State-Wide Environmental Project Tracker (SWEPT)
Step-by-Step Guide to Submitting the Type 1 Categorical Exclusion (CE) Checklist
Go to https://www.fla-etat.org/est/swept/
Login using your credentials provided by FDOT after your RTP grant agreement has been executed.

SWEPT Home Page Overview

Breadcrumb Trail
Use the breadcrumb trail at the top left corner of the screen to see the pathway for the page currently
showing ans where its location is within the website. You can click on the name of a page in the
breadcrumb trail to quickly navigate to that page.

My Inbox
Your inbox will contain emails about alerts and notifications. Alerts will disappear once resolved, but
emails about alerts will remain in you inbox. You can search your inbox by keyword or date.

My Alerts
Alerts are actions or tasks requiring immediate attention. To view active alerts for anyone in your District,
click the See what else is going on in your area link. To view action alerts requiring your attention, click
on item on the list under Action to open a page where you can complete the task.
As new alert messages come in, a number indicating the number of alerts you have will appear on the
bell icon located in the upper right corner of your screen. Click on the bell icon to display the new
messages.
To search for current and past alerts from the Alerts page:
o
o
o

Click My Alerts for actions needing your attention or click My Area for alerts for all
required actions within your jurisdiction.
Check the box next to Search Alert Date for and then use the drop down to select a
date range.
Click Search.

Account Settings
To access your account settings, click the person icon located in the top right corner of the screen. Herre
you can create your SWEPT password, update your personal information, and log out.

o

Change Password
Fill in your Current Password and then enter your New Password. Retype your new
password in the Confirm Password field. Click the Change Password button to accept the
changes.

o

Update Contact Information
Update the form with your contact information and click the Save button. Fields with red
astericks are required information.You can also add a profile picture by double clicking on
the shadow outline. This will help otherrs to identify you more easily throughout the site.

o

Log Out
Click to log out of the SWEPT application.

•

PDF, Zip, Excel, Word
When applicable, you may create a PDF, Zip file, Excel spreadshee, or Word document of the
relevant page you are on. When the buttons are not applicable, they will remain disabled.

•

Searching the Site
You can search the SWEPT site for documents, contacts, and projects. Type all or part of a
keyword into the search box in the upper right corner of the screen and click the magnifying glass
icon. Use quotes around each search term(s) to get an exact match (for example, use “IR-12345” including the quotation marks).

•

General Navigation Menu
Click the hamburger menu icon in the top left corner of your screen to open and close the left
menu bar. The main menu is organized according to key SWEPT tools, listed below. Throughout
the site, you will find lists providing quick access to project information. Click on the project’s
Financial Management Number (FM#) to open the Project Page for details.
o

Project Input/Setup
The Project Input/Setup allows tou to access standard FDOT environmental forms, set up
a new SWEPT project, and edit project information. The overview page provides access
to tools to create and edit SWEPT projects. Click on the menu item to expand the list. For
RTP projects, the only form applicable is the Type 1 Categorical Exclusion Checklist.

o

Projects Needing Approval
You can access projects needing approval in the left menu. A drop-down menu under this
option lists project documents in various steps of the review and approval process. These
pages can be used by a project team to check the current status of documents submitted
for review.

o

Reports
This item can be found on the left menu and provides quick access to standard reports
including:


o

Approved Categorical Exlusion Report
Displays a list of projects with Approved Type 1 and Type 2 CEs and the name of
the Approver. A filter at the top of the list allows you to search for projects by a
category, such as Managing District, FM number, and Project Name.

Help
The help menu contains a site overview and links to quick guides, training videos,
contacts, and the What’s New page. Additional training opportunities are available on the
OEM training website.

The FDOT OEM Help Desk is available to
assist you at swept@fla-etat.org or 850414-5334. This information is displayed at
the bottom of the home screen under the
copyright language.

From the Home Page, click on the project’s Financial Management Number (FM#) to open the Project
Page for details.

The next screen is the “Project File” page, where all project documents and checklists for the project can
be uploaded and/or completed. First, you will need to upload all supporting documentation for each
question. Please refer to the guidance below to appropriately upload your documentation to the correct
folders and select the appropriate document type.
•

Question 1: Right of Way (ROW)
o Environmental Analysis
 Social & Economic
• Sociocultural Effects (SCE) Evaluation
o Relocation Potential

•

Question 2: Wetlands
o Environmental Anaysis
 Natural
• Natural Resources Evaluation (Wetlands, Species, and EFH)
o Wetlands and Other Surface Waters

•

Question 3: Bridge Permits
o Environmental Analysis
 Physical
• Navigation

•

Question 4: Floodplains
o Environmental Analysis
 Natural
• Floodplains

•

Question 5a: Wild and Scenic Rivers
o Environmental Analysis
 Natural
• Wild and Scenic Rivers

•

Question 5b: Nationwide Rivers Inventory
o Environmental Analysis
 Natural
• Wild and Scenic Rivers

•

Question 6: Endangered Species
o Environmental Analysis
 Natural
• Natural Resources Evaluation (Wetlands, Species, and EFH)

•

Question 7: Section 4(f)
o Not Applicable

•

Question 8: Historic and/or Archaeological Resources
o Environmental Analysis
 Cultural
• Archaeological and Historical Resources

•

Question 9: Noise Considerations (**Motorized Projects Only**)
o Environmental Analysis
 Physical
• Highway Traffic Noise

•

Question 10: Contamination Considerations
o Environmental Analysis
 Physical
• Contamination

•

Question 11: Planning Conistency
o Environmental Analysis
 Social & Economic
• Sociocultural Effects (SCE) Evaluation
o Social

Once you have located the correct folder for uploading your documentation, click Upload next to the
folder.

On the pop-up screen, you will need to complete the necessary information for that document file. First,
select the document type. This will vary dependent on what your project requires for upload.

Next, click Choose File and upload the document file saved to your computer.

Once the file is uploaded, you will have the opportunity to re-name the file. FDOT has requested that all
files contain a standard naming convention that are unique to your project since all projects are identified
under the same FM#. Therefore, please re-name your files beginning with your RTP project number
followed by the Grantee Name. Do not use any symbols or spaces when re-naming your files. See
screenshot below for example.

You will also have the ability to add a title or brief description for each file. Please ensure the title or brief
description is short and precisely identifies what the document is that you uploaded. Project Numbers
and other project information is not needed here.

Next, verify the publication date of your file. After uploading, the date in which the file was created or
saved to your computer will default here. However, if the document is dated differently, please enter that
as the publication date.

Lastly, you will need to verify the set of questions asked regarding the file. The answers are defaulted to
the most common answers. If necessary, please change to the correct response.

If you believe your file supports more than one checklist topic, you will have the opportunity to select
those other topics in which your file will support. For the last question listed above, you will select Yes
and then choose the secondary topic for that file.

Once you have completed all fields in the pop-up window for your file, you may scroll to the bottom and
hit Save.

You should now see your file appear in the intended folder within the Project File.

Repeat the steps outlined above until all required files are uploaded into the Project File.

Once all supporting documentation has been uploaded, you may now proceed with completing the Type 1
CE Checklist for your project. Within the Environmental Review Process folder, locate the Type 1 CE
Checklist subfolder. Click on Create New Type 1 Categorical Exclusion Checklist. If you have already
started completing the checklist, you can click Edit to continue working on your Draft Type 1 CE
Checklist.

The following project information should already be pre-populated as FDOT enters this data. It is optional,
but you will be able to add Additional Identifiers and Related Identifiers for your project by clicking Edit.

You can add Additional Identifiers for your project, somethig that is unique to the project to help easily
identify what it’s for and distinguish the project from other RTP projects with the same FM#.

You can also relate other projects using the unique identifiers created. For example, you can relate Phase
I and Phase II of your project site by searching for the additional identifier for the other projects. Please
note that this can only be done if previous phases have already been entered into SWEPT.

For Local Agency Program (LAP), please select No since this is not applicable to FDEP grants.

For CE Type, RTP projects should select (c) and choose value (3) from the drop-down menu.

For Project Description, include in the text box the project description including the project limits and a
brief description of the proposed scope of work. The project description must be written to allow a person
without prior knowledge of the project to clearly understand what the project is. The project description
must include the following information:
• Brief description of existing facilities
• Limits of proposed project (beginning and end of project)
• Name of City and County where the project is located
• Brief description of the proposed improvements
• Brief description of the pedestrian and bicycle accommodations
• Navigational needs (if any)

Complete the bulleted verification. The rest of the form will not be accessible until VERIFIED is checked.

Answer Question 1 regarding Right of Way (ROW). Refer to the Type 1 CE Checklist Guide for more
information on how to answer this question and what supporting documentation to provide. Depending
on what answer is selected, the system may generate pop-ups that require additional anwers or
information.

To attach the supporting documentation for this question, scroll down to the bottom and click Upload
Document.

Since you have already uploaded all supporting documentation into the project file, select Choose
Existing File. Make sure to also select Show All to see a list of all documents that have been uploaded.

Locate the file that should be attached to each checklist question. Click Choose.

Your file will now appear as part of the checklist at the bottom of the page. The next step is to attach the
file to its designated question. Since a boundary map was uploaded in the previous example, the file will
need to be attached to question 1 of the checklist. Locate the file you just uploaded and click Edit.

The same pop-up window will appear for the file. Scroll to the bottom where you see the list of Supported
Questions. Select the checklist question the file should be attached to. Then click Save.

The Document Type should change from Supporting Documentation to Support for Item 1. If the correct
item number is displayed, then your changes saved successfully.

Lastly, assign the documents in the correct numerical order as they appear in the checklist. Under
Documents, select Custom. You will now see editable boxes to the left of each file. Numerical order
should be dependent on the support item (checklist question). If there is more than one file for a checklist
question, just continue in numerical order.

Once all files are uploaded and attached to their checklist question, you should see a green arrow appear
next to Has Required Documentation for that question. If you do not see the green arrow, then it’s
possible some information is missing. For example, if you selected “Any acquisitions with relocations
and/or displacements” and did not enter the OEM coordination date, the green arrow will not display until
that date is entered even if you have already uploaded the required document(s).

Answer Question 2 regarding Wetland Impacts. Refer to the Type 1 CE Checklist Guide for more
information on how to answer this question and what supporting documentation to provide. Depending
on what answer is selected, the system may generate pop-ups that require additional answers or
information. Repeat steps outlined in Question 1 to attach the supporting documentation for this item.

Answer Question 3 regarding Bridge Permits. Refer to the Type 1 CE Checklist Guide for more
information on how to answer this question and what supporting documentation to provide. Depending
on what answer is selected, the system may generate pop-ups that require additional answers or
information. Repeat steps outlined in Question 1 to attach the supporting documentation for this item.

Answer Question 4 regarding floodplains. Refer to the Type 1 CE Checklist Guide for more information on
how to answer this question and what supporting documentation to provide. Depending on what answer
is selected, the system may generate pop-ups that require additional answers or information. Repeat
steps outlined in Question 1 to attach the supporting documentation for this item.

Answer Question 5a regarding Wild and Scenic Rivers or Study Rivers. Refer to the Type 1 CE Checklist
Guide for more information on how to answer this question and what supporting documentation to
provide. Depending on what answer is selected, the system may generate pop-ups that require additional
answers or information. Repeat steps outlined in Question 1 to attach the supporting documentation for
this item.

Answer Question 5a regarding NRI Rivers. Refer to the Type 1 CE Checklist Guide for more information
on how to answer this question and what supporting documentation to provide. Depending on what
answer is selected, the system may generate pop-ups that require additional answers or information.
Repeat steps outlined in Question 1 to attach the supporting documentation for this item.

Answer Question 6 regarding Endangered Species. Refer to the Type 1 CE Checklist Guide for more
information on how to answer this question and what supporting documentation to provide. Depending
on what answer is selected, the system may generate pop-ups that require additional answers or
information. Repeat steps outlined in Question 1 to attach the supporting documentation for this item.

Skip Question 7 regarding Section 4(f). RTP projects qualify for an exception to the requirement for
Section 4(f) approval in accordance with 23 CFR § 774.13 (f)(1).

Answer Question 8 regarding Historic and/or Archaeological Resources. Refer to the Type 1 CE Checklist
Guide for more information on how to answer this question and what supporting documentation to
provide. Depending on what answer is selected, the system may generate pop-ups that require additional
answers or information. Next to Appropriate Documentation, click Upload to attach a file for this item.
Repeat steps outlined in Question 1 to attach the supporting documentation for this item.

Answer Question 9 regarding Noise Analysis. If your project is non-motorized, select “The project does
not require a Noise Analysis.” If your project is motorized, you must contact your RTP coordinator for
coordination with OEM. Refer to the Type 1 CE Checklist Guide for more information on what supporting
documentation to provide. Next to Appropriate Documentation, click Upload to attach a file for this item, if
applicable. Repeat steps outlined in Question 1 to attach the supporting documentation for this item.

Answer Question 10 regarding Contamination. Select “The project was evaluated” and refer to the Type 1
CE Checklist Guide for more information on what supporting documentation to provide. Next to
Appropriate Documentation, click Upload to attach a file for this item. Repeat steps outlined in Question 1
to attach the supporting documentation for this item.

Upload the appropriate documentation for Question 11 regarding Planning Consistency. Refer to the Type
1 CE Checklist Guide for more information on what supporting documentation to provide. Next to
TIP/STIP Pages, click Upload to attach a file for this item. Repeat steps outlined in Question 1 to attach
the supporting documentation for this item.

Once you have completed the Type 1 CE Checklist and uploaded all the required documentation, click the
Send to PM button at the bottom of the form. The checklist can only be submitted for approval when all
questions are completely answered and the Send to PM button is green and enabled.

If you are working on the checklist items and wish to save and come back later, click Save Draft at the
bottom of the form. If any one of the questions remains unanswered, the Send to PM button will remain
disabled.

To go back to the Project File page, click the filing cabinet icon at the top right corner of the page.

From the Project File Page, you can access your saved Draft Type 1 CE Checklist to continue editing.
Click the green Edit button next to the draft checklist to open the document.

Once you hit the Send to PM button, your Type 1 CE checklist will be sent to your RTP coordinator for
review in SWEPT.

You should receive a confirmation message and email after submitting the checklist for review. Once
submitted, you will not be able to make any changes however, you will have the option to withdraw the
document which will re-open the submitted document and allow editing. If you withdraw, your request will
be cancelled until you re-submit the document for review. To withdraw, click the green Withdraw button at
the bottom of the page.

If your RTP coordinator determines additional information is needed for your checklist, you will receive a
SWEPT notification email that the document has been sent back to you for revision. Please address the
provided comments and resubmit for review.

Once your RTP Coordinator completes the preliminary review, the checklist and all supporting
documentation will be sent to FDOT for approval. If FDOT requires further revisions, you will receive a
SWEPT notification email that states the checklist has been returned with comments. Please note that
FDOT’s comments will not populate in SWEPT like they do when your RTP Coordinator returns the
checklist back to you. Instead, your RTP Coordinator will be provided the provisions in an email from
FDOT, independent of the SWEPT System. Your RTP Coordinator will review FDOT’s comments and
forward an email to your inbox with items that need to be addressed.

Please Note:
•

Follow the guidance provided here and on the Type 1 CE Checklist Guide to accurately complete your
checklist to minimize revisions.

•

The timeframe in which FDOT will complete their review/approval of the submitted checklist varies.

•

If you have any questions concerning your checklist, supporting documentation, or the status of your
NEPA documentation, please contact your RTP Coordinator. Please do not contact FDOT directly.

•

If you have any questions on how to navigate SWEPT, submit or upload documentation, please contact
your RTP Coordinator or send an email to the SWEPT help desk at swept@fla-etat.org.

