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For Project Managers 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
What Does This Quick Start Guide Cover? 

 

1. Lookup Tables 
2. PEPC E-mail Notifications 
3. An Overview of PEPC Steps 1 to 8  
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1. Lookup Tables  
 

Even if you are not the Park PEPC Administrator, you should still be familiar with the lookup tables to know what you 

might need your administrator to add.  Lookup tables are used to customize the dropdown lists throughout PEPC. 

Desired park-specific values must be added to the tables before they can be used.  Lookup tables provide consistent 

field choices available for all of the park’s projects, eliminating the need to enter this same data for every project.  
 

Most tables already contain national data but can be augmented with park-specific data. Projects can use data from 

the national list (or un-check data from the national list to de-activate), or select the park-specific data if it has been 

entered into the park’s lookup table for that field. 

Table 2: Park Lookup Tables 

Lookup Table Description Required 

Codes Public comment analysis codes. Codes are assigned to comments during public 
comment analysis. The codes dropdown list appears on the Manage Project Codes for 
Entire Project (Edit) page in Step 7. You can add codes to your park’s lookup table if you 
have particular issues that the public often raises across various projects. 

 

Division The Division or office that is sponsoring the project. The Division dropdown list appears 
on the Basic Information (Edit) page in Step 1. 

 

ESF 

Addendum 

Park-specific Environmental Screening Form (ESF) questions.  Particular questions 
relevant to your park will appear under the ESF form in Step 4 for each project.  There is a 
separate print form for the ESF Addendum questions. 

 

Funding 

Source 

The source of funding for the project. The Funding Source list box appears on the 
Funding (Edit) page in Step 2-Funding. 

 

Historical 

Resources 

Historical resources located within your park. The list of Historical Resources is available 
under the National Historic Preservation Act/CRM (Edit) page under Step 4.  You can 
enter the location and asset, LCS, and park #s, in addition to National Register status for 
each resource. There is also an import from LCS utility, if you do not see this option and 
would like to import resources from LCS, contact the PEPC Team for assistance. 

 

IDT Members Your standard IDT members can be entered here and they will populate a dropdown list 
under Step 3-Internal Scoping/IDT Tasks.  You can always add or delete members for 
each individual project. 

 

Mitigations Common mitigations used on park project’s can be entered here and they will populate a 
dropdown list to choose from under Step 4-Mitigations. 

 

NEPA/ 

NHPA 

Specialists 

The names of the NEPA and NHPA Specialists for your park. The NEPA and NHPA 
Specialist dropdown lists appear on the Basic Information (Edit) page in Step 1-Project 
Setup. 
The PEPC system requires a NEPA and NHPA specialist before a project may be 
created. These fields are required and are maintained at the park level. 

X 

Park The Public URL, the name of the Park Superintendent, Immediate Attention Request 
Recipient, Unaddressed Request Recipient, Admin Record Location and Contact. The 
public URL appears on the Park Home page within PEPC. The name and contact 
information of the Park Superintendent is used by the system when sending out e-mail 
alerts and on print forms for signatures. The Immediate Attention Request Recipient 
receives an e-mail if a correspondence is flagged as immediate attention.  

X 
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Lookup Table Description Required 

PDQ 

Addendum 

Specific park/unit project development questions (PDQ).  These additional questions will 
appear as an addendum to the PDQs in Step 1 and may help to determine the scope of 
your project and help in filling out the ESF. 

 

Responsibility 

Type 

Interdisciplinary Team (IDT) Member responsibilities. The responsibilities dropdown list 
appears on the Interdisciplinary Team Members (Edit) page in Step 3-Internal 
Scoping/IDT Tasks.  

 

 

Survey  

Sources 

Create a standard list of sources for historical property surveys by populating the source 
name in the ‘Survey Sources’ lookup table.  This list will then populate a dropdown list 
under Step 4 NHPA/CRM Question A. 

 

Traditionally 

Associated 

Peoples 

Enter the names of the tribes/Traditionally Associated Peoples here, and they will display 
in the dropdown box in Step 4-NHPA/CRM (Edit) page. 

 

 

 

2. PEPC E-Mail Notification 
 

The PEPC system will send e-mail automatically as the result of certain user interactions with the system. This feature 

was incorporated into PEPC to facilitate communication between IDT members and to assist with the effective 

management of the project as a whole.  

 

In the table on the right, system-

generated e-mails are identified by 

the following criteria: 

 

• Trigger—The action that 

causes the e-mail to be sent 

• Sent To—The person who 

will receive the e-mail 

• When—The delay, if any, 

between the trigger and the 

date the e-mail is sent 

• Where—The step within 

PEPC where this trigger 

originates 
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Overview of PEPC Steps 1-8 
 

 

Once you select a project in PEPC, a new menu of 8 steps appears along the left side.  The 

list presents the steps that are completed as you and your team use PEPC to complete 

projects at your park. 

 

This guide will walk you through each of the 8 steps, expanding more on those steps that 

Project Leaders are more likely to be filling in themselves.  Your park or office will need to 

decide who is responsible for what in PEPC.   This may depend on the scope of the project, 

available staffing, etc. 

 

 

 

 

STEP 1 - CREATING A PROJECT AND BASIC INFORMATION 
  

1. The first step is to create a project in PEPC.  To do so, from your homepage, click the blue “Create Project” 

button in the top right corner.    
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2. You have the option to create a project by clicking on the ‘Create Project’ button, Create Project from RPRS App 

# or Create Project from existing PEPC ID in the left navigation under Park Home. The Basic Information page 

for your project will open in Edit mode. There is a lot of useful information that can be tracked on this page and 

help with park or other reporting functions. 

 

 
 

The Basic Information page and corresponding instructions are found on the next 3 pages. 

 

Note:  Throughout PEPC, a red asterisk (*) indicates a required field for that page.  These fields must be filled in 

before the system will allow you to save your work. 
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3. You may select additional parks for the project 

from the ‘Other Parks’ drop-down list and click the 

Add Park button.   
 

4. Enter the project Title (*) – Your project title 

should be short, easy to understand, and direct.  

Note:  The title will be seen by the public if the 

project is posted! 

Enter a Secondary Title (if desired) – a more 

descriptive title for internal use (not displayed to 

the public) 
 

5. Enter the Project Description (*).  You can copy 

and paste from Microsoft Word or another 

program.  The description should be written in 

complete sentences and include: 

a. Who is proposing the project. 

b. Where the project would be conducted – be 

specific! 

c. What is proposed. Include project goals and 

specific information that will be useful in 

determining impacts/permits needed. 

d. When it will be conducted and how long the 

project is anticipated to last. 
  

6. If needed, change the Project status (default is 

proposed), 6.1 Compliance Status (default is 

proposed), and 6.2 Funding status (default is 

Unfunded).   Enter the funded date if known. 

7.    Enter the Project Target Start (*) date for the 

project. 

 

8. Select the Project Leader (*) - Use the insert 

button to insert your name if you are the project 
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leader, or use binoculars to find the name.  If the name is not in the PEPC address book, they will need to be set 

up in the system before being added here. 

 

9. Select the NEPA and NHPA Specialists (*) - These choices are added by the park or regional PEPC 

Administrator using Lookup Tables.   

 

Note:  NHPA, NEPA Specialists and Project Leader will get automatically-generated emails when the project is 

created!   

10. Check the No Email if entering an old project into PEPC (thus, no emails are necessary). 

 

11. Enter the External Agency/Applicant, Designer, Division/Office, Designer, Conceptual Design Date as needed. 

 

12. Enter the RPRS Application ID if this is a Research Proposal entered into RPRS.  Once saved, you can click on 

this link to pull up the application data from RPRS. 

 

13. Choose the Project Type (*) - If you don’t see the type of project on the list, use Other and fill in your own.  (Hint:  

You can browse other parks’ projects to see what they are using). 

 

14. Choose the Project Category (*) - Click on one or more project categories (Use Ctrl key to multi-select). 

 

15. Add the Location - Be as specific as possible including: County/Borough (*), State(*), District, Section, 

Geographic marker, Marker Type (can be GIS Point, Milestone, Subsection, Survey marker), or other.  Click Add 

Location.  You can add multiple locations.  

 

16. Administrative Record – Select the default administrative record information if it has been entered in your park’s 

lookup table or enter one specific to the project. 

 

17. Contract/consultant information – Enter contract information as needed.  Click Add Contract/Consultant 

Information after each entry. 

 

18. Add/Link File – Upload maps and other background information files that further describe the project. 

 

19. Save your work. 
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STEP 1 (Continued) 

 

 

JUSTIFICATION - The Justification page allows you to further establish why the project is important, document what 

could happen if the project is not completed and identify service-wide issues or guidelines that are pertinent to the 

specific project.  This information can be copied and pasted from the PMIS Justification section, if available.  

 

PROJECT DEVELOPMENT QUESTIONS - These questions were developed so that the project area of disturbance 

could be accurately quantified and unique project situations could be identified.  This information should be entered 

by the Project Leader, because this person will have the most accurate knowledge about the scope of the project.  

Answers to these questions will help the IDT to determine the level of compliance and answer a series of resource 

based questions that typically are not mentioned in project descriptions and justifications.   

Note:  Park/unit specific project development questions can be added in the PDQ Addendum lookup table. 

 

COOPERATING AGENCIES - This page is where a cooperating agency can be identified.  NPS must annually report 

on projects that involved cooperating agencies and WASO generates this report from PEPC.  If your project does 

involve a cooperating agency, please fill out the corresponding fields, including agency name, request and sunset 

date, status, and any appropriate notes.  You can also upload your agreement document.    

  

JOINT LEAD AGENCIES - This page is where a joint lead agency can be identified.  While not all projects are joint 

projects, this is a place where those organizations can be identified.    

 

PRINT FORMS – The following pages are available to download and print from Microsoft Word by clicking on the 

appropriate link.  Use these forms to gather the required signatures, to share with the Project Leader, and to add to 

your administrative record for the project.   

• Basic Information Form 

• Justification Form 

• Project Development Questions Form 
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STEP 2 – FUNDING    

The Project Leader will most likely be the person responsible for filling out Step 2 for the project. 

 
    

1. From the Funding Edit page, enter the PMIS number.  Once saved, the PMIS number is a live link to PMIS, which 

is useful for project leaders and program managers to be able to view project descriptions, justifications, fund 

source, cost estimate, date, and authorization information, and copy and paste this information into PEPC.  The 

PMIS link is the cornerstone that allows the PEPC program to merge financial information with the compliance 

process.  
 

2. Enter FMSS Work Order and Asset Numbers.  Once saved, as with the PMIS link, the FMSS Work Order Number 

is a link to pull up a view of current FMSS data. 
 

3. Enter Funding Status, Funding Source, Funded Date, Account Numbers, etc. as applicable. 
 

4. You can track Requested and Actual Cost Estimates on this page, and upload a Cost Estimates Spreadsheet.   
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5. Save your work. 

 

STEP 3 – INTERNAL SCOPING/IDT TASKS   
     

From this step, you can:   

 

1. Identify members of your interdisciplinary team (IDT) 

• The Project Leader, NEPA Specialist, and NHPA Specialists selected under Step 1 Basic Information are 

automatically added to your IDT.   

• Again, the IDT for your park can be customized by your park’s Administrator using the Lookup Tables.   

• You can add or delete IDT members as appropriate for your project.  You can even add team members by 

using the PEPC address book (binoculars icon) regardless of whether they are PEPC users. 

• When team members are assigned to the IDT, they automatically receive an email. 
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2. Schedule and document site visits and internal meetings 

• When you schedule a site visit or an internal meeting you can automatically send the team an email with the 

time, date, and location.  They will also receive an automatic email if the site visit or meeting is cancelled. 

• Once the site visit or internal meeting has occurred, you can return to this step to mark which members of 

the IDT were present, attach or enter notes from the meeting, and attach any other supporting documents.  
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3. Assign tasks and track their progress 

• You can assign a task to more than one IDT member. 

• The person(s) you assigned the task to will receive an email notification from the system. 

Click on Tasks on the left navigation under Step 3. Select the “Responsibility”, Due Dates (i.e., From and To)   

 
Then click the ADD TASK button.     

Enter the task description and select to whom the task will be assigned.   

Note: you can assign the task to multiple people! 
 

If the task due date passes, the IDT members will receive one email reminder.  When the task is completed, the IDT 

member can choose to send an email that the task has been completed.  The email goes to the Project Leader, 

NEPA and NHPA Specialists.  
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STEP 4 - NATURAL/CULTURAL COMPLIANCE     
 

This step is where you can work with the IDT/compliance specialists to: 

1. Complete the Environmental Screening Form 

2. Determine NEPA Type 

3. Enter Mitigations 

4. Evaluate for NHPA (Section 106) 

5. Track NHPA/Cultural Resource Management Specialist Reviews 

6. Track Other Consultations (FWS, ARPA, etc.) 

7. Print forms for signature 

 

For more information, see the Quick Start Guide STEP 4 for Compliance Specialists under the Tools link on the top 

menu of PEPC.   

 

STEP 5 – INTERNAL DOCUMENTS      

 

This is the step where you can: 

• Create Internal Documents 

• Post a document for internal review and set review periods 

• Track Internal Comments 

• Review Internal Comments 

• Respond to Internal Comments 

• Report on all Internal Comments 

 

For more information, see the Quick Start Guide for Internal Commenting under the Tools link on the top menu of 

PEPC.   
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STEP 6 – PUBLIC COMMUNICATION         

 

If this project will go out for public review (just for viewing and/or for receiving public comment), the Project Leader 

will need to work with the Compliance Specialist and the park’s PEPC Public Information User or PEPC Administrator 

to publish the project to the public site of PEPC. 

 

To post information to the public site, you must have a Park Public Information User, Park Administrator, or Regional 

Administrator role.  Those with edit rights to the project (e.g., park users, specific project contractor users) can create 

documents and upload associated files for public review, but only the Park Public Information User, Park 

Administrator, or Regional Administrator can publish or post things to the public site. 

 

From Step 6, you can: 

 

• Create the project’s Public Home page 

o You should have a superintendent’s letter or an introduction to the public for the project.  You can 

add an image to the home page. 

•  Describe the Planning Process 

•  Add Meeting Notices 

•  List Related Links 

•  Create the Public Document 

o This is the document that the public will be commenting on (comments to be analyzed under Step 7 

of PEPC). 

o Electronic comments submitted by the public to PEPC are automatically populated under Step 7 of 

the internal PEPC site for your review. 

o Note: you can just post a document for viewing and not for comment (e.g., decision documents) 

 

For more information, see the Quick Start Guide for Public Communication under the Tools link on the top menu of 

PEPC.  

 

 

 

 

 



Updated June 2022 
 

You can view current projects out for review at the public PEPC site: http://parkplanning.nps.gov/ 

 

 

http://parkplanning.nps.gov/
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STEP 7 - PUBLIC DOCUMENTS & COMMENT ANALYSIS 
 

This step will most likely be completed by compliance specialists.  Under this step, you can:   

• Log Correspondence – Correspondence in PEPC are the letters, petitions, transcript text, etc. submitted by 

the public through any format, containing comments about your document 

• Review Correspondence  

• Code Comments – Comments are sorted out from the correspondence to streamline the response stage 

• Develop Concern Statements – Concern statements summarize similar public comments 

• Prepare Responses 

• Generate public comment reports 

 

For more information, see the Quick Start Guide for Public Document and Comment Analysis and Step 7 Public 

Documents & Comment Analysis FAQs under the Tools link on the top menu of PEPC.  You can also review the DOI 

Learn online training module on Public Comment and PEPC. 
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STEP 8 – CLOSE PROJECT 

After your project is complete, remember to close it.  This will help keep park reports up to date.  

 
1. Under Step 8, choose edit to open the close project page. 

2. Change the Project Status and Project Close date. 

3. As appropriate, enter information into the other fields, including: 

• Planning Status and Planning dates. 

• Construction Status and Dates. 

• Day Labor Status and Dates. 

4. Save your work. 

5. Closed projects can be re-opened if needed.                                      

 


