
 

 

Creating Section 106 Cases in E-SHPO 
The Iowa State Historic Preservation Office (SHPO) uses a platform called E-SHPO to 

manage Section 106 cases.  Please create a case whenever a Section 106 project 

needs submitted to our office.  For access, navigate to the E-SHPO website or access 

E-SHPO from the Iowa SHPO main page. 

Account for New Users 
If you are new to E-SHPO, you will need to create an account.  Begin this process by 

selecting “LOGIN ACCESS REQUEST” on the main E-SHPO webpage. 

 

https://iowadca.my.site.com/s/
https://opportunityiowa.gov/community/historic-preservation
https://opportunityiowa.gov/community/historic-preservation
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Fill out the Login Access request form.  Fields with a red asterisk are required.  Please 

leave the Status field as “New”. 

Click “Save” and you will receive an email communication regarding your account from 

the E-SHPO system. 

 

Iowa SHPO creates accounts manually.  Please allow our office a day to fulfill your E-

SHPO account request. 
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Logging in to E-SHPO 
Once you have an account, please login to E-SHPO from the website to begin creating 

an account.  The “Login” button is found near the top right of the webpage.  Please do 

not confuse the “Login” button with the “Login Access Request” button. 

 

Once you click Login, you will be directed to a new screen allowing you to enter your 

username (which is your email address) and password. 

 

 

https://iowadca.my.site.com/s/s
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Creating Section 106 Cases 
After logging into E-SHPO, you will be directed to a screen that looks almost like the E-

SHPO main page.  You will see “Announcements” and the “Login Access Request” 

button.  It is easy to believe that you haven’t logged in. But there are aspects of this 

page that have changed.  First, the blue ribbon near the top of the page will have more 

options that include: “Home”, “Cases”, Historic Property”, “HADB” and “NADB”.  

Second, your username will appear at the top right of the screen instead of “Login”. 

 

To create a case, go to the blue ribbon near the top of the webpage and click “Cases”.  

This will direct you to a new screen. 
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On the right side of the screen, there will be a button labeled “New”.  To create a new 

case, click the button labeled “New”. 

 

If you are trying to locate a case that you already created, there is a dropdown on the 

left side of the screen entitled “Cases” with a pink briefcase icon next to it.  You can 

navigate cases you have submitted to our office by selecting various types of views 

from the dropdown. 
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After clicking “New”, you will be directed to a pop-up screen allowing you to select the 

type of case you want created.  By default, “Section 106” is selected.  Click “Next”. 

 

The next screen allows you to input information about your project.  Any field with a red 

asterisk is required.   
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Please keep the following in mind as you work through this online form: 

1) If you know there is an existing Review and Compliance number, please enter it 

into the field labeled “R&C Number”. 

2) As a Section 106 case, the “Regulatory Authority” is typically “Federal”. 

3) If there are multiple counties involved, please us the “Additional Counties” field. 

4) Please select an “Agency Determination” to prevent delays.  Iowa SHPO 

comments on an agency’s determination of effect.  Rarely is the option “No 

Potential to Cause Effect” appropriate.  An image of this field is below for 

reference. 

 
5) Please keep the “Status” in “Draft”.   
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Once all necessary information is entered, click the blue “Save” button at the bottom of 

the screen. 

 

After clicking “Save”, a new page will appear.  It is on this page that you can create a 

record for “Related Historic Property”, “HADB”, and you can attach files.  You will also 

find your case number on this screen. 

 

 



STATE HISTORICAL PRESERVATION OFFICE  |  Creating Section 106 Cases in E-SHPO 9

  

 

Once files are uploaded, and if there are no built environment resources to consider, 

select the “Submit for Approval” button at the top of the page.  If you do not click the 

“Submit for Approval” button, it will not be submitted to our office for review.  

This can lead to increased review timelines or incomplete consultation.  If you 

have built environment resources to consider, please see the section on creating a 

“Related Historic Property” and “HADB” record. 

 

A new pop-up screen will appear.  Please select the “Submit” button.   
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Once you submit the case, you will receive a notification from our system, and the 

typical 30-day review clock will begin.  From there, Iowa SHPO staff will log the project, 

assign a review and compliance number, download attachments, and assign the case to 

a reviewer.  Correspondence from our office will arrive in your inbox through our E-

SHPO system.  If a case is put in a “More Information Requested” status, you will find 

the returned case in your E-SHPO queue. 

Creating a “Related Historic Property” Record 
If your Section 106 project involves a built environment resource, such as a house, 

barn, or commercial building, etcetera, you will need to create a “Related Historic 

Property” record.  This record must be completed even if the property is not eligible for 

listing on the National Register.  If there are numerous buildings or structures involved, 

you might find it more useful to use the “Resource Inventory Spreadsheet” with 

instructions, which can be completed and added as a file attachment to the case.   

To create a “Related Historic Property” record, navigate to your case and select “New” 

next to “Related Historic Property”. 

 

 

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fopportunityiowa.gov%2Fmedia%2F7519%2Fdownload%3Finline&wdOrigin=BROWSELINK
https://opportunityiowa.gov/media/8600/download?inline
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A pop-up screen will appear.  Place your cursor in the box under “Historic Property” 

which reads “Search Historic Properties”.  A dropdown will appear that allows you to 

select “New Historic Property”.  Click “New Historic Property” and a new screen will 

appear. 
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The new screen is an electronic form asking for information about the property.  Be sure 

to provide as much information as you can.  Fields with red asterisks are required.  

Once information is entered, please click the “Save” button at the bottom of the screen. 

 

For privacy concerns, we recommend not naming the property using the current owner’s 

name.  Names of historical individuals are allowable.  Often, we receive basic names 

like, “House” or “Barn”, which is acceptable. 
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Once you click “Save”, you will be directed back to the previous “New Related Historic 

Property” screen.  You will note that a Historic Property has been created, and in the 

example below, it is labeled “HP-00146534”.  If you have more properties to document, 

click “Save & New”.  If you only have one property to document, click “Save”.  This will 

attach the Related Historic Property record to your case. 

 

Unless you are using the “Resource Inventory Spreadsheet” to document numerous 

built environment properties, you will also need to complete an “Iowa Site Inventory 

Form” according to the form’s instructions.  The completed form will need to be 

uploaded as a file to the case for Section 106 submission. 

 

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fopportunityiowa.gov%2Fmedia%2F7519%2Fdownload%3Finline&wdOrigin=BROWSELINK
https://opportunityiowa.gov/media/3924/download?inline
https://opportunityiowa.gov/media/3924/download?inline
https://opportunityiowa.gov/media/3923/download?inline
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Creating a “HADB” Record 
“HADB” stands for “Historic Architectural Database”, and this record is created when a 

report detailing history or architecture is submitted to the Iowa SHPO.  To create a 

HADB record, select “New” on the right side of the screen in your case file. 

 

A pop-up screen will appear.  Please fill out any field with a red asterisk.  Please also 

enter the title of the report (as printed on the report cover page), report year, and county 

as the minimum information.  If you know the information from other fields, please also 

enter that information. 
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Once information is entered, click the “Save” button at the bottom of the screen.  This 

will create a HADB record and attach it to your case. 
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