
LAPIT FAQ:  How to set up a new Local Agency User, for Local Agency Administrators 

Welcome to the LAPIT FAQ:  How to set up a new Local Agency User, for Local Agency 
Administrators.  This CBT reviews how a new Local Agency Administrator can set up the other 
LAPIT users for their agency. 

Once you have been given a Local Agency Administrator role in LAPIT, you are ready to create 
the other users for your agency.   

Start by assembling a list of the people who will need access to LAPIT, and what level of access 
they will need.  The role you assign each person will depend upon what level of access they 
need to have.    

Local Agency Administrator – this role can manage all information about their local agency and 
its contracts, documents, and people, except for a few key pieces of data that are managed by 
your District Administrator.  A Local Agency Administrator can also create new users and assign 
the other Local Agency Roles; however, only an FDOT District Administrator can assign 
someone the Local Agency Administrator role.  If someone at your agency needs to manage 
agency users, contact your District administrator to request this role for them. 

Local Agency Update User – this role can manage all information that the Administrator role 
can, but they cannot create users or assign roles to other users.  Most Local Agency users will 
fall into this role. 

Local Agency Project User – this is a special role that is intended for outside contractors who 
may be updating information on a Local Agency Contract their company is handling.  This role is 
restricted to viewing only information that is tied to the projects they are assigned.  Local 
Agency Project Users cannot create contracts; but they can update the date and amount 
information on contracts for projects they are assigned to.  They can upload and edit project 
documents for their assigned projects.  They cannot edit or create Agency information or People 
(Contacts). 

Local Agency Read Only User – this role can view all information for your agency, but they 
cannot create or edit any information.   

The next step is to log in to LAPIT and set up the new users.  There are two parts to this – first, 
create a user ID.  Second, assign the ID the correct role. Let’s take a look at the first step. 

After logging in, go to the ‘Site Administration’ main tab.  On the Site Administration tab, select 
the ‘Create Local Agency User’ link to create your first user. Enter their information in the fields, 
and then select ‘Create’. LAPIT will display the user.  Note that they don’t have any roles – a 
newly created user has no role, by default.  For them to use LAPIT, we still have to assign them 
a role.  Select the ‘Add Role’ link to do so. Select the role you want to assign to this user, and 
select the ‘Create’ button. 



If you are assigning a Project User, a list of all Financial Projects at your Agency will pop up 
after you select the ‘Create’ button, allowing you to choose which Project(s) they are assigned 
to.  Check the boxes next to the projects you want to assign, and select ‘Save’. 

Once you have assigned the new user their role, they are ready to start using LAPIT.  They will 
shortly receive an email with their temporary password; once they receive it and log in to LAPIT 
for the first time, the application will prompt them to choose a new secure password and security 
question. 

Repeat this two-step process after each person at your Agency who needs access to LAPIT.   

This concludes the LAPIT FAQ:  How to set up a new Local Agency User, for Local Agency 
Administrators.   

 


