UPLOADING A BUDGET CHANGE REQUEST WITH PEP

This user guide will show you how to save, convert, and upload a Budget Change Request (BCR)
with the PEP as a CUF Document into GeoTracker. Currently, CUF Documents uploaded in
GeoTracker cannot accept Excel files. Therefore, the PEP must be converted into a PDF file and
combined with the BCR Form prior to uploading.

BCR Form

1. Download and complete the Budget Change Request Form in its entirety. The form can be
obtained at: http://www.waterboards.ca.gov/water_issues/programs/ustcf/docs/budget/bcr_form.pdf.

2. Once the BCR Form is completed, save the BCR Form as a PDF onto your computer, as seen
in the example below. (NOTE: Make a note of where this PDF file is saved because it will be used
later.)

£l
|g\ ) I pesktop - 23 [ Searcn Deskion \QJ
Organize ~  New folder BEr®@
(=15 Favorites Libraries =
B pesktop System Folder
8 Dowrloads e
©| Recent Places
| Naube Test l R systemFolder
<D
Payments
Projects p . Computer -
| 5ystem Folder
=1/ Libraries
[ Documents o -
[ o) Music L System Folder
=] Pictures
B videos Forms
File folder
1% Computer E -
File name: | ber_form =1
ber_form (1).pdf
Save as type: [| 27 -
ber _form.pdf
< Hide Fold Save to Online Account Save | Cancel
VA

Project Execution Plan

3. Download and complete the Project Execution Plan (PEP) Excel Workbook. The PEP is a
macro-enabled Excel workbook and can be found at:
http://www.waterboards.ca.gov/water_issues/programs/ustcf/docs/project_execution_plan_r1.xlsm.
(NOTE: Make sure to save this file frequently as you are working on it to prevent accidental loss of
information.)

4.  After completing the PEP workbook, save the file in the Excel format, but do not close the file.

5. Once the completed PEP workbook has been saved in the Excel format, save the entire PEP
workbook as PDF file by performing the following:

a. From the ribbon, select "File" -> "Save As..."
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b. Inthe “Save As” dialog box, name the file and change the “Save As” type to PDF.
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c. Once you select the “PDF” Save as Type, select the “Options” button that appears at the
bottom of the “Save as” dialog box as shown below:
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d. From the “Options" dialog box, click the “Entire Workbook” option under the “Publish What”
heading to save the entire workbook as a PDF file. Then, select “OK” to close the “Options”

dialog box.
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e. Once you return to the “Save As” dialog box, select the save button to save the entire
workbook as a PDF file to your computer. (NOTE: Make a note of where this PDF file is

saved because it will be used later.)
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Combining the BCR Form and Project Execution Plan into One PDF File

6. After converting the PEP into a PDF file, combine the PEP PDF file with the BCR PDF file to
make one complete PDF file.

a. Run the Adobe Acrobat Standard program (not to be confused with Acrobat Reader) and
click "Create PDF" from the toolbar on the main screen. (NOTE: If this toolbar is not visible,
from the menu bar click "View" -> "Task Buttons" -> "Show All Task Buttons". The toolbar
should pop up and you can proceed with this step.)
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b. The “Create PDF From Multiple Documents” dialog box will open.

i. Under the "Add Files" area, click Browse to locate and add the two PDF files (BCR Form
and PEP) you just saved on your computer. (NOTE: Files can either be added in any
order, or the order you want them combined.)
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ii. After adding the PDF files (BCR Form and PEP), move them up/down on the list of PDF
files until the list represents the order that you want the files merged together (from top to
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bottom). After you have placed the PDF files in the correct order, click "Ok" to merge the
files together.

c. The newly created PDF file will open that contains the BCR Form and the PEP as one
document. Save the new file on your computer by clicking "File" -> "Save As..." and saving
the new file (specify a new name and a location) on your computer. (NOTE: Make a note of
where this PDF file is saved because it will be used later.)

Uploading the BCR to GeoTracker

7. Now that the single PDF file has been created, upload the file as a CUF Document into
GeoTracker.

a. Enter the following address into your web browser to access the area to upload a CUF
Document: https://geotracker.waterboards.ca.gov/esi/

b. Enter your username and password at the login screen. If you do not have a username and
password, you can request one from this screen.
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d. Locate your site and select it by clicking the site name under the “Facility Name” column. If
your site is not listed on the first page you can search for it, or jump to another page using
the links at the top:
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e. Once you have selected the appropriate case, select the claim number and document type
from the drop-down lists. In this situation, select “Budget Change Request” as the document

type.

f.  After you select your document type, new fields relevant to the type of document you have
chosen will be displayed. Complete the fields.
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g. After completing the fields, select “Browse” to locate the previously created PDF document
on your computer. Once you have selected the correct file, click “Upload File”.

h. After successful upload of a document, the below screen (with your data) is displayed:
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(NOTE: You will be able to view your document immediately after submittal in the “View
Submittals” section of the website. Documents awaiting Fund Staff review can be found in
the “Pending Submittals” section. When a document is accepted by Fund Staff, it can be
found under “Received Submittals”. If your document has been denied by Fund Staff, it will
be moved to the “Denied Submittals” area, and an email will be generated informing you of
the reason for the denial.)

~~~~FOR HELP~~~~

If you have any questions, please contact us by email to:
ustcleanupfund@waterboards.ca.gov
Subject Line: “CUF Doc question”
Email inquiries will be responded to within 24 hours.

Telephone Message Line: 1-800-813-Fund (3863)
Telephone messages will be responded to within 48 hours.

Uploading BCR with PEP 7 Revised 06/21/2016



