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Exhibit B - Completing the NRCS-PGM-1143  
Per NI 440-315.4 C. Changes in Position or Role:  

1. User roles should be updated on an as-needed basis whenever an employee with 
access to ProTracts, CD, letter generator or FM has a change in position or role. Any 
change to the user’s role must be documented on a new NRCS-PGM-1143 form.  

2. Users who are assigned a temporary position should submit a new NRCS-PGM-
1143 to have roles consistent with their temporary position. The end date of the 
temporary position must be noted on the NRCS-PGM-1143.  

3. Users on extended leave (e.g., sabbatical, maternity or paternity leave) will have 
their accounts disabled through the normal aging process. After returning, these 
users must submit a new NRCS-PGM-1143 to gain access to the systems. 

Responsibilities of Field Role Grantors 
Protracts Roles:  

• Designated Conservationist  
• Farm Bill Specialist 
• Planner 

Toolkit/Conservation Desktop Roles:  
• CD Designated Conservationist  
• CD Program Support 
• Certified Planner  
• Planning Support 
• Toolkit User Basic All 

 
Responsibilities of State Office Role Grantors 
Protracts Roles:  

• Approving Official 
• Contract Support 
• State Programs 

Fund Manager Roles: 
• All roles are granted by NHQ, state office will complete the NRCS-PGM-

1143.* 
• FM Obligation Approval 
• CD Financial Reviewer 

Toolkit/Conservation Desktop Roles: 
• CD Contract Support 
• CD Obligating Official 
• CD Payment Approver 
• CD State Program Manager 



Exhibit B - Completing the NRCS-PGM-1143 – Update 01/2025    
  2 

 

• CD State Program User 
• Data Configuration Administrator 
• Easement State Boundary Manager 
• HELC Agency Expert  
• State Business Tools Coordinator 
• TK-Easement Reconciliation 
• WC Agency Expert 

zRoles:  
• App State Role Grantor – Conservation Desktop (CD FA, HELC/WC) 
• Protracts Field Role Grantor 
• State Role Certifier – Conservation Desktop, Fund Manager, Protracts 
• Toolkit State Role Grantor – Conservation Desktop, Toolkit v5 

 
For State Level Roles listed below, forward the completed and signed form to the State 
Business Tools Coordinator or Backup.  

• CD State Program User, CD State Program Manager 
• Data Configuration Administrator, TK-Easement Reconciliation 
• Fund Manager – * Completion certificate of Appropriations Law training must be 

provided. 
• State Level Conservation Desktop FA Roles (Payment Approver, Contract Support, 

Obligating Official, State Business Tools Coordinator) 
• State Level Protracts Permissions (Approving Official, Contract Support or State 

Programs) 
• zRoles (App State Role Grantor, Protracts Field Role Grantor, State Role Certifier, 

Toolkit State Role Grantor) 
• For HELC Agency Expert or WC Agency Expert, forward the completed and signed 

form to the State Compliance Specialist and CC: State Business Tools Specialist.  

 
 

  



Exhibit B - Completing the NRCS-PGM-1143 – Update 01/2025    
  3 

 

If the user is requesting a new role or scope change, prepare a new NRCS-PGM-1143 and 
complete the following steps.  

1. Select the system and/or applications access that is being requested. 

 

Part A – User Information

 

2. Enter User’s ID (eAuth) – The eAuth ID can be found in either zRoles or EIMS 

 

3. Enter User’s Name 
4. Check Employee (NRCS) or Affiliate 
5. Enter User’s Official Work Site Address with Zip Code - People (Search) 
6. Enter the name of the Agency person is associated with (NRCS, IDALS, SWCD, etc) 
7. Enter primary Office location - People (Search) 
8. Enter User’s work Email Address - People (Search) 
9. Enter User’s primary Phone Number - People (Search) 
10. Enter Personnel Office (PO) ID Number (Site+) - People (Search) 

https://usdacts.fed.onbmc.com/arsys/forms/onbmc-s/CTM%3APeople/Default+User+View/?cacheid=1264a644
https://usdacts.fed.onbmc.com/arsys/forms/onbmc-s/CTM%3APeople/Default+User+View/?cacheid=1264a644
https://usdacts.fed.onbmc.com/arsys/forms/onbmc-s/CTM%3APeople/Default+User+View/?cacheid=1264a644
https://usdacts.fed.onbmc.com/arsys/forms/onbmc-s/CTM%3APeople/Default+User+View/?cacheid=1264a644
https://usdacts.fed.onbmc.com/arsys/forms/onbmc-s/CTM%3APeople/Default+User+View/?cacheid=1264a644
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Part B – Action Requested 

11. Enter Former Name, if applicable 
12. Enter New Name, if applicable 
13. Check the Requested Access Action 
14. If access is being requested for a temporary assignment such as a detail, enter the 

date the temporary assignment will end.  If NA, leave blank.  

 

Part C – System Application and Roles 

15. Check all Roles that apply per Iowa Exhibit A for User Position 
16. If Role does not exist in 15, enter the Role in the space provided (e.g. Toolkit) 
17. Enter Additional Information, as needed (e.g. “roles for detail”) 
18. Enter the State requested 
19. Enter the Counties requested  
20. Enter the Service Centers (Offices) requested 
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21. Enter the Programs requested 

 

 

Part D – User Acknowledgement 

22. User’s Signature 
23. Date signed by user (date is not needed if signed with LincPass) 
24. Mark if a fully executed IRM-03 in on file for user. (Manager or Supervisor answers 

this) 
25. Name of the User’s immediate supervisor or manager.  
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Part E – Authorization 

26. Signature of immediate supervisor or manager 
27. Date signed by supervisor or manager (date is not needed if signed with LincPass) 

Part F – Action Taken 

28. Signature of the person in the state or NHQ who grants access. (This person cannot 
be the same as the supervisor or manager that signed the form) 

29. Date signed by the security administrator (date is not needed if signed with 
LincPass) 

30. Security Administrator can use this space to include any notes related to the 
completion of the request.  The agency’s Security Administrator will retain each 
completed form for audit purposes.  
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