
1

National Park Service

Project Management 
Information System 

(PMIS)

Town Hall Meeting

April 26, 2006

National Park Service

Course Objectives
• Identify the PMIS training resources that 

are available to NPS employees
• Understand the administrative hierarchy of 

PMIS and the appropriate source to 
consult for system support

• Understand what NPS Focus is and how 
to link digital document, images, etc. to a 
PMIS project/component

National Park Service

Agenda
•Administration
•Training
•NPS Focus
•Business Rules and Practices
•Break
•Project Entry
•Park Project Management
•Regional/WASO Project Management
•Closing Remarks & Class Credit
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National Park Service

PMIS TEL Classes in 
2006

•PMIS Town Hall Meeting April 26, 
2006

•Servicewide Comprehensive Call 
August 30, 2006

•Creating an Effective PMIS Entry: 
September 14, 2006

National Park Service

Getting Help with PMIS

•Online

•Human Based
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National Park Service

Online Resources

•Help module within PMIS

•PMIS Newsflash

•PMIS eCourses with job aids   
and simulations
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National Park Service

Human Resources

•PMIS Administrators

•Park/Unit PMIS Administrators

•Regional PMIS Administrators

•PMIS Servicewide Coordinator 
(last resort)
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National Park Service

Training Courses

1.Course 1—Introduction to PMIS
2.Course 2—Create a Project
3.Course 3—Park/Unit Review of 

PMIS Projects
4.Course 4—Region and WASO 

Review
5.Course 5—Administrate User 

Rights

National Park Service

Three Phases of PMIS 
eCourses:

Phase 1:
Course 1, Course 2, and Course 3 
provide participants with an overview of 
the history behind PMIS
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National Park Service

Three Phases of PMIS 
eCourses:, cont. 

Phase 2:
Course 4 addresses PMIS processes 
which are completed by regional and 
WASO users

National Park Service

Three Phases of PMIS 
eCourses:, cont.

Phase 3:
Course 5 will address functions managed 
by PMIS administrators at the various 
levels (park, region, and WASO).
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National Park Service

How to Access the PMIS 
eCourses

• go to My Learning Manager and register 
online

• take the classes in succession

• pass scores with a score of 80% or greater
Page 10
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National Park Service

How to Register for a PMIS e-course

First, sign into My Learning Manager

National Park Service

How to Register for a PMIS e-course…continued

The easiest way to find the PMIS courses is to type 
“PMIS” into the “Search Catalogue” area and hit the 
go button.

GO
Button

National Park Service

PMIS Search Results

Catalogue 
Item Name

Catalog 
Code

Catalog 
Type

Approval 
Required

Action

This screen will list all of the PMIS courses that My 
Learning Manager found.
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National Park Service

How to Register for a PMIS e-course…continued

In the Catalogue Item category, choose the 
course you would like to register for and 

click directly on the course name.

National Park Service

How to Register for a PMIS e-course…continued

“Apply”

You will need to click on the “Apply” button to apply for the course.

*Note: you cannot enroll for an e-course until you have successfully 
completed the module before (except for module 1).

National Park Service

Launching E-courses in My Learning Manager

PMIS E-course
Launch E-course
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National Park Service

Launching E-courses in My Learning Manager

This is a script window that will open when the e-
course is launched (make sure your pop-up 
blocker is off).

*Do not close this window until you are finished 
with e-course.

National Park Service

Launching E-courses in My Learning Manager

Next, a new window will appear. Log in 
using your Lotus Notes email and password.

Username

Password

National Park Service

Sample E-courses in My Learning Manager

Screenshot of opening page for a sample PMIS e-
course. Let’s take a closer look on the following slides 
at each section of this page.
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National Park Service

Sample E-courses in My Learning Manager…cont

Links that will let the user navigate to 
a specific section of the e-course 

Go To 
Page

*The links on the left side include “PMIS 
Background”, “The PMIS Process”, and “PMIS 
Management Functions”.

National Park Service

Sample E-courses in My Learning Manager…cont

1 2 3
4

1. Home button. This link will bring you back to this 
“Home” page

2. Resources button. This link will open a variety of 
resources for the learner 

3. Exit button. Closes e-course. 
4. Certificate button. You must score 80% or higher to 

print.

National Park Service

Sample E-courses in My Learning Manager…cont

Download Job Aids link

Start Course button

Feedback on 
e-course
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National Park Service

Sample E-courses in My Learning Manager…cont

Let’s take a closer look at the “Resources” link

National Park Service

How to Obtain Assistance with 
the PMIS eCourses

• Contact your PMIS administrator:

• http://www.nps.gov/pmis
Page 10

National Park Service

Locating PMIS Administrators

http://165.83.198.10/pmis
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National Park Service

Locating PMIS Administrators…continued

Select your Park/Unit 
from the drop down

National Park Service

Locating PMIS Administrators…continued

Results will list the Park/Unit’s Administrators

National Park Service

Resources

Resources link. This link will open a variety of 
resources for the learner. 
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National Park Service

Resources…continued

Course Tour

Overview

How To

Job Aid Index

Glossary

Table of Contents

Acknowledgements

Technical Requirements

Help

Print Entire Course

National Park Service

Sample E-courses in My Learning Manager…cont

Feedback on 
e-course

National Park Service

NPS Focus is made of two 
separate but integrated 
systems: 

• state-of-the-art digital resource 
management system

• one-stop searching gateway
Page 13
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National Park Service

Inside NPS

From Inside 
NPS, you can 
navigate to the 
NPS Focus 
Digital Library

National Park Service

NPS Focus - NPS Digital Library 

National Park Service

Linking Images & Documents to 
PMIS Projects

● two links from the project justification area, from the 
additional criteria, and from each component status report
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National Park Service

NPS Staff Only

National Park Service

Linking Images & Documents to 
PMIS Projects

● one link from each component and from each component 
completion report

National Park Service

Adding a link in PMIS
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National Park Service

Adding a link in PMIS
● Edit the PMIS section where the image is to be linked and 
click Add Image link

National Park Service

Adding a link in PMIS
● put in a search term and click Search

National Park Service

Adding a link in PMIS
● select an item from the search results
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National Park Service

Adding a link in PMIS
● select the image and click Add Link

National Park Service

Adding a link in PMIS
● A thumbnail will appear on the editing screen 

● Don’t forget to save

National Park Service

Image Added
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National Park Service

Request an online account go to NPS Focus Data 
Entry at http://DataEntry.focus.nps.gov and select 
‘Register New User’ on the left-hand side of the 
screen

NPS Focus Data Entry

National Park Service

My Learning Manager catalog code CIO1001

National Park Service

Upload Resources to the NPS 
Focus Digital Library

Images: 
• TIF or JPG format
Texts and Drawings: 
• MS Word
• Excel
• DjVu
• TIF 
• PDF formats                                            Page 14
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National Park Service

NPS Staff Only

NPS staff access only or public 
access

National Park Service

USING PMIS

To search for a PMIS project, click on the Search button at the top 
of the PMIS homepage.

PMIS will take you to the Search Projects/Funding 
Components screen. There are three search options.

Search

National Park Service

If you know the PMIS number of a project and you only want to 
access one record at a time, enter the PMIS number in the Search 
by PMIS Number box and then click the View Detail Sheet button. 
PMIS will take you to the Project Detail Sheet.

USING PMIS…continued

Search by 
PMIS 

Number

View 
Detail 
Sheet 
Button
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National Park Service

USING PMIS…continued

If you would like to view the Detail Sheet as a Word document, click the 
View MS Word icon on the top left corner. The Project Detail Sheet can be 
used to edit and update project and component information.

Click to view in MS Word

National Park Service

FUND SOURCES IN THE NATIONAL PARK SERVICE 

Fund Sources and Definitions can be found at 
http://classicinside.nps.gov/budget3/fundsource.htm

National Park Service

These definitions--Initial Planned FY, Requested 
Funding FY, Formulated FY, and Funded FY--along 
with other PMIS terms, can be found by accessing 
the “definitions” link of the Help module within 
PMIS.

http://165.83.198.10/pmis_help/help_definitions.cfm

PMIS Terms and Definitions



19

National Park Service

PMIS Project Notes

1. Date—Time and date the action was              
completed

2. Action—type of action completed
3. User Name—Full name and user name of 

the person who completed the action
4. Comment—Detailed information which 

explains the action Page 39

National Park Service

Remaining PMIS TEL Classes
in 2006

• Servicewide Comprehensive Call 
(SCC): August 30, 2006

• How to Create an Effective PMIS 
Entry: September 14, 2006
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National Park Service

To Receive Credit for 
this Course

• PRINT your name on the attendance 
roster

• UPON RECEIPT OF E-MAIL 
NOTIFICATION, complete the 
evaluation at 
http://mylearning.nps.gov


