
LAPIT FAQ:  How to bring new Local Agency users into LAPIT, for District 
Administrators. 

Welcome to the LAPIT FAQ:  How to How to bring new Local Agency users into LAPIT, for 
District Administrators.  This CBT details what an LAPIT District Administrator needs to do bring 
a Local Agency’s personnel into the LAPIT system. 

LAPIT has information on many Local Agencies, their agreements, projects, and contracts.  The 
intent is that eventually, personnel from these Local Agencies will maintain and add information 
for their agency; however, not every Local Agency has personnel that are using LAPIT yet.  This 
CBT covers the steps necessary to bring them into LAPIT. 

There are two main steps to this process:  Step 1 is to Make sure the agency information in 
LAPIT is correct and Step 2 is to Assign the Local Agency Administrator(s), which includes 
Creating a user ID for each person and Assigning the role of Local Agency Administrator to the 
user ID(s). 

Step 1:  Make sure the agency information in LAPIT is correct.   

For some Local Agencies, some information was not available at the time their records were 
created in LAPIT.  One key piece of information that only the FDOT District Administrator can 
use is the Agency’s Primary Point of Contact (abbreviated as PPOC); before bringing in users 
for that Agency, make sure this information is accurate.  Sometimes, there may be a person 
listed, but they may no longer be the PPOC for that Agency.  Other times, there may be no 
information, so LAPIT simply displays the default PPOC, unknown unknown. Verify who the 
PPOC may be before continuing. 

To change the PPOC, select the People (Contacts) main tab for that Agency.  Make sure the 
PPOC is in the list of Contacts for this agency; if they are, then go on to the ‘Manage Primaries’ 
step.  If they are not, follow these instructions to add them to this agency’s list of Contacts. 

Select the ‘Create new Contact’ link to go to the Contact Creation page.  It is possible this 
person is already in the LAPIT database of people, so start by selecting the ‘Select from existing 
contact’ link.   

Enter the person’s first and last name and select ‘Search’ to see if they are already in the LAPIT 
database.  Any results matching the name you entered will be displayed below.  If the person 
you are searching for is found, choose the ‘Select’ link next to their name to enter their 
information on the ‘Create’ page.  If the person was not found in LAPIT’s database, simply type 
in the required information.   

For Contact Type, make sure to choose ‘Primary Point of Contact’, and then select the ‘Create’ 
button to add them to the list of Contacts.  Once the correct PPOC is in the agency’s List of 
Contacts, select the ‘Manage Primaries’ link. 



On the Manage Primaries screen, choose ‘Primary Point of Contact’ from the List of Types.  All 
the Contacts at this Agency who are Primary Points of Contact will be displayed. Choose the 
radio button next to the correct PPOC, then select the ‘Save’ button.   

You will be presented with a dialog asking you if you want to transfer everything about the old 
PPOC to the new PPOC.  In most cases, the answer should be ‘Yes’.   

Now the new PPOC is the official Primary Point of Contact for this agency.  Confirm this by 
checking the program header. 

Sometimes, you may wish to remove the old PPOC from the agency completely – for example, 
if the agency’s old PPOC was unknown unknown, or if the old PPOC is no longer working with 
that Agency.  Select the person you wish to remove, and then select the ‘Edit’ link under the 
‘Manage Contact Types’ section. 

All of the possible Contact Types a contact could have are displayed on this page.  The checked 
ones represent which types this contact actually fulfills.  To remove them from the Agency’s list 
of contacts, simply uncheck every type on this page.   

Step 2:  Assign the Local Agency Administrator(s). 

LAPIT roles are arranged in a hierarchy - the Statewide Administrator manages the District 
Administrators; the District Administrators manage the Local Agency administrators within their 
district; and the Local Agency Administrators manage the Local Agency Users at their agency.  
What this means is that when a new Agency is prepared to start using LAPIT, the District 
Administrator does not have to give each new person a role.  All they need to do is set up the 
Local Agency Administrator(s) for that Agency; then, the new Local Agency Administrator(s) can 
take care of setting up all the other users. 

Start by choosing who needs to be a Local Agency Administrator.  Often, an agency only needs 
one Administrator, but some larger agencies may wish to have more than one.  You will need 
their name and e-mail address.   Log in to LAPIT, and go to the Site Administration main tab.   

On the Site Administration main tab, go to the ‘Local Agency Role Management’ secondary tab.  
Select the ‘Create Local Agency User’ link at the top of this page. Now enter in the information 
for your new user. 

Once you select ‘Create’, LAPIT will display your new user.  Since they are newly created, they 
will not have any roles; you must assign them a role before they can use LAPIT.  Select the 
‘Add Role’ link on the right side of the screen.   

Since we are creating new Local Agency Administrators, make sure to select ‘Local Agency 
Administrator’ from the list of available roles.  Choose the intended Local Agency from the list of 
Agency Names.   

Once you select the ‘Create’ button, they will be assigned this role.  LAPIT will display the user 
again, and now you should see their new role on the right side of the page. 



The new user will receive an email with their temporary password; they can now log in to LAPIT, 
using the email address as their user name and the temporary password.  Once they have 
logged in, LAPIT will prompt them to choose a new secure password. 

If you have more than one Local Agency Administrator to add, then select the ‘Back to Search 
ISA User’ link to go back to the original screen and repeat the process for each Local Agency 
Administrator you want to add.  Once you have set up the Local Agency Administrator(s), they 
will be able to set up the other personnel for this agency.     

This concludes the LAPIT FAQ:  How to bring new Local Agency users into LAPIT, for District 
Administrators.   


