
Create Your Own 
Scope Of Work 
& Cost For 
Work To Be Completed

194



My Organization

195

Step 2: Click Event PA 
Requests

Step 3: Click 
Magnify Glass

Step 1: Click My Organization



Event PA Requests Profile
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Click Close

Step 1: Expand Projects bar

Step 2: Click Magnifying Glass 



Project Details
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Scroll Down to Scope & 
Cost Summary bar



Scope & Cost Summary Bar
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Step 1: Expand Scope & 
Cost Summary bar

Step 2: Click Complete 
Scope & Cost 



Manage Scope & Cost

199

Click Scope tab



Add Project Scope
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Click Add Scope



Enter Scope Of Work

201

Step 1: Enter Scope 
of Work

Step 2: Click Save Scope



Review/Edit Scope Of Work
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Click Edit Scope if any 
changes or additions  

are needed

Click Complete This 
Scope



Rework/Edit Completed Scope of Work
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Click Unlock For 
Rework to Edit the 

Scope of Work



Add Project Cost

204

Step 1: Click 
Cost tab

Step 2: Click 
Add Cost on the 
appropriate bar

Step 3: Select 
Cost Source



Enter Cost Information
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Step 1: Select  
FEMA Cost Code

Step 7: Click 
Add Item

Step 2: Enter the 
Cost Description

Step 3: Enter 
Quantity

Step 4: Select 
Unit

Step 5: Enter 
Unit Price

Step 6: Enter City 
Adjustment Factor 

(if applicable)



Edit/Remove Cost Line Item

206

Step 1: Click 
Options

Step 2: Click Edit or 
Remove Cost



Complete Scope And Cost
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Click Complete And Lock



Manage Scope & Cost
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Click Unlock For Rework to 
make any changes



Manage Scope & Cost
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Click Go Back 



Submit Scope and Cost to FEMA
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Click Submit For 
Validation



Confirm Submit For Validation

211

Click Yes


