrEot @l L hal Contante PETr—— T P— Welcome, "SimpleOrc’ m
3 0Dams 5% EPs 93254 ) 5% Ne
Dam Name: Mont Air South Dam Dam Region: 5 Owner Name: Keller Forty Two LLC Cartificate Type:
Dam Inventory Number: 003005 Hazard Classification: High Regional Engineer: Cole Dwyre Certificate Expiration Date:
Legacy Number: 00005 County: Albemarle Inundation Study Date EP Expiration Date: 01/03/2022
* F!_c-quirc:l Fields E Cancel
Drill
Drill Type Emergency Drill v
Drill Date 01/03/2019
Drils Comments test
Event Participants test
Number of People Involved & 25
E Cancel

Figure 35: Adding an Emergency Plan Drill or Table Top Exercise
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Certificate Applications

Participants can add, view, and edit certificate applications for a dam through the “Certificate
Applications” tab (Figure 36). On the “Certificates Applications” tab a list of all recorded certificate
applications for the dam will be displayed. Participants can access the details of a record by clicking on

a record in the grid.

Dams Administratior My A

# » Dams » 029004
Dam Name: Willis River Dam #4
Dam Inventory Number: 029004
Legacy Number: 02904

Dam Region: 5

Status =
Submitted

Archive

Certificate Applications

Hazard Classification: High
County: Buckingham

Certificate Type #
Conditional Certificate

Conditional Certificate

Welcome, "james.martin® m

Owner Name: Peter Francisco Seil and Water Certificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020

EP Expiration Date: 08/16/2023

Conservation District

Regional Engineer: Robert VanLier
Inundation Study Date: 03/08/2011

Add Certificate

Note: Right click to view actions

Expirallon Date «

3/31/2020

Approval Date % Effective Date *

3/31/2018 3/31/2018

3/31/2016

n 10~

3/31/2018

Figure 36: Certificate Applications Tab
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Submitting a Regular or Conditional Certificate

The following section provides step by step instructions on how to create and submit a Conditional or

Regular Certificate for DCR review and acceptance.

1. Click the "Add Certificate" button in the top right-hand corner of the certificates tab (Figure 37).

Dams

# » Dams > 029004

Dam Name; Willis River Dam #4 Dam Region: 5

Dam Inventory Number: 029004 Hazard Classification: High

Legacy Number: 02904 County: Buckingham

Status = Certificate Type %

Submitted Conditional Certificate

Archive Conditional Certificate

Cerlificate Applications

Welcome, "James.martin®

Owner Name; Peter Francisco Soil and Water Certificate Type; Conditional Certificate

Conservation District Certificate Expiration Date: 03/31/2020

Regional Engineer: Robert VanLier EP Expiration Date: 08/16/2023

Add Certificate

Note: Right click to view actions

Expiration Date

3/31/2020

Inundation Study Date: 03/08/2011

Effective Date %
3/31/2018

Approval Date %
3/31/2018

3/31/2016

3/31/2018

Figure 37: Add a Certificate Application
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2. From the “Certificate Details” tab click “Edit” to edit the certificate application (Figure 38).
Once in an edit session fill out all data fields and save often.
e Best Practice: Always save as often as possible.
e Note: data types next to some of the data fields. These types indicate if the field is
numeric or text. If the wrong data type is entered in a field the system will not allow the

user to save.

e If there is no data for a text field enter “NA”.
o If there is no data for a numeric field enter “0”.

Dams \dministration

# > Dams » 029004 ¥ Certificate Applications » 4136

Dam Name: Willis River Dam #4 Dam Region: 5
Dam Inventory Number: 029004 Hazard Classification: High
Legacy Number: 02904 County: Buckingham

m Certificate Details

Certificate Approval Date

Centificate Expiration Date:

Operating Plan & Schedule

Operation of Impoundment Drain

Status:

Certificate Type:

Certificate Effective Date:

Federal Involvement Operation:

Operation of Control Gates & Spillways:

Owner Name: Peler Francisco Soil and Water
Conservation District

Regional Engineer: Robert VanLier
Inundation Study Date: 03/08/2011

Development

Regular Operation and Maintenance Certificate

Example

Example

Welcome, "james. mamn"

Certificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020
EP Expiration Date: 08/16/2023

| Edit |

Figure 38: Edit a Certificate Application
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3. Optional Supporting Documents — Users can upload other supporting documents under the
“Certificate Applications Attachments” tab (Figure 39).
a. Click “Add Files”.
Select file for upload.
Name the attachment under “File Name”.
Select “Attachment Type”.
Click “Upload”

o a0

Welcome, "james.martin”
Dams Administratio Account W I

# » Dams ) 029004 » Certificate > 4150

Dam Name: Willis River Dam #4 Dam Region: 5 Owner Name: Peter Francisco Soil and Water Certificate Type: Conditional Centificate
Dam Inventory Number: 028004 Hazard Classification: High Conservation District Certificate Expiration Date: 03/31/2020
Legacy Number: 02904 County: Buckingham Regional Engineer: Robert VanLier EP Expiration Date: 08/16/2023

Inundation Study Date: 02/06/2011

Addfiles... = @ Startall
Details
File
m File Name Attachment Name Size Attachment Type Document Date Uploaded Date

023004_SIGN_20180412.pdf | 15904 51GN_20180412 002MB | bE ang Owner Signature v

Notes

To sort click on the column headings

The maximum file size is 30 MB unless otherwise noted

An attachment type of Inundation Study, EP, Inspection Pictures, or As-Built has a maximum file size of 250 MB
Only file types jpg, jpeg. png, gif, pdf, doc, docx, xIs, xIsx, pps, ppsx, ppt, pptx, txt, and zip are allowed

Figure 39: Certificate Applications Supporting Documentation Attachments
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4. Once all “Certificate Application Details” have been populated go to the “Certificate
Applications Details” tab and change the “Status” field to "Submitted" and click “Save” (Figure

40).

Welcome, “james.martin” m

Dam Search \pf n Search L acts Administ

# » Dams » 003032 » Certificate Applications > 6385

Dam Name: Apsara Farm North Dam Dam Region: 5 Qwner Name: Cariton, Jeffrey Certificate Type: Conditional Certficate
Dam Inventory Number: 003032 Hazard Classification: Unknown Regional Engineer: Cole Dwyre Certificate Expiration Date: 05/01/2021
Legacy Number: 00032 County: Albemarle Inundation Study Date: EP Expiration Date
¥ P
* ReqL‘lired Fields ) Cancel Generate Application
Details Certificate Details
Attachment Status: & Submitted v
Certificate Type: % Conditional Certificate v
Certificate Approval Date: % 05/01/2019
Certificate Effective Date: % 05/15/2019
Certificate Expiration Date: % 05/01/2021
Federal Involvement Operation: %
Unknown v m
Operating Plan & Schedule
Operation of Control Gates & Spillways: % test
Y
Operation of Impoundment Drain: % test

Figure 40: Submitting a Regular or Conditional Certificate

5. Once the certificate application is saved to a status of “Submitted”, the user will be prompted to
select a payment method:

a. Mail - If “Mail” is selected an email will be sent to the user with a payment form that can

be filed out and mailed with payment to DCR. The form also contains instructions on
how to pay online if the user decides not to mail the payment.

b. Online - If “Online” is selected a new tab will be opened up in the users web browser that

will take them to DCR’s payment portal. Once in the payment portal follow the
instructions to complete the online payment.

After a payment method has been selected the application status will change to “Awaiting Payment”.

Once the payment is received the status will change to “Submitted”. Online payments will take 24 hours
to be reflected in DSIS.
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Conditional and Regular Certificate Approval Process
After you have submitted your certificate application the following steps will be conducted to process
the application for DCR approval:

1.

Upon submission the participant’s regional engineer will be notified of the submitted certificate
and will review the application.

2. The regional engineer will change the status to one of two options:

e Admin Review — Once the regional engineer has accepted the Certificate application and

deemed it accurate the regional engineer will recommend it for approval and will change
the status to “Admin Review”.

Revisions Needed - To request revisions to the Certificate application, regional engineers
have the option of changing the status of the Certificate application to “Revisions
Needed”. When this happens the applicant will be notified via email of the requested
revisions. Participants can then go back to their Certificate application to make the
necessary edits and change the status back to “Submitted”.

3. Once in “Admin Review” the Deputy Director of Dam Safety and Floodplain Management will

change the status to one of two options:
e Approved — Applicant and dam owners will be notified via email of the approved

Certificate and the status will be changed to “Approved”. At this point the Certificate has
been accepted by DCR and there is no more action required by the participant. A copy of
the final certificate will be emailed to the applicant and dam owners. The Certificate can
also be downloaded from the Certificate application in DSIS at any time.

Denied — If the director does not approve of the Certificate the status will be set to
“Denied”. Once denied the applicant and dam owners will be notified via email with a
description of why their application was denied. At this point the applicant will need to
submit a new certificate application to continue the process of obtaining an O&M
certificate.

Generating a PDF Certificate Application

At any step in the workflow process users can generate a pdf copy of their Certificate by clicking the
“Generate Application” button, located in the top right-hand corner of the Certificate Applications
Details” tab. The PDF will be downloaded by your internet browser (download processes may differ by

browser).

43



DSIS Participant Submission Guide

Requesting a General Permit Certificate
A General Permit certificate is an O&M Operation and Maintenance Certificate for Low Hazard dams.
Note, to apply for a General Permit Certificate the dam hazard class in DSIS must be “Low”.

The following section provides step by step instructions for creating and submitting a General Permit:

1. Click the "Add General Permit" button in the top right-hand corner of the “Certificates” tab
(Figure 41).

Dam Search . v A Welcome 'Simpléc'c'm
L > >
Dam Name: Mike Johnson Dam Dam Region: 5 Owner Name: COSMER. DILLARD W and LESLIE E Cenrtificate Type: AgExempt
Dam Inventory Number: 003003 Hazard Classification: Low w Certificate Expiration Date: 121322018
Legacy Number: 00003 County: Albemarle, Fluvanna Regional Engineer. Cole Dwyre EF Expiration Date: 03/07/2019
Inundation Study Date
Mote: Right click to view actions
Status & Certificate Type & Approval Date & Effective Date & Expiration Date &
Submitted Conditional Certificate 12/6/2018 12/6/2018 3/28/2019
Approved Conditional Certificate 8/B/2018 104472018 12/28/2018
Approved General Permit 11/2/2000 12/1/2000 12/1/2006
Awaiting Payment General Permit
Awaiting Payment General Permit
Archive AgExempt 10/3/2018 12/13/2018 12/13/2018
Approved AgExempt 10/5/2017 1213/2008 12/13/2020
Submitted AgExermpt
Submitted AgExempt
a or
Certificates

Figure 41: Add General Permit Certificate
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2. Attach a copy of a document signed by the dam owner(s) indicating their request for the
“General Permit Certificate” and click “Save” (Figure 42).

2o,

- , . e Welcome, 'Saroleo'c"-
Dam Search \ppiication S Slobal Contact Administrat Wy t pport o Logout

# > Dams > 003004 > Certificate Applications

Dam Name: Montfair West Dam Dam Region: 5 Owner Name: Mary B. Sheridan Trust Certificate Type: Conditional Certificate
Dam Inventory Number: 003004 Hazard Classification: Low Regional Engineer: Cole Dwyre Certificate Expiration Date: 03/07/2019
Legacy Number: 00004 County: Albemarie Inundation Study Date: EP Expiration Date; 06/28/2019

% Required Fislds
Event ) I San Cancel
New General Permit

PE and Owner Signature

PE and Cwner Signature

Figure 42: Requesting a General Permit Certificate
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3. Once the General Permit Certificate has been requested the participant will receive an “Awaiting
Payment” notification via email and the record will be set to a status of “Awaiting Payment”
(Figure 43). The email will include an attached payment form, the form must be filled out and
mailed with a check to DCR. See mailing instruction on the payment form.

. . .
Dam Search Application Search Global Contacts Administration My Account Subport Welcome, "james.martin

# > Dams » 003003 » Certificates

Dam Name: Mike Johnson Dam Dam Region: 5 Owner Name: COSNER, DILLARD W and Certificate Type
Dam Inventory Number: 003003 Hazard Classification: Low LESLIE E W, Minor, Jennie Sue Trust Certificate Expiration Date:
Legacy Number: 00003 County: Fluvanna Regional Engineer: Cole Dwyre EP Expiration Date: 12/31/2020

Inundation Study Date:

Events Add Certificate Add Ag-Exempt Certificate Add General Permit Certificate

Genera Note: Right click to view actions

Statu_s s Certificate Type & Approval Date & Effective Da_{e 3 Expiration Date %
Regulated I Awaiting Payment General Permit I

1] 0

nspections

Figure 43: General Permit Certificate in Awaiting Payment Status

46



DSIS Participant Submission Guide

General Permit Certificate Approval Process
After you have submitted and paid for your General Permit Certificate application the following steps
will be conducted to process the application for DCR approval:

1. Upon submission the participant’s regional engineer will be notified of the submitted General
Permit Certificate and will review the application.
2. The regional engineer will either:

e Admin Review — Once the regional engineer has accepted the General Permit certificate
application and deemed it accurate the regional engineer will recommend it for approval
by changing the status to “Admin Review”.

e Revisions Needed — To request revisions to the General Permit Certificate application,
regional engineers have the option of changing the status of the General Permit
Certificate application to “Revisions Needed”. When this happens the applicant will be
notified via email of the requested revisions. Participants can then go back to their
General Permit Certificate to make the necessary edits and change the status back to
“Submitted”.

3. Once in “Admin Review” DCR administrators and the Deputy Director of Dam Safety and
Floodplain Management will either:

e Approve — Applicant and dam owners will be notified via email of the approved General
Permit Certificate and the status will be changed to “Approved”. At this point the General
Permit Certificate has been accepted by DCR and there is no more action required by the
participant. A copy of the final certificate will be emailed to the applicant and dam
owners. The certificate can also be downloaded from the General Permit Certificate
application in DSIS at any time.

e Denied — If the director does not approve of the General Permit Certificate the status will
be set to “Denied”. Once denied the applicant and dam owners will be notified via email
with a description of why their application was denied.

Generating a PDF General Permit Certificate Application

At any step in the workflow process users can generate a pdf copy of their General Permit by clicking
the “Generate Application” button, located in the top right-hand corner of the “General Permit Details”
tab. The PDF will be downloaded by your internet browser (download processes may differ by browser).
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Submitting an Agricultural Exemption Certificate

An Agricultural Exemption Certificate is a certificate that allows dams used in agricultural practices to
be exempt from some Virginia Dam Safety Regulations. Note, to be approved for an Agricultural
Exemption the applicant must be able to prove agricultural activities as well as other technical data of
the impoundment structure.

The following section provides step by step instructions for creating and submitting an Agricultural
Exemption:

1. Click the "Add Ag-Exempt Certificate" button in the top right-hand corner of the “Certificates”
tab (Figure 44).

Welcome, “SimpleCrc” m

Dam Search

LEd > >
Dam Name: Mike Johnson Dam Dam Region: 5 Owner Name: COSNER, DILLARD W and LESLIE E Certificate Type: AgExempt
Dam Inventory Number; 003003 Hazard Classification; Low Certificate Expiration Date: 12132018

Legacy Number: 00003 County: Albemarle, Fluvanna Regional Engineer: Cole Dwyre EP Expiration Date: 03/07/2019

Inundation Study Date

Add Certificate ~ Add Ag-Exempt Certificate  Add General Permit Certificate

Mote: Right click to view actions

Status & Certificate Type & Approval Date Effective Date % Expiration Date 3
Submitted Conditional Certificate 12/6/2018 12/6/2018 3/28/2019
Approved Conditional Certificate 8/a/20n8 10/4/2018 12/28/2018
Approved General Permit 11/2/2000 12/1/2000 12/1/2006
Awaiting Payment Genetal Permit
Awaiting Payment General Permit
Archive AgExempt 10/3r2018 12M13/2018 12/13/2018
Approved AgExempt 10/5/2017 12/13/2018 12/13/2020
Submitted AgExempt
Submitted AgExempt

a or

Figure 44: Add Ag-Exempt Certificate
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2. Enter all information required to start an Agricultural Exemption record (all required fields are

indicated by a red asterisk) and click “Submit” (Figure 45).

e PE and Owner Signature
e Description of all Agricultural activities related to the dam

e [s Existing Dam

Figure 45: Creating an Agricultural Exemption Application

3. After submitting the Agricultural Exemption application a new record will be present in the
Agricultural Exemptions grid in a sta

tus of submitted (Figure 46).

—a = =

> i

Welcome, "james martin’ m

Dam Search

# » Dams » 003003 » Certificates
COwner Name: COSNER, DILLARD W and Certificate Type: AgExempt
Certificate Expiration Date:

EP Expiration Date: 12/31/2020

Dam Region: &

Hazard Classification: Low
Legacy Number: 00003 County: Fluvanna Regional Engineer; Cole Dwyre
Inundation Study Date:

Add Certificate Add Ag-Exempt Certificate Add General Permit Certificate

Note: Right click to view actions

Dam Name: Mike Johnson Dam
LESLIE E W.Miner, Jennie Sue Trust

Dam Inventory Number: 003003

Status % Certificate Type % Approval Date % Effective Date % Expiration Date %

I Submitted AgExempt

7] 10 v

tion / PMP Studies
Emergency Plans

Emergency Map

Certificates

Figure 46: Agricultural Exemption Application in a Status of Submitted
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Agricultural Exemption Certificate Approval Process
After you have requested your Agricultural Exemption certificate the following steps will be conducted

to process the application for DCR approval:

1. Upon submission the participant’s regional engineer will be notified of the submitted
Agricultural Exemption Certificate and will review the application.
2. The regional engineer will either:

e Admin Review — Once the regional engineer has accepted the Agricultural Exemption
certificate application and deemed it accurate the regional engineer will recommend it for
approval and will change the status to “Admin Review”.

e Revisions Needed - To request revisions to the Agricultural Exemption Certificate
application, regional engineers have the option of changing the status of the Agricultural
Exemption certificate application to “Revisions Needed”. When this happens the
applicant will be notified via email of the requested revisions. Participants can then go
back to their Agricultural Exemption certificate application to make the necessary edits
and change the status back to “Submitted”.

3. Once in “Admin Review” the Deputy Director of Dam Safety and Floodplain Management will
either:

e Approve — Applicant and dam owners will be notified via email of the approved
Agricultural Exemption certificate and the status will be changed to “Approved”. At this
point the Agricultural Exemption certificate has been accepted by DCR and there is no
more action required by the participant.

e Denied — If the director does not approve of the Agricultural Exemption certificate the
status will be set to “Denied”. Once denied the applicant and dam owners will be notified
via email with a description of why their application was denied.

Generating a PDF Agricultural Exemption Certificate Application

At any step in the workflow process users can generate a pdf copy of their Agricultural Exemption by
clicking the “Generate Application” button, located in the top right-hand corner of the Agricultural
Exemption page. The PDF will be downloaded by your internet browser (download processes may differ
by browser).
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Inspections

Participants can view and add inspections for a dam through the “Inspections” tab (Figure 47). From the
“Inspections” tab the user can view a list of all recorded Inspection records for a dam. To view the
details of an inspection record the user can click on an Inspection record from the “Inspections” grid.

Welcome. “Si .
Dam Search Application Searc Global Contacts Administration ly Account Welcome, "SimpleOre nnmn

# Y Dams ¥
Dam Name: Mont Air South Dam Dam Region: 5 Owner Name: Keller Forty Two LLC Certificate Type
Dam Inventory Numbar: 003005 Hazard Classification: High Regional Engineer: Cole Dwyre Certificate Expiration Date
Legacy Number: 00005 County: Albemarle Inundation Study Date: EP Expiration Date: 01/03/2022

Events Add Inspection

Note: Right click to view actions

Status & Inspection Date & Condition & Inspection Type 3 QOrganization & Inspector Name
Approved 3/3/2017 Not Rated DCR Staff Engineer (PE) Keller Forty Two LLC William G Keller
Development 3/3/2017 Not Rated DCR staff Engineer (PE) Keller Forty Two LLC william G Keller
B 10

Figure 47: Inspections Tab

51



DSIS Participant Submission Guide

Submitting an Inspection
The following section provides step by step instructions for creating and submitting an Inspection report:

1. Click the "Add Inspection" button in the top right-hand corner of the “Inspections” tab (Figure
48).

SRCh

. - ‘Welcome, "james.martin” -
Dams y Account | Logout

# » Dams » 029004

Dam Mame: Willis River Dam #4 Dam Region: § Owner Name: Peter Francisco Soil and Certificate Type: Conditional Certificate
Dam Inventory Number: 029004 Hazard Classification: High Water Conservation District Certificate Expiration Date: 03/31/2020
Legacy Number: 02904 County: Buckingham Regional Engineer: Robert VanLier EP Expiration Date: 05/16/2023

Inundation Study Date: 03/08/2011

Events Add Inspection l

seneral Note: Right click to view actions

Inspection Date % Condition % Inspection Type % Organization % Inspector Name %
Reguiated 10/12/2017 Fair Engineer Virginia DCR, Division of Soll Charles Wilson
and Water Conservation
Natershe 12/3/2015 Engineer
. _\ 10/10/2013 Owner
B 11/20/2012 Owner
Technical Hydrolog 11/15/2011 Owner
10/29/2010 Owner
- . 9/24/2009 Owner
6/13/2008 Engineer
Technical Spillway 10/27/2004 Owner
4/30/2002 Engineer

1] 10 v

Figure 48: Add Inspection

2. From the “Inspection Details” tab click “Edit” to edit the Inspection record (Figure 49).
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e Best Practice: Always save as often as possible.
e Note: data types next to some of the data fields. These types indicate if the field is
numeric or text. If the wrong data type is entered in a field the system will not allow the

user to save.

e If there is no data for a text field enter “NA”.
o If there is no data for a numeric field enter “0”.

SDCR
Vigna Depariment of

Dams Administratior

# » Dams » 029004 ¥ Inspections » 2018-04-12

Dam Name: Willis River Dam #4 Dam Region: §
Dam Inventory Number: 029004 Hazard Classification: High
Legacy Number: 02904 County: Buckingham

m Inspection Details

Inspection Date:

Status:

Inspection Type:

Embankment

Has Embankment?:

Upstream Slope

Woody vegetation discovered?:

Rodent burrows discovered?:

Remedial work performed?:

Development
4/12/2018

Emergency

Owner Name: Peter Francisco Soil and
‘Water Conservation District

Regional Engineer: Robert VanLier
Inundation Study Date: 0:3/05/2011

Welcome, "james.martin® m

Certificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020
EP Expiration Date: 08/16/2023

Figure 49: Editing an Inspection Record
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3. Optional Supporting Documents — Users can upload Inspection Pictures and other supporting
documents under the “Inspections Attachments” tab (Figure 50).
a. Click “Add Files”.
Select file for upload.
Name the attachment under “File Name”.
Select “Attachment Type”.
Click “Upload”

o a0

Welcome, “james.martin” St

Dams Administratior My Account

# ¥ Dams ¥ 029004 > Inspections ¥ 3671

Dam Name: Willis River Dam #4 Dam Region: 5 Owner Name: Peter Francisco Soil and Water Certificate Type: Conditional Certificate
Dam Inventory Number: 029004 Hazard Classification: High Conservation District Certificate Expiration Date: 02/31/2020
Legacy Number: 02904 County: Buckingham Regional Engineer. Robert VanLier EP Expiration Date: 08/16/2023

Inundation Study Date: 03/08/2011

Add files... =~ @ Startall

File

Attach 5 File Name Attachment Name Size Attachment Type Document Date Uploaded Date
0.02 MB

028004_SIGN_20180412.pdf | 109004 SIGN_20180412 PE and Owner Signature v
® Upload |

Notes

To sort click on the column headings

The maximum file size is 30 MB unless otherwise noted

An attachment type of Inundation Study, EP, Inspection Pictures, or As-Built has a maximum file size of 250 MB
Only file types jpg. jpeg, png, gif, pdf, doc, docx, xls, xIsx, pps. pPpsX, ppt, pptx, txt, and zip are allowed

Figure 50: Inspection Attachments
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4. Once “Inspection Details” have been completed go to the “Inspections Details” tab and change
the status field to "Submitted" and click “Save” (Figure 51).

Dam Search Application Searc Global Contacts Administration My Account Support Welcome, “james.martin

# » Dams > 015014 » Inspections » 2018-05-30

Dam Name: South River Dam #19 Dam Region: 5 Owner Name: Headwaters Soil and Water Certificate Type: Conditional Certificate
Dam Inventory Number: 015014 Hazard Classification: High Conservation District Certificate Expiration Date: 09/30/2020
Legacy Number: 01514 County: Augusta Regional Engineer: Cole Dwyre EP Expiration Date: 08/27/2024

Inundation Study Date

Inspection Details

Status: %

Attachments

Submitted v

Inspection Date: % 05/30/2018

Inspection Type: %

Engineer v
Embankment
Has Embankment?: % ® Yes U No
Any alteration made to the Yes @ No

embankment?: %

None Reported

Erosion on embankment?: % ® Yes U No

Yes; Several Bare spots and path observed, most like caused by
livestock (Noted in previous Inspection)

Figure 51: Submitting an Inspection

5. Once the inspection application status is set to “Submitted”, the user will be locked out of the
application and the application will be sent to a regional engineer for review.
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Inspection Approval Process
After you have submitted your Inspection the following steps will be conducted to process the
application for DCR approval:

1. Upon submission the participant’s regional engineer will be notified of the submitted Inspection
and will review the submittal.
2. After their review the regional engineer will set the status to one of two options:

e Approved — Applicant and dam owners will be notified via email of the approved
Inspection and the status will be changed to “Approved”. At this point the Inspection has
been accepted by DCR and there is no further action required by the participant for the
submission.

e Revisions Needed — To request revisions to the Inspection, regional engineers have the
option of changing the status of the Inspection to “Revisions Needed”. When this
happens the applicant will be notified via email of the requested revisions. Participants
can then go back to their Inspection to make the necessary edits and change the status
back to “Submitted”.

Generating a PDF Inspection Application

At any step in the workflow process users can generate a pdf copy of their Inspection by clicking the
“Generate Application” button, located in the top right-hand corner of the “Inspections Details” tab. The
PDF will be downloaded by your internet browser (download processes may differ by browser).

56



DSIS Participant Submission Guide

Permit Applications

Users can view and add permit applications for a dam through the “Permits” tab (Figure 52). From the
“Permits” tab users can view a list of all recorded Permit applications for a dam. To view a permit
application’s details the user can click on a record from the “Permits” grid.

Legacy Number: 00004 County ilo Inundation Study Date

Status

Approved

Approved

Figure 52: Permit Applications Tab
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Submitting a Permit

The following section details step by step instructions for creating and submitting Alteration and

Construction Permits:

1. Click the "Add Permit" button in the top right-hand corner of the “Permits” tab (Figure 53).

Dams

# > Dams » 810002

Dam Name: Kingston Lake Dam
Dam Inventory Number: 810002
Legacy Number. 81002

-

Status ¥

Archive

Natershe Approved

Permit Applications

Permit Type =

Hazard Classification: Low, Special
County: City of Virginia Beach

Owner Name: City of Virginia Beach,

Department of Public Works
Regional Engineer: Scott Thomas
Inundation Study Date: 10/15/2013

Approval Date % Expiration Date
11/30/2013 11/30/2015
12/15/2017 12/15/2018

1] 10

Welcome, "james.martin” m

Certificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020
EP Expiration Date: 10/01/2019

Add Permit I

Note: Right click to view actions

Plans And a
Specifications Date % iy O

11/10/2017 Darryl Glover

Figure 53: Add Permit
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2. From the “Permits Details” tab click “Edit” to edit the Permit application (Figure 54).
e Best Practice: Always save as often as possible.
e Note: data types next to some of the data fields. These types indicate if the field is
numeric or text. If the wrong data type is entered in a field the system will not allow the

user to save.

o If there is no data for a text field enter “NA”.
e If there is no data for a numeric field enter “0”.

Dams admir

Legacy Number: 81002

# > Dams » 810002 ¥ Permit Applications » 287

Dam Name: Kingston Lake Dam
Dam Inventory Number: 810002 Hazard Classification: Low, Specia

County: City of Virginia Beach

Dam Region 3

Permit Details

Status:

Permit Type:

Permit Approval Date

Permit Expiration Date:
Plans and Specifications Date:

Date entered:

Issued By

Designed By

Constructed By:

Proposed Construction/Alteration:
Federal Involvement Design:
Federal Involvement Construction:

Datum used for elevations:

Welcome, "james.martin"

Owner Name: City of Virginia Beach Certificate Type: Conditional Certificale
Department of Public Works Certificate Expiration Date: 03/31/2020
Regional Engineer: Scott Thomas EP Expiration Date: 10/01/2019

Inundation Study Date: 10/15/2013

Edit I
Development

Alteration Permit

4/13/2018

Repair intake.

Figure 54: Editing a Permit Application
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3. Optional Supporting Documents — Users can upload design plans and other supporting

documents under the “Permits Attachments” tab (Figure 55).
a. Click “Add Files”.

Select file for upload.

Name the attachment under “File Name”.

Select “Attachment Type”.

Click “Upload”

e o

o

Dams Administration y Account

# » Dams > 810002  Permits > 287

Dam Name: Kingston Lake Dam Dam Region: 3 Owner Name: City of Virginia Beach, Department of
Dam Inventory Number: 810002 Hazard Classification: Low, Special Public Works
Legacy Number: 81002 County: City of Virginia Beach Regional Engineer: Scott Thomas

Inundation Study Date: 10/15/2013

Add files_... || @ Startall
File

Attachments File Name Attachment Name size Attachment Type

810002_SIGN_20180412.pdf 0.02 MB

810002_SIGN_20180412 PE and Owner Signature v

Notes

To sort click on the column headings

The maximum file size is 30 MB unless otherwise noted

An attachment type of Inundation Study, EP, Inspection Pictures, or As-Built has a maximum file size of 250 MB
Only file types jpg, jpeg. png. gif, pdf, doc, docx, xIs, xisx, pps, ppsx, ppt, pptx, txt, and zip are allowed

Welcome, “james. rrarlm"m

Certificate Type: Conditional Certificate
Certificate Expiration Date: 03/31/2020
EP Expiration Date: 10/01/2019

Document Date Uploaded Date

| ® Upload

Figure 55: Permit Application Attachments
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4. Once all Permit “Details” have been populated go to the “Details” tab and change the status field
to "Submitted" and click “Save” (Figure 56).

Dam Search p ation Searc Global Contacts Administratio My Acco Support Welcome, “james.martin m
# » Dams > 003026 » Permit Applications » 1495

Dam Name: Martha Jefferson Retention Basin Dam Region: & Owner Name: Martha Jefferson Certificate Type: Regular Operation and

Dam Hazard Classificafion: High Hospital Organisation Maintenance Certificate

Dam Inventory Number: 003026 County: Albemarle Regional Engineer: Cole Dwyre Certificate Expiration Date: 01/26/2019

Legacy Number: 00026 Inundation Study Date: EP Expiration Date: 11/30/2020
* Reqwrfad Fields . Save Cancel Generate Application Create Res -
Permit Details S

Stalus: ¥ Submitted
Fees Permit Type: % Construction Permit v

Permit Approval Date: %

05/01/2019
Permit Expiration Date: % 05/01/2021
Plans and Specifications Date: % 05/13/2019

Date entered: 511312019

Issued By:

Designed By: %

Ron Cottrell - Martha Jefferson Hospital v
Constructed By. Michaelangelo Spatzzzz - Virginia Polo Inc. v
Proposed Construction/Alteration: % test

Figure 56: Submitting a Permit

5. For Alteration Permits once the permit application status is set to “Submitted”, the user will be
locked out of the application and the application will be sent to a regional engineer for review.

6. For Construction Permits the user will be prompted to select a payment method:
a. Mail - If “Mail” is selected an email will be sent to the user with a payment form that can

be filed out and mailed with payment to DCR. The form also contains instructions on
how to pay online if the user decides not to mail the payment.

b. Online - If “Online” is selected a new tab will be opened up in the users web browser that

will take them to DCR’s payment portal. Once in the payment portal follow the
instructions to complete the online payment.

After a payment method has been selected the application status will change to “Awaiting Payment”.

Once the payment is received the status will change to “Submitted”. Online payments will take 24 hours
to be reflected in DSIS.
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Alteration and Construction Permit Approval Process
After you have submitted your Permit application the following steps will be conducted to process the
application for DCR approval:

1. Upon submission the participant’s regional engineer will be notified of the submitted Permit and
will review the application.
2. The regional engineer will change the status to one of two options:

e Admin Review — Once the regional engineer has accepted the Permit application and
deemed it accurate the regional engineer will recommend it for approval and will change
the status to “Admin Review”.

e Revisions Needed - To request revisions to the Permit application, regional engineers
have the option of changing the status of the Permit application to “Revisions Needed”.
When this happens the applicant will be notified via email of the requested revisions.
Participants can then go back to their Permit application to make the necessary edits and
change the status back to “Submitted”.

3. Once in “Admin Review” the Deputy Director of Dam Safety and Floodplain Management will
review the application and change the status to one of two options:

e Approved — Applicant and dam owners will be notified via email of the approved Permit
and the status will be changed to “Approved”. At this point the Permit has been accepted
by DCR and there is no more action required by the participant. A copy of the final
Permit will be emailed to the applicant and dam owner. The Permit can also be
downloaded from the Permit application in DSIS at any time.

e Denied — If the director does not approve of the Permit the status will be set to “Denied”.
Once denied the applicant and dam owners will be notified via email with a description
of why their application was denied. At this point the applicant will need to submit a new
Permit application to continue the process of obtaining a Permit.

Generating a PDF Permit Application

At any step in the workflow process users can generate a pdf copy of their Permit application by clicking
the “Generate Application” button, located in the top right-hand corner of the “Permits Details” tab. The
PDF will be downloaded by your internet browser (download processes may differ by browser).
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Record Reports

Users can add a Record Report to an Approved or Archived permit application from the corresponding
permit application. The record report can only be created after the alteration or construction permit
project has been completed.

Submitting a Record Report
The following section details step by step instructions for creating and submitting a Record Report.

1. Access the alteration or construction permit the Record Report corresponds to.

2. Start a Record Report by clicking the “Create Record Report” button located in the top
right-hand corner of the “Permit Details” page (Figure 57). A new record report in the status of
“Development” will be created.

Wi e, "Si "
Dam Search Application Search Global Contacts Administration ly Account Support Welcome, "SimpleOrc

## » Dams ¥ 003004 ¥ Permit Applications ¥ 1389
Dam Name: Montfair West Dam Dam Region’ 5 Owner Name: Mary B. Sheridan Trust Certificate Type: Conditional Certificate
Dam Inventory Number: 003004 Hazard Classification: Low Regional Engineer. Cole Dwyre Certificate Expiration Date: 03/07/2019
Legacy Number: 00004 County: Albemarle Inundation Study Date: EP Expiration Date: 06/28/2019
m Generate Application | Create Record Repori
Official Documents
Attachments Draft Permit 003004_DPERMIT_20190114.docx Download

Final Permit FinalPermit. docx Download
Permit Details
Status Approved
Permit Type: Alteration Permit
Permit Approval Date: 17312019
Permit Expiration Date 1/24/2019
Plans and Specifications Date: 12412019
Date entered: 114i2019

Issued By: Super Fool
Designed By: David Voncenti - Mary B. Sheridan Trust

Constructed By David Voncenti - Mary B. Sheridan Trust

Figure 57: Create Record Report
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3. From the “Permits Record Report” tab click “Edit” to edit the Record Report application (Figure
58). Populate all fields in the record report and save before submitting the Record Report.

e Best Practice: Always save as often as possible.

e Note: data types next to some of the data fields. These types indicate if the field is
numeric or text. If the wrong data type is entered in a field the system will not allow the
user to save (see record report data dictionary for detailed information link).

e [fthere is no relevant data for a text field enter “NA”.

e If there is no relevant data for a numeric field enter “0”.

Dam Search

L > > >
Dam Name: Montfair West Dam Dam Ragion: &
Dam Inventory Number: 003004 Hazard Classification; Low

Legacy Number: 00004 County: Albemarle

Record Report

Status:

PE and Owner Signature

Welcome, “SimpleOrc”

Owner Name: Mary B. Sheridan Trust Certificate Type: Conditional Certificate

Certificate Expiration Date: 03/07/.
EP Expiration Date: 06/28/2019

Regional Engineer. Cole Dwyre
Inundation Study Date

Edit Generate Application

Development

test.docx Download

Impounding Structure Data

Type of material
Description of other:
Design
Top of Dam Elevation (Decimal)
Streambed Elevation at Toe (Lowest Decimal)
Height of Impounding Structure (Decimal-Feet)

Crast Length (Decimal-Feet)

Crest Width (Decimal-Feet):

Figure 58: Editing a Record Report
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4. Once all information in the “Permits Record Report™ tab is populated, change the status to

“Submitted” and click “Save” (Figure 59).

Dam Search Application Sear

# » Dams ¥ 003036 » Permit Applications » 1497

Dam Region: 5

Hazard Classification: High
County: Albemarle

Dam Name: Brocks Mill Dam
Dam Inventory Number: 003036
Legacy Number: 00036

Details Record Report

% Required Fields

Owner Name: Sheridan, Mary B. Trust, UVA
Polo Club,Virginia Polo Inc

Regional Engineer: Cole Dwyre

Inundation Study Date:

Welcome, "James martin”

Certificate Type
Certificate Expiration Date:
EP Expiration Date: 11/30/2019

Save Cancel Generate Application

Status: %

Submitted

PE and Owner Signature; %

Impounding Structure Data
Type of material: %

Description of other: %

Top of Dam Elevation {Decimal): %

Streambed Elevation at Toe (Lowest Decimal): %
Height of Impounding Structure (Decimal-Feet): %
Crest Length (Decimal-Feet): %

Crest Width (Decimal-Feat): %

test.txt Clear v

Concrete

est

Design

1

Figure 59: Submitting a Record Report
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Record Report Approval Process
After you have submitted your Record Report the following steps will be conducted to get DCR

approval:

1. Upon submission the participant’s regional engineer will be notified of the submitted Record
Report and will review the application.
2. The regional engineer will either:

e Approve — Applicant and dam owners will be notified via email of the approved Record
Report and the status will be changed to “Approved”. At this point the Record Report has
been accepted by DCR and there is no further action needed by the participant.

e Revisions Needed — To request revisions to the record report Regional Engineers have
the option of changing the status of the record report to “Revisions Needed”. When this
happens the applicant will be notified via email of the requested revisions. Participants
can then go back to their Record Report to make the necessary edits and change the status
back to “Submitted”.

Generating a PDF Record Report

At any step in the workflow process users can generate a pdf copy of their Record Report by clicking the
“Generate Application” button, located in the top right-hand corner of the “Permits Record Report™ tab.
The PDF will be downloaded by your internet browser (download processes may differ by browser).
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