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Access to PR&P system 
 
From a web browser enter: http://www.dtec.com/flhp/ 
 
You will see the following Login Screen 

You are required to change your initial password. Passwords are Case SenSiTIve and 
must be at least 8 characters with alpha and numeric characters.  

 
If you type the wrong password you will see the following screen. 

 
Once you click on the OK you have another chance to try logging in. If you forget your 
password, you can contact System Administrator, Dawn Foy at 505-988-6711 or 
Dawn_Foy@nps.gov. 
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PR&P Home Page 
 

Welcome to the Home Page for the Park Roads and Parkways (PR&P) Web site. From 
this page you can see most of the basic information for managing your PR&P projects. 
Any time you see an item in RED you can click on that item to move around in the PR&P 
web site. Down arrows indicate further information and up arrows indicate you can hide 
details (information) on the screen. For example clicking on the up arrow next to 
Regional Allocation By Category hides the table information from the screen. The arrow 
next to the page number (1) indicates more pages, click on the down arrow to see the list 
of all available pages.  

 
Across the banner are several RED items: 
Home – is a common Web term for returning to the start or initial web page. You can 
click on this option anytime to go to the Home Page.  
My Account – your PR&P “power” is based on your user account. Select this option to 
view your rights and to change your password. Different options are available throughout 
the web site based on your user type. For more information on user accounts, see 
Appendix A. If you have any questions about your account, call your friendly system 
administrator.  

 
Reports - takes you to the report feature in PR&P. See the review in the Reports section. 
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Elibrary – provides access to the PR&P document storage system, presently used to store 
Project Agreements on-line. 
Logout – select this option when you are done with your current PR&P session. This ends 
your session. 
Help – Help Screens are available through out the site.  
 
CUSTOMIZE THIS PAGE – screen allows you to decide what projects you want to view 
on the Home Page. Be sure to play with the Customize Home Page options to best meet 
your PR&P management needs.  
To see only the projects in the SER that requires an action by Region or WASO, check 
the following boxes:  

  
On the Home Page you will see in the box Project Filter is ON the options selected and 
the number of projects matching the criteria used in Customize This Page.  

 
The Regional Allocations By Category table is completed by a WASO user with budget 
rights to reflect the current fiscal year ceilings for each Region. A WASO user clicks on 
Edit under the table.  
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He/She can than input the regional allocations by category for prior, current, and future 
years. 

 
 
To view the current balance for regions to which you have access, click on Show 
Regional Balances. You can have this feature appear on the Home Page by clicking on 
the Show Regional Balances on Home Page box under Customize Home Page. Park users 
do not have access to the Regional Balances table. Lines highlighted in red indicate a 
negative balance by the region in that category. 

 
 To find a single project, use the PMIS Quick Search box to type in the PMIS number.  
 
WASO and Region users with approve rights have the Update PR&P from PMIS option 
on the Home Page. Selecting this option pulls new or changed projects from the PMIS 
database into the PR&P database. You will see the following screen when the update is 
complete. This screen gives information on the number of projects changed or inserted 
(added) in the PR&P database.  
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To view statistics on the projects currently selected in the Customize This Page option, 
click on the red section of the NOTE. In this example the Project Filter shows NATR 
park projects in SER have been selected for a total of 24 projects. 

 
The statistics for these projects are as follow: 

 
 

Working with Individual Projects 
 

To work on an individual project, click on the project title from the Home Page (or enter 
the PMIS number in the Quick Search). For this example, I have selected the NATR 
project PMIS # 54122. A pencil in a box indicates an area you can edit. There are two 
new options on the banner of the Detail page: 
Print – allows you to print a copy of the detail page 
Change Log – shows all changes made to this individual record 
 
Only the System Administrator has the option to Delete a project and a fund detail record. 
If you need a project or fund detail record deleted give me a call or drop me an email. 
 
System Administrator, Region and WASO users with edit rights have the archive option. 
There projects will be removed from the active database and placed in the archive 
database. 
 
The Project Detail page has a table of running totals at the bottom. The Table shows all 
prior, current and future funds in the individual project.  
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Click on the edit pencil next to the project title to edit the project header information. 
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Items with boxes are available for editing. Some fields are mandatory and must be filled 
in before the header can be saved. Remember to click on the Save button when you are 
done editing.  
 
 

 
Project Agreements and Elibrary 

 
Project Agreements (PA) are extremely important to the status of a project. Only WASO 
users with approve rights have direct access to change PA information in the Project 
Header. When requesting new funds, the project Category and PA status determines 
which activities can be approved by region (see Appendix B).  

 
Use the Upload Project Agreement option on the project header to file PA’s into the 
Elibrary system. A PA must be either a Word document or a document scanned into a 
PDF file and be available from the user’s computer. Do not use special characters in your 
PA file name or you will get an error when uploading. The error message on the screen 
below lists the special characters not allowed.  

 
A PA upload requires you to indicate if the PA type is Preliminary or Comprehensive by 
using the drop down menu next to Project Agreement Type. What you select here will 
update the Project Agreement Code field in the Project Header and determine which 
activity fund requests Region can approve (see Appendix B).  
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Also complete the Author Name and Project Agreement Date fields. You can add 
additional comments to the Notes field if desired. Be sure to click on the Save button 
when you are done. 
 
Once your PA is saved, you are returned to the project detail page, notice the PA Code 
has been changed to Preliminary and there is now an attached document. At the time of 
the save, an email message is sent to the WASO Project Agreement coordinator with the 
PMIS number and type of PA uploaded. This allows the coordinator to review any 
changes to a project’s agreement status. 

 
To view or edit the document, click on the red highlighted file name, in this example 
Preliminary Project Agreement. 

 
Any user will see the View PDF and View Original options to look at the file. Only you, 
as the person who uploaded the document, will have the Check Out Original option 
unless you use the Edit option to grant WRITE access rights to Group and/or Global. You 
can Check Out the document to edit and than save the file back to Elibrary. Be sure to 
read the notice that appears about checking out a file. It is very important to check the 
document back into Elibrary. 
 
You will be prompted to Save or Open the file. Save the document to an area on your 
computer, complete your changes and return to the project detail page. From the project 
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header click on the filename (in red) to return to the Elibrary screen. Click on Check In, 
Browse to select the file name you saved, click the Start File Upload button.  

 
You will return to the Elibrary screen when the uploaded is complete, you can Quit 
Elibrary to return to the project detail screen.  

 
Requesting Activity Funds 

 
From the Project Detail page, click on the edit pencil next to the current fiscal year 
budget, FY 2004 Budget in this example.  

 
 
If this is the first fund request in the current fiscal year, than the only options are Add 
New and Finished. Click on Add New to make a request.  
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The fields available to you depend on your user account. In this example, I am using a 
Park User with edit rights, he has access to the Park dollar amount and Park Acct fields. 
Click on the down arrow next to AD:Program Coordination to see the entire list of valid 
activities. Select the desired Activity code, enter the dollar amount and account number 
(if known) and click the Save button.  

 
Continue to use the Add New option until all your fund requests for this project are 
entered, than click the Finished option. In this example, I added an AD: Program 
Coordination and CN: Awards park request. 

 
Use the edit pencil next to Future Budget to add projected requests for five years beyond 
the current fiscal year.  
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At the start of a new Fiscal Year, any data entered in the Future Obligations for the new 
current fiscal year will roll into the current year budget detail. The requests are treated as 
requests and flagged Region Action Required on the Home Page. 
 
In this example, on October 2005 the CN:Revegetation park request for $12,000 will 
appear in the current fiscal year and be flagged for Regional action on the Home Page.  
 
Once fund requests are entered, the Home Page is updated to reflect which office must 
now act on the project. In this case a park user requested AD and CN funds, the Home 
Page shows a yellow flag in the Action column to indicate Region must act on this 
project. For a complete diagram of project approval logic, please refer to Appendix B 

 
 

Approval Actions 
Region and WASO users with approve rights can select the project flagged from the 
Home Page. In this example the Southeast Region Coordinator will click on PMIS 
#54122 to access the project detail record. From there, click on Open Approval Form. 
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The Approval screen will appear, to approve a request, click on the box in the Region 
(Pending) line. Click on Approve All to check all boxes or Disapprove All to uncheck all 
boxes. Be sure to click the Save button when you are done. Grayed out boxes are for 
requests that are not eligible for Region approval. In this example, the project is a 
Category I with a Project Agreement code of P, therefore CN is not eligible for Regional 
approval until a Comprehensive PA is uploaded into elibrary (see Appendix B).  

 
Once the request is approved by Region (for a Category I project) then the approved 
amount is shown on the Home Page. In this example, the AD request was approved but 
the CN request could not be approved since the PA Code is only a P. The yellow flag for 
Regional Action Required stays on the project until the Comprehensive PA is uploaded 
and the CN request is acted on by Region. 
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Reports 
 

The reports screen allows you to create customized reports to better manage you PR&P 
projects. There are an infinite number of combinations you can use to create your reports. 
This section covers a few of the options. Practice and experience are needed to be 
familiar with most of the available options.   
 
 Standard Reports have been created that are useful to many users. Click on the Report 
Title in red to run the standard reports.  

 

 
To create a report, select your search criteria from the first column. You can use either 
the drop down boxes or type multiple criteria using a comma to separate. Next select 
output options, what data you need in the report, from the second column. Click on the 
fields you want to appear, use the CTRL key to highlight more than one item. In the 
example below, I’ve selected BLRI, NATR parks with Obligation Fiscal Year = 2004. I 
selected Alphacode, Project Title, Category, Total WASO Approved, CN Requested, CN 
Approved. 
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After selecting the search parameters and output options, click the Run Report button.  
You will see the following report on your screen. To save this report to run again, type in 
a title in the blank box and click the Save Report button. 

 
You will see a message that the report was saved. To run this report again, from the 
reports page, click on the down arrow next to Saved Reports, highlight you report name 
and click the Run Report button immediately below the report name. 
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The report will appear with the Delete option. Be sure to delete any reports you no longer 
need to keep the list manageable. 

 
In the Saved Reports and Output Options area is a box to click to run reports using the 
Budget Detail Format. This format has pre-selected output fields to create a report with 
search parameters either selected from the list or from a Saved Report. 

 
Selecting Region of SER and clicking on Budget Detail Format provides the following 
report.  
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Appendix A – User Rights 
 
This is the screen used by the PR&P System Administrator for setting up a new user. It is 
important to provide your correct email address to use as your user name. The PR&P web 
site uses your user name to send email messages when necessary. I will provide you with 
a password which you must change the first time you access the site.  

 
Fields on the screen and their effect on your access to PR&P: 
Access Scope determines the types of projects the user can access. Choices are: 

Parkwide – projects within the selected park 
Regionwide – projects within the region  
Servicewide – all projects 
FHWA Central – projects within the Central which include 
FHWA Western – includes 
FHWA Eastern - includes 

 
User Group – works with the Access Scope to select which Region or Park the user is 
assigned. If a user has Parkwide access, than the user group must match their park name.  
 
Category Access – can limit the person to accessing a specific project category, such as 
can only edit Cat III projects (if the edit right is Yes). Also select if the person is a 
member of DSC, FHWA, or WASO. These users have access to projects across the NPS 
depending on their rights.  
 
Rights – six levels of user rights. You either have the right = Yes or do not = No.  
 System Administrator – person that can add users, delete old projects, etc.  
 User Manager – person that can add or modify users within their scope. 
 Budget – person has rights to add prior year figures to a project.  
 Apprv Proj – person has rights to approve fund requests within their scope. If the 
SER FLHP coordinator has this right = Yes (which they must) than they can approve 
requests from DSC, park, FHWA users for fund requests. 
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 Edit Records – person has rights to make changes to projects within their scope. 
Including the project header and requesting current and future fund requests.  
 Proj. Agr. Mgmt – person in WASO assigned to track project agreements. If this 
right is Yes, than you receive an email any time there is an upload of a PA to the 
Elibrary.  
 
Examples of access rights using the My Account from PR&P Home Page 
I. Regional FLHP Coordinator 

 
Kent has rights to edit and approve fund request for projects within the Southeast Region. 
 
II FHWA  

 
Tom has rights to edit and input prior year budget information for projects in the eastern 
region of FHWA. He can not approve fund requests.  
 
III Park 

 
John Gentry has access to edit projects in Blue Ridge Parkway only. 
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