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RELATED GUIDANCE DOCUMENTS 
ICRIS User Guides 

• ICRIS Basics — Navigation, searching, GIS tools, and account management.  

• ICRIS Quick Start – Create a Project — Quick reference for creating and submitting projects. 

• ICRIS Guide: Projects — Creating, editing, and managing projects.  

• ICRIS Guide: Resources — Creating, updating, and managing resource records. 

• ICRIS Guide: Survey123 — Recording and updating resources using Survey123. 

• ICRIS Subscription & Access Guide — Managing subscriptions, users, and permissions.  

 

Data Standards 

• Data Standards: Projects — Project fields, survey classes, attachments, and documentation 
requirements.  

• Data Standards: Resources — Resource fields, attachments, eligibility data, and documentation 
standards. 

 

SHPO Guidance  

• Submit a Project in ICRIS Guidance — Project-specific documentation requirements and 
submission expectations.  

• Idaho SHPO Guidance — Additional guidance for identification, evaluation, reporting, and 
compliance. 

 

  

https://history.idaho.gov/wp-content/uploads/ICRIS_Basics.pdf
https://history.idaho.gov/wp-content/uploads/ICRIS_Quick_Start.pdf
https://history.idaho.gov/wp-content/uploads/ICRIS_Guide-Projects.pdf
https://history.idaho.gov/wp-content/uploads/ICRIS_Guide-Resources.pdf
https://history.idaho.gov/wp-content/uploads/ICRIS_Guide-Survey123.pdf
https://history.idaho.gov/wp-content/uploads/ICRIS_Subscription__Access_Guide-1.pdf
https://history.idaho.gov/wp-content/uploads/Data_Standards-Projects.pdf
https://history.idaho.gov/wp-content/uploads/Data_Standards-Resources.pdf
https://history.idaho.gov/shpo/icris/guidance/
https://history.idaho.gov/shpo/idaho-shpo-guidance/


  

Page | 3  

 

Contents  

PROJECT TYPES .......................................................................................................................... 1 

UNDERSTANDING PROJECT TYPES IN ICRIS ........................................................................................... 1 
Section 106 Review ................................................................................................................ 1 
Section 110 Review ................................................................................................................ 1 
Determination of Eligibility (DOE) ............................................................................................. 2 
Non-Federal Review ............................................................................................................... 2 
Annual Report ....................................................................................................................... 4 
Program PA Development ....................................................................................................... 4 
CLG Survey ........................................................................................................................... 6 
How to Choose the Correct Project Type .................................................................................... 6 

SHPO REVIEW TIMEFRAMES ............................................................................................................ 7 
How Timeframes Are Used ...................................................................................................... 7 
Important Considerations ........................................................................................................ 7 
How Agencies Can Help Avoid Delays ........................................................................................ 7 

LITERATURE REVIEW ................................................................................................................. 9 

Understanding the Literature Review Functionality ...................................................................... 9 
Standard Review Area ............................................................................................................ 9 
Performing a Literature Review ................................................................................................ 9 

Using the ICRIS Search Page ....................................................................................................................................................... 9 
Using an ICRIS Project .............................................................................................................................................................. 10 

Reviewing Results ................................................................................................................ 11 
Important Limitations ........................................................................................................... 11 
Helpful Tips ......................................................................................................................... 12 

WORKING WITH RESOURCES & SURVEYS ................................................................................ 13 

Understanding Resources & Surveys in ICRIS .......................................................................... 13 
How Resources & Surveys Relate to Projects ............................................................................ 13 
Working With Resources ....................................................................................................... 13 
Working With Surveys .......................................................................................................... 14 
Common User Challenges ..................................................................................................... 15 

REVIEWING AND SUBMITTING PROJECTS ................................................................................ 17 

Understanding the Agency Role in ICRIS ................................................................................. 17 
Consultant → Agency → SHPO Workflow ................................................................................. 18 
Reviewing Project Details ...................................................................................................... 18 
Organization Project Roles .................................................................................................... 18 
Submitting Projects .............................................................................................................. 19 
Returning Projects for Additional Information ........................................................................... 20 
Re-Submitting Projects After Corrections ................................................................................. 20 
Tracking Status Updates ....................................................................................................... 21 
Consultation Summary ......................................................................................................... 21 

SHPO CONSULTATION SUMMARY ............................................................................................. 22 

When Is the Consultation Summary Created? .......................................................................... 22 
Understanding Each Section .................................................................................................. 23 
How to Access the Consultation Summary ............................................................................... 24 



  

Page | 4  

MOA TRACKING ........................................................................................................................ 26 

Stipulation Tracking ............................................................................................................. 26 
Stipulation Fulfillment ........................................................................................................... 26 
Finalizing Stipulations in ICRIS .............................................................................................. 27 

SUBSCRIPTION & USER MANAGEMENT ..................................................................................... 28 

SUBSCRIPTIONS ......................................................................................................................... 28 
How to Obtain a Subscription ................................................................................................ 28 
After Your Subscription Is Activated ........................................................................................ 28 
Checking Your Subscription Status ......................................................................................... 29 

USER MANAGEMENT .................................................................................................................... 29 
Adding New Users ................................................................................................................ 29 
Removing Departed Staff ...................................................................................................... 29 
Permission Levels ................................................................................................................ 30 

TROUBLESHOOTING ................................................................................................................. 31 

QUICK FIXES TO TRY FIRST ............................................................................................................ 33 
Notes for Agencies ............................................................................................................... 33 

BEST PRACTICES ...................................................................................................................... 34 

Internal Review Workflows .................................................................................................... 34 
Naming Conventions ............................................................................................................ 34 
Consultant Coordination ........................................................................................................ 35 
Quality Control Before SHPO Submission ................................................................................. 35 
Efficient Use of Queues ......................................................................................................... 36 

ICRIS PROJECT PROCESS FLOW ............................................................................................... 37 

 

 



PROJECT TYPES  

Page | 1  

PROJECT TYPES 
UNDERSTANDING PROJECT TYPES IN ICRIS 

Selecting the correct Project Type is one of the most important steps in setting up a project in ICRIS. The 
project type determines how the review is documented, how the project is tracked, and what expectations 
SHPO will have during review. 

For agencies, the project type should reflect the regulatory context and purpose of the review, not just the 
type of work being performed. 

 

 

SECTION 106 REVIEW 
Use this option for all federal undertakings involving federal funding, permitting, licensing, or land. 

This is the most commonly used project type and documents the full consultation process required under 
Section 106 of the National Historic Preservation Act. 

Includes: 

• Identification of historic properties  
• Evaluation of eligibility  
• Assessment of effects  
• Resolution of adverse effects (if applicable)  

When Agencies Should Use This: 

• Any project with a federal nexus  
• Projects requiring formal SHPO consultation  
• Projects involving an Area of Potential Effects (APE)  
• Compliance with NHPA or related federal processes  

Key Agency Responsibilities: 

• Define and map the APE  
• Ensure identification efforts are sufficient  
• Providing findings of effect  
• Coordinate consultation with SHPO and other parties  

SECTION 110 REVIEW 
Used when federal agencies are fulfilling their proactive stewardship responsibilities under Section 110 of 
the National Historic Preservation Act. 

These efforts are not tied to a specific undertaking and are focused on long-term resource management. 

Includes: 

• Inventory and identification efforts  
• Resource documentation not tied to an undertaking 
• Preservation planning  

Best Practice: Choose the project type based on why the project is being reviewed (regulatory driver), 
not what is being built or surveyed. 
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• Proactive programmatic or landscape-level studies  
• Because Section 110 activities are not tied to a specific undertaking, a project effect finding is not 

required. 

When Agencies Should Use This: 

• Agency proactive inventories 
• Baseline cultural resource studies  
• Long-term management planning  
• Data reconciliation  

Key Difference from Section 106: 

• Section 106 = compliance-driven (project-specific)  
• Section 110 = stewardship-driven (programmatic/planning) 

DETERMINATION OF ELIGIBILITY (DOE) 
Use this option only when there is no associated undertaking and the sole purpose is to evaluate whether a 
resource is eligible for listing in the National Register of Historic Places (NRHP). 

When Agencies Should Use This: 

• Evaluating a resource outside of a project context  
• Preparing for future planning  
• Responding to internal agency needs for eligibility determinations  
• Supporting local preservation planning or inventory efforts  

When NOT to Use: 

• When there is a federal undertaking (use Section 106 Review instead)  
• When eligibility is being evaluated as part of a broader project  

 

NON-FEDERAL REVIEW 
Use this option when there is no federal undertaking and Section 106 does not apply. 

This project type allows SHPO to provide courtesy review and comment. 

Includes: 

• State-funded projects  
• Local government actions  
• Private development projects without a federal nexus 
• Planning efforts without federal involvement  

When Agencies Should Use This: 

• State agencies conducting non-federal work  
• Local or regional planning reviews  
• Requests for SHPO input outside of Section 106  

Key Characteristics: 

• No formal Section 106 consultation  
• No federal lead agency requirement  
• SHPO comments are advisory rather than regulatory  

  

Important: DOE projects are resource-focused and do not include an APE or effects analysis. 

Important: This project type does not fulfill Section 106 requirements. 



PROJECT TYPES  

Page | 3  

ANNUAL REPORT 
Used for agencies or entities that submit yearly summaries of cultural resource activities. 

This project type allows agencies to document work completed over a reporting period rather than as 
individual projects. 

Includes: 

• Summary of surveys conducted  
• Resources recorded or updated  
• Compliance actions completed  
• Findings and determinations  
• Programmatic Agreement reporting 
• Monitoring updates  

When Agencies Should Use This: 

• Required reporting under Programmatic Agreements  
• Annual summaries for internal or federal reporting  
• Tracking cumulative compliance work  

 

PROGRAM PA DEVELOPMENT 
Use this option when developing or amending a Programmatic Agreement (PA) or other program-level 
agreement in coordination with SHPO and consulting parties. 

This Project Type supports program-level consultation efforts intended to streamline or standardize Section 
106 compliance across multiple undertakings. 

Includes: 

• Development of a new Programmatic Agreement (PA)  
• Amendments or updates to an existing agreement 
• Coordination of program-level compliance strategies 
• Development of project-specific Programmatic Agreements when appropriate 

When Agencies Should Use This: 

• Establishing a PA to govern a category of undertakings  
• Updating an existing PA to reflect new processes or requirements  
• Coordinating with SHPO, ACHP, Tribes, or other consulting parties on agreement terms  
• Developing streamlined review procedures for recurring project types  

Key Characteristics: 

• Focused on process, policy, and agreement development  
• Often involves extended coordination and multiple stakeholders  
• May include drafts and revisions of a PA 

Best Practice: Create Annual Report projects at the beginning of the reporting cycle and update them 
throughout the year as surveys, resources, findings, and supporting documentation are completed. 
Maintaining a consistent reporting approach from year to year supports long-term tracking, comparison, 
and program management. 
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Important: Programmatic Agreement (PA) development should be coordinated with SHPO before 
creating a Program PA Development project in ICRIS. This Project Type is intended for developing or 
amending program-level agreements and should not be used for individual Section 106 reviews 
conducted under an existing PA. Those projects should continue to be submitted as Section 106 Review 
projects. 
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CLG SURVEY 
Used by Certified Local Governments (CLGs) conducting surveys, planning studies, or preservation projects. 

Includes: 

• Local historic resource surveys  
• Planning-level studies  
• Grant-funded documentation efforts  
• Inventory updates  

When Agencies May Encounter This: 

• Coordinating with local governments  
• Reviewing CLG-supported survey work  
• Incorporating CLG data into broader planning efforts  

 

 

 

HOW TO CHOOSE THE CORRECT PROJECT TYPE 
When selecting a project type, ask: 

1. Is there a federal undertaking? 

→ Yes → Section 106 Review  

2. Is this a standalone eligibility evaluation? 

→ Yes → Determination of Eligibility  

3. Is this proactive inventory or planning work by a federal agency? 

→ Yes → Section 110 Review  

4. Is this a yearly summary of work? 

→ Yes → Annual Report  

5. Is this a CLG-led survey or grant project? 

→ Yes → CLG Survey  

6. Is this development or amendment of a Programmatic Agreement? 

→ Yes → Program PA Development 

7. Is there no federal undertaking, but SHPO consultation or comment is requested? 

→ Yes → Non-Federal Review 

 

  

Note: This project type is primarily used by CLGs but may be visible to agencies involved in coordination 
or review. 
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SHPO REVIEW TIMEFRAMES 
Each project type in ICRIS includes a default SHPO review timeframe. These timeframes help set 
expectations for how long review may take once a project has been submitted to SHPO. 

P R O J E C T  T Y P E  D E F A U L T  D A Y S  T O  R E V I E W  

Determination of Eligibility 60 days 

Section 106 Review 30 days 

Section 110 Review 60 days 

Annual Report 60 days 

CLG Survey 90 days 

Non-Federal Review 30 days 

Program PA Development 90 days 
 

HOW TIMEFRAMES ARE USED 
• The review clock begins when a project is submitted to SHPO and enters SHPO Submitted status 

in ICRIS. 
• Projects in In Progress or Lead Agency Review status have not yet been submitted to SHPO. 
• If a project is returned for additional information, the original review period ends. Upon re-

submission, a new review period begins in accordance with applicable review requirements. 
• Timeframes are used internally to help prioritize workload and track performance. 
• For Section 106 reviews, SHPO generally has 30 days to review and respond to agency findings in 

accordance with 36 CFR Part 800. See 36 CFR § 800.5(c). 

IMPORTANT CONSIDERATIONS 
Actual review time may vary depending on: 

• Project complexity 
• Quality and completeness of the submission 
• Number of resources involved 
• Need for additional information or clarification 
• Coordination with consulting parties or agencies 
• SHPO workload and staffing levels 

HOW AGENCIES CAN HELP AVOID DELAYS 
Agencies can help keep projects within expected timeframes by: 

• Submitting complete and well-documented projects that follow applicable SHPO Guidance and 
standards 

• Ensuring GIS boundaries are accurate (for the project, as well as resource boundaries) 
• Providing clear findings and supporting documentation 
• Responding promptly to SHPO requests for additional information 
• Avoiding duplicate or incomplete resource records 
• Communicating with SHPO staff when questions or unusual circumstances arise 

https://history.idaho.gov/shpo/idaho-shpo-guidance/
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Best Practice: Projects that are complete at the time of submission are significantly less likely to be 
returned and typically move through SHPO review more efficiently. 

Tip: Review applicable SHPO guidance documents before submitting a project. Many common project 
deficiencies can be avoided by following current SHPO standards and guidance for resource 
documentation, survey reporting, and project submission requirements. 
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LITERATURE REVIEW 
UNDERSTANDING THE LITERATURE REVIEW FUNCTIONALITY 

Previously referred to as a SHPO records search, the Literature Review is a critical first step in identifying 
known or potential historic properties within a project area. 

In ICRIS, users perform their own literature review rather than requesting records from SHPO. This allows 
agencies to evaluate existing information early in project planning and develop more informed identification 
strategies. 

The Literature Review tool helps users: 

• Identify previously recorded cultural resources  
• Review of prior survey efforts  
• Understand patterns of past land use  
• Determine whether additional survey may be needed 

 

 

STANDARD REVIEW AREA 
The standard review area is: 

• 1-mile buffer beyond the APE for most projects  
• ½-mile buffer beyond the APE for linear projects  

This buffer provides context for identifying cultural resources that may be present within or near the Area 
of Potential Effects (APE). 

 

 

PERFORMING A LITERATURE REVIEW 
Users can conduct a literature review in two ways: 

USING THE ICRIS SEARCH PAGE 
• Search for resources and surveys by drawing shapes or uploading GIS data  
• Review results across a broader area  
• Export data if needed  

Survey Search Methods 

When searching for surveys from the ICRIS Search Page using a GIS shape, an additional dropdown menu 
allows users to choose how survey results are displayed. 

• By GIS — Displays surveys that intersect the search area based on mapped survey boundaries. This 
is the most commonly used search method and is recommended when evaluating a project area.  

• By TRS — Search using Township, Range, and Section (TRS) information when GIS data is not 
available or when working from a legal land description. 

Best Practice: Complete the Literature Review before conducting fieldwork or submitting a project. 

Note: The standard review area is intended to support the Literature Review process and does not define 
the project's APE. 
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ADDITIONAL GUIDANCE 

This section focuses on the purpose and use of Literature Reviews within ICRIS projects. For detailed 
instructions on: 

• Using the Search Page  
• Drawing project boundaries  
• Uploading GIS data  
• Adjusting buffers  
• Navigating search results and map tools  

refer to the ICRIS Basics Guide. 

Literature Reviews conducted within an ICRIS project are associated with the project record and become 
part of the project's documentation and review history. 

 

USING AN ICRIS PROJECT 
Within a project, the Project Resources and Project Surveys sections include dropdown menus that allow 
users to view records created as part of the project, literature review results, or both together. 

 

PROJECT RESOURCES DROPDOWN 

 

• Created by this Project — Displays new resources and updated resource versions created as part 
of the current project 

• Literature Review — Displays previously recorded resources located within or near the project area  
• All Resources – Displays all literature review and project created resources together 

Note: The By GIS / By TRS dropdown is only available when searching Surveys from the ICRIS Search 
Page using a GIS shape. This option is not available when searching Resources and does not appear 
within Project Literature Reviews. 

Note: The ICRIS Search Page is often used for preliminary research, planning efforts, or proposal 
development before a project is created. Project Literature Reviews should be used when evaluating 
resources and surveys associated with a specific ICRIS project. 

Note: While the ICRIS Search Page and Project Literature Review access the same resource and survey 
data, only the Project Literature Review is associated with an ICRIS project. The Search Page is intended 
for preliminary research and planning activities before a project is created. 

https://history.idaho.gov/wp-content/uploads/ICRIS_Basics_Guide_1.3.pdf
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PROJECT SURVEYS DROPDOWN 

 

• Created by this Project — Displays new surveys created as part of the current project 
• Literature Review — Displays previously recorded surveys located within or near the project area  
• All Surveys – Displays both project-created surveys and literature review surveys together 

The resources and surveys displayed are based on the GIS boundary and review buffer applied to the project. 

 

 

 

REVIEWING RESULTS 
Previous Surveys 

Review past survey reports within the project area and evaluate: 

• Survey methods and coverage  
• Types of undertakings  
• Results and findings  
• Whether previous work meets current standards  

This information helps guide survey design and determine whether additional fieldwork is needed. 

 

Previously Identified Resources 

Review known resources within and near the project area. 

Consider: 

• Resource types and distribution  
• Environmental associations (landforms, water, vegetation)  
• Patterns of historic land use  
• Temporal trends in site use 

 

IMPORTANT LIMITATIONS 
A literature review is only as strong as the data available. 

Users should keep in mind: 

Note: Literature Review results are generated from the project's GIS boundary and associated review 
buffer. Resources and surveys created as part of the current project will appear under Created by this 
Project until they become part of the permanent ICRIS record. 

Tip: If you are unable to locate an existing resource in the Literature Review results, try expanding the 
project boundary or review buffer. The Literature Review only displays resources located within the 
project review area, and nearby resources may not appear if the review area is too small.  
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• Older records may contain approximate locations—it is important to review legacy site forms for 
sketch maps or resource locations  

• Previous surveys may not meet current standards  
• New resources may be present but unrecorded, likewise previously recorded resources may have 

gained significance   
• Confidentiality restrictions may limit visible data  
• Professional judgment is required 

 

HELPFUL TIPS 
• Review both resources and surveys  
• Zoom in to view detailed boundaries (avoid relying on generalized map symbols)  
• Consider nearby resources, not just those within the boundary  
• Use accurate GIS to improve results  

 



WORKING WITH RESOURCES & SURVEYS  

Page | 12  

WORKING WITH RESOURCES & 
SURVEYS 

UNDERSTANDING RESOURCES & SURVEYS IN ICRIS 
Resources and Surveys are the foundation of cultural resource documentation in ICRIS. Together, they 
represent what exists on the landscape (Resources) and how that information was identified and recorded 
(Surveys). 

• Resources = individual cultural resources (buildings, historic sites, structures, districts, 
archaeological sites, and linear resources) 

• Surveys = the effort to identify and document resources within a defined area 

Within a project, Resources and Surveys are used to support identification efforts, document findings, and 
provide the basis for SHPO review. 

 

HOW RESOURCES & SURVEYS RELATE TO PROJECTS 
Projects, Surveys, and Resources are directly connected: 

• A Project may include one or more Surveys 
• A Survey may document multiple Resources 
• A Resource may be associated with multiple Projects over time through versioning 

This relationship allows ICRIS to track the full history of a resource, including updates, reevaluations, and 
changes in eligibility. 

 

 

WORKING WITH RESOURCES 
CREATING A NEW VERSION OF AN EXISTING RESOURCE 
If updates are needed to an existing resource: 

1. Map your project location 
2. Navigate to the Resources section of the project 
3. Use the Literature Review dropdown option to filter 
4. Select Create New Version 
5. Update information as needed 
6. Upload photos and documentation 
7. Save changes 
8. Mark the new version Complete 

The previous version remains in the system and can be viewed under the Versions section. This ensures 
continuity of the record and avoids duplication. 

Important: Resources should not be recreated if they already exist in ICRIS. Instead, a new version 
should be created to preserve the record history. Double check the work of the contractor to ensure they 
have created a new version of a resource and not a new resource.  
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If the existing resource uses a buffered center point rather than a mapped resource boundary, delete the 
buffered center point geometry and replace it with the updated boundary. Submitting both geometries will 
result in duplicate shapes being associated with the resource. 

 

 

CREATING A NEW RESOURCE 
If a resource does not already exist: 

1. Map your project location 
2. Navigate to the Resources section 
3. Select New Resource 
4. Select Resource Type (building, structure, site, archaeological site, district, or linear resource). 
5. Enter required data fields 
6. Add GIS location 
7. Upload photos and documentation 
8. Save and continue editing as needed 
9. Mark the resource Complete when finished 

 

WORKING WITH SURVEYS 
Surveys document the methodology, geographic coverage, and results of cultural resource identification 
efforts. 

Surveys in ICRIS are used to document a variety of cultural resource investigations, including Class I records 
reviews, Class II and Class III field surveys, architectural inventories, monitoring reports, and other 
identification efforts. Survey classes and reporting requirements are defined in the ICRIS Project Data 
Standards Guide. 

Typical Survey workflow: 

1. Select New Survey under “Project Survey” section to upload a new survey report associated 
with the project. 

2. Upload survey report documentation 
3. Map the survey boundary (either upload or draw survey boundaries) 

a. Select the appropriate survey class 

 

 

4. Review information and submit 

Each survey entered into ICRIS requires a Survey Attachment uploaded as a PDF. This attachment should 
be the final survey report associated with the survey record and is limited to 50 MB in size. Survey 
attachments become part of the permanent ICRIS record and will be available to future users conducting 

Important: Do not delete pertinent information such as well-written descriptions, histories, or National 
Register eligibility justifications if nothing has substantially changed since the previous recordation. ICRIS 
preloads information from the previous version so users can update only the fields that require revision.  

Note: Survey class should reflect the type of investigation documented in the report. For 
survey class definitions and reporting requirements, refer to the ICRIS Project Data 
Standards Guide.  

Important: Architectural survey areas and archaeological Class III survey areas should 
be mapped separately, even when documented within the same report.  
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Literature Reviews and researching previous investigations. To maintain system performance, reduce file 
size before uploading by removing unnecessary blank pages, minimizing embedded high-resolution imagery, 
compressing images, and exporting at a standard document resolution (150–300 dpi). If large map 
figures or photo plates are needed, place them in an appendix and compress that section before export. 
Avoid scanning printed reports when digital originals are available, as scans often create large, unoptimized 
files. 

If revisions are made to the survey report after upload, use the Replace button to upload the updated 
document in place of the existing attachment. 

 

COMMON USER CHALLENGES 
The following are some of the most common issues users encounter when working with Resources and 
Surveys in ICRIS. 

DUPLICATE/ACCIDENTAL RESOURCE CREATION 
Issue: 
Users create a new resource when one already exists. 

Why it happens: 

• Literature Review was not completed 
• Existing resource was not easily visible at current map scale 
• Resource naming differences 

Best Practice: 

• Always perform a Literature Review before creating a new resource 
• Zoom in on the map to reveal existing records 
• Search by location and surrounding area 

 

NOT COMPLETING RESOURCES 
Issue: 
Users cannot submit a project because resources are still marked In Progress. 

Why it happens: 

• Required fields are incomplete 
• District information has not been completed under the GIS Card 
• New required fields were added and not populated 

Best Practice: 

• Open each resource and select Mark Complete 
• Review any system prompts for missing data 
• Confirm district contribution status if applicable 

CONFUSION WITH DISTRICTS 

Note: Smithsonian numbers are assigned when a new resource is moved to Complete status for 
the first time. Resources that have not yet been assigned a Smithsonian number may be deleted 
from a project if they were created in error or duplicate an existing resource. However, resources 
that document field observations, exempt properties, or other investigated resources should 
generally be retained as part of the project record. Contact SHPO if you are unsure whether a 
resource should be deleted. 
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Issue: 
Users are unsure how to mark resources as contributing or non-contributing to a district. 

Why it happens: 

• District fields are located in a separate section below the map 
• Users assume the district must be edited as a whole 
• When a resource is located within or near a district, users will be prompted to mark 

individual resources (buildings, structures, etc.) as contributing or non-contributing. 
Resources should be evaluated as 'contributing' if they relate to the District. 

Best Practice: 

• Use the Districts section within each resource 
• Indicate whether the resource contributes to a district 
• Select contributing or non-contributing status for that specific resource 

 

GIS ISSUES WITH RESOURCES OR SURVEYS 
Issue: 
Boundaries are incorrect, missing, or too complex to upload. 

Why it happens: 

• Shapefile not zipped correctly 
• File exceeds vertex limits 
• Geometry is too detailed 

Best Practice: 

• Upload shapefiles as a complete zipped file 
• Simplify geometry if needed (e.g., using GIS tools) 
• Verify that boundaries reflect actual survey coverage or resource extent 

CANNOT FIND RESOURCE IN LITERATURE REVIEW 
If you are unable to locate an existing resource in the Literature Review results, try expanding the project 
boundary or review buffer. The Literature Review only displays resources located within the project review 
area, and nearby resources may not appear if the review area is too small. 

 

Note: This applies only to the individual resource and does not require editing all resources within 
the district. 
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REVIEWING AND SUBMITTING 
PROJECTS 

UNDERSTANDING THE AGENCY ROLE IN ICRIS 
Agencies play a central role in the cultural resource review process within ICRIS. In many cases, consultants 
or applicants prepare project information and supporting documentation, but the Lead Agency is responsible 
for reviewing submissions, determining when a project is ready, and transmitting the project to SHPO for 
review. 

Agency users serve as the quality-control checkpoint between project creation and SHPO review. This 
includes confirming that project details are accurate, attachments are complete, mapped boundaries are 
appropriate, and proposed findings or determinations are ready for submission. 

Depending on the project type and internal workflow, agency staff may also: 

• Create projects directly  
• Manage communication with consultants or applicants  
• Track review progress  
• Respond to requests for additional information  
• Maintain consistency in how projects are prepared and submitted  

Common Agency Responsibilities 

• Receive consultant or internal project submissions  
• Review project details and attachments  
• Verify proposed findings and determinations of eligibility are appropriate and ready for review 
• Verify project boundaries and GIS data  
• Review resource records for completeness 
• Return projects for revision as needed  
• Submit final projects to SHPO (not in draft form)  
• Track project status through completion  
• Maintain records and consistency in agency submissions 

 

 

  

Important: While ICRIS helps organize and document the review process, each agency remains 
responsible for meeting its own legal, procedural, and consultation obligations. 

Important: The standard workflow established in ICRIS is Consultant → Lead Agency → SHPO. In this 
workflow, consultants prepare and submit projects to the Lead Agency for review before SHPO 
submission. 
 
However, agencies may choose to manage project creation internally and assign consultants to existing 
projects after creation. ICRIS does not enforce a single workflow model, allowing agencies flexibility to 
establish internal procedures that best fit their organization and compliance process. 
 
Agencies are encouraged to develop clear internal policies regarding project creation, consultant access, 
submission authority, and quality control responsibilities. 
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CONSULTANT → AGENCY → SHPO WORKFLOW 
Generally, projects follow this path: 

1. Consultant creates the project and uploads documentation. 
2. Consultant submits the project to the lead agency. 
3. Agency reviews the submission for completeness and accuracy. 
4. Agency returns the project for corrections or submits it to SHPO. 
5. SHPO reviews the project and issues comments or completes review. 

 

REVIEWING PROJECT DETAILS 
Before submitting a project to SHPO, agencies should confirm that all required information has been entered 
correctly. 

Recommended Review Checklist 

• Project name is clear and specific  
• Project description adequately explains the undertaking or purpose of the project  
• Lead Agency and Lead Agency Reviewer is correct  
• Submitter Organization is correct  
• Secondary Agencies have been added when needed  
• Required attachments are included (e.g., cover letter or agency form) 
• GIS boundary reflects the Area of Potential Effects (APE)  
• Agency Project Finding is entered and supported by appropriate agency documentation when 

applicable  
• Survey or resources are created or updated when applicable  

 

 

ORGANIZATION PROJECT ROLES 
Several organization-level roles may exist within a project. Understanding these roles helps ensure the 
project is routed correctly. 

SUBMITTER ORGANIZATION 
The organization preparing and submitting the project package in ICRIS. This is typically an agency, tribal 
government, or contractor. 

If the agency is preparing the project internally, the Submitter Organization and Lead Agency may be the 
same. 

If a consultant is preparing documentation on behalf of the agency, the agency may designate that 
consultant as the Submitter. This allows the Submitter to prepare project information, create resource 
records, upload reports, and submit the project to the Lead Agency for review. 

Note: If the Lead Agency is also the Submitter, the project may be submitted directly to SHPO without 
a separate agency review step.  

Best Practice: Complete and accurate submittals reduce review time and minimize the likelihood of the 
project being returned for revisions. 

Note: Consultants and other project preparers may recommend resource eligibility determinations and 
project findings within reports or supporting documentation; however, official eligibility determinations 
and findings of effect are the responsibility of the Lead Federal Agency. When applicable, the agency's 
determination should be documented in a cover letter, agency form, or other project attachment 
submitted with the project. 
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LEAD AGENCY 
A federal agency or state agency responsible for initiating consultation. 

The Lead Agency has editing authority while the project is in In Progress or Lead Agency Review status. 

If the Submitter and Lead Agency are the same organization, selecting Submit Project will send the project 
directly to SHPO. 

BYPASS AGENCY 
Some agencies do not have in-house cultural resource staff to review projects and may be designated as 
Bypass Agencies. 

When a Lead Agency is configured as a Bypass Agency, projects may be submitted directly to SHPO without 
an internal agency review step (e.g., FERC, FCC, and FHWA). 

SECONDARY AGENCIES 
Secondary Agencies are additional organizations involved in the project or requiring coordination. 

Secondary Agencies are commonly used when an undertaking involves multiple land-managing agencies, 
multiple reviewing agencies, or when other project participants need visibility into the project and associated 
documentation within ICRIS. 

Examples include: 

• Additional federal agencies  
• State agencies  
• Local governments  
• Tribes  
• Certified Local Governments (CLGs)  
• Sub-contractors  
• Cooperating agencies  

Multiple Secondary Agencies may be added to the same project. 

 

SUBMITTING PROJECTS 
Submit a project when all required information has been entered and the project is ready for official review. 

• If the Submitter and Lead Agency are the same, the project is submitted directly to SHPO  
• If they are different, the project is routed to the Lead Agency first 

  

Before You Submit 

Confirm: 

• Attachments are final  
• GIS is accurate  

Note: The level of access available to Secondary Agencies depends on system permissions and user 
roles. Secondary Agencies may be able to view project information, attachments, resources, surveys, 
and other project documentation associated with the undertaking. 
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• Applicable Programmatic Agreement is selected (Section 106 only) 
• Lead Agency Findings are entered (Section 106 only) 
• Survey report is uploaded under the “Project Survey” section 
• Resources records are all in “Complete” status 
• Internal agency review is complete 

RETURNING PROJECTS FOR ADDITIONAL INFORMATION 
Projects should be returned when required information is missing, mapping is inaccurate, additional 
clarification is needed or does not meet the SHPO or Agency’s standards. 

Common Reasons for Return 

• Insufficient project description  
• Missing attachments  
• Poor or missing photographs  
• Incorrect GIS boundaries  
• Unrecorded resources in the project area  
• Incomplete findings  
• Need for clarification or additional analysis  

When SHPO or Agency returns a project, the system sends an official notification email and logs the action 
in the Project Events section. 

If SHPO returns a project to the Lead Agency, the agency may: 

1. Make corrections directly, or  
2. Return the project to the Submitter for updates  

Returning a project to the Submitter changes the project status from Lead Agency Review to In Progress. 

 

RE-SUBMITTING PROJECTS AFTER CORRECTIONS 
Once all requested corrections or revisions have been completed, the project must be re-submitted 
through the appropriate workflow path. 

If the Project Was Returned by SHPO 

After corrections are made, the Lead Agency should: 

1. Review all updated information and attachments  
2. Confirm the project is complete and ready for review  
3. Select Submit Project to return the project to SHPO  

The project status will return to SHPO Review once submitted. 

If the Project Was Returned to the Submitter 

If the Lead Agency returned the project to the Submitter for revisions: 

1. The Submitter completes the requested updates  
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2. The Submitter re-submits the project to the Lead Agency  
3. The Lead Agency performs a final review  
4. The Lead Agency submits the project to SHPO when ready  

 

TRACKING STATUS UPDATES 
The Events section provides a chronological log of actions taken on the project. 

Each event records: 

• Date and time of action  
• User who performed the action  
• Status changes  
• Submissions  
• Returns  
• SHPO responses  
• Other system activity  

This serves as the official activity history for the project and is useful for tracking progress and confirming 
timelines. 

PROJECT STATUS 
S T A T U S  S U B - S T A T U S  D E S C R I P T I O N  

 
— Project is being prepared or has been returned for revisions. 

Editable by the Submitter. 

 
— Awaiting agency review before submission to SHPO. 

 
Submitted Submitted to SHPO, not yet assigned 

Review Actively under SHPO review. 

 
— SHPO review finished. Consultation Summary generated. 

 
Needed Adverse Effect identified; MOA development underway. 

In Progress MOA executed; stipulations being carried out. 

 

CONSULTATION SUMMARY 
When a project is marked Complete, ICRIS automatically generates a Consultation Summary and places it 
in the Project Attachments section. 

Agencies should review this summary carefully for: 

• Official SHPO comments  
• Determinations  
• Conditions of compliance  
• Required follow-up actions  
• Final documentation of the review 

In Progress 

Lead Agency 
 

SHPO 

Complete 

MOA 

Important: Returning a project to the Submitter does not automatically return the project to SHPO. The 
Lead Agency must complete the final submission step after reviewing the revisions. 
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SHPO CONSULTATION SUMMARY 
The SHPO Consultation Summary is the official record of SHPO’s review in ICRIS. Once a project has been 
completed by SHPO staff, the system automatically generates this summary and places it in the Project 
Attachments section. 

The Consultation Summary documents the project details, agency findings, SHPO determinations, resource 
eligibility, and any official comments or conditions associated with the review. Agencies and submitters 
should review this document carefully, as it serves as the official response for the project. 

 

WHEN IS THE CONSULTATION SUMMARY CREATED? 
The Consultation Summary is automatically generated when a project is moved to Complete status by 
SHPO. 

This means: 

• SHPO review has concluded  
• Final findings have been entered  
• Resource determinations have been recorded  
• Official comments have been issued, if applicable  

 

Important: Completion in ICRIS indicates the SHPO review process is closed in the system. Agencies 
remain responsible for any follow-up actions, permit requirements, consultation obligations, or MOA 
stipulations that may still apply 
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UNDERSTANDING EACH SECTION 
SECTION 1: PROJECT INFORMATION 
Provides a general overview of the project, including: 

• SHPO Project Number  
• Organization Project Number(s)  
• Project Name  
• Lead Federal Agency  
• Project Type  
• Programmatic Agreement (if applicable)  
• Project-created SHPO Survey Report Number(s)  

This section is useful for confirming that the summary corresponds to the correct undertaking. 

SECTION 2: LEAD AGENCY REVIEWER(S) 
Lists the Lead Agency user(s) associated with the project, including available contact information such as: 

• Name  
• Email  
• Phone Number  

This reflects the agency contact(s) identified in ICRIS at the time the summary was generated. 

SECTION 3: ADDITIONAL ORGANIZATIONS 
Identifies any Secondary Agencies or other organizations added to the project for coordination purposes. 

Examples may include: 

• Cooperating agencies  
• Additional federal agencies  
• Tribes  
• Local governments  
• Consultants  
• Certified Local Governments (CLGs)  

SECTION 4: PROJECT DESCRIPTION 
Displays the project summary entered into ICRIS by the Submitter or Lead Agency. 

Because this text comes directly from the project record, agencies should ensure the project description is 
clear and complete before submission. 

 

SECTION 5: RESOURCE ELIGIBILITY SUMMARY 
Provides a summary of cultural resources associated with the project and their SHPO determinations. 

The first table displays the count of resources marked: 

• Not Eligible  
• Eligible  
• Unevaluated  

The second table lists associated resources and includes: 

Best Practice: A well-written project description helps reviewers understand the undertaking and 
creates a clearer permanent record. Project descriptions should clearly identify the project location, 
purpose, scope of work, anticipated ground disturbance, horizontal and vertical extent of impacts, and 
any other information necessary to understand the undertaking. 
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• Smithsonian Number(s)  
• Property Type / Name  
• Overall Eligibility 

This may include both newly recorded resources and updated existing resources associated with the project. 

If SHPO has provided comments related to specific resources, those comments will also appear in this 
section. 

 

SECTION 6: AGENCY FINDING OF EFFECT 
Displays the finding entered by the Lead Agency in ICRIS, such as: 

• No Historic Properties Affected  
• No Adverse Effect  
• Adverse Effect  

Any agency comments entered into the project record will also appear in this section. 

This section documents the agency’s official finding that was submitted for SHPO review. 

 

SECTION 6 OR 7: OFFICIAL SHPO RESPONSE 
This is the formal SHPO response to the project. 

It indicates whether SHPO: 

• Concurs with the agency finding  
• Concurs with conditions or stipulations  
• Disagrees with the finding  
• Provides no comment  

This section may also include: 

• SHPO comments  
• Required conditions  
• Additional explanation  
• Signature block / approval date  
• Reference to attached correspondence  

 

HOW TO ACCESS THE CONSULTATION SUMMARY 
1. Open the completed project in ICRIS  
2. Navigate to the Attachments section  
3. Locate the automatically generated Project Consultation Summary PDF  
4. Open, download, or save for your records 

Note: If no resources were identified or evaluated, this section may be minimal or blank depending on 
project type. 

Note: This section will be absent for projects that do not have a finding of effect (e.g. Section 110, 
Determination of Eligibility, Annual Report) 

Important: Agencies should always review this section carefully for any required follow-up actions or 
conditions of compliance. 
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Important Reminders: 
• The Consultation Summary reflects information entered into ICRIS at the time of completion  
• Errors in project details should be corrected before final submission whenever possible  
• Always review SHPO comments and conditions carefully  
• Keep a copy for your agency records  
• MOA obligations or other commitments may continue after project completion 
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MOA TRACKING 
When a project results in an Adverse Effect finding and a Memorandum of Agreement (MOA) is executed, 
the Lead Agency is responsible for uploading the signed MOA to the MOA Attachments section of the project. 
Once the document is uploaded, the Agency must complete the MOA Stipulation data entry to track progress 
toward meeting the stipulations. This section allows SHPO, consulting parties, and the Lead Agency to 
monitor fulfillment of agreed-upon mitigation measures. 

For additional guidance on mitigation and MOA development, refer to the Idaho SHPO Mitigation Process 
Guidance. 

STIPULATION TRACKING 
All MOA Stipulations should be entered individually within the MOA Stipulation Tracking section of a project. 
Once a project is in MOA In Progress status, the MOA Stipulation Tracking and MOA Attachments will be the 
only sections of the project that the Lead Agency can update. 

MOA STIPULATION STATUS 
S T A T U S  M E A N I N G  

 Work is underway  

 Awaiting SHPO review 

 Additional work required 

 Stipulation complete 

STIPULATION FULFILLMENT 
Mitigation measures may include public participation activities, support for an alternate cultural resource, 
or general non-site-specific mitigation. Stipulations that require updating records within ICRIS should be 
done in a new project within ICRIS and then cross-referenced back to the original adverse effect project. 
Stipulations that are not directly tied to records within ICRIS can have documentation uploaded to the MOA 
Attachments section. 

Most stipulations requiring updated documentation or additional recordation work can be submitted through 
a Determination of Eligibility project type. This project type will allow users to submit survey reports and 
update resource records. Examples of stipulations that can be submitted via an ICRIS Project: 

• Thematic or Multiple Property studies 
• National Register nominations  
• Off-site survey and inventory work 
• Bricks and mortar preservation funding 
• Historic structure reports 
• Historic context studies 
• HABS/HAER/HALS documentation 
• Ethnographic studies 
• Archaeological excavations 

  

In Progress 

Completed by Agency 

Returned by SHPO 

Accepted by SHPO 

https://history.idaho.gov/section-106/mitigation-process/
https://history.idaho.gov/section-106/mitigation-process/
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FINALIZING STIPULATIONS IN ICRIS 
After a stipulation has been completed the Lead Agency should navigate to the relevant stipulation in the 
MOA Stipulation Tracking section of the project and submit the stipulation by selecting the Edit button and 
updating the Status dropdown to Completed by Agency, add the Date Completed, then Save. 

 

SHPO will review the relevant documentation and either Accept the Stipulation or Return the Stipulation 
along with a reason for returning.  

Returned Stipulations: The Lead Agency will receive a notification email detailing the reason the stipulation 
is being returned. The agency can address the issues and resubmit by following the original steps to submit. 
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SUBSCRIPTION & USER 
MANAGEMENT 

 

SUBSCRIPTIONS 
ICRIS offers optional paid subscriptions that provide enhanced workflow tools, GIS functionality, exporting 
options, and organization management features. A paid subscription is not required to use ICRIS, but 
many agencies choose to subscribe to improve efficiency and provide broader access for staff. 

Agencies are eligible for a special subscription tier that allows unlimited users under one organization. 

AGENCY TIER SUBSCRIPTION 
• Includes all Pro features available to other subscribed organizations  
• Unlimited users at either Pro or Pro Basic access levels  
• $2,000 per organizational unit (Forest, BLM District, Division, Office, etc.) 

HOW TO OBTAIN A SUBSCRIPTION 
Organizations can purchase a subscription at any time. 

1. Visit the ICRIS Subscription Pricing page 
The page includes pricing tiers, subscription descriptions, and purchase instructions. 

Subscription Information: 
https://history.idaho.gov/icris-subscription/ 

2. Choose your subscription tier 
Select the Agency subscription option. 

3. Submit payment through the Purchasing Portal 
Payments should be made through the secure link provided on the subscription page. 

Purchasing Portal: 
https://store.history.idaho.gov/Donation.aspx?C=ICRIS 

If your organization requires alternative payment arrangements, contact SHPO for assistance. 

4. Subscription Activation 
Once payment is received, SHPO will manually update your subscription in ICRIS. Because 
subscriptions are entered manually, activation may not be immediate. 

AFTER YOUR SUBSCRIPTION IS ACTIVATED 
SHPO will: 

• Update your organization’s subscription level in ICRIS  
• Confirm your subscription start and expiration dates  
• Assign users to either Pro or Pro Basic access based on role and qualifications  

Tip: If access does not appear updated right away, log out of ICRIS and log back in to refresh your permissions. 

 

https://history.idaho.gov/icris-subscription/
https://store.history.idaho.gov/Donation.aspx?C=ICRIS
https://store.history.idaho.gov/Donation.aspx?C=ICRIS
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CHECKING YOUR SUBSCRIPTION STATUS 
Users can verify their organization’s subscription level and expiration date at any time through the 
Organization Profile page. 

HOW TO ACCESS YOUR ORGANIZATION PROFILE 
1. Select your name in the upper-right corner 
2. Click My Account 
3. Select your Organization Name 

 

 

USER MANAGEMENT 
ADDING NEW USERS 

After your subscription is active, new staff may be added at any time through the standard registration 
process. 

New users should: 

1. Register for ICRIS  
2. Select the correct organization during registration  
3. Upload any required documentation  
4. Await SHPO approval and role assignment  

SHPO will assign the appropriate permission level based on the organization’s subscription and the user’s 
qualifications. 

REMOVING DEPARTED STAFF 
When staff leave your organization, notify the ICRIS Administrator so their account can be updated or 
removed. 

Keeping former staff assigned to your organization can create workflow issues, including: 

• Automated notifications sent to inactive employees  
• Returned projects going unnoticed  
• MOA reminders sent to the wrong person  
• Former staff remaining selectable as Lead Agency Reviewers  
• Projects becoming stalled with no active reviewer assigned  

Timely cleanup of user accounts helps keep project routing accurate and prevents delays. 
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PERMISSION LEVELS 
Users within an agency may receive different permission levels depending on their role and qualifications. 

NO-SUBSCRIPTION USER ROLES 
Basic Access 

• Submit projects 
• Create surveys and built-environment resources 
• No access to archaeology or restricted data 

Basic+ Access 

• Includes all Basic permissions 
• Allows access to restricted and archaeological data 
• Requires submitted credentials and SHPO approval 

 

AGENCY SUBSCRIPTION USER ROLES 
Pro Basic Access (Paid Subscription required) 

Designed for staff who need workflow tools and project functionality but do not require access to restricted 
cultural resource data. 

• Includes all Basic permissions 
• Access to organization and individual Work Queues  
• Enhanced workflow tools  
• GIS tools and exporting features  
• No access to archaeological data or restricted information 

Pro Access (Paid Subscription required) 

Designed for qualified cultural resource professionals who require full access. 

• Includes all Basic+ permissions  
• Access to organization and individual Work Queues  
• Enhanced workflow tools  
• Advanced GIS and exporting tools  
• Priority support  
• Access to restricted archaeological and cultural resource data (when approved) 

 

 

 

IMPORTANT NOTES 
• Users in the same subscribed organization may be assigned either Pro or Pro Basic depending on 

qualifications and duties.  
• SHPO determines access levels based on submitted documentation and professional need.  
• Access levels can be adjusted later if job duties change. 
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TROUBLESHOOTING 
The following table reflects the most common issues reported by ICRIS users. 

Issue Likely Cause Solution When to Contact SHPO 

Cannot log in Incorrect password or unverified email Reset password or verify email If account cannot be 
accessed after reset 

Subscription expired 
message 

Organization subscription has lapsed Renew subscription through 
purchasing portal 

If payment has been 
made but access not 
restored 

Subscription active but 
access not updated  

User session still reflecting old 
permissions 

Log out of ICRIS and log back in If access does not update 
after re-login 

Missing permissions User not yet approved or documentation 
incomplete 

Upload Confidentiality Agreement 
and CV (if required), then notify 
SHPO 

If documents are 
uploaded but access not 
granted 

Cannot view 
archaeology data 

User does not have Basic+ or Pro access Submit required credentials for 
approval 

If access should already 
be approved 

New user not approved Missing required Confidentiality 
Agreement 

Email SHPO after uploading required 
documents 

If approval is time-
sensitive 

Cannot submit project Required fields, attachments, or resources 
incomplete 

Review all sections and complete 
missing items 

If error message is 
unclear or persists 

Resource will not mark 
“Complete” 

Missing required fields or district data Review all tabs and complete 
required fields, including District 
section if applicable 

If no missing fields are 
identified but issue 
persists 

Cannot edit project Project is in SHPO Review or Complete 
status 

Request project return (if applicable) 
or create a new related project 

If project needs to be 
reopened 
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Issue Likely Cause Solution When to Contact SHPO 

Cannot edit resource Resource is in Accepted status and/or 
version is associated with Complete or 
MOA status project 

Create new version on an open or 
new project or Contact SHPO 

If project is in MOA status 

Project stuck in wrong 
status 

Project not fully submitted or incorrectly 
routed 

Confirm Submitter vs Lead Agency 
roles and resubmit 

If status does not update 
after submission 

Project missing from 
queue 

Filters applied or incorrect view selected Clear filters and check correct queue If project cannot be 
located 

Duplicate project 
created 

Connectivity issue or repeated submission 
attempt 

Notify SHPO to remove duplicate If duplicate affects 
workflow 

Wrong user assigned to 
project 

Staff changes or inactive user still listed Contact SHPO to reassign project If reassignment is urgent 

Cannot find resource in 
Literature Review 

Resource is located outside of project 
boundary and/or buffer 

Adjust project boundary buffer 
temporarily to include resource 

If the resource should 
exist but cannot be found 

Confusion about editing 
vs new version 

Attempting to edit existing record directly Use “Create New Version” for 
updates 

If unsure which version to 
edit 

Resource duplicated Literature Review not completed prior to 
creation 

Use existing resource and create new 
version instead 

If duplicate needs to be 
removed 

Shapefile upload failed File not zipped correctly or exceeds limits Upload complete zipped shapefile 
and simplify geometry 

If file meets requirements 
but fails 

GIS boundary not 
displaying correctly 

Projection or geometry issue Re-export and simplify geometry If issue persists after 
correction 

Purple dots instead of 
boundaries 

Map is zoomed out and data is generalized Zoom in to view detailed boundaries Not typically needed 

System slow or lagging Local connectivity or browser issue Refresh, clear cache, or try different 
browser 

If issue is widespread or 
persistent 
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Issue Likely Cause Solution When to Contact SHPO 

Browser/cache issues Cached data interfering with system Clear cache or switch browsers If problem continues 
across browsers 

Email notifications not 
received 

Notifications sent to inactive or incorrect 
users 

Confirm correct user assignment and 
email 

If system is not sending 
notifications 

Project returned 
unexpectedly 

Missing or unclear information Review SHPO comments and update 
project 

If clarification is needed 

 

QUICK FIXES TO TRY FIRST 
Before troubleshooting further, try the following: 

• Refresh the page  
• Log out of ICRIS and log back in  
• Clear your browser cache  
• Try a different browser (Google Chrome provides the best experience) 
• Confirm your permissions and organization are correct  
• Check project status and required fields 

 

NOTES FOR AGENCIES 
• Many issues are related to project status, permissions, or incomplete data  
• Projects in SHPO Review or Complete status cannot be edited directly  
• Resource records must be marked Complete before project submission  
• Always perform a Literature Review before creating new resources  
• When in doubt, include a brief description and screenshot when contacting SHPO 
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BEST PRACTICES 
This section is intended for experienced agency users and program leads responsible for managing 
project workflows, coordinating with consultants, and ensuring consistent, high-quality submissions to 
SHPO. 

The following best practices are based on common agency workflows and recurring issues observed in ICRIS. 
Implementing these practices can improve efficiency, reduce project returns, and support consistent 
compliance across your organization. 

 

INTERNAL REVIEW WORKFLOWS 
Establishing a clear internal workflow is critical for maintaining consistency and avoiding delays. 

Recommended Workflow Structure 

1. Project Creation (Consultant or Internal Staff) 
2. Internal Review (Agency Staff) 
3. Quality Control Check 
4. Submission to SHPO 

Best Practices 

• Clearly define who is responsible for: 
 Project creation 
 Resource and survey review 
 Final submission to SHPO 

• Limit the number of users with final submission authority 
• Use consistent review steps across all projects 

 

 

NAMING CONVENTIONS 
Consistent naming improves searchability, tracking, and long-term data usability. 

PROJECT NAMING 
Use clear, descriptive titles that reflect the undertaking. 

• Include location (city, county, or region)  
• Include project type or activity  
• Include agency identifier when applicable  
• Avoid vague names such as “Project” or internal job numbers 

Example: 

• “SH-75 Bellevue to Broadway Improvements” 
• “Boise River Bridge Replacement – Ada County” 

RESOURCE NAMING 
• Use official or commonly recognized names when available  
• Use the National Register listing name when applicable  

Best Practice: Treat the Lead Agency Review step as your internal approval checkpoint—not just a 
formality. 
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• Avoid vague labels such as “Building 1” or “Site A”  
• Maintain consistency across versions 

 

SURVEY NAMING 
• Use the official report title exactly as it appears on the document  
• Avoid internal filenames or abbreviations  
• Include location and survey type when appropriate 

 

 

CONSULTANT COORDINATION 
Clear expectations with consultants are one of the most effective ways to reduce delays and improve 
submission quality. 

Set Expectations Early 

Provide guidance on: 

• Project type selection  
• Required attachments  
• GIS standards and APE requirements  
• Resource and survey documentation  
• Naming conventions  

During Project Development 

• Encourage consultants to perform a Literature Review early  
• Review draft submissions before formal submittal when possible  
• Clearly communicate when returning projects for revision  

Common Coordination Issues 

• Incomplete submissions  
• Duplicate resource creation  
• Missing GIS data  
• Incorrect project type selection  

 

 

QUALITY CONTROL BEFORE SHPO SUBMISSION 
A consistent quality control (QC) review is one of the most effective ways to avoid delays. 

AGENCY QC CHECKLIST 
Before submitting to SHPO, confirm: 

• Project description clearly explains the undertaking 
• Lead Agency and Submitter are correct 
• Project type is appropriate 
• Required attachments are included 

Note: For archaeological sites, leave the name blank unless an established name exists 

Best Practice: Develop a simple naming standard within your agency and require consultants to follow 
it. 

Tip: A short internal checklist or template for consultants can significantly improve submission quality. 
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• GIS boundary accurately reflects the APE 
• Resources are correctly added or updated (no duplicates) 
• Resource records are marked Complete 
• Surveys are uploaded appropriately 
• Findings of effect are entered and supported 

 

 

EFFICIENT USE OF QUEUES 
ICRIS queues are powerful tools for managing workload and tracking project status. 

Key Queues 

• My Work Queue 
• My Project List 
• Organization Queue 

Best Practices 

• Regularly monitor your Organization Queue 
• Address returned projects promptly 
• Use filters to manage large volumes of projects 
• Ensure projects are assigned to active users 
• Periodically review completed projects for recordkeeping 

 

 

COMMON PITFALLS TO AVOID 

• Submitting projects without internal review 
• Inconsistent naming conventions 
• Relying on consultants without clear guidance 
• Skipping Literature Review 
• Assigning projects to inactive users 
• Ignoring returned project comments 

 

SUMMARY 

Strong internal processes, clear communication, and consistent documentation are key to successful use of 
ICRIS. 

Agencies that implement these best practices will: 

• Reduce project delays 
• Improve SHPO review efficiency 
• Maintain higher-quality data 
• Support more consistent compliance outcomes 

 

Best Practice: Use the same QC checklist for every project to maintain consistency. 

Tip: Assign responsibility for queue monitoring to specific staff to avoid missed actions. 
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