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Work Package Sharing

The ACRES system allows Cooperative Agreement Recipients (CARs) the ability to share a work package
with other users to enter additional data or update information for the property.

The CAR who starts a work package is referred to as the ‘Owner’ of the package, and the owner has the
ability to select other users, known as “collaborators”, to have access to the work package. The
collaborators must be associated with the CA in order to enter property information.

Only the Owner can submit the work package for regional review.

Accessing the Property Profile Form — Part 1: Property Information to share a Work Package

To share a work package, you need to access (Step 3) Part 1: Property Information of the Property
Profile Form (PPF) for the selected property. You can access the PPF — Part 1, by:

» My CAs button on your My Account card
» My Properties button on your My Account card

Sharing a Work Package via My CAs

1. Onyour ACRES Homepage, go to your My Accounts card.

<2 ACRES
Welcome, ACRES

Where do | start? Work Packages Quarterly Reports My Account

Email:
© Addanew property 1 16 open work Packages 2 Open Quarterly Reports N:‘\:ca!lcns‘ vy ——

Due 04/30/2019 (-30 days)

© Aaddacatomylist
Actions for Me
» 2reports in progress
Actions for PO

#' Editan existing property 416 Total Cooperative Agreements

» 2reports submitted 68 Toul Properties
> 2reports in review
L Manage My
T TR 3 =

Message Center Upcoming Training
Time

New Releases Course Date Duration

Highlighted Tips

e automated notifications
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2. Onyour My Account card, select the My CAs button to access your Cooperative Agreements,
and the property or properties associated with each Agreement.

My Account

Email:
Notifications: weekly summary

1 6 Total Cocperative Agreements

68 Total Properties

E= BEa=

3. Onyour My Accounts card, click the My CAs button. You will navigate to the My Cooperative
Agreements screen, which displays your list of Cooperative Agreements.

4. Onthe My Cooperative Agreements screen (below), click the +View link, in the Associated
Properties column, to display the list of properties linked to the CA.

HACRES
& WorkPackages  Quarterdy Reports Qe X120
My Cooperative Agreements
You are associated with the following Cooperative Agreements (CAs)
Legend: @ Open, ® Cancelled, @ Closed
1O Add a Cooperative Agreement o My List
CA Name Associated Pmpemeﬁ CA# CA Type Announcement Year state |7 Funding Type(s) Award Amount Quarterly Reports
P 2 Propetties | + View BFOOTSTI20  Assessment FY09 D Hazardous
0 Properties | + View BFOOTST125  Cleanup FY08 D Hazardous Generale Quarterly Report
3 Properties | + View BFOOTST124  BCRLF FY03 [[v] Hazardous
2 Properties | + View BFOOTST122  Cleanup FY09 D Hazardous Generate Quarterly Report
Boise Community Development Agency TST @ 3 Propenies | + View BFOOTST124  Assessment FY04 D Hazargous Generate Quarterly Report
Snake River Tribal Council TST @ 1 Property | + View BFO0OTST123  Section 128(a) State/Tribal FYQ8 D Hazardous
Showing 1 to 6 of 6 entries
0 A a Cooperative Agreement fo My List

Q NOTE: The Associated Properties column displays the number of properties attached to the CA.
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5. Select the Enter Data link of the property in which you want to share the work package.

HzACRES

A WorkPackages  Quarterly Reports Qe X 20

My Cooperative Agreements

You are associated with the following Cooperative Agreements (CAs)
Legend: @ Open, & Cancelled, @ Closed

QO Add a Cooperative Agreement to My List

CA Name Assoclated Properties CA# CA Type Announcement Year State |F Funding Type(s) Award Amount Quarterly Reports
Boise DEP TST @ 2 Properties | - Hide BFOOTST120  Assessment FY09 D Hazardous
Joe
Boise, City of TST @ 0 Properties | + View BFOOTST125  Cleanup FY08 D Hazardous
Caoalition of Idaho TST @ 3 Properties | + View BFOOTST124  BCRLF FY03 D Hazardous
conomic Development TST @ 2 Properties | + View BFOOTST122  Cleanup FY09 D Hazardous ‘Generate Quartarly Report
TSTe 3 Properties | + View BFOOTST124  Assessment FYo4 D Hazardous ‘Generale Quarterly Report
Snake River Tribal Council TST @ 1 Property | + View BFOOTST123 Section 128(a) State/Tribal FY08 D Hazardous

Showing 1 1o 6 of 6 eniries

'Q Add a Cooperatve Agreement 1o My List

6. On Step 3 of the Property Profile Form Part 1: Property Information screen (below),
select the +View link next to the This Work Package is Not Shared row.

[ X-X-X)
(]

NOTE: If the work package is already shared, this row displays This Work Package is Shared.
Click the +View link to see the ‘collaborator(s)’, who are the users that currently share
the work package.
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<#2 ACRES

STEP 3 in Editing a Property to Boise DEP TST

e (YO

Property Profile Form Part I: Property
Information

Cooperative Agreement (CA) Information Notes

* Indicates a required field
* CAName & ID; Boise DEP TST BFOOTST120 : qui 4

n
B e P b il Mark Property for Deletion or Disassociation
Hazardous Mark this property for Deletion or mark to Disa: im the CA
¥ Petroleum

This Work Package is Not Shared + View

Property Background Information

Submission Notes

Property ID. 239849 . .
Submission notes are a temporary note to your regional representative to ask a question of share comments about this work package. When the
work package is approved. the submission notes are deleted. For permanent notes, please enter Data Documentation
* Property Name. TWIN FALLS IDENTICAL TST
Alias
* Address 515 WASHINGTON ST, N 4 RIS s Latitude: &
* 3 43.46709408640254
* Zip Code: 83401 u
Longitude:
oty IDAHO FALLS -111.99328268641487
* State: Igaho # Edit Location Flelds
County BONNEVILLE &
* Size (n acres 6 @

IMPORTANT: In order to share a work package, the ‘collaborator(s)’ you select must
be associated with the current CA, as stated in the highlighted text.
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A  WorkPackages  Quarterly Reports

STEP 3 in Editing a Property to Boise DEP TST

e e e e[ (3

+}eroperty Profile Form Part I: Property
% Information

Cooperative Agreement (CA) Information

Boise DEP TST BFOOTST120

* CAName & ID.

* CARec:
ForA

t Information
Ciesnup, Revorng Loan Fund. snd hus-Pursose cooserat s what typats) of hncing  being used t he property?
P R Lo P T o o S A S MR AP My s S e Mark Property for Deletion or Disassociation

Hazardous Mark this property for Deletion o mark to Disassociate from the CA

¥ Petroleum
This Work Package is Not Shared - Hide
You can share this proparty work package ith the following ACRES users (colaborators) associated with the Boise DEP TST Cooperative

Property Background Information
Agreement
Property ID. e

Sherry Callaway

* Property Name: TWIN FALLS IDENTICAL TST

0 send to collabor

Alias:
* Address Share Work Package
* Zip Code 83401

Submission Notes
- cty |DAHO FALLS Submission notes are a temporary note to your regional representative to ask a question or share comments about this work package. When the

wiork package is approved, the submission notes are deleted. For permanent notes, please enter Data Documentation
* State: Idaho
County BONNEVILLE

a £25thsts 4 Lathade

* Size (i acres 5 + B 43 46709406640254

515 WASHINGTON ST. N

0000
[

NOTE: There are no restrictions on how many collaborators you can select to share the work package.

7. The collaborators in which can share the work package will display.
Select the checkbox in front of the user you wish to share the package.
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STEP 3 in Editing a Property to Boise DEP TST
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Property Profile Form Part I: Property
Information

Cooperative Agreement (CA) Information Notes

* Indicates a required field
“ CA Name & ID. Boise DEP TST BFOOTST120 4

EPA Form #2000 (2008), Form Aoproved, OME

0500152, Expires 07:21:2016
* CA Recipient Information
For Assassmars

up, Revciving Loan Fund, and Mult-P\rposs cooperatve agrasmants, what type(s) of inding i Baing used at e property? Mark Property for Deletion or Disassociation
Hazargous

Mark this property for Deletion or mark lo Disassociate from the CA.
¥/ Petroleurn

This Werk Package is Not Shared - Hide

Property Background Information

You can share this property work package with the following ACRES users (collaborators) associaled with the Boise DEP TST Cooperative
Agraement
Praperty I 2049

# Sherry Callaway
* Property Name:

ALLS IDENTICAL TST

Enter a message fo to collabarators,

Allias
* Address: SHINGTON ST, N Cancel
* Zip Code: 8401
Submission Notes
*City DAHO FALLS Submission notes are a temporary note to your regional representative to ask a question or share comments about this work package. When the
wark package is appraved, the submission notes are daleted, For permanent notes, please enter Data Dacumentation
" State: idaha v
County BONNEVILLE
o & 25 81S & s
. ) [ i
Size (n acres) 8 3 43.45708406640254
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8. You can enter a message to your collaborator(s) in the Message box directly under the
collaborator name.

Notes

* Indicates a required figld

EPA Form #3200-03 (B-2005). Form Approved, OMB Mo. 2050-0102, Expires 07-21-2012

Mark Property for Deletion or Disassociation

Mark this property for Deletion or mark to Disassociate from the CA

This Work Package is Not Shared - Hide

You can share this property work package with the following ACRES users (collaborators) associated with the Boise DEP TST Cooperative
Agreement.

#| Sherry Callaway

Enter a message to send to collaborators...

Share Work Package L=l

Submission Notes

Submission notes are a temporary note to your regional representative to ask a question or share comments about this work package. When the
work package is approved, the submission notes are deleted. For permanent notes, please enter Data Documentation

JUNE 2019 EPA ACRES ver. 6.0
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9. Once you have selected the collaborator(s), select the Share Work Package button.

Notes

* Indicates a required field

EPA Form #86200-02 (2-2008), Form Approved, OMB No. 2050-0182, Expires 07-21-2019

Mark Property for Deletion or Disassociation

Mark this property for Deletion or mark to Disassociate from the CA

This Work Package is Not Shared - Hide

You can share this property work package with the following ACRES users (collaborators) associated with the Boise DEP TST Cooperative
Agreement.

¥ Sherry Callaway

Enier 2 message to send to collaborgje

Submission Notes

Submission notes are a temporary note to your regional representative to ask a question or share comments about this work package. When the
work package is approved, the submission notes are deleted. For permanent notes, please enter Data Documentation

A

10. Each collaborator that is selected to share a work package will receive an email notifying them
that the specific work package is shared with them.

JUNE 2019 EPA ACRES ver. 6.0
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11. The screen displays and indicates the work package is now shared, and also displays the
name(s) of the collaborator(s). You can select the -Hide link to hide this information.

b ACRES

STEP 3 in Editing a Property to Boise DEP TST

*>r—————ee Yl )

Property Profile Form Part |: Property
Information

Cooperative Agreement (CA) Information

Notes
Indica d fiekd
* CA Name & 1D Boise DEP TST BFOOTST120 Indicates a required fiel
EPA Form #4200-03 (9-2008). Form Asproved. CAIB Ne. 20800192, Expires 07-31-2010
* GA Recipient Information
For Assessment Ciesnup, Revshving Losm Fund. snd Mus-Purpose cooserste sgresments, what typels) ot ndng s being used st the property?

Mark Property for Deletion or Disassociation

Hazardous Mark this property for Deletion or mark 1o Disassociate from the CA
¥ Petroleum
This Work Package is Shared - Hide
Property Background Information You have shared this property work package with the following ACRES users associaled with the Boise DEP TST Cooperative
Agreement.
Froperty ID: el
0 Sherry Callaway, () (shared on 06/06/2019)
* Property Name TWIN FALLS IDENTICAL TST
Alias
Address: 515 WASHINGTON ST. N .
* Zip Code 83401
g Submission Notes
ciy DAHO FALLS Submission notes are a lemporary note to your regional representative lo ask a question or share comments about this work package. When the
i work package is approved, the submission notes are deleted. For permanent noles, please enter Data Documentation
* State:
County BONNEVILLE
ik i A Latituge:
* Size (in acres) + H 43.46709406640254
- 515 WASHINGTON S

JUNE 2019
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Deleting a Collaborator

1. To delete a collaborator from sharing a work package, select the +View link to display the
collaborator(s) who share the work package.

Notes
* Indicates a required field

EPA Form #§200-02 (8-2006). Form Approved, OME Ne. 2050-0182, Expires 07-21-201¢

Mark Property for Deletion or Disassociation

Mark this property for Deletion or mark to Disags» rom the CA

This Work Package is Shared + View

Submission Notes

Submission notes are a temporary note to your regional representative to ask a question or share comments about this work package. When the
work package is approved, the submission notes are deleted. For permanent notes, please enter Data Documentation

2. Select the o in front of the collaborator’s name in which you want to delete from the work
package.

JUNE 2019 EPA ACRES ver. 6.0
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HzACRES
A Work Packages  Quarterly Reports ® Q @ X 2 O
STEP 3 in Editing a Property to Boise DEP TST
Property Profile Form Part I: Property
Information
Cooperative Agreement (CA) Information Notes
* Indicates a required field
* CA Name & ID. Boise DEP TST BFOOTST120 =
P Form #0290-03 (5-2008). Form Agproved, OME No. 2080-3102. Sxpires O7-31-2019
* CA Recipient Information
For Assessmert. Cieanup. Revohing Loan Fund. and Mult-Purpose cocoerative agresments, what tyoe(s) of funding is being used at the property’ Mark Property for Daletion or Disassociation
Hazardous Mark this property for Delation or mark to Disassociate from the CA
¥ Petroleun
This Work Package is Shared - Hide
Property Background Information You have shared this property work package with the following ACRES users associaled with the Boise DEP TST Cooperative
Agresment
Property ID 239849
0 Sherry Callaway, () (shared on 06/06/2019)
* Property Name: TWIN FALLS IDENTICAL TST
Aliag
* Address 515 WASHINGTON ST, N _lsr Cance
Zip Code: 1401
" e Submission Notes
« Cy OAFALLS Submission notes are a temparary note to your regional representative to ask a question or share comments about this work package. When the
B work package is approved, the submission notes are deleted. For permansnt notes, please enter Data Documentation
State. daho
County BONNEVILLE
7 i Bajente & Latitude:
Size (in acres) 6 ; 43 46709406540254
- 515 WASHINGTON ST. N

3. An ACRES dialog box displays for you to confirm or cancel the deletion of the selected user.
Select . to confirm the deletion, or Cancel to continue to allow the collaborator access to the work

package.

Are you sure you want to delete
the Collaborator: Sherry Callaway

Cancel
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Update Sharing

1. Select the Update Sharing button to select additional collaborators and give access to share the
work package.

Remember, a user must be associated with the selected CA in order to be selected as a
collaborator, and to share the work package.

NOTE: Only one user can edit or update a work package. If a collaborator tries to access a work
package that is being edited by another user; a Lock icon appears next to the work package
on your My Work Packages screen, in the Shared column.

[ Y-X-X)
(]

When the work package is available for edit, the lock icon is removed.

ACRES Help Desk

Email Acres_help@epa.gov
Phone 703-284-8212
Day/Time Mon — Thurs/ 9am -5pm EST
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