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Outline of Instructions for Using the Web-Based 

NRCS/ARS/CSREES Need-Request Worksheet
GENERAL INFORMATION
Need-Request Worksheet (NRW)

The NRW is a web-based worksheet that allows authorized NRCS personnel at any organizational level to enter research and technology-development needs into a national database.  While there is an option for identifying training needs in the worksheet, the NRW is to be used mainly for research and technology-development needs.  It is recommended that training needs be identified through other avenues within the NRCS.  Needs entered into the data base are consolidated and prioritized at the next organizational levels within the NRCS by using the NRW as well.  The process of entering and ranking national research and technology-development needs through the NRW is a cooperative and collaborative effort by the Partnership Management Team (PMT), a team consisting of NRCS, ARS, and CSREES professionals.

World Wide Web Browser-Program Issues

The NRW works with either Netscape or Internet Explorer browsers.  However, at the present time, Internet Explorer has functions that make it easier to use and is recommended.  In particular, when errors are encountered by the worksheet program, previous entries will be saved for updating under Explorer. Netscape will not retain the previous entries and the user will have to reenter them.  As these two applications are improved by their developers, this may no longer be an issue. 


There are times when, after entering and changing a need, the most recently entered need may not show as having been changed.  To verify that the database has been changed, click on a “reload” or “refresh” option in the browser to renew the information displayed on the screen.

Connecting to the Need-Request Worksheet (NRW)
To access the worksheet go to the following URL in a web browser: 

http:// nrcs-pmt.sc.egov.usda.gov/
When the second screen appears, click on “Login”.  Enter the user name and password given to you.  User names and passwords will be assigned at higher organizational levels within the NRCS.  A menu will appear from which a choice of action can be selected.

DESCRIPTION OF MENU OPTIONS IN THE NRW
The Initial Menu Bar

This menu bar has four options: “Home”, “Contact Us”, “Reports”, and “Help”.  Clicking on “Home” will bring you to the main menu.  “Contact Us” will allow you to send a message to the PMT Executive Secretary or to the system developers.  “Reports” allows searching the data base and generating reports.  “Help” provides some basic system help.

Dual-Window Display

There are two browser windows used in a NRW session.  The first window lists the first three options (described below).  After logging onto the NRW, a new browser window is opened, and all other work is accomplished through this window.  This dual window approach allows searching from the first window while keeping work unaltered in the second window, if needed.

List of First Three Options

The “Search/Reports” button allows the user to search finalized need requests in the system.  Status and other information can be found here.  “Login” allows an NRCS authorized user to enter the system.  “EEO Statement” is a statement about equal employment opportunity in the Federal Government.

The NRW Menu Bar





After Login there are four options that are displayed for all screens: “Home”, “Contact Us”, “No Frames”, and “Logout”.  Clicking on “Home” will bring you to the main menu.  “Contact Us” will allow you to send a message to the PMT Executive Secretary or to the system developers.  “No Frames” will allow older browsers to work.  “Logout” will log the user out of the NRW.

Searching and Generating Reports

From the vertical PMT Menu Bar, click on “Reports”.  By clicking on the small block by each heading (e.g., “Search by NRCS Primary Author”), one can include in a search the information selected (person authoring the need request in the data base for the present example).  If the box is not selected (default for all headings), then that information is not used for constraining the search.  If a heading is selected, then select the option (such as a name(s)) from the box on the left, and click the “>” button to include it in the search.  More than one selection can be made by using the “>” symbol. The “Clear” button is used to clear all selections for the current heading.  After selecting all criteria by which to search, then click on “Search...” at the bottom of the screen.  “Reset” is used to clear all search selections.

New Request

This button will allow the user to enter a new need request into the system.  If the user is allowed, an option to consolidate need requests will be displayed.  Consolidation means that similar need requests from the next lower level and the user’s level can be combined into a new single need.  The original individual need requests after consolidation will still be available to researchers who might have an interest in the need.  

Instructions are self explanatory, and “help” buttons are available.  It is recommended that data entered into the worksheet items be prepared beforehand to ensure that all parties involved are in agreement on the contents of the need, and the need to be entered into the data base in a draft form.  After entering the information into the NRW, clicking on “Insert This Need Request” will cause a need-request number to be assigned to the need.  Changes can be made to the need as described in “Modify Request”.  Only the author can view a draft request.

Modify Request

This option allows the user to modify a nonfinalized (draft) need request.  A list of nonfinalized need requests is presented to the user, from which one must be selected for modification.  After clicking on “Modify This Need Request”, all stored information for the selected request is entered into the NRW worksheet and the user is free to make changes.  Modifications can only be made to nonfinalized need requests. 

View Request

This option allows the user to view any finalized or nonfinalized need request authored by the current user.  The need request is viewed in the same format as a report generated from the searching and reporting option of the NRW.  Nonfinalized requests cannot be viewed by anyone but the author.  However, the information can be cut from the summary display and pasted into a word processor for email communication, or simply printed from the screen.

Finalize Request

This option lets the user finalize a draft request.  To finalize a need request means that the need request is officially entered into the database.  A list of nonfinalized requests is shown and individual needs can be selected and finalized.  The details of each need listed in the Title column on the next screen can be viewed by clicking on the need request number.  Once a need request is finalized in the database, it can no longer be modified or finalized again.  It can now be viewed by anyone with access to the Internet, including non-NRCS persons.  Allowing non-NRCS users to view requests will maximize the opportunity for providing solutions to NRCS needs.

Prioritize Request


This option is for users with authorization to prioritize requests.  Only finalized requests can be prioritized.  When all need requests are entered and finalized, prioritization can be performed. However, it is recommended that prioritization be done following the timeline laid out in the National Bulletin, since once a need is prioritized the rank cannot be changed.  Be sure to finalize all consolidated needs before prioritization.  

The user is given the option to prioritize Research and Technology development needs separately.  After selecting the type of need click on “Prioritize These Need Request Types” and a screen with a list of unprioritized needs appears.  Hyperlinked text will allow display of the details of each need in the first column.  Select the priority for each need.  Only priorities of 1-5 are allowed for most users.  The lower the number is, the higher the priority will be.  Additionally, a priority of “>5" can be assigned.  The default prioritization is “not prioritized”.  At the national level, only High and Low priorities are allowed.  This screen also provides an opportunity to give feedback to the need submitter by entering a comment in the comment block.  It is strongly recommended that all levels with authority to consolidate and prioritize needs provide feedback (e.g., “See FOTG Section XX”, or “Refer to Technical Note #YY”) to the need-request originator.  The feedback is important to the need-request originator. 

Delete Request


Any nonfinalized request can be deleted from the system.  The user will not be able to delete finalized requests from the system.  However, only the need-request originator can delete the need he/she enters.  A list of nonfinalized requests is presented from which the user can select one.  After clicking on “Delete This Need Request”, the need is listed on the next screen.  The user is given one last chance to confirm the decision.

Contact Us

This option gives the user an opportunity to send a suggestion or comment to the NRW administrator.  Suggestions are always welcome in order to improve the worksheet.  In the case of worksheet programming errors, a message can be sent to the person involved in technical development of the worksheet.

Your Account

This option lists your personal information in the NRW system.  It allows changes to be made to this information.

Add A User

This option appears for selected users who have authorization to add new NRCS users to the system.  The first screen requests the new users name.  The name is searched in the database to determine if the name is known to the system.  If the name is not found, the message, “Can’t Find User” is displayed.  Clicking on this phrase causes a new screen to be displayed that has a new user worksheet.  Enter the data requested for the new user and click on “Submit”.  Be sure to select the proper user-access group.  A user access group is the organizational level within the NRCS to which the user belongs.  A user in an access group has authority to add users at that level and one organizational level below.  That user also can consolidate needs at that level and one level below (e.g., a region can add state users in that region, and can consolidate needs from those states and that region).  Only NRCS persons are allowed to enter data to the system.  However, any general public can view all finalized needs, such as cooperators or NRCS partners, by using the Search/Reports button on the initial menu.

PRACTICE USING THE WORKSHEET AND NEED-REQUEST SYSTEM

A user can practice entering and consolidating needs simply by entering a draft need and then using the option to delete that need.  However, this can only be done if the need has NOT been finalized.

OUTLINE OF THE PROCESS FOR NRCS NEED-REQUEST 

IDENTIFICATION AND PRIORITIZATION

1. “Login”  to the Need-Request Worksheet (NRW).

2. “New Request” - Choose this option to enter a new or consolidated need request (NR):

Once in the worksheet, enter the information requested.  Use the “Help” buttons for each block of information to obtain detailed information about what is required.  Submit the NR (which is a draft that can be modified). Only the author of the NR can view the draft.

3. “Modify” a draft NR - After submitting the NR, make revisions as needed with this option.  Only nonfinalized NRs can be modified.
4. “Delete” a NR – A draft NR can be deleted, however, a finalized NR cannot be deleted.

5. “View” any NR (finalized or nonfinalized) as desired (a copy of the NR can be printed).

6. “Search” for finalized NRs in the entire data base by keyword, author, etc. and print reports of the search results.

7. “Finalize” the NR - Finalizing enters the need into the NRW system and can no longer be modified.  It is also available for viewing by anyone.

8. “Prioritize” a NR – Assign a rank according to the importance of the need.  Research and technology-development needs are ranked separately.  Once prioritized, the rank cannot be changed.
9. National Prioritization - At an assigned time as laid out in the National Bulletin, NRs will be prioritized at all NRCS organizational levels.  At the national level the final prioritized list is forwarded to the Partnership Management Team (PMT) - a team of ARS, CSREES, and NRCS professionals.

10. Recommendations – The PMT makes recommendations to agency principals for further action.
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