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TEAM-Web User Guide

EWEAM 'W Eb Federal Transit Administration « U.5. DOT

Welcome to TEAM-Web! SECURITY NOTICE

LOGIN You are accessing a U.5. Government information system.
This information system, including all related equipment,
networks, and network devices, is provided for U.S.
Government-authorized use only. Unauthorized or
Paszword: improper use of this system is prohibited, and may result
- in civil and criminal penalties, or administrative disciplinary
Database: | Production action. The communications and data stored or transiting
' ' this system may be, for any lawful Government purpose,
[] Change Password monitored, recorded. and subject to audit or investigation.

: By using this system, you understand and consent to such
[ Login ] [ Reset ] iy

User
Mame:

The following Change History table shows any changes or inclusions to the TEAM-Web User Guide at the “compilation” chapter
level. This serves to notify those users who may want to download and/or print out the most current version, should they have a copy
that is out of date. A more detailed change history is included within each chapter version.

Note: Print Dates noted throughout the header of each chapter are MS Word “print date” features — for the purposes of Adobe PDF,
they can be referenced as a “conversion date” since the date becomes locked thereafter.
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Compilation Change History

Version Date Description Change By
1.0 07/13/2007 | First Compilation — combines the following chapter versions: 2007_04 30 _CHO01_v2.02, Travis Klein
2007_04_23 CH02_v2.0, 2007_05_03_CH03_v2.01, 2007_05_10 _CHO04_v2.01,
2007_05_11 CHO5 v2.01, 2007_05_24 CHO06_v2.02, 2007_05 30_CHO07_v2.01,
2007_06_06_CH08_v2.02, 2007_06_13 CHO09 v2.02,2007_06_21 CH10 v2.02,
2007_06_26_CH11 v2.02,2007_06 27 CH12 v2.01, and 2007_07_13 CHApx v2.03
1.1 03/11/2008 | All chapters have been modified. Reservation screen changes for split regions are covered | Travis Klein
in Chapter 6, and the new charter registration reporting is in Chapter 13 — all other chapters
have minor changes or reference updates. This version combines the following Chapter
versions: 2008_02_27_CHO01_v2.03, 2008 02 27 _CH02_v2.01,
2008_02_28 CHO03 v2.02, 2008_02_28 CHO04_v2.02,2008 02 29 CHO05 v2.02,
2008_02_27_CHO06_v2.04, 2008_02_29 CHO07_v2.02, 2008 02_29 CHO08 v2.03,
2008_02_29 CH09 v2.03, 2008 _02_29 CH10 v2.03,2008 02 29 CH11 v2.03,

2008 02 29 CH12 v2.02,2008 03 11 CH13 v1.1,2008 02 29 CHApx_ v2.04

1.2 04/29/2008 | Chapter 6 and the Appendix have been updated. A note for the reservation screen in Travis Klein
Chapter 6 was updated regarding account class codes from previous amendments and a
Change Password figure and guidance were updated in Appendix A. This version combines
the following Chapter versions: 2008 02_27_ CHO01_v2.03, 2008_02_27_CHO02_v2.01,
2008_02_28 CHO03 v2.02,2008_02_28 CHO04 _v2.02,2008 02 29 CHO05 v2.02,
2008_04_29 CHO06_v2.05, 2008_02_29 CHO07_v2.02, 2008 02_29 CHO08 v2.03,
2008_02_29 CH09 v2.03, 2008 _02_29 CH10 v2.03,2008 02 29 CH11 v2.03,

2008 02 29 CH12 v2.02,2008 03 11 CH13 v1.1,2008 04 29 CHApx_v2.05

1.3 07/10/2008 | The following have been updated for release 4.1.000: Chapter 4, Chapter 7, Chapter 8, Travis Klein
Chapter 9, Chapter 10, Chapter12, and Appendices. This version combines the following
Chapter versions: 2008_02_27 CHO01 v2.03, 2008 02_27 CH02_v2.01,

2008_02_28 CH03_v2.02, 2008_05_02_CHO04_v2.1, 2008_02_29 CHO05_v2.02,

2008 04 29 CHO06_v2.05, 2008_07_01_CHO07_v2.2, 2008_07_02_CHO08_v2.1,
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2008_07_08_CH09_v2.2,2008 06 _30_CH10_v2.1,2008 02 29 CH11l v2.03,

2008 06 _27 CH12 v2.1,2008 03 11 CH13 v1.1,2008 06 26 CHApx v2.1
1.4 03/04/2009 | The following have been updated for release 4.2.001: Chapter 7. This version combines the | Travis Klein
following Chapter versions: 2008 02 _27 CHO01 v2.03, 2008 02 27 CHO02 v2.01,
2008_02_28 CH03_v2.02, 2008_05_02_CHO04_v2.1, 2008_02_29 CHO05_v2.02,
2008_04_29 CHO06_v2.05, 2009 03_04_CHO07_v2.3,2008_07_02_CHO08_v2.1,
2008_07_08_CH09 v2.2,2008 06 30 CH10 v2.1,2008 02 29 CH11l v2.03,
2008 06 27 CH12 v2.1,2008 03 11 CH13 v1.1,2008 06 26 CHApx v2.1
1.5 03/26/2009 | The following has been updated for release 4.2.002: Chapter 4 (Project Information security | Travis Klein
text updates). This version combines the following Chapter versions:
2008_02_27_CHO01 v2.03, 2008_02_27_CHO02_v2.01, 2008 02_28 CHO03 v2.02,
2009 03 26_CHO04 v2.2,2008 02 29 CHO05 v2.02,2008_04 29 CHO06_v2.05,
2009_03_04_CHO07_v2.3,2008_07_02_CH08_v2.1, 2008 _07_08_CH09_v2.2,
2008_06_30_CH10 v2.1,2008 02 29 CH11 v2.03,2008 06 27 CH12 v2.1,
2008 03 11 CH13 v1.1,2008 06 26 CHApx v2.1
1.6 05/20/2009 | The following has been updated for release 4.2.005: Chapter 11 (Static Reports included), Travis Klein
Chapter 13 (TEAM Reports screenshot), and Appendix E system directory. This version
combines the following Chapter versions: 2008 02 27 CHO01 v2.03,
2008_02_27_CH02_v2.01, 2008_02_28 CHO03_v2.02, 2009 03 26 CH04 v2.2,
2008_02_29 CHO05 v2.02,2008_04 29 CHO06_v2.05, 2009 03 04 CHO07_v2.3,
2008_07_02_CH08_v2.1,2008_07_08_CH09_v2.2,2008 06_30_CH10_v2.1,
2009 05 19 CH11 v2.1,2008 06 27 CH12 v2.1,2009 05 20 CH13 v1.2,
2009 05 20 CHApx v2.2
1.7 07/27/2009 | Contains a new chapter for the ARRA 1201 Reporting features (chapter 14). This version Travis Klein
combines the following Chapter versions: 2008 _02_27 CHO01_v2.03,
2008_02_27_CH02_v2.01, 2008_02_28 CHO03_v2.02, 2009 03 26 CH04 v2.2,
2008_02_29 CHO05_v2.02, 2008_04_29 CHO06_v2.05, 2009 03 04 CHO07_v2.3,
2008_07_02_CHO08_v2.1,2008 _07_08_CH09 v2.2,2008 06 _30_CH10 v2.1,
2009 _05_19 CH11 v2.1,2008 06 27 CH12 v2.1,2009 05 20 CH13 v1.2,
2009 05 20 CHApx_v2.2,2009 07 27 CH14 v1.1
1.9 6/15/2010 | Federal Financial Report: update notes for Line N for Release v.4.4.1: Chapter 8. This Mei Sum
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version combines the following Chapter version: 2010 06 15 CHO08 v2.40. Lee(Yvonne)

2.0 11/05/2010 | The following has been updated for release v.5.0: Contains new DBE Reporting Mei Sum Lee
Functionality for Release: Chapter 12. This version combines with (Yvonne)
2010 11 02_CHO02_v2.02,2010_11 05 CH10 v2.2,2010 11 05 CH11 v2.2,
2010 11 05 CHApx v2.30,2010_11 05 CH12 v2.2

2.1 11/05/2010 | The following has been updated for release v.5.0: Contains new DBE Reporting Mei Sum Lee
Functionality for Release: Chapter 12. This version combines with (Yvonne)
2010 11 02_CHO02_v2.02,2010 11 05 CH10 v2.2,2010 11 05 CH11 v2.2,
2010 11 05 CHApx v2.30,2010 11 05 CH12 v2.2

2.2 02/11/2011 | The following has been updated for release v.5.1: Screen shot and text updates. This version | Mei Sum Lee
combines the following Chapter version: 2011 02_10 CHO02_v2.03, (Yvonne)
2011 02 10 CH10 v2.3,2011 02 10 CHApx v2.4

2.3 4/29/2011 | The following has been updated for release v.5.3: Screen Shot update for View/Modify Mei Sum Lee
Recipient. This version combines the following Chapter version: 2011 04 19 CHO02 v2.04 | (Yvonne)
and 2011 04 18 CH12 v2.3.

2.4 08/25/2011 | The following has been updated for release v.5.3.1: Screen shot and text updates. This Mei Sum Lee
version combines the following Chapter version: 2011 _08 22 CHO01 v2.2, (Yvonne)
2011 08_25 CHO04 v2.3,2011 08 22 CHO08_v2.5,2011 08 24 CH10_v2.4,
2011 08 22 CH11 v2.3.

2.5 11/30/2011 | The following has been updated for release v.5.3.5: Screen shot and text updates. This Naeem Ashraf
version combines the following Chapter version: 2011 11 30 CH10 v2.5.

2.6 12/08/2011 | The following has been updated for release v.5.4: Screen shot and text updates. This version | Mei Sum Lee
combines the following Chapter version: 2011 11 30 CHO1 v2.3. (Yvonne)

2.7 01/30/2012 | The following has been updated for release v.5.4.1: Screen shot and text updates. This Mei Sum Lee
version combines the following Chapter version: 2012_01 30 _CHO08 v2.5.1, (Yvonne)
2012 01 24 CH10 v2.5.1,2012 01 27 CH12 v2.4.

2.7.1 3/21/2012  [The following has been updated for release of v5.4.3: 2012 03 21 CH14 v5.3.3 Marbella Merlo
2.8 5/11/2012  |The following has been updated for release of v5.5. Screen shot and added text. This version [Marbella Merlo
combines the following Chapter versions: 2012 05 11 CHO01 v2.4,
2012 05 10 CH_Appendices_v2.6
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2.8.1 6/25/2012  |Minor update to Security question Data Fix. Chapter Version 2012_06_25_ Appendices_v2.6.1{Marbella Merlo

2.8.2 8/13/2010 [The following has been updated for release of v5.6 Screen shots and added text. This version |Greg Feldman
combines the following chapters: 2012_08 13 CHO08 v2.5.1, 2012 08 13 CHO09 v3.0,
2012 08 13 CH10 v2.5.2,2012 08 13 CH11 v2.4,2012 08 13 CH12 v2.5,

2012 08 13 CH14 v1.2.2 2012 08 13 CH_Appendices v2.6.2

2.8.3 10/15/12 The following has been updated for release of v5.6.1 Screenshots and added text. This version |Greg Feldman
combines the following chapter: 2012_10 15 CH12 v2.6 and 2012_10_15 CHO02_v

2.8.4 11/21/12 The following has been updated for release of v5.6.3 Screenshots. This version combines the
following chapter: 2012_11 21 CH10 v2.5.2
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Introduction

The TEAM-Web User’s Guide provides detailed information on how to access and use the Federal Transit Administration’s online

TEAM-Web system. It covers the entire development and administration process of federally assisted projects, from submission of
applications to project management and close-out. It also gives a step-by-step procedure for each stage of the project management

process.

The TEAM-Web User’s Guide covers the creation, submission, award, and execution of an application, quarterly reporting, close-out,
Recipient information, and User administration functions. It can be used in two ways: as a reference manual for Recipients and FTA

officials and staff who wish to create or manage a project, or as a tutorial for Recipients and FTA staff who are following the training

scenario.

When using the TEAM-Web User’s Guide as a reference manual for creating or managing a project, choose the Quality Assurance
database from the drop-down list in the Login window. After you have successfully logged in and entered the TEAM-Web system,
turn to the appropriate section of the TEAM-Web User’s Guide and follow the instructions. The pictures are there to guide you
through the various processes, but the entry text displayed in the pictures is meant to serve only as an example. You should enter
information specific to your application.

Two of the top priorities for the TEAM-Web development group are to create an efficient, accurate environment for managing Federal
Transit Administration and Department of Transportation projects, and to document every aspect of the system for maximum
usability.

As the TEAM-Web system continues to grow and change with the new requirements and system updates, some aspects of how to
enter and display information in TEAM-Web may be modified. Unfortunately, with new functionality being added to the TEAM-Web
system, certain sections of this guide may become outdated. As changes are made, the online TEAM-Web User’s Guide will be
revised.

The development group will maintain the TEAM-Web User’s Guide to supplement updates to TEAM-Web. We encourage you to

check the online version of this User’s Guide frequently. This will ensure that you are reading the most current documentation
available for the system.
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In the User’s Guide Appendix, you will find a glossary of terms used within TEAM-Web. The table of contents and an index exist
within each module of the guide and the Compilation Overview contains a quick reference for the contents of each module.

For information on Federal requirements for processing your applications, please contact your local FTA regional office. For
assistance with logging in or using the TEAM-Web system, please contact the TEAM Helpdesk at: Toll Free (888) 443 — 5305, or

online at TEAM.Helpdesk@fta.dot.gov
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Login Procedure and TEAM-Web Navigation

Overview

This chapter explains how to log in to the TEAM-Web system from your computer and how to navigate through the TEAM-Web
screens.

Login Procedure
Note: For non-FTA Users or for FTA users accessing the application from outside of the DOT network:

The following steps refer to TEAM Public/External Login:

1.
2.

3
4.
5

10.
11.
12.

Go to the following website by entering this into your web browser, https://ftateamweb.fta.dot.gov/teamweb//TeamLogin.asp.
When the TEAM Login window displays (see Figure 1), enter your user name and password in the appropriate text boxes.
(NOTE: To change your password, select “Change Password” button)

. The system defaults the Database field to “Production”.

Click on the Login button to login to TEAM.

. All TEAM-Web users (internal & external) will be directed to a new Security Questions & Answer page (refer to next section

for Security Questions/Answers) first time login.

A username is required prior to clicking on the “Forgot Password” button if Security Questions/Answers have been setup (refer
to next section for Security Questions/Answers).

The “Password Reset Request” screen (see Figure 2) will display the security questions/answers that were selected once user
has entered a valid User Name and clicked the “Forgot Password” button.

Once the user has successfully answered his security questions, the “Password Reset Request” (see Figure 3) screen with the
New Password and Retype New Password text fields shall display for resetting a password.

When a valid password is entered in “New” and “Retype New Password” text field, click “Submit™ and you will be directed to
TEAM system.

Click on the Reset button to clear the password(s) entered.

Click on the Password Help button for instructions on how to build a valid password.

If Security Questions/Answers have not been setup and user has forgotten his/her password, when he/she clicks on “Forgot
Password” button with a username entered, a message will appear “You have not created Security Questions and
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Answers. Please contact the TEAM HelpDesk for assistance”. The user can contact the TEAM HelpDesk at 1(888) 443-5305
to have a temporary password issued. Accounts with certain lock types or suspensions will be directed to the user’s Regional

LSM (Local Security Manager).

=@QFTEAM-Web rederai Transit Administration » U.S. DOT

Welcome to TEAM-Web!
LOGIN

User
Name:

Password:
Database.  Production -
[[] Change Password
[ Login | | Reset | | Forgot Password |

SECURITY NOTICE

“'ou are accessing a U.S. Government information system.
This information system, including all related equipment,
networks, and network devices, is provided for U.5.
Gowvernment-authorized use only. Unauthorized or improper
uze of this system iz prehibited, and may result in civil and
criminal penalties, or administrative dizciplinary action. The
communications and data stored or transiting this system may
be, for any lawful Government purpose, monitored, recorded,
and subject to audit or investigation. By using this system, vou
understand and consent to such terms.

12/02/2011 Notice: Attention FTA TEAM-Web
users accessing the application through the DOT
Network

@& Regions @& Links @ TEAM Reports

[If vou're having trouble logging into TEAKM-Web, Click Here.]

Figure 1
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0 Password Reset Request - SARKARA

* = Required
Allow me to see my Security Answers
Question: | | What is your favonte color?

Answer: *

Question: | | What is your favorite movie?

Answer: *

Question: | |What is the color of your first vehicle?
Answer: *

Submit ] Resot | Cancol

Figure 2

ePassword Reset Request - SARKARA

* = Required

New Password: *

Retype New Password: *

(o] Submit I Reset | Passwora elp |

Figure 3

Print Date: 8/21/2012
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Security Questions/Answers

1.

2.

©Co~No O

All TEAM-Web users (internal & external) will be directed to Security Questions \ Answers page (see Figure 4) the first time
he\she successfully login.

All TEAM-Web users are required to set up his\her Security Questions\Answers by selecting three unique questions and
provide answers for the selected security questions.

The created Security Questions\Answers will be used for when the user forgot his\her password and to reset the password by
themselves by going through “Forgot Password”.

The created Security Questions will be prompted for the user to enter his\her Security Answers when “Forgot Password” is
selected.

It is the user’s responsibility to protect the answers to his\her security questions.

Each question selected must be unique and will be removed from the drop-down list once it has been selected.

Answers must be a minimum of three (3) characters and shall not be more than twenty (20) characters in length.

Answers are not case-sensitive.

Users can view their answers while typing them if they click the “Allow me to see my Security Answers” check box.

10 All TEAM users should not allow other people to see their computer screens while his\her answers are displayed on the screen.
11. Clicking on the Submit button when all three answers are entered will take users to TEAM-Web Main page.
12. Clicking on the Reset button will clear the selected questions and the corresponding answers.
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answers. For further assistance, please click Help.

1 Question:
Answer:
2 Question:
Answer:
3 Question:
Answer:

Security Questions/Answers - SARKARA

* = Required

Please select your three questions from the three dropdownlists provided. Each question selected must be unigue. The application will
enforce this by removing a Question from the dropdown lists once one has been selected. After you have selected your set of TEAM-Web
security questions, enter the corresponding Answer under the Question selected; all fields are required.

It is your responsibility to protect the answers to your Security Questions. Asterisks automatically mask Security Answers but if you choose,
you can view your answers while typing them if you click the “Allow me to see my Security Answers"” check box. Do not allow someone else
to see your computer screen while your answers are on the screen. If someone sees your responses, the person can change or reset your

cﬁ Allow me to see my Security Answers

E

*

=

=

| What is the color of your first vehicle?
|VWhat is your favorite color?

|What is the name of your favorite teacher?
|What city did you meet your spouse?

—Select- ﬂ
-Select

What is your pet’s name?

What is your favante movie?
What is the name of your high school?

Figure 4

Note: For FTA Users:

The following steps refer to TEAM Internal Login:

13. Go to the following website by entering this into your web browser, http://ftanet.ad.dot.gov/addotteam/.

14. TEAM Login window displays.
15. The system defaults the Database field to “Production”.

16. Click on the Database drop-down to select a different database if desired (see Figure 5).
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17.
18.
19.

20.

21.
22,
23.
24,

Click the Login button to login to TEAM.

Click on the “Public TEAM Login” hyperlink to login through the public site if desired.

All TEAM-Web users including internal users will be directed to Security Questions & Answer page the first time they access
TEAM (refer to section for Security Questions/Answers).

User will be redirected to Change Password screen (see Figure 6) when the Change Password box is selected on the Login
page (see Figure 5).

Click on Change button when all three passwords entered and you will be redirected to TEAM-Web Main page (see Figure 6).
Click on Cancel button and you will be redirected to the Login page (see Figure 6).

Click on the Password Help button for instructions on how to build a valid password (see Figure 6).

Click on the Forgot Password button and you will be redirected to the Security Questions/Answers (see Figure 6).
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EQ‘TEAM'WEb Federal Transit Administration « U.S. DOT

Welcome to TEAM-Web! SECURITY NOTICE

You are accessing a U.S. Government information system.
This information system, including all related equipment,
networks, and network devices, is provided for U.S.
Governmeni-authorized use only. Unauthorized or
improper use of this system is prohibited, and may result

LOGIN

ADDOT account verified: meisum.lee

TEAM-Web account verified. in civil and criminal penalties, or administrative disciplinary
action. The communications and data stored or transiting
Database- Production ] this system may be, for any lawful Government purpose,
monitored, recorded, and subject to audit or investigation.
(¥|:Change Password By using this system, you understand and consent to such

@ Regions @ Links @ TEAMReports @¥ Public TEAM Login

[If you're having trouble logging into TEAM-Web_ Click Here ]

Figure 5
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Change Password

User Name: LEEMS

0ld Password:

Hew Password:

Repeat Password: a

6 Change | ‘Ecel | | Password Help || Forgot Password |

Figure 6 6

Change Password

Change Current or Temporary Password

1. From the Login Screen enter in user name and password, and then make sure that the Change Password box is checked (see
Figure 8). If entering a temporary password in the “Password” entry field, TEAM will automatically identify the temporary
password and take you to the “Change Password” screen once you click Login without having to check off Change Password
box.

2. A new window will open displaying the user name and asking for the old password, new password, and a repeat confirmation
of that new password.

3. Clicking on the Password Help button will display the current password complexity requirements below the Change Password
form (if desired, this form can be closed again by clicking on the “Close Help” button).

4. Temporary Passwords are valid only for 14 days. Passwords must be updated every 60 days in TEAM.
If password is to expire in two weeks or less, TEAM will automatically route the user to the change password feature. You
will have the option of hitting cancel to continue accessing the system without changing your password until your existing
password has reached it expiration date.
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Forgot Password

5.

If current password is unknown or invalid, you will need to create a new password. There are two options to changing your
password.
Option 1: Request a temporary password from the Helpdesk. The user can contact the TEAM HelpDesk at 1(888)
443-5305 to have a temporary password issued. Accounts with certain lock types or suspensions will be directed to the
user’s Regional LSM (Local Security Manager). A temporary password will be sent to the accounts email address.
Option 2: If username is known, you can change your password by clicking on the “Forgot Password” button.
a) Enter user name then click on “Forgot Password” button, leave blank the password entry field. (see Figure
1).
b) TEAM will prompt you to answer the security questions that were established prior (see Figure 2). See
section Security Questions/Answers for further information)
c) Once the user has successfully answered his security questions, the “Password Reset Request” (see Figure
3) screen will display the “New Password” and “Retype New Password” text fields for resetting a password.
d) When a valid password is entered in “New” and “Retype New Password” text field, click “Submit” and you
will be directed to TEAM system.
e) Click on the Reset button to clear the password(s) entered.
f) Click on the Password Help button for instructions on how to build a valid password.

Update Security Questions/Answers

1.

2.

O No gk

To change your security questions or update answers click on Security Questions/Answers in the Main Menu (see Figure 7).
You must already be logged into TEAM.

All TEAM-Web users are required to set up their Security Questions\Answers by selecting three unique questions and provide
answers for the selected security questions.

The Security Questions\Answers will be used for: when the user has forgotten their password, and for the user to reset the
password by themselves by going through “Forgot Password” (see section Change Password)

It is the user’s responsibility to protect the answers to his\her security questions.

Each question selected must be unique and will be removed from the drop-down list once it has been selected.

Answers must be a minimum of three (3) characters and shall not be more than twenty (20) characters in length.

Answers are not case-sensitive.

Users can view their answers while typing them if they click the “Allow me to see my Security Answers” check box.
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9. All TEAM users should not allow other people to see their computer screens while his\ner answers are displayed on the screen.
10. Clicking on the Submit button when all three answers are entered will take users to TEAM-Web Main page.
11. Clicking on the Reset button will clear the selected questions and the corresponding answers.

Main Menu - (Home)
Recipients
Applications

Review and Approval
Execution

Project Management
Funds Control
Funding Adjustments
Civil Rights

TEAM Administration

Dhynamic Cluery

Charter Registration

Static Reports

TEAM Documentation

ARRA Reporting: 1201

Security Questions/Answers
1 Help Desk Information

= Exit

Security Questions/Answers - SARKARA

* = Required

Please select your three questions from the three dropdownlists provided. Each question selected must be unique. The application will
enforce this by removing a Question from the dropdown lists once one has been selected. After you have selected your set of TEAM-Web
security questions, enter the corresponding Answer under the Question selected; all fields are required.

It is your responsibility to protect the answers to your Security Questions. Asterisks automatically mask Security Answers but if you choose,
you can view your answers while typing them if you click the “Allow me to see my Security Answers” check box. Do not allow someone else
to see your computer screen while your answers are on the screen. If someone sees your responses, the person can change or reset your

answers. For further assistance, please click Help.

° [7] Allow me to see my Security Answers

1 Question:
Answer:
2 Question:
Answer:
3 Question:

Answer:

—-Select—

What is your pet's name?

| What is the color of your first vehicle?
What is your favorite color?

| What is your favorite movie?

What is the name of your high school?
|What is the name of your favorite teacher?
|What city did you meet your spouse?

Qm@

Figure 7
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| ’ﬁ
Welcome to TEAM-Wab!

LOGIN You are currently using a temporary password.

User You must change your password to continue.

Name

Password
Change Password
Database: | Praduchon »

——» [ Change Password User Name: YLTEST
Current Password:
New Password:
Repeat:

[ Change ] [ Password Help ]

Password Help:

1. Password length may not be less than twelve (12) characters and not exceed
twenty (20} characters

Password is case sensitive; “smiths” is not equal to “Smiths”™

Password cannot contain more than two (2) consecutive letters from the

associated user name_ For example, if a user name is “person”, the following
characters are mvalid:

T

[ ]

(¥

Figure 8
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Main Menu - (Home)

@ Recipients

@ Applications

& Review and Approval
@ Execution

Project Management
& Funds Control

Funding Adjustments
& Cwmil Rights
TEAM Administration
Dynamic Query
TEAM Documentation
= Help Desk Information

=] Exit

U g i Tiste e 112 61 g ot P o GLAD PRCOUN TION 74D T4 TDG200F 40 TUDC 14970 000L% . Wi hows hstwareet Explarer IE‘E.,E

=IOTEAM-WoD reters Tanst sdsinistration + U, 0OT

03202007 Notice = TEAM Open for FY 2007 Business

O February, 15, 2007, Ceapress paided the T L isas Resoletion, 2007, that makisg avadable fincal
wltm'FdnilTnth-uhhum.Mmhlﬁuum levels awiborived ander the Safe, Lccomstable,
Flexvible, Efficiest Transpertation Equity Act: A Legacy for Users, SAFETEA-LL. FTA kas iined the sannal
mm“mﬂm“hwﬁhhﬂm.ﬂ‘u‘:q:Irrmnhhml.‘lr
remain b Bar allecaton. The are iy svadlable oa FTA's welbriite 51
iﬁl:ﬂ“tl'?gfu F-dulm wgranhy_fisancing §546 baml and will be pablivhed @ the Federal Regier
o , 2007,

The Tramspartstica Ele ie Award ned Manag (TEAM) system is now ogen far FY D007 basisess with fusds
avadable @ arcerdance with the federal register amsosscemest foa 2l lormels programs, isdeding Metropolitas and
Stwiewide Plaasing, Urbasired Area Formels, Nos-srbasired Ares Formals, Reral Trasspertatos Assitaace Program,
Fived Guideway Modernization, Elderly and Persoss with Dizabilities, Job Accers and Beverve Commate, and New
Freedom. Specili prejects ieatified in SAFETEA-LL for the Clean Fosls Program, Alerastives Analysts snd the Bes
and bas clities programs are abo avalable, Fusds for New S2arty projicts idestilied i the Federal Register are ahe
avaduble.

03/06/2007 Notice — Opening Attachments:
I vow are kaviag troable spening stischmeaty, please bold dewn on fhe Coatred <Cirls Key prior to chcking on the
anschmenr liak sid coanawe bolding the Comirel ~Cobe Koy amtil the anachment s rither opes o 1376 depeading apes

the option o select 1 yoa kave guestion or are costissisg Io have 3 prablem, please coatact e Helpdenk- |85 441
S50,

IMPORTANT TEAM USER NOTICES:

S420:2007: TEAM v 3.0.003 wan sacdesafally pablished 1o PRODUCTION
S40UI007: TEAM v 10,002 was secessalully pablished 1o PRODUCTION

o Tnmtec oy o, e -

Figure 9
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The TEAM-Web Main Menu (Home) page contains a list of TEAM-Web areas of functionality, located in the top, left-hand corner of
the screen (see Figure 9). To the right of the blue Main Menu list, you will also find links to various TEAM-Web related areas as
well as current system notifications as necessary. The links will be discussed on the next few pages. Navigation of TEAM-Web via the
Main Menu will follow.

TEAM-Web Related Links

The main menu contains a variety of links to pertinent data that is updated as necessary. Information may include, but is not limited
to: notices on a recent software release, Master agreements, ALI information, TEAM user access forms and instructions, Regional
contact information, etc. Please feel free to visit the main menu for ascertain information from its system messages and various links.

Shortcut to Dynamic Query by State

Clicking on this link will bring you to a map of the US and its territories. To the right of the map you will find a list of data types. To
query a certain data type for your state, perform the steps outlined below and refer to Figure 10:
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ZMap for TEAM Report - Microsoft Internet Explorer 5 =ioix|| E ol x|
Select Data Select Data
I™ Project Status Data ™ Project Status Data
I Disbursements and Refinds ™ Disbursements and Refunds
™ Deobligations ™ Deobligations
¥ Pending Obligations ¥ Pending Obligations
I” Projects Ready For Award ™ Projects Ready For Award
™ Active Projects [ Active Projects
I” Financial Status Report Data LAl ‘mancial Stats Report Data
™ Project Budget 5 oject Budget
™ Current FY Obligations by Amendme ent FY Obligations by Amendme
I™ Current FY Obligations by Funding £ Current FY Obligations by Funding

™ Teard Crap ™ Teamd Crap

Irstruction Instruction

1. Select data on the right 1. Select data on the right

2. Click on a regional area 2. Click on a regional area

2. Click on a Aate for data. 3. Click on 2 sAate for data.

il | _>|_I il | _'l_l
A

[&7 Done [ [ @ nternet | [&1one [ [ [ nternet
Figure 10

=

Select the data you would like to query by clicking in the check box next to it.

2. Move your cursor over the state/territory in which you are interested. This will highlight your state/territory as well as its
Region. Click anywhere within the highlighted region to enlarge the selected area.

When the area is enlarged, click on your state/territory of choice.

4. This will result in the selected data being queried and formatted for viewing. You will then be instructed to click on a link to
view your data (see Figure 11)

w
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/3 Pending Obligations Data - Microsoft Internet Expl 10l x|

Pending Obligations Data

Data Submission Time: 8/15/2001 12:20:39 PI 0

Setting up Data formathing enviromment

Total Steps in Data formatting Process = 1

Processing Step #1

TWriting formatted Data to web accessible location
Data Format creation fimshed: 8/15/2001 12:20:40 P

You can retretve your formatted Data by clicking on the link below

Pending Obheations Data

a

|&] pone I_E|0 Inkernet
Figure 11

Regional Contact Link

The Regional Contacts link will take you to a dynamic map. Click on any part of a Region to access that Region’s contact information.
The information will display to the right of the map (see Figure 12).
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E http:{iftateamweb.fta. dot.gov/ - frames - Windows Internet Explorer

File Edit Mew Favorites Tools  Help

W o @- & @'@Eﬁge'@ﬁmlsvgvﬁ,ﬁ

Region 7

Regional Office Address:
901 Locust Street

Suite 404
Kansas City, MO 64106

Telephone:
(816) 329-3920

Fax:
(816) 523-3921

Email:
Shannon.Graves@dot.gov;
Cathy.Monroe@dot.gov

Contacts:
Shannon Graves, Cathy
Monroe

Areas Served:

Iowa, Kansas, Nebraska,
Missouri
Dane J Trusted sikes F00% v

Navigating through TEAM-Web

Figure 12

Print Date: 8/21/2012

Use the TEAM-Web Main Menu to navigate through the TEAM-Web system. Note that plus (+) signs appear next to each of the
menu items. By clicking on these plus signs, you will be able to view sub-menu items that fall under the Main Menu items (see the

steps below and refer to Figure 13:
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1. Todisplay the sub-menu items under the Review and Approval area of TEAM-Web, click on the plus sign to the left of the
words “Review and Approval” and a list of options will appear, including: “Comments/Concurrence,” “Review/DOL Dates,”
“Reservations,” “Obligation/Award,” and “Deobligation.” The plus sign will then be replaced by a minus sign.

2. To hide the sub-menu, click on the minus sign.
3. The menu will return to its original appearance

Main Menu - (Home)

@ Recipients

= Applications

1 Review and Approval
1 Execution

# Project Management

@ Funds Control

® Funding Adjustments
3 Cril Rights
@ TEAM Administration
2 Dynamic Query
@ TEAM Documnentation
(= Help Desk Information

[= Exit

Main Menu - (Home}
Cipeents
Apphcations
1 Review and Approval

ONCUrmence

OL Dates

= Obligation/Awsard
= Dieobligation
gement
Funding Adjustments
& Chal Fight:
= TEAM Administration

@ Dynamic Query

¢ Information

Main Menu - (Home)
@ Recipients
= Applications
1 Review and Approval
1 Execution
® Project Management
B Funds Control
® Funding Adjustments
-l Rights
AM Administration
Dynamic Query
& TEAM Deocumentation

(= Help Desk Information

[= Exit

Figure 13

Important: Depending on which area of TEAM-Web you are trying to access, you may be required to query a specific
project/projects or Recipient 1D, before proceeding. This will be discussed in Chapter 2.
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Chapter 2: Retrieving Records

Overview
This chapter explains how to retrieve information about Recipients, Applications, and Projects from the TEAM-Web system.

Access Recipient Information

Follow these steps to retrieve Recipient data:
1. From the Main Menu, click on Recipients. The Query Recipients page will appear.
2. Enter the search criteria. The more search criteria you enter, the more specific your search results will be.
3. Click on the Submit Query button. The Recipient Query Results page will appear.

Recipient Query Results Page

The Recipient Query Results page displays summary information for each Recipient queried through the Query Recipients
functionality described above.

If your search has returned several results the system will default to selecting the first item, but you may choose the Recipient for
which you would like to see specific Recipient information. To do so, highlight the name of the Recipient within the Results box by
clicking on some of the words or numbers within that Recipient ID record line. The selected item will highlight blue.

The selected Recipient information will display in the Recipient Details portion at the bottom of the screen.
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Next : If your search result

yields multiple pages of

information, use the Next
button to display the list of

a TEAM-Web ( Quality Assurance Database } - Microsoft Internet Explorer = - Dlﬂ

Recipient Query Results & [EEd 4 Recipients, page by page.
Recipi D Recipient City State  Cost Center| When not on the first page,
Recql)lent Quf:'yb F28  THIS VENDOR 10 BE SELECIED BY CITY NANE ST 62000 | - use the Previous button to
esults: Use this button COMEETETIE SID N\ previous pages.
to manually Re-query the 1000 ALABAMA DEPARTMENT OF MOMNTGOMERY AL 78400
TRANSPORTATION
database based on the 1001 FLORIDA DEPARTMENT OF TALLAHASSEE FL 78400
search criteria you TRANSPORTATION
tered in th YQ 1002 GECRGIA DEPT. OF TRANSFORTATION ATLANTA GA 78400 Query Results
entered in the Quety - OFFICE OF INTERMODAL PROGRAMS . ;
Recipients box. This 1003 KENTUCKY TRANSPORTATION FRANKFORT Ky 78400 Tal?lg. Identlﬁes t'he
pient : CABINET >. Recipient information
b}ltton Wlu be further 1005 ?SENTQPCOAST?ALT‘% DEPARTMENT OF RALEIGH NC 78400 retrieved from the
discussed in subsequent 1008 SOUTH CARQLINA DEPARTMENT OF COLUMBIA SC 78400 database using your
chapters. TRANSPORTATION .
1007 TEMNESSEE DEPARTMENT OF NASHVILLE TN 78400 search criteria.
TRANSPORTATION
1008 MISSISSIPPI DEPARTMENT OF JACKSON MS 78400
TRANSPORTATION
1011 CITY OF COLUMBIA COLUMBIA SC 78400 S/
1016 CITY OF GADSDEN GADSDEN AL 78400
1018 CITY OF MONTGOMERY -Montcomery MONTGOMERY AL 78400 | =

Recipient Details Ry

Recipient ID: I?’ZB— N

Recipient Name: [THIS VENDOR TO BE SELECTED BY COMPETETIVE BID

Address: |STREET ADDRESS ReCiPient
| Information: Displays
I > the contact information
ICITY NAME S TR for the Recipient you

Phane: Jo0o-000-0000 Ext: [00000 Fax: [000-000-0000 have highlighte d.

Internet Address: | L/

[E]ante [ 2 | mteme: 4
Figure 1

Attach Additional Files

1. To attach any additional information which cannot be filled in the form, use the attach button (paper clip icon) on top of the
menu bar

2. When you click the attach button a new window will pop up with a list of folders. Select the folder according to the subject
of the attachment.
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3. Once the required folder is selected, enter a Description and then either type in the complete name of the file (including the
path) to be attached or click Browse to locate and input the exact path of the file.
4. Click the “Upload” button to attach the file

Note: for more details on attachments, see Appendix F

=) Wiew ;/ Modify Recipient { ;Iglil
Wiew [ Modify Recipient E :a‘é ﬁ:J
} attachments =101 x| ks Codes |Payment Codes| Civil Rights |
ERecipient Id: I 728 ...I COMPETETIWE BID |
— General ] NTDB Code: [0 |
1 Contact Persons :I S [Tarey =]
[ Cert & Assurances . L
1 Codes :l Cert's & Assur's:
1 Payment Codes :l Mztr Agmt lss"d-
[0 Ciwil Rights :l Aszziztance: ez I Mo
1 Otrack Designated © es © Mo
[ Triennial Review —| Recipient- D
/3 Upload File - Microsoft Internek E 18Ol =+ Mo
Description:
I L Contractor ;l
" ko
File TTame: I Browse. t Organization ;l
Lpload I Cancel I B
E |4 tnternet L
& | Done Inkernet
[ ERC) y
@' | |ﬂ Inkernet L

Figure 2
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Modify Recipient

View/Modify Recipient

To View/Modify Recipient Information, follow the query instructions stated on the previous pages and click on View/Modify
Recipient from the Main Menu Bar as illustrated in Figure 3.

‘A TEAM-Web { Quality Assurance Database ) - Microsoft Internet Explorer =10] x|

Recipient Query Results &
P Ol "l-l'. IR TOB II. OMP ‘-i‘ll: Mic _I—_IDEI
728 '
000 Yiew } Modify Recipient H Eﬁé ﬁ
1001 General |Cuntact F'ersnns|CBr1'S & Assuranl:es| Codes |F'a\,rmem Cndes| Civil Rights |

1002|  Drganization: 728 |THIS VENDOR TO BE SELECTED BY COMPETETIVE BID |

1003
Acronym: T0 BE SELECTED NTDBCode: [0 |
1005 STREET 4DDRESS FY Stait: [Januay =]
1006 Street: Cert's & Assur's:
007 Mstr Agmt Iss'd:
e | C¥/StatedZin: ICITY NAME |57 [l20s30 Jo | Assistance: " Yes & No
oy Phone Number: 0000000000 |+|00000 | Designated " Yes & No
1016|  Fax Number: | 0000000000 Recipient: ]
Internet Addr_: " ves ™ Mo
MPO:
Reciff  Cost Center: E2000 EI
Bech Geog. Location: Type: IF‘livate, Contractor ;I
Addr
Last Updated: 124174200 State DOT: [ ol T
Active: * vas T Mo 05T Type: IFar Profit Organization =]
DBE: " Yes & No DUNS Number: |:|
Phon
Inter &) EREN 4
@ 1016 || [=] [ Intermet 7%

Figure 3
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‘General Tab

Note: Only FTA users are allowed to make changes to the fields on General tab. Read only for grantees.

The View/Modify Recipient window has six tabs (see Figure 4). When opened, the system defaults to the General tab, which
displays detailed data about the selected Recipient. Below are some common tasks that you may need to perform:
= To update the entry fields, place the cursor in the appropriate entry field and type in the new information. (Entry fields are
white text boxes with a black border, and include fields for the Recipient’s street address, phone number, and Internet address.)
= To save the new data and close the screen, click on the OK icon (green “OK” checkmark).
= To return to the previous data and close the screen, click on the Cancel icon (red “X” mark).
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) ¥iew / Modify Recipient  THIS YENDOR TO BE SELECTED BY COMPE -0l x|
View / Modify Recipient &l‘ @\ﬁ"ﬁl
General  |Contact Persons|Cert's & Assurances|  Codes  [Payment Codes| Civil Rights |
Organization: 720 |THIS WEMDOR TO BE SELECTED BY COMPETETIE BID |
Actonm: T0 BE SELECTED NTDBCode: [0 |
STREET ADDRESS FY Start: IJanuary "I
Stieet: Cert's & Assur's:
Mstr Agmt Iss"d:
City/State/Zip: [CITY NAME Is7 [oosa0fo | Assistance: O ves G hg
Phone Number: 0000000000 il Designated " Yes & No
Fax Number: | 000000000 Recipient: [
Internet Addr.: " ey & No
MPO:
Cost Center: 2000 EI
Geog. Location: Type: |F‘rivate, Contractar j
Last Updated: ~ 12A17/2002 State DOT: " Y * Na
Active: * vee U Na OST Type: |For Prafit Organization J
DBE: £ Vs & Ho DUNS Number: :
& |_ |_ |E|_ @ Internet Y
Figure 4

Contact Persons Tab

1. Click on the Contact Persons tab to update information concerning the Recipient’s Officers and participating Unions (See
Figure 5).
2. When you select Officer Titles from the dropdown menu, names and titles of the Recipient’s officers will be displayed in the
table.
a. To display information about an Officer, click on the Officer’s name. The fields to the right of the table will become
populated with that Officer’s contact information. (Continue to Figure 6 illustration)
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/3 https://ftateamweb.fta.’ * - ¥iew / Modify Recipient { BUTTE -0 x|

[0 [ [ | | [ I [E72 2
3 https:/ /ftateamweb.fta.dot.goy - ¥iew / Modify Recipient { BUTTE - |EI|5|

4
General  Contact ':'ErSD']S'CE’rts b A View / Modify Recipient % ADD || DELETE E :ﬁ:‘fel “\fl

Organization: 1152 |BUTTE-SILVEF|BDW,EITY[

Yiew / Modify Recipig

General Contact Persons|Cert's &Assurance5| Codes |F'a\-'rnent Cudes| Civil Rights |
Organization: 1152 |EL|TTE-S|L'\-"EHBEIW, CITY OF |
Dfficer Titles =] Tith
[AddNew | 4| Las Title: =
ADMINISTRATOR Firs g T i
| i ast Hame:
[ Add Mew ADMIMISTRATOR | Fontac First Name/l nitial-
CHAIRMAN OF THE BOARD tre |MPO Officer Tites GE
[ Add Mew CHAIRRMAN OF THE BOARD ] MPO Officer Contacts RD )
CHIEF EXECUTIVE OFFICER Disig. Frecip't Officer Tites Street:
City Dizig. Recip't Contacts For HE BOARD ]
SHEA. MICHAEL o CHIEF EXECUTIVE OFFICER i
[dd New CHIEF EXECUTIVE OFFICER ] © [L_SHEA MICHAEL < P—
CITY MAMAGER Alte [ &dd Mew CHIEF EXECUTIVE OFFICER ]
F CITY MANAGER Alternate Phone:
[Add New CITY MANAGEF | e ET P AT Fax Numbor.
Em: el . :
COMMISSIONER COMMISSIONER Email:
Eéﬁcﬁ;‘fiimﬁismﬂ ] Wel [ e COMMISSIONER | Wehsite:
T T R COUNTY EXECUTIVE [T cED T Grants [~ MPO [T EED
[ ew ] Con [ Add Mew COUNTY EXECUTIVE ] Contact For I pBe I Titlevl I 504 I Echo
DIRECTOR DIRECTOR i
[ A hlman DIDCCTOD 1 LI T AAdd hlma HIDCCTOD 1 LI General FTA Issues
|@ 2] Done |_|_|_|_|—é_|a Inkernet A
I [T A |
Figure 5

b. The Recipient may add new titles by selecting Add New Title at the bottom of the list. When the dialog box appears,
enter the new title. Click on the OK icon.

c. The Recipient may also add a name to any title by selecting the “Add New” line below the title and typing the name in
the entry fields to the right.

d. To update previously entered information, select the person’s name in the table and make changes in the entry fields to
the right.
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_ ||:|| ahttps Jftateamweb.fta.dot.gov - ¥iew / Modify Recipient { BL! N Eﬂi_l

e. To retain changes, click on the Save icon.
f. To delete changes, click on the Discard icon.

2R Y | views oty recpien & fefnr | DIl
Script Prompt:
=1 i E tDN Titl DK odes| Civil Rights General Contact Persons|Cent's & Assurances| Codes |F'a\,rment Codes| Civil Rights |
e3ze Cnter Mew |Ite: Cance|
Organization: 1152 [BUTTE-SILVEREDW, CITY OF |
Officer Titles Title: E Officer Titles | Title: E
e el Loet e T — [T
MLT;:EW GENERAL MANAGER | First Name/lnitial ADMINISTRATOR First Name/lInitial:
[ 4dd New ADMINIST RT OF |
N%‘L‘j g;";:":\é?m Steet CHAIRMAN OF THE BOARD Sheet: Changes may be
{2 Now NTDE CONTACT] ’ [ &dd New CHAIRMAN OF THE BOARD | made to the Data
CHIEF EXECUTIVE OFFICER Cite/Statarbio: :
PRIMARY GRANT CONTACT SHER MICHBEL iw/State/Fip:  fields here.
mmidcﬁe]w PRIMARY GRANT [Add New CHIEF EXECUTIVE DFFICER | Pone N":J ber:
SECRETARY OF TRANSPORTATI ate Phone: CITY MANAGER Alternate Hhane
[Add Mew SECRETARY OF [ Add Mew CITY MANAGER | Fax Numbey:

TRARNSPORTATION ]
SECTION 5310 CONTACT

[ Add Mew SECTION 5310 CONTACT ]
SECTION 5311 CONTACT

[ Add Wew SECTION 5311 COMTALT |

COMMISSIONER Email:
Website: [ Add New COMMISSIONER ] Website:
COUNTY EXECUTIVE

[ CE0 [T Grants I~ MPD I EED
DBE I Tile¥l ™ 504 [T Eghb

" cE0 I Grants I MPO I EED [Add Mew COUNTY EXECUTIVE |
Contact For: I pBe I” Tilewl ™ 504 [ Echo DIRECTOR

Contact For:

[ Add New Title] I~ General FTA Issues Traa T EEeToE Ad| r tal FTA lssues
2] Dore I_I_I_I_E|@ Internek €] I_I_I_I_E|e Inkernet A
Figure 6

3. When you select Unions from the dropdown list (see Figure 7), names of the unions and their contact persons are displayed.
NOTE: All Recipients must ensure that the information displayed is correct and update it to maintain accuracy.

a. If there are no unions, enter that information in the first field to the right. The “Last Name” field must be populated to
save a new Contact record.

b. To add new Unions to this list, click in the Add New Union field at the bottom of the list, or click on the ADD icon.
When the dialog box appears, type in the name of the new Union. Click on the OK icon.

c. To add the name of a Union’s contact person, select the Add New line below the Union name and type in that name in
the entry fields to the right.
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d. To update previously entered information, select the person’s name in the table and make changes in the entry fields.
4. Click on the OK or Cancel icon to retain or delete your changes.

3 https:/ /ftateamweb.fta.dot.gov - ¥iew / Modify Recipient [ b

View / Modify Recipient

00 || DELETE

General Cantact F'ersunleerT'S & Assurances| Codes |Payment Codes| Civil Rights
Organization: 1152 |BUTTE-SIL\-"EF|BD‘-.-\-", CITY OF |
Union: E
riers. Title:
[4ddMew] w Last Hame:
ATU \ First Name/Initial:
Malyevac, Ma
[Add Mew & Street:
CitySStateSZip:
Phone Mumber:
Alternate Phone:
Fax Humber:
Email:
‘Webzite:
Statewide Appl T Yes T Mo
;E[ Darne E|% Internet v

Cert’s and Assurances Tab

Figure 7

This window permits users to review the current status of a Recipient’s annual certifications and assurances. To access the text of a
specific certification or assurance, click on the yellow icon in the row that contains that certification or assurance.
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If no certification date appears in the “Cert Date” fields, the Recipient’s authorized official and attorney must electronically attest to
the appropriate certifications and assurances by pinning the Certification Agreement on this window. (NOTE: In some cases, the

Recipient’s authorized official may pin the document on behalf of the attorney.) See Figure 8 for an example.

3} view / Modify Recipient ( THIS YENDOR TO BE SELECTED BY COMPE

=10l x|

Yiew / Modify Recipient

LY

Gener

al Contact Persaons Cert's &Assurances|

Codes

Orgamization: 723 |THIS YENDOR T0O BE SELECTED By COMPETETIVE BID

[«

Affirmation of Certifications and Assurances

AFFIRMATION OF &PPLICANT

Mame and Relationzhip of Authorized Representative:

Official's Mame:

Attorney's Name:

Marne of Applicant: THIS YEMDOR TO BE SELECTED BY COMPETETIVE BID

PIM: CERTIFY |

FEDERAL Fy" 2004 CERTIFICATIONS AMD ASSURANCES FOR FTA ASSISTAMCE

|Eat| Description IAppIicahIe N!Al Cert Date |Text|

01 |REQUIRED OF EACH APPLICANT r r E -
02 |LDEEYING r - =]

03 |PRIMATE MASS TRANSPORTATION COMPAMIES r r E

04 |PUELIC HEARING r [ E

e larminciTioy neen e cTary — — =l ll

|Payment Codes| Civil Rights |

€

Codes Tab

= Urbanized Areas Table: This table lists all the Urbanized Areas by name and ID that apply to this Recipient. It is a read-only

table for all, but a select nu

= Standard Metropolitan Statistical Area Codes Table: A Recipient with the proper authority may add new SMSA codes.

Figure 8

mber of FTA users.

I_ l_ E |4 Inkernet

Print Date: 10/22/2012
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. = Congressional Districts Table: Recipients may add districts to this table with a State ID number and a District Code number.

3 view / Modify Recipient { THIS ¥ENDOR TO BE SELECTED BY COMPE i ] 4
i i ini |
View / Modify Recipient % AOD | DELETE E | E%‘[(El Tﬂ:‘f“
General  Contact Persons Cert's & Assurances Codes |F'a\|rment Codes| Civil Rights |
Organization: 723 |THIS YEWMDOR TO BE SELECTED BY COMPETETIVE BID |
Urbanized Areas SM5A Codes Congreszional Districts
I M arme Code State 1D | Distict Code
110080 [wAaSHIMGTON, DEAA-MD 8840 1 oo
000000 0000 1] an
&] I_ ’_ E |4 Internet 4
Figure 9

Payment Codes Tab

This window displays the method of payment FTA will use and the Recipient’s Electronic Clearing House Operations (ECHO) control
numbers used by FTA for internal accounting purposes. See Figure 10 below.
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. /3 view / Modify Recipient { THIS YENDOR TO BE SELECTED BY COMPE -0l x|

View f Modify Recipient &J@n@‘ \@@\u—f“

General Contact Persons Cert's & Assurances Codes Payment Cndes| Civil Rights |

Organization: 724 |TH|S WVEMDOR TO BE SELECTED BY COMPETETIVE BID |

REQU ? 7 ‘vee 1+ g ECHO Mumbers
OPAC?  Yes O No 00000000

WCF? e 0 Ng
TSC? O VYex & Nao

|:éi| javascript:selectTab{s) l_ l_ ré_ |@ Internet 4

Figure 10

Civil Rights Tab

This read-only page (see Figure 11) displays information entered by FTA staff reflecting FTA’s understanding of the Recipient’s status
with respect to various Civil Rights requirements, including:
= EEO Program = Equal Employment Opportunity
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‘ = Title VI Program = prohibits discrimination on the basis of race, color, and national origin in programs and
activities receiving Federal financial assistance
= DBE Program = Disadvantaged Business Enterprise
= With Recipient privileges, Read-only data maintained in this form can be viewed in the Civil Rights tab of the
View/Modify Recipients screen
= There are three cycle groups depending upon when the organization is associated with FTA and depending upon
that group will dictate when the three-year DBE goal cycle expires
= The next Expiration for goals will be available prior to the turn of the coming fiscal year so that those
organizations with goals that are expiring may enter new goals in advance. The new Expiration will become
available on August 1* of each year.
NA displays as default in the “Due Date” and “Expiration” columns fields for the DBE Program

If the term ““ Concur” is missing from any “Status” field, the Recipient must contact a Civil Rights officer to discuss the matter.
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Civil Rights Status

Print Date: 10/22/2012

S8 | B 25

Reciplnt: 10159 CITY OF MONTGOMERY -Montgomery Area Transt System
Status D= Date Submisslen Expiration Concur
EEOFropEm Concur -~ | tonseon2]  en7moto|  tomzo13|  1ommot0
Titis Wi Program: Expired - | 222012 6172010 " 172013 | 4282011
DEEPOgEM:  |nReview v | NIA, || 5/2/2012 NIA |
DBE Goals: Mot Applicable ™ 292010 93002013 &M/2010
Cycle Group  Expiration Raca Consclous Racs Mawtral Overall Goals
DBE Goal Valuss: - X i
Group1 ™ 203 - 1.00 %% 0.00 %4 %o
Naotes:
FY04 DEE 22._8%, BRN=22_A%, RC=0% FE, F¥05 DBE Goal 25.03%; BN=15%, RC=14._03% A
FB, FY0& DBE Goal 15% (RAN=15%, RC=0%} FB FY09/10 DBE Goal 1.20% BN=0.0%
RC=1_2% FB Group & 3 year DBE Goal FY10/13 1.0% BN=0% RC=1.0% FB

Figure 11

NOTE: The term “Concur”, appearing in any window, merely reflects FTA’s belief that there are no apparent, significant deficiencies
in the Recipient’s compliance with the given requirements. FTA reserves the right to rescind the “Concur” designation (or other
designation) if circumstances so demand.

Access Applications

See Figure 12 Below:
1. To query applications, click on the word Applications from the Main Menu. The Query Applications page will appear. Note:
Clicking on the plus sign next to the word Applications instead of clicking directly on Applications will also expand the sub-

menu but will not bring up the Query Applications page. To query an Application, you must click directly on the word

“Applications.”
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‘ 2. Query by any or all of the following search criteria: Year, Active/Closed, Recipient ID, Project Number, Amend., ALI, and
Project Status. Entering only the first part of a project number will yield search results of all projects that begin with the partial
number entered in the Project Number query field.

3. Click on the Submit Query button.

3 TEAM-Web { Quality Assurance Database ) - Microsoft Internet Explorer — |E| il

G Query Applications
/-Year: Any 'I

ActivelClosert: [ Acive v

RecipientiD: |

Project Number: l—
Amend: W

AL [

Project Status: |AII j
\_ SubmilQue"

\@ https:fiftateamweb, fta, dot.goviteamweb/ProjectiManagementiQueryProject asp ,_ ,_ ’—é_ ,Wé
Figure 12
Continue with Figure 13 Below:

4. The Project Query Results page will appear. The page is organized much like the Recipients Query Results page. A list of
results matching your search criteria will appear at the top while Project Details for the highlighted project will appear in the
gray portion of the page at the bottom of the screen.
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5. To view Project Details for a specific project, highlight that project in the Results table by clicking on it. The details will
populate in the Project Details portion of the screen.

6. The Project Details include the following: Project Number, Application Type, Entered (Date), Recip. Type, FTA Manager,
Status, Description, Recipient, Cost Center, Submitted, Awarded, Executed, FTA Amount, Total Elig. Cost

'eb { Quality Assurance Database ) - Microsoft Internet Explorer =8l x|
Project Query Results & [Next |
Project Number Description Rev.
B Query
0 Results:
Carsharing/Carpooling 0 .
2 REQUESTED WHAT Terminal Projsct 0 Displays all
03 Bus and Bus-Related Equipment 0 : :
1 Cherokes County Yanpool Program 0 aPPhcaUOﬁS
100903 Operating Funds 0 5
1171 OVER THE ROAD BUS ACCESSBILITY o | TN retrieved from
1174 Trolley, Shelters, Fuel System, Paving 0
16602 Community marketing and public education 0 the database
2 Purchse Rolling Stock and Related Equip. ] usmg your
2003-04 CAPITAL Capital projects 0 . .
2003CA-1 5309 Capital Grant ] search criteria.
2004 5307 Operations and Capital 0 .
2004 5307 OPER. Operating Expenses for 2004 0 Click on an
2004 5309 Purchase of Rolling Stock 0 11 .
2004PROJREMEWAL JARC - Project Renewal Grant 0 application to
2116-04 Operating assistance 0 :
5555 FY 2004 OPERATING ARD CAPITAL ASSISTANCE ] SeleCt 1t.
B362-2004 wheelchair lift 0
999999 F 2004 Operating Assistance - Bus 0 /
AK-03-0037.07 Port Mackenzie Const Ferny | ndasTrml (1 =
Project Details @
Project Number: | [Frenna Cost Center: 789-00 N Project
Application Type: |E\ectmnic Submitted: l— Inform ation:
Entered: 10/20/2003 Awarded: : :
nere Iy warde This area is
Recip. Contact:  [\ILMA WARNER Executed: .
FTA Manager: | FTA Amount: $0.00 >_ used to dlSplay
Status: [Pending SubmissianfApp. in Develapment Total Elig. Cost: $0.00 lﬂformatloﬂ fOf
Description: | the application
Recipient: G264 - |CITY OF MADERAL = .
! -~ 7 selected in the
|@ 1242 recard(s) retrieved. Project to select: 999999 ’_,_‘é |° Internet 4 Query RCSultS
Table.
Figure 13

Note: Use the scroll bar at the side of the Query Results list to scroll through the projects returned through your query. If a “next”
button appears above the list, click on it to view the results page-by-page.
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Chapter 3: Developing a New Project

Overview
This project will outline the lifecycle of the project and give details regarding creating a new project with the Create Project feature
and the Copy Project feature.

Life Cycle of a Project
Please review the diagrams below to gain a general concept of the life cycle of an FTA grant project/application in the TEAM-Web
system.
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Diagram 1

Print Date: 8/21/2012

v Copy a Project

Create a Project

Project Information Project Budget

N

Project Milestones

Project Fleet Status

Project Environmental
Findings

_

\/

Application Reviewer

¢

View/Print the
Application

v

FTA Comments

Modity Application

!

FTA Assigns a Project Number

FTA Awards Funds for Project o
(Pins/signs an Agreement)

l

Milestone Progress Report

l

Financial Status Report (FSR)

O

Execute

Submit Project\A

FTA Adds Comments

l

Modify Application and Re-Submit

Chapter 3 Page: 5




’ TEAM-Web User Guide Print Date: 8/21/2012

Diagram 2 Recipient Executes Award
(Pins/signs Agreement)

A 4

Recipient enters FSR

Amendments are created .
and Milestone/

Budget Revision Requests if necessary. Progress Reports
are made if necessary v
Recipient submits Amendment. l
(TEAM automatically assigns a new, sequential
project number when an amendment is created) FTA Review
FTA reviews Budget Revision l
(Approves of rejects) :
FTA reviews the Amendment

! !

FTA approves Amendment. FTA adds comments
(Pins/signs Amendment to Agreement) \

l \ Recipient modifies Amendment

Recipient executes Amendment.
(Pins/signs Amendment to Agreement)

!

Recipient enters Financial Status Reports
and Milestones/Progress Reports

v

Recipient Requests
Closeout
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Create a New Project

You may create a new project by either entering original data or by copying another application. The next few pages will go through

the process of creating a new project by entering original data (Create Project feature), followed by instructions on copying a project
(Copy Project Feature).

Create Project

1. From the Main Menu, click on the plus sign next to Applications. This will open the sub-menu, displaying the following

choices: Create New Project, Copy Project, Assign Project Number, Application Reviewer, Submit Application, Create
Amendment and View/Print (see Figure 1).

Click on Create New Project.

3. The Create New Project screen will appear. The screen will default to the New Project Detail tab. Note that there is also a
Project Description tab.

N

'€ hitps: /Hftateamweb. fta. dot.gov/? dbname=-Production&GUID-PRODUCTION_FAZF56473E9542D01ACCT 3ETFBEDYT - Windows Internet Explorer

| Create New Project [gﬂ ﬁ“
: MNew Praject Detail | Project Description
New Project
oject -
) Recipient ID:‘ ‘6688— LEECH LAKE BAND OF QJIBWE hd
‘ SEIT HIEL T LEECH LAKE BAND OF DUIBWE

[= Application Reviewer
2 = Submit Application TS SIKTH ST, N

[ Create Amendment STEE

= View/Print CaS5 LAKE _MN 56633 _ O

Modify Applicati
. odify Application Enter a requested Project Number (FTA will approve or reassign):
view and Approval

ecution Project
jject Management 5”‘"?""" r
Funds Control ection of [\ o e .
Funding Adjustments Stat-ute: | p [ ]
Civil Right: Brief
TEAM Adi ation Description:
Dynamic Query Program
TEAM Documentation Date: -
[ Help Desk Information Fiscal Year:

[ Exit

Proposed Envir | Classifi E
Class | [EIS): ®No O Yes Class Il [CE) ®No OYes
Class Il [EA): @No O Yes Other [4(1).106}: ®No O Yes

Figure 1
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4. Begin by selecting your Recipient ID from the Drop-down menu (see Figure 2). Your Recipient Information will
automatically be populated in the read-only area below the drop-down menu.
5. Enter a temporary Project Number in the Project Number field. The FTA will later approve or re-assign the Project Number.
The number may consist of letters, numbers, symbols, or a combination of each. The FTA will assign your project an official

project number upon reviewing the application.

6. Next, select the Section of Statute from the drop-down menu.

[ Assign Project Number
1 Application Reviewer

=1 Submit Application

[ Create Amendment

=1 View/Print

Modify Application
ew and Approval

nta
[ Help Desk Infarmation
[ Exit

= https://ftateamweb.fta. dot.gov/? dbname=Production®GUID=PRODUCTION_FAZF56473E954 2D1ACC1 3ETFBED?7 - Windows Internet Explorer

| Create New Project

Mew Project Detail | Project Description |

Recipient ID:| |6688* LEECH LAKE BAND OF OJIBWE

O

LEECH LAKE BAND OF DJIBWE

TG SIKTH ST, Nw!
STEE
CASS LAKE . MM BEE3Z  _ 0

Enter a requested Project Number (FTA will approve or reassign);
Project
Number:

Section of .
M | Not Specified

Brief
Description:
Program
Date:
Fiscal Year:

Proposed Environmental Classifications:

Class | [EIS): ®No O Yes
Class Il (EA): ®No O Yes

Class Il (CE): @No O Yes
Other [4(f).106]: @No O Yes

Figure 2

Note: This window contains mandatory fields that must be completed before proceeding to the next phase of the Application process.

7. Enter a Brief Description (up to 40 characters — see Figure 3) for the project. You will later be able to enter an extended
description in a text area on the Project Description tab.
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8. Type in the date of the most recent FTA- approved STIP in the Program Date field. (If the project is not on a STIP, type in the
UPWP or the FTA Program Plan approval date.)

9. Next, select the Fiscal Year from the drop-down.

10. Complete filling out the page by selecting one or more of the Proposed Environmental Classifications. To do so, click in the

“Yes’ radio-button next to each Classification.

'_@ https:{/ftateamweb.fta. dot.gov/?dbname =Quality& GUID =QUALITY _81251FCEEDSF4FFDAB5C264E403DBACC - - Windows Internet Explorer

Main Menu - (Home)
Recipients
= Applications

= Create New Project

= Copy Project
[= Assign Project Number
= Application Reviewer
[ Submit Application
= Create Amendment
= View/Print
Modify Application

Project Management

Rig
M Administration
Dynamic Query
TEAM Documentation
[ Help Desk Information

[ Exit

| Create New Project

Mew Project Detal | Project Description

Recipient ID: | | 6696 - COQUILLE TRIBE OF OREGON &%

COGUILLE TRIBE OF OREGON

FOBOX 783
3050 TREMONT 5T
MORTH BEND

Enter a requested Project N

Project
Number:

ber (FTA will approve or reassign):

. OR gr453 0

Section of -
Statute: ‘ Not Specified

Brief
ription:

Program

Date:

Fiscal Year:

Proposed Environmental Classifications:

o

Class | (EIS): ®No O Yes
Class Il (EA): ®No O Yes

Class Il [CE): ®No O Yes
Other [4(f).106]: ®No O Yes

Figure 3

11. Next, click on the Project Description tab (see Figure 4).

12. Enter an extended Project Description in the white text-area.

13. If you are satisfied that all fields have been correctly filled in, click on the ‘OK” icon to save your information. If you need to
make a change, you may do so before clicking on ‘OK"’.
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14. If any of the required information has not been filled in/selected, a message box will appear, informing you of the necessary

input (see Figure 5).

15. Click on the ‘OK” button to go back and add any required information.

'€ https: /ftateamweb . fta. dot.gov/? dbname =Quality&GUID=QUALITY 81251 FCEEDSFAFFDABSC 264E403DBACC - - Windows Internet Explorer

Main Menu - (Home)
Recipients
Bl Applicati

[ Create New Project

[ Copy Project

[ Assign Project Number

| Create New Project
Mew Project Detail Project Description

Recipient 1D: | | 6696 - COQUILLE TRIBE OF OREGON

COGQUILLE TRIBE OF OREGON

[ Application Reviewer

[ Submit Application PO BOX 783
[ Create Amendment
= View/Print

Modify Application
wview and Approval

3050 TREMONT 5T
NORTH BEND . OR 97453

Project Description

_a

tion
Project Management
Funds Control
Funding Adjustments
il Rights
EAM Administration
Dynamic Query
TEAM Documentation
[ Help Desk Information

[ Exit

Figure 4

Microsoft Internet Explorer x|

Flease type in Brief Descripkion,
Please type in Program Date,
Please select at lzast one Environmental Class code,

A\

Figure 5

Note: The Project Description text-area will
accommodate significantly more text than is visible in
the white display area. If your text is longer than the
display area, a scroll bar will appear to the right of the
box, allowing you to later scroll through the text.
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As shown in Figure 6, the Project Query Results page will open, with the new project selected. Information that you have entered
about the project will appear in the Project Details section of the screen. To begin modifying the application, see Chapter 4 of this
User’s Guide. The remainder of Chapter 3 focuses on copying an application.
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/€ https:/iftateamweb. fta. dot.gov/? dbname=Quality&GUID-QUALITY__81251FCEEDSF4FFDAS5C 264E403DBACC - - Windows Internet Explorer =)<
Project Query Results &
Project Number Description Rev.
fTEST PROJECT NO Test Project Desc 0|

1 Submit Application

Amendment

TEAM Administration
Query

EHelp D
[ Exit

Project Details

Project Number: TEST PROJECT NO FY2007 Cost Center: 790-00
Application Type: Electronic Submitted:
Entered: 5/3/2007 Awarded:
Recip. Contact: Executed:
FTA Manager: FTA Amount: $0.00
Status: Pending Submission/App. in Development Total Elig. Cost: 50.00
Description: TestProject Desc
Recipient: 6696 - COQUILLE TRIBE OF OREGON
1 record(s) retrieved. o Trusted sites 00 v

Figure 6
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Copy Project
From the Main Menu, click on Applications (see Figure 7).

1.
2.
3.

The Query Applications page will appear.

Print Date: 8/21/2012

Enter the Project Number of the application you wish to copy. If you do not know the project number, you may enter any of
the search criteria to select from a list of results returned by the query.

Click on the Submit Query button.

Main Menu - {(Home)

e Mew Project

[ Assign Project Number
[=1 Application Reviewer
(=1 Submit Application

1 Create Amendment

[ View/Print

Madify Application

= https:/fftateamweb . fta. dot.gov/? dbname=Cuality& GUID =QUALITY_81251FCEEDOF4FFDABSC264E403DBACC - - Windows Internet Explorer

N1

Query Applications

/

vear:
Je—
Recipient ID:

Project Number:

ament: | Curent ]

ALL

Project Status: | Al

Submit Query

Figure 7

The Project Query Results page will appear (see Figure 8).
If your query has returned multiple results, highlight the application that you would like to copy. If only one application is

displayed, continue to the next step.

Click on Copy Project in the Applications sub-menu.

4
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€ hittps: iftateamweb. fta. dot. gov/? dbname=Cualityd GUID ~QUALITY _01 251 FCEEDOFATFDADSC 264E401DBACC - - Windaws Internet Explorer =&

Project Query Results &
Project Number Descriptlon 5

AS0-X103-06 Main 5L Slation Renovabons
[VA-90-X106-01 SCOPE CHANGE
[VA.90.X144.02 OPERATING ASSISTANCE
(WA-90-X161-03 CAPITAL ASSISTANCE

AS0-K113-00 OPERATING AND CAPITAL ASSISTANCE
VA0 X181.00 FY 19949 Caplal & Operahing Assisla
[VA-90.X189.04 STP far LRT PE
(VA-00-X196-02 capitalloper asst

A-D0-K2 FY06 Formula Capital Projects VRE/PRTC

'A90-X2007 FY "0/ Operaling and Capital Grant

VA-90-X201.01 Vehicles, equip, fac improvements
(VA-90-X204-00 FY01 Oper/Capital Asst
VA-00-X206-00 FY00 Cap/Oper/Ping Asst

coonc| B

VAD0-X207-02 Amendment lor FY02 monies for System
[VA-80-X212.01 CLOGE OUT AMENDMENT
[VA-90.X214.02 Scope Chg-Plng
[WA-90-X217-00 FY02 OPERATING & CAPITAL ASSISTANCE
A-90-X218-00 FY 2002 Capilal Assislance
AG0.X223.00 CAPITAL AND OPERATING ASSISTANCE
[VAG0.X226.00 Capital Assistance FY 03
(VA-90-X227-00 FY 2003 Capital Assistance
AD0-X228-00 FY03 CapitalPlng Asst
AD0-X231-00 Operating and Capilal
(VA-90.-X232.00 FY03 Bus & Rail Projects
[WA-90-X233-00 CAPITAL AND OPERATING ASSISTANCE
[WA-90-X234-00 FY03-04 OPERATING & CAFITAL
AS0-X236-00 FY04 Capilal
[VA-80-X237-01 CLOGE OUT AMENDMENT
(VA-90-X239.00 Congestion Relief Projects
(VA-90-X240-00 VRE Formula Capital Projects
A-90-X241-00 Slalford sve expansion

AG0.X242.01 Capital Assisliance
(VA-90-X243-00 FY 2004 Capital Assistance
[VA-D0-X244.00 Capital STEEY 04

M O AN OSSO WO O aAA S A O aS RO WSO RND

Praject Number: A0 - FY2002 Cost Cantar; TR0

Application Type: ST Submitted: B0
Entered: 2B/ Awarded: 11122002
Recip. Contact: Hubsy Miassie Executad: 11122002
FTA Manager: Elauri: Bunck FTA Amount: 834,136 204 (0
Status: Actve Total Clig. Cost: 20547452 DO
ipti FYI nones: lor Systom
Recipient: B34E |- POTCMAC IND RAPPAHANNOCE TRANSPORTATICH
u7 Propsct b selact o Tnusted skee s -
Figure 8

8. The Create New Project screen will appear (see Figure 9), with certain entry areas automatically populated with information
copied over from the selected application. You may edit these fields to reflect the correct information for your new project.

9. Note that the Recipient ID field defaults to the highest number available to you in your profile. Begin by selecting your
Recipient ID from the drop-down. Your corresponding Recipient information will appear below the drop-down.

10. The Project Number field will automatically be populated with the next available project number for the state of the project
that is being copied. For example, if copying a Virginia project, your new, temporary project number will be the next available
project number for Virginia. You may change this number to an alternate, temporary number. The FTA will later approve or
re-assign the project number.
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& https://ftateamweb.fta. dot.gov/?P1ojID-VA-90-X207-0 2&erantee_id-5348&app... |- || 054

Create New Project (Copying from VA-90-X207-02) 6 &JD_W?I

Copy Project | Project Description |

Recipient ID: 6696 - COQUILLE TRIBE OF OREGON -

COQUILLE TRIBE OF OREGON v\e

FO BOX 783
3050 TREMONT 5T
WORTH BEND _0OR 97453 _ 0

Enter a requested Project Number (FTA will approve or reassign):
Project _an
Humber- || YA-90-X000

Section of
Statute:

Brief
Deszc:

Program
Date:

Fizcal
Year: 2007 |~

Amendment for FY02 monies for System

Proposed Environmental Classifications:

Clazs | [EIS): #No O Yes Clazs Il [CE): (I No &) Yes
Class Il (EAL ONo @ Yes Other [4(f.106]: | () No () Yes

Dane ‘,-" Trusted sites H100% -

Figure 9

11. Next, enter the Program Date (see Figure 10). This is the date of the most recent, FTA-approved STIP. If the project is not on
a STIP, enter the UPWP or the FTA Program Plan Approval date. This information will not be copied from the selected

application.
12. If necessary, change the Brief Description, Section of statute, Fiscal Year and Proposed Environmental Classification.
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13. Click on the Project Description tab to change or update the copied information.
14. Click on the “OK” icon to save your changes.

€ hitps: /iftateamweb. fta. dot.2ov/?ProjID=VA-90-X 207-02&erantee_id=5348&app... |~ |0

Create New Project (Copying from VA-90-X207-02) E%‘él E‘ff
Copy Project | Project Description
Recipient 1D: 6696 - COQUILLE TRIBE OF OREGON h

COQUILLE TRIBE OF OREGON

PO BO 783
3050 TREMOMT ST
MORTH BEMD ~0OR 37453 _ O

Enter a requested Project Number (FTA will approve or reassign):
Proiect {/y/a.90-x000

MNumber:
Section of
Statute: b
B?;::i Amendment far FY02 manies for System
Program
D ate:
Fiscal 2007 |+
Year:
Proposed Environmental Classifications:
Clas= | [EIS): = No O Yes Class Il [CE): (O No & Yes
Clasz 1l [EA): I No & Yes Other [4(f).106]: = No O Yes
Done S Trusted sites T100% -
Figure 10

Print Date: 8/21/2012
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The Project Query Results page will open, with the new project selected (see Figure 6 for an example of how the results may look).
Information that you have entered, as well as the information copied over from the previous project will appear in the Project Details
section of the screen. To begin modifying the application, see Chapter 4 of this User’s Guide.
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include Security and Earmarks
2.0 04/23/2007 | Major Formatting Changes and updates as Travis Klein
required
2.01 05/10/2007 | Minor Indexing updates Travis Klein
2.02 02/28/2008 | Minor modifications and reference updates Travis Klein,
Patty String
2.1 05/02/2008 | Updated Supplemental Agreement Travis Klein
References
2.2 03/26/2009 | Project Information Security tab text updates | Travis Klein
2.3 08/25/2011 | Extended Project Description text(SCR 3363) | Marbella Merlo,
e Update screen shots of Project Info. Mei Sum Lee
screen and explain expanded text box | (Yvonne)

Print Date: 8/21/2012

* Note: previous versions of the online User Guide may have been updated as needed without consistent versioning. Some previous change versions may be omitted or estimated. Versioning shall be
consistent henceforth.

Chapter 4 Page: 2



TEAM-Web User Guide Print Date: 8/21/2012

Chapter 4 Table of Contents

CHAPTER 4 CHANGE HISTORY ....oitiiiiiiteeit et ste et see s tete e aetesestase e ssesesessesesesseseseasasesesseteseasese e seeseseasese e e e eEeneases e e e e e b e e asese e e EeE e e asese e eeeEe e asere e eenbenenserenenean 2
MODIFYING AN APPLICATION L. oiiiietitiieeisee it se et te et teteseste e e ssesesessese e ssesesessesesesseseseasaseseseeseseseaseseseeseseseaseseseeseseasasesessesesessaseseneeserensaseseneasenessnsesesensenenen 4
OWERVIEW.. ...ttt etttk ete bt ettt bt eheesb e e ekt ekt a2 ee e s s e £ h e e 4Rt e 44t £k e 2a b e 2R b £ 28 £ £ eE 22 AE £ 4 HE e 2 E e 4R e e 4o 8 e 4H e £ HE e 4R e 2m b e 2a b e eEE e AR E e HE £ £ HE e e E e 4 H e e 4 A s e HH e e HE £ £ AE £ £ b e 2 m b e £a b e eh b e eh £ e nE e e b e e ke e s b e e Reeehe e ebeenbeenneenne 4
MODIFY APPLICATION . ....coiiititit ittt sttt ettt a1 ettt etese s 4 a2 e e stetes e a2 ese e a2 e 2es e e be ke e s e b es e a2 e b e s e esetes e e b et e s e s et en e et e b e seesebes e b et e se s et e s e e b b e s e eeebes e e b et e s et et enessebese s etene e 4
PROJECT INFORMATION ....oiiitititititit ittt sttt sttt et st eteses4ete a4 ebeses4e b e e 4 et a8 e sbebe e s ebes s a4 ebe e s s e b es s e b ebe s e et ek es s a2 ese e e s e b oA s et e b e s e b e b e s e et et e s e ea et e s s et e b e et et e e et e b e e et et e s s abene s 5
GENERAL TAB ...ttt ittt ettt ettt ettt be e bt ekt e 2t e ae e e h e e oh e e 4h e £t e 22 b e ea b £ 2hE £ o822 AE 24 AE e 4 E £ 4 A ke 4o 8 e 4H e e 4Ee £ b e 2 x b e 4a b e oR b e HEE £ HE £ £ HE e 4R £ 4 AR e 4R ke 4R e e HE £ £ AR £ £ R e Sa R e SR b e eR R e AR £ e eE £ e Re e ke e AEeeRneeReeeheenbeeneenne 5
CONTROL TOTALS TAB......cttitiettetieateesteestee bt e bt seesteesheeabeeabeesbees b e et e e ek e e aE e e ke o2 e e 4 Re e 4He £ 4b e £ b e £ a b e 2a b £ eh £ e Hh £ e AE £ 2R e e AR e 4R s e 4H e e 4E e £ HE £ 2 b £ 2m b e eE b e eE £ e eb £ £ b e e b a4 A ke e R eeeheeeheeabeenbeanbeanbenbeenbeen 11
UZATCONG DIST TAB ...ttt ittt sttt ettt ettt he bbb e et es e eae a4 e e beehe et e 4Rt 28 e e 8o be e EeSh e SE £ eH £ eh £ e e em b e oAt SEeHE e 4R e e b £ emeem b e HEeeE e A b e A EeeE £ 4R e 2R b e e e b e A b e HReeE £ e EeeR £ e e e b e beebeebeebeabeeneenbentenbeneas 15
EARMARK TAB ....eveveueatereseatetetstesesessesesessesesessssessssesessasesessssesessssesessasesessnsesesssesessesesessssesessesesesnsesessesesessnsessssesesesssesessnsesessesesessnsessssesesessesesensasesessesesessesesensasesenes 17
SECURITY TAB .. tttttitesteaserestateseseesesessasesessasesesssseseseasesessssesessssesessssesesessesessasesessnsesensasesesessesessssesessssesessssesesessesensssesesesesessssesesessesensssesesensesensssesesessesesessasesessasesenes 19
MAINTAINING THE APPROVED PROJECT BUDGET ......cuiiiiieiisteiesisee sttt st se e e sesessssesesessesesessesessssesessnsesessssesessasesessnsesessssesessesensssssenssseseneses 23
TEAM-WEB BUDGETS.......ociiiiiiiietitsteenstee st te et esestese e tetesessese e eseseseesese e a8 a8 e e e s e s e e a8 e R e e e Ee R e e eEeE e e s e Rt e e R e R e e e EeRe e e e e R e A e e e e s e e e b e b e e e b e s e e e beEe e et ere e etenenensereenees 24
2 U5 RS 24
S I 1N SS R P 34
ENVIRONMENTAL FINDINGS .....coiiiiiiitctititstet sttt ettt ettt sttt s 4 e e e s 4 be s s 4ebe e s 4 e 4 e s a4 a2 e e 4 et e s s e b e b e e e 2 ek e s s e b e b e e a2 et es s et e b e s e s et e s e e b et e e s et es s et e b e et et ene et ebe e s etenn e 37
L I I N 6 1 T OO TSRS 39
FLEET DETAILS TAB ... tteittettett ettt sttt ett e bt et e ettt ekt e ste e skt e be e seeaeeohe e ehe e bt 2a b e 2a bt ek s e eh e 2 eE 22 b £ 42 E e 4R e e 4R e e SE e £ AE e 2o b e 2a b e 4a b e eE s £ eE £ £ b £ e b e 4 A b e 4 En e A E e e HEe £ b e £ a b e ea b e e h b e eE £ e aE e e ke e sbeehbesbeesbnenbeebeanns 42
COMMENTS/CONGCURRENCE .......cccoiitititiiitett ittt sttt ettt b et st e 4 et et s 4 et e 4 e 2e s e s e 4e s e s a4 e s e e et et e s ebese e et et e s s e b e b e e et e b e A s e s e s e e et et e st et e R e e s b et en s et e b e s e et et e s s et ebe e s b et ensaberens 43
CHAPTER 4 INDEX ... oot iiititeitetei sttt sttt ettt s ettt e 4 ese s a4 ek a4 a4 a8 e s e 4 et a4 a2 e b e s a4 et e s a4 e R e s e et e b e e a2 e s e e et et e s s et e b e e et e b oAb et et e se e b b e At et e s e e st et e a s et ese s e et et e ss et abe e sbebensaeenens 46

Chapter 4 Page: 3



TEAM-Web User Guide Print Date: 8/21/2012
. Modifying an Application

Overview

This chapter will go through the process of modifying an application that is in a development stage. Features that it will detail
include: Project Information, Budget, Milestones, Environmental Findings, Fleet Status, and Comments/Concurrence.

Modify Application

1. To modify an Application, begin by accessing that Application through the Query Applications screen and highlighting it (see
Figure 1). For instructions on accessing applications, please see Chapter 2. Note: If you have just completed creating a new
project, either by copying an existing project or entering original information, skip this step and proceed to #2 (your project
should already be highlighted on your screen).

2. Click on the plus sign next to Modify Application to expand the Modify Application sub-menu. The sub-menu will open,
displaying the following options: Project Information, Budget, Milestones, Environmental Findings, Fleet Status and
Comments/Concurrence.

3. Select the area that you would like to begin modifying by clicking on the corresponding sub-menu item. You may choose to
start with any of the listed options, however, this User’s Guide will give instructions on how to modify each section in the
order of the sub-menu list, beginning with Project Information and ending with Comments/Concurrence. To continue, click on
Project Information.
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7 TEAM Web Yersion 1.0 - Microsoft Internet Explorer =@ x|
Project Query Results &

Project Number Description

[VA80-X211 Hybrid Elsctric Bus Project

Project Details

Project Number:  [vA-30-x217 [Frzn0 CostCenter:  [res00
Application Type: [Electronic Submitted: l—
Entered: [s/27/2001 Awarded: [
Recip. Contact:  [Audrey Bredehott Executed: l—
FTA Manager:  |Sheila Byme FTA Amount: lm
Status: IPenqu SubmissionfApp. in Development Total Elig. Cost: lm
Description: |Hybmd Eleciric Bus Project

Recipient: 2049 .INORTHERN VIRGINIA TRANSPORTATICH COMMIZSION :I

‘a 1 record(s) retrigved, | ,7‘0 Internet
Figure 1

Project Information

All users have access to the Project Information screen until the Reservations screen is completed, at that point only FTA users will
have access to open this screen.

General Tab

1. The Project Information screen will default to the General tab (see Figure 2 below). The Project Information screen also
contains the Control Totals, UZA/Cong Dist., Earmarks and Security tab pages.
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v 2. All information in the General tab with the exception of the Recipient information and Recipient Type field may be edited
(Note: editable fields are also dependent upon the status of the project and what project parameters have been set).
3. To change the Brief Project Description (appearing next to the project number), click in the field and replace the existing
description with a new one.
4. From the Project Type drop down menu, select the type of award that applies to your project (Grant, cooperative Agreement,
Interagency Agreement, Intra-Agency Agreement, Loan, General Working Agreement, Other Transaction/Agreement or

Procurement).
iC - [o]x]
IProject Information ‘DELEIEH%‘%J@ | [ﬁﬁl Té’f.jl
General | Control Totals | UZA/Cong Dist | Earmarks | Security
mn7i ILLINOIS DOT
_ Recipient:
/ STATE OF ILLINOIS DEPARTMENT OF TRANSPORT
Project: ‘ | Operating/ Cggital Assistance
Project Type: | Grant Award Rec by State: I:I
I o ONA
Amend Reason: | Initial Application % | Contract No: I:I
Recip. Type: State Agency Rev Date: l:l
Sec of Statute: v
Research Project () Yes () No
Fed Dom Asst#: Planning Grant: ) Yes & No
FTA Proj Mar: | | Program Date: l:l
Recip Contact: | | Program Page: l:l
State Appl ID: L
e Appl : | | | Application Type: (O Paper = Elect
Est Start/End: -
Supplemental
Agreement: Yes No
_;_II Project Description
Done &) Lacal intranst 00% <

Figure 2
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The New/Amendment drop-down permits you to indicate whether the project is a new project or an amendment to an existing

TEAM-Web User Guide Print Date: 8/21/2012
|
project (see Figure 3 below).

6.
7.

oo

The Amend. Reason drop-down allows you to display the reason for changing (amending) the project.

From the Sec. of Statute drop-down, select the statute from which the funding for the project will be derived. The Federal
Domestic Assistance Number (Fed Dom Asst#) will automatically be populated upon your selection.

Specify an FTA Project Manager as well as a Recipient Contact.

Enter the State Appl. ID, Estimated Start/End Date and date when the state received the application (Rec by State).
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Project Information

i Rl ¢

Earmarks | Security

Print Date: 8/21/2012

General | Control Tatals |  UZAfCong Dist |
177 | ILLINOISDOT |
Recipient:
|STATE OF ILLINOIS DEPARTMENT OF TRANSPORTATION |
Project: || | ||Cl;:ueratir1g;r Capital Assistance I"ﬂ
Project Type: Grant Award 5 M Rec by State:
E0 12372 ®Yes ONo
New/Amendment: Review: ONA
Amend Reason: || Initial Application €7+ Contract No: |:|
Recip. Type: State Agency | e I:l
Sec of Stafute: | v
Research Project: () Yes () No
Fed Dom Asst#: | Planning Grant: O Yes & No
FTAProjMgr: | Program Date: [ ]
Recip Contact: | Program Page: |:|
State Appl ID: < _—
e Appl | Application Type: (O Paper (*)Elect
Est StartEnd: | |- ‘T/ Supplemental ¥ N
Agreement: &S @
= Project Description
IDnne ‘:J Local inkranet H1o0% -

Figure 3

10. Indicate where E.O. 123727 applies by selecting either “Yes’, “No’, or ‘N/A’ (see Figure 4 below).

11. Enter the Contract No.

12. Enter the date the application was reviewed (Rev Date).
13. Indicate if this is a Planning Grant by selecting either “Yes’ or ‘No’
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v 14. Next enter or modify the Program Date and Program Page.

15. Indicate the Application Type by selecting either ‘Paper’ or ‘Elect’ (Electronic) and whether or not there is a Supplemental
Agreement (if applicable). Note: see Execution Chapter 7 for additional information concerning Supplemental Agreement
parameters.
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Print Date: 8/21/2012

16. If necessary, modify the Project Description. Figure 5 displays the expanded view of the Project Description field. Changes
can be made directly to the expanded View Text by directly typing into the window and then clicking on the Save Button. The
Save, Cancel, or “x” buttons within the expanded view box will close the View Text window.

Project Information DELETE %‘%@ | :gél ‘u{“
Genaral |  Control Totals | UZA/Cong Dist | Earmarks | Security
1177 | ILLINOISDOT |
Recipient:
|STATE OF ILLINOIS DEPARTMENT OF TRANSPORTATION |
Project: ” | ||O;:|eratir1g|;r Capital Assistance ||
Project Type: || Grant Award b ” LELI SRR
R et
Amend Reason: || Initial Application v || ntract No:
Recip. Type: State Agency | Rev Date: I:’—@
Sec of Statute: | |
Research Project: () Yes () No
Fed Dom Asst#: | lanning Grant: O Yes ® No
FTAProjMgr: | Program Date:
Recip Contact: | Program Page:
State Appl ID: L
e Appl : 7 pplication Type: (' Paper ) Elect
Est Start/End: -
Supplemental
R Yes No
= @ Project Description
IDnne & Local intranet H100% T

Figure 4
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v {= TEAM-Web ( PRODUCTION Database ) IL-18-X027-01 - Windows Internet Explorer
e 0 S | B ] 28]

tProject Information
General | Contraol Totals | UZA/Cong Dist | Eatmarks | Security
177 ILLINQIS DOT
Recipient:
STATE OF ILLINOIS DEPARTMENT OF TRANSPORTATION
Project: | | Operating/ Capital Assistance ‘
Yiew Text =1 E3
El Project Description
%) Local intranet +100% v
Figure 5

Control Totals Tab
1. Click on the Control Totals tab to open that tab screen (see Figure 5 above). Enter the FTA and Local Amounts (shares of
project costs), as well as any Adjustment Amount, State Amount, Other Federal Amounts, or Special Condition Amounts
in the Amendment column. For Amendments, type in the amendment amounts in the Amendment column. The amounts in
the Project column will be updated when you save your changes press the “tab” key.
2. TEAM-Web will calculate the Total Eligible Cost and Gross Project Cost for you
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V*Note: The Control Totals must be consistent with the Project Budget in the Budget part of the Application. The Project Budget
must balance against the Control Totals you enter.

; http:,//63.91.83.73 - TEAM-Web ( Quality Assurance Database ) - Microsoft Inte - |D|1|
Project Information |DELEIE|‘%‘%J@ | [aél ‘iufjl
General Control Totals UZA/Caong Dist | Earmarks | Security
[5661 |CNT
Recipient:
|CENTER FOR NEIGHBORHOOD TECHNOLOGY
Project: || ||Carsharingf0arpoo|ing
Amendment Project
6ross Project Cost: | | $0.00 Special Condition: | None  »

—

(] Adjustment Amt: I $0.00

Total Eligible Cost:

Total FTA Amount: | $0.00 || 301,00 Est Oblig Date:
c< Total State Amount: | $0.00| $0.00
Pre-Award Authority:  Yes
Total Local Amount: | $0.00 || 00 ot ¢ s Mo
Fed Debt Delinguent: ¢ Yez & 1o
Other Federal Amt:
el redera | 3000 000 il Budget: £ Yes & No
\|_Special Cond Amount: [ $0.00 || $0.00

Federal Deht Delinquency Detail

$0.00 Spec Cond Tyt Date:

$0.00 Spec Cond Eff Date:

LR

-

[-|

& T [ et Y
Figure 6

3. Adropdown list is attached to the Special Condition field (see Figure 6). The Special Condition field defaults to “None”.
To request FTA defer the local share, the recipient selects “Deferred”. To request FTA waive all or part of the local share
(permitted for certain R&D projects), the recipient should select “Waived”. A recipient seeking a deferral or waiver must type
the justification in the Project Description text box on the General tab of the Project Information window. FTA’s decision
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to deny, defer or waive a project will appear in the FTA comments in the Conditions of Award (Comments/Concurrence
screen). FTA’s decision will also be reflected in the text of the Grant or Cooperative Agreement.

4. Enter the Special Condition Target Date (Spec Cond Tgt Date), Special Condition Effective Date (Spec Cond Eff Date) as
well as an Estimated Obligation Date (Est Oblig Date).

3 http://63.91.83.73 - TEAM-Web { Quality Assurance Database ) - Microsoft Inter; - | Dlﬂ
Project Information DELETE %‘%J\H | E%l Tgfjl
General Contral Totals UZA/Cong Dist | Earmarks | Securty
[5581 cnT
Recipient:
|CENTER FORMEIGHBORHOOD TECHNOLOGY
Project: || ||Carsharingf0arp00ling ‘
Amendment Project
Gross Project Cost: | $0.00 | $0.00 Special Condition:
Adjustment Amt; | $0.00 | $0.00 Spec Cond Tyt Date: |
Total Eligible Cost: | 5000 | $0.00 Spec Cond Eff Date: |
Total FTA Amount: | $0.00/| $0.00 Est Oblig Date: |

Total State Amount: | $0.00|| $0.00
Pre-Award Authority: ~ Yes =
Total Local Amount: | $0.00/| soo0 o ¢ Tes Mo
Fed Debt Delinguent: ¢ Yez & Mo
Other Federal Amt:
erredera | 3000 3000 Einal Budget: " Tes Mo
Special Cond Amount: | $0.00/| $0.00

Federal Debt Delinguency Detail

-

[

] T [ et /
Figure 7

5. Select either “Yes” or ‘“No’ for each of the following categories (see Figure 7):
a. Pre-Award Authority
b. Fed Debt Delinquent
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6.

C.
If you selected “Yes’ under the Federal Debt Delinquent category, enter details of the delinquency in the Federal Debt
Delinquency Detail text-area.

Final Budget

7. Next, click on the UZA/Cong Dist Tab.

/3 http://63.91.83.73 - TEAM-Web { Quality Assurance Database ) - Microsoft Intern

=10.%|

w3 IR ]

Security

Project Information
General Cantrol Tatals UZA/Cong Dist Earmarks |
[ |oNT
Recipient:
|CENTER FORMNEIGHEORHOOD TECHNOLOGY
Project: || ||CarsharinngarpooIing ‘
Amendment Project
Gross Project Cost: | $0.00 | $0.00 Special Condition: INonevl
Adjustment Amt: | $0.00 | $0.00 Spec Cond Tyt Date: |
Total Eligible Cost: | 5000 | $0.00 Spec Cond Eff Date: |

Total FTA Amount:

| $0.00||

#0.00 Est Oblig Date:

|

Total State Amount: | $0.00 |

$0.00
" Tes & Mo

Total Local Amount: | $0.00/ |

Pre-Award Authori
$0.00

" Tes & Mo

Other Federal Amt: | $0.00 |

Fed Deht Delinquent:
$0.00

Final Budget: " Tes = Ho

Special Cond Amount: | $0.00{|

Federal Debt Delinguency Detail

$0.00

€l

l_ l_l_l_ |_|Q Inkernet

Figure 8

Print Date: 8/21/2012
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MZA/Cong Dist Tab

1.

43 http://63.91.83.67 - TEAM-Web ( Quality Assurance Database ) AK-04-0002-

Print Date: 8/21/2012

The Urbanized Areas and Congressional Districts information on the UZA/Cong Dist tab can be updated as long as it exists
in the recipient’s profile (see Figure 9). Existing entries in the Urbanized Areas and Congressional Districts tables may be

deleted.

Deleting an Urbanized Area — click the UZA Name or UZA ID then click the DELETE icon.
Deleting Congressional District information — click on the row that needs to be deleted, then click the DELETE icon.

43 http://63.91.83.67 - TEAM-Web { Quality Assurance Database ) AK-04-0002-

=10l x|

| 'Pro ject Information

R

Genaral

o
( |DELEIE||%|§_"@ E
|

UZA/Cong Dist /L

Control Totals arrarks

J1707 JANCHORAGE

IProject Information

( |nfmm&_"@|ﬁl|o_ﬁl

| Security

General Control Totals UZA/Cong Dist armatks

X

Recini {1707 JANCHORAGE

Project:

[MUNICIPALITY OF ANCHORAGE /

l<-04-0002-00 | [j06 HPP for ets” Wheelchair Gémes F
Urbanized Areas /

Congressional Districts

IMUNICIPALIT'Y OF ANCHORAGE

N\
N\
AN

Congressional Distri

Project:  [[4K-04-0002-00 | J[06 HPP far vets” Wheelchair Games F

Urbanized Areas

|D21?DD

State

I

Dist
Code

District
Official

UZA
D

State

I

Dist
Code

District
Official

UZA Name

2 1 Don Young

S
021700||ANCHOFRAGE, AK IE 1 Don T oung]

UZA Name
ATTCHORAGE, AR

il

[rrrri=

|@j This UZ4 id is either invalid or already present in your contract.,

([ [ [ @wee

Figure 9

4. To manually add a UZA (see Figure 9) click on the bottom row of the Urbanized Areas table in the UZA 1D column and a
white entry box appears, while the UZA Name box highlights yellow; type in a UZA that exists in the Recipient profile and hit

<tab> and TEAM-Web will populate the UZA Name.

To manually add a Congressional District click on the bottom row of the Congressional District table in the State ID

column and a white entry box appears (with the remain

ing row yellow); type in the 2-digit state code (do not hit <tab>); next
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v click in the Dist Code field and type in the new district number in the white entry box; click or <tab> out of the field and
TEAM-Web will populate the District Official field with the representative for the district.
6. Next, Click the Earmarks tab.

i 2} http://63.91.83.67 - TEAM-Web { Quality Assurance Database ) AK-04-0002-00 -0l x|
/| Project Information DELETE N‘% H\ﬁl ﬁ’ Jl
Genetal Control Totals UZA/Cong Dist Earmarks | Security
[1707 |ANCHOPAGE
Recipient:
IMUNICIPALITY OF ANCHORAGE

Project:  [}-04-0002-00 [[06 HPP for Vets' Wheelchsir Games F

TUrbanized Areas Congressional Districts
UZA State|| Dist ||District
D UZA Name D |Code|Official
[021700]| ANCHORAGE, 4K | 2 |1 [Don Young
L | L] |
G J

o

| |:Ej This UZA id is either invalid o already present in vour conkract, ’_ ’_ ’_ l_ ’_ |O Inkernet 4
Figure 10
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armark Tab

1. When the Earmark tab opens the Recipient information is not editable. The Project number cannot be changed, but the
description next to the project number may be adjusted. (See Figure 11 below)

2. The Talking Points Overview, Talking Points, Place of Performance and Congressional Interest Expressed by fields are

available for editing

Earmarks are selected by clicking on the magnifying glass icon next to Earmark Details.

4. Once the Earmark screen has been opened, an Earmark is selected by clicking on the box by the desired Earmark and clicking
the OK icon. The details for the Earmark selected can be viewed in the Earmark Details section

w

2 TEAM-Web lity A —.
/} select Earmark - Microsoft Internet Explore o ]
tPro ject Information
Select Earmark ‘(l ®| xl Wf)l
General Control Totals ‘ ILIL Tzl |) i
Recipient: |1459 [VDR&PT | E2005.8USP-411 / Vi / Burke Centre VRE Stalion Parking E pansion
WIRGINA DEPARTMEMNT OF F /] [ E2005-BUSP-414 /A / GRTC Bus Facilty, Richmond, Virginia

Project: |—VA-03-><>¢¢< W [T E2005-BUSP-415 / WA / Hampton Roads Transt New Maintenance Facilities |
4 [T E2005-BUSP-416 /WA / 1-86/Mienna Metrorail Accessibilty Improvements, Yingi

[T E2005-BUSP-417 /W4 / James City Caunty natural gas buses, Virginia

\

Talking Points l—
Overview: [T E2005-BUSP-418 /WA / Petersburg Multi-Modal Transportation Center, Yirginia
Talking Points: ™ E2005-BUSP-419 / WA / Patomac Yard Transit Way, Yirginia

[T E2005-BUSP-420 /WA / PRTC Bus Acquizsitions, Virginia
[T E2005-MwWST-055 / VA / Dulles Coridar Fapid Tranzit Project, Wirginia

[T E2005-MwWST-086 /WA / Marfalk, Yirginia, Light Fiail Transit Project
Place of Performance: | ™ E2006-MwST-062 / VA / Dulles Corridor Rapid Transit Prject, Virgiria
Congressional Interest Ii [T E2008-MwWST-063 /YA / Gainesvile-H aymarket WRE Service Extension

\ Expressed n:
Earmark Details: <_°

[ Earmark ID [ Earmark

rs| L | d

=R |@j l_ ’_ ’_ ’_ ré_ |‘_§ Local inkranet )
Figure 11
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5.

S

selecting the save or OK icon (see Figure 12).

Print Date: 8/21/2012
An amount can be applied to the Earmark by highlighting it and entering an amount in the Amount Applied field then

Number of Earmarks and Total Amount Applied are displayed for added earmarks.
Earmark Applied Amounts will be compared with Reservation amounts during FTA reservation process. The Earmark and

FTA amounts must match in order to complete the reservation process.

The GNS Release button (Send through Release Process) is disabled. The release process will become available after the

project is reserved.
Next, Click the Security tab

; TEAM-Web { Quality Assurance Database ) ¥A-03-XXXX - Microsoft Internek Expl

X

—loj
e B0 % | 20 £

Earmarks | Security °

Project Information
Seneral Control Totals LUZA/Cong Dist
1458 [VDR&PT
Recipient:

I\/IRGINIA DEPARTHMENT OF RAIL AND PUBLIC TRAMSPORTATION

Project:  |[VA-03:X¢¢  f|Dulles Comidor Metrorall Final Des

Talking Points I
Overview:
Talking Points: d

Place of Performance: |

Congressional Interest I

Expressed by /
Earmark Details: Number of Earmarks: | 2 Total Amount Applied: I $54,203,000.00
| Earmark ID | Earmark Name | Orig. Balance | Unreserved | Amount Applied |
E2005-MWST-055 Dulles Corridor Rapid Transit $24 500,000.000 $24 500,000.0 |$24,EDU,UDD_DI
E2006-MWEST-062 Dulles, t Rapid Transit $29.403 000.00) 52 .00 I$29,4D3,DDU_DI
Send through Release Process
[&] [T [ [ |5 N3 iocalintranet A

Figure 12
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o/

Security Tab

The Security Tab is only used for 49 USC 5307 - Urbanized Area Formula projects. *Note — Sec. of Statue is selected on the
General tab and can only be adjusted until a project number is assigned. There may be several 5307 Section of Statutes to select from
—action is required on the Security tab for any one of them.

1. If your project does not meet the criteria mentioned above, you will see the information on the security screen grayed out (see

the left side of Figure 13 below).

2. If your project meets the criteria mentioned above, you are allowed to enter information (see the right side of Figure 13).

3. You must select the “Yes’ or “No’ below the Project number and description. If you select ‘No’ you will see a message “At
least one check box must be selected”

4. Click the OK button and the message disappears.
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{2 TEAM-Web ( TEST Level 3/Quality Assurance Database ) 1234 TEST - {= TEAM-Web ( TEST Level 3/ Quality Assurance Database ) 1234 TEST - Windows Internet Explorer

rProject Information 'Project Information |DELETE||%&"@@|K"

General Control Totals UZA/Cong Dist General Caontrol Totals UZA/Cong Dist Earmarks Security |
728 TOBE SELECTED 728 TO BE SELECTED
Recipient: Recipient:
THIS VENDOR TO BE SELECTED BY COMPETITIVE BID THIS VENDOR TO BE SELECTED BY COMPETITIVE BID
Project: 1234 TEST Test Project: 1234 TEST Test
( Please select Yes or No below.
O Yes — We will expend 1% or more of the 5307 funds in this grant application for security purposes.
Please list security-related projects in the project budget and summarize them in the non-add scope code 991.
NOTE: Non-add scopes do not apply to ARRA grants.
< () No — We will not expend at least 1% of the 5307 funds in this grant application for security purposes.
[JT\No Deficiency found from threat/vulnerability assessment.
Windows Internet Explorer g|
\J

' At least one check box must be selected,
ey

v

,r" Trusted sites Ho100% v

Figure 13

5. If you highlight number 1. No Deficiency found from threat/vulnerability assessment (see Figure 14); you will see the
message “Grant applicant has conducted a threat and vulnerability assessment and finds there are no deficiencies that require
additional investment in security projects at this time.”, above the comments box.

6. If you check number 1 you will see the message above plus a message in blue that states: “Please use textbox below for
comments (optional)”

Chapter 4 Page: 20



TEAM-Web User Guide Print Date: 8/21/2012

= TEAM-Web { TEST Level 3 Quality Assurance Database ) 1234 TEST - Windows Internet Ex) = TEAM-Weh { TEST Level 3 Quality Assurance Database ) 1234 TEST - Windows Internet Exploren E]@El
'Project Information ‘IJELET#% % | 'Project Information |DELET4|% % IE | [gél ‘S)’;)l
General Contraol Totals UZA/Cong Dist Earmarks General Contral Totals UZAS/Caong Dist Earmarks Security ‘
728 TOBE SELECTED 728 TOBE SELECTED
Recipient: Recipient:
THIS VENDOR TC BE SELECTED BY COMPETITIVE BID THIS VENDOR TQ BE SELECTED BY COMPETITIVE BID
Project: 1234 TEST Test Project: 1234 TEST Test
Please select Yes or No below. Please select Yes or No below.
() Yes — We will expend 1% or more of the 5307 funds in this grant application for security|| ' Yes — We will expend 1% or more of the 5307 funds in this grant application for security purposes.
Please list security-related projects in the project budget and summarize them in the nony Please list security-related projects in the project budget and summarize them in the non-add scope code 991.
NOTE: Non-add scopes do not apply to ARRA grants. NOTE: Non-add scopes do not apply to ARRA grants.
© No —We will not expend at least 1% of the 5307 funds in this grant application for securf ) No — We will not expend at least 1% of the 5307 funds in this grant application for security purposes.
[1. No Deficiency found from threat/vulnerability assessment. 1. No Deficiency found from threat~ulnerability assessment.
[J2. FTA/TSA Security Action Items met. [J2. FTA/TSA Security Action Items met.
[]3. Other, please describe below. []3. Other, please describe below.
Please use textbox below for comments (optional).
[MGrant applicant has conducted a threat and vulnerability assessment and € Grant applicant has conducted a threat and vulnerability assessment and finds there are no deficiencies that require
additional investment in security projects at this time_ additional investment in security projects at this time_
4" Trusted site: ;9 Trusted sites *100% -
Figure 14

7. If you highlight number 2. FTA/TSA Security Action Items met; you will see the message “Grant applicant can answer
affirmatively to each of the FTA/TSA Security Action Items set out by FTA, and, hence, no additional investment in security
projects is required at this time. [Those items are described at http://transit-
safety.volpe.dot.gov/Security/SecurityInitiatives/Actionltems/actionlist.asp]”, above the comments box (see Figure 15)

8. If you check number 2 you will see the message above plus a message in blue that states: “Please use textbox below for
comments (optional)”
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f:” TEAM-Web ( TEST Level 3 Quality Assurance Database ) 1234 TEST - W f:‘ TEAM-Web ( TEST Level 3 Quality Assurance Database ) 1234 TEST - Windows Internet Explorer g@@l
'Project Information 'Project Information |DELET4|% % |@ | ERE([I Tof:“
General Control Totals UZACong Dist General Control Totals UZACong Dist Earmarks Security |
728 TO BE SELECTED 728 TO BE SELECTED
Recipient: Recipient:
THIS VENDOR TO BE SELECTED BY COMPETITIVE BID THIS VENDOR TO BE SELECTED BY COMPETITIVE BID
Project: 1234 TEST Test Project: 1234 TEST Test
Please select Yes or No below. Please select Yes or No below.
O Yes — We will expend 1% or more of the 5307 funds in this grant appf O Yes — We will expend 1% or more of the 5307 funds in this grant application for security purposes.
Please list security-related projects in the project budget and summa Please list secunity-related projects in the project budget and summarize them in the non-add scope code 991.
NOTE: Non-add scopes do not apply to ARRA prants. NOTE: Non-add scopes do not apply to ARRA grants.
% No — We will not expend at least 1% of the 5307 finds in this grant 4 & No — We will not expend at least 1% of the 5307 funds in this grant application for security purposes.
[J1. No Deficiency found from threatvulnerability assessment. [J1. No Deficiency found from threat~mulnerability assessment.
by (]2 FTA/TSA Security Action Items met. (12 FTA/TSA Security Action Items met.

[13. Other, please describe below. []3. Other, please describe below.
PDicase use textbox below for comments (optional).
ant applicant can answer affrmatively to each of the F Securir}mGiant applicant can answer affirmatively to each of the FTA/TSA Security Action Items set out by FTA . and. hence.

no additional investment in security projects is required at this time. [Thosq| no additional investment in security projects is required at this time. [Those items are described at hitp-//transit-
safety volpe.dot. gov/Security/SecurityInitiatives/A ctionltems/actionlist aspl|  safety volpe dot gov/Security/SecurityInitiatives/Actionltems/actionlist asp]

S Trusted sies o0 -

Figure 15

9. If you highlight number 3. Other please describe below; you will see the message “If 1 or 2 is not selected, select Other and
provide explanation below:” (see Figure 16)

10. If you check number 3 you will see the message above plus a message in red that states: “Explanation is mandatory. Please
use textbox below.”

11. If you select the OK icon without filling in the comments box you receive a pop-up message: “Text cannot be blank if No and

Other is selected.”
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(= TEAM-Web ( TEST Level 3 Quality Assurance Database ) 1234 TEST - (= TEAM-Web ( TEST Level 3 Quality Assurance Database ) 1234 TEST - Windows Internet Explorer (=17
rProject Information rProject Information |DELE14|%§ ||@ I :%I Vo“f:ll
General Control Totals UZA/Cong Dist General Control Totals UZA/Cong Dist Earmarks Security |
728 TO BE SELECTED 728 TO BE SELECTED
Recipient: Recipient:
THIS VENDOR TO BE SELECTED BY COMPETITIVE BID THIS VENDOR TO BE SELECTED BY COMPETITIVE BID
Project: 1234 TEST Test Project: 1234 TEST Test
Please select Yes or No below. Please select Yes or No below.
O Yes — We will expend 1% or more of the 5307 funds in this grant af O Yes — We will expend 1% or more of the 5307 funds in this grant application for security purposes.
Please list security-related projects in the project budget and sums Please list security-related projects in the project budget and summarize them in the non-add scope code 991.
NOTE: Non-add scopes do not apply to ARRA grants. NOTE: Non-add scopes do not apply to ARRA grants.
%) No — We will not expend at least 1% of the 5307 funds in this granf| ) No — We will not expend at least 1% of the 5307 funds in this grant application for security purposes.
[J1. No Deficiency found from threat/vulnerability assessment. [J1. No Deficiency found from threat/vulnerability assessment.
[[12. FTA'TSA Security Action Items met. [[12. FTA'TSA Security Action Items met.

[13. Other, please describe below. 3. Other, please describe below.
Explanation is mandatory. Please use textbox below.
If 1 or 2 is not selected. select Other and provide expl 3 If 1 or 2 is not selected. select Other and provide explanation below:

Windows Internet Explorer

! E Text cannot be blank if Mo and Other is selected,
.

1

J Trusted sites H100% -

Figure 16

Maintaining the Approved Project Budget

In carrying out the project, the Recipient agrees to comply with the constraints of the Approved Project Budget incorporated by
reference in its grant agreement or cooperative agreement. Furthermore, the Recipient must carry out project activities in a manner
consistent with the terms of the grant agreement or cooperative agreement through which Federal funding is provided.

The manner in which a budget is initially structured can facilitate or impede project management, particularly when unforeseen events

require changes in the project. Whether a simple budget revision may be permitted (with or without prior FTA approval) or whether a
formal amendment to the project will be necessary depends on the effect of the proposed change on the scope of the project.
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MEAM-Web Budgets

The FTA will use the TEAM-Web system to prepare budgets for various purposes.

As illustrated on the following pages, the TEAM-Web Budget screen contains a table in which entries for Scope and Activity Line
Item numbers, descriptions, quantities, amounts of FTA contributions, and Total Eligible Costs are shown.

The TEAM-Web system establishes two separate budgeting categories:

1. Project Budget (PRJBUD) - This category consists of information used to form the Project Budget that, when the award is
made, will constitute the “Approved Project Budget” for grants and cooperative agreements and will serve as the primary
budget for other FTA awards.

2. OTHER - This category consists of a variety of related or secondary budgets associated with the Project. In calculating totals
for the Primary Budget described above, the TEAM-Web system does not include amounts entered for Activity Line Items in
OTHER budgets. “OTHER” budgets can reflect Activity Line Items within the parameters of the Project that are not yet
included in the Project Budget. When forming the Project Budget, it is important to add OTHER Activity Line Items you
believe desirable. They can be moved to the Project Budget if funding becomes available.

Budget

1. After selecting your project, click on Budget on the Modify Applications sub-menu (see Figure 17).

2. The Budget screen will open displaying a list of Project Budget and OTHER Scopes and Activity Line Items, as well as a
table containing entries for Scope and Activity Line Item numbers, descriptions, quantities, amounts of FTA contributions, and
Total Eligible Costs. Notice that the Project Control Totals— Total FTA Amount and Total Eligible Cost — have carried
over from the Project Information screen and appear in the upper right of the Budget screen. Below them is a Difference line
where any differences between these totals and the cumulative amounts of activity line items (ALIs) are calculated. These
calculations are updated as Scopes and ALIs are added, deleted, or changed in the budget. A valid budget must show $0 in
differences, and have at least one Scope with one ALI.
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Main Menu - (Home)
Recipients
= Applications

[ Create Mew Project

[ Copy Project

[ Assign Project Number

=1 Application Reviewer

[ Submit Application

[ Create Amendment

1 View/Print

B Modify Application

[ Project Information
[ Budget

1 Milestones

1 Environmental Findings

[ Fleet Status
1 Application Reviewer
[ Comments/Concurrence

Review and Approval
Execution
Project Management
Funds Control
Funding Adjustments
Civil Rights
TEAM Administration
Dynamic Query
TEAM Documentation

[ Help Desk Information

= Exit

/€ https:/iftateamweb . fta. dot. gov/? dip==s==a = 0.4 TONEDA A0 A0 4 4 indorie Intosna S
'€ https:/iftateamweb.fta. dot.gov/?applndex=10&amendment_id=223356&project_id=fcontract_id=22... E]@

tBU]]GET( -1) 6 AOD | DELETE & | @B Ql%l@ I [g‘él \D{“
(1 PRJBUD
C1OTHER PROJECT CONTROL TOTALS: 0 $1,481.8633.00 $1,481,833.00
DIFFERENCE: 0 $1.481.833.00 $1.481.833.00
Scope/ALI: Details:
Std. Dese:
User Desc: | ‘
Fuel: ‘ |
. This budget has no scopes. It must hawve at least one
Reviewer
scope.
Messages:
Done J Trusted sites o 100% T
Figure 17

3. To add a Scope, first highlight either PRIBUD or OTHER, depending on what part of the Budget the Scope should fall under.
A list of Scopes and their corresponding ALIs appears in the left part of the screen. Scopes are denoted by a yellow “folder”
icon. (see Figure 18 below)

ok~

If you know the Scope number of the Scope to be added, click on the ADD icon at the top of the screen.
A blank row will appear. Click in the Scope part of the blank row and type in a new Scope number. When you press the tab

key or click out of the row, the Scope Description will automatically populate in the Scope Description field. To edit the
Scope Description, click in the field and replace the text, as appropriate.
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v 6. You can also add Scopes and ALIs by accessing the Budget Details screen and selecting from the Dropdowns. To do so,

begin by clicking on the Details icon at the top of the screen. (The Details icon is the magnifying glass.)

€ https:fiftateamweb.fta. dot.sov/7appindex=10&amendment_id=223356&project_id=kgpntract_id=22... [Z]@

QJLBUDGET( 1) a—> aon s B | 4 | 8| QQ @mﬂﬁ"

_1 PRJBUD
SIOTHER PROJECT CONTROL TOTALS: 0| $1481.833.00] $1.481.833.00

DIFFERENCE: 0 $1.481,833.00 $1.481,833.00

Scope Scope Description | Qity | FTA Amount | Total Elig. Cost |
[ o 50.00] 50.00|

Scope/ALL: Details:
Std. Desc:
User Desc: ‘ ‘
Fuel: | |
Reviewer This budget has no scopes. It must have at least one

Messages: SCODE

J Trusted sites +100% -

Figure 18

7. When the Budget Details window opens, select the new Scope by clicking on the drop-down menu. Scope MUST be selected
by clicking on the Scope dropdown list, located just above the list of folders. (see Figure 19 below)

8. The displayed set of folders can be opened to reveal sub-folders and/or ALIs. As you select a Scope and AL, use the top
arrow (pointing to the right) to build a budget that appears to the right in table form.
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v 9. When you have finished building the Budget Details, click on the OK icon to save your selections and return to the Budget

window.

; Budget Detail Lookup Window - Microsoft Internek Explorer

rBudget Details

&l

CRAMLE]

0K

1]

Scopes [ 4411 - UNIVERSITY RESEARCH °_;ﬂ@

C1100000-CAPTTAT -
C1300000-OPERATING ASSISTANCE
C1400000-PLANNING
C1430000-RURAL TRANSIT ASST PROGESA
S 435000-EURAL TRAMSIT ASST PROG.
P 435001-TRATNING
P 435002-TECHNICAT ASSISTANC
P 435003-TRANSIT RESEARCH
P 435004-RELATED SUPPORT SERVICT
P 435005-PROGEAM RESERVE
1 440000-PLANNING
1 500000-FEESEARCH/OVERSIGHT TRATNIN
1 600000-OTHER PROGRAN COSTS
23 700000-UNIVERSITY EESEARCH GEANT: |
1 200000-OTHER | _|;‘
>

Scope

Activity

Description

44110

435003

TRANSIT RESEARCH

|I=I£

|@ Cone

I_E|Q Inkernet

Figure 19

Print Date: 8/21/2012

**Note: ALI selections are not limited to those that match the first three digits of the Scope; however, they usually do match.

Following the Budget Detail instructions, continue by adding the following Scope and ALI combinations:

Scope ALI(s)
11100 111201, 111301
11400 114302
11700 117101
11900 119303
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v = Click the OK icon to return to the Budget screen.

The Scopes and ALIs selected in the Budget Details screen now form the basis of your budget, and appear on the left side of the
Budget page (see Figure 20 below). You now must add the FTA Amount and Total Elig. Cost for each ALI.

‘& https:fiftateamweb fta. dot.gov/?appIndex=%&amendment_id=232953& project_id=fcontract_id=232... [Z]@

BUDGET(-1) AOD DELHE” B (= Q&J@@J@l

C1PRJBUD
311100 PROJECT CONTROL TOTALS: 0  $1481.333.000 $1.481.833.00
P 111201 DIFFERENCE: 0 $1.481,833.00 $1,481,833.00
P 111301
£3 11200 | Actvity | ActivityLine tem Descripion | aty | FTaAmount | Total Elig. Cost |
P 114302 | 119303 [JCONSTRUCT LANDSCAPING / SCENIC BEAJD Js0.00 Js0.00 |
211700
P 117101
411900
P 119303
[ 1OTHER
11900  TRANSIT ENHANCEMENTS (BUS) | u| $0.00 $0.00
Scope/ALL: 119303 Details:

Sid Dese: | -ONSTRUCT LANDSCAFING / SCENIC

|CON5THLICT LANDSCAPING ISCENIC|
User Desc:

Fuel: ‘ v ‘

EReviewer
Messages:

Daone

J Trusted sites # 100% -

Figurve 20
1. Highlight ALI item 111201 (under Scope 11100) on the left side folder list. (see Figure 21 below)
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2.
3.
4.

o o

Click the FTA Amount field and enter $500,000.
Click the Total Elig. Cost field and enter $500,000.

Add the following amounts in the corresponding ALI lines:

Scope ALl FTA Amount Total Elig. Cost
11100 111301 $771,833 $771,833
11400 114302 $100,000 $100,000
11700 117101 $60,000 $60,000
11900 119303 $50,000 $50,000

Enter in an ALI justification, if required, in the Details text area.

Click the Save (diskette) icon to save your work.

If a scope or ALI is entered under the OTHER folder the totals are not deducted from the DIFFERENCE.

Print Date: 8/21/2012
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@https:Hftateamweh.fta.dot.govl?appIndex=Q&amendment_id=232953&project_id=&contr 2. E]@ﬁ
BUDGET(-1) oo | 4 [ 2| QS IR ‘%’f{’“
1 PRJBUD

T S911100 PROJECT CONTROL TOTALS: 0 $1.481.833.00 $1.481.833.00

» 1112014.0 DIFFERENCE: ] $0.00 $0.00
P 111307
—111400 Activity Activity Line Item Description CQity FTA Amount Total Elig. Cost
°< P 114302

— 11700

111301 JBUY 40-FT BUS FOR EXPANSION 0 $771,833.00 $771,833.00

B 117101
— 11900
~ P 119303
_1OTHER
11100 BUS-ROLLING STOCK | Ul $1,271,833.00 $1,271,833.00
Scope/ALL: 111201 Details:
Std. Desc: BUY REPLACEMENT 40-FT BUS
BUY REPLACEMENT 40-FT BUS
User Desc:
Fuel: ‘ w ‘
. Line item code 111201 requires that a quantity be ~
Reviewer i s
Messages: specified.
Line item code 111201 requires that a Alternative w
J Trusted sites 100% -
Figure 21

**Note: Each time an FTA or Total Elig. Cost Amount is added, the corresponding Difference amount will decrease (or increase).
After all ALI amounts are entered, the Difference amount should be zero in all three fields. If not, TEAM-Web will issue an error
message and prevent submission of the project.
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v 8. As you review the budget (see Figure 22), notice on two ALIs — 111201 and 111301 - that the Reviewer Messages area has

some entries. Not only is there a “balanced budget’ check in TEAM-Web, but there are Scope and ALI checks as well. For the
two problem ALIs do the following:

9. For Scope 11100/ ALI 111201 enter a quantity of 5 in the Qty field and select an alternative fuel code (AFC) of Diesel Fuel
from the Fuel dropdown.

10. For Scope 11100/ ALI 111301 enter a quantity of 10 in the Qty field and select Compressed Natural Gas as the AFC from the
Fuel dropdown.

11. The Budget page will then display $0 for the Difference amounts and have no Reviewer Messages — a valid application budget
that allows it to be submitted.
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‘€ https:/iftateamweb_fta. dot.govi?applndex=%&amendment_id=232953&project_id=&contract_id=232... E]@ﬁ

BUDGET(-1) oo B & | | QIS BRI E 2 "‘?Il
_IPRJBUD
111100 PROJECT CONTROL TOTALS: 0 $1.481.833.00 $1.481.833.00
P 111201 DIFFERENCE: 0 %0.00 50.00
P 111301
Sl | Activity | Activity Line ltem Description | aty | Frasmount | Total Eiig. Cost
P 114302 111201 IEUY REPLACEMENT 40-FT BUS 0 $500,000.00 $500,000.00
— 11700 111301 IBUYdDLFI’BUS FOR EXPANSION 0 £%21,833.00 5771,833.00
P 117101
—1 11900
P 119303 0
_1OTHER
11100  BUS - ROLLING STOCK | Dl $1,271,833.00 $1,271,833.00
Scope/ALL: 111201 Details:
Std Dese: | BUY REPLACEMENT 40-FT BUS
|BUY REPLACEMENT 40-FT BUS ‘
User Desc:
Fuel: ‘ il ‘
Reviewer ]'_ine_it_:em code 111201 require= that a guantity be |
Messages: specified.
Line item code 111201 reguires that a Alternative ]
J Trusted stes +100% T

Figure 22

12. Click the OK icon to continue with the next project application component, Milestones (see Figure 23 for illustration of

completed Budget screen).
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ghttps fiftateamweb.fta. dot.govi?appindex=%amendment_id=232953&project_id=tcontract_id=232.. E

BUDGET( 1) @IIEILIULH_I&J@UM@

1 PRJBUD
B 11100 PROJECT CONTROL TOTALS: 15|  $1481383300  $1.481.833.00
P 111201 DIFFERENCE: ] $0.00 $0.00
P 111301
411400 Activity Activity Line Item Description Qity FTA Amount Total Elig. Cost
P 114302
11700 111301 [BUY 40-FT BUS FOR EXPANSION 10 $771,833.00 5771,833.00
P 117101
2411900
P 119303
1 OTHER
11100  BUS-ROLLING STOCK | 15| $1,271,833.00 $1,271,833.00
Scepe/ALL: 111301 Details:

Std. Desc: BUY 40-FT BUS FOR EXPANSION

BUY 40-FT BUS FOR EXPANSION
User Desc:

Fuel: ‘ Compressed Natural Gas v ‘

Reviewer
Messages:

J Trusted sites +100% -

Figure 23
**Note on manual budget entries: For manual Scope entries in the Budget screen, click PRIBUD or an existing Scope, and then click

the Add icon. The Scope field in the budget table opens with an entry box. Click in the box and manually enter your Scope. Click in
another area, or <tab>, and the new Scope appears in the budget.
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Manual ALLI entries are similar. Click on a Scope that has no ALI, and then click the Add icon. A pop-up window appears, stating

‘Click OK button to add Scope or Cancel button to add Activity Line Item’. Click Cancel and the budget table provides an entry box
in the Activity field. Click in this box and type in the ALI. Click in another area or <tab> and the new ALI appears in the budget.
For a Scope with existing ALI(S), click on an ALI and then the Add icon. The Activity entry box appears without a prompt. Add the
new ALI.

There is also a Delete icon in this screen. After selecting a Scope or an AL, click on this icon to delete a Scope (and all of its ALISs)
or an individual ALI.

Milestones

1. From the main menu under Modify Application, click on Milestones (see Figure 24). Here you develop the initial Milestones
schedule for tracking budget activities. TEAM-Web will pre-populate five standard Milestones for rolling stock ALIs and a
Milestone or group of Milestones for other ALIs. You may add Milestones for other ALIs. You cannot delete standard
Milestones. Before a project application can be submitted, every Milestone, pre-populated or added, must have an estimated
completion date.

2. To complete Milestones, click in the Estimated Comp. Date field for each Milestone and provide a date. As a rule,
Milestones are meant to be chronological — 1 happens before 2, 2 before 3, etc. Fill in all estimated completion dates.

3. You may also provide text in the Milestone Detailed Description text area.
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3 TEAM Web Version 1.0 - Microsoft |

| CaR O [ [ 1 [ R O R O

/3 VA-90-0032 - Microzoft Internet Explorer

&] VA-a00032

Milestones @l@lﬁllﬁl@@m
Scope-ALT Seq Milestone Description Estimated | =
No Comp. Date
111201 1 |RFRIFE QUT FOR BID a
2 |CONTRACT AvWARDED
3 |FIRST BUS DELIWERED
4 |ALL BUSES DELIVERED
5 |CONTRACT COMPLETE =
11900 1 |RFPIIFB Issued
2 |Contract Award
3 |contract Complete
11120-111301| 1 |RFPIFB OUT FOR BID
2 |CONTRACT AWARDED -
Line Item: |1 11201 buy replacement 40-t bus

FTA Amount: |$1,4DD,DDD.DD Total Eligible Cost: |$1,?ED,DDD.DD CJuantity: |5

Milestone Detailed Description

[ |

=

& l_ E |4 Intemet A

Figure 24

Print Date: 8/21/2012

** Note: New Milestones are entered by clicking the ADD icon. You can then pick the activity for which you wish to add a
Milestone — project budget, Scope, or ALI level — from the ALI Key (dropdown/expandable field). Once added, enter a Milestone
Description and Estimated Completion Date. Click the Add Milestone button to complete the entry (see Figure 25).

4. Click the OK icon to save your changes and move onto the next application component, Environmental Findings.
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2} VA-90-0032 - Microsoft Internet Explorer

tMilestones

Scope-Al 3 Add Milestone - Microzoft Intemet Explorer —

EAEUSS R A dd Milestone

MMilestone Description I

Estimated I—
Completion Date

11900 ALI Eey ( Click to Expand — }lPrDjem Budget
O Tl
C Add Milestone |
11120-1113
Line Ttem: |@ Dane |_|T§|g It i

FTA Amount: [$1,400,000.00 Total Eligible Cost: [$1.750,000.00 Quantity: |5
MMilestone Detailed Description

B

|

/@] Done l_Elﬂ Internet é
Figure 25
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nvironmental Findings

From the Main Menu under Modify Application, click on Environmental Findings (see Figure 26). When this application was first
initiated (using the Create New Project feature), you needed to pick at least one of the four Environmental Finding Classifications as a
guide for the whole project. In this section, you now are required to provide findings at the activity level. A project application must
have at least one finding in order to allow submission. Based on the activity in the budget, and in federal regulations and guidelines,
you may need to add findings for certain activities. As with Milestones, Environmental Findings can be entered at the project budget,
Scope, and ALI levels.

<2} TEAM Web Version 1.0 - Microsoft Internet Explorer

a Environment Finding - Microzoft Internet Explorer =
I L
d| va-90-0032 @] oo s [ B 26
o i Line ltem: [PRJBUD  [ProjectBudget
m s
i HAchwty Line ltem ||# EFs || L !—B?BDDDD Total Higible Cnst:IWUQ?SDDD Quanﬁty:|15
= C1PRJBUD 1 —
i ¥ : Env. Findings Table | ppyironmental Finding #1 for ALT PRIBUD (Other)
@ ‘211100 0 J
&y » 111301 0 T||Other -]
411400 0
i > 114302 0
‘11700 0
| EFail 0 Environmental Finding D etails/Justification
2l 11800 0 =
s B P 119303 0
1 0THER 0
=
@ W4-90-0032 - |§1 |avascriptAppR eviewer) . — - l_Elg Internet -
Figure 26

1. Selectan ALI (111201 for example — see Figure 27) from the budget outline on the left.
2. Click the ADD icon, which displays an Env. Findings Table dropdown option.
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From the dropdown list, choose Class I, Class 11(c), Class 11(d), Class 11, or Other. Class I allows three EIS and ROD date
entries; Class Il(c) allows selections from twenty Categorical Exclusion Types; Class 11(d) allows selections from twelve
Categorical Exclusion Types; Class Il allows three EA and FTA Action date entries; and Other permits entry of an
Environmental Finding Details/Justification (as do the preceding four findings).

3.

No ok

For ALI 111201, choose finding Class I1(c), and then select type 17 from the Categorical Exclusions list.

If applicable, type in an Environmental Finding Details/Justification.

Repeat steps 2-5 as necessary.
Click the OK icon to save your changes and move onto the next application component, Fleet Status.

VA-90-0032

3 Environment Finding - Microsoft Internet Explorer

[ 0 et R 2

Line Item: [111201

[Activty Line hem ][ EFs]|

_I PRJBUD
P 111201
—111100
P 111301
11400
P 114302
111700
P 117101
11900
b 119303

_1 OTHER

1
1
0
1]
0
0
0
0
0
1}
0

|EIUY REFPLACEMENT 40-FT BLIS

FTA Amum:|1 400000 Total Eligihle cm:|1 760000 Qu.a.utity:|5

aEnv. Findings Tahle

Environmental Finding #1 for AT 111201 (Class I{c))

Select Categorical Exclusion Type

Ill}flass lig) =

™ Type 15: Alteration for elderly & persons w/f disabilities 2l
™ Type 16; Program Admin, & Operating Assistance
W Type 17; Purchase of wehicles

ﬁ ™ Type 18; Track & railbed mamtenancefimprovements
™ Type 19; InstallPurchase maintenance equipment

™ Type 20: Promulgation of rules and regulations

The purchase of vehicles by the applicant where the use of
these vehicles can be accommodated by exsting facilities
ot by new facilities which themaehes are within a COF

Ll flel

Environmental Finding Details/Justification

Justification.. e

L

’_ E |48 Internet 4
Figure 27

Print Date: 8/21/2012
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Fleet Status

Print Date: 8/21/2012

From the Main Menu under Modify Application, select Fleet Status (see Figure 28). You only need to complete Fleet Status if your
application for funding affects your fleet(s), such as when buying new, replacement, or spare buses, rail cars, or ferries. You can enter
up to seven Fleet Status reports for an application, one for each possible fleet type — Fixed Route, Paratransit, Light Rail, Commuter
Rail, Heavy Rail, Waterborne, and Other. You provide Before and Change figures for all Active and/or Inactive Fleets that will be

affected by this project. TEAM-Web then makes computations to complete the report(s).

Main Menu - (Home)
Recipients
B Applications

[ Create Mew Project

[ Copy Project
[ Assign Project Mumber
= Application Reviewer
= Submit Application
= Create Amendment
[ View/Print
B Modify Application
[ Project Information
[1 Budget
[ Milestones
=1 Enviranmental Findings
[ Fleet Status
=1 Application Reviewer
1 Comments/Concurrence
Review and Approval
Execution
Project Management
Funds Control
ing Adjustments
Civil Rights
M Administration
lynamic Query

TEAM Documentation
[ Help Desk Information

= Exit

= https:/iftateamweb.fta. dot.gov/? dbname =0nalitvG GUID=0LIAL ITY B96A790905R148RF3994R49CF4663DFA -

4} VA-90-0032 - Microsoft Internet Explorer

- Windows Internet Fxnlorer

Fleet Status

N> A

Fleet Status

Fleet Type:

% Fixed Route

Fleet Details

I. Active Fleet

A, Peak Reguirement

Before Change After

| -

" Pparatransit B. Spares || ] ||| ] | | 0
" Light Rail
Ao oy L | o | o | o
" Heavy Rail 0. Spare Ratio (B/A) [ 0% | 0% | 0%
" wWaterbourne .
 Other II. Inactive Fleet
A, Contingency || 0 ||| 0 | | 0
B. Pending Disposal (I ||| 0 | | 0
C. Total (A+5) [ o | o | o
Il Total (LC and ILC) | ] | ] | 0
|@ Dane |_|—é_|ﬂ Internet A
Figure 28

1. Choose a Fleet Type - Fixed Route for example (see Figure 29).
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v 2. Online A, in the Before column, enter your value — 200 for example. In the Change column, enter your value — 15 for
practice purposes. This respectively represents a current fleet of 200 buses and the 15 additional buses that will be purchased

if the application for funding is approved.

On line B, in the Before column, enter 40.

4. Lines C and D are calculated based on the previous entries. Note that if line D, Spare Ratio, has a resulting computation that is
greater than 20 percent, you should provide qualifying text in the Fleet Details tab.

5. Click the OK icon to save your changes and move onto the next application component, Comments/Concurrence.

w
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/4§ ¥A-90-0032 - Microsoft Internet Explorer

~ EE

Fleet Status %l @ E%ﬁl\f“
Fleet Status Fleet Details
Fleet Type: I. Active Fleet Before Change After
| A. Peak Requirement 2o0 | 15 || 215
¥ Fixed Route
" Paratransit B. Spares 40 I 0 I 40
" Light Rail
C o antar Pl © ol AR | 240 | 15 | e
" Heavy Rail D. Spare Ratio (B/A) | 200% | 0% [186%
" YWaterhbourne _
 Other II. Inactive Fleet
A, Contingency I 0 I 0 I 0
B. Pending Disposal | o |l o |] o
C. Total (A+B) | o | o | o
I, Total {1.C and ILC) | 2400 | 15 | @5
&] I_Elﬂ Internet

Figure 29

i

Print Date: 8/21/2012

** Note: The entire Fleet Status page may not appear in your browser window. If it does not, use the scroll bar on the right side of
your browser window, as you would on any standard Internet site.
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vleet Details Tab

Print Date: 8/21/2012

6. Click on the Fleet Details tab and you will see a memo text field. The user has the option to supplement the Fleet Status data
with additional information in this area (see Figure 30).

/2§ AK.-03-0034-00 - Microsoft Internet Explorer

Metsens & |EERE]

Fleet Status FleetDetailsa

[ -

l_l_ 25 Local intranet i

Figure 30
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&om ments/Concurrence

= From the Main Menu under Modify Application, select Comments/Concurrence (see Figure 31).

= At this point, five of the six sections under the Modify Application portion of TEAM are complete. The last option in this
section is ‘Comments/Concurrence’. As a Recipient user in building an application for submission to FTA, upon completion
of the application (or even before that time) you can mark your application ‘Ready for Proj # Assignment’ in the Application
Status section of the screen. An FTA-assigned project number is a requirement for submission.

= Another use a Recipient user will have for the Comments/Concurrence screen is that, at any time during work-up of the
application, FTA staff may provide comments on the application. Here the comments may be reviewed, and any suggested
additions or modifications may be made to the appropriate application section(s).
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enu - (Home)

reate New Project
y Project
[ Assign Project Number
[ Application Reviewer
[ Submit Application
[ Create Amendment
= View/Print
B Modify Application
[ Project Information
[ Budget
= Milestones
= Environmental Findings
[ Fleet Status
[= Application Reviewer
= Comments/Concurrence

Review and Approval
ecution
roject Management

Funds Control
Funding Adjustments
Civil Rights
TEAM Administration
Dynamic Query
TEAM Documentation

= Help Desk Information

= Exit

1€ https: //ftateamweb.fta. dot.gov/? dbname=0ualitvi D=0UALITY B9

e https://fta

HIDFA Windows In ) nlore

teamweb. fta. dot.gov/?project_id=2007 STP GRANT&appIndex=36... |~ |[0/53

Comments/Concurrence

Recipient: 1422

Project: 2007 5TP GRAN  FY2007 PREVENTATIVE MAINTENAMCE FLE

Amendment:

Caomrments

General Review
FTA Internal

DOoL

Conditions of Award

Select Comment Type #

FTA Project Description 0

| Comment

Entered:
Updated:
Comment By:

ConcurrencedAppraval | Summary |
] Brief Desc:
0
0 Comment On:
0 Activity:
| Application Status
L] Ready For Proj # Assignment
Return to Recipient
Ready for FTA Review

Application Complete

= Comment Text

BEAVER COUNTY TRANSIT AUTHORITY

Done

yf Trusted sites

o100 v

1290 record(s) retrieved. Project to select: Z007 STP GRANT

@ </ Trusted sites

e -

F

igure 31

1. Mark the Application Status ‘Ready for Project # Assignment.” (See Figure 32)
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2. Click the OK icon to save and exit the screen.

Print Date: 8/21/2012

3. TEAM-Web returns to the Project Query Results screen and you will notice that the Status is now ‘Pending
Submission/Project No. Requested’ in the Project Details section. Note that in the future this may have an e-mail notification

option.

& https://ftateamweb. fta. dot.gov/?project_id=2007 STP GRANT&applndexﬂﬁ.%

Comments/Concurrence

BRecipient: 1422 BEAVER COUNTY TRANSIT AUTHORITY
Project: 2007 STP GRAN  FY2007 PREVENTATIVE MAINTENAMNCE FLE
Amendment:
Comments Concurrencelifpproval | Summary |
Select Comment Type #
General Review 0 Brief Desc:
FTA Internal 0 - -
Conditions of Award 0 mment Ln:
DoL 0 Activity:
FTA Project Description 0
Comment | Application Status
™ | Ready For Proj #Assignmem<_°
Return to Recipient
Ready for FTA Review
Application Complete
Entered: _—_ﬂ Comment Text
Updated:
Comment By:
Done ,r'p Trusted sites FI00% T
Figure 32

Project Details

Project Number: [\/4-90-0032 [Fzoo1 CostCemter:  [e20-00
Agplication Type: [Paper Submitted: [
Entered: [ar2372001 d: I
Recip. Contact: | cuted: [
FTA Manager:  [JIM MUIR: FTaAmount: [ 1451833
Status: |Pendinq Submission/Project Mo. Reguested Total Elig. Cost: Im
Description: [tk

Recipient: |5523 _|PUSINESS MANAGEMENT RESEARCH ASS0, INC =
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Chapter 5 Change History

Version Date Description Change By

1.0 09/26/2007 | Initial Online Versions and updates Travis Klein

1.1 10/18/2005 | Formatting Changes and Updates Travis Klein,
Sonya Ransome

2.0 04/23/2007 | Major Formatting Changes and updates as Travis Klein

required

2.01 05/11/2007 | Reference updates Travis Klein

2.02 02/29/2008 | Minor reference and working modifications Travis Klein,
Patty String

3.0 8/24/2011 | Expanded Project Description text(SCR 3363) | Marbella Merlo

e Instruction for expanded text view in
Project Description

Print Date: 8/21/2012

* Note: previous versions of the online User Guide may have been updated as needed without consistent versioning. Some previous change versions may be omitted or estimated. Versioning shall be
consistent henceforth.
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Application Tools

Overview

This chapter will detail the following system parameters and features: Application Submission Requirements, Assign Project Number,
Application Reviewer, View/Print, Final Review/ Changes to the Application, Submit Application, and Create Amendment.

Application Submission Requirements

Within the TEAM-Web system, the term “submit an application” means that the Applicant’s authorized official has presented the
application to FTA through the TEAM-Web system.

An application is ready for submission when it:

(1) Has been assigned a Project Number by FTA,

(2) Accurately reflects your funding request, and

(3) Satisfies the TEAM-Web Application Reviewer requirements.

Assign Project Number

The Assign Project Number feature is an FTA-user-only feature. FTA assigns an official project number after receiving notification
from a Recipient of a request for one, or having noticed the request in the database. Once assigned, the Status of the project changes
to “Pending Submission/Project No. Assigned” in the Project Details. The application may now be submitted by the Recipient
(assuming all Application Reviewer checks are met).

The Assign Project Number window has several entry fields that may be updated. (The Recipient ID, Name, and Address fields may
not be updated in this window, however.) See Figure 1 below.

1. Check the Project Number, Section of Statute, Program Date, and Fiscal Year entry fields. Also, Check the Env.
Classification(s) displayed. Type in or select from the dropdown any changes for the appropriate fields.

2. For the Cost Center, the TEAM System defaults to “Not Selected.” For the OST Purpose, the TEAM System defaults to
“Undefined.” Select the appropriate Cost Center and OST Purpose from their respective dropdown menus.
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‘& https:/fftateamweb . fta. dot.gov/?ProjlD=1234 TESTazrantee_id=728&appindex... E]@
Assign Project Number [g‘él fl
Froject Detalil | Froject Description |
Recipient 1D: 728 THIS VEMDOR TO BE SELECTED BY COMPETETIVE BID
STREET ADDRESS
CITY MAKE _ 5T 20890 _ 0
Project Specifications: Env. Classification(s):
Project Number: | 1234 TEST Class | [EIS): NO  |w»
Program Date: || 12/12/2005 Class Il [CE): YES |+
Fizcal Year: 2007 [» Class 11l [EA]: NO
Cost Center: Mot Selected |» Other [4(f.106): | MO
OST Purpose: Undefined A
Sechtion of Statute: || 45 USC 5305 - Planning Programs/5303/5313b) hal
Action: State: 5T
) Input Specific Project Mumber Section 1D: ]
) Override with Mext Available Activity:
) Assign As Requested Sequence Number: | 0
Done (-'} Trusted sites o100% T
Figure 1
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v 3. There are three choices for assigning Project Numbers (see Figure 1 above). Click in the radio buttons to select the Action
you request and type in the requisite numbers and letters. The Section ID field indicates the account in which FTA maintains
funding for the Project. The Activity field indicates the type of project. Note: In all cases, the assigned Project Number must
be unique within the TEAM database. The options are as follows:

a. Input Specific Project Number - this assigns the number you enter in the Project Number entry fields (State, Section ID,
Activity and Sequence Number). Only certain Section ID’s are acceptable for the Section of Statute selected — the
system will prevent an improper entry and notify the user of the acceptable alternatives.

b. Override with Next Available - Finds the next available Sequence Number for the project, then assigns the project
number using your entries for the State, Section ID, and Activity entry fields.

c. Assign as Requested - Assigns the number displayed in the Project No. entry field. TEAM verifies that the project
number contains a State, Accounting Section (Section ID), Activity Code and Sequence Number in the required fields.

Once FTA has assigned the official project number and clicks on the Green OK checkmark, this official number will override the
generic/ temporary project number that was assigned in the beginning of the application. All future queries must use the official
project number, since the generic project name created by the recipient no longer exists in the database.

After the official Project Number is assigned, the status of the grant will become: “‘Pending Submission, Project Number Assigned’
(see Figure 2). The Recipient will now be able to submit the grant to FTA.

Project Details @

Project Number:  [yA-03-0035-00 [Fra004 CostCenter:  |s50-00
Application Type: |Electr|:|nic Submitted: I—
Entered: [4725/2004 Awarded: [
Recip. Contact:  |Betsy Massie 703-580-6113 Executed: [
FTA Manager:  |Elzine Burick (215) 656-7100 FTAAmount: | $462650400
Status: |Pendinq Submission/Praject Mo, Assigned € Total Elig. Cost: Im
Description: |FYD4 Fixed Guideway projects-RE

Recipient: [5348 . |POTOMAC AND RAPPAHANNOCK TRANSPORTATION =

Figure 2
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‘Application Reviewer

1.
2.
3.

4.

From the main menu click on Applications and query for a project (see Figure 3).

Print Date: 8/21/2012

Once you have your project highlighted, click on Application Reviewer.
A new window will open up notifying the user of whether or not there are any errors with the application. If no errors were

found, the user will get the message “Reviewer did not find any errors.” in the Reviewer Findings screen.

€ https:/fftateamweb.fta. dot.gov/? dbname=Quality& GUID-QUALITY_08BC36A00AE34CBCIFIICTID64EABSID - - Windows ... |~ |01/

Main Menu - (Home)

te New Projec.

[=1 Submit Application
[ Create Amendment
= View/Print

Madify Application
and Approval
an
Management

ntrol
Adjustments
Cwvil Rights

cumentation
Information

Proie Query Re iy Hext -+ |

If the user tries to utilize the Application Reviewer tool for an Executed project, they will get a message shown in Figure 4.

‘€ https://ftateamweb. fta. dot.gov/?amendment_id=2467 0 7&scopeonly=1&autocal. .. g [
&)
Reviewer Findings @l\ﬁj\ﬂ_‘:l
ERROR in Budget:
The budget control totals input on the project information screen are not equal to the sum of
all scopes in the detailed budget.
INSTRUCTIONS: Open the Project Information window and revise the control totals to
match the sum of all scope activity or open the Budget Details window reconcile the scope
data to the control totals..
ERROR in Budget: )
Error on Budget Line Item #1: PEJBUD-Project Budget
This budget has no scopes. It must have at least one scope.
ERROR in Milestones:
The application must have at least one Milestone.
INSTRUCTIONS: Open the Milestones window and add at least one milestone for the
application.
ERROR in Environmental Findings: |
The application must have at least one Environmental Finding.
INSTRUCTIONS: Open the Environmental Findings window and add at least one finding. ||
1 | [i]

1212007 AWarueu. T

Figure 3
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[~ _

Windows Internet Explorer

L] E This project or amendment has already passed all rules in the application reviewer,
L

Figure 4

View/Print

1. From the main menu click on Applications and query for a project (see Figure 5).

2. Once you have your project highlighted, click on View/Print.

3. A new window opens allowing the user to select, which features he or she would like to view.

4. You may select the features individually, or utilize the select all/select none buttons.

5. Click on Cancel if you would like to exit, or click on OK if you would like to proceed with your selections.

Chapter 5 Page: 8



TEAM-Web User Guide

Print Date: 8/21/2012

EAM-Web ( Quality Assurance Database ) - Microsoft Internet Explol ;lglil
Prolect Quei Results & ==
Project Number Description Rev.
3 TEAM Yiew,/Print {20 BUS PURCHASE) - Microsoft Internet Explorer
File Edit ‘View Favorites Tools  Help d
dmEach ~ = - @ ot | @Search [3] Favorites @Media @ | %v
View/Print Application =
& Submit Application 4
Amendment M
2 20 BUS PURCHASE  View
Select Parts to View:
I” Recipient Information I” Emvironmental Findings
Union Information Extended Text
I Project Information I” Fleet Status
Extended Text Extended Text
o Help Desk Infarmation I Budget WS
ol I Pending 'l General Comments J
'Other’ Scopes Internal Comments
Funding Sources Conditions of Award
Alternative Fuel Codes Comments to DOL
Extended Text FTA Project Description
Change Amounts [ Application Reviewer Findings
[” Milestones I” Current Quarter Narrative Report
Extended Text I” Agreement
_|@ Renfelelabes |@ Darie l_ l_ ré_ |° Inkernet Jj 7
|
Figure 5
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6. After clicking OK, a new window will replace the existing View/Print screen with the html document shown in Figure 6.
7. The user can now easily view the information on screen or in a hardcopy format by simply selecting print from the toolbar or

from the File drop down menu.

/) view Print - Microsoft Internet Explorer -0 x|
Fil View Faworkes  Toaols  Help |
GBack - = - (@D & | Qsearch [eiFavorkes fvedia % | BN S =1

LS. Department of Transportation Federal Transit Administration
Application for Federal Assistance

Recipient ID: 5179

Recipient Marne: CITY OF MIAMI BEACH

Project 1D:

Budget Mumber: 1 - Budget Pending Approval

Project Infarmation: Irnprowve air guality and maobility

Part 1: Recipient Information

Project Mumber:

Recipient ID: G179

Recipient Marne: CITY OF MIAMI BEACH

Address: 1700 CONVENTION CENTER DR 4TH FLOOR, MIAMI BEACH | FL 33139 0000

Telephone: (305) 535-9160

Facsimile: (305) 535-2157

Union Information -
[&] Done [ [& 4 mnternet Y

Figure 6
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Final Application Review — Changes to Your Application

CAUTION: After the TEAM-Web system submits your application to FTA; you may not modify it until FTA releases it back to you.
Consequently, even if your application complies with the Application Reviewer requirements when you develop it, you should review
it again and make any necessary modifications before submitting it to FTA.

1. To modify your application, see the Modify Application information that appears in the previous chapter (4). Also, check the
various indices of this User’s Guide as well as each Table of Contents for more applicable modification procedures.

2. If you modify your application, be sure that it complies with the Application Reviewer requirements before submitting it to
FTA. Information about the Application Reviewer is contained in this chapter (5) of the User’s Guide.

Submit Application

The following procedures apply to an electronic project. If you click on Submit Application for a paper project you will get a system
message notifying you that you need to go to the Review/DOL dates tool (previously the Review/Concur dates tool). The date for
paper projects can be manually entered in this screen in the “Application Submitted” date field — see Figure 7. The tool is located
under the Review and Approval section of the Navigational menu and is covered more fully in Chapter 6 of the User Manual.
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‘€ https:/iftateamweb.fta. dot.gov/7amendment_id=224386ficanEnterObDate=falsefirea. .. E]@

Review/DOL Dates

Recipient: |5568 STOME & WEBSTER

Project: DC-03-7468-05 PMOC FOR PITTSBURG PROJECTS

Amendment: PMOC FOR PITTSBURG PROJECTS

Background/Award |  DOL Centification |

Application Submitted: [ Je——

Award:
Agreement Executed By Recipient:
Date Sent for Release:

R

B S 28]

Comments: |Genera| Review - I.'J||I-—I'A Internal - U||Cnnditinns Of Award - U||DOL - E]”I—‘I'A Project Desc. - 0

Done

/7 Trusted sites F| 100%

-

Figure 7

Print Date: 8/21/2012

For an electronic project, under “Applications” in the Main Menu, query for a project that has not yet been submitted, but has a project

number assigned. Then click on the words ‘Submit Application’ (see Figure 8).
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@ https:/iftateamweb. fta. dot.govi? dbname=0ualityt GUID=0UALITY_08BC36A00AE34CECF93CB0D64EABD 38 - - Windows Internet Ex... [._HE]E
Main Menu - (Home) & Project Query Results &
2w Project AL-04-0007-00 UAH Intermodal Facility 0 e
& Copy Project AL-37-X006-02 Job Access in Rural Alabama 0
e AZ-90-X091-00 Oro Valley Transit Program 0
(= Assign Project Number CA-03-5001-00 PMOC for Regionll -Risk Assessment Study 0
[ Application Reviewer CA-26-0038-00 AVL System 0
= Submit Application CA-40-X018-00 Emergency Drills _ 0
e CA-90-2001-00 this project is created for testing only 0
=l Create Amendment CA-90-Y492-00 7 < 30" buses and 2 30" buses 0
= View/Print CA-90-Y530-00 Bus Acquisition 0
Modify Anplication CO-04-0022-00 Purchase Buses 0
p_.‘f_'_ o jF; - _| |CO-37-X028-00 JARC NIGHT SERVICE 0
E) Review and /g clrence CT-03-0097-02 NORWICH TRANSPORTATION CENTER 0
- CT-03-0107-02 Phase |-Garage Construction 0
CT-26-X002-00 Trolley Bus and Project Administrat 0 vl
&1 Reservations Project Details ,\
=1 Obligation/Award
e Project Number: AZ-90-X091-00 Fy2007 Cost Center: 789-00
1 Deobligation
Execufion Application Type: |Electronic Submitted:
Pri Management Entered: 2/28/2007 Awarded:
E:j;:j;;”mjn_l.. Recip. Contact: Rhonda Lugo 520-837-6688 Executed:
Civil Rights FTA Manager: FTA Amount: %60.000.00
TEAM Administration
Dynamic Query Status: Pending Submission/Project No. Assigned Total Elig. Cost: $63.627.00
TEIEﬁPEL.TFFDEEH Infarmation Lemciplar Oro Valley Transit Program
& Exit ) Recipient: 1667 |_|CITY OF TUCSCHN
163 record{s) retrieved. Project to select: CO-04-0022-00 P + Trusted sites H100% -

Figure 8
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1. The Submit Application screen gives basic header information for the project and below that a scrollable field that captures
all of the application’s details (see Figure 9). At the bottom of the screen appears the Official’s Name and Title with a PIN
entry box where the official types in his/her PIN and clicks the Submit button. A user must have an active PIN with
submission rights to the application record in order to submit the project for FTA review. Once the Submit button is clicked a
new screen appears notifying the user of successful submission.

2. Click Close and TEAM-Web returns to the Project Query Results page. The ‘Status’ of the project in the Project Details now
shows ‘Pending Application/Ready for FTA Review.” The application is now closed for Recipient modification to allow for
FTA’s review.

Submit Application

Recipient: |1 458 IGREATER RICHMOMND TRANSIT COMPANY

Project:  [\/A-90-<203-00 | [Buses, Maint, Facility, Prev. Maint

Amend: |Buses, Maint, Facility, Pres. Maint

User: |LUSKM |Mark Lusk

hpplication for Federal Assistance il Information
1

Recipient ID @ 1453 Project VA-90-X209-00 successfully submitted.

Fecipient Natme: GREATER RICHMOND TRANSIT COMPANTY

Froject ID : VA-90-Zz09-00

Budget MNuwber : TED

Project Information: Buses, Maint, Facility, Frewv. HMaint Close

Part 1: Recipient Information

=
TO THE BEST OF MY KNOW1EDGE AND BELIEF, ALL DATA ENTERED ARE TRUE AND CORRECT.
SUBMISSION OF THIS APPLICATION IS DULY AUTHORIZED BY THE APPROPRIATE GOVERNING
OFFICIALS OF THE APPLICANT AND THE APPLICANT WILL COMPLY WITH THE CERTIFICATIONS AND
ASSURANCES IF THE FEDERAL ASSISTANCE IS AWARDED.

Please note that this verfication is being recorded under the name of:

Officials Name: |Mark Lusk
Title: |He|p Desk Specialist PIN: Submit I

Figure 9
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. Create Amendment

If the user wants to make a significant change in how a project’s funds are used, or in the quantity of assets to be acquired, he or she
must create an amendment. An Amendment is needed when you want to increase or decrease funds for the project, increase or
decrease the duration of a project, for changes in the Scope of a project, or for other administrative reasons. Note that a change in the
federal/local share ratio requires a full amendment to the grant agreement.

1. From the navigation menu under Applications (see Figure 10), enter the project number and query it. Click Create
Amendment. TEAM-Web will automatically assign an amendment number.

Click Project Information under Modify Applications.

In the General tab, enter the amendment description in the entry field next to the project number.

Select the amendment reason from the drop down list

Enter a detailed description for the amendment in the project description box at the bottom of the screen. You can also expand

the text box by clicking the expand text box icon: =

arwN
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€ https: /fftateamweb. fta. dot.gov/? dbname =Quality&GUID=QUALITY _03BC 36A00AE34CBC9F93CBBD64EABS38 - - Windows Internet Ex... |~ |0/

Main Menu - (Home) € ntps: /iftateamweb. fta. dot.gov/?appIndex-62&amendment_id-246317&contract_id-239140&AlowG... - || 0/53

Recipients
= Applications Project Information DELETE gﬂ:&“"%j@ | [a&l }:“ N
]

] Create New Project

: UZA/Cang Dist Securit
[ Copy Project (General | Control Totals | ong Dis | Earmarks | iy

1 Assign Project Mumber 1725 ALASKADOT

. e Recipient:
[ Appiication Reviewer ALASKA DEPARTMENT OF TRANSPORTATION AND PUELIC FACILITIES
[ Submit Application Project: | ~/-03-0073-02 | | 04.05.06.07 5309NS Vsl Refurb & des
[ Create Amendment
& View/Print Project Type: || Grant Award M| Rec by State: |:| ;
EO 12372 OYes ONo

El Modify Application NewiAmendment: | Amendment |v | o e

= Project Information
e
Recip. Type: State Agency Rev Date: I:I _]
W

Sec of Statute:

Amend Reason: || Other

[ Budget
= Milestones

&1 Environmental Finding
Planning Grant: O Yes & No

= Fleet Status Fed Dom Asst# 20500 - Federal Transit_Capital Investment Grants

= Application Reviewer |MREALGVL 1 E \Amy Changchien 206.220 4464 | Program Date: 6/30/2006

PP | Recip Contact: |Jim Potdevin 907.465.5864 | Program Page:
State Appl ID: | | Application Type: (O Paper (©) Elect

Review and Approval

Execution Est StartEnd: | -] | AS';“““"““' Yes No

Project Management

Funds Control Froject Description

Funding Adjustments Blaska Marine Highway System Annual Vesse furbishment E

Civil Rights 6

= TEAM Administration AMENDMENT 2 INFORMATION: [se]

Dynamic Query
< 1 | Done " Trusted sites o0 v
1306 recordis) retrieved, Project to select: Ak-04-0001-01 L—ﬂ f Trusted sites o0 v

Figure 10
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~

In the Control Total tab, enter changes to the amount totals as needed (see Figure 11).
Click OK to save changes.
Before submitting, make any other changes to the Project Information, Budget, Milestones, Environmental Findings, and Fleet

Status.

Print Date: 8/21/2012

When complete, and after approved for submission by FTA, PIN the amendment using the process for submitting a new

application. Once awarded, the Recipient executes the award using the same process used for new projects.

€ nitps: liftateamweb. fta_dot.gov/?applndex=62Gamendment_id=246317gcontract_id=2391408AlowG. .. |- |0/

IProject Information DELETE % %JIE&J ‘Eﬁ;’j—d

General Caontral Totals UZA/Cong Dist | Earmarks | Security
1725 ALASKA DOT
Recipient:
ALASKA DEPARTMENT OF TRANSPORTATION AND PUBLIC FACILITIES
Project: | | 04.05.06.07 5309NS Vi Refurb & des |
Amendment Project
Gross Project Cost: $9375.000.00 §28,084.949.00 | Special Condition:
Adiustment Amt: | s0.00 $0.00 Spec Cond Tgt Date: |:|
Total Eligible Cost: %9 375.000.00 £28.084 94900 Spec Cond Eff Date:
Total FTAAmoUnt | $7500,000.00|  $22.467.959.00 EstOblig Date:
Total State Amount: | $1,875,00000 $5,616,990.00
Pre-Award Authority:
Total Local Amount: | $0.00 | $0.00 re-Awar rity: &) Yes O No
Fed Debt Delinquent: ) Yes &) No
Other Federal Amt:
| $ﬂ'ﬂﬂ| 50.00 Final Budget: O Yes @No
Special Cond .hmount:| +0.00 | £0.00

Federal Debt Delingquency Detail

/7 Trusted sites + 100%

-

Figure 11

Chapter 5 Page: 17



TEAM-Web User Guide

Index

Activity, 6

Application, 1,4, 7,11, 12, 14
Application Reviewer, 4, 11
Assign Project Number, 4

B

Budget, 17

C

Control Total, 17
Cost Center, 4
Create Amendment, 4, 15

& 1]

electronic project, 11, 12
Env. Classification, 4
Environmental Findings, 17

. 1]

Fiscal Year, 4
Fleet Status, 17
FTA, 4,6, 11, 14, 17

M I

Milestones, 17

Print Date: 8/21/2012

I < W——

OST Purpose, 4

. pr ]

paper project, 11

PIN, 14, 17

Program Date, 4

Project Information, 15, 17

. r ]

Recipient, 4, 6, 14, 17

s ]

Section ID, 6

Section of Statute, 4, 6
Sequence Number, 6
Submit, 4, 11, 12, 14

T ]

TEAM-Web, 1, 4, 11, 14, 15

v ]

View/Print, 4, 8, 10

Chapter 5 Page: 18



TEAM-Web User Guide

TEAM-Web User Guide

Chapter 6
FTA Review and Approval

By:
QSS

Version: 2.05
Date: 04/29/2008

Print Date: 8/21/2012

Chapter 6 Page: 1



o/

TEAM-Web User Guide

Chapter 6 Change History

Version Date Description Change By
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1.1 10/18/2005 | Formatting Changes and Updates. Updates Travis Klein,
to Comments/concurrence and Review/DOL | Sonya Ransome
Dates

2.0 04/23/2007 | Template to perform Major Formatting Travis Klein
Changes and updates as required

2.01 05/23/2007 | Continued to perform Major Formatting Travis Klein
Changes and updates as required

2.02 05/24/2007 | Formatting and indexing Travis Klein

2.03 02/26/2008 | Shared state code update and formatting Travis Klein

2.04 02/27/2008 | Minor modifications Travis Klein,

Patty String
2.05 04/29/2008 | Reservation account notes for amendments Travis Klein

Print Date: 8/21/2012

* Note: previous versions of the online User Guide may have been updated as needed without consistent versioning. Some previous change versions may be omitted or estimated. Versioning shall be
consistent henceforth.
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FTA Review and Approval

Overview

This chapter will detail the following system parameters and features: the review and approval process, Comments/Concurrence,
Review/DOL Dates, Reservations, Obligation/Award, and Deobligation. The majority of the features discussed in this chapter are
going to be for FTA users only.

FTA's Review and Approval

FTA staff will conduct a preliminary review of the application for conformance with FTA program requirements. After the Recipient
has submitted its application through the TEAM-Web system, FTA will use the Review and Approval windows to review it.

The most current edition of FTA Circulars will provide guidelines for the preparation of project applications authorized by FTA’s
programs.

Certain application processes and functions (e.g. STIP and UPWP approvals, state allocation of Section 5303 formula approvals,
flexible fund transfers, etc.) must be performed outside the TEAM-Web system. The results of those processes and functions will be
reflected in the Comments/Concurrence windows.

Comments/Concurrence
FTA may record comments regarding the application, at any time, until funds for the Project have been awarded.

FTA’s comments may generally or specifically address one or more review areas. The five categories of FTA comments include:

1. General Review: Typical examples include requests to the Recipient for:
a. additional information or documentation
b. modifications to the application
c. requests for project changes
2. FTA Internal: Comments to be viewed by FTA staff only — Concurrence/Approval stamps are automatically populated here
as well.
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v 3. Conditions of Award: Special conditions, requirements, or other provisions intended to be included
in the Grant Agreement or Cooperative Agreement
4. DOL: Comments to the Department of Labor — the only Comments DOL users may view
5. FTA Project Description

If your application requires modifications, FTA will release it for changes. See previous chapters (primarily chapter 4) on how to
“Modify Application” to make the requisite changes.

The following describes how to view the Comments/Concurrence window to see if any comments have been posted to your Project
and how to retrieve and review those FTA Comments.

Comments Tab

1. The Comments/Concurrence screen defaults to the “Comments” tab. The active comment type is highlighted in a light blue as
seen in Figure 1.

2. The Brief Descriptions of each Comment Type are listed under the Comment table

3. The remaining details of the highlighted comment can be seen throughout the screen including: Brief Desc., Comment On,
Activity, Comment Text, Entered, Updated, and Comment By.
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% TEAM-Web { Quality Assurance Database } AL-03-0061-00 - Micro:

=10l x|

Comments/Concmrence

Recipient: I'I 019

Project: |AL—I33-EIEIE1-EIEI |Purchase Cne 1950s Remanufactured B
Aanendment: I
Comments | ConcurrencefApproval | Summary |
Select Comment Type #
General Review 2[* 1 Brief Desc:  [/ehicle function / purpose
FTA Internal 0 . ol - J
Conditions of Award i omme n: I g6t Status
Dol 1 Activity: | =]
FTA Project Description O 2
Comment Application Status
Vehicle function ! purpose I Return to Recipient
StartEnd Date ¥ Ready for FTA Review

Entered: IE,."1 82004
Updated: IE,."1 8/2004

[ Application Complete 2

Comment Text /

(bhelow)

This comnent ha= been ﬂ
appropriately addressed and

resolved. LJL-5/18/04

Comment By: |Le|:|nard Lacour

[l

NEEEEET

|CITY OF MONTGOMERY -Montgomeny Area Transit System

|§b| Dane

’_ I_ I_ |4 Internet

Adding or Deleting a comment (See Figure 2):

Figure 1

Print Date: 8/21/2012

1. Toadd a comment, simply select the Comment Type that you would like to add by clicking on that type in the Select Comment

Type field
2. Click on the “Add” button
3. Type in your Brief Description
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o/

Select the subject of your comment in the Comment On field

Select the Activity (if necessary)

And add your comments in the Comment Text field

You may view or modify your Comment Text in a larger screen by clicking on the document icon in the upper left hand corner
of the Comment Text field (circled in the illustration)

To Delete a comment, simply select the comment (click on to highlight) that you would like to delete in the Comment table

9. And click on the Delete button found at the top right portion of the screen

No ok

o
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/2 TEAM-Web ( Quality Assurance Database ) AL-D3-0061-00 - M =10] x|

Comments/Concurrence &J ﬁl@lﬁjﬁl

Recipient: |1 014 |CITY OF MONTGOMERY -Montgomeny Area Transit System

Project: |AL—IZI3—EIEIE1—EIEI |Purchase One 1950s Remanufactured B

Amendment: I
Carmments | Concurrencedfpproval | Summary |
Select Comment Type #
General Review 2% 1 Brief Desc: |Vehicle function { purpose D 3
FTA Internal a C nton: [ 5 J
Canditions of Award 0 omment n: I =et Staius N 4
DoL 1 Activity: | | - 5
FTA Project Description O P 8
Comment Application Status
Yehicle function ! purpose ™ Return to Recipient
StartEnd Date v Feady far FTA Review
[T application Cormplete
6
Entered: |—5.-"1 5/2004 Comment Text /
3 comrent (below) has been il
Updated: |5,-"'I g/2004 appropriately addressed and
resolved. LJL-5/13/04
Comment By: |Leu:|nard Lacour ;l
|&] Done [ [ |4 nternet 4

Figure 2

Figure 3 displays the expanded view of the Comment Text field. Changes can be made directly to the expanded text view if desired
by directly typing in the window and then clicking on the Save Button. The Save, Cancel, or “x” buttons within the expanded view
box will close the View Text window.
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3 TEAM-Web ( Quality Assurance Database ) AK-90-X029-00 - Mic

=10 x|

Comments/Concurrence &J @l@@mm

Recipient: |1 734 |Fairbanks Marth Star Borough

Project: IAK—E’I [==029-00 ICDDrdinﬁted Transporation Program

Amendment: I

Comments | Concurrence/&ppraval | summary |
View Text Hi=] E

FPreliminary TEAM Coments
Application No: AE-90-X0Z9

Program

Entered: I3,.-'1 202004

Date: 3fi1z/04 Save
L ) Cancel

To: Soott Williams, Fairbanks North 3tar Borough —_—

[auH Jennifer Bowman, Max Lyon, Pat Hendrix

From: Tina Frost

Fe: Fairbanks North 3tar Borough

Project Purpose: Coordinated Transportation

[

Comment Text

Updated: I

Comment By: ITina Frost

3/1z/04 i’

Soott Williamws,
Fairbhanks North Star Borough LI

&) l_ l_ l_ |4 Internet

i

Figure 3

Print Date: 8/21/2012

There is a clear audit trail as to when a comment was created, who the comment was created by, and when the subsequent updates

were made to the comment (if any). The referenced area is circled in Figure 4.

1. The very first General Review comment will trigger the entry of the “Review Comments to Recipient Date” on the Summary

Tab
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Print Date: 8/21/2012

2. When the application has passed the reviewer and been marked complete under Application Status, an internal comment with
an approval stamp and date will be created for “Transportation Program Specialist” and the approval (current) date will also

populate on the Summary tab

3. If the Application Status is changed to Return to Recipient, then an internal comment is created to track this as well

3 TEAM-VWeb { Quality Assurance Database ) AK-90-X029-00

=10l

Comments/Concurrence

&) wlsd R

Recipient: |1 734 |Fairbanks Marth Star Boraugh

Praject: |AK—SD—><DEEI—DD |Coordinated Transportation Prograrm

Amendmeni: I

Select Comment Type #

Comments | Cancurrence/Appraval |

Surnmary |

1 General Review 2 Brief Desc: ICDmments e
FTA Internal 1\lq¢— 2
Conditions of Award 2 Comment On: I j
DoL 3 Activity: | =

FTA Project Description 0

Comment
comments 3M 2
grantee response

Application Status

™ Return to Recipient €¢——— 3
V¥ Readyfor FTA Review

[ application Cornpletey 2

/3 TEAM-Web { Quality Assurance Database ) AK-90-X029-00 1Ol x|

Comments/Concirrence &J Iﬂ"@l@

Recipient: |1 734 |Fairbanks Marth Star Boraugh

Project: |AK—9IJ—><029—DD |CDDrdinated Transportation Pragram
Amendmeni: I

Comments Cancurrence/Appraoval Summary

Summary View of Concurrence/Approval Dates

l Planning: 121182003 |FTA Emvironment Concurrence: a/2002004

FTA STIP Approval: 121952003
Review Comments to Recipient: 322004 FTA UPWP Approwval:

Transport. Program Specialist: ; FTA Headquarters Review: I:I

FTA Civil Rights Concurrence: | 4/24/2004 Regional Admin Approval;
FTA Engineering Concurrenget FTA Administrator Approval:
Entered:  [3/12/2004 &l Comment Text 2
Date:  3/12/04 i’
Updated: I
- To: Socott Williams,
ment By: |T|na FrDSt/ Fairhanks North Star Borough ;I
|&] Done [ [ [ |4 internet 4| |&] bone [ | |4 mtermet v
Figure 4

Concurrence/Approval Tab

The Concurrence/Approval Tab can be viewed in Figure 5. This screen allows the FTA user to select a Concurrence/Approval type,
enter and approve the date of the concurrence, and enter any desired text. Transactions are recorded and tracked in a variety of ways.
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3 TEAM-Web { Quality Assurance Database ) AL-03-0061-00 - Mi

Comments/Concurrence &J @”@@Iﬁjlil

Recipient: |1IZI19 |CIT“HDFMDNTGDMER‘Y’—MnntgnmeryAreaTransitSystem
Project:  |AL-03-0061-00  |Purchase One 1950s Remanufactured B

Amendment: I

Comments Concurrence/Approval Summary |

Concurrence/Approval Type Approval Date

Select an Approval Type

Concurrence/Approval Comments

& Comment Text

Entered: I = _|
Updated: I

Comment By | =]
|&] Done I_I_’_|ﬂ Internet G
Figure 5
1. Begin by selecting a Concurrence/Approval type by clicking on the drop down arrow, then selecting one from the list (simply
click on your selection — See Figure 6)
2. If a date/comment is already recorded for that Concurrence, then the appropriate information will be displayed (Comment

Text, Entered Date, Comment By, etc.)
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Print Date: 8/21/2012

Select a Concurrence/Approval Type without any information (FTA Headquarters Review for example) and enter in an

Approval Date (it may not be a future date)

Clicking on the “Today” button will automatically enter in the current date for you
If you are satisfied with the date you have entered, click on the “Approve” button

2} TEAM-Web ( Quality Assurance Database ) AL-03-0061-00 - Microsoft Intern =lo] =]
|C omments/Concurrence % | FIDDl nELEqM I E%‘él "g:l
Recipient: |1 018 |CIT“( OF MOMTGOMERY -Montgamery Area Transit System
Project: |AL—IZIS—EIEIE1—EIEI |F"ur|:haae Cne 19505 Remanufactured B
Amendment: I

Comments ConcurrencedApproval | Summary |
Today
Approve
Flanning
Dperations
Dewvelopment
FTA Civil Rights Concurrence
FTAEngineering Cancurrence
FTA Environment Concurrence
FTA Legal Concurrence Comments
FTASTIF Approval —
! FTA UPWE Approwval Comment Text
LS I_ FTAHeadguaners Review = |
Updated: |
Comment By: | -
|£] Done [ || 4 1neernet 4
Figure 6

Chapter 6 Page: 12



TEAM-Web User Guide Print Date: 8/21/2012

VCIicking on the approval button triggers a number of actions that both record data for audit purposes, but also reduces the need for
redundant data entry. Note: until you save by clicking on the Diskette (save only) or Green OK check mark (save and exit) buttons
you still have the capability to remove the date stamps.

You may click either the Cancel (discard changes and exit) or the Discard Changes (remove changes only) buttons. You must save the

changes for them to remain) &

1. The “Entered” date is populated with the current date and the “Comment By” field is populated with the user name of the
individual approving the Concurrence (see Figure 7)

2. An Approval Stamp with the date you entered into the approval date (i.e. not necessarily the current date) will appear in the
Comment Text field.

3. If you were to update your comments, an “Updated” date would appear as well as an updated Approval Stamp in the Comment
Text.

4. You may remove some of the approval stamps in the Comment Text, but one will always remain
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=10l x|

; TEAM-Web { Quality Assurance Database ) AK-90-X029-00 -
Comments/Concurrence % | HDDl DELET 4@ I A I |

Recipient: |1 734 |Fairbanks Morth Star Borough

Project: |AK—E’IIZI—><EIEEI-EIEI |CDDrdinated Transportation Program

Amendment: I

Cormments Concurrencefdpproval sUmmary |

Concurrence/Approval Type Approval Date

|| FTA Headgquarters Review ||5,f:25;:znn4 T
Entered: I—E,-"ZE,-"ZEIEM _;_ﬂ Comment Text
Approwval Stamp 5/25/2004

Updated: |5f25f20|:|4 < 3~ »|updated Approval Stemp 5f25f2|:uzur1

Comment By |Trav|s Klein

Concurrence/Approval Comments 2
T Comment Text /

Entered: IE,.I'EE,-"ZEIEIdl “— 1] -
Approval 3tamp 5/25/2004 ;I
Updated: | /

Comment By: |KLEINT
/

I_ I_ I_ |4 Internet v

€]
Figure 7

5. An “Internal” comment is created on the Comments tab (See Figure 8)
6. And the date is recorded to the corresponding date field on the summary tab
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/) TEAM-Web { Quality Assurance Database ) AK-90-X029-00 i (=30 2} TEAM-Web ( Quality Assurance Database ) AK-90-X029-00 - o [m]
Comments/Concurrence % AOD) MI@&J@ Comments/Concurrence % | DD DELE @Iﬁlﬁ
Recipient: |1 734 IFairbanks Marth Star Baorough — Recipient: |1 734 |Fairbanks Morth Star Barough -

Project: |AK—E’ID-><E|29-EID |Coordinated Transportation Program Froject: |AK—9EI-><D29-DEI |Courdinated Transportation Frogram
Amendment: I Amendment: I
Comments | Concurrencef&pproval | Summary | Comments Concurrencel/Approval Surrmary

Select Comment Type #
General Review 2 Brief Desc: |l——I'A Headguarters Rewview

FTA Internal 2 c ot O J
Conditions of &ward 2 omment n: I

Dol 3 Activity: | j Planning: 12192003 |FTA Environment Concurrence:|  5/20/2004
FTA Project Description 0 Operations: I:I FTA Legal Concurrence: I:I

Summary View of Concurrenceiipproval Dates

Comiment Application Status Developrment: [ ] FTA STIP Approval: 12/19/2003
funds transferred :: Return to Recipient Review Comments to Recipient:| 311 22004 FTA UPWP Approval:
i v Ready for FTA Review <
7 U5 P BRSNS SR i Transport. Program Specialist: FTA Headqguarters Review: 5i25/2004€

[~ application Complete
5 FTA Civil Rights Concurrence: | 52472004 | Regional Admin Approval: | |
FTAEngineering Concurrence: [ | FTA Administrator Approval: [ |

Entered: I—S,-“EE,-’EIJM _‘—_ﬂ Comment Text
Approval Stamp 5/25/2004 =]
Updated: |5,-"25,-"2|JEI4 Updated Approval Stcamp 5/25/2004
Comment By: |Travis Klein =l
|-.@ Done l_’_|_|e Internet 4 |&] pane |_|_|_|% Inkernet 4
Figure 8

Only users with specific role ID’s can enter FTA Civil Rights Concurrence and FTA Legal Concurrence dates. A user trying to
approve a date who does not have the necessary rights will see one of the pop up messages detailed in Figure 9.

After clicking ok within the message box, the date field will return to its previous value.
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Concurrence/pproval Type Concurrence/fpproval Tynpe

FTA Civil Rights Cancurrence FTaA Legal Concurrence

Microsoft Internet Explorer Microsoft Internet Explorer |

‘fou do nok have the proper authority to update the Civil Rights Concurrence Date, ‘You do nok have the proper authority to update the Legal Concurrence Date,
For Further guidance please contack your local security officer or the TEAM Helpdesk Far Further guidance please contact vour local security officer or the TEAM Helpdesk

Figure 9

Summary Tab
Figure 10 is an image of the Summary tab of the Comments/Concurrence tool. All of the dates are read only in this view. The dates
are automatically updated using tools on the previous two tabs (Note: Once a grant is awarded, the concurrence dates will be locked

as read only).

This tab allows the user to get a broad view of which Concurrences have approval dates and what those approval dates are without
having to click on each comment individually.
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/3 TEAM-Web ( Quality Assurance Database } AL-D3-0061-00 - ¥

=101x]

Comments/Concurrence &J @ll@l@&l\ﬁl

Project:

Recipient: |1 014

|CITY OF MONTGOMERY -Monmtgomeny Area Transit System

[AL-03-0061-00  |Purchase One 1950 Remanufactured B

Amendment: I

Comments

Planning:
Operations:

Development:

Concurrencedspproval Surnmary

Summary View of Concurrence/Approval Dates

A1 72004 |FTA Enwironment Concurrence:| 571772004

Review Comments to Recipient: FTA UPWP Approval: I:I
Transport. Program Specialist: I:l FTA Headqguarters Review: |:|
FTA Ciil Rights Concurrence: I:l Regional Admin Approval: |:|
FTA Engineering Concurrence: I:I FTA Administrator Approval: I:I

|®j Done

l_ l_ l_ | nternet

Review/DOL Dates

1. Click on Review and Approval in your Main Menu bar and query for your project (See Figure 11).

2. Click on Review/DOL Dates.

Figure 10

Print Date: 8/21/2012

3. A new screen should open up Revealing Review DOL Dates and defaulting to the Background/Award tab.
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3 TEAM-Web { Quality Assurance Database ) NJ-26-5003-00 - Microsoft Inter - |EI|5|

Review/DOL Dates [~ [= =] ﬁju_\{"

Recipient: [2510 | [RUTGERS, THE STATE UNIVERSITY
Project:  |MNJ-26-5003-00  |ConnectingCommunities

ﬁmndment:|CDnnedingCDmmunities

Background/Award | DOL Certification |

Application Submitted: 9r1i2006
Funds Reservation:
Estimated Obligation: ]
Obligation & Award:
Agreement Executed By Recipient:
Date Sent for Release:

| Comments: |General Review - IZI||FTA Internal - 1||Cnnditinns Of Awvard - 1||DOL - IZI||FTA Froject Desc. -0

|€| Done l_ l_ l_ l_ l_ |H Local intranet i
Project Number: [ca-a0-1001-00 [Fraon4 Cost Center: [0 |
Figure 11

Background/Award Tab

This tab notifies the user of applicable status completion dates. User rights and the Project Status will dictate what dates are viewable
and/or modifiable. Note the outline around those fields that are currently modifiable (Estimated Obligation and Date Released in the
Figure 12 example). The circled status bar at the bottom of Figure 12 indicates how many records there are in for each category
within the Comments/Concurrence screen. The user can simply click on Comments/Concurrence from the main menu status bar if
they would like to add a comment.

Chapter 6 Page: 18



TEAM-Web User Guide

N

3 TEAM-Web { Quality Assurance Database ) NJ-26-5003-00 - Microso

Review/DOL Dates

=10l x|

FEER

Recipient: I251 0 IRUTGERS, THE STATE UNNERSITY

Project:  |NJ-26-5003-00  [ConnectingCommunities

Amnﬂmm:|CDnneu:tingCDmmunities

BackgroundiAward | DOL Cedtification |

Application Submitted:
Funds Reservation:
Estimated Obligation:
Ohligation & Award:
Agreement Executed By Recipient:
Date Sent for Release:

Date Released:

I

I

412172006

Comments: [General Review - EI"FTA Internal - 1||Conditinns Of Aweard - 1||DOL - D||FTA Project Desc. -0

L

|h.J Local inkranet 2

Figure 12

13)

Print Date: 8/21/2012

The recipient number can also be changed from this screen for a project that does not yet have funding reserved (See Figure

Change the recipient number and tab out of the field. A message window will open asking if you wish to proceed.

Click ‘OK” if you would like to change the Recipient number.
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2} TEAM-Web ( Quality Assurance Database ) NJ-26-5003-00 - Micros o ]
'RevimeOL Dates @ |‘§Il Eagl ﬁ)l
Recipient: 2510 RS TH E UNNERSITY

Project: MJ-26-5003-00 |Conneding00mmunities

Amemlmem:ICDnnedingCummunities
Backgroundifuweard | DOL Certificatian |

Application Submitted: Qr21r2006
Funds Reservation:

Estimated Obligation: [ ]

Obligation & Award:

Py o e B e e Microsoft Internet Explorer |
Date Sent for Release: € | Youare about to change the Recipient for this Project,
Date Released: I:I g-(/‘ By clicking "0k, " the changes For this record will be saved

even iF you ultimately decide o "Cancel” aut of the "ReviewDOL Dates" Farm.
If you do not intend bo change the Recipient For this project then please click "Cancel

at this time., "
| Comments: |General Review - D"FTA Internal - 1||Con|:|itinns Of Awwvard - 1||DOL - D||FTA Project Desc. -0 a Cancel |
[&] Dore |_|_|_|_|_|‘_.J Local intranet v
Figure 13

DOL Certification Tab

4. Click in the radio button that reflects the appropriate level of DOL involvement on the DOL Certification tab page. You may
submit the application to DOL for certification or information, or select N/A if the DOL is not involved with this application
(see Figure 14 below).

5.

To e-mail a copy of the application to DOL, click in the Send Application to DOL box. TEAM will format the application,
attach it to an e-mail, and send it to DOL

6. Click on the OK icon to save your changes and return to the Review and Approval window.
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Reservations

MPwnhE

; TEAM-Web { Quality Assurance Database } AL-03-0061-00 - Micros

Review/DOL Dates @|§

Recipient: I1 014 ICITY OF MOMNTGOMERY -Montgomery Area Transit System

Project:  |AL-03-0061-00  |Purchase One 19505 Remanufactured B

A:mnﬂnmnt:lpurchase One 1950s Remanufactured Bus

Background/&weard DOL Certification

° { {* Submit for Certification Transmitted to DOL: 51812004

= Submit for Information DOL Certification Resubmitted: l:l

' N/A Date DOL Certified: |:|

# I~ Send Application to DOL?

| Comments: |General Review - 2||FTA Internal - D||Cnnditinns Of Awvard - III||DDL - 1||FTA Project Desc. - EI|

|&] Done I_ I_ I_ 4 Internst

Print Date: 8/21/2012

Figure 14

The FTA user opens up the Reservation screen (see Figure 15)

A cost center is selected and the FTA user adds UZAs/Account FPCs

If earmarked, the Applies Earmark / Discretionary checkbox will be marked (read-only)
Once reserved, the project status changes to ‘Pending Application/Ready for Award’
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1 IF 2R 702300
; TEAM-Web { Quality Assurance Database ) NJ-04-0001-00 - Microsoft In

hAaclese 2000 nf Flarida

n
=101

Print Date: 8/21/2012

Reservations

Resere Funds

Funding Cost Cen

UZAf&ccount FPC

4200410(2000)

2006.25.04.31.2-00

[Mew Account-FPC]

[Mew UZA]

&1 1T-50-2001-00

Spplemenial Total Reserved: I $1.000.00
bl -  Tes & HNo
Agreement? UnReserved: I $0.00
Applies Earmark/Discretionary? W
Acc Clags Code |[FPC| Account Descr | Oper Budg Aeeail | Form &prt Awail | Reservations
2006.25.04.31.2] 00 |Bus [inchuding eve  $1.733.000.00) $49.441.161.00 $1.000.00)
Totals: $1.000.00

AOD

Project Funding | Change Log |

Recipient:  |1413  |DELAWARE RIVER PORT AUTHORITY
Project: [NJ-04-0001-00  |PATCO Car Rebuild/Purchase
Amendment: |PATCO Car Bebuild/Purchasze

FY: |2UU? Coniract No:

Recipient UZA: |420041] | |

Total FTA Amt: I $1.000.00

Project Type: |Grant Awpeard

€

DELETE QII@@'M

l_ l_ l_ l_ l_ |\-‘_J Local intranet 4

o

Figure 15

Select the Funding Cost Center from the dropdown list (see Figure 16)

6. Click on New UZA and the first available row in the table under the UZA column will highlight blue. Type the UZA Code
directly in the UZA column. The UZA will appear in the UZA Description column.

7. If anew UZA code has been assigned to the area, click on the ADD icon to enter that new UZA code. Then type the code
directly in the UZA column. Be sure that the code is entered into TEAM system’s information about the Recipient.

Note: For a list of UZA codes:
A. Click on the Details icon (magnifying glass).

B. Select the codes you want to add by clicking on the box beside each code (or utilize the select/deselect all buttons).

8. Click on the OK icon to return to the Reserve Funds window.
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‘€ https:/iftateamweb. fta. dot.gov/? project_id=AL-90-X190-008ap plndex-0§Amendme. .. E]@E
Reservations 1 FIDDII_]ELET% Cﬂ@ | %E [g';:tl ﬁl Select UZA/ Account FPC

™ 10440 /1995.15.23.221 - 00 INTERSTATE TRANSFER TRANSIT

Fesemwe Funds Project Funding | Change Log | I~ 10440/ 1995.15.23.22.1 - 02 INTERSTATE TRANSFER TRANSIT
: . I™ 10440/ 1998.21.90.91.1 - 00 UNRESTRICTED SECT. 9 FORMULA
= Recipient: 1018 CITY OF MONTGOMERY -Montgomery Area Tran: ™ 10440 /1398.21.90.91.1 - 02 UNRESTRICTED SECT. 9 FORMLUILA
65000 [ Project: AL-90-X190-00 FY-2007 MATS Capital & Operating I™ 10440/ 1998.21.90.91.1 - 03 UNRES TRICTED SECT. 3 FORMULA
ZA/Account FFC Amendment: | FY-2007 MATS Capital & Operating I™ 10440/ 1998.21.90.91.1 - 04 UNRESTRICTED SECT. 9 FORMULA,
I[New UZA] I [410440 / 1998.21.90.91.1 - 08 UNRESTRICTED SECT. 9 FORMULA
FY: 2007 Contract No: 10440 /1998.21.90.TE. T - DO TRANSIT ENHANCEMENTS /TEAZ]
Recipient UZA: 11460 | 10440 /1998.21.90.TE. T - 02 TRANSIT ENHANCEMENTS /TEA2]
40/1998.21.90.TE.1 - 03 TRANSIT ENHANCEMENTS /TEAZ]
Project Type: | Grant Award B $2.302.892.00 40/ 199821 90.TE.1 - 04 TRANSIT ENHANCEMENTS /TEAZT
Supplemental Total Reserved: $0.00 10440 / 1998.21.90.TE. 1 - 05 TRANSIT ENHANCEMENTS /TEA2T

Agreement? Yes No UnReserved: $2302.892.00 I~ 10440/ 1998:37.03.31.2 - 00 BUS

™ 10440 /1998.37.03.31.2 - 02 BUS

™ 10440 / 1998.37.03.32.2 - 00 RAIL MODERNIZATION

™ 10440 £ 1999.19.37.L.1 - 00 Job Access, Large Areas

I™ 10440 /1993.19.37.0L.1 - 04 Job Access, Large Areas

™ 10440 /1999.21.18%6.1 - 06 PROCUREMENT OVERSIGHT

™ 10440 /1939.21.182¢6.1 - 09 PROCUREMENT OVERSIGHT

™ 10440 /1999.21.90.91.1 - 00 UNRESTRICTED SECT. 9 FORMULA
™ 10440 /1999.21.90.91.1 - 02 UNRESTRICTED SECT. 9 FORMULA ;I

E Opening page https:/. | I NG l_ |—£|_ |Unkn0wn Zone 4

J' Trusted sites +100% - ||

Figure 16

Applies Earmark/Discretionary? [ |

LA, 124 D escriphion Rezervations

Totals: $0.00

9. Select the New Acct. line in the UZA/Account-FPC column (see Figure 18 for steps 9-14).
Note: If the project record you are working in is an Amendment (e.g. -01), then account class codes used in previous amendments
will display even if the reservation amount for those accounts remains zero for the new/ current amendment. Accounts used for any
previous amendment are carried forward and cannot be deleted.

10. a. Type in the account code to reserve funds against or b. Click on the Details icon and select from the list that appears (see
Notes A and B after step 7 for details).
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Notes: Shared State Codes between Regions

If a secondary state code (170001 for example) exists for a split region, then a new form (see Figure 17) will appear for the user. Once
the user has selected the preferred code, the user is returned to the Reservation screen where they can enter their reservation amount to
the Small UZA. Although the Small UZA is displayed, the funding source is the State, and the availability of funds will correspond to
the amount available for the State code selected.

The ability to select multiple codes in the UZA/ Account FPC lookup screen (see Figure 16 for an example of the feature) may result
in the display of multiple primary and secondary state listings as seen in Figure 17. Manual entry will only display one radio button
set since only one code combination can be entered at a time using that method. Once the primary or secondary funding source has
been established, the user will no longer receive the same entry form. For example, if the secondary state code UZA 170001 is
selected for FPC 00, account 2005.21.90.91.1, and FPC 02 is later entered/ selected for the same account, then the form will not
activate for the user a second time since the funding source has already been established and cannot contradict for the same account.
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funds drawn.

Small UZA- 172490
170000/ 200521 9091 - 02
170001 /2005219091 - 02
Small UZA- 172490
170000/ 2005219091 -00
170001 /2005219091 -00
Small UZA- 172490
170000/ 2006 25 9091 - 02
170001 /2006 .26 9091 - 02
Small UZA- 172490
170000/ 2006259091 - 00
170001 /200626 9091 - 00

K,

I! E select LZASACcount FRC:Shared State Codes between Regions

'ou hawve selected a small{lacal) UZA that has a shared state code with
funding awvailable. Flease select the codeis) from which you would like

UZA f Account Oper Budg Avail Form Aprt Avail

1b8338187.73 116869.28
1b8338187.73 27179

1b8338187.73 116869.28
1b8338187.73 27179

209099366 115805
209099366 27452

209099366 115805
209099366 27452

Figure 17

11. In the Reservation column, type the amount reserved.

Print Date: 8/21/2012

12. Click on the Project Funding tab for an updated display of the reserved funds for all amendments on this project.
13. Click on the Change Log tab for a history of all updates to this project’s reserved funds.
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€ https:/iftateamweb.fta. dot.govi? project_id=AL-90-X1 Qﬂ-ﬂﬂﬁapm&amendme... E]@

Reservations q

Fesere Funds

Funding Cost Center: L.
Recipient:
65000 |» .
Project:
UZA/Account FPC
Amendment:
114602000
FY:

2007.25.90.91.2-00
2007.25.90.91.2-07 Recipient UZA:
[Mew Account-FPC] | Preject Type:

[New UzA] 4 Supplemental

Froject Funding

1019
AL-90-X130-00

Change Log |

FY-2007 MATS Capital & Operating

@ - EHS:
|

CITY OF MONTGOMERY -Montgomery Area Tran:
FY-2007 MATS Capital & Operating

2007 Contract No:

10000

Grant Award Total FTA Amt:
Total Reserved:

° Agreement? Yes No
Applies Farmark/Discretionary? [ |

InReserved:

$2,302,892.00
$0.00
$2,302,892.00

|.-i‘-.|:|: Clazs Eu:u:lelFF'El Aocount Descr |DperBudg .ﬁ.vaill Faorm Aprt .ﬂwaill Reserations |

2007.25.90.91.2

0o

Irbanized Area FQ$3.605,049,705.0  $7.250,334.00

$0.00

2007.25.90.91.2

02

IUrbanized Area Fq$2.605,049,709.0  $7.250,334.00

+0.00

AN

Dc

Totals:

/' Trusted sites

+100% -

Figure 18

14. When finished, click on the OK icon to save your changes.

15. If the project contains earmarked funding, Reservation amounts are compared with Total Earmark Applied amount from
the Project Information screen. If they do not match, the amounts will need to be adjusted (see Figure 19).

16. When reservation is successful, changes will be saved and user is returned to the Review and Approval window.
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. Microsoft Internet Explorer x|

L] Reservation amount does nok makch the kokal of applied earmarks.
] Please check the Project Information screen to make sure vou applied the right amount in earmarks.

Figure 19

Obligation/Award

FTA users with award authority can award/obligate a project.

First they must select Obligate/Award from the main menu (see Figure 20).

Then in the Obligation/Award screen, they must enter the appropriate PIN and click Award.

A message will appear when the project has been successfully Obligated and Awarded.

TEAM-Web updates the project status to ‘Obligated/Execution Reqd’. The Recipient may execute the project after the award.

arODE
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4} TEAM-Web  Quality Assurance Database ) Obligation { AK-03-004¢ -0 x|

Obligation @l@\cﬁl

Obligations Awvard

Surmmary

Agreement:

UNITED STATES OF AMERICA j
DEPARTMENT OF TRANSPORTATION
FEDERAL TRANSIT ADMINISTRATION

GRANT AGREEMENT gote the legal
{(FTA G-10, October 1, 2003) oncurrence message

On the date the authorized LIS, Depatment of Transportation, Federal Transit Administration
IFTA) official’s electronic signature is enterad for this Grant Agreement, FTA has Awarded

Federal azsisiance insrtsset-—at-tHreroectdesorteteter—teer-Ewacution of this Grant

All determinations, findings, reviews, and concurrences as appropriate for approval of this award
heen recorded in TEAM, and I concur in those determinations and findings.

Please note that this ve

AN0H L5

Official's Name: [Travis Klein

PIN: AWARD
Title: |An alyst
Microsoft Internet Explorer =l
b | Do o
=== & Project Mumber: WA-20-¥209-00 has been successfully Obligated and Awarded. This Project is now ready For
Executian.

No action is required in the Summary and Obligations tabs, but the user should study them carefully to verify correct information (see
Figure 21).

Figure 20
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<} Obligation [ AK-03-0034-00 ] - Microsoft Internet Explorer

Print Date: 8/21/2012

5} Obligation [ AK-03-0034-00 ) - Microsoft Internet E xplorer

. e I . e I
Obligation ‘@: E%‘él T,fl |Obhgauon ‘@: E%‘él T,fl
Summary | Obligations | Awvard | Summary Obligations | Awvard
View: IPrDjEI:t 'l
Recipient: I'l 728 IALASKA DERARTHMENT OF TRAMSFORTATION AMD PUBLIC FACI
CofCir | UZa # Acc Clags Cd  |FPC]  Obligations Met Obligations
Project: |AK-03-0034-00  |Construct New Ferry 55000 | 20000 | 1999.47.02.33.1 | 00 | $10.322.550.00 | $10,322.550.00
Amendment: ICDnstrud MNew Ferry B5000) 20000 | 20004703331 |00 | $10.203.219.00 | $10,203.215.00
ER000 | 20000 | 20014703331 |00 4.474,230.00 4.474,230.00
Recipient UZA: [20000 [aLASKA : !
Cost Center: |EEDDIJ Project Type: Grant Award
Appl. Type: € Paper & Electronic
Coniract Mo: I
Totals:| $24,999,339.00 | $24,999,939.00]
& |_|—|2|_|Q Intermet 4 &] Done |_|—|2|_|Q Intermet 4
Figure 21
Deobligation

1. From the Review and Approval window, click on the Deobligation button. The Deobligation window will open, showing
the Difference to be deobligated (See Figure 22. Note: funds may become available from an approved budget revision — see

chapter 8 for details)

no

In the Current Deobligations column, enter the positive amount to be deobligated.

3. If project contains earmarked funding, Earmark /Discretionary checkbox will be checked (read-only). Earmark funding may

need to be adjusted in Earmark Administration screen.

4. Press enter and click on the OK icon to save and close. After funds are deobligated, FTA may then Reserve and Award the

funds elsewhere.

Notes: Deobligations
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Print Date: 8/21/2012

An amendment must first be created before a Deobligation can be performed (see Chapter 5 for the Create Amendment process). If a
project is being closed, then the Deobligation tool should not be used — a deobligation will be done using the New Closeout tool (see

Chapter 8 for details).

3 TEAM-Web { Quality Assurance Database } ¥A-04-0001-01 - Microsc

| 101 x|

Sx1¥|

Acct Class Code-FPC

|2IJEIrS 250431200 ‘

Deobligaiion

Recipient: [1453 |GREATER RICHMOND TRANSIT COMPANY

Project: [+vA-04-0001-01 [FvDE EarmarksGRTC Facility

Decbligation By: |Patricia String [TEAM STAFF [10/3/2006

Project Totals:

e Tl o [ $3.000,000 00
V¥ EarmarkDiscretionary? Reguired Deohligation Amount: Im
Current Dechligation Amouni: IW

Difference: Im

Amend | Cost Acct-FPC Total
b Center UZA | FY Unlig. Balance

MNet Current
Obligations | Deobligations

00 65000 510560 2006  $3,399,026.00

$3,309,026.00 I 0

Acet Class Code-FPC Totals: $3,399,086.00 [$3,399,086.00 | $0.00

|:§'| Dane

Figure 22
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]
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. ]
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I —

Save, 8
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Chapter 7 Change History

Version Date Description Change By
1.0 09/26/2007 | Initial Online Versions and updates Travis Klein
1.1 10/18/2005 | Formatting Changes and Updates. Updates Travis Klein,
to Comments/concurrence and Review/DOL | Sonya Ransome
Dates
2.0 04/23/2007 | Major Formatting Changes and updates as Travis Klein
required
2.01 05/30/2007 | Continued formatting changes and updates Travis Klein
2.02 02/29/2008 | Minor reference and wording modifications | Travis Klein,
Patty String
2.1 05/02/2008 | Supplemental Agreement modifications Travis Klein
2.2 07/01/2008 | Minor wording updates Travis Klein,
Naeem Ashraf
2.3 03/04/2009 | Updates to include ER (CMS 26977) changes | Travis Klein

Print Date: 8/21/2012

* Note: previous versions of the online User Guide may have been updated as needed without consistent versioning. Some previous change versions may be omitted or estimated. Versioning shall be
consistent henceforth.
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Execution

Overview
This chapter will cover the execution requirements and execution process in TEAM-Web.

FTA Award: Requirements for Executing
When FTA is satisfied with an application and sufficient funding is available, FTA will award funds for the Project.

After FTA has awarded funds for the Project, the Recipient should execute (PIN) the Award. When FTA and the Recipient enter their
PINs for the Award, they are consenting to the terms and conditions of the Agreement governing the Project. The type of Agreement
reflected in the “Award” tab page of the Execute Award window is determined by the selection made from the Project Type dropdown
list in the Project Information window (e.g., Grant Agreement, Cooperative Agreement, Other Transaction, etc.). The Government
may withdraw its obligation to provide financial assistance if the Recipient does not execute the Award within 90 days after the
“Obligation Date” (i.e., the date on which the authorized FTA official PINed the award). The Agreement reflects dates when the FTA
Official made the award and when the Recipient executed the Award.

The Recipient agrees to undertake and complete the Project, and provide for the use of Project facilities and equipment, in accordance
with the terms of the Agreement or Agreement, the Approved Project Budget, the Project or Program schedules, and all applicable
laws, regulations, U.S. DOT and FTA directives, and published Federal policies.

U.S. DOT regulation "Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local
Governments” (49 C.F.R. Part 18) applies to a grant or cooperative agreement with a Recipient that is a state, local or Indian tribal
government. U.S. DOT regulation "Uniform Administrative Requirements for Grants and Agreements with Institutions of Higher
Education, Hospitals, and Other Non-profit Organizations"” (49 C.F.R. Part 19) applies to a grant or cooperative agreement with a
Recipient that is an institution of higher education or a nonprofit organization.
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1. A Recipient organization should execute an FTA award within ninety days of its approval. To execute VA-90-X209-00, the
Recipient user with award execution privileges clicks Execution in the navigational menu, and then queries the project (see

Figure 1).

2. For an award that has no supplemental agreement, the Execute Award screen opens with two tab pages. The Summary tab
contains information about the project. The Award tab contains the agreement, and an entry field for the Recipient to PIN the

award.

& https: Ifftateamweb. fta. dot.2ov/?ProjID-VA-90-X332-00&grantee_id=1450&appl... |- [O/3

‘€ https:/Htateamweb.fta. dot.gov

Main Menu - (Home)
Recipients
Applications
Review and Approval
= Execution

1 Execute Award

Project Management
Funds Contral

Funding Adjustments
TEAM Administration
Dynamic Query
TEAM Documentation

=1 Help Desk Information

[=1 Exit

Execute Award ﬁlli‘"

Summary Aueard

Award Agreement

UNITED STATES OF AMERICA
DEPARTMENT OF TRANSPORTATION
FEDERAL TRANSIT ADMINISTRATION

GRANT AGREEMENT
(FTA G-13, October 1, 2006)

On the date the authorized U.S. Department of Transportation, Federal Transit
Administration (FTA) official's electronic signature is entered for this Grant Agreement, FTA
has Awarded Federal assistance in support of the Project described below. Upon
Execution of this Grant Agreement by the Grantee named below, the Grantee affirms this

FTA Award. and enters into this Grant Aareement with FTA. The followina documents are M
Please note that this verfication is being recorded under the name of:

Officials Name: Recipient Trainee

Title: TEST/TRAINING ID PIN: I:l
Dane j Trusted sites H100% T
Figure 1

Note: An award with a supplemental agreement includes another tab for the Designated Recipient. The Designated Recipient must
PIN the agreement before the Recipient official executes the agreement. A project must be executed before funds can be drawn on/

disbursed.
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Execute Award — Summary Tab
Figure 2 illustrates the Summary Tab of the Execute Award feature and its read-only information.
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Read-Only:
Project Header

Read-Only:
Project Status

Read-Only: Project
Award Status

Nl

ARRA Data
Elements

Print Date: 8/21/2012

Execute Award

Sumrmary | Award
Recipient: 5026 CONMFEREMNCE OF MINCRITY TRANSPORTATION OFFICIALS (CON
Project: DC-26-7292-00 COMTO International Support
Amend: COMTQ International Support

Status: Obligated/Execution Reqd Mo MS/P Report, No FSR

Project Type: | Cooperative Agreement

App. Type: Paper
Contract Awarded by:

Electronic Preaward Auth.: Yes No

User Name(Title Date/Time
9/25/2008 11:59:53 AM

Vincent Valdes Associate Administrator

Contract Executed by:

Figure 2
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New data fields were created to support the American Recovery and Reinvestment Act (ARRA) signed in 2009. If FTA awards a
project utilizing one of the Economic Recovery (ER) account class codes specifically established for the Act, then the check boxes in
the Summary Tab of the Execute Award feature will be active and modifiable (see Figure 3). The grantee must select at least one
check box from each category (Purpose of the Investment, and Rationale for Funding the Investment) before they may proceed with
PINing/ Executing the award. For all projects without ER funding, the check boxes will be read-only and un-checked.

Purpose of the Investment:

MaTo preserve and create jobs and promote
ECONOMIc Frecovery.

" b.To assist those impacted by the recession.

¥ e To provide investments needed to increase
economic efficiency by spurring technological
advances.

[™ d. Toinvestin transportation infrastructure that
will provide long-term economic benefits,

¥ e.To stabilize State and local government
budgets, in order to minimize reductions in
essential services and counterproductive State and
local tax increases.

Rationale of the Agency for Funding this Investment:

¥ a. Project is ready to go (all applicable federal requirements
are complete).

[ b. Use of Recovery funds for this project frees up other
FTA/State/local resources for other purposes.

e Project is high localiregional priority.

¥ 4. Project could not have been implemented without
supplemental funding.

[e. Funding accelerates completion and decreases over-all
project costs,

. Project provides equipment or facilities to increase transit
ridership.

¥ g. Project is a needed investment to bring assets to a state of
good repair.

[ h Project addresses immediate maintenance needs.

Execute Award — Award Tab

1.

2.

Figure 3

=

The Award tab has the Award Agreement information. Enter the PIN number and click Execute (see Figure 4). Note that
only authorized officials have a PIN for executing an award.
A pop-up message appears indicating that the project was successfully executed; click Close and TEAM-Web returns to the
Project Query Results window. The status in the Project Details now reads ‘Active’.
Any execution transactions are sent nightly to the accounting system (Delphi) in preparation for future draw
down/disbursement requests.
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€ https:/ftateamweb. fta. dot.gov/?ProjID=VA-90-X332-00&grantee_id=1458&appl... - ||0/E3

Execute Award \ﬁl\cﬁl

Summary Awvard

Award Agreement

UNITED STATES OF AMERICA
DEPARTMENT OF TRANSPORTATION
FEDERAL TRANSIT ADMINISTRATION

GRANT AGREEMENT
(FTA G-13, October 1, 2006)

On the date the authorized U.S. Department of Transportation, Federal Transit
Administration (FTA) official’s electronic signature is entered for this Grant Agreement, FTA
has Awarded Federal assistance in support of the Project described below. Upon
Execution of this Grant Agreement by the Grantee named below, the Grantee affirms this
FTA Award. and enters into this Grant Aareement with FTA. The followina documents are
Please note that this verfication is being recorded under the name of:

hd

Officials Name: Recipient Trainee

Title: TEST/TRAINING ID PIN:

Done ,r? Trusted sites H100% -

Figure 4

Execute Award — Supplemental Agreement

= The Supplemental Agreement tab is used when there is a supplemental agreement (the Supplemental Agreement Tab will not
appear unless a supplemental agreement is required — see Figure 4 for when one is not required, and Figure 5 for when one is
required). In this case, the Designated Recipient must PIN the grant before the Recipient may PIN the grant.
0 Supplemental agreements are only permitted for certain section/ section of statute (5307- Urbanized Area Formula,
5316- JARC, 5317- New Freedom) grant awards where the Recipient applying for the grant has specified that it have a
designated Recipient.

Print Date: 8/21/2012
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v 0 Supplemental Agreement can be selected in the General tab of the Project Information tool for the acceptable Section
of Statutes. If the proper parameters are met, a grant will be flagged for a Supplemental Agreement with Create
Project, Copy Project, Assign Project Number, and Change Project Number.

= |fany of the 5307, 5316, or 5317 Section of Statutes are selected and a Designated Recipient is identified by the
system that is not the same as the Project Recipient ID, then the Supplemental Agreement will not only become
active, but it will also default to “Yes.” If any of the 5307, 5316, or 5317 Section of Statutes are selected and a
Designated Recipient does not exist or is the same as the Project Recipient 1D, then the Supplemental
Agreement will become active in Project Information, but it will instead to default to “No.” In either case, the
user will have the option of changing the Supplemental Agreement selection in the Project Information screen.
(Note: if a Section of Statute that does not allow for a Supplemental Agreement is selected, the Supplemental
Agreement radio buttons in the Project Information screen will be read only/ grayed out).
0 Once FTA awards the project, the status becomes ‘Sup Agrmt Execution Req.’
0 The Designated Recipient will PIN the award, and then the Recipient will execute the grant.
o If the Supplemental Agreement option is not marked appropriately on the Project Information page, it can be modified
by a user prior to submission of the application. FTA staff can later view the selection in the Reservations screen at the
time of fund(s) reservation, but may not modify the selection (the field is read-only).

Execute Award

summary | Pwvard Gupp. Agreement)

Figure 5

1. From the main menu click on Recipients, query for the desired recipient, and click on Modify Recipients.
2. Enter the Designated Recipient’s ID in the Designated Recipient field (see Figure 6).
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3.

; Yiew /7 Modify Recipient [ CITY OF PRATTYILLE ] - Microzoft Internet Explorer

S [=] E3

Yiew f Modify Recipient

BIRIRIZ]

General  |Contact Persons|Cert's & Assurances|  Codes  |[Payment Codes| Civil Rights |
Organization: 5600 |CITY OF PRATTVILLE |
Acronym: PRATTVILLE CITY NTDB Code: b ]
107 West Main Street FY Start: Im
Street: Cert's & Assur's:
Mztr Agmt lsz'd:
City/State/Zip:  |PRATTVILLE L 26087 |2052 | Assistance: & Yes € No
Phone Number: |3343513601 | x|ooo0o | Designated B
Fax Number | 3343613508 Hecpient CITY OF MONTE
Internet Addr.: e % po
MFPO:
Cost Center: 72400 CITY OF MONTG
Geog. Location: Type: I Public, Mot a Contractor ;I
Last Updated: State DOT: " Ye: % Ha
Achive: " ae Mo 05T Type: ICit_l,I ;I
DBE: ™ ez 08 Mg
|&] Done I_gla Internet 7
Figure 6

Print Date: 8/21/2012

If a 5307, 5316, or 5317 Section of Statute is selected, the Supplemental Agreement radio buttons are modifiable and will
default to “Yes” if the designated Recipient is appropriately different from the Project Recipient ID (1019 is different from
5600 in Figure 6). You still have the option of marking the Supplemental Agreement “No” In the Project Information screen

(see Figure 7).
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& https://ftateamweb. fta. dot.gov/?appIndex=0famendment_id=243149&contract_id=248149&AllowaN... - [0S

4. The Supplemental Agreement must be PINNED by the Designated Recipient.
5. Before the Designated Recipient can PIN the Supplemental Agreement, the status should read: “Obligated/Sup Agmt

Execution Reqd” (see Figure 8)

tProject Information ‘DELETIﬂ% % n@ I [g‘él ‘Ef:“
General | Contral Totals | UZA/Cang Dist | Earmarks | Security
6708 KTCT&C
Recipient:
K.T C. TOURS & CHARTERS
Project: ‘ TEST TEST |testtest ‘
Project Type: | Grant Award v| Rec by State: l:l
™ EO 12372 OYes ONo
Mewibmendment [New 7] _
ew bd Review: ®N/A
Amend Reason: | Initial Application V| Contract No: |:|
Recip. Type: Small Business Rev Date: l:l
Sec of Statute: | 49 USC 5307 - Urbanized Area Formula (FY2006 forward) v
Fed Dom Asst#: 20507 - Federal Transit Formula Grants T © Yes @ No
FTA Proj Mar: | Program Date: 5/30/2007
Recip Contact: | Program Page: |:|
State Appl ID: | Application Type: (O Paper (&) Elect
. Supplemental
Est StartEnc: | |- Agreement: O Yes @ No <
Project Description
Done ,f” Trusted sites + 100% -
Figure 7

Print Date: 8/21/2012
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) Execution [MI1-90-X370-00) - Microsoft Internet Explorer

Exeaute Award P4

Project Number: I.AL—BD-X'I 43-00 IFYZDDD Surmnary | Award | Supp. Agreement |

Application Type:  [Electronic Recipient: [2107  |CITY OF DETROIT DEPARTMENT OF TRANSPORTATION
Project:  |}41-90-<370-00 Fv 2001 Section 5307 Carryowver Fund

Entered: [1/19/2000 ! | g

Amend: IFY 20071 Section 5307 Carrvover Fund

Recip. Contact: IMac Champion
Status: € |Ob|igatedf8up Agmt Execution Regd HND M S/F Bepart. Mo FER

FTA Manager: |David tAucher/Brian Glenn Project

e — o |Grant Aavard
Status: Ohligated,/Sup Agmt Execution Regd app.
e " paper * Electronic Preaward Auth.: © Yes & No
Description: Capital & Frewenwe Maltenance
Recipient: |EEEIIZI - |c ITY OF PRATTVILLE :|
Figure 8

6. The Designated Recipient will have rights to PIN the award at the bottom of the screen in the Supp. Agreement Tab (see
Figure 9)
7. Once the Designated Recipient has entered his or her PIN, the Recipient can return to the Award Tab and PIN.

Chapter 7 Page: 13



TEAM-Web User Guide Print Date: 8/21/2012

€ https:/fitateamweb. fta. dot.gov/?ProjID=IL-90-X574-00&grantee_id=5809&appln... - |0/

Execute Award ﬁ\a_‘:ll

Summary Favard Supp. Adreerment

Supplemental Agreement

UNITED STATES OF AMERICA
DEPARTMENT OF TRANSPORTATION
FEDERAL TRANSIT ADMINISTRATION

SUPPLEMENTAL AGREEMENT
(Attachment to FTA G-13, October 1, 2006)

The Federal Transit Administration is required by 49 U.S.C. § 5307 to enter into a formal
agreement with the Designated Recipient for projects that the Designated Recipient does

not carry out directly. Under this Grant Agreement, the Grantee is not the Designated

Recipient. Therefore, in accordance with 49 U.S.C. § 5307, the Designated Recipient hereby
aarees to permit the Grantee under this Grant Aareement to receive and dispense the ["]
Please note that this verfication is being recorded under the name of:

Officials Name: Recipient Recipient
Title: TEST/TRAINING ID PIN: [eee |

Diane

J Trusted sites 100% T

Figure 9
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Version | Date Description Change By
1| 09/26/2007 | Initial Online Versions and updates Travis Klein
1.1 | 10/18/2005 | Formatting Changes and Updates. Updates to Travis Klein
the new closeout process
2 | 04/23/2007 | Major Formatting Changes and updates as Travis Klein
2.01 [ 06/5/2007 | Continued formatting changes and updates Travis Klein
2.02 | 06/6/2007 | Indexing and referencing Travis Klein
2.03 [ 02/29/2008 | Minor reference and wording modifications Travis Klein, Patty String
2.1 | 07/2/2008 | Delete Closeout Amendment tool reference Travis Klein
2.2 | 03/17/2010 | Screen shots updated Sarmail Singh, Ashraf Naeem, Nasim
2.3 | 05/27/2010 | FFR New Release v.4.4. Formatting corrections. | Mei Sum Lee (Yvonne)
Screen shots updated
2.41 06/15/2010 | FFR New Release v.4.4.1(Line N) Mei Sum Lee (Yvonne)
2.5 | 08/25/2011 | Updated the following information for Project Kelly Tham
Funds/Status (SCR 3412): Marbella Merlo
e Updated the Federal Financial Report
screen shot.
Minor update in Revise Project Budget
Instructions
2.5.1 | 01/30/2012 | Minor reference change to Line E of FFR. Marbella Merlo
2.5.2 | 8/2/2012 | Update FPC Transfer Section for TEAM v5.6 Naeem Ashraf
release
2.5.3 | 08/06/2012 | Modify languages to the FPC Transfer section Kelly Tham
for the release of v5.6.

* Note: previous versions of the online User Guide may have been updated as needed without consistent versioning. Some previous change versions may be omitted or estimated. Versioning
shall be consistent henceforth.
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Project Management

Overview

This chapter will cover the following project management features in TEAM-Web: Financial Status Report,
Milestone/Progress Report, Revise Project Budget, Approve Budget Revision, Project Funds/Status, FPC Transfer,
Project Info, and New Closeout.

Federal Financial Report

The Federal Financial Report (FFR) has replaced the Financial Status Report (FSR) in TEAM. The FFR is one of
the two reports (usually quarterly), which are required to be filed by Recipients of FTA funds for active/executed
projects. The FFR is generally submitted before the Milestone Progress Report.

1. The FFR page permits multiple updates as invoices come in (when saved as a Work In Progress). The user
has 30 days to Submit. Once submitted and past the reporting period, the information can be viewed but not
changed. From the navigational menu, click Project Management and query your project (see Figure 1).

2. Click Federal Financial Report. The FFR page has a Summary, Financial Status, and
Remarks & Certification tab.
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Summary Tab

F‘ederal Financial Report

SIS IR 28 |

S ARy | Financial Status |Remarks and Certification
| " Work In Progressl « Submit Reporl:|
Recipient: [1451 |TOWN OF BLACKSEURG
Project: |VA-90-X254-00  |FY 05 Operating and Capital Grant
Amendment: |FY 05 Operating and Capital Grant
ouns Mumber: 010071975 .
Report Type:

& Quarterly © Monthly

 Annual © Other

Period:

Ciral Drormnrd >

Indirect Expense:
Type: INfA -

2010,1st Quarter

[Kln Blnt Einal Darmnd = =

Figure 1

Print Date: 8/21/2012

3. The Summary tab provides basic information (See Figure 1), with entry fields for the Period of the FFR, Initial
Submission and Last Update dates, selection for whether or not it is a Final Report, selections for whether it is
a Paper Award or requires Pre-Award Authority, and other relevant summary information. This tab is also
where you mark whether the report is to be submitted by selecting Submit Report, or save as un- submitted
by selecting Work In Progress.

4. Some of the labels in the Summary Tab have been changed. Type of Rate is now Type.
Total Amount has been changed to Amount Charged. The label Cost Plan will now appear as Indirect
Expense. Finally, the label Federal Amount was changed to Federal Share. The Summary tab also displays
the Recipient Information, Report Status, and Project Status. Fields with a blue border may be edited. A new
radio button was added allowing Grantees the option of marking their reports as “annual”” now. Also, visible
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on the summary tab is a fields for DUNS & EIN numbers. The information for these fields is pulled from the
recipient profile screen.

Financial Status Tab

5. The Financial Status tab is used to prepare federal financial reports (see Figure 2). The federal financial
report provides a snapshot of funds drawn and/or encumbered through the latest reporting period (see table
below here).

System

Pre- Calculated
Editable | Populated | Value Field
Line Label (Y/N) (Y/N) (Y/N) Type Notes/Comments

Editable by user. This field will
not allow a negative
number.(Federal Cash on Hand
at the Beginning of the Period +
Federal Cash on Hand at the Federal Cash Receipts) —

A Beginning of Period: Y N N Currency Federal Cash Disbursements

Editable by user. This field will
B Federal Cash Receipts Y N N Currency not allow a negative number.

Editable by user. This field will
C Federal Cash Disbursement Y N N Currency not allow a negative number.

This field is a system calculated
field and it will not be editable
Federal Cash on Hand at End of by the user. This field will not

D Period (A+B-C): N N Y Currency allow a negative humber.

This is a system generated
field, Pre-Populated from the
cumulative Total federal
Amount in the Project Control
Totals. INCLUDES ALL
AMENDMENTS. This field will
not allow a negative number.
This field is editable only for

E Total Federal Funds Authorized: Y Y N Currency future report_

This Period and Cumulative are
editable for all report. This field
will not allow a negative

F Federal Share of Expenditures: Y N N Currency number
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Notes/Comments
Pre- System
Editable Populated Calculated Field
Line Label (Y/N) (Y/N) Value (Y/N) | Type
This Period and Cumulative are
editable for all report. This field
Recipient Share of will not allow a negative
G Expenditures: Y N N Currency number
This field will not allow a
H Total Expenditures (F+G): N N Y Currency negative number. Read only
This field will not allow a
negative number. Editable by
Federal Share of Unliquidated user
Obligation: Y N N Currency
Editable by user. This field will
not allow a negative number.
Recipient Share of Unliquidated
J Obligations: Y N N Currency
Read only. This field will not
K Total Unliquidated Obligations: N N Y Currency allow a negative number.
This field will not allow a
L Total Federal Share (F+l): N N Y Currency negative number. Read only
This field will not allow a
negative number. Read only
Unobligated. Balance of Federal
M Funds (E-L): N N Y Currency
Read only and auto-populate
from the cumulative Total Local
Amount + Total State Amount
in the Project Control totals.
This field will not allow a
Total Recipient Share negative number.
N Required.: N Y N Currency
Read only field, This field will
not allow a negative number.
Remaining Recipient Share to
O be Provided N-(G+J): N N Y Currency
This field will not allow a
negative number. Editable by
user
Federal Program Income on
P Hand at Beginning of Period: Y N N Currency
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Notes/Comments
Pre- System
Editable Populated Calculated Field
Line Label (Y/N) (Y/N) Value (Y/N) | Type
This field will not allow a
negative number. Editable by
Total Federal Program Income user
Q Earned: Y N N Currency
This field will not allow a
negative number. Editable by
user
Federal Program Income
Expended in Accordance with
R the Deduction Alternative: Y N N Currency
Default to 0. This field will not
allow a negative number. Read
only
Federal Program Income
Expended in Accordance with
S the Addition Alternative: Y N N Currency
This field will not allow a
negative value. Editable by
user
Federal Program income
Expended on allowable Transit
T capital and operating expenses Y N N Currency
Lines T, R, and S, are mutually
exclusive. 1st period, the
recipient will enter amount in
line P. Subsequent periods, line
P is carried over from line U in
the preceding reporting period.
This field will not allow a
negative number. Read only
Federal Unexpended Program
U Income (P+Q-R or S or T): N N Y Currency

Entry fields appear with a blue border. Total amounts can be entered in the Cumulative column, or current-
period amounts in the This Period column (if applicable). The scrollbar is available on this tab to go up or
down for viewing.

a. The Previous column displays total amounts through the last report submitted.

b. The This Period column displays the current-period totals, which is the cumulative minus the
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previous amounts.
c. The Cumulative column is the total amounts, adding the previous plus the current period amounts.
6. Enter amounts for any or all of Lines F (Federal Share of Expenditures), G (Recipient
Share of expenditures) and TEAM-Web will calculate the Total Expenditures: (F + G) in Line H.
7. Once submitted, the Cumulative amounts in Lines F & G will carry forward to the previous column when the
TEAM-Web FFR is opened for the next reporting period. It is also important to note that not only have some
of the labels changed in the FFR screen, but new lines have been added, that must be updated each quarter.

. . ]
|Federal Financial Report @I&J@Iﬁllﬁl
S ary Financial Status | Remarks and Certification |
Line: Transactions: Previous This Period Cumulative A
A, Federal Cash on Hand at Beginning of Period: $0.00
B. Federal Cash Receipts : $0.00
C. Federal Cash Disbursements: $0.00
D.  Federal Cash on Hand at End of Period: $0.00
E Total Federal Funds Authorized:
F.  Federal Share of Expenditures: $0.00 $0.00
G. p Share of Exp es: $0.00 $0.00
H.  Total Expenditures:{F+G}) $0.00 $0.00 $0.00
I Federal Share of Unliquidated Obligations: $0.00
J.  Recipient Share of Unliqui Obligati $0.00
K Total Unliquidated Obligations{l+J): $0.00]
L. Total Federal Share (F+): $0.00
1.  Unobligated Balance of Federal Funds(E-L): $0.00
N.  Total Recipient Share Required: 50.00
0.  Remaining Recipient Share to be provided N-{G+J): $0.00
P. Federal Program Income on Hand at Beginning of Period: $0.00
Q.  Total Federal Program income earmed: $0.00
R Federal Program income expended in $0.00
°  accordance with the deduction alternative: :
5 Federal Program income expended in 30.00
*  accordance with the addition alternative:
T Federal Program income expended on allowable Transit 000
' Capital and Operating expenses: 80.
u. Federal Unexpended Program income (P+Q-Ror SorT): $0.00
e
Figure 2
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Remarks & Certification Tab

8. The Remarks and Certification tab (see Figure 3) is used to enter additional information pertaining to the FFR.
The two boxes for Recipient and FTA Remarks still remain. There is now a message that appears below FTA
Remarks and Recipient Remarks that grantees must check off and agree to before being able to submit their
FFR. Once, a user has checked off the boxes correspondently, name will automatically populate into the
Name field along with current date under each remark in the Remarks & Certifications tab.

9. Click the paperclip icon to attach additional files (of any type, such as spreadsheets, word processing
documents, pictures, etc) to the project.

Note: The option to select Work In Progress or Submit are displayed at the top of the Summary tab (the default is
Work In Progress)
F‘ederalFinancialRepurl @l&l@m@l Figure 3

Sumrm ary Financial Status Remarks and Certification |
Recipient Remarks

Recipient Remarks Here.

[ When this reportis submitted to FTA, the submitter and the individuals providing the
information submitted to FTA. if any, certify that it is true, complete, and accurate to the best of
their knowledge. They are aware that any false, fictitious, or fraudulent information may subject
them to criminal, civil, or administrative penalties. (U.8. Code, Title 18, Section 1001).

Name: Date:

FTA Remarks

FIA Remarks Here.

[" Iteviewed the report and eny associated review comments are documented in the FTA
remarks field.

Name: Date:
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Additional Notes:
= |If you have pre-award authority then you must submit an FFR. If you have not incurred costs, you must submit a
$0 FFR.

= You must enter information in rows A and B in if you have incurred pre-award costs.

= You must enter information in rows D and E for total and local amounts for contracts awarded but not yet paid
(only for the end of the quarter).

=  The TEAM-Web system will calculate the federal share of these costs. Click the Save icon to save your

information
= Subsequent FFRs can be submitted by putting information into the cumulative column in the FFR financial status
screen.
= Prior Federal Financial Reports will only open in read-only mode; no changes can be made to previous quarter
reports.
Milestone/Progress

The Milestones/Progress Report is the other (usually quarterly) report, aside from the Financial Status Report, that
is filed by Recipients of FTA funds for active/executed projects. The Milestone/Progress Report is used to track
progress at the budget level. It is initially based on the Milestone schedule completed when the application is first
created, submitted, and approved. Milestones are required for rolling stock and other activities at the ALI level.
The system also allows for Milestones to be added at the project and Scope levels.

1. Click Project Management in the navigational menu to query for your project (if necessary), and then select
Milestone/Progress (see Figure 4). The Milestone/Progress Report page is where most reporting is
performed. Previous quarters may be viewed but not changed. There are options to submit a report
monthly, quarterly, or other. There are 2 tabs; the Summary tab provides details on the Recipient, and the
Milestone Status tab is used to prepare milestone status reports.
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Summary Tab

2.

3.

Main Menu - (Home)
Recipients
Applications

Review and Approval
Execution

B Project Management

[ Federal Financial Report

[ Milestones/Progress

[ Revise Project Budget
[= Project Funds/Status

[ Mew CloseQut Process

[ Project Info

Funds Control

Funding Adjustments

TEAM Administration

Dynamic Query

Charter Registration

tic Reports

TEAM Documentation

ARRA Reporting: 1201
[ Help Desk Information

[ Exit

Print Date: 8/21/2012

e — @] oo 5 0 25

Sumrm any Milestone Status |

) Work In Progress () Submit Report

Recipient: 1623 | STATE OF HAWAIL DEPARTMENT OF TRANSPORTATION |
Project:  HI-03-0032-00 | Ferry BoatAcquisition |
Amemhnmn4 |

Pre-Award
Authority?

O Quatsts Ovemtty Ot~ B ]

FinalReport?  No,NotFinalReport v | LastUpdate: | |

Report Status: | |

Period | FY2010.2nd Quarter v | RPe, Yes  No Yes Mo

Project Status: | |

Project Status Overview

M3PR reviewed by Audrev Bredehoft 11/17/0%9.

10-30-09
13.11.33 and 13.12.33 dates revised.

Figure 4

Look at the Report Status in the Summary tab, and then enter information into the Project Status Overview if
you have comments about the project (see Figure 4).

Select the Period and whether or not this is a Final Report. Also add comments as needed to the Project Status
Overview field.
Select whether the report is to be submitted by choosing either Submit Report, or by selecting to save this
as a Work In Progress.
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Milestone Status Tab

5.

6.

10.
11.

12.

13.

14.

Click the Milestone Status tab (see Figure 5). This is where you enter a new report or update/add to an
existing, current-quarter, “Work In Progress” report.
An activity line item summary is displayed at the bottom of this page. Selecting different activity line items
will refresh this information to reflect the selected ALI.

The 3rd Party Contractor Code dropdown list displays contractors the Recipient may choose
for rolling stock purchases.

The Navigation and Milestone table lists all current ALIs with Milestones, and is used to select
items to view or modify, and to enter estimated, revised, and actual completion dates.

The Milestone Detail Description comment field is used for entering additional information
about a specific Milestone. The Milestone Progress comment field is used for entering an
explanation for the revised date on a specific Milestone.

To update the latest report, select an ALI (or a Scope) from the Table.

Milestones are tracked by activity and date — Orig. Est. Comp. Date (from original

Milestones schedule), Rev. Est. Comp. Date, and Actual Comp. Date. Click the entry field

on the selected ALI’s row in the Revised Completion Date column and enter the revised date.
Click the entry field on the selected ALI’s row in the Actual Completion Date column, and
enter the actual date.

If you selected Rolling Stock vehicle purchases, you must enter a contractor code for those
Milestones. Click on the Milestone and select a contractor from the 3rd Party Contractor
Code dropdown list at the bottom of the page.

Click OK to save your Milestone Progress Report
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& | ment_id=2005372contract_id=200537&readonlyflag=02GLUID=0UALITY _ASFS6DDF11EB410A857196FB3B023F50 | v
Milestones Status Report @I FIDIIIl nELETﬂ & | | =} | ||E % | E%‘él _G
Summary Milestone Status |
Se Orig. Est.|Rev. Est. 4 Actual
Scope-ALI| . 1 Milestone Description Comp. | Comp. Comp.
No Rev
Date Date Date
12200 1 |RFBlIssued 11/28/1995 0 e
2 |Contract Award 20171999 0 6/30/2000
3 |Project Complete 9/30/2005 | 6/30/2009 | 11
2200-122306| 1 |RFP/FBIssued 1112811995 0 ]
2 |Contract Award 20111999 0 6/30/2000
3 |Contract Complete 93042005 | &1 10
12200-127104| 1 |RFPAFBIssued 11/28/1995 0
2 |Contract Award 211999 0 6/30/2000
1 IContract Complete QEEO05 1 BE02009 a ¥
Line Item: 122306 3rd party construction
FTA Amount: |$24.760,782.0 |Total Eligible Cost:| $30,950,978.0
Q 3rd Party Contractor Code: |
\=[ Milestone Detail Description \=[| Milestone Progress

€ Internet H100% v

Figure 5
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Notes: In TEAM-Web, there is a choice for selecting Monthly Report, Quarterly Report, or Other. Previous quarter
information may not be modified, but may be viewed. Standard Milestones (rolling stock — buses, rail cars, ferries)
cannot be deleted, and when standard Milestone 2 — Contract Awarded has an “Actual Comp. Date” entered, then a 3rd
Party Contractor Code must be selected.

Revise Project Budget

Revising the project budget involves shifting funds between Activity Line Items. You are not able to reduce
Federal funds in a budget revision. Both increases and reductions in funds will require an amendment, as will
changes in Scope. If there is a drastic change when shifting funds between ALIs, this will also require an
amendment. FTA regional offices will decide if an amendment needs to be created for budget revisions that
involve shifting funds.

1. Query your project under Project Management (see Figure 6)

2. Click Revise Project Budget on the navigational menu

Summary Tab

3. The first tab displayed is the Summary tab (see Figure 6). This tab provides information about the
budget revision, and basic header information on the project.

4. If there is no current pending revision, the screen opens with the Revision # field defaulting to “Rev.
No.: X (Current-New Request)”. Begin your revision by providing text in the Reason field.

5. When a revision is performed, the Created field is populated with the name of the user creating the
revision and the date of the revision. When it is submitted for FTA review/approval, the Submitted field
is populated with the submitting user’s name and the date of submission. Once approved by FTA, the
Approved field is likewise populated with the FTA official’s name and the date of approval.
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a TEAM Web ¥erzion 1.0 - Micro| a Hewse Pm|ecl Budget [VA ‘3[! l][l'31 12] Mmmsufl Inlemel Explmer

e S O B M 1T

Summary  ReviseBudget | ViewBudget | Changelog | Revise Contiol Totals |

Recipient:  [5523 |BUSINESS MANAGEMENT RESEARCH ASSD, INC
Project: vA-90-0031-12  [MONITOR GRANTEE PROCUREMENT
Amendmentllncrease Task Order

Revision #: ||Rev.No.:1 (Current_Dratted) | qUarfiy’. | FTAAmodnt  Total Ellg. cost
e idi Current: | 0| 148183300 | $1.481.633.00
Change: | | $0.00 | $0.00
Created:  [7/26/2001 i Muir Revised: | 0 148183300 [ $7,481,833.00
Submitted: | |
% Change:| 000% 0.00% 0.00%
Sontov | | ge: | I |
Approver Notes:
[~
H

7 Figurer 6

Revise Budget Tab

6. Click the Revise Budget tab (see Figure 7). This tab is where fund amounts may be shifted from one ALI
to another ALL.

7. The current budget appears on the left side of the page. The revision table on the right is used to enter budget
and quantity revision amounts. Select an existing ALI and make the necessary changes.

8. Enter a justification for the budget revision in the Details entry field.

9. Check the Reviewer Messages field for automatically updated information and results from the Application
Reviewer. This review adheres to budget revision request requirements.

10. When shifting funds between ALIs, go to the ALI that you will be adding funds to, and add the shifted
amount to the current amount. Then go to the ALI that you will be removing funds from, and subtract the
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shifted amount from the current amount.
11. To add an ALL, click the “Add” button and add the ALI number in the Budget Activity field

12. Tab or click out of the field and the default Activity Line Item Description appears; add appropriate quantity
and cost figures (and AFC, if necessary), and provide a Details justification for the added ALI.

13. As with the budget, you can click the Magnifying Glass icon and select an existing Scope in the Budget
Details screen. You can select individual ALIs from the folders by selecting an ALL, then clicking on the right
arrow. Click OK to return to the Revise Budget page, and enter the necessary data and text for the new ALI(S).
(Note: See the Budget section of Chapter 4 for more details)

14. Project Control Totals and Difference amounts appear at the top of the screen showing any changing
differences, as existing ALIs are modified or deleted and/or new ones added. The goal is a balanced (no

Difference amounts), revised budget.
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| . . .
Revise Project Budget FIDD"IJELEIE & | B @ o :%l %fl
Summary Fevise Budget Wiew Budget T Change Log T Fiewvise Control Totals ]
C1PRJBUD C Pending PROJECT CONTROL TOTALS:[ 0]  ¢1.481,833.00] $1,4a1,833.00}
20000 & Current DIFFERENCE:| 0| $0.00 | #0.00
g a2 | Activity | Activity Line ltern Descripti | aty | FTaa t | Total Elig. Cost |
Tl CTIVI Ine 1em Lescripton [Taumn ot 4. 05
50000
b 510501 |222102 IGRT PROF SER 3RD PRTY TECH AST |n |$an?,1 81.00 |$en?,1e1 a0 |
P 510502
P 510503
‘251000
P 510501
| | C1oTHER
[z0000  ** HUMAN RESOURCES | o] $807,181.00] $807,181.00]
Scope/ALL: |2221 0z Details:
Sid. Dese: |GRT PROF SER 3RD PRTY TECH AST =
MeeiDiiis IGRT PROF SER. 3R0D PRTY TECH. .
Fuel: | o H
Reviewer =
Messages: j
|@ Done |_|E_|Q Internet 5
Figure 7
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View Budget Tab

15. Click the View Budget tab (see Figure 8). This tab permits viewing the current (proposed) budget in
spreadsheet format. Note that no modifications may be made on this tab.

Revise Project Budget %l‘ EM@l
[ Summary T Fevise Budget ‘iew Budget Change Log T Feavise CDntrDITDtalﬂ
oyt CTAMRReEd | OTnerTA ReidfTA - Chige Tl Refe T lp
PRJBUD-Project Budget 0 i F0.00 F4,621,840.00 §0.00 §7.027.300.00
13200 -TRANSITWAY LINES 0 3 £0.00 F4.643479.00 §0.00 F5,804 472.00
132101-EMGIDESIGH - RA 0 1 £0.00 §a6,130.00 §0.00 107 662.00
132101-EMNGIDESIGM - RA 0 1 £0.00 F102,674.00 £0.00 F128342.00
132301-RAIL COMSTRLUICT 1] 1 £0.00 §4,454 77500 §0.00 §5 668 468.00
13700 -0THER CAPITAL ITE 0 3 f0.00 $978,261.00 000 §1,222828.00
137208-FORCE ACCOUNI 0 1 F0.00 5310,607.00 §0.00 §1,013,258.00
137900-PROJECT ADMIN 0 1 £0.00 $5,641.00 §0.00 $7.051.00
137900-PROJECT ADMIMN- 0 1 £0.00 $162,013.00 §0.00 F202,518.00
MOMADD-OTHER 0 0 £0.00 f0.00 £0.00 f0.00
Figure 8
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Change Log Tab

16. Click the Change Log tab (see Figure 9). This tab is also read-only, and allows viewing of the revised line
items in the project budget.

Revise Project Budget =, M\ﬁjlﬁ“

[ Summarny T Fevise Budget T igw Budget Change Log Fievise CDntrDITDtals]

A Change Revised  Change FTA Revised FTA  Change Tot. Elig. Rewised Tot. Elig.
AL Quantity Quantity Amount Amoaunt Cost Cost
Figure 9

Revise Control Totals Tab

17. The Revise Control Totals tab page presents all the control totals in the Project budget in a spreadsheet format.

18. The view to the left within Figure 10displays the Change Control Totals. You can change the view by
selecting the second radio button to All Control Totals — the view displayed to the right within Figure 10.

19. Please notice that the modifiable fields are “outlined”

20. Click the OK icon to save the new revision or the modified, existing revision. You have the option to save this
revision as a Work In Progress, or to submit it

21. After submitting the budget revision, FTA will determine whether or not the revision is approved.

Note: Only non-FTA money may be shifted and/or altered.
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e ——— R R ——
[-_te\'ise Project Budget @l’_’_’_’_’_’_’_’_’_ : ﬁie\'ise Project Budget él
[ Summary | Revise Budget | ViewBudget | Changelog — Revise Cantrol Totals [ Summary | ReviseBudget | ‘iewBudget | Changelog  Revise Cantrol Tatals
FTA Amount Tot. Elig. Cost FTA Amount Tot. Elig. Cost
(%) Change Control Totals BUDGET TOTALS: |§105,251,373.00 | 5131,564.216.00 () Change Control Totals BUDGET TOTALS: |$105,251,373.00| | $131,564,216.00
) ANl Control Totals DIFFERENCE: $0.00 $0.00 (& All Control Totals DIFFERENCE: $0.00 30.00
Current Revision Pending Project - - - - Fending Prior Approved
SOUTRELTITHE Changes Totals CONTROL TOTALS: CU’E;;E::;IOH %{:ﬁ:g FRE E:I{:};Qpﬁégﬁ;ﬂ Amendment Amendment
Gross Project Cost: 50.00 $131,584,216.00 _ TIEE TEEE
Adjustment Amt: $0.00 Gross Project Cost: $0.00 $131,564,218.00 $131,564,216.00 5-1.00 5-1.00
. : : :
Tatal Eligible Cost: 50.00 5131,564,216.00 Adjusm?em oo 0.0 5000 50.00 5000 50.00
Total FTA Amount- 50.00 $105.251.373.00 Total Eligible Cost: $0.00 $131,564,218.00 $131,564,216.00 $-1.00 $-1.00
Total State Amount- 50.00 Total FTA Amount: $0.00 $105,251,373.00 §105251,373.00 $105,251,373.00 $105,251,373.00
3 : :
el A $26.312,844.00 Total State Amount: 50.00] $0.00 $0.00 $0.00 $0.00
Other Federal Amt- 50.00 Total Local Amount: $26,312,844.00  $26,312,844.00 $-703,308.00 $-703,308.00
) ) = [ snonf
Special Cond. Amt: $0.00 Other Federal Amt 50.00) $0.00 $0.00 $0.00 $0.00
Special Cond. Amt: $0.00 $0.00 $0.00 $0.00
J Trusted sites H 100% - /' Trusted sites 00 -
Figure 10

Approve Budget Revision

22. For the FTA user to approve the budget revision, they simply have to click on the approve icon
identified in Figure 11.

23. Conversely, the FTA can disapprove the revision just as easily with the disapprove icon.

24. After the FTA has approved the budget revision, the screen will update and the approve/disapprove icons
will be replaced with an Undo icon. The FTA user can undo their approval action by clicking this.
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T W SR = [ S S
Summary Rewvise Budget T “iew Budget T Change Log TRBVISB CDntroITotaIs] Summary Revise Budgst T “iew Budget T Cli=mgye Log ]
Recipient:
Recipient: |1814 MISSOURI DEPARTMENT OF TRANSPORTATION s U WMISSOURI DEPARTMENT OF TRANSPOR TATION

Project: MO-16-X043-00 | |Vehicles, State Admn

Amendment:|Vehicles, State Admn

Project: MO-16-X043-00 | |Vehicles, State Admn

Amendment: Vehicles, State Admn

Revision #: | Rev. No.: 1 (Appr- 4/19/2010) 4 Quantty ~ FTAAmount  Total Elig. Cost
Revision #: | Rev.No.: 1 (Current-Submitted) ¥ Quantity  FTAAmount  Total Elig. Cost R Current: 39| $1.080.027.00/| $1.342.784.00
eason:
SR Current: 39| $1.080.027.00| $1.342.784.00 Eiemre 3 $0.00 350000
Change: 3 $0.00 $3.500.00 Created: |3/31/2010 ||Christina Brundin R 42|] s1.080027.00/] $1.346.284.00
Created: 3/31/2010 || Christina Brundin e Submitted: |3/31/2010 || Christina Brundin
_ = : Revised: 42|| $1.080.027.00) $1.346.284.00 . % Change: | 765% 000% 0.26%
Submitted: |3/31/2010 ||Christina Brundin Approved: |4/1%/2010 ||Luam Tesfaye
A ; % Change:| 7.69% 0.00% 0.26%
pproved:
Approver Notes:
Figure 11
Note: After approving a budget revision that includes a reduction in funds needed, FTA must deobligate
funds. See Chapter 6 for deobligation steps.
Project Funds/Status
Summary Tab

1. The Project Funds/Status screen is view only.
2. The Summary tab displays the general information as displayed Figure 12.
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Project Funds/Status %J@]ﬁj 'Tg::
SLMMary | Froject Funding | By Amendment |
Recipient: 1427 CUMBERLAND-DAUPHIN-HARRISBURG TRANSIT AUTHORITY
Project: PA-03-0299-04 Corridor One Regional Rail Project
Amendment: | Corridor One Regional Rail Project
Recipient UZA: 420890 HARRISBURG, PA
Project Type: | Grant Award Cost Center: | 65000
Status: Last Dish Date: 5/21/2007
FRC Cirl #: Close Date:
User Name/Title: Date/Time:
Figure 12

Project Funding Tab

3. The Project Funding tab is also view only (see Figure 13).

4. You can view the data in two different formats: Account Class Code and Financial
Purpose Code.

5. Click on the drop down arrow to select the desired view.
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Project Funds/Status _\%l %E Eg&ll’f Project Funds/Status % | %E Eg&lﬁ
LM 2y Praject Funding | By Amendment | Summ ary Project Funding | By Amendment |
A5 8 Account Class Code A i ros Wl Financial Purpose Code JR3
| CstClr | A Clazs Cd |FP| Reservation I Dbligation I Denbligation I Disbursement | Refund | |FF'| FPLC Description I Reservation I Obligation | D' eabligation I Disburzement I Refund |
ERO00 | 2001.47.03.3371 |00 $4.846153.00] $4.846,1539.00) $0.00]  $4.846.159.00 $0.00 oo CAPITAL 44 846159.00 $4.246.159.00 s000] $4.846159.00 0,00
Pmiecl Totals: | $4,84B,1 ES.DDI $4,84B,1 ES.DDI $D.DDI $4,845,1 59.00' $D.E|D| Pmiect TDtalsil $4,845,1 59.00 | $4,345,1 59.00 $D.DD I $4,845,1 59.00 I $U. DD|
2001.47.03.33.1 - 00 Totals Disbursement/Refund Records: 00 - CAPITAL Totals Disbursement/Refund Records:
Net - - - Net
Obligations: $4.84B15900 [ srcopt Class  [Tramsaction]  Transaction Tranzaction Obligations: $4.84B153.00 [ accourt Clasz  |Tramsaction] Trarsackon Tranzaction
Net Code Type Date Amaunt Net Code Type Ciate Amaunt
S _ $4.846,159.00 Ne $4.645,159.00
shursements: 2001.47.03.331 DISB B/2/2008 $4.84E,159.00) Dizhurzements: — 20014702231 DISE E/2/2006 $4,846,159.00,
Auth. Auth.
Dishursements: $4.845.155.00 e $4,846,159.00
N Unliquidated
Balance: 0 Bala.?lce: 1000
Figure 13
By Amendment Tab

6. The view only By Amendment tab has two drop down options to view data (see Figure 14).

7. Click on the drop down arrow next to Amendment number. Select the last Amendment Number that you

would like to view.

8. Click on the drop down arrow next to View. You may choose to view only the selected amendment from
the previous drop down screen [Selected Amendment Only], or you may elect to view all of the
amendments up to and including the selected amendment [Cumulative to selected Amendment]
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Main Menu - (Home)
ents

Applications

Review and Approval

Execution

= Project Management

[ Federal Financial Report

[ Milestones/Progress

1 Revise Project Budget
[ Project Funds/Status
& New CloseOut Process
[ Project Info

Funds Control

Funding Adjustments

TEAM Administration

Dynamic Query

Charter Registration

Static Reports

TEAM Documentation

ARRA Reporting: 1201
{1 Help Desk Information

(= Exit

FPC Transfer

Project Funds/Status

{= TEAM-Web { PRODUCTION Database ) Proj

7

Status - Windows Internet Explorer

Qg

Summary Project Funding By Am endment |
A dment Number; | MD-01-6002-05 % | View: | Selected Amendment only V|
CefCtr | UZa # Acc Class mg'g:‘l gggﬁg? Obligation Deabligation Met Obligation
EEO00 | 240000 | 2008.25.01, MD-01-6002-02 .00 $7.308.00 $0.00 $7.308.00|
66000 | 240000 | 20092501 paD-01-gooz-p3 ROU | $4svrdamn $000 | 349774400
ERO00 | 240000 2010.25.01MD-01-6002-04 00| $1.447.550.00 $0.00 | $1.447.550.00|

Totals:[ $1.953,00200 | $1,953.002.00 |

$0.00 | #1.953.002.00]

FPC Transfer Tab

1.
2.

Recipients
Applications
iew and Approval

Execution
B Project Management

[= Federal Financial Report

[ Milestones/Progress

1 Revise Project Budget

= Project Funds/Status
[ Mew CloseOut Process

[= Project Info

Funds Control

Funding Adjustments
TEAM Administration
Dynamic Query

Charter Registration
Static Reports

TEAM Documentation
ARRA Reporting: 1201
[ Help Desk Information

[=] Exit

Figure 14

Project Funds/Status

Print Date: 8/21/2012

surnrm ary Project Funding B endrment \
Amendment Number: | MD-01-6002-05 | view: Selected Amendment only
CatChr | UZA # bAecClassCd  [FP|  Reservation u} UL”E"VtO S|ECtedAe”dme'
F6000] 240000 2008.25.01.002 | 00 $7.308.00 e D T T
66000 | 240000] 20092501002 [oo|  gde77aa00 |  $497.74400 go00 | a7
65000 240000] 20102501 002 Joo] 4144795000 | $1.447 950,00 $0.00 | $1.4479
Totals:| $1,953,00200 [ $1.353,002.00 s000] $1953(

The current funding for a project is shown on this screen (see Figure 15).
The highlighted Acct. Class Code form the table to the far left reveals all the instances of where and when the
project was funded in the center “Transfer From:” table.
The data highlighted in the “Transfer From:” table reveals all of the eligible FPC’s the user can transfer from
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o o

FPC Transfer | Unsaved FFC Transfers | Prior FPC Transfers |
Recipient: |1 oo IALAEIAMA DEFARTMENT OF TRAMSPORTATION
Project: |AL—1 £-0028-00 Fv' 2001 Capital /Purchased Transpaor
FPC Transfer By:| Trawis Klein Janalyst |8/25 12001
Transfer From: Transfer To:
Acct Class Code|FPC| |Amd| Cost uzZA | 7Y Available For| Transfer FRC Transfer
L [2001.21.16.00.1 foo # |Center] Transfer Amount Amount
00 |65000 [10000 |2001) 1,341,753.00 0.00 06 0.00] o
09 0.00)
0.00
FPC Transfer =l
Remarks:
=l

in the “Transfer to:” table to the far right. If an FPC is not listed, then the user cannot legally perform the
transfer.

The user can type in the transfer amount up to the amount shown in the “Available for Transfer”

column. This value represents the total funding minus all disbursements.

Remarks pertinent to the transfer may be made in the FPC Transfer Remarks field.

Users will be able to transfer funds from FPC 00 to FPC 04.

The obligated funds can be transferred to FPC 04 regardless if the FAP is lapsed as long as it does not exceed
the available cap

The “FAP Storage” values will be deducted until there is a zero (0) value before deducting the “FAP
Available” values when a transfer value is being transferring from FAP.

The “FAP Available” values will not be deducted when the “FAP Storage” value is not zero (0).

'FPC Transfer &J‘@I&Jm

Figure 15
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Unsaved FPC Transfers Tab

Print Date: 8/21/2012

10. This tab shows all of the changes in a spreadsheet format that the user has currently made regarding the
FPC Transfer prior to saving their input (see Figure 16).

11. This screen is read only, and the transfer remarks should correspond to the record that is highlighted.
/3 FPC Transfer [ AL-16-0028-00 ] - Microsoft Internet Explorer I

| =
IFPC Transfer % ”@. [a‘él ﬁ“
FPC Transfer Unsaved FPC Transfers Prior FPC Transfers |
Amd Cost From | To Transfer Transfer Transfer
p| it lone B8 |0 vve e | i Date By
FPC Transfer B
Remarks:
[ -]
@] Done ’_E|Q Internet 4
Figure 16
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Prior FPC Transfers Tab

12. This tab (see Figure 17) shows all of the previously saved FPC Transfers for the given project. It is essentially
a history of all of the transfers in the same spreadsheet format as the Unsaved FPC Transfers tab.
13. This tab/screen is for viewing previous transactions, and is therefore not modifiable.

/2 FPC Transfer [ AL-16-0028-00 ) - Microsoft Internet Explorer

tE'PC Transfer

FPC Transfers Unszaved FPC Transfers Prior FPC Transfers

Amd Cost From | Te Transfer Transfer Transfer
o | atment ol L e e | e Date By

FPC Transfer B
Remarks:

|&] Done [ 5 % Intemet e
Figure 17
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Project Info

=

Click on Project Management and query for a project

2. Highlight the project by clicking on it and then click on Project Info. A new window will open displaying the
Recipient Contact and the FTA Project Manager. Note: you may only access this window if the application is
Active/Executed.

If the project is not Active/Executed, then you will receive a pop up message as displayed in Figure 18.

4. You many make changes to the Project Info screen by clicking on the Update button.

The window will change notifying you of your update.

w

e e Project Query Results £
ET MB”U1: (Home) FrTT— —

Recip
Applications

Windows Internet Explorer

Review and Approval
Execution
= Project Management

[ Federal Financial Report

(= Project Info - Windows Internet Explorer

Project Info

Recipient Contact: | John Przylepa (410) 767-3770 |

L] ': Flease make changes in the Project Information under Maodify Application,
-

[ Milestones/Progress

[ Revise Project Budget

[ Project Funds/Status

[ New CloseOut Process

FTA Project Manager: |Shei|a Byme |

[ Updwm |

Dane 7 Trusted sites

MD-04-0006-02 MARC Station Earmarks
MD-04-0007-01 Bus Purchases (FY06/07 Earmarks)
D-04-0008-01 Wheaton Earmarks

Central MD Transit and Maint. Facility

[PRTURPRCTO = PR ot Ry, g gy |

Project Details

[ Project Info

Funds Control

Funding Adjus
= TEAM Administration
nami

£ hit ps:/iftateamweb. fta. dot. govfteamweb//Pro... |:| |E| E|

H00%
5
TEAM Documentation
ARRA Reporting: 1201
[ Help Desk Information

> Project MD-03-0064-06 successfully updated.

Close

= Exit

Project Humber: | MD-03-0064-06 | [Fy2000 | Cost Center: |783¢
Application Type: | Electronic | Submitted: [11/1¢
Entered: [11/8/1989 | Awarded: A / Trusted sites H100% -
Recip. Contact: | John Przvleoa (4101 767-3770 | Executed: 5i4/2

Figure 18
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o/

New Close Out Process

Requirements

Before you start the close out process, you need to verify the project balance. To verify the project balance,
click on Project Funds/Status and follow the instructions given previously within this chapter.
Notes:
= An amendment number will automatically be assigned to the project, whether a
deobligation is required or not.
= Once aclose out has been initiated, you will not be allowed to go into “revise project budget” from
the project management menu. The final project budget and any necessary adjustments to the
control totals (adjusting total local amount) will be completed from the “close out reviewer,”
detailed later in the chapter.
= Verifying the balance in the project can also be viewed from the closeout screen. If you opt to
check the project balance from the closeout screen, we suggest you do it before you submit your
final budget, final FFR, and final milestone report.
= Final budget and final FFR totals need to match.

Accessing the New Closeout Feature

= At the project query screen, query the project you want to close out
= Click on New Closeout Process (see Figure 19 )
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Project Query Results £
Project Number Description Rev.

L-90-X100-00

FY 1987 SECTION 9 CAPITAL AND PLANNING G

Close Out Reviewer

2
IL-90-X160-00 CAPITAL 2
IL-90-X178-00 RAIL MOD REHAB 2
IL-90-X185-00 CAPITAL IMPROVEMENT FOR CTA 1
IL-90-X196-00 BUS AND RAIL MOD 1
IL-90-X223-00 CAPITAL (CMAQ) 1
Il _ON_¥ 232072 (CADITAI 1 [l]
= Project Details @
Project Number: |IL-90-X100-00 FY1988 Cost Center: 785-00
Application Type: Paper Submitted: 6/30/1984
Entered: Awarded: 9/30/1987
Recip. Contact: Executed: 12/21/1987
FTA Manager: DON GISMONDI FTA Amount: $55,328.186.00
Status: Active Total Elig. Cost: | $69,160,233.00
Description: FY 1987 SECTION 9 CAPITAL AND PLANNING G
Recipient: 1182 |- |CHICAGC TRANSIT AUTHCRITY
(]
€ Internst F100% v
Figure 19

Print Date: 8/21/2012

1. The close out reviewer screen indicates the action items that are complete, and what items still need to be
done in order to closeout the grant (see Figure 20).

garown

Checkmarks indicate items that are complete and no further action is necessary.

No checkmark indicates that an action is required before the grant can be closed.
Click on “proceed to close out” or “cancel”
Red circle with an “x” indicates an action needs to be completed before proceeding to next step.
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Pl-oject Executed Project Executed M
Budget Exists Budget Exists m’
Un]iquidated Balance Unliguidated Balance

) ) o This Project has unliquidated funds of S197600.00
This Project has unliquidated funds of $3566818.00 Unliquidated funds shall be deobligated in the full amount specified above,

Unhgudated funds shall be deobligated m the full amount specified above.
Do you accept? YES ¥ NO ™
Show Control Totals

Do you aceept? YES [] NO [
Show Contrel Totals

Final FFR

Final FSR Note: Federal Financial Report is not marked "Final".
Final Milestone Report

Final Milestone Report

UL VI N (R

Note: Milestone Progress Report is not marked "Final".
Some of the Milestone Progress Report actual completion dates are invalid.

Proceed to Close Qut Proceed to Close Out

Figure 20

6. Liquidated balance- to accept the amount that will be deobligated. A checkmark will now appear (see
Figure 21). If a deobligation is required, you will need to adjust the “Show Control Totals™).

7. Make the necessary adjustments to the local share amendment column (enter a minus sign before the amount if
you are returning more money that what is listed in the close out amendment field.

Note: In this example, there are no checkmarks next to final FFR and final milestone report. Read what still needs to
be done, then: click on “Proceed to Close Out”.

8. If the unliquidated balance is not correct, click in the “no” box, and then click on “cancel”. This will return you

to the project query screen. At this point, you may need to verify the balance remaining in grant by going into
project funds/status under project management, or contact your regional office contact for assistance.

Chapter 8 Page: 33



TEAM-Web User Guide

Print Date: 8/21/2012

{2 Close Out Reviewer - Windows Internet Explorer E@@

Project Executed

Budget Exists

Unliguidated Balance

This Project has unliquidged funds of $2841392.00
Unliquidated funds be deobligated in the full amount specified above.

Do vou accept? YES | NO
I Show Control Totals \
Final FFR

RNt

Please Enter Control Totals:

Current Amendment Close Out Amendment
Total FTA Amount:  |51,953,002.00 | 5-1679.694.18 |
Note: Federal Financial Report is not marked "Fi Total State Amount: | 50.00 | " 50.00 "
Final Milestone Report Tl St |$0_00 | |$0_00 |
Note: Milestone Progress Feport is not submitted. Special Cond Amount: |$U 00 | |$U 00 |
Some of the Milestone Progress Report actual confpletion dates are invalid. . .
=i T
Dane /7 Trusted sites H100% v f Trusted sites H100% v
Figure 21
Close Out Tab
Final Project Budget

9. The project closeout screen has 3 tabs (Close Out; Funds Status; Close Out/Deobligation) — see Figure 22.

Grantees can only access the first two tabs.

10. Any item not checked, requires further action before completing the closeout request.

Chapter 8 Page: 34



TEAM-Web User Guide Print Date: 8/21/2012

11. To correct or complete an item, click on the picture in the middle column of the table displayed (This will link
you immediately to the appropriate screen).

12. Close-out budget screen— revise all line items to reflect actual expenditures.

13. Differences must be zeroed out before clicking on the OK button. (Note:Final budget and FFR totals must
match)

14. Continue correcting and completing any items that have a circle with an “x”

‘Project Close Out &J‘@@@ |(:LOSE-01:T BUDGET( MD-01-6002-06 ) oo e s | 8 | g||ﬁ|ﬁ|"

igati CIPRJBUD
Close Qut | Funds Status Close Qut / Deobligation & x000 PROJECT CONTROL TOTALS: ol sa0ea79982] s4069799.52
Grantee Close Out]| P 555200 DIFFERENCE: 0| $1679694.18| $-1.679.694.18
Budget ' C1OTHER
- 3 Scope Description Qty FTA Amount Total Elig. Cost
- 55000 | RESEARCH PROJECTS 0 $5,749,494.00 $5,749,494.00
Final FSR o
Financial Status Report is not marked "Final" |
Final Milestone Report a— s
: PROJECT BUDGET | Ul $5,749,494.00 $5,749,494.00
Scope/ALL: (55000 Details:
Std. Desc: | RESEARCH PROJECTS
User Dese: RESEARCH PROJECTS |
Fuel: | v |
Reviewer
Messages:
|@ l_ ’_rg © Mtemet 4 Dane J Trusted sites F100% -

Figure 22
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Final Federal Financial Report

15.

16.
17.
18.
19.

20.
21.
22,
23.
24,

Click on the picture of the FFR screen in the middle column of the table displayed in the Close Out tab of the
Project Close Out tool to pull up the Federal Financial Report screen.

First, go to the Financial Status tab (see Figure 23)

Revise total outlays (lines a and b).

In the final report, only zero’s can be shown in the unliquidated obligations (lines d and e).

Line “i” must equal the amount being deobligated, or zero. (REMEMBER: FINAL FFR AND BUDGET
TOTALS MUST MATCH)

Click on the Summary tab

Change final report field to “Yes, Final Report”

Click in circle next to “Submit Report” (do not click in “Work in Progress”).

Click on the green OK button.

Continue making corrections until all items are checked.

Federal Financial Report

SIS ) Gl 26

':Federal Financial Report
| Remarks and Certification |

Summary Financial Status
Line: Transactions: Previous This Period Cumulative =1 . .
G e R e e 5000 SuUrmmary’ Financial Status |Remarks & Comments|
B Federal Cash Receipts : $0.00 | ) Weork In ngressl (*) Submit Repnrli
C Federal Cash Disbursements: $0.00 .
) Recipient: 6868 SAVANTAGE SOLUTIONS
D Federal Cash on Hand at End of Period: | %0.00
E.  Total Federal Funds Authorized: $11.286.950.00 Project: MD-01-6002-06 | Mational Transit Database Operation
F. Federal Share of Expenditures: [ 30.00| | 30.00 ||| 30.00 Amendment: CLOSE OUT AMENDMEMNT
G.  Recipient Share of Expenditures: [ 30.00/|[[ 30.00 |[[ $0.00 &) Quarterly () Monthly () Other
H.  Total Expenditures:(F+G) | $0.00 | s0.00 | $0.00 Period: 2010.2nd Quarter |~ Indirect Expense:
I. Federal Share of Unligquidated Obligations: $0.00 Final Report? Ye s, Final Re po 1 - Type: NJ’A vy
o Recipient Share of Unliquidated Obligations: $0.00 .
. o Paper Award? Yes No Rate: 0.00%

K. Total Unliquidated Obligations(l+J): I $0.00
L. Total Federal Share (F+I): I $0.00 Initial Submission: Base: $0.00
. Unobligated Balance of Federal Funds({E-L): | $11.286.980.00 Last Update: Amount Charged: $0.00
M. Total Recipient Share Required: I $0.00 Pre-Award
O. Remaining Recipient Share to be provided N-(G+J): I $0.00 Authority? Yes Federal Share: $0.00
P. Federal Program Income on Hand at Beginning of Period: $0.00 Report Status: Mo MS/P
Q. Total Federal Program income earned: $0.00| Project Status:

Federal Program income expended in
i with the ion alternative: I $0.00

Federal Program income expended in l—
S with the ion alternative: $0.00 -
T Federal Program i on Transit [— Mo quarterly report exist For the select ¢ Trusted sites £ 100% -

Figure 23
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Final Milestone Status Report
25. Click on the picture of the FSR screen in the middle column of the table displayed in the
Close Out tab of the Project Close Out tool to pull up the Milestone Status Report
26. First visit the default Summary tab (see Figure 24)
27. Change final report field to “Yes, Final Report”
28. Click in circle next to “Submit Report” (do not click in “Work in Progress”™)
29. In the project status overview field enter in final narrative report.
30. Click on the Milestone Status tab and enter in actual completion dates for all milestones.
31. Click on the green OK checkmark.

£ TEAM-Web ( Quality Assurance Database ) MD-01-6002-06 - Windows Internet E... [= |[B][X]

’Milesmnes Status Report @H HDD"DELEIE" & || || B @&J\ﬁnﬁl |31ilest°ﬂe= Status Report @H HDU"DELETE" o || || E\" @&J&I\ﬁ"

/2 TEAM-Web ( Quality Assurance Database ) MD-01-6002-06 - Windows Internet E... [= |[B[X]

Summ ary | Milestone Status | Surntnary Milestone Status |
Orig. Est.|Rev. Est. Actual
O WorkIn P Submit Report . L #
= e z T Scope-ALI ?:2 Milestone Description Comp. | Comp. Rev Comp.
Recipient: 6368 SAVANTAGE SOLUTIONS Date Date Date
Project: MD-01-6002-06 Mational Transit Database Operation Ipmj_ Budget | 1 |Report |.1m31’.2010| I 0 | I

Amendment:| CLOSE OUT AMENDMEMNT
Paper Pre-Award

Period: FY2010. 2nd Quarter v | 4 & e Yes No Authority? Yes No
Initial
® Quarterty O Monthly O Other Submission:

Final Report? | Mo, Mot Final Report g Last Updates

Report Status:

Project Status: Line Item:

Project Status Overvi
roje s Overview FTA Amount: Total Eligible Cost:

ard Party Contractor Code: |
.;.ﬂ Milestone Detail Description n;_ﬂ Milestone Progress

J Trusted sites Ho100% - /" Trusted sites + 100% -

Figure 24
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Note: The Close Out tab should now show all checkmarks. When each item displays a checkmark, you will then be
able to complete the closeout process.

Funds Status Report

32. This is a read only view (see Figure 25) that again allows you to verify balance, and disbursement amounts.

33. Click on project totals. This will show the total unliquidated balance of disbursements.

Project Close Out

&

Close Qut Funds Status | Close Qut / Deobligation
View By: |Accnunt Class Code j
| CaztClr | Acc Clazs Cd |FF'| Rezersation | Obligation | Deobligation | Digsburzement Refund
E5000] 2001.47.03.31.1 |00 $485,023.00, $489.023.00 $0.00] $294,346.00, $0.00)
Project Totals: $4859,023.00, $489.023.00 4000 4294, 345,00, $0.00)
2001.47.03231.1 - 00 Totals DishursementRefund Records:

Met

© — $483.023.00 | Account Class  |Transaction| Transaction Transaction
Ohligations:
N Code Type Date Amount

et $294 346,00
Dishursemenis: o 20014703311 DISE  |3411/2004 12:DEI $294. 34600
Auth.
Dishursemenis: $483.023.00
Unliquidated
Balance: $194,E677.00

Figure 25
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Submit for Close Out

34. On the Project Close Out form, click on the green OK checkmark (see Figure 26)
35. A message box will pop up and ask if you are ready to submit this project for close out

36. Click on OK
Project Close Qut %J@lﬁj
Close Out Funds Status Close Out f Deahbligation Windows Internet Explorer §|
Budget
g ?f/ Are wou ready to submit this project for close out?
-
Final FFR - ; 7
- B/ | /)K | [ Cancel

Final Milestone Report|| = ==

Figure 26

37. Request for project closeout has been completed. You will be returned to the project query screen.
38. Status of project should read, “Active/Close-Out Required”

Note: Closeout amendments with status “Active/ Ready for Close-Out” or status “Active/ Close-Out Required” can be
deleted, which will return the previous amendment to an active status. Please see Chapter 10 of this guide for
information on the Delete Closeout Amendment feature.

FTA STAFF ONLY FROM THIS POINT ON
FTA must now finish the closeout of the grant.
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Close Out/ Deobligation Tab and Final Close Out
39. FTA Personnel with the appropriate access may query for a project in an “Active/Close- Out Required” status

and click on the New Closeout Process Link.

Print Date: 8/21/2012

40. Current date will populate into “FTA Approves Close-Out” field. If no funds are being deobligated, you may
approve the closeout of the grant by clicking on the green OK checkmark (see Figure 27)

41. If funds are being deobligated, it can be done automatically or manually

a. Automatically: simply click on the green OK checkmark and proceed to step 45 b.

b. Manually: click on Open Deobligations

i. Highlight account class code- FPC; designate if funds were earmarked or not; and enter in
amount showing as an unliquidated balance. Repeat for each account class code-FPC where an
unliquidated balance appears, until entire amount has been deobligated

ii. Click on the green OK checkmark

Project Close Out

Close Out
Recipient: |6523
Project: | MD-27-1004-01
Gross Project Cost:
Adjustment Amount:

Taotal Eligible Cost:
Total FTA Amount:
Other Federal Funds:
Tatal Obligations:
Net Dishursements:

DANYA INTERMATIONAL, INC

Application will deobligate all unliguidated funds automatically.
Enter Deoblization Screen, to complete deoblizgations manually. Arslben b rrdes

&l a2l L]

Funds Status §C|DSE Ciut f Deabligation
Transit@TheTable: Guide for Small/M
$149.385.00) Date Recip. Requests Close-Out: |6/4/2009
§0.00| Date FTA Approves Close-Out: |4/16/2010
$149,385.00
$149,385.00| Federal Records Control Number:
50.00 Local Share: 50.00

Date Records Sent to FRC:

5149 38500 Current Deobligations: 512,042 67
513734233 Unliquidated Balance: 512,042 67

Figure 27

Deobligation %s E%l \gfrl
Recipient: 6523 DANYAINTERNATIOMAL, INC
Project: MD-27-1004-01 Transit@TheTable: Guide for Small/M
Deobligation By: |Luam Tesfaye ActioMet-Tester 4/16/2010
Acct Class Code-FPC Project Totals:
ST e Type of Funding Total FTA Amount: $137.342.33
Earmark Discrationary? Required Deobligation Amount: $12,04267
Current Deobligation Amount: $0.00
Difference: $12,04267
Amend | Cost UZA . Acct-FPC Total Net Current
# Center Unlig. Bal Obligati Deaobligati
00 71000 240000 $12.,042.67 $149,333.00 0
Acct Class Code-FPC Totals: $12.042.67 $149,385.00 $0.00
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42. Verify that all items have a check mark on the Close Out tab
43. Verify that the date has correctly populated in the Date FTA Approves Close-Out field

44. Click on the green OK checkmark

Print Date: 8/21/2012

45. A pop up message will appear and ask if you want to close the project now (see Figure 28)

46. Click on OK

47. Verify that project is closed when returned to project query screen. (You may need to refresh the query)

Microsoft Internet Explorer

@ Wionld vou like to close the project now?

QK.

iZancel

Figure 28

Project Details

Project Number: [DC-03-0050-01 JFvzo04 Cost Centel
Application Type: |Electronic Submitted:
Entered: |5/1172004 Awarded:
Recip. Contact:  |Lisa Thompson Executed:
FTA Manager:  |Lucille Pearsan FTA Amour
Status: |Closed Total Elig. !
Description: |CLOSE OUT AMENDMENT

Recipient: [1388 - [WASHINGTON METROPOLITAN AREA TRANSIT =
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INDEX

3rd Party Contractor Code, 14, 16

.

Account Class Code, 24

actual completion dates, 14, 38
ALl, 12,14,17,18
amendment, 16, 25, 31, 33, 41
Approve Budget Revision, 5, 22

o ]

Delete Closeout Amendment, 41
Deobligation, 23, 31, 33

. ]

Federal Financial Report, 5, 37

FFR,5,6,9, 11, 12, 31, 33, 35, 37

Financial Status Report, 5, 12
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Funds Control and Funding Adjustments

Overview

This chapter will detail the use of the following TEAM-Web tools specific for an FTA user granted the necessary access: Query
Formula Apportionment, View Formula Apportionment, Modify Formula Apportionment, Transfer Formula Apportionment, Create
Formula Apportionment, Query Advice, Create Advice, View Advice, Modify/Authorize Advice, Delete Pending Advice, Advice
Summary, Operating Budget Plans, Operating Budget Recoveries, Query Notification, View Notification, Authorized Notification,
Funding Adjustment Level 1, and Funding Adjustment Level 2.

Funds Control

Formula Apportionment

Query Formula Apportionment

1.
2.
3.

4.
5.
6

To access Formula Apportionment, first click on the ‘plus’ sign to the left of the words Funds Control (see Figure 1).
Formula Apportionment will expand below Funds Control.

Click on the words Formula Apportionment. The menu will again expand and the screen to the right will change to reveal a
Formula Apportionment query box.

Enter your search criteria and hit enter, or click on ‘Submit Query.’

If your query results in more than one record, then highlight that record by clicking on it.

Information will appear for that Apportionment in the details section below.

Chapter 9 Page: 5



TEAM-Web User Guide

Print Date: 8/21/2012

Formula Apportionment Query Results © pr—
ARITONA 2012 21.18.00/
AN 201221 1881
MICHIGAN 2012211881
WISCONSIN 2012 21 18 B1
it fratts 2012 2190 91
BOSTOM, MA-HH-RI 2012 215091
1 ARKANSAS 20122190 EX
Formula Apportionment WASHMNGTON, DC-VAMD 20121 50 Ex]
LOUSIANA 2012 23,08 BF
UZA: OHI0 2012 2318 A7
S o Fanae
. ; w2 0 4 1 b
=) Moddy E¥: Cuarand ; LOUTSIANA 2012 23 26 .42
; CALIFORMA, 2012 2504 31
1 Transte FemdFr: - 2012 ~ CONMECTICUT 20127504 31
& Create FLORDA 20122504 3%
e i App. Code: 30000 MAINE 20122504 31
e Massachuseds 2012250431
o= Sec. Ix MECHIGAN 2012 25.04 31
REW H 1 =1 1
EN——— PENNSYLVANA, 20122504 11
- - - TEXAS 2012 2504 31
|  Submd Query | WASHINGTON 2012 2504 31
Y UnaSocated 20122504 31
ANCHORAGE, AK 2012 25105.38
PHOEMI.-MESA,_AZ 2012 2505 38
LOS ANGELES-LONG BEACH-SANTA ANA, CA 2012 25,05 38
SAN FRANCISCO.-OAKLAND, CA 2012 25.05.38
SAN DHEGD, CA 2012 2505 38
SAN JOSE. CA 2012 250538
SACRAMENTO, CA 2012 25.05.38
RIVERSIDE -SAN BERMARDIND, CA 2012 250534
CONCORD, CA, 20112 25.05.38
LS F ol & {5 TR
Apportionment Details
Apportionmant: ¥ 16247 0 Avalisble App F11E.241 00
Cap.: W00 Available Cap: #0000
FAP Lags ToarlOrig}: 7015 Rvailable App.{Skragel: 3000
FAP Lagne YearfExL): 3015 Available Cap.{Storage) 30 00

Figure 1

View Formula Apportionment

1. Click on the word View under Formula Apportionment in the main menu bar after highlighting an Apportionment.
2. The Inquiry tab provides read only information (see Figure 2).
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3. The Audit Trail tab is read only as well, but the user has the ability to click on each of the individual updates to view the
specific data for that update (see Figure 3).
4. You can hit OK or Cancel to exit the screen.

’Tiewﬂnquiry Apportionment (Current View) \él ‘ﬁ |
UzZA: DGOD00 UZA Hame: CALIFORNIA
FFY: 2002 AP 19 Section: 7 Limit: JL
FAP Lapse FAP Ext. Lapse Account Lapse Account Ext. Lapse
Year 2011 Year- 2014 Year- 2011 Year 2014
e_‘ . Inquiry 1l Audit Trail |
Apportiocnment: Cap: Ceiling:
Carry-Owver Amt: $10.000,100.00 $10.000,100.00 50.00
5t. Admin Ceil: £0.00
Transfer In: £0.00 £0.00 £0.00
Transfer Out: £0.00 £0.00 £0.00
EFF Authority: £10,000,200.00 £10,000,100.00 £0.00
Reservations: £0.00 £0.00
Obligations: £0.00 £0.00
Recovery: £0.00 $0.00
Available Bal: $10,000,200.00 $10,000,100.00
Storage: £5,395,800.00 £9,9595,500.00
Storage Recovery: £9,999,900.00 £9,959,500.00
Figure 2
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Modify Formula Apportionment

From the main menu click on Modify (see Figure 4).
A new window will open titled Modify Formula Apportionment.
The user can modify the Change and/or Current fields. Whichever they chose to modify, the other will automatically calculate

1.
2.
3.

S

the mathematical change.

Figure 3

Remarks may be entered in the text box at the bottom of the screen.
Click the save icon at any time to keep your current changes.

View/Inquiry Apportionment (Current View) ﬁ “f |
UZA: D&0000 UZA Name: CALIFORMIA
FFY: 2002 AP 15 Section: i7 Limnit:
FAP Lapse FAP Ext. Lapse Account Lapse Account Ext. Lapse
Year: 2011 Year: 2014 Year: 2011 Year:
iy AT
Updzted Dot Updated By Trams Type Tye ;‘?ﬂ
&82012 Wizl Sum Les Shorage Tramsser Mone 201211
&82012 Wizl Sum Les Emend Mone 201211
A32012 Dauid Schnelder Efend'Siorage Transer MOne 201211
Prewvious: Change: Current:
App Available: £10.000.100.00 £100.00 510,000, 200.00 Storage to Available
App Recovery: £0.00 £0.00 £0.00
Cap Available: £10,000,100.00 20.00 210,000, 100.00
Cap Recovery: £0.00 £0.00 £0.00
App Storage: £9,955,500.00 2-100.00 £9,995,800.00 Storage to Available
App Rec. Storage: £5,559,500.00 £0.00 £5,959,500.00
Cap Storage: £5,959,500.00 £0.00 £9,959,500.00
Cap Rec. Storage: £5,559,500.00 £0.00 £5,959,500.00
Ext. Lapse Year: 2014 [} 2014
Formula Apporticnment Remarks:
test? F

JL
2014

m
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6. Click the OK button to save and close the screen.

Main Menu - (Home)

Print Date: 8/21/2012

# Recipients Production [ e ) Modify Fg a Apportionme: s e S ]
= Applications | —— —
@ Review and Approval Modify Formula Apportionment s Imb el
@ Execution at {
@ Project Management - UZa v
&= Funds Control 060000 Hame: CALIFORNIA
= Formula Apportionment 2012 AP: 25 Section: 90 Limit: 91
E View
=] Modify 2016
Previous: Change: Current:
Apportionment: 45.526.264.00 0.00 48.526.264.00
Cap: 48.526.264.00 | 0.00| 48 526.264.00
® Advice Management Ceiling: 48 526.264.00 [ 0.00 i 48 526.264.00
@ Allotment Summary F la Apporionmant Remarks:
@ Operating Budget A
B Notification
B Funding Adjustments
@ Ciil Rights
& TEAM Administration
@ Dynamic Query
& Charter Registration .
[ Static Reports
@ TEAM Documentation
H ARRA Reporting: 1201 €L Local intranet | Protected Mode: Off i v H100% ~
@ Security Questions/Answers

= Help Desk Information

(=1 Exit
Figure 4
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Transfer Formula Apportionment

1. Click on Transfer under Formula Apportionment in the main menu.

2. Data for the apportionment fields outlined in blue may be entered in manually, or you may click on the details magnifying
glass to open a new window that allows you to select the account data (see Figure 5).

3. Select the radio button for the account and click OK.

4. The data will populate for you.

5. Enter the transfer amounts.

6. Add desired transfer remarks.

7. Click OK to save and exit.

/3 Formula Transfer - Microsoft Internet Explorer

Formula Transfer

HMLE| 0K

‘FROM APPORTIONMENT: 9&! W Rules Enabled | Transfer Remarks:

@hauuan e - [SAN FRANCISCO-OAKLAND, CA ° T
#Pe: [o001 w19 [secgge 77 Jumic iU | elect anacomt () sl

4} Select an account - Microsoft Int.._ [E[=] E3

& 010000 - 2001 .66.03 BH

‘TO APPORTIONMENT:

’EI— UZA |

Name: ™ 910000 - 2001.23 2643

FF'I':I ‘AP: I |Sectiun: I ||Limit: I ™ g10000 - 2001.23. 1857

™ 010000 - 200123 08 5F

i 010000 - 2001.61 81.BS

|FROI'u|: | Apportionment: | Cap: | Ceiling: " 10000 - 2001.21.90.91
™ g10000 - 2001.21.18.51

‘Effective: | 121asosoo | 121asozoo | 1.219,803.00 A
010000 - 2001.21.16. 520
‘A\railahle: | 591.295.00 | 591,295.00 | 1.219.903.00 10000 - 2001.21.26.63¢
|T0: | " 010000 - 2001.21.16.00
‘EffEC‘liVE: ‘I 0.00 ‘I 0.00 ‘I 0.00 " p10000 - 2001.19 37 75
™ 010000 - 2001.19 37704
Available: I 0.0 | 0.0 | 0.00 il A o -
| .
Transfer: e [ 0.00 | 0.00 | 0.00 @0one | | |8 Inteme 7
|&] |_|_|0 Internet i
Figure 5
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o/

Note: Transfers across multiple regions is not permissible. Select TBP personnel may be able to see the “Rules Enabled” check box
seen in Figure 5 — removing the check mark allows these select individuals to bypass the features many transfer rules (including
transferring across regions).

Create Formula Apportionment

1. To create a Formula Apportionment, click on the word Create under Formula Apportionment in the main menu (see Figure 6).

2. 'You may enter in the UZA and account data manually or you can have it populated for you by clicking on the details
magnifying glass and selecting an account from a list.

3. Enter the amounts in the change or current fields.

4. Add applicable remarks.

5. Click OK to save and close.
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Main Menu - (Home)
@ Recipients

= Applications

= Review and Approval
B Execution

@ Project Management
= Funds Control

Web ( Production Database ) Create Formula

= Formula Apportionment
& View

& Modify
[ Transfer
[ Create Lapse 0000
[ Extend

Create Formula Apportionment

Previous: Change: Current:
& Advice Management Apportionment: 0.00 0.00 0.00

= Allotment Summary
Cap: 0.00 0.00 0.00

# Operating Budget
® Notification Cedling: 0.00 0.00 0.00

= fundmg Adjustments Formula Apportionment Remarks:
@ Chil Rights
& TEAM Administration
@ Dynamic Query
@& Charter Registration
[ Static Reports
& TEAM Documentation
# ARRA Reporting: 1201
@ Security Questions/Answers
(= Help Desk Information

= Exit €& Local intranet | Protected Mode: Off a v Hi10% -

Figure 6
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Extend Formula Apportionment
1. Click on the “Extend” sub menu under the Formula Apportionment main menu, (see figure 6).

2. Enter the year that is to be extended in the “FAP Ext. Lapse Year” field, (see figure 7).
Note: Year entered must be greater than the current fiscal year and cannot be less than the year in the “FAP Lapse

Year” field. Once the extend year is entered the ““Storage Transfer” field and the ““Transfer Type™ radio option will
become active.

w

Enter the amount to be transfer in the “Transfer Type” field.

Note: The transfer amount value must not exceed the amount value that is in the ““Available’ field or *““Storage™ field.

4. Select the applicable “Transfer Type”.

o

Enter the remarks in the “Formula Apportionment Remarks” text field.

Note: Remarks must be entered as this is a required field.

(o))

. Click the OK button to save and close.
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(=2 TEAM-Web ( Production Database ) Modify Formula Apportionment - Windrwﬂéwq Explorer E@
: |
Extend Formula Apportionment Lapse Year | [%:':-l fll
UZA: 120460 UZA Name: JACKSOMVILLE, FL
FFY: 2003 AP: 19 Section: 37 Limit: JL
FAP FAP Ext. Account Account Ext.
\I;g:rs-e 2009 o o 2013 [ 2009 [ — 2013
Available Storage Transfer Storage Transfer Type
! @ Storage to Available )
Apportionment: 0.00 o.oof 0.00
ppe I I Awailable to Storage
Apportionment I @ Storage to Available
0.00 0.000 0.00
Recovery: ! Available to Storage
|
[ @ Storage to Available
Cap: 0.00 0.00 0.00
g I ! Available to Storage
| @ Storage to Available
Cap Recovery: 0.001 0.00 0.00
? v ! Available to Storage ~
e » Formula Apportionment Remarks:
#,100%

Figure 7

Chapter 9 Page: 14



TEAM-Web User Guide Print Date: 8/21/2012

vAdvice Management

Query Advice
1. To access the Query Advice form, expand the “plus’ sign to the left of the words Funds Control and click on the words Advice
Management (see Figure 8).
2. A query form will appear in the space to the right
3. Enter your search criteria and click on the Submit Query button
FY = Fiscal Year
Status = “Any,” “Authorized,” or “Pending”
Type = the program type of the allotment (FG is Formula Grants for example)
Crtl # = Control Number (specific ID for an advice)
App Cd = Appropriation Code

Pop o
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Create Advice

1. Select program type from the drop down menu list (see Figure 9).

‘€ https:/fftateamweb. fta. dot.gov/? dbname=Quality&GUID=QUALITY _E506C559F3DF4A12B93203A6CB6DB049 -

Main Menu - (Home)

ns
2w and Approval
ution
ct Management

Formula Apportionment

= Advice Management 1
[ Create Advice
= View Advice
1 Modify/Auth. Advice
[ Delete Pending Advice

Allotment Summary
Operating Budget
Motification

Funding Adjustments
Civil Rights

TEAM Ad

Dynamic Qu

TEAM

[ Help Desk Information
] Exit

Figure 8

Query Advice
oy, .

d
=
L
!

w

ype: | Ay [+

Ctrl #:
App Cd:

Submit Query

ftus: [ penng [+

2. Some fields like Control #, Status, and Version will be populated automatically.
3. Click on the magnifying glass symbol to select the appropriate Allotment Code (if the desire code already exists in the table,
you may select it by simply clicking on the allotment code line and it will highlight blue).
4. Fill in the required fields including Advice remarks (Note: only current or future quarters may have values entered, and only
the Change and Current columns are modifiable).
5. When done click OK to save.

Print Date: 8/21/2012
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a https://ftateamweb.fta.dot.gov/teamweb /FundsControl /AdviceManag

=10 x|

View Advice

Click on the Advice Management menu option. Query the advice (see Figure 10).
Highlight the query you want to view.
Click on View Advice in menu option
Read-only screens with Advice details will popup.

Apwnh e

Create Advice p 3 \Qllﬂ ELETE |\H fg‘é&l E;';»
|Prugram Type - FY: |2004 Create Date: |4f28,’20[|4
| Allotment Type | # Status: | e Create By: |Sonya Ransome
FMew Authority a . .
Carry Over 0 Control #.l Auth, Date: |
Recovery i Version: | Auth. By: |
Advice Totals: | | |
Allotment Code Description Previous Change Current
New Authority Totals: | 0.00 | 0.oo | 0.00
Advice Remarks: Previous: Change: Current:
~| on 1:| 0 | 0 | N
Otr 2: | 0| 0| 0
otr 3: | 0| 0| i
Otr 4: | 0| 0| 1]
[
Tntal:| 0 | I | 0
|é:| Dorie FFF@WO Inkernet Y
Figure 9

Print Date: 8/21/2012
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=lof]

a TEAM-Web ( Quality Assurance Database ) - Microsoft Internet Explorer

/23 TEAM-Web { Quality Assurance Database ) 2004-UC-001 - Microsoft Intern/ -10] x|

| View Advice @@\i“

Advice Query Results &

Control #

w

Description

FG - Formula Grants A ~ Uni X . l—

e FormU Grarta A IUC Univ. Trans. Ctr FY: 2004 Created Date: [10/22/2003

FG- Formula Grants A Allotment Type | # Status: IAuthDrized Created By: IStephanie Harris

FG - Formula Grants A [N ew Authority 0

FG - Formula Grants A Control #: |2004-UC-001 Auth. Date: |1 0242003

FG - Formula Grants A Catry Over 2

FG - Formula Grants A Fecovery 0 Version: |1 Auth. By: IKristen Clarke

FG - Formula Grants A

FG - Formula Grants A

FG - Formula Grants A i

fo e e A Advice Totals | $0.00 | $60,000.00 | $60,000.00
[Allotment Code] Description [ Previous [ Change [ Current |

New Authority Totals: | $0.00 | $0.00 | $0.00
Advice Remarks: Previous: Change: Current:

Advice Detalls Sl Lllotment is issued to 2] Qtr 1: | 0| | i
. established to make carryover
Ctrl # 2004-FG015 Authorized 2/26/2004 available per SF-132 and SF- QOtr Z:I I] I 0 I 0
Status: Authorized Updated: 21262004 133.
|utharize p 126/, Qtr3:| 0 I 0 I 0
FY: J2004 Previous: §1,741,840,087.27
tr 4:
Version: |1 Change: $-1,933,585.00 j @ I 0 I 0 I 0
Created:  [226/2004 Current $1.7398155022] | 0] 0] 0
. Reverses Lllotment Z004-FG-014, wvhich provided ﬂ
Text §1,933,585 advance FY 04 funds (2004.21.90.91.1] to =
Window Opened in Read Only Mode.
&) 2m+Feot [ [ 1B [ memet /, |&)pone N 4

Figure 10

Modify/Authorize Advice

Run a Query if necessary and select the Advice you want to Modify or Authorize.

Click on Modify/Auth. sub-menu under Advice management on left hand side.

To modify, make necessary changes in the Advise and click on OK button to save (see Figure 11).
To Authorize Click on the signature button

A new screen will pop-up.

Type in your PIN and click on button Execute.

ouakrwdE
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| | Modity Advice

The Advice will be authorized

=10l

New Authority Totals: | 127576200 | |

4 =} Authoriz

R~ =
AE - Admin Expenses FY: |2004 Create Date: |4,."28,."2004
Allotment Type | # Status: W Create By: IW

Mew Authonty 1

Control #: |2004—AE—DDZ Auth. Date: I
Carry Over 0
[Fecovery 0 Version: |1 Auth. By: I

Advice Totals | 1,275,762.00 | 0.00 | 1,275,762.00

|Allotment Code Description Previous Change Current
2004.50.1 & DMINISTRATIVE EXPENSES 1,275,762.00) .00 1,275,762.00)

e Pending Advice # 2004-AE-002 - Mi

Print Date: 8/21/2012

crosoft Inte

Authorize Pending Advice 2004-AE-002 with PIN [g‘é ||

Please note that this verfication is being recorded under the name of:

Cancel |

o

’_ l_ E |Q Inte\net / A

Advice Remarks: Previous: '
Teot =] Qtr1:|—DDD|_1 Official’s Name: ISDnya Ransame
ou z: 00| | officiars Tite: ||
atr 3: | 1.275.762.00 |
= Qtr 4: | 000 | [&] bane
| 127576200 [ 0.00 | 1,275.762.00
[&) Dore |7|7|T§|0 Internet 5
Figure 11

Delete Pending Advice

Query and select the pending advice you want to delete.
Click on the Delete Pending Advice option.
In the new screen click on the trash can symbol (see Figure 12).
The pending advice will be deleted.

1.

2.
3.
4

Chapter 9 Page: 19



TEAM-Web User Guide Print Date: 8/21/2012

3 TEAM-Web { Quality Assurance Database ) 2004-AE-002 - Microsoft Internek E: = IEllﬂ
Delete Advice 6 gl S Xl]
|AE - Admin Expenses FY: {2004 Created Date: [4/25/2004
Allotment Type | # Status:  |Pending Created By: |Sonya Ransome
Mew Authority 1
Control #: IEDD-’-]-AE-DDE Auth. Date: |
Carry Over o
Fecovery n Version: |1 Auth. By: |
Advice Totals | $1,275.762.00 | $0.00 | $1,275.762.00
IAllotment Code Description Previous Change Current
2004.50.1 2 DMINISTRATIVE EXPENSES $1,275,762.00 $0.00 $1,275.762.00
New Authority Totals: | $1,275.762.00 | $0.00 | $1.275,762.00
Advice Remarks: Previous: Change: Current:
Test = o] $0.00 | $0.00 | $0.00
Qtr 2: | $0.00 | $0.00 | $0.00
Qtr 3: | $1.275,762.00 | $0.00 | $1,275.762.00
- Qtr 4: | 000 | oo | $0.00
| $1,275.762.00 | $0.00 | $1,275,762.00
|ﬂj Ciane l_l_gla Internet 4

Figure 12

Allotment Summary

To access the Allotment Summary feature, click on the words Allotment Summary in the Navigational Menu and a Query screen will
appear (see Figure 13). Enter and submit your search criteria using this form.
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€ https:/iftateamweb. fta. dot. gov/? dbname -Quality&GUID-QUALITY _E506C559F 3DF4A12B93203A6CB6DB... |- O3

Main Menu - (Home)

Allotment Summary
Advice Management -
FY: Any v
B Allotment Summary
& Allotment Status Status: Any v

Operating Budget Type: Any |v|

Motification e
Funding Adjustments
Civil nghti Allotment Code:

Submit Query
IF]| " Trusted sites 00 v

Figure 13
Operating Budget Tab

Print Date: 8/21/2012

1. Select the Allotment you would like to review the status of and click on Allotment Status in the Navigational Menu.
2. The read-only Allotment Status form will open and default to the Operating Budget tab (see the left side of Figure 14), which

shows Allotment values by account class code.

Chapter 9 Page: 21



TEAM-Web User Guide Print Date: 8/21/2012

/2 TEAM-Web { Quality Assurance Database ) 1995.15.1 - Microsoft I -3 x] /3 TEAM-Web ( Quality Assurance Database ) 1995.15.1 - Microsoft In - Ol x|
Allotment Status @h_f” | Allotment Status \ﬁj\o_fn
Allotment Code: | 1935151 IMTERSTATE TRAMSFER GRANTS Allotment Code: | 1335151 IMTERSTATE TRAMSFER GRANTS

Status: Authorized Fy: 2003 Program Type: IT Status: Authorized Fr: 2002 Program Type: IT
Operating Budget | Audit History | Operating Budget Audit Histary |
Allotment Type: ||A|| 'I
Acc Class Code | CostCenter | Status | Authorized Amt | Pending Amt | Obligations |
1995152322 1 65000 St %0 %0 30| =~ | Conirol # | Allotment Type | Date/Time | Previous | Change | Current |
19951523 50.1 45000 Authorized $0 $0 30 2003-IT-006 Carry Creer 071502003 2:50:52 PI $6,574,230 $0 $6,574,230 |~
19951523221 E8000 Luthorized $0 $0 $0 2003-IT-005 Carry Crrer Ei2652003 1:01:11 P $4,574,230 $0 6,574,230
2003-IT-004 Crarry Crver TI15r2003 3:07:14 PV $6,574,830 $0 6,574,830
2003-IT-003 Carry Creer G/23/2003 11:48:51 A $6,574,230 $0 36,574,230
2003-IT-002 Carry Crrer 252702003 2:12:47 P $0 $6,574,230 6,574,230
$0 50 %0 =]
Allotment Total: $6.574.830 Previous: Change: Current: Advice Hemarks: _I|
R Otr 1: $0 0 30 Revizes thiz allotment to add an =
Unobligated Balance: $6.574.830 FHwi TCSP amount for Florida's
Qtr 2: $6.574.830 0 $6.574.830 Liberty City Bus Passenager
Facility Project.
Qtr 3: 30 0 30
Qtr 4: $0 $0 30
$6.574.830 0 $6.574.830 LI
[&] pone |2 | mrernet 4 | @] Done [& [ Internet W

Figure 14

Audit History Tab
The Audit History tab shows the historical detail of allotments by their Control Number (see the right side of Figure 14)

Operating Budget Plans

Expand the submenu under Operating Budget by clicking on the plus sign to the left of the words (there is no query feature here).
Click on the word Plans to open the Operating Budget Plans Feature. Note: funds must be available from an approved New Authority
or Carry Over Allotment in order to create a Pending Plan.

Update Plans Tab
1. Select Cost Center and Section for the plan (see Figure 15).
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.

accounts can have values modified by simply clicking on the record line in the table).
3. Add the budget Current or Change values as needed, record an Operating Budget Remark, and Click on OK to save a Pending

Budget Plan

; Operating Budget Plans - Microsoft Inter~ ~ “splorer

=10 %]

Operating Budget Plans | i |Q|| HDD"DELEIE" @“ I@ E%ﬂ
Update Plan Fending F]‘ans ] \
Cost Center: | l A -]
Section: | |
Control #: I Version: | Created: I
FY: | Status: | Authorized: |
Acct. Class. Code | Description | Previous | Chanhge | Current ‘
Flan Totals: |
Operating Budget Remarks: Previous: Change: current:
;l otrt:
Qtr2:
Otr3:
Qtrd:
=
=] E Y
Figure 15

Pending Plans Tab

Print Date: 8/21/2012

Click on the magnifying glass button to populate the account class code field with the accounts desired (Note: existing

4. To View or Modify a Pending Plan, open the Operating Budget Plans Feature by clicking on Plans in the Navigational Menu.
5. When the screen opens, click on the Pending Plans tab (see Figure 16).

6. A list of pending plans will come up. Highlight the plan you want to update by clicking on it.
7

Now click on the Update plan Tab.
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v 8. Make the necessary changes and click OK to save the updates to your Pending Plan.

'3 Dperating Budget Plans - Microsoft Internet Explorer

=10l x|

‘Operating Budget Plans

‘ i ‘QJ‘ ACD |||JELETE|| %H @\ﬁ"i’j"

| Cast Center |Section | Cantral # |

Date

Prewious | Change | Armount |

e/afs pdate Flan @ing@

Operating Budget Recovery

Click on Recoveries in the Navigational Menu to access the Operating Budget Recoveries feature. Note: funds from an approved
Recovery Advice must be available in order to create a Pending Recovery.

Update Recovery Tab

To create a new Recovery, select the appropriate Cost Center and Section ID (see Figure 17).
Select an Account Class Code (using the magnifying glass or manually with the “Add” button) and the corresponding Holding
Pot (Note: these actions can be reversed if you would like to see what Holding Pots are available for the selected Cost Center

1.
2.

o s W

and Section ID combination entered.

Figure 16

Print Date: 8/21/2012

Enter your Recovery Amount (it may not go over the Holding Pot value or the Recovery Allotment amount)

Enter in your Recovery Remarks.
Click OK to save the Pending Recovery.
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/2 Operating Budget Recoveries - Microsoft Internet Explorer -0 x|
Operating Budget Recoveries i ROD | | DELETE
Update Recowvery Fending Recoveries T Deohligations ]
Cost Center: | -
Section: | -] <
Control#: | Version: | Created: | \
FY: | Status: | Authorized: | \
Acct Class. Code | Description | Previous | Change | Current \ ‘
Totals: | | \ |
Recovery Remarks: l
] Holding Pot: I j
e Available Armount;
_| Recovery Amount: °_J' ‘
|&] Done l_l_lg_|@ Intermet Y
Figure 17

Pending Recoveries Tab

6. To update any pending recovery click on the Pending Recovery tab (see Figure 18).
7. It will show all the pending recoveries (if any).

8. Highlight one you want to update.

9. Then click on Update Recovery Tab.

10. Update the required fields and Click OK to save your Pending Recovery.
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o/

3 Operating Budget Recoveries - Microsoft Internet Explorer

Print Date: 8/21/2012

=101 x|

Operating Budget Recoveries

1]

Q“ A | DELETE

== e

’rUpdate Recowvery @nding Recuver@ Deohligations ]
| Cost Center |Secti0n | Control # | Date | Previous

| Change

Amount

Figure 18

Deobligations Tab

11. The deobligation tab shows all the deobligations from the past years (see Figure 19).
12. Select one of the options from drop down menu VIEW and Fiscal year.
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Dperating Budget Recoverie 050 erne plore =101x]
Operating Budget Recoveries Q AOD || DELETE %HI@@IE"
[Update Recowvery T Fending RecuveMobligatiDns \
WViewr |AII Holding Pot Accounts ;l Fizcal Year Im
[ Frv | section | Limitaton | Typeadth | Hoiding PotTatal | Pend. Recovery | available Amaunt |
1998 3 N 2 41, 446.00 $0.00 $41,445.00| =
19498 3 33 2 $262.00 $0.00 F262.00
1995 a7 JM 1 £1.00 $0.00 $1.00
2000 3 33 1 $4,338.00 $0.00 F4,3z8.00( _
Holding Pot Totals | $82,899.00 $0.00 $62,899.00 |
Wiew: | All Transactions =]
i s e e el o
5000 1998.37.03.31.2 | 00 | TN-03-0043-00 |Lapsed ¥R Deobligation 21172004 §154.00] MNO
5000 | 1998.37.03.31.2 | 00 | WC-03-0040-00 |Lap=ed ¥R Deabligation |25352004 $58,801.001 MO
65000 1998.37.03.31.2 | 00 | MM-26-7O00-04 |Lapsed YR Deobligation |12018/2003 F0.64] MO
65000 1998.37.03.31.2 | 00 | IL-03-0191-02 [Lapsed ¥R Deobligation 1142602003 $39,163.00] Mo
g5000| 1998.37.03.31.2 | 00 | FL-03-0171-01 |Prior ¥R Deobligation 10/30/2003 $41,446.00] YES
F=] I_l_gla Inkernet v
Figure 19

Notification

Query Notification

1. Click on the word Notification to expand the submenu items View Notification and Authorize Notification, as well as to enable
the Query Notification Form (see Figure 20).

2. Enter your search criterion and click on Submit Query. Note: You may on select one “Type” to query at a time (e.g. Plan)

3. Your query results will replace the query form to the right of your screen
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— - - »
52? o [@TEAM-Web(Quality Assurance Database ) l l @ B o= - Iﬁ’Eage - -__(_)} Tools =

and Apprl:l'u'3|
on
Management
trol
wla Apportionment

Notifications
ce Management

. oy
Operating Budget Status:

El Motification

| w e Pl V]
[ View Motification
o Control Number:

CostCenter:  |Any |v|

Section: |Any t]
\
& Internst #100% v
Figure 20

View Notification

1. Highlight the one specific notification from the query result.
2. Click on View Notification on the menu bar.

3. A new window with all details of notification will pop up (see Figure 21)
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3 Yiew Motification (20031028} - Microsoft Internet Explorer ;lglil
View Notification ( 20031028 ) (Y= =
Type Count Control #: ||2DDS1DEB Status: |Pendinq Created: |9;30,f2003
Mew Budget 1 Cost Center: |EEDDD Version: |1 Authorized: I—
Carry Over 1 [Ani—— [E—
Recovery 0 Section: |1 Fr: IQDDS Type: IPlan
Plan Totals: [ $1.484541.00 $6.43]  $1,464547.43
Acct. Class Code Description Previous Change Current
2003.50.01.00.1 Mational Transit Database/Admi §1.464,1558.00 $6.43]  $1.464 204.43
New Budget Totals: | $1.454.195.00 $6.43  §1.464.204.43
Notification Remarks: | Previous: | Change: | Current:
Budget is updated for §6.43 for ;I atrl: | &0.00 | $0.00 I $0.00
interest payments to the NTD.
ouz: || $0.00 | $0.00 | $0.00
ou3: || $2.000000.00 | $0.00 |  $2,000,000.00
oud: [ gE35802.00 $6.43 |  §-635,79557
=] Tetak| $1.454138.00 | $6.43 | $1.464.204.43
|[&] Done I_I_E|@ Internet v

Figure 21

Authorize Notification

1. To authorize notification, query the notification (if necessary), then choose Authorize Notification from the Navigational
Menu. See Figure 22 for an illustration.

Click on the Authorize (signature) button.

A new window will pop up asking for your PIN.

Type in your PIN and Click Authorize.

The Notification is now authorized

arwN
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3 Authorize Notification (20!

=10 x|

Lﬂluthorize Noiification { 20031028 )

b~ == R

Type Count Control #: (|20031028 Status: | [Pending Created: |9f30;2003
ey UGl L Cost Center: IEEDDD Yerszion: |‘| Authorized: I
Carry Over 1 ER——— [E———
Recovery 0 Section: |1 Fr: ||z2003 Type: IPlan
Plan Totals: [ $1.484541.00 ] $6.43  $1464547.43
I Acct. Class Code I Description I Prewvious I Change I Current I

| 51,484 193.00]

[2002.50.01.00.1  |Mational Transit Database/Admi

543 $1,464,204 43

/3 Authorize Notification with PIN - Microsoft Internet Explo

=10l %]

Authorize Notification with PIN

Please note that this verfication is being recorded under the name of:

Dfficial's Name: | |Sonya Ransome
Official’s Title: I PIN:

Cancel

utharize |

g

Budge: $0.00
S ] Done [ [ & [ motemmet Z| $000
0u3: || $2,000,000.00 | $0.00 | $2,000,000.00
EI $-535,802.00 | $6.43 | $-535,795.57
= MI $1,464,198.00 | $6.43 | $1,464,204.43
[&] pone EN 4
Figure 22

Funding Adjustments

Funding Adjustment Level 1
1. Level 1 Funding adjustments are for making a reversal to obligations that made the same day the reversal is attempted to a
project that is not yet executed. You may click on the words Funding Adjustments to query for your application if necessary,

or just click on the “plus’ sign to the left of the words Funding Adjustments to expand the submenu.
2. With your application selected, click on Level 1 under the Funding Adjustments menu (see Figure 23)

Print Date: 8/21/2012
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o/

a TEAM-Web { Quality Assurance Database

fain Menu - (Home]

nd H pproval

Figure 23

3. On the screen REVERSE Obligation, the user will first see the Summary tab, which shows general details of the project and
has the Approve Reversal button (see Figure 24).

The Obligations tab shows details of the award

To change the obligations click on the Approve Reversal button.

You will get a prompt confirming if you want to make changes. Click OK.

The Obligation is now reversed.

No ok
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2} TEAM-Web { 3 surance Database ) REVERSE Dbligation (¥a- B [= Il -3 TeArM-web  Quality Assurance Database ) REVERSE Obligation (¥A- =] S|
REVERSE Obligation &2 || | REVERSE Obigation Er ﬁ“
Summary | Obligations | Summary Obligations |
Recipient:  [2243 [BOOZ, ALLEN, AND HAMILTON, INC. APPLIED RESEZ
Projeci: [\A-B0-0032-00 | [Security planning technical assista CostCir | TZA Ace Class Code  FPC | Obligations Net Obligations
74000 510000 2002.21 9071 0% $150,000.00 $150,000.00
Amendment: I
74000 510000 2002470371 [ul] $135,438.00 $135,436.00
Recipient UZA: |51DDDD I\flRGlNlA 74000 510000 20032190571 ] $525,000.00 $525,000.00
Cost Center: |?4DDD Project Type: |Procurement 74000 510000 2003 .47.03.%7.1 00 $118,165.00 $118,166.00
==
User Mame/Title
&O‘Ihgat;r;: [Sonya Ransome Totals: |  $92802.00 $928,602.00
Approve Reversal | 4
Microsoft Internet Explorer x|
Yol are about ko REVERSE obligations For this praject,
Do you wank ko conbinue?
i€ 0] 4 Cancel | ° |_|_|—é_|0 Internet A
Figure 24

Funding Adjustment Level 2

1. Level 2 Funding adjustments are for making a reversal to obligations, which are not executed yet and are from the current
fiscal year only (but past the same day of the obligation).

w N

To make level 2 reversals, click on Funding Adjustments and the query the application, which needs to be reversed.
Click on the Level 2 option under Funding Adjustment (as seen in Figure 23)

4. The screen defaults to the Summary tab with general project and obligation information shown as well as the Submit Request
button (see Figure 25). The Obligations tab can be reviewed as it is in the Funding Adjustment Level 1 feature to see the

details of the obligation authorized by FTA.
Click on the submit request button.
6. The request will be submitted to TBP through email.

o
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2 TEAM-Web ( Quality Assurance Database ) Level 2 REVERSE Obliga

o [=107]

Level 2 REVERSE Obligation =)
Suramary | Obligations |
Recipient:  [1455 [TRANSPORTATION DISTRICT COMMISSION OF HAMP
Project: [vA-03-0082.01  |Regional Enhanced Bus Plan
Amendment: IRegionaI Enhance Bus Plan
Recipient UZA: [510370 [VIRGINIA BEACH, WA
Cost Center: IEEDDD Project Type: Grant Award
User Name/Title Date/Time
& sy |Herman C Shipman 44772004 5:07:13 PM

|Deputy Regional Administrator

Your Reverse Obligations Request will be sent to TBP by email.
The praject status will change to "Funding Adjustment Regquested”.

Requestor: |Sonya Ransome Subrmit Request I

[&] l_ l_ E |4 tnkernet

Figure 25

Print Date: 8/21/2012
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Chapter 10 Change History

Version Date Description Change By
1.0 09/26/2007 | Initial Online Versions and updates Travis Klein
1.1 10/18/2005 | Formatting Changes and Updates Travis Klein,
Sonya Ransome

1.2 10/02/2006 | Addition of Earmark Administration and Sonya Ransome

Query Features
2.0 04/23/2007 | Major Formatting Changes and updates as Travis Klein

required
2.01 06/20/2007 | Continued Formatting changes and updates Travis Klein
2.02 06/21/2007 | Formatting changes and indexing Travis Klein
2.03 02/29/2008 | Minor reference modifications Travis Klein
2.1 06/30/2008 | Delete Closeout amendment updates Travis Klein
2.2 11/05/2010 | Update screen shot for figure 16, added DBE | Mei Sum

new functions for DBE Release ver. 5.0 Lee(Yvonne)
2.3 02/10/2011 | Update screen shot and added unlock button | Mei Sum

in TEAM Administration module Lee(Yvonne)
24 08/25/2011 | Updated the following information for Kelly Tham

Earmark Administration section (SCR 3433): | Marbella Merlo

e Updated the Earmark Administration
screen to reflect the note for “Lapse
Year” within the Detail view section.
Delete Account (SCR 3432)
e Explain Delete Account

2.5 11/30/2011 | Earmark notation updated with screen shot Naeem Ashraf
25.1 01/24/2012 | Screen shot updates to include Regional Mei Sum Lee

Comments (Yvonne)

Print Date: 8/21/2012

* Note: previous versions of the online User Guide may have been updated as needed without consistent versioning. Some previous change versions may be omitted or
estimated. Versioning shall be consistent henceforth.
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TEAM-Web Administration

Overview

This chapter will detail the following system features: Earmark Administration (Earmark Query), Help Desk Utilities (including
Change Project Number, Delete Project, Delete Milestones, and Delete User Locks), and Security (including Add User and Modify
User).

Earmark Administration

To access the Earmark Administration feature, first expand the Navigational Menu under TEAM Administration by clicking on the
plus sign to the left of words TEAM Administration, then click on the plus sign to the left of the words Earmark Administration (see
Figure 1)

Fain Menu - (Home)

artnation

Figure 1
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. Earmark Query

1. Click on the words Earmark Query and a query screen will appear to the right (see Figure 2)
2. Enter search criteria and click the Submit button. Earmark records matching the search criteria will be displayed.

EarmarkFy: AL -
Program: |ALL =
Number: |
State: | AN =
Status: | AN -
LapseYear:  |ANY =
Figure 2

Chapter 10 Page: 5



TEAM-Web User Guide Print Date: 8/21/2012

w

To update an Earmark, click on an Earmark ID link at the top of the screen (see Figure 3).

Once the record is highlighted, click on the Edit button at the bottom of the screen. Once clicked, the button will convert to the
Update button.

Access to update earmark fields is dependent upon individual user roles assigned in the Security screen. Users with Earmark
Administration roles have access to update the Status, Regional Comments, Earmark Manager, and Recipient ID fields. Users
with the additional roles Earmark HQ Manager or Earmark Financial Manager will have access to update a majority of the
earmark fields.

Once changes are completed, click the Update button.
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Earmark | Lapse Unresel
Select an Earmark| FY | Year Program Earmarked Project Title Balan

E2010-BUSP-001 | 2010 2013 | BUSP AK New Anchorage People Mover, AK $750,000.00  $750,0

Port of Anchorage Intermodal Expansion

Project, AK $487,000.00

E2010-BUSP-002 | 2010 2013 | BUSP AK New

Buses and Bus Faclity Improvement, Baldwin

County, AL $275,000.00  $275,0

E2010-BUSP-003 | 2010 2013 | BUSP AL New

Earmark ID: Lapse Year: Note: The funds will lapse on the first day of the federal fiscal year
E2010-BUSP-003 2013 denoted in the lapse year.
Program: BUSP
FY:
2010 SAFETEALU ID:
Earmark Manager: Juan Morrison
Amount:

$275,000.00 State: aL

Earmarked Project Title: Buses and Bus Facility Improvement, Baldwin County, AL

Last Updated By:

Status: New

Lastipdated Date: Regional Comments: -

$275,000.00
2/16/2010 12:00:00 AM

Unreserved Balance:
Date Balance Updated:
Recipient ID:

Notes: »

Figure 3

Earmark  Lapse
Select an Earmark FY Year |Program State
E2010-BUSP-016 | 2010 2013 BUSP CA

E2010-BUSP-017 | 2010 2013 BUSP CA

E2010-BUSP-018 | 2010 2013 BUSP CA

Earmark ID: Lapse Year:
E2010-BUSP-017

Program:
FY: SAFETEALU ID:
2010

Earmark Manager:
Amount: State:
208000.00

Earmarked Project Title:
Last Updated By: Status:
Regional Comments:
Last Updated Date:
Unreserved Balance:
Date Balance Updated:
Recipient ID:

Notes:

Status

New

New

Print Date: 8/21/2012

Earmarked Project Title

New City of Belflower bus shelters, CA

CA

City of Dinuba CNG Fueling Station
Expansion, CA

2013
BUSP

Juan Morrison
CA
City of Corona Dial-A-Ride Bus Replacement, CA

Mew -

208000.00
2/16/2010 12:00:00 AM
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. H

elp Desk Utilities
1. Access the Help Desk Utilities by first expanding the menu under TEAM Administration by clicking on the plus sign to the
left of it (see Figure 4)

2. Click on the words Help Desk Utilities and a query screen will appear to the right and the remaining submenu items will
become viewable.

3. Enter your application search requirements and hit enter or click on Submit Query.

Main Menu - (Home)
= Recipients
[ Add Recipient
= View/Modify Recipient

Applications

Review and Approval Query Applications

1on

Project Management UELE

Funds Control
- - - _ - Tk 1
Funding Adjustments Active/Closed:

Civil Rights »
5 TEAM Administration RecipientiD: | |

Earmark Administration
= Help Desk Utilities

O] EI-—IE”EIE F'nij!I:Zt Mumber e
= Delete Project .

= Delete Milestones Proiect § |A|| v|
= Delete User Locks

Project Number: | |

[ Delete Closeout Amendment [ S O ]

Figure 4

Change Project Number

1. After Querying for your project and selecting the Change Project Number feature, enter in the new project number data by the
State, Section ID, Activity, and Sequence number (see Figure 5).
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‘ 2. If you would like to reset to the existing project number, click on the Reset button.

Certain Section ID’s can only be selected depending on the chosen Section of Statute. If an unacceptable Section ID is
entered, TEAM will give the user a system message notifying them and providing them with a list of permissible Section ID’s

for that Section of Statute.
4. Once you have entered in the new project number information, click on the Submit button.
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a TEAM-Web ( Quality Assurance Database ) Change Pru

Change Project Number

Old Project Number:

New Project Number:

=10/ x|

IW—DS-EM 8-00

Section of Statute; | 431J5C A309 - Capital Program Grant and Loans

=

N

State: Iv'l'
Section ID: |3
Activity: |5

Sequence Number: |18 )

Mote: Section ID tmust
>0 with the affilisted
Se tatute Citation.

[ Find Hext Aenuence Number

Submit <‘—°

° Reset | Cancel |

|.“E:| Done

|_ |_ ’_ @ Internet

Figure 5

Print Date: 8/21/2012
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Delete Project

1. First query for a project and highlight the desired project by clicking on it.

2. Then click on the words Delete Project in the main menu under Help Desk Utilities (see Figure 6)
3. A message box with pop up asking whether or not you are sure you would like to delete the project.
4. If you are sure that you would like to delete the project then click on the OK button.

: ,_, Project Query Results &
Main Menu - (Home}) - —
e Project Number Description Rev.

FY 2008 Capital & Operating 0
0
5 HQ grant 0
eview and A 1]
= Comm currence PMOG for Seattle Project 0
&1 Review/DOL Dates Operating Assistance for SFY 06 0
[ Reservations Risk Assessment for Denver LRT Project 0
= Obligation/Award = M A [ Comnliance Reviews 0
- Windows Internet Explorer 0
[ Deobligation 0
=1 Execution 0001 0
[ Execute Award 0005 aintenance Gosts 0
Pr anagement i
Project Number: | | [Fy2008 | Cost Center: 789-00
EFELE;"%;;“ = Application Type: |Electror1ic | Submitted: I:I
Earmark Ad io Entered: |1j1ﬂf2{}08 | Awarded: I:I
Recip. Contact: |Tracv Geraghty | Executed: I:I
FTA Manager: | Jeffrey Davis | FTA Amount: $1.731.158.00
Status: |F’endin_q Submission/App. in Development | Total Elig. Cost: $6,254,500.00
Description: |FY2{}[}E-CapitaI & Operating |
[ Delete User Locks
Recipient: 5001 |_|NAPA COUNTY TRANSPORTATION PLANNING AGENCY |
[ Delete Closeout Amendment
Figure 6

Delete Milestones
1. First query for a project and highlight the desired project by clicking on it.
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2. Then click on the words Delete Milestones in the main menu under Help Desk Utilities (see Figure 7).
3. A message box with pop up asking whether or not you are sure you would like to delete the milestones.
4. If you are sure that you would like to delete the project’s milestones then click on the OK button.

Project Query Results &

Project Number Description Rev.
AK-80-X019-00 5307 Urban Area Formula - FFY2000 4]
AK-90-X022-00 5307 Urban Area Formula Grant - FY2 1
Applications AK-80-X024-00 5307 Urban Area Formula - FY2002 0
B el AK-90-X027-00 5307 Urban Area Formula - FY2003 0
’ AK-90-X029-01 FYQ04+05 CMAQ for Goord Transp Prog 0
AK-90-X030-01 ARRC FY 04 5307 ping, pm, cap 0
AK-90-X031-00 FY2003/2004 5307 & CMAQ 0
=1 Obligation/Award - . Lol 0
Windows Internet Explorer 0
[ Deobligation 0
B Execution ‘::’2 Are you sure you want b delete phantom milestones in Ak-90-x019-00 7 fail 1
[ Execute Award 0

04 H Cancel ]

Project Management
Funds Contral

Funding Adjustments Project Number: | AK-90-X019-00 | [Fr2000 | Cost Center:
?Iigjﬁl.r‘ﬁi?’-"t-gl:friwinistratil:ln Application Type: |Electronic | Submitted:
Earmark Administration Entered: 6/6/2000 | Awarded: 6/15/2001
os Recip. Contact: | Bob Kniefel | Executed:
FTA Manager: Jennifer Bowman | FTA Amount: $2.160,800.00
Status: Active | Total Elig. Cost: $2.701.000.00
Description: |53{]? Urban Area Formula - FFY2000 |
Recipient: 1707 |-|MUNICIPALITY OF ANCHORAGE |
Figure 7

Delete User Locks

1. Click on Delete User Locks in the Navigational Menu (see Figure 8). If no user accounts are locked a dialog box saying “No
Outstanding Locks” will appear (see Figure 9).
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2. If auser account is locked, it will show up in a table — click on it to highlight/select it and click the DELETE button (see

Figure 10).
3. The user account will be unlocked.

B Help Desk Utilities
1 Change Project Number

1 Delete Project

[ Delete Milestones

[ Delete User Locks
Figure 8

Windows Internet Explorer

L] E Mo outstanding locks
[ ]

Figure 9
‘€ Delete User Locks - Windows Internet Explorer E]@
I
Delete User Locks ) DELETﬂ !mc I
First Name | Last Name Project No. Date/Time Phone Number
Sonya Ransome VA-40-5003-00 | 6/20/2007 2:54:37 PM T03-793-6440
Figure 10
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Delete Closeout Amendment

1. First query for a project and highlight the desired project by clicking on it. The project should be in an Active/ Ready for

Close-Out or Active/ Close-Out Required status.

Then click on the words Delete Closeout Amendment in the main menu under Help Desk Utilities (see Figure 11)

A message box with pop up asking whether or not you are sure you would like to delete the closeout amendment.

4. If you are sure that you would like to delete the closeout amendment then click on the OK button. The closeout amendment
will be deleted and the previous amendment (the “00” amendment in the example) will return to Active status.

w

Project Query Resulits &

Main Menu - (Home)

= Recipient Project Number Description Rev
[ Add Recipient

1 View/Modify Recigient CA-03-0702-01 CLOSE OUT AMENDMENT 0
B CA-90-Y194-01 CLOSE OUT AMENDMENT 0
Appl CA-90-Y387-01 CLOSE OUT AMENDMENT 0
ERe CA-95-X011-01 CLOSE OUT AMENDMENT 0
CHITENEE DG-03-5644-01 CLOSE OUT AMENDMENT 0
= Review/DOL Dates DGC-26-1004-01 CLOSE OUT AMENDMENT 0
[ Reservations DC-43-00086-02 CLOSE OUT AMENDMENT 0
& Obligation/Award DC-90-3001-Uleg e ' o
R RN Windows Internet Explorer, 0
= Deobligation FL-90-X514-0 0]
. :g:?g:?(%gg_-%; \'\r/ V[?;;Drz f\:'?a?quttt?pdr?:::dgn 03-0702-01 closeout amendrment, g

°—L> o [ el ]
E Fund

= Fundin stments Project Number:  |CA-03-0702-01 | [FY2008

| Cost Center:
Civil Rights A . - e I:I
= TEAM Administration Application Type: | Electronic | Submitied:
Earmark Administration Entered: '5/27/2008 | Awarded: ]
B Help Desk Utilities Recip. Contact:  |Gladys Lows 213922 2459 | Executed: ]
[ Change Project Number FTA Manager: |Fiay' Tellis 213.202 2956 | FTA Amount:
Status: |Active/Close-Out Required | Total Elig. Cost:
Description: \CLOSE OUT AMENDMENT |
Recipient: 5566 |-|LOS ANGELES COUNTY METROPOLITAN =
Figure 11
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Security

1. To Access TEAM-Web security you must first expand the menu under TEAM Administration by clicking on the plus sign to
the left of it.

2. Next, click on the word Security in the main menu. This will expand the menu further and the screen to the right will change
revealing a Query User form (see Figure 12)

il 2 TEAM Web Version 1.0 - Microsoft Internet Explorer Hi=l B3

Username: |
Name: |
Recipient ID: [
Cost Ctr: W
View Deleted Onh: [
Subirnit Cluery |
|&] 4645 recard]s] retiieved. [ | | Intemet v

Figure 12

Chapter 10 Page: 15



TEAM-Web User Guide Print Date: 8/21/2012

‘Add User

1. Click on the words Add User on the Navigational Menu.

2. An Add User screen will open up, which is a blank Modify User screen.

3. Once desired credential entered, click save button (icon with diskette design), Certified Date and Certified By fields on
Security Info tab will be automatically populated with LSM name and current date.

General Info Tab

4. The screen defaults to the General Info Tab (see Figure 13).
5. Those users with access to this screen may modify/enter data into any one of these fields.
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o/

'€ hdd MNew User - Windows Internet Explorer E]@
Modity User =

General Info ‘ Security Info | FTARecipient Info | Rales/Privilegeas |
Salutation: Haone |+ Orgamization: | |

First Mame/MI: | || | Building/Room: | ” |

Last Hame: | | | |

Address:

Phone/Ext: | || | | |

Alt Phone/Ext: | || ciy: | |

Fax: | | State/Zip: I:“Zl = El

E -mail: | | Routing: | |
Title: | | Acronym: | |

Figure 13

Security Info Tab
6. The Username, Remark, and User Note fields are all manually modifiable. (see Figure 14)
7. A default Identity, random password, date Created, Changed date, Certified Date and Certified By date are all automatically
populated.
8. The password can be changed to a new random value by clicking Set Password.
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‘ 9. The PIN number is generated by clicking on the Set PIN button. The PIN can then be activated by clicking on the Activate
PIN button (the Activated date will then automatically populate). If the Delete PIN button is clicked, both the PIN number and
the Activated date will disappear.

10. The Delete Account button will gray out all fields and prevent modification.

a Add New User - Microsoft Internet Explorer
Modify User
General Info Security Info FTA/Recipient Info

User lden: <OEPMYH Last Login:
Uzername: |
Created: B/3/2004 Modified:
Password: MPVAGDA3 Changed: 5/3/2004
PIN: Activated:
Suspended: Deleted: 1
Remark: |
Uszer Hote:

&) I_ I_ E |4 Internet 4

Figure 14

FTA/Recipient Info Tab

11. The Cost Center and Recipient ID information are entered in this tab (see Figure 15).

12. The user can enter in each of the values manually if desired.

13. The details magnifying glass may also be pressed in order to reveal a new screen from which the user can select the data and
have it populated for them (see Figure 15).
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14. Simply click on the magnifying glass button, select the radio value desired (and in some cases Select all/deselect all functional
button will be available), and click OK (see Figure 15).

; Add Mew User - Microsoft Internet Explorer

B (=30 “icrosoft Internet Explorer

(o x|
- - [
Modify User Y= =k f“ B & v
General Info Security Info FTA/Recipient Info | Raoles/Privileges | Security Info FTA/Recipient Infa | Roles/Privileges |

Cost Centers: Recipient IDs: Select Primary Cost Center ‘ X|

o~ CAHLE
4— Y
Primary _ Auziliary Primary Auzihary U'IDD EXECUTIVE SECRETARIAT I—
"N [ooooo a [ 4w aj € 62000 ADMINISTRATION

00000 al ooon aj ~ §3000 OFFICE OF THE CHIEF COUNSEL
7 54000 OFFICE OF PUBLIC AFFAIRS —
' 5000 OFFICE OF PROGRAM MANAGEMEMT
£ B5100 Secunity Supplemental
£ B5200 MY Recovery, Cap. Iny. and Fer
7 BE300 Mew York, FTA and FEMA, Supplem
5300 DEOBLIGATION HOLDING RECORDS
~ 5E000 OFFICE OF BUDGET AND POLICY
P e e e s ||

[&] l_l_Ele Internet 4 I_I_E|0 Internet i
Figure 15

Note: For DBE Civil Rights purposes:

Recipient: “Recipients IDs” primary field dictates which projects are accessible corresponding to the IDs enter.
Regional: “Cost Centers” primary field dictates which projects are group within the designated region provided.
Headquarter(HQ): Dictates by “Roles/Privileges” tab in the next section.

Oversight: Dictates by “Roles/Privileges” tab in the next section.
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. Roles/Privileges Tab

15. This tab allows the current administrative user to set the rights of the new user (see Figure 16).
16. Select the database the user is to have rights to from the drop down box.

17. Select the role of the user by clicking on the appropriate radio button.

18. Define the user’s privileges by selecting the appropriate check boxes.

Note: For DBE Civil Rights purposes (see Figure 16):

19. To enable grant user the privilege to initiate and edit a DBE Civil Rights report, they will need to have their user role marked
as “Recipient.” Once, selected grant user will also need to have “Civil Rights” box and “DBE Reporting” box checked off in
their user profile.

20. To enable a FTA user the privilege to monitor and approve a DBE Civil Rights Report, they will need to have “FTA” marked
in their user profile. Once, selected FTA user will need to have “Civil Rights” box and “DBE Reporting” checked off in their
user profile. FTA user will also need to have one of the three sub-boxes listed under marked DBE Reporting. However, only
one option can be selected.

e HQ: Headquarter user with privilege to all projects from all regions with rights to approve/disapprove DBE reports.

e Regional: Regional user with privilege to all projects within designated cost center(s) to approve/disapprove DBE
reports.

e Oversight: Oversight user with privilege to all projects from all regions with Read-Only rights.

21. Selecting “Civil Rights Status” will enable user to view and edit “Civil Rights Status” screen but this will not allow FTA users
view or perform DBE functions.
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Add User

Goneral Infi

Add Mew User - Windows Infernel Explorer

TEAM-Web User Guide

User's Role: | (5 Recipient

FTARecipient Irfo

[ Recipient Funclions:
[ Submit
] Execute
L1 Certily an Lovyer
[} Cestily as Dificial
|| Cotily az Both

[ Supplemental Agreement

[ Help Desk
[ Local §ecurity Wanages

[ Civill Frights
DEE Repotting
| Depastment ol Labos

Aasditon

[ Eaamank Adainiztiation
Earmark HO Mg
Earmark Financial Mo

[} FTA Funetions
[[] Award
[] Deobligate
[] Approve Budget Fevision
[] Maintaim All Projects
| FPC Transfes
[[] Legal Concurmence
[ Accounting
[ Maindsin Funds Cantrol
[ Appeove Advice
L Approve Dperating Budget]

EI@IEI /= Add Mew User - Windews Internet Explorer

3 il 3 26

Rolea/Privileges |

Figure 16

Add Usar

Gerieral Info

Sacurity Info

Print Date: 8/21/2012

55

B =2

FTARecipiant Infa

[T N Production [

User's Hole: ) Aeciplesa (<) FTA

[#] Recipmnt Funclions
[] Submit
[] Execute
[] Cortity a5 Lawyar
[] Certily as Oificial

] Fra I'unl:l'.

U] Awasd

(] Deabligate

| Approve Budget Revisin
_| Wlainkain All Projeets

[] Centity as Both | FPC Tranafes
[ Supplemental Agreement "] Legal Comcunence
] Help Dok ] Accounting
_| Local Secuiity Manage: [ Wasirtain Fards Comtral
] Civil ighitz [ Appeome Advice
[ Ciwil Rights Status Appeoe Dossating B i
[ DBE Repoding

HO
Hogonal
Dived gight

U] Depaitment of Labios
Auditor

[] Eamimaik Administiation
Eamark HI Mar

Faimaik Femanehsd b

Roles/Privleges |

Note: By selecting the general offset privilege check boxes (Recipient Functions, FTA Functions, Accounting, etc.), the user will
have rights to the applicable screens, but will not be able to modify or execute various transactions (PINNING, etc).

Modify User

1. To access a user you must first click on the word Security on the main menu to reveal the query form (see Figure 17).

2. Query for a user and then highlight that use by clicking on the data in the results screen.
3. Click on Modify User in the main menu.
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User Query Results &

Main Menu - (Home)
Recipients
Applications Username Last Name First Name User Iden.
Review and Approval
B Execution IADAMSONK4 Adamson Karen VIVELAA | *
Ll s IALLENDOOR Allen Davis VIVEDAA
Project Management BOSTONA Boston Anita V1GMABO
Funds Control CARTERT Carter Tommy V1GMTCI
Funding Adjustments POITRASD4 Poitras Diane VIVESC4 | |=
Civil Righ COOKDOOR Cook David VIVEDCX
B TEAM Administration COUSINSLOOR Cousins Luke V1VELCG
Earmark Administration CRAWLEYW Crawley Willie Mae V1GMWCO
DICINTIOKOOR DiCintio Kim V1VEKDY
IENGLISHJOOR 2 English James V1VEJE4
& Add Us FAVORSAOOR Favors Anita V1VEAF4
=€t BROUGHTON.J4 Broughton Jeffrey VIVEMFA
[ Modify FISCHERKOOR Fischer Kenneth V1VEKF4
Dynamic Query FLORESFOOR Flores Frank V1VEFF9
e . HARRISBOOR Harris Brett V1VEBHS
St Ropare HUNTLEYNOOR Hurtley Nancy VAVENHO
TEAM Documentation HVIZDOSTOOR Hvizdos Thomas V1VETHE
ARRA Reporting: 1201 JONESKO1R Jones, Jr Kenneth VIVEKJA
Security Questions/Answers KISAMOREKOOR Kisamore Kathyann VIVEKKA1
 Help Desk Information KULYKW Kulyk Walter V1GMWEKO
= Exit LEEDOOR Lee Deborah V1VEDLX
LITTLEMOOR Little Mark VIVEMLT?
[ETTERMARKL4 Wettermark Larry VIVEJLM
LUCEYNOLLROOR Lucey-Noll Rose V1VERLN
LYLESDOOR Lyles D. Ann V1VEDL6G
NEWCOMBJOOR Newcomb James V1VEJNG
NYGAARDJOO Nygaard Julianne VAVENJ1
PAYNEDOOR Payne Daniel V1VEDP1
PETERSNOOR Peters Nancy VIVENP? | -
User Details @ =
Name: English James Rec. ID: 1095
Title: City Attorney Cost Center: 784-00
User ID: VIVEJE4 Acronym: TALTRAN 1
UserName: ENGLISHJOOR Created: 9/26/1997
Voice: 850-891-8554 Suspend:
Fax: Deleted
Locked
FISCHERKOOR H100% -
Figure 17

Modifying a user follows the same criteria as the Add User functions except for the Security Info Tab (see Figure 18).

One notable difference is that the current administrator cannot view the user’s password and PIN numbers for security reasons
(the user would have been required to change their password when it is first created as well as after any time it is “set” by an
administrator).

6. Other notable differences include Delete Account, Suspend and Reactivate User buttons.

o ks
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‘ 8. The Reactivate User button removes the Suspended date as well as the suspension itself (the user will again be able to access
the system with all of their established privileges).

k-"r." View/Mo dify User [ yltest2 test ) - Windows Internet Explorer

Modify User %ﬂmﬂ

General Infa Secunty Info FTARecipient Info | Roles/Prvileges |

User lden:  HIWTPHS Last Login:
Uzemame: TLTEST2 Locked: Set PIN

Activate PIN

Created: 2nsam M odified: M

RN | Password: Changed: 271172011 Delete Account 8
PIN: Activated: Suspend User
Reactvate Use:
Suspended: Deleted:

Certified Date: 271/20M1 Certified By  Mei Sun Les

Remark:

Uzer Hote:

Figure 18

9. Another significant difference is a Certify User button and the corresponding data fields Certified Date and Certified By. The
Certify User button is used to document that the user has an Authorized User Access form on file. Clicking the Certify User
button will add a date to the Certified Date field. If the account was suspended that date will be removed. Once the save or
OK icon is selected the Certified By field will be populated with the certifying officials name. (see Figure 19)

Note: Please refer to the section detailing Add User for all other functions concerning user modification
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10. If the account was locked due to any of the scenarios listed below, the “Locked” field will display a date with the reason
display in red above Remark field.
1. 3failed attempts
2. temporary password expires over 14 days
3. activity due to over 60 days
4. inactivity due to over 90 days

11. To unlock account, click on Unlock Account button.

e View/Modify User ( yliest? test ) - Windows Internet Explorer,

General Info Security Info | FTA/Recipient Info | Roles/Privileges |

User Iden: HPWTPH4 Last Login: Set Password
Username: YWLTEST2 Locked: 210/2m1 m
Activate PIN
Created: 211201 Modified:
reate e Delete PIN

Password: oo Changed: 211201 Delete Account

PIN: Activated: Suspend User
Reactvate User

Suspended: Deleted:

Certify User

Certified Date: 2/11/2011 Certified By  Mei Sum Lee Unlock Account

LOCKED OUT DUE TO 3 FAILED ATTEMPTS!

Remark: |

User Note:

Figure 19
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required
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including indexing
2.03 02/29/2008 | Minor reference modifications Travis Klein
2.1 05/19/2009 | Updated chapter title and contents to include | Travis Klein
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2.2 11/05/2010 | Minor reference modifications due to DBE Mei Sum Lee
Release ver. 5.0 (Yvonne)
2.3 08/25/2011 | Updated the following information for Static | Kelly Tham
Report section (SCR 3351):
e Replaced “TEAM FY YYYY (where
“YYYY” =“Year”) Data Files &
Reports” screen shot to reflect
Comprehensive Report (new).
2.4 Updated screenshots in static report section Gregory Feldman
to reflect changes for version5.6
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Reports

Overview

This chapter will summarize the various types of data queries available, how to perform and save the results of a dynamic query, and
where to access static or canned reports.

Dynamic Queries

Data Queries

Active Projects — This report provides project totals for projects that have been obligated and not closed and shows only the
current amendment for that project.
Active Recipients — This report provides information on all TEAM recipients (customers) that are listed as Active.
Active Users — This report provides data on Active Users of TEAM. Please note that suspended users are also shown.
Closed Projects — This report provides basic data for all closed projects.
Closed and Deobligated — This report provides basic data for all projects closed in the specified date range for projects that
deobligated funds.
Cumulative Apportionments — This report provides the cumulative data for the formula apportionment records of a specified
account and/or UZA.
Cur. FY Apportionments — This report will provide the formula apportionment totals for a specified account and/or UZA for
the current year.
Cur. FY Obls by Amd. — Data is available from Amendment 00 (Original Project) through latest amendment for:

0 Projects obligated in the current fiscal year-to-date,

o0 Projects submitted for which funding has been reserved but not yet obligated,

0 Projects for which funding has not been reserved, and

o0 Projects obligated this FY year for which deobligations have been made.
Cur. FY Obls by Funding Source — Data is available for:

o0 Projects obligated in the current fiscal year-to-date, and

o0 Projects submitted for which funding has been reserved but not yet obligated.
Data - Inquire by State — This is a report that allows a user to graphically select data for a specific State.
Deobligations — This report provides basic data for all projects showing deobligations in the specified date range.
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Disbursements and Refunds — Data is available for disbursement and refund data, as imported from DELPHI, FTA's
accounting system. * Please note there is a lag between system data feeds and for up to the minute disbursement and refund
information, it is better to go directly to DELPHI.
Disbursements by % — This report provides disbursement data for active projects: percentage of disbursements over
obligations, last disbursement date, etc.
Earmark Report — This data query was developed to provide the user with a listing of all of the information on Program
Earmarks. There is one row for each Earmark in the database. It includes information such as Fiscal Year of Earmark, Earmark
ID, Earmark Program, Original Earmark Name, Original Amount, Status, State, unreserved Amount (amount remaining), and
Notes.
Earmark Grant Report — This data query was developed to provide the user with a listing of all of the information tracked at
the Grant Earmark Level. There is one row for each Project Number and Earmark pairing. It also shows dates and amounts of
project reservations, obligations, and dates sent for release and released, as reported in TEAM.
FSR Data - Financial Status Report and other financial information is available for all projects obligated (but not closed) as of
the end of the previously completed quarter.
FTA Recipient — This report provides information for all TEAM recipients on file.
New Starts by Project — This report provides information on all Active projects funded under the New Starts Program:
section 03 with an approp code of 47 or 37. A filter on Project is provided.
New Starts by State — This report provides information on all Active projects funded under the New Starts Program: section
03 with an approp code of 47 or 37. A filter on State is provided.
Obligations by Funding Source — Data is available for the total Obligations, Reservations, and Deobligations for an account
class code. The data for that account class codes UZA's and projects can be retrieved by clicking on the Excel link.
Operating Budget — This report will provide the totals for the account class code at the account level. The UZA and project
are not included in this report.
Pending Obligations — Data is available for all projects reserved but not obligated.
Project Budget — Project Budget Activity Line Item (ALI) data is available for all projects obligated this Fiscal Year to date:
ALI amounts are calculated for each amendment.
Project Status Data — Data is available for:

0 Projects obligated in the current fiscal year-to-date, and

o Data is available for projects with status not closed.
Projects Ready for Award — Data is available for all projects reserved but not obligated.
Recipient Contact Information — Data is available for all Recipient Contacts. There is one row for each contact in the TEAM
database. This query can be used to compile addresses for mailings, phone numbers for call lists, etc.
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v = Reconciliation Data — This report will show you the obligation discrepancies between the CFYOBL2, CFYFAP and the

OPERBUD file. This report will also tell you which accounts have different available balances between the OPERBUD and
CFYFAP files.

Team4Cmp — This report contains financial data used for Accounting Department analysis.

95-100% Disbursed Report — This report provides data for all projects that show disbursements of 95% or more of their
obligated amounts, as reported by the most recent data feed from DELPHI, FTA's accounting system. Please note there is a lag
between system data feeds and for up to the minute disbursement and refund information, it is better to go directly to DELPHI.

Regional Queries

Application Status Report — This report will provide a summarized view of all pending grant applications. It can be used as a
management tool in determining individual workload, or estimate processing time.

Disbursement Activity Report — Lists disbursement activity of active grants

Grant Approval Listing — This report provides basic information for all active grants.

Projects 100% Disbursed — Lists active projects that have been fully disbursed, and are candidates for project close-out.
Single Audit Report Submission — This report lists disbursements by recipient, and can be used to determine recipients who
might be subject to Single Audit report requirements. Effective July 2003, OMB Circular A-133 required recipients to submit a
single audit report if they expended $500,000 or more in Federal awards.

Summary of Active Project — This report lists the number of active grants by recipient and state, totaling obligations for each
recipient id. This report can be used as a monitoring tool to respond to requests for information from Headquarters, O1G, GAO
and other agencies regarding FTA programs.

Summary of FSR Report — This report lists report submission information by recipient. This report can be used as a used as a
monitoring tool for project management staff in managing Financial Status and Milestone Status Reports.

Performing a Query

1. For example purposes, the Data Query “Active Projects” will be used. Note: most of the Data Queries has varied
default ‘Data Fields’ and ‘Additional Search Criteria,” but the query premise is similar for the majority of the queries
available (excluding the Data Query By State, for example, which is detailed in Chapter 1 of this User Guide.)

2. The Data Query opens up with all of the available data fields selected. The resulting query report will display the fields
in the order in which you have selected them (for example, Data Field #1 will be column *A’ in the Excel report that
can be generated).

3. The Select None and Select All buttons can be used to very quickly remove or replace all of the data fields with the
click of one button. (See Figure 1 to note how the form is initially displayed as well as how the form is viewed after
clicking on the Select None and Select All features).
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Active Projects

This report provides project totals for projects that have been obligated
and not closed and shows only the current amendment for that project.

Active Projects

This report provides project totals for projects that have been obligated
and not closed and shows only the current amendment for that project.

Data Fields C Data Fields
1. | CostCenter vl 2 RecipientID v 1. | NorSelected v| 2. |NotSelected ]
3. |Recipient|\|ame [V] 4. |ProjectID [VI 3. |N0tSeIected [V] 4. |NotSeIected [V]
5. | Obligation Date \v| 6. |BriefDescripton  |v| 5. NotSelected lv| 6. NotSelected v/
7. |Disbursement [VI 8. |Au1‘h Disbursement [V] 7. |N0tSeIected [VI 8. |NotSeIected [V]
[ |Refunds [VI 10_|Previ0us Reservation [V] q, |N0tSeIected [VI 10_|NotSeIected [VI
11. Change Reservation |v| 2. Previous Obligaion |v| 11.| Not Selected \v| 12 NotSelected v/
13| Change Obligaion  |¥| 44, Previous Deobligation | v | 13. Not Selected lv| 14 NotSelected v/

15|Change Deobligation [v]

15_| Not Selected

Recipient ID:
Cost Center:

Project Humber:

Additional Search Criteria

NotSelected

Recipient ID:
Cost Center:

Project Number:

Additional Search Criteria

NotSeloea v

Format Type:
Column Delimiter:

Column Headings:

Data Format

|
W
W

|Exce| [V]

Format Type:
Column Delimiter:

Column Headings:

Data Format

|Exce| [V

Comma

Figure 1

Print Date: 8/21/2012

Active Projects

This report provides project totals for projects that have been obligated
and not closed and shows only the current amendment for that project.

SELECT NONE

Data Fields

SELECT ALL

1. | Cost Center \v| 2. RecipientD v
3. |RecipientName [V] 4. |ProjectID [v]
5. Obligation Date \v| 6. BriefDesciipton |+
7. |Disbursement [V] 8. |Au1‘h Disbursement [v]
9. Refunds \v| 10, Previous Reservation |v|

11_|ChangeReservaTjon [v]

12. Previous Obligation | v|

13_| Change Obligation [v]

14_| Previous Deobligation [v]

15_|Change Deobligation [v]

Recipient ID:
Cost Center:

Project Number:

Additional Search Criteria

NotSelectea

Format Type:

Column Delimiter:

Column Headings:

Data Format

|Exce| [V

Comma

4. There are three different search criteria for this particular Data Query. They may be used simultaneously, or

individually. 1If no search criterion is entered, then every applicable record will be queried (in this case Active Projects

— see Figure 3).
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Use the drop down menus to select a Recipient ID and/or Cost Center.
If you choose, you may enter a Project Number, or a portion of a project number as a search criterion as well.
The Data Format section defaults to Excel, Comma delimited, and displayed column headings (Figure 3).
Use the drop down menus to make any of the other available selections shown (Figure 2 and Figure 3).

Click the Submit button when you are satisfied with all of you search criteria (Figure 3).

Print Date: 8/21/2012

Format Type:
Column Delimiter:

Column Headings:

Data Format

| Excel

Rl ch Text Format
Hyper Text Markup Language

Data Format

j Format Type: | Excel

Column Delimiter:

[ |
Comma, 'I

Text Column Headings:
HhAL
_Submit | Subrmit |
Data Format
Format Type: | Excel
Column Delimiter:
Column Headings:
Submit |
Figure 2
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Active Projects

This report provides project totals for projects that have been obligated
and not closed and shows only the current amendment for that project.

SELECT MOME Data Fields SELECT ALL

1. CostCenter ] 2. Recipient|D V
3. RecipientName V 4. | ProjectID V
5. | Obligation Date v 6. | Brief Description v
7. | Disbursement v 8. | Auth Disbursement v
g, |Refunds V 10. | Previous Reservation V
11.| Change Reservation V 12. | Previous Obligation v

13.| Change Obligation v 14, | Previous Deobligation v

15, Change Decbligation V

Additional Search Criteria

Recipient ID: Not Selected | v/

Cost Center: Not Selected |viq

Project Number: <
Data Format

Format Type: Excel v

Column Delimiter: Comma v

Column Headings: Yes v

o

Figure 3

Print Date: 8/21/2012
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Opening a Report
1. Clicking the submit button will start the query.

2. Once when the data is retrieved you will receive a link that will allow you to open a report containing your query results.
3. Click on the link in order to view the report within the TEAM-Web window (see Figure 4)

Active Projects Report Active Projects Report

e Eeport Submizsion Time: 3/28/2001 2.35:.01 PRI
: Setting up Reporting environment
...... Total Steps in Report Process = 1
Processing Step #1

o . e Writing report to web accessible location
g‘::;"l: f;;ﬂ:;zgzziﬁiifm 2IOTPM ¢ ot creation finished: 9/28/2001 23514 PM
Total Steps in Eeport Process =1
Processing Step #1
TWriting repott to web accessible location

Tou can retretve your report by clicking on the link below

Active Projects Eepo

3 TEAM Web Version 1.0 - Microsoft Internet Explorer

= cost_ctr
A I8 ¢ o | E | F & [ H [ 1 [ J [ K |5
1 [cost ctr_lorantee_id grantee_nzproject_id obl_date |brf_desc disbursem auth_dishirefunds  |prev_resenchange_re pr—
| 2 | 2000 1237 GREATER OH-26-7013-00 Bus Rapid o 0 o 0 o
| 3 62000 2200 DEPT. OF DC-06-007 9/8/85 ADDITION, 7869973 9014981 40000, B00S693 635000
4 B2000 0523 BUSINESIWASD-003 A Increase T 1305227 1481833 0] 1276309 205524
|5 | 62000 5658 Q SYSTERVASO-700 #rts MOD 4 1467641 1532158 0 1272158 260000
|6 | 62000 5713 LEON SNEMD-90-00Z #H Increase T, 1322869 1565008 0 13419158 223087
| 7 | 62000 5713 LEON SMEMD-80-3006-02 Increase fo 132123.9 138315 0 319315 133686
| 8§ | 62000 5714 HARRIS C/MA-B0-00Z #éwste TASK ORL 1462620 2040156 0 1162010 353146
|9 | 62000 5530 ACTIONET DC-26-7202-00 MNew Starts 0 0 0 0 0
| 10 52000 BO77 MAGLEY [FL-25-702 ##5#HHE Magley 200 o 0 o 0 1000000
| 11 52000 9999 TO BE SE IT-90-2001-00 PROCURE o 0 o 0 o
| 12 63000 0908 LS. DEPAID-26-3001 #aE Y ellowstor 0/ 100000 ul 0 100000
13 64000 2201 FEDERAL DC-26-400 929793 TEA-21 OL o 2000 o 0 2000

Figure 4

The user may desire to save the report and have the ability to more easily modify the report as well as print it out.
To do this, right click on the link and a drop down window will appear (see Figure 5).

Click on “Open in New Window”

A new window will open displaying only the report and the tool bar can be used to save and/or print the report.

No ok
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Ac tlve Prﬂ‘] ECtS Repnrt ‘€ http:/fftateamweb.fta. dot.gov/teamweb/TeamReports/TempReports/KLEINT_200763543_260.xls - Windows In... E]@
S | htbpejffesteamweb Fra. dot . goviteamweb TeamAeports TempReportsfKLEIN | | +4 | X 2|
File Edit Wiew Insert Format Tools Data GoTo  Favorites  Help @ i
T éhttp:)’,I’Ftateamweb.fta.dot.gov,iteamwebjTeamRepor... )-’|\ = mm v ;e Page v (0F Tools - i

Eeport Submission Time: 9/28/2001 2:46:38 PM a1 . P oot Cir

Setting up Eeporting environment A ] 8 [ ¢ [ b [ E [ F [ 6 [ A [ T [ 4 [ K [ L7

1 [cost ctr lgrantee_id grantee_nzproject_id |obl_date |brf desc disbursern auth_disbi refunds | prev_resenchange re prev ot
| 2 | B5000 2243 BOOZ, AL WVA-03-500 9/18/2008 | Comrmuter 42638.58 249980 0 0 249380
| 3| G5000 2243 BOOZ, AL VA-40-500 1/29/2004 | Security pl 3230437 3192413 38023.72 2942413 250000 2942
| 4 | B5000 2243 BOOZ, AL VA-90-500 7/14/2003 Additional | 2030652 2038977 0 2038977 0 2038
| 5 |  ©5000 5523 BUSINESE VA-S0-500 2/22/2007 | Oversight [ 703536 1540768 0 1194064 2566 115940
| 6 | ©5000 5596 TICHEMORWA-S0-500 B/58A1995 1 TASK A 580080.6| 535072.3 45005.27 556537 23668 556!

7 0 0
& |
9 |

1]

Total Steps in Eepott Process =1
Processing Step #1

Writing report to web accessible location
Eeport creation firshed: 928/2001 24645 PII

65000 4716 VERIDIAN WVA-B0-600 525/2004 NTD FP- C 455198 495199 485199
55000 &716 VERIDIAN A-90-800 9/30/1997 CLOSE Ol 3568555 3560643 1171.8 3568643 0| 3568
55000 55830 ACTIONETWAS0-500 2172007 | Cwersight 7 B37928.4) 762201 47433 B38478) 123723 G635

Tou can retretwve your repott by clicking on the link below 1 BAO000, 5930 ACTIONETVA-B0-G01 9/22/2008 Fast Track 1177314 176597 0 0 176597

11| #5000 6103 CAPITOL FWA-40-500 6/2/2003 Support for 215963 215963 0 201000 14983 201
12| 65000 6157 TRIUMPH | WA-890-500 2/16/2005 Procureme 3919583 778215 0 463913 14302) 463
P : : (13| 65000 6150 ADVANCE VA-27-501) 3/23/2007 | STATE M# 0 76651 0 0 76651
usctive Projects Report 14| 65000 6158 ADVANCE YA-90-500 8/31/2005 STATE M/ 2502528 2502569 0 1802908 B99661) 1602
Open 15| 65000 £323 AECOM C WA-50-500 8/21/2002 NTD Rev. | 545000 699000 0 599000 0 B9
i 16| 65000 B517 MAN-MAC YA-27-501) 3/3/2007 State Safe 8463942 1349973 0 914627 435348 914
17| 65000 6517 MAN-MAC WA-40-5003-00 Safety and D D D D D
Save Target As... 18|  Es000 6517 MAN-MAC VAS0-500 9/19/2005 State Safe 8681327 BY8H42 0 0 BYgY42
Eririt T arget 19| 65000 6589 BOYD, CAWAS0-0033-00 Bus Safety 0 0 0 0 0
= 20| 65000 6589 BOYD, CAWAD0-501] 6/5/2006 Bus Safety 3745058 546360 0 0 846360
Cut (21| 65000 6589 BOYD, CAWA90-5012.00 Bus Safety 0 0 0 0 0
22| 65000 6593 DELTA REYA-26-200 5/24/2006 | Copy - Edi 28349.88 35000 0 0/ 35000
[Cap (23|  B5000 BE06 AUTOMAT WA-37-500 6/22/2006 F ¥ 2005 | 2042938 286442 0 0 2686442 v
Copy Sharteut W« » WMNKLEINT_200763543_260 / < >
Paste . Unknown Zone
Add to Favorites...
Froperties

Figure 5
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Static Reports

Static Reports are canned reports that are run and posted at a set interval. At one time static reports were posted publically, but are
now housed within the TEAM-Web application. The Static Report links show within TEAM-Web once a user clicks on the “Static
Report” Navigational Menu item (see Figure 6).

: =@ FTA Web Reports
and
ion
roject Management
Funds Control
Funding Adjustments

Reports & Data Files

TEAM Do 8
1 Help Desk Information

&« & & & & & @
=]
]
[
[=]
=]
(=]

[ Exit

Figure 6

The user may click on the desire fiscal year link to obtain another series of report links. For example, should the user select FY 20009,
they would see the links displayed in Figure 7. The links will continue to trickle down until the desired report file level. The levels
may differ depending upon the report type and the Fiscal Year itself, but generally most reports will be broken down by Fiscal Year
and then Quarter/ Month. If the user were to select “Active Grantees” from Figure 7, then they would see the quarterly breakdown
displayed in Figure 8. If the user were to go further and pick the October 2008 link, then they would see the reports links directly.
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TEAM FY 2012 Data Files & Reports

Report ID Report Title am

Active Grantees Active Recipients by Cost Center (Separate Inactive file) | View Lavout

| Active Projects Active Projects by Cost Center | View Lavout
| CEYDEQOBS ‘ Current Fiscal Year Deobligations | View Lavout
CFYTAP Current Fiscal Year Formula Apportionments View Layout
CFYFAR2 Current Fiscal Year Formula Apportionments - Storage | View Lavout
CTFYOBL1 Current Fiscal Year Obligations by Amendment View Lavout

| CFYORL2 Current Fiscal Year Obligations by Fund Source | View Lavout
CFYOREL? - TPL CFY Obligations by State (Lim A2, 3F) Layout N'A
Closed Grants Closed Projects by Cost Center View Lavout

| Comprehensive ‘ Comprehensive Report | View Lavout
| CUMFAP ‘ Current FY Formula Summary Table Dump | Layout N/A
CUMFAR2 Cumulative Formula Apportionments - Storage View Layout
Management Reports FTAFY2012 Management Reports Layout N/A
FFR Federal Financial Report | View Layout
| OPERBUD Current FY Operating Budgets | Layout NA
Pending Obligations Projects Reserved but not Obligated View Lavout
FROJBUD Project Budget Detail View Lavout
|PROJSTAT  Statuses by Cost Center of Open/Unexecuted Projects | Layout NiA
| Special Requests ‘ Special Data Requests | Layout N/A
Account Classification Codes Report | Account Classification Codes Report Layout N/A
YEC Data Miscellaneous Files to Aid in Yearend Reconciliation Layout N/A
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Figure 7

"AM TEAM Data Files & Reports

Active Recipients/Grantees - FY 2009

Quarter 1 Quarter 2 Quarter 3 Quarter 4
October 2008 Janunary 2009 April 2009 July 2009
November 2008 February 2009 May 2009 August 2009
December 2008 March 2009 June 2009 September 2009

Figure 8

Print Date: 8/21/2012
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Civil Rights

Overview

This chapter will cover the DBE Reporting under Civil Rights in TEAM-Web.
The guide will instruct grantee/recipient users on how to initiate and edit a DBE report for the period Semiannual (standard) as well as

quarterly (ARRA) reporting periods.

Print Date: 10/22/2012

This chapter will instruct regional, HQ and Oversight users on how to review a DBE report for the period Semiannual (standard) as
well as quarterly (ARRA) reporting periods.

Recipient Privileges

DBE Reporting

1. To access the feature links that will allow a user to initiate a new or view an existing DBE Reporting, click on the “+” sign
next to DBE Reporting to extend the submenu list (see Figure 1).

L

Main Menu - (Home)

B Rec
® ations
@ Execution
® Project Management
® Funding Adjustments
= Ciil Rights
El DBE Reporting
[ New
[ Existing

@ TEAM Administration

@ Dynamic Query

@ Charter Registration

@ Static Reports

= TEAM Documentation

= ARRA Reporting: 1201
[ Help Desk Information

[ Exit

Recipient Query Results &

] Recipient City State  Cost Center
1725 ALASKA DEPARTMENT OF TRANSPORTATION JUNEAL AK T9000
AND PUBLIC FACILITIES

Recipient ID;
Recipient Name:
Address:

Phone:

Internet Address:

Recipient Details

[1725

.ALﬁSKA DEPARTMENT OF TRANSPORTATIOMN AND PUBLIC FACILITIES
13132 CHANNEL DRIVE

|P.0. Box 112500

|JUNEAU | Ak 99801 | - |2500 |
907-465-2883 | Ext 00000 | Fax: |907-465-6984 '
-v.ww.dat state. ak us

Figure 1
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New
1. To initiate a new DBE report, click on “New” and the Add DBE Uniform Report window will display to the right of the
Navigational Menu (see Figure 2).
2. Fiscal Year Field is auto-populated.

Main Menu - (Home) Add DBE Uniform Report

* = Required, all fields are required except Grant Number

Execution Recipient: 1514-LOUISIANA BUS Status: *
Project Manac
Funding Adjus
= Civil Rights
B DBE Reporting
1 New

Mew/Draft ~

Fiscal Year: * | 201 ~ Reporting Period: * |Semiannua|: Report due Dec

Grant Number(s):
[separated by commas)

[ Existing

Annual DBE Goal(s):

arter Registration Race Conscious Goal: * % Race Neutral Goal: * % Overall Goal:

tatic Reports
TEAM Documentation
ARRA Reporting: 1201

Awards/Committments Made During This Reporting Period:

=1 Help Desk Information A. Total B. Total C. Total to D. Total to E. Total to F. Total to G.Totalto  H.Tot
Dollars Number DBEs DBEs DBEs/Race DBEs/Race DBEs/Race DBEs/
[ Exit (dollars) (number} Conscious  Conscious Neutral Neu
[dollars) (numbser) [dollars) (num
8. Prime * 50 0
co.pme " g | | s | | 4 |
Awarded
This Period:
9, * 50 0
Subcontracts $| | | | $| | | | $| | |
Awarded/
Committed
This Period:

DBE Awards/Commitments This Reporting Period
Breakdown By Ethnicity & Gender:

A Rlark R Hicnanir " Mativa N Suhrnnt F Ascian. F Hnn. G Dthar H T
< | >

Figure 2
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3. The three “Annual DBE Goal(s)” data elements are auto populated for DBE Semiannual Report due June 1 and Semiannual
Report due Dec 1with the information entered in the Civil Rights Status feature.

4. The “Status” drop-down field displays the status of this report. If starting to enter data, choose “New/Draft”, if ready to
submit, choose “Ready for Regional Review” (see Figure 3).

Main Menu - (Home) Add DBE Uniform Report
Recipients

Applications
Execution ent: 1114-WINSTON-SALEM CITY OF Status: * |_Galect—
Project Management

i justments ar * Reporting Period; = |—Select—-
® Funding Adjustment 2011 v porting R

= Civil Rights ! . .
E'DBE Reporting Ready for Regional Review

[ New

* = Required, all fields are required except Grant Humber

[ Existing

Figure 3

5. The “Reporting Period” drop-down field displays the type of report with the corresponding reporting period (see Figure 4).

Main Menu - (Home) Add DBE Uniform Report

Recipients .
Applications = Required, all fields are required except Grant Number

Execution ant: 1T114-WINSTON-SALEM CITY OF Status: = | —Select—- 2
Project Management

E Funding Adjustments an | 2011 w Reporting Period: * | _ga|act-- d

= Civil Rights -
El DBE Reporting ,,as', Semiannual- Report due June 1
Semiannual: Report due Dec. 1

1 New
Quarterly (ARRA)

[=1 Existing

TEAM Administration

—_

Figure 4
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6. If Quarterly (ARRA) is selected, another drop-down field with the 4 different quarters (1%, 2", 3" 4™) will be available to

7.

2

choose from (see Figure 5).

Main Menu - (Home) Add DBE Uniform Report
Recipients .
Applications = Required, all fields are required except Grant Number
S 1114-WINSTON-SALEW CITY OF Status: * [ _galact— v
Project Management
Funding Adjustments ) Reporting Period: * | Quarterly (ARRA) V|
B Civil Rights "
B DBE Reporting Quarter:
= New —Select—
[] Existing

6

TEAM Administration
i Dvnamic Querny

Figure 5

All fields are required except for the Grant Number or any auto-populated fields. The “Grant Number(s)” field box allows a
maximum of 3,000 characters to be entered and saved

Note: Characters that exceeds the 3,000 maximum will not be saved.

If any field is left blank or filled with non-numeric data, a message with red font will display on top of the screen when saving
the report. Please follow the instructions and make corrections accordingly (see Figure 6).
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Main Menu - (Home) Add DBE Uniform Report

E;;:E:EE;_ e The following is required:

Execution

'roject Management
Funding Adjustments
B Cwil Rights * = Required, all fields are required except Grant Number

EI DBE Reporting Recipient:  1514-LOUISIANA BUS status: * [ New/Draft v
=1 Mew

- Fiscal Year: * [2011 v Reporting Period: * |Semiannua|: Report due June 1 V|
[=1 Existing

- ) Srant Number(s}:
TEAM Administration eparated by commas)

Dynamic Query
Charter Registration
Static Reports

TEAM Documentation ral DBE Goal(s):
o ADDA Dannarting- 4201

s 12D. Race Conscious: Total DBE Participation (dollars)
+ 13D. Race Neutral: Total DBE Participation (dollars)

Figure 6

10. When saving the report, if there is an existing report within the same reporting period, a message will display.

11. When saving the report, if the desired report does not falling within the current reporting period, a message with red font will
display on top of the screen (see Figure 7).

Main Menu - (Home) Add DBE Uniform Report
Recipients a o -
Applications The following is required:

Execution
Project Management
i Rgte * = Required, all fields are required except Grant Number

lecipient: 1114-WINSTON-SALEM CITY OF Status: = | MNew/Draft v|

+ You can submit only for the current Period

= Cimil Rights
= DBE Reporting
= New cal Year: = | 5014 hd Reporting Period: * |Semiannua|: Report due Dec. 1 |+

*

[ Existing imber(s):

Wy Commas)

7 TEANM Administration

Figure 7
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‘ 12. When all information is entered and ready to submit, change status to “Ready for Regional Review”.

13. When all information is entered but not ready to submit, save and keep status as “New/Draft”.

Existing
1. When updating/revising or browsing for an existing DBE report, click on the “Existing” option on Navigational Menu to

w

trigger the DBE Uniform Report Search screen (see Figure 8).

Main Menu - (Home)

Recipients DBE Uniform Report Search
Applications
Execution Recipient: _p||—
Project Management .
Funding Adjustments Fiscal Year: | _a|—-
= Civil Rights 2009
B DBE Reporting gg;‘s
= New 2012
[= Existing
TEAM Administration Status: Al -
Charter Regictn Reporting Period: (BRI
Charter Registration eporting Fertod: 1SRl

Static Reports Semiannual: Report due June 1

TEAM Documentation Semiannual: Report due Dec. 1
ARRA Reporting: 1201 Quarterly(ARRA)

[ Help Desk Information Report Last Updated Date From:

3 To:
Figure 8

Query for the desired DBE report by clicking through the drop-downs in the appropriate query parameters and clicking on the
“Submit” button.

To start over or edit the search, click the “Reset” button and the search page will get refresh to its original state.

After submitting the appropriate query parameters, the application displays the query results. To view/edit the report, click on
the magnifying glass icon under the “Functions” column (see Figure 9).

Chapter 12 Page: 9



TEAM-Web User Guide Print Date: 10/22/2012

Main Menu - (Home)

Recipients DBE Uniform Report Search Results
= Applications o o
Review and Approval 967 Records found satisfying the criteria

¥ecution Criteria: Region: 4

roject Management - . .
unds Contral Recipient Fiscal Year |Type Quarter | Status Last Updated By | Functions
unding Adjustments JACKSONVILLE JTA 2010 Quarterly(ARRA) 2 Approved | Tiffany Weaver R|][al
£ Civil Rights
® Civil Rights Status GULFPORT CTA 2010 Quarterly(ARRA) 2 Approved | Tiffany Weaver Al&l
B DBE Reporting coc 2010 Quarterly(ARRA) 2 Approved  |Tiffany Weaver Q&
[ Existing SJCF 2010 Quarterly(ARRA} 2 Approved | Tiffany Weaver Allal
[ Reporting Period COomMm 2010 Quarterly(ARRA) 2 Approved | Tiffany Weaver Q@
£l TEAM Administration MISSISSIPPI DOT 2009 Semiannual: Report due June 1 Approved  |Randelle Ripton Al&l
BT AN TR COGT 2009 Semiannual: Report due June 1 Approved  |Randelle Ripton Qlal
Figure 9

5. The report is in read only mode if it is in “Approved,” “Ready for Regional Review,” or “Ready for HQ Review” status. It is

only editable if the status is “New/Draft” or “Incorrect/Incomplete”.
To export/print search results records as displayed to an excel sheet, click on the excel icon located at the top above the query results. The list of the
results. The list of the fields that will be exported for each of the search record is display in

6. Figure 18.
7.
a) On the View DBE Uniform Report screen, if the DBE report is in status “New/Draft” or “Incorrect/Incomplete”, the edit
option will be available to edit the fields by clicking on the icon with pen design on the top right (see Figure 10).
b) On the View DBE Uniform Report screen, if the DBE report is in status “Ready for Regional Review,” “Ready for HQ
Review,” or “Approved,” the edit icon will not be available.

Main Menu - (Home) ° E
Recipients

Applications View DBE Uniform Report

Execution Recipient: 1725 - ALASKA DOT Status: New/Draft

F’m]e_ct Management Fiscal Year: 2011 Reporting Period: Semiannual: Report due June 1
Funding Adjustments
Grant Number({s):

([separated by commas)

= Cwil Rights
= DBE Reporting
= New

Annual DBE Goal(s):

= Existing Race Conscious 0 Race Meutral Goal: 0 Overall Goal: 0
Goal:
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‘ Figure 10

10.

11.

On the View DBE Uniform Report screen, the user may return to the search results page by clicking on the magnifying glass
icon.

On the View DBE Uniform Report screen, the user may export/print the page with all the fields by clicking on the icon with
the Excel design.

There is a log table at the bottom of the View DBE Uniform Report screen with data including the Status of the report, last
updated by, and last updated date.
The status lifecycle for completing a DBE reporting includes the following:

New/Draft > Ready for Regional Review > Ready for HQ Review > Approved

Regional/HQ/Oversight Privileges

Civil Rights Status
1. To browse or update on the civil rights status of a specific recipient, click on the “Civil Rights” option on the Navigational

Menu to trigger the query form (see Figure 11).

Main Menu - (Home)
Recipients

Applications
Execution
Project Management

Funding Adjustments Query Recipients
1=l Couil Rights

= Civil Rights Status Name: | |

DBE Reporting Recipient ID:

TEAM Administration

Dynamic Query State:

Charter Registration
Static Reports
TEAM Documentation
ARRA Reporting: 1201
[ Help Desk Information

= Exit

Figure 11
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**Note: Oversight users are able to browse but unable edit/update on the civil rights status screen.

2. Query for the desired Recipient by entering in the appropriate query parameters and clicking on the “Submit Query” button.
3. Your query results will replace the query form to the right of the Navigational Menu (see Figure 12).

Recipient Query Results &

Main Menu - (Home)
@ Recipients
B cations D Recipient City State Cost Center
® Review and Approval
[ Execution 1725 ALASKA DEPARTMENT OF TRANSPORTATION JUNEAU AK 79000
@ Project Management AND PUBLIC FACILITES
® Funds Control
] Funding Adjustments
= Civil Riights -
= Civil Rights Status Recipient ID: 1725

B DBE Reporting Recipient Name: l_ALASKA DEPARTMENT OF TRANSPORTATION AND PUBLIC FACILITIES
& Existing Address: 3132 CHANNEL DRIVE

= TEAM .E\dm inistration 'P.O. Box 112500
® Dynamic Query -

Recipient Details

@ Charter Registration |
@ Static Reports [ 1T 1 r ]
@ TEAM Documentation :JUNEAU - - 4 AK I [993[]1 l 3 -2500_ .
& ARRA Reporting: 1201 Phone: 907-465-2883 Ext |00000 Fax: 907-465-6984

& Help Desk Information . : . : .

Internet Address: |www dot state ak us

[ Exit

Figure 12

Chapter 12 Page: 12



TEAM-Web User Guide

Print Date: 10/22/2012

Click on “Civil Rights Status” in the Navigational Menu after selecting the desired record from the query results (see

Civil Rights Status

4. Figure 13).

S8 6 25

Recipiant: 1015 CITY OF MONTGOMERY -Montgomery Area Transit System
Status Dous Dats Submisslen Expiration Coneur
EEOPrOgEM: |n Review ¥ | snmooo|  sooa| 100t
Tits I Program: Expired - 222012 172010 6172013 4282011
DEEPOgEM  |nReview v MIA || 5/2/2012 || NIA |
DBE Goals: Mot Applicable ™ 21902010 53002013 &M2010
Cycle Group Expiration Race Consclous Racs Nautral Owerall Goals
DBE Goal Valuss: - - i
Group1 ™ 2013 - 1.00 %% 0.00 %% %o
Notes:
FY04 DEE 22.0%, BRN=22.8%, RC=0% FB, FY¥053 DBE Goal 25.03%; BN=15%, RC=14._03% -
FB, FY0& DEE Goal 15% (RAN=15%, RC=0%} FB FY05/10 DBE Goal 1.20% BN=0.0%

RC=1_2% FBE Group & 3 year DBE Goal FY10,/13 1.0%

BX=0% RC=1.0% FE
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Civil Rights Status

&% o 25

Recipiant: 1015 CITY OF MONTGOMERY -Montgomery Area Transit System
Status Dous Dats Submisshen Expiration Coneur
cEOPrOgE: I Review v | | enmzo0]  tosoz|  1omrzot0
Titia 1 Program: Expired - 2212 6172010 61712013 47282011
DEEPIOQEEM:  |n Review v | MIA || 51212012 || NIA |
DBE Goats: Mot Applicable ¥ o010 9302013 8/1/2010
Cyche Group Expiration Race CONSCIOUS Racs Nautral Owerall Goals
DBE Goal \alues:
Group1 ™ 203 - 1.00 %5 0.00 %% %o
Naotas:
F¥04 DBE 22.8%, RAN=22.8%, AC=0% FB, F¥05 DBE Goal 25.03%; AN=15&, RC=14_ 03% p

FE, FY0& DBE Goal 15% [BN=13%, RC=0%]
RC=1.2% FB Group A 2 year DBE Geoal FY10,/13 1.0%

FE FY¥05% 10 DBE Goal 1.20% BN=0.0%
BER=0% RC=1.0% FE

Figure 13

Print Date: 10/22/2012
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The Civil Rights Status window will pop up showing the details about the civil rights status of that Recipient (see
Civil Rights Status

Figure 13).

S8 6 25

Recipiant: 1015 CITY OF MONTGOMERY -Montgomery Area Transit System
Status Dous Dats Submisslen Expiration Coneur
sEOPOgE:  InReview v | | snmooo|  sooa| 100t
Tits I Program: Expired - 222012 172010 6172013 4282011
DEEPOgEM  |nReview v | MIA || 5/2/2012 || NIA |
DBE Goals: Mot Applicable ™ 21902010 53002013 &M2010
Cycle Group Expiration Race Consclous Racs Nautral Owerall Goals
DBE Goal Valuss: - - i
Group1 ™ 2013 - 1.00 %% 0.00 %% %o
Notes:
FY04 DEE 22.0%, BRN=22.8%, RC=0% FB, FY¥053 DBE Goal 25.03%; BN=15%, RC=14._03% -
FB, FY0& DEE Goal 15% (RAN=15%, RC=0%} FB FY05/10 DBE Goal 1.20% BN=0.0%

RC=1_2% FBE Group & 3 year DBE Goal FY10,/13 1.0%

BX=0% RC=1.0% FE

The information can be updated only by Regional or HQ users (Oversight: Read only).

Click OK to save when finished.

**Notes:

EEO Program = Equal Employment Opportunity
Title VI Program = prohibits discrimination on the basis of race, color, and national origin in programs and
activities receiving Federal financial assistance
DBE Program = Disadvantaged Business Enterprise
With Recipient privileges, Read-only data maintained in this form can be viewed in the Civil Rights tab of the
View/Modify Recipients screen
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‘ = There are three cycle groups upon when the organization is associated with FTA and depending upon that

group will dictate when the three-year DBE goal cycle expires

= The next Expiration for goals will be available prior to the turn of the coming fiscal year so that those
organizations with goals that are expiring may enter new goals in advance. The new Expiration will become
available on August 1% of each year.

= NA displays as default in the “Due Date” and “Expiration” columns fields for the DBE Program.

DBE Reporting

Reporting Period
1. As a HQ Civil Rights user, Reporting Period is available as an option when to open and close a reporting period for a specific
recipient or for all recipients (see Figure 14).

Main Menu - (Home)
Recipients
@ Applications
= Execution
@ Project Management
® Funding Adjustments Reporting Period Management
& Civil Rights -
@ Cwvil Rights Status RecipientID: | _aj|.. |+~

B DBE Reporting Fiscal Year: * | _ggleit-
= Existing

= Rew:rrti ng Period

Figure 14

2. When selecting a desire recipient or all recipients, select from Recipient ID drop-down either by specific recipient ID or “All”.
3. Fiscal Year drop-down allows HQ user to select the desire year for the reporting period. For instance, example here displaying
all recipient selected along with year 2011 selected. Once a year selected, a table will prompt for you to choose the desire
reporting period that should be unlocked or locked by clicking once on the icon (see Figure 15).

e To lock a specific reporting period, click on the icon that is unlocked [l
e To unlock a specific reporting period, click on the icon that is locked @l

Chapter 12 Page: 16



TEAM-Web User Guide Print Date: 10/22/2012

Main Menu - (Home) | Reporting Period Management
) Recipieli’ 3 R\’ RecipientID: | _aj- +
@ Applicatiik:s D
e nchin iscal Year: * 2011 v
@ Project Management Reporting Period Quarter = Status
# Funding Adjustments Semiannual: Report due June 1 A
= Civil Rights
gy S I Report due Dec. 1 A
& Civil Rights Status e
Quarterly (ARRA) 1
Bl DBE Reporting Quarterly (ARRA) 2
[ Existing Quarterly (ARRA) 3
= Reporting Period aany AR e
Figure 15

Existing
1. The “New” option is not available for a Regional/HQ/Oversight user under “DBE Reporting” on the Navigational Menu. The
“New” feature is needed for a recipient user to initiate and submit a DBE Civil Rights Report.
When browsing for existing DBE report(s), click on the “+” sign next to the “Civil Rights” option on Navigational Menu and the submenu will be
the submenu will be expanded (see
2. Figure 16).
Click on the “Existing” option on the Navigational Menu to trigger the DBE Uniform Report Search screen (see
3. Figure 16).

The ability to search DBE Civil Rights reports is based on the corresponding region selected from the “Region” drop down (see

4. Figure 16).
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Region:
Recipient:

Fiscal Year: |

Status:

Reporting Period: |

Report Last Updated Date From:

DBE Uniform Report Search

3 v
~All-

—~All-
| 2009
: 2011

vl -
AR ]

| Semiannual: Report due June 1
| Semiannual. Report due Dec. 1

Quarterly{ARRA)

-

Region:

Recipient:

3
~All--

Fiscal Year: faus

1395 -
1396 -
1397 -
1398
1400 -
1401 -

- WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY (WMATA)

DELAWARE ADMINISTRATION FOR SPECIALIZED TRANSPORTATION
DELAWARE DEPARTMENT OF TRANSPORTATION
DISTRICT DEPT. OF TRANSPORTATION DEPARTMENT OF PUBLIC WOR|

MASS TRANSIT ADMINISTRATION
MARYLAND TRANSIT ADMINISTRATION

Figure 16

At the Recipient dropdown, records are sorted by recipient ID associate with the recipient name.
At the Fiscal Year dropdown, able to multi select different year by hitting the ctrl key and selecting the desire year.

Query for the desired results by entering in the appropriate query parameters and clicking on the “Submit” button.
To start over or refine search credential, click the “Reset” button and the search page will refresh to its original state (see

Figure 16).

Chapter 12 Page: 18



TEAM-Web User Guide Print Date: 10/22/2012

DBE Uniform Report Search Results
3199 Records found satisfying the criteria

Criteria: Status : Approved

0-

Recipient Fiscal Year Type Quarter Status Last Updated By Functio
SC DOT 2011 Quarterly(ARRA) 1 Approved  |Randelle Ripton [&][@l
SC DOT 2011 Quarterly(ARRA) 2 Approved  |Randelle Riptan [a][@l
SC DOT 2009 Semiannual: Report due June 1 Approved Randelle Ripton &) [
SC DOT 2009 Semiannual: Report due Dec. 1 Approved Randelle Ripton &) [

Figure 17

The icon with Excel design (Search Result Excel Export) will export all the records found on Search Results page along with the fields associate with
with the fields associate with each of the record. Below is the list of fields that will be exported to excel (see

9. Figure 18).

Recipient

Recipient 1D

Fiscal Year

Type Status Grant Number

Annual DBE Goal(s): Race Conscious Goal

Annual DBE Geoal(s): Race Meutral Goal

Annual DBE Goal(s): Owverall Goal

_[ZH:rIIars

BA. Prime Contracts Awarded This Period: Total

MNumber

8B. Prime Contracts Awarded This Period: Total

8C. Prime Contracts Awarded This Period: Total
to DBEs (dollars)

8D. Prime Contracts Awardeg This Period: Total
to DBEs (number)

8E. Prime Contracts Awarded This Period: Total
to DBEs / Race Conscious (dollars)

8F. Prime Contracts Awarded This Period: Total
to DBEs / Race Conscious (number)

8G. Prime Contracts Awarded This Period: Total
to DBEs [ Race MNeutral (dollars)

8H. Prime Contracts Awarded This Period: Total
to DBEs f Race Meutral {number)

8. Prime Contracts Awarded This Period:
Percentage of total dollars to DBEs

94, Subcontracts awarded/committed this
period: Total Dollars

9B. Subcontracts awarded/committed this
period: Total Number

9C. Subcontracts awarded/committed this
period: Total to DBEs (dollars)

9G. Subcontracts awarded/committed this
period: Total to DBEs [ Race Neutral {dollars)

90. Subcontracts awarded/committed this
period: Total to DBEs (number)

9H. Subcontracts awarded/committed this
period: Total to DBEs / Race Neutral (number)

9E. Subcontracts awarded/committed this
period: Total to DBEs [/ Race Conscious (dollars)
9l. Subcontracts awarded/committed this period:
Percentage of total dollars to DBEs

9F. Subcontracts awarded/committed this period:
Total to DBEs f Race Conscious (number)

10A. Total Number of Contracts (Prime and Sub):
Black American

10B. Total Mumber of Contracts (Prime and Sub):

Hispanic American

10C. Total Mumber of Contracts (Prime and Sub):
Native American

10D. Total Mumber of Contracts (Prime and Sub):
Subcont. Asian American

10E. Total Mumber of Contracts (Prime and Sub):
Asian-Pacific American

10F. Total Mumber of Contracts (Prime and Sub):
Mon-Minority Women

10G. Total Number of Contracts (Prime and Sub):

10H. Total Mumber of Contracts (Prime and Sub):
Totals

‘11#.. Total Dollar Value: Black American

11BE. Total Dollar Value: Hispanic American

_Dther

11C. Total Dollar Value: Mative American
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11E. Total Dollar Value: Asian-Pacific American 11G. Total Dollar Value: Other

11D. Total Dollar Value: Subcont. Asian Ame[:‘\fan 11F. Total Dollar Value: Non-Minority Women

11H. TD& Dollar Value: Totals 12A. Race Conscious: Number of Prime Contracts |12B. Race Conscious: Total Dollar Value of Prime | 12C. Race Conscious: DBE Participation Meeded

Completed Contracts Completed to Meet Goal (Dollars)
12D. Race Conscious: Total DBE Participation |12E. Race Conscious: Percentage of Total DBE |13A. Race Meutral: Number of Prime Contracts |13B. Race Meutral: Total Dollar Value of Prime
[ipollars) Participation Completed Contracts Completed

13D. Race Meutral: Total DBE Participation
(Dollars)

13E. Race Meutral: Percentage of Total DBE

Participation Last Updated By

‘I.ast Updated Date

Figure 18

+
10. As a HQ Civil Rights user, this icon (Advance Excel Export) is available to export these fields as listed below when
querying for reports with status “Approved”:

Cost Center | Recipient ID| Recipient Name | Recipient Acronym | Recipient Address 1 | Recipient Address 2 | Recipient Address 3 | Recipient Cit-,r|

Recipient State | Recipient Zip Code | Payment T‘pr| ECHO Number| Geographic Location | Organization Type | DUNS Number| NTDB CDdEl

11. At any time, if a change in the search criteria is required, the user can click on the “Back to Search” button at the bottom of the
Page (see Figure 19).

- MASS DOT 2011  Semiannual: Report due Ready for Regional 10/20/2010  margaret B
= Exit June 1 Review griffin
CHICAGO DPW 2011 Semiannual: Report due Approved 10/28/2010 Dwight Sinks @@
June 1
JOHMNEON RFC 2011 Semiannual: Report due Approved 1002712010  Dwight Sinks @@
June 1
METRA 2011 Semiannual: Report due Approved 1002812010 Dwight Sinks |§||§|
June 1
WRTA 2011 Semiannual: Report due Mew/Draft 10/29/2010 Dwight Sinks |§|
June 1
CINCINMATI 2011 Semiannual: Report due Ready for Regional 100292010 Dwight Sinks @
June 1 Review
123
@ Show All Back to Search a
Figure 19
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12.
13.

14.

15.
16.

17.

To have all search records display on one page, simply click on the “Show All”” button.

All DBE reports with status “Ready for Regional Review” and “Ready for HQ Review” will always be unlocked for regional
and HQ personals to review and edit.

To unlock an “Approved” or “Ready for Regional Review” project without changing the status, simply click on the icon that

resembles a lock 8 on DBE Uniform Report Search Results page.
To lock a project, simply click on the icon that resembles an open lock ®on DBE Uniform Report Search Results page.
To open a record from the query results screen, click on the icon with magnifying glass (see Figure 19).

Types of Status:

“Ready for Regional Review”: Project ready to be reviewed by regional Civil Rights personnel
“Ready for HQ Review” : Project ready to be reviewed by HQ

“Incorrect/Incomplete” : Disapproved by Regional or HQ personnel

“Approved” : Approved by HQ

“New/Draft” : Recipient is modifying the report

a) As a Regional Civil Rights user, on the View DBE Uniform Report screen, the edit (icon with pen design) option
will ONLY be available if the DBE report is in status “Ready for Regional Review”(see Figure 20).

b) AsaHQ Civil Rights user, on the View DBE Uniform Report screen, the edit (icon with pen design) option will
ONLY be available if the DBE report is in status “Ready for HQ Review”.
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Main Menu - (Home)
Ll Vfiew DBE Uniform Report

Applications

Review and Approval Recipient: 1000 - ALABAMA DOT Status: Ready for Regional Review
Execution

Project Management

Fiscal Year: 2010 Reporting Period: Quarterly (ARRA)

Grant Number{s): Quarter: 4

sC
Funds Contral (separated by commas)

Funding Adjustments
= Civil Rights Annual DBE Goal(s):

[ Civil Rights Status
) Race Conscious 0 Race Neutral Goal: 0 Overall Goal: 0
Bl DBE Reporting Goal:

[= Existing

Awards/Commitments Made During This Reporting Period:

Figure 20

18. As a Regional user, simply select “Ready for Regional Review” from Status drop-down and “Save” to approve the project.

19. As a HQ user, simply select “Ready for HQ Review” from Status drop-down and “Save” (see Figure 21) to approve the
project.

20. Both HQ and Regional users, simply select “Incorrect/Incomplete” from Status drop-down and “Save” (see Figure 21) to
disapprove the project.

21. When disapproving a report, notation is required and an email notification will be sent out to grantee for updates.

Main Menu - (Home) Edit DBE Uniform Report
Recipients .
Applications = Required, all fields are required except Grant Number
Review and Approval 0 - ALABAMA DOT Status: *
Execution
Project Management Reporting Period: *
Funds Control
Funding Adjustments
B Civil Rights

=1 Civil Rights Status

-Select-

Ready for HQ Review
Incorrect/Incomplete

B DBE Reporting
[=] Existing

Figure 21
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Overview

To satisfy the requirement to post quarterly charter registration reports to a public domain, TEAM-Web has an upload tool available to
TEAM-Web users that is accessible from the Navigational Menu and a report query feature that is accessible to the public.

Upload Tool: Location

The Navigational Menu includes an item for the tool that will activate the upload interface. The link is located below the Dynamic
Query links and above the TEAM Documentation link as indicated in Figure 1 and is labeled “Charter Registration.” The upload tool
housed below the link is labeled “Upload Report.”

Main Menu - (Home)

Recipients

Applications

Review and Approval

Execution

Project Management

Funds Control

Funding Adjustments

Civil Rights

TEAM Administration

Dynamic Query

= Charter Registration
= Upload Report

TEAM Documentation
=] Help Desk Information

= Exit

Figure 1
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Interface for the Upload Feature

When the “Upload Report” tool is selected an upload form will open (see Figure 2). This upload form includes all of the required
search data fields as well as an attachment feature that allows grantees to attach their Charter Registration Quarterly Report in multiple
formats including: PDF, Microsoft Excel, or Microsoft Word.

The applicable Recipient ID is displayed for the grantee currently logged into the system. If a grantee has more than one Recipient ID
assigned to their account, the form defaults to the largest Recipient number and displays a dropdown button on the field that allows the
user to select an alternate Recipient ID. The Recipient ID selected automatically displays the Recipient Name information in the field
below. This field is not editable. The Fiscal Year field is another dropdown field that defaults to the current Fiscal Year and goes
back to FY 2001. The “Quarter” field does not default to a value, but will be a dropdown field with 1, 2, 3, and 4 values available. If
the grantee user should attempt to upload a file without selecting a Quarter, then the system will give the following message: “Please
select the appropriate Quarter.”

The bottom portion of the form resembles the fields in the application attachment feature. There is a “Description” field that allows
the grantee user to enter any applicable text they desire to identify the file that they are about to attach. The “File Name” field allows
for manual entry of the file name and its network path, but also includes a “Browse” feature that enables the user to select any file
from their network directory (see Figure 3). Once the file is selected, the bottom of the form contains three buttons: Upload, Reset,
and Close. Clicking on the Upload button will proceed with uploading the file to the public folder on the Static Reports website.
Clicking on the Reset button will reset the entire upload form. Clicking on the Close button will exit the form.
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Upload Charter Registration Quaterly Report

Recipient ID: |1458 V|

Recipient Name: |GF{EATER RICHMOMND TRANSIT COMPANY

Fiscal Year: 2008 v
uarte
File Name: | |[ Browse... |

[ Upload ] [Reset] [Cluse]

*Maximum file size 6MDB

Figure 2

Chapter 13 Page: 6



TEAM-Web User Guide

Choose file

71X

Print Date: 8/21/2012

Look in: |29 TEMF | £F E-
E = | BoiseMetiiz .f] hpparmond, dil .f] hpzst3y0,dil
L BoiseMetwiz, his .f_] hppaprld, dil .f_] hpzuizwa.di
My Recent S hpeansic hppaprol pedisp. gpd
Documents _'_-}hpu:SS'?JDn: .f_] hppaprol, dil .f_] pkxl dll
"?I_ | hpc30506 .f_] hppapts0,dil pekzl gpd
hpc30506.gpd d;_] hppasnmo.dil pil.gpd
Desktop | hpc33a06 hpzém3v0.gpd stdnames. gpd
; hpcazeos.gpd | % hpeérayvo.di @) unidry
.’j .f] hpcdre3z. dil .f] hipzew3y0.dll .f] uriidrs dil
hpDevsing lj hpzhlawn .f_] Ui, dll
HpDeEe s r;j hpisilgz é] hpzls3wn.di é] unires,dil
_— bl s .f_] hpzpp3y0. dil
_jl)y r;] hpanacol hpzsc3yd,drd
My Computer r':l hponiscan0l hpzsm3y0.gpd
| %] hppadt40. di | %] hpzss3v0.di
“
kA Metwark: File name: |h|:u:unisu:anl:l'| j Open
Flaces
Files of type: |8l Files [*7] | Cancel
Figure 3

If the user chooses to upload a report, a system message will appear that notifies the user that the file has been successfully uploaded
(see Figure 4). Clicking on the “OK” button on this message returns the user to the upload feature where they may upload an
additional file. Clicking Cancel will close both the system message as well as the Upload Report form.
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Windows Internet Explorer g|

:{_) Your file has been successfully uploaded to the public Charter Reqistration Quarterly Report, Click OF ko uplaad another file.

[ ok | [ Cancel

Figure 4

Static Reports Query Feature

The Static Reports query feature for the Charter Registration Quarterly reports is located at the following website:
http://ftateamweb.fta.dot.gov/static/index.html. A link labeled “Charter Report” is found at this location as illustrated in Figure 5.
Clicking on this link will transport the individual seeking information about the Charter Registration reports to a query form. The
form will include the following search parameters: Recipient ID, Recipient Name, Fiscal Year, and Quarter. Any combination of the
search parameters may be used. A view of the form can be seen in Figure 6. The full Recipient Name is not required to perform a
query, but it is important to note that when a portion of a name is entered, all Recipient names containing that text will be
pulled in the query results (for example, entering the word “Transit” will pull data from many agencies including “Lee County
Transit” and “Coast Transit Authority”).
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= TEAM Web site - Windows Internet Explorer E‘

Fle Edt Wew Favorites Tools Help &

Td B B - ewe- Glek- @ 8 3

=@ FTA Web Reports

Reports & Data Files

« Charter Report

Done /" Trusted sites @ 100% T

Figure 5
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Charter Registration Quaterly Report Query

Recipient ID: 4

Recipient Name:

Fiscal Year: 4
Quarter: M
Figure 6

Once query parameters have been entered and the “Submit” button has been clicked, the query tool will pull all of the applicable data
and display it in a tabular format (see Figure 7). The following data types are displayed in the columns of the report: Recipient ID,
Recipient Name, Fiscal Year, Quarter, Description (the description field is the information manually entered by the grantee who
uploaded the file), and Report File (the actual Charter Registration report). The Report File column contains links labeled “Download
File.” Clicking on a link will allow the user to retrieve the desired Charter Registration Quarterly Report. A standard Microsoft
window will appear (see Figure 8) that will allow the user to open or save the file as desired. The report will open and/or save in the
same format that was uploaded (for example, a report that was uploaded in Excel will open or save as an Excel file).
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Charter Registration Quaterly Report

Recipient Name Report File
2556 University of Tennessee Space Institute 2008 1 test Download File
2556 University of Tennessee Space Institute 2008 2 test2 Download File
2556 University of Tennessee Space Institute 2005 2 testter Download File
2556 University of Tennessee Space Institute 2008 3 testt Download File
2556 University of Tennessee Space Institute 2008 1 test Download File
2556 University of Tennessee Space Institute 2008 1 test Download File
2556 University of Tennessee Space Institute 2005 2 test2556 Download File
2556 University of Tennessee Space Institute 2006 2 test2556 Download File
2556 University of Tennessee Space Institute 2005 3 testrrr Download File
2556 University of Tennessee Space Institute 2008 1 test Download File
2556 University of Tennessee Space Institute 2008 1 0000 Download File

[ Back to Query Reports ]

Figure 7
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File Download

Do you want to open or save thiz file?

@ j Mame; 2007 _09 25 GIS Service,doc

Type: Microsoft \Word Document, S16KE

From: frakteamweb.Fta.dok.goy

Open ][ Save ]| Cancel |

|--' ‘~| Y'hile files from the Internet can be useful, zome files can potentially
@ harm your camputer. 1 pau do nat trust the zource, do nat open or
= zave thiz file. What's the rizk?

X

Figure 8

Print Date: 8/21/2012
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Overview — ARRA 1201 Reporting

TEAM-Web has reporting features to support the 1201 reporting requirements as dictated by the American Recovery and
Reinvestment Act (ARRA). The guidance contained in this chapter is meant to assist FTA recipient users with locating these
reporting features and with understanding how to utilize those features.

Location

The Navigational Menu contains a primary element labeled “ARRA Reporting: 1201.” There are also two additional sub links below
the “ARRA Reporting: 1201” link. The sub links include: “View Report,” and “1201 Report Guidance.” Please reference Figure 1
for an illustration of where these links are located.

Main Menu - (Home)
Recipients
Applications
Review and Approval
Execution
Project Management
Funds Control
Funding Adjustments
Cwl Rights
TEAM Administration
Dynamic Query
Charter Registration
Static Reports
TEAM Documentation
ZARRA Reporting: 1201
[ View Report

1 1201 Report Guidance

1 Help Desk Information

=1 Exit

Figure 1
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Initiate Report
(Note: The ARRA Reporting: 1201, Initiate Report sub link is no longer available in TEAM as of March 22, 2012)

To initiate a report the user must first select a project from the project query screen. The user may access the TEAM-Web ‘Query
Applications’ feature (see Figure 2) by clicking on the words of the “ARRA Reporting: 1201” link. The user may then enter the
appropriate search criteria to retrieve their applicable project(s) for reporting.

Year: m
ActiveiClosed:  |Active ~ |
Recipient: |
Project Humber: |
Amend: lm
AL [
Project Status: |AII j
Submit Queny ‘
Figure 2

The user must then select the applicable grant form the query results by clicking on it. The record line will highlight blue (see Figure
3).
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Project Query Results &

Project Number Description Rev.
/A -95-x 001 -00 3 Buses, Equipment, Prev Maintenance 0]
8 -26-002-00 38 Vans, 11 Buses, Signs, ADA, PM, 0
' £ -95-x 003-00 7 Buses,Gonst Maint Fac,Benov,Equipment 8]
WA -S8-2004-00 2BUSES, BEMCHES & LED SIGN 0
/A -95-X 005 -00 Yehicles, equip, bus shelters, ADP 0]
/A -95-x 006-00 Hardware/Software/Surveillance Equipment 0]
A -0 007-00 2 Hybrid Trolleys, Shelters, Amenities, ACM 0
A -96-2(003-00 2 Locomotives, 2 Buses, CCG, Amenities 0
A -95-2001 0-00 £ Buses, SupportYehicle, Fare Eq, ets 0
' A-95-0011-00 Purchase buses & equipment, 0
'/ A-95-x 01 2-00 2 Paratransit Buses, Transfer Sta, Equip 8]
A -05-01 3-00 Buses, Shelters, ADA Equip, AGKM 0
Figure 3

Once the user has selected a project, they may click on the “Initiate Report” link in the Navigational Menu to the left (Figure 4).

= ARPA Repwing: 1201
[ Initiate Report

] View/Edit Report

1 1201 Report Guidance
Figure 4

There are a variety of application rules that govern whether or not a report may be initiated. Validations include the following:

The project must be an ARRA project in order to be eligible for 1201 Reporting. If the project is not Section 1D 96, 66, 36, 56,
86, 06, 77, or 78 then the user will receive the following system message: “This project is not an applicable ARRA project and
does not require the submission of a 1201 Report.” If the system triggers this message, the user will not be able to access the
report form to initiate a new report.

The user may only initiate a report within a designated reporting window for the applicable reporting period. The standard
reporting window is the first of the month in which the report is due through the report due date. If the user is a valid recipient
user and is trying to initiate a report outside of the allotted reporting window defined by FTA, then they will see the following
system message: “It is not currently a valid reporting period. A reporting period opens the first of the month in which the
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report is due and closes on the report due date (8/1/2009 — 8/16/2009 for the 8/16/2009 report for example). Please see the
1201 Report Guidance section or contact the helpdesk if you need more information.” If the system triggers this message, the
user will not be able to access the report form to initiate a new report. Note: FTA can allow a user to bypass the validation for
the reporting window closed date if the user is assigned specific access to do so.

The application will check if the project was executed by the last day of the month proceeding the reporting period. For
example, the project must have been executed no later than 11:59 PM Eastern Time on 7/31/2009 to be eligible to submit an
8/16/2009 report. If the project was executed on 8/6/2009, it would not be eligible for the 8/16/2009 report. “This project was
not submitted in time to require a 1201 Report during this reporting period. Reports must have been executed no later than the
final day of the month proceeding the reporting period. Please see the 1201 Report Guidance section or contact the helpdesk if
you need more information.” If the system triggers this message, the user will not be able to access the report form to initiate a
new report.

The user attempting to initiate a report must be a Recipient User and must have the project Recipient ID listed as “primary” in
their user profile. If a FTA user with access to the project record attempts to initiate a report (even within the allotted reporting
timeframe), they will receive the following message: “Only Recipient users with the recipient organization of this project listed
as ‘primary’ within their profile may initiate a 1201 Report. Please see the 1201 Report Guidance section or contact the
helpdesk if you need more information.” If the system triggers this message, the user will not be able to access the report form
to initiate a new report. Note: FTA can allow a user to bypass this validation if the user is assigned specific access to do so.
The Recipient organization of the project must have a DUNS number in its Recipient profile. If no DUNS number is found in
the database, the user will receive the following message: “No DUNS number information was found. Please add the DUNS
number of this project’s Recipient Organization to the Recipient record in the TEAM-Web View/ Modify Recipient form
before attempting to submit a 1201 Report.” If the system triggers this message, the user will not be able to access the report
form to initiate a new report.

The user may not initiate a report for a project in the same reporting period if a report has already been initiated. TEAM-Web
will next check to see if a 1201 Report for the selected project has already been initiated for the given period. If this is true the
user will see the following system message: “A 1201 report has already been drafted for this reporting period. Please click on
the View/ Edit Report feature to access the report. Please see the 1201 Report Guidance section or contact the helpdesk if you
need more information.” If the system triggers this message, the user will not be able to access the report form to initiate a
new report.

If all of the conditions are met (or the user has the necessary rights to bypass certain validations) then a blank 1201 Report form will
activate.
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Report Form
(Note: Report Form no longer editable in TEAM and is read-only as of March 22, 2012)

TEAM-Web has a 1201 Report data entry form that shows existing data and allows the grantee user to enter the data elements required
to satisfy 1201 reporting requirements. TEAM-Web serves as a repository for this 1201 data specific to FTA/ TEAM-Web grants.

The form contains the data elements displayed in Figure 5.
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A~
TEAM-Web ARR

Project Number: |UA-56-9IJI]9

Recipient ID:  |1458

DUNS Number: |074746470

Report Period: |16 Aug 2009

Section of
Statute: |49 USC 5309 - Fixed Guideway — Economic Recovery

ARRA Program: |Fi:-ced Guideway Infrastructure Investment

1. The total amount of funds awarded in this grant. 56.00 @

Of the amount of funds on line 1, the total amount that has @
2. been committed as of July 31, 2009. 23.00 #*

Of the amount of ARRA funds listed on Line 1, the total
3. amount that has been expended as of July 31, 2009. 12.00 &5

The number of contract solicitations that have been issued
as of July 31, 2009 related to the funds provided under this
4. grant. 2

The estimated amount of funds under this grant
5. associated with solicitations on line 4. 2.00

Of the number of solicitations on line 4, the number of
6. contracts awarded as of July 31, 2009. 2 2

The amount of funds under this grant associated with the
7. contracts listed on line 6. 2.00

Of the number of contracts listed in line 6, the number of
8. contracts for which work had begun as of July 31, 2009. 2

*

olel oo o©e¢

The amount of funds under this grant associated with
9. contracts listed on line 8.

I
o
S

*

Of the number of contracts listed in line 8, the number of
contracts for which work had been completed as of July 31,
10, 2009. 2 *

The amount of funds under this grant associated with
11. contracts listed in line 10. 2.00 *

The total number of hours associated with direct jobs
12. attributed to this grant.

The total amount of funding from State resources that you

planned to expend for the program that funds this grant as

of February 17, 2009 during the period from 2172009
13. through 9/30/2010. 2.00 o

The total amount of funding from State sources that you
have expended for the program that funds this grant
14. during the period from 27172009 through 3/30/2010. 2.00 i

© © © oo

Comments: (700 Character Maximum)

testt updated.....

Last Update By: Sudha Nayani Last Update Date: 812009 7:02:43 PM
.
< *
Figure 5
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The fields pre-populated by TEAM-Web are read-only and cannot be modified.

The “Comments” field is available to note entry parameters for future reference in TEAM-Web, but the information entered in this
field is not transmitted to the TIGER system. There is a 1700 character limit to the “Comments” field.

The form has the following data entry rules:

1. All of the modifiable data entry fields shown with an asterisk are required. If a user attempts to submit a report with one of
these fields empty, then the data will not save and the application will inform the user of which field(s) failed this check with a
message directly below each of the field labels that still require data. For example: “This is a required field: you must enter
data to save your report” will appear below Line 6 if no entry was made and the user had clicked on the “Update Report”
button.

2. All of the data fields with the exception of the “Comments” field require a numeric entry. If a user attempts to enter invalid
data, then they will be notified with a message as soon as they exit the field that will show directly below the field label:
“Invalid data: this field requires a numeric entry”

3. The “Line 2” data field may not be greater than the value in “Line 1.” If this parameter is not met, then the data will not save
and the application will notify the user of this parameter with a pop-up message: “The value in Line 2 may not be greater than
the value in Line 1.”

4. The “Line 3” data field may not be greater than the value in “Line 2.” If this parameter is not met, then the data will not save
and the application will notify the user of this parameter with a pop-up message: “The value in Line 3 may not be greater than
the value in Line 2.”

The “Update Report” button saves/ submits the report and closes the form. The “Reset” button resets all values currently entered by
the user to the previously saved value. If the user is initiating a report, the values will reset back to a blank or null value with the reset
feature, but if the user is updating a report, the values will reset back to the last submitted/ updated value. System entered values may
not be cleared with the reset button. The “Reset” button will first activate an “Are you sure you want to reset your entries to the
previous value?” system message with “Ok” and “Cancel” buttons available in case of an accidental click. Clicking “yes” will close
the message and proceed with resetting the values. Clicking “no” will close the message form without resetting the report values.

The user name information of the last person to modify a specific report appears in the “Last Update By” data field and the date they
saved the update will show in the “Last Update Date” field. During the initiation process, these fields will be blank.
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Each of the required data entry fields has a question mark icon to the right of the field. If the user requires additional information
about the data entry point, then they can click on this icon to receive a pop-up message with additional guidance.

View Report

The purpose of the View Report feature is to view the contents of a previously submitted report. The user must first select a specific
project in order to use the 1201 View Report feature. Please reference the Initiate Report section if you need assistance in how to
query a project.

Once the user has selected a project from the query results window, he or she may activate the View Report feature by clicking on the
“View Report” link in the Navigational Menu for an applicable project.

=1 ARRA Reporting: 1201
1 View Report

1 1201 Report Guidance

Figure 6
If no reports have yet to be drafted for the project selected, then the user will see the following system message: “There are no 1201

Reports established for the selected TEAM-Web project. Please see the 1201 Report Guidance section or contact the helpdesk if you
need more information.”

If the selected project contains 1201 reports, then the View Report feature starts with a pop-up form feature that will list all of the
existing reports for the selected Project record (Figure 7).
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{2 http://152.119.158.68:81/ ?PID=VA-96-X004-00&CID=262186&GUID=DEVELOPMENT _GEC =10l x|
DUNS No. Project Number | Report Period ARRA Program View/Edit
074914581 VA-96-X004-00  16-Aug-2009  Transit Capital Assistance '
Close |
= View ARRA 1201 Report - Windows Internet Explorer EI@
DUNS N, ARR Progran
040223463 FL-96-X010-00 16-Aug-2009 | Transit Capital Assistance
040223463 FL-96-X010-02 17-Feb-2011 Transit Capital Assistance
040223463 FL-96-X010-02 17-Feb-2012 Transit Capital Assistance
040223463 FL-96-X010-02 17-Feb-2010 Transit Capital Assistance
Figure 7

The user may select the desired report by clicking on the View illustration to the right of the ARRA Program description as seen in the
red square in Figure 7. By selecting the report icon, the 1201 Report form will open. The user may open one report form at a time.
Once they close the report they are reviewing, they will return to the View form and may select another report (if applicable) or may

elect to close the View form by clicking on the “Close” button to return to the project query results screen. FTA or Recipient users
with access to the project record may only view the report as read-only.
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1201 Guidance

A guidance page is available to serve as a reference to TEAM-Web users responsible for submitting 1201 reports. The information
can be displayed within the TEAM-Web application to the right side of the TEAM-Web Navigational Menu. The guidance feature
activates when a user clicks on the “1201 Report Guidance” link established in the Navigational Menu.

= ARRA Reporting: 1201
& View Report

1 1201 Report Guidance

Figure 8
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Overview

The appendices attempt to outline and add clarification to various features and terms that a user may access or encounter while using
the TEAM-Web system. Items in this portion of the guide include, but are not limited to a glossary of terms, changing your password,
and using the attachment feature.

Appendix A —Icons

X E 2

0 |

&l &

OELETE

File attachment- add a file to an application

Save and close the screen

Exit the screen without saving changes

Save Changes

Don’t save- remove changes. Changes are discarded.

Delete Record/ Feature

Paste

Cut

Copy

4 B = B

I
=
—

Select All

‘ MOME! Select None

]

Print

Print Date: 8/21/2012
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AOD ‘ {) \
|: Add a Record/ Feature Lir=1Cy
w Run the Application Reviewer g] ‘

g} Open the Details screen @ Disapprove

Approve/ Electronically Sign (PIN)

S Expands the window

Appendlx B- Glossary of TEAM-Web Terms

Action Button - Action Buttons are labeled with the verb of the action they perform. These include “Query” for searching the
database and “Print” for sending a text document to your default printer.

Active Project - An application that has been formally pinned and submitted by the recipient.

Active Window - The current window accepting user entry or displaying information. Only one window is active at any time,
and is recognizable by the highlighted window name at the top of the window.

Authorize - “Pinning” an advice, project or budget, changing its status from “Pending” to “Active”.

Button - A rectangular box in a window that appears to be raised; clicking on a button causes a specific action to be performed
by the program. The text or image on a button indicates its function.

Cap - Maximum amount of funding.

Ceiling - An older standard used in place of “Cap” for certain apportionments.

Click - Placing the mouse pointer over an object on the screen, then pressing and releasing the left mouse button once.
Control Number - The unique number assigned by TEAM for any created advice, project, budget, or allotment. The control
number is made up of specific information following standard DOT rules and may include the date, section, UZA, etc.
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Current Window - A way of describing the “Active Window” (g.v.), may also be written “Current Active Window”. Note
that a current window may be inactive if a “dialog box” (g.v.) is opened from within that window.

Cursor - The vertical flashing bar which appears when you click on an entry field.

Database - In TEAM, the location of files you are currently working with. The database you work with must be selected
during logon, and may not be changed without first exiting then logging back on.

Desktop - The initial screen that appears in the Windows Operating System. The TEAM icon should be on your desktop.
Detail - The magnifying glass icon on the Toolbar. When present, this may be clicked to activate a list of valid entries for an
entry field. One example of this is in the Create Advice window; detail is available for a list of valid allotment codes.

Dialog Box - A “secondary window” that appears in specific cases, such as when “Detail” (g.v.) is clicked or “Authorize”
(g.v.) is selected. This dialog must be closed before returning to the current window.

Display - A “read only” field providing information that has already been entered, or that has been automatically supplied by
TEAM. See also “pre-populated field” (g.v.).

Double Click - With your left mouse button, click twice quickly over an object on the screen.

Drop Down List - An entry field with a downward facing arrow located on the right hand side. When the arrow is clicked, a
list of choices is displayed. One choice must be selected to continue--click the desired choice with your left mouse button.
EGMM System - The old version of TEAM, used to refine the programming requirements and implement the FTA and DOT
specifications to be used in the TEAM System.

Empty Field - An “Entry Field” (g.v.) that contains no information. An empty entry field usually must be filled before exiting
the window or saving the information. See also “Field” (q.v.).

Entry Area - An “Entry Field” (g.v.).

Entry Field - Any text area in TEAM that allows user input. These may be “Pre-populated” or “Empty” (g.v.).

Error Status Message - A message appearing on the “Status Bar” (g.v.) indicating that something must be done before
continuing, such as attempting to create an advice without any remarks. Error messages appear with a red background and
white text.

Export - Copying the text in an entry field to a text file. The icon for this option appears on the toolbar when accessing any
“Text Block” (g.v.). See also “Import” (g.v.).

Field - Generic name for any text area in TEAM. See “Entry Field” and “Read Only Field” (g.v.). An entry field is designated
by a white box with a black border and is used for data entry purposes; a read only field is a white box without a border and is
used by the system to display previously entered or calculated information.

Field Help - One of the four help systems in TEAM. Field help is accessed by pressing any field label button, and displays on
the status bar. Field help mirrors the information displayed when screen tips are enabled. Like screen tips, field help may be
enabled or disabled in the View option on the menu bar.

Field Label Button - A button that precedes an entry area. When clicked, “Field Help” (g.v.) is accessed.
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Funds Control - The area of the TEAM System that accesses Advice Management, Allotment Summary, Formula
Apportionment and Operating Budgets.

Graphical User Interface (GUI) - A way of displaying information with both pictures and text, making it easier to recognize
and retrieve needed information. In TEAM, GUI is used with a point-and-click implementation, thus any function may be
accessed through a series of clicks.

Help - There are four help systems available in TEAM. “Screen Tips” and “Field Help” (g.v.) identify specific areas of the
window, “Status Help” (g.v.) provides information about the current procedure being executed, and “Online Help” (g.v.) gives
extensive information on each window.

Help Desk - The FTA Help Desk is available to answer questions about the TEAM System at toll free telephone number
(888) 443-5305.

Icon - A button with a small picture indicating the action that will occur when the icon is clicked.

Import - Inserting text into an entry field from a text file. The icon for this option appears on the toolbar when accessing any
“Text Block” (g.v.). See also “Export” (q.v.).

Inactive Window - All windows not currently accepting user entry. Only one window is active at any time, and is
recognizable by the highlighted window name at the top of the window. Inactive windows may be used for visual reference
while entering information into the current active window.

Informational Status Message - A message appearing on the “Status Bar” (g.v.) displaying information about the TEAM
System. Informational messages most often appear when “Field Help” (g.v.) is requested by clicking a field label button.
Informational messages appear with a green background and white text.

Logon - The initial window when first entering the TEAM system. “Logon” may also be a procedure for accessing a
mainframe through a dial up connection (such as the FTA GMIS), and the term “logon name” refers to your unique user name
that was provided to you, usually the first letter of your first name followed by your last name (no spaces).

Main Menu - The first screen displayed in the TEAM system.

Menu - Usually consisting of “File”, “View”, “Window” and “Help”, these options are located near the top of each window.
By selecting a Menu Item, a vertical list of choices is displayed which can be used to perform specific functions. The location
of these Menu Items is called the Menu Bar.

Menu Bar - The location of the “Menu” (g.v.), just under the window title.

Menu Option - One specific word on the “Menu” (g.v.), such as “File” or “View”.

Navigation - An icon or button that leads to another “Navigational Window” (qg.v.) in TEAM.

Navigation Button - A button that leads to another navigational window in TEAM. This includes the “Previous Window” and
“Main Menu” buttons on the lower right side of any “Navigational Window” (g.v.).

Navigational Icon - An icon on the “Toolbar” (g.v.) that leads to another “Navigational Window” (g.v.) in TEAM.
Navigational Window - Any window that includes a series of navigational buttons (g.v.) on the right side of the window.
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Online Help - Provides extensive information on each window, including the purpose and operation of the window and the
icons available within the window. Online Help has a table of contents for quick access to any information you need.
Pending Project - An application that has not been submitted by the recipient.

PIN (Personal Identification Number) - A unique number assigned to individuals in the FTA who may “Authorize” (g.v.) a
project, advice or budget by pinning it, changing its status from pending to active.

Pinning - See “Authorize”

Pre-populated Field - An entry field that is already filled, either with information previously entered or data suggested by
TEAM.

Print - This option is available to send a text version of the document or “Text Block” (g.v.) to the default printer. Clicking
the print icon will also allow you to send the document through email or view the text version without printing.

Process Status Message - A message appearing on the “Status Bar” (g.v.) displaying information about the TEAM System,
such as a statement of the number of records returned by a query. Process messages appear with a gray background and black
text.

Query - A specific button, and the flashlight icon, that appears on certain windows. Query is used to search for records of a
given type within the database (such as Advice or Apportionments). It is usually a good idea to provide as much detail as
possible in the Search Criteria, thus making the query more efficient and less time consuming.

Read Only Field - Any text area in TEAM that may not be changed. These are used to display previously entered information
or data automatically generated by TEAM.

Remark - A large entry field for comments on any newly created or modified advice, budget, apportionment, etc. Remarks
are usually required, and may allow additional functionality through the yellow “Text Block” (g.v.) icon.

Scroll Bar - A vertical bar with an arrow on each end that may be used to read previous or subsequent information, by clicking
on the arrows.

Screen - A term sometimes used synonymously with “Window” (g.v.), screen is more often applied to mainframe terminal
display areas (i.e. “The 3270 terminal first displays the GMIS sign-on screen”).

Screen Tips - Provides icon, button and field identification by passing your mouse pointer over any area of the window.
Screen tips may be enabled or disabled through the View “Menu Option” (g.v.).

Search - See “Query” (q.v.).

Security Screen - The first window that appears in the TEAM System requesting your username and password. See also
“Logon” (g.v.).

Select - Highlighting an area of text by clicking on any portion of the displayed words, double clicking on a single word, or
holding down the left mouse button while dragging the mouse pointer over the text you want to select.

Selection List - The list of choices that appears when “Detail” (q.v.) is clicked. The selection list is a “Dialog Box” (g.v.) that
opens with valid entry information for certain fields, such as allotment codes or apportionments.

Appendix Page: 8



o/

TEAM-Web User Guide Print Date: 8/21/2012

Shortcut Keys - Keyboard combinations that allow you to perform all of the TEAM System functions without using your
mouse.

Standard Icon - “Icons” (g.v.) available in most Windows programs, including “OK”, “Cancel” and “Exit”.

Status - The progress of the executed TEAM process. Information about this progress appears on the “Status Bar” (g.v.).
Status Bar - Display bar at the bottom of a window where system messages such as warnings and errors appear. This is also
where “Field Help” (g.v.) is displayed.

Status Help - See “Field Help” (q.v.).

Task Icon - An icon on the “Toolbar” (g.v.) that performs a specific function. The picture or word on the icon denotes the
action it will perform when clicked.

TEAM System - The FTA’s distribution software that provides a quick method of processing applications for Federal
Assistance. The reengineered TEAM system has point-and-click capability, menus and selection choices designed to
streamline the application process and significantly reduce the amount of information a user needs to input. The TEAM
System’s Graphical User Interface (GUI) effectively elevates the management of the Federal Assistance application and
administration process to the users’ desktop and reduces dependency on paper copies.

Text Block - Clicking the yellow icon to the upper right of any “Remarks” text box opens a dialog box. This entry area is
designed to easily accept, store, retrieve and print extended text. The “Import”, “Export” and “Print” (g.v.) icons will appear in
the toolbar of this window.

Text Box - An “Entry Field” (qg.v.), usually refers to a large entry field such as a “Remarks” text box. See “Text Block” (q.v.).
Toolbar - Usually consisting of “Navigational Icons”, “Toolbar Icons” and “Standard Icons” (g.v.), this bar is located just
beneath the “Menu Bar” (g.v.). Clicking a Toolbar Icon will cause a certain action to be performed; the picture on the icon
denotes its function.

Toolbar Icon - Any icon located on the “Toolbar” (g.v.). Does not include icons that appear on the display area of the
window, such as the “Text Block” icon (q.v.).

User Name - See “Logon” (g.v.).

Version - The version of TEAM is displayed next to the title of the window.

Warning Status Message - A message appearing on the “Status Bar” (q.v.) displaying information about the TEAM System,
such as a reminder that the current active window is in Read Only mode. Warning messages appear with a yellow background
and black text.

Window - The main display area where information is entered, viewed and processed. May also be called a “screen” and was
referred to as a “dialog” in the EGMM System.

Work Area - The entry fields that detail specific information, such as the “Change” entry fields under advice allotments or the
apportionment amounts in a notification.
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Q.

Pending Application
Application in Development:
Project Number Requested:
Project Number Assigned:
Ready for FTA Review:
Returned to Recipient:

Fund Reservation Required:
Ready for Award:

Obligated
Suppl Agmt Execution Required:

Execution Required:
Funding Adjustment Requested:

Active

Active (Executed):
Budget Revision Pending:
Inactive Amendment:
Deobligation Required:
Ready for Close-Out:
Close-Out Requested:

Inactive
Closed:
Archived:

Print Date: 8/21/2012

ppendix C- Status of Project

Application has not been submitted

Application is ready for FTA to assign a project number.

FTA has assigned a project number to the application.

The Recipient has pinned and submitted the application to FTA.

FTA has added comments to the project and Recipient must provide a response
FTA must determine whether to set aside (reserve) funds for the project.

FTA has set aside (reserved) funds for the project.

The Designated Recipient has pinned (authorized) the supplemental agreement and the project
agreement is ready for execution.

The project agreement is ready for execution by the Recipient’s authorized official

An obligation reversal has been requested for a project that has not yet been executed, but was
obligated this fiscal year

The Recipient has executed the award.

The Recipient has requested a budget revision that has not yet been approved by FTA.
FTA has disapproved or otherwise designated an amendment inactive.

Unspent funds remain in the project.

The Recipient has “Proceeded to Close Out” from the Close Out reviewer

Recipient has requested final closeout of the project.

FTA has completed close-out requirements for the project.

FTA has requested that the Helpdesk place a project in an “Archived” status. This generally is
performed on projects that were in a Pending state and were not going to be made active.
Information from an archived project (a Grants.Gov application for example) may be utilized
with the Copy Project feature.
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ppendix D- System Directory

= Main Menu (Home)

= Recipients

= Applications

Add Recipient
View/Modify Recipient

Create New Project
Copy Project

Assign Project Number
Application Reviewer
Submit Application
Create Amendment
View/Print

o0 Modify Application

Project Information
Budget

Milestones
Environmental Findings
Fleet Status

Application Reviewer
Comments/Concurrence

= Review and Approval

= Execution

Comments/Concurrence
Review/DOL Dates
Reservations
Obligation/Award
Deobligation

Execute Award

= Project Management

Financial Status Report
Milestones/Progress
Revise Project Budget

Print Date: 8/21/2012
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o/

= Project Funds/Status
=  FPC Transfer
= New CloseQut Process
= Project Info
= Funds Control
o Formula Apportionment
= View
=  Modify
= Transfer
= Create
= Extend
0 Advice Management
= Create Advice
=  View Advice
=  Modify/Auth. Advice
= Delete Pending Advice
o Allotment Summary
= Allotment Status
0 Operating Budget
= Plans
= Recoveries
o Notification
= View Notification
= Authorize Notification
= Funding Adjustments

= Levell
= Level 2
= Civil Rights

= Civil Rights Status
o DBE Reporting

= New

= Existing

= Reporting Period

Print Date: 8/21/2012
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‘ = TEAM Administration

o Earmark Administration

0 HelpD

Earmark Query

esk Utilities

Change Project Number
Delete Project

Delete Milestones

Delete User Locks

Delete Closeout Amendment

0 Security

= Dynamic Quer

Add User
Modify User

y

o Data Query

Active Projects

Active Recipients

Active Users

Closed Projects

Closed and Deobligated
Cumulative Apportionments
Cur. FY Apportionments
Cur. FY Obls. By Amd.
Cur. FY Obls. By Funding Source
Data- Inquire by State
Deobligations
Disbursements and Refunds
Disbursements by %
Earmark Report

Earmark Grant Report

FSR Data

FTA Recipient

New Starts by Project

New Starts by State

Print Date: 8/21/2012
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Obligations by Funding Source
Operating Budget
Pending Obligations
Project Budget
Project Status Data
Projects Ready for Award
Recipient Contact Information
Reconciliation Data
Team4Cmp
= 95-100% Disbursed Report
0 Regional Query
= Application Status Report
= Disbursement Activity Report
= Grant Approval Listing
=  Projects 100% Disbursed

Single Audit Report Submission
Summary of Active Project
=  Summary of FSR Report
Charter Registration
= Upload Report
Static Reports
TEAM Documentation
= General Document
ARRA Reporting:1201
=  View Report
= 1201 Report Guidance
Security Questions/Answers
Help Desk Information
Exit

Print Date: 8/21/2012
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. Appendix E- File Attachments

1. TEAM-Web has a feature that replaced some of the “cut and paste” requirements that previously existed in the client-server
application.

2. For example: Query for a project and open the Comments/Concurrence Screen. You will notice an icon on the top of the page
that looks like a paper clip (see Appendix B — Icons for an example).

3. Click on this paper clip to open an additional window as seen in Figure 1).

4. A file can be attached under any one of the headings labeled with a folder picture.
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5| DC-06-0077-24 7]
1 Project Information
_1 Project Details
_1 Debt Delinguency
1 Project Budget
1 Project Budget Details
_1Scope Details
1 Activity Line ltern Details
1 Other Budget
_1Scope Details
1 Activity Line tem Details
_1 Budget Revision Approver MNotes
1 Milestones
_1 Project Status Overview
1 Milestane Details
1 Milestone Progress
1 Environmental Findings
_ Finding Details-Justification
_1Fleet Status
_1 Fixed Route Fleet Details
_1 Paratransit Fleet Details
1 Light Rail Fleet Details
1 Commuter Rail Fleet Details
1 Heavy Rail Fleet Details
_1WWaterborme Fleet Details

e

<3 Attachments - Microzoft Internet Explo.__ [B[=] E3

|@ Daone F|_|:|2|_|@ Inkernet

ol 1L

Figure 1

Print Date: 8/21/2012

Note: Attachments are not required to be text only. Any Microsoft compatible application is acceptable. Limitations in the future
may be made for attachment type and are now implemented for attachment size. It is currently recommended that if the attachment is
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‘extremely large, that the user divide the document into sections, or may attach a document detailing the attachment’s contents as well
as information as to where the attachment itself can be obtained (the owner’s contact information for example).

5. Mouse over the folder under which you would like to place an attachment.

6. The folder name will change to a blue color and a guidance message “Click to Add Attachment” will pop up.

7. Click on the desired folder and an upload screen will appear (see Figure 2). Type in a brief description for the file that you are
about to attach.

8. Click on the Browse button.
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£ | DC-26- =

I Project Information
1 Project Details
1 Debt Delinquency
I Project Budget
I Project Budget Details
1 Scope Details
) Activity Line ltem Details
1 Other Budget
I Scope Details
 Activity Line ltem Details

L1 Rudnet Revisinn Annrnver Nntes

‘3 Upload File - Microsoft Internet Explor =10| x|
Description:
File Name: I ml
Upload I Cancel |
/& Done | | internet 4
M mer  m amoom =
§| javascriptia li F F |ﬂ Internet Y

Figure 2

9. A new window will open allowing you to select the file that you would like to attach.

10. Use the drop down arrow of the “Look in” field to locate and select your file (see Figure 3).

Print Date: 8/21/2012
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‘ 11. Click on the file name.

12. The file name will appear in the “File name” field. Click on the “Open” button.

13. The window will automatically close again revealing the Upload window. The location and name of the attachment will
automatically be entered into the File Name field.

14. Click on the Upload button.

2=
Lok bt I@ My Documerts x| o« £ E- -2} Upload File - Microsoft Internet EI'III-'II =aj x|
My Pictures
T"’ rhs . Description:
esflnC, doc
IAdding an Attachment
File Name: |C:HD|:||::uments and Setti  Browse... |
Lpload | Cancel |
File narne: I j | Open I
Filez of type: | &0 Files (%4 | Cancel | |5E| Done | | | |ﬂ Internet 4
F
Figure 3

15. The attachment will appear under the folder that you had selected, displaying a paper clip with the name and file type next to
it.

16. To open the file, a user just needs to simply click on the file name (it highlights blue) and they will receive a download file
window. This will allow them to open the file from its current location or save the file to a location of their choice.

17. If the user were to mouse over the “X” location to the left of the paperclip symbol and file name, then they would see a “Delete
Attachment” flag (see Figure 4).

18. Click on the “X” to delete the attachment, and you will receive the pop up message seen below. Click on “OK” to complete
the deletion process.
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1 Delete .&ttachmenﬂ
Figure 4

Appendix F- Scope and ALI Guidance and Reference

The following table may be used as a reference for existing Scopes and ALI’s, as well as their structure and specific requirements if
necessary. The table helps to direct the user to the applicable ALI’s for Scopes that appear to have no existing ALI’s directly under
them in TEAM. For Example, one unique situation was previously described by Mary Martha Churchman:

“The 600 scope was developed to allow states to aggregate certain ALI's as "other program costs™ in section 5310 and 5311 grants.
The ALI's used under scope 600 are project administration (11.79.00), state administration (11.80.00), program reserve (i.e. Category
C for these programs)(11.73.00), and optionally, operating assistance (30.09.00). These ALI's can also be used under scope 610 (state
administration), 620 (project administration), and 630 (program reserve) respectively. The scopes are an historical anomaly - dating
back to printed POP budgets in GMIS. They allowed a shorter more compact printed project budget, back when that was important.”

Below is an example of the ALI and Scope code listing. Currently the link provided at TEAM’s Main Menu references directly to the
document posted to the public FTA site (http://www.fta.dot.gov/documents/ALI_tree_March30 2006.xlIs). Although the table below
may be used as a guideline, please be sure to occasionally check the FTA public site or the Main Menu of the TEAM application for
potential changes.

Federal Transit Administration
Scope & Activity Line Item Codes
Last Update 03/30/2006 Status: APPROVED

TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT
SCOPE CODE CHART
SCOPE CODES

Category Description Code Sub-Code Special Instructions
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pital

New Start
Capital
Projects

Bus Rolling Stock

Bus Transitways / Lines

Bus Station Stops & Terminals

Bus Support Equip / Facilities

Bus Electification / Power Dist.

Bus Signal & Communication Equip
Bus Other Capital Items

Bus Transit Enhancements

Fixed Guideway Rolling Stock (rail)

Fixed Guideway Transitways / Lines

Fixed Guideway Station Stops & Terminals
Fixed Guideway Support Equip / Facilities

Fixed Guideway Electrification / Power Dist.

FG Signal & Communication Equip
Fixed Guideway Other Capital Items
Fixed Guideway Transit Enhancements

New Start Rolling Stock

New Start Transitways / Lines

New Start Stops & Terminals

New Start Support Equip / Facilities
New Start Electrification / Power Dist.
New Start Signal & Comm. Equip
New Start Other Capital Items

New Start Transit Enhancements

Guideway & Track Elements
Stations, Stops, Term, Intmdl
Support Facilities

Sitework & Special Conditions
Systems

ROW, Land, Existing Imprvmnts
Vehicles

Professional Services

111-00
112-00
113-00
114-00
115-00
116-00
117-00
119-00

121-00
122-00
123-00
124-00
125-00
126-00
127-00
129-00

131-00
132-00
133-00
134-00
135-00
136-00
137-00
139-00

140-10
140-20
140-30
140-40
140-50
140-60
140-70
140-80

Print Date: 8/21/2012

Transitioning out
Use these Scopes for Amendments Only.

New Start Capital Projects
Use these Scopes for all new New Start
grants/projects regardless of funding source.

Use 13.XX.XX ALI's for New Start Vehicles
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Operating

Planning

Review
Research

Safety &
Security

Scopes for:
5310, 5311
5316, 5317

5311 only
5310, 5311 only
5311 only
5311 only

Unallocated Contingency
Finance Charges

Operating Assistance

State Planning & Research
University Research
Human Resources
Training Fellowship
Research & Development
Metropolitan Planning

Metropolitan Planning

Consolidated Planning Grants

Oversight Reviews
Research Projects
Safety

Security

Other Program Costs

State / Programs Administration

Project Administration
Program Reserve/Category C
Intercity Bus Transportation

Rural Transit Asst Program (RTAP)
Sec 5311 and Sec 5310 budgets may also use Capital, Operating, or Planning Scope codes in addition to the
special scopes listed in this section.

140-90
141-00

300-00

441-00

442-00
443-00

510-00

550-00

571-00

572-00

600-00

610-00

620-00

630-00

634-00
635-00

441-10
441-20
441-30
441-60
441-80

Print Date: 8/21/2012

Use 44.2X. XX ALls
Use 70.XX.XX ALls
Use 55.XX.XX ALls
Use 50.XX.XX ALls
Use 55.XX. XX ALls
Use 44.2X. XX ALls

Used only by headquarters.
Use 55.xx.xx ALIs

Use for Security Supplemental
Funding projects only. HQ Use only.

Option: Combine Scopes 300, 610, 620,
& 630 into a single scope code
Use ALI code 11.80.00

Use ALl code 11.79.00

Use ALl code 11.73.00

Use Capital, Operating, or PInng ALlIs
Use 43.5X.XX ALlIs
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e Note * 5310 Projects
See Note * JARC Projects
See Note * New Freedom Projects

TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

SCOPE CODE CHART

NON-ADD SCOPE CODES

Non-add
Codes Security Expenditures

Tribal Projects

Fleet Management

Electronic Fare

Traveler Information

ADA / CAA Increased Federal Share
Transfer of Federal Equity

Contingency Projects

641-00
646-00
647-00

991-00

992-00

993-00

994-00

995-00

996-00

998-00

999-00

Print Date: 8/21/2012

* Note:
Special Categories for 5310, 5316,
5317 projects in 5307 or 5311 Grants

Break out the security related expenses
included in the budget - other than 5302(a)(1)(J) items;
use the ALI codes from the project budget.

Use to identify tribal projects under any program.
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TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR CAPITAL EXPENDITURES

Revenue
Rolling

Print Date: 8/21/2012

Engineering & Design
XX.11.XX

Purchase - Replacement
XX.12.XX

Purchase - Expansion
XX.13.XX

Stock
XX.IX. XX

Rehabilitation / Rebuild
XX.14 XX

Mid Life Rebuild (Rail)
XX.15.XX

Lease - Replacement

.01 Bus STD40 FT

.02Bus STD 35 FT

.03Bus 30 FT

.04 Bus <30 FT

.05 Bus School

.06 Bus Articulated

.07 Bus Commuter / Suburban
.08 Bus Intercity

.09 Bus Trolley STD

.10 Bus Trolley Artic.

.11 Bus Double Deck

.12 Bus Used

.13 Bus School Used

.14 Bus Dual Mode

.15 Vans

.16 Sedan / Station Wagon

.20 Light Rail Cars

.21 Heavy Rail Cars

.22 Commuter Rail Self Propelled - Elec.
.23 Commuter Rail Car Trailer
.24 Commuter Locomotive Diesel
.25 Commuter Locomotive Electric
.26 Commuter Rail Cars Used
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BUS
11 XX.XX

FIXED

CAPITAL GUIDEWAY
IX XX XX 12.XX. XX

XX.16.XX

Lease - Expansion
XX.18.XX

Vehicle Overhaul (up to 20%
vehicle maintenance)
XX.17.00

Print Date: 8/21/2012

.27 Commuter Locomotive Used

.28 Commuter Rail Self Prop - Diesel

.30 Cable Car

.31 People Mover

.32 Car, Incline Railway

.33 Ferry Boats

.39 Transferred Vehicles

.40 Spare Parts / Assoc Capital
Maintenance ltems

Engineering & Design
XX.21.XX

Acquisition
XX.22.XX

* [See last page of exhibit for 2-digit
Alternative Fuel Codes required for
all bus rolling stock purchases.]

NEW START
13.XX. XX

Transit-
way

Lines

XX.2X XX

Construction
XX.23.XX

NOTE:

This code (13.xx.xX) is
transitioning out. It is
for Ammendments to
existing grants and not
to be used for new
"New Start" Projects.

See page 7 for new
14-series for New
Starts.

Rehab / Renovation
XX.24 XX

.01 Busway

.02 Transit Mall

.03 Line Equipment / Struc Misc.
.04 Tunnels

.05 Bridges

.06 Elevated Structures

.07 People Mover

.20 Miscellaneous Equipment

Lease
XX.26.XX

Engineering & Design
XX.31.XX

.01 Terminal, Bus
.02 Station
.03 Terminal, Intermodal
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Station
Stops/

Acquisition
XX.32.XX

Terminals
XX.3X. XX

Construction
XX.33.XX

Rehab / Renovation
XX.34.XX

Lease
XX.36.XX

TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR CAPITAL EXPENDITURES

Support
Facilities

Print Date: 8/21/2012

(Transit)

.04 Park & Ride Lot
.05 Ferry Terminal

.06 Fare Collection Equip.

(Stationary)

.07 Surveillance / Security Sys.
.08 Furniture & Graphics

.09 Route Signing

.10 Passenger Shelters

.11 Terminal, intermodal

(Intercity bus)

.12 Terminal, Intermodal

(Intercity rail)

.20 Miscellaneous

Engineering & Design
XX.41.XX

Acquisition
XX.42.XX

& Equip
XX.AX XX

Construction
XX.43.XX

Rehab / Renovation

.01 Admin Building

.02 Maintenance Facility
.03 Admin / Maint Facility
.04 Storage Facility

.05 Yards & Shops

.06 Shop Equipment

.07 ADP Hardware

.08 ADP Software

.09 Surveillance / Security
.10 Fare Collection (Mobile)
.11 Support Vehicles

.12 Work Trains

.20 Miscellaneous Equipment
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BUS
11.XX.XX

FIXED

CAPITAL GUIDEWAY

XX.44.XX

Lease
XX.46.XX

Print Date: 8/21/2012

.40 Excl Bicycles Vehicle
.41 Excl Bicycles Equipment
.42 Excl Bicycles Facility
.43 ADA Vehicle Equipment
.44 CAA Vehicle Equipment

Engineering & Design
XX.51.XX

Acquisition
XX.52.XX

IX XX XX 12.XX. XX

NEW START
13.XX. XX

NOTE:

This code (13.xx.xX) is
transitioning out. It is
for Ammendments to
existing grants and not
to be used for new
"New Start" Projects.

See page 7 for new

Electrification
Power Dist.
XX.5X. XX

Construction
XX.53.XX

Rehab / Renovation
XX.54.XX

.01 Traction Power

.02 AC Power Lighting

.03 Power Distribution
Substation

.04 Vehicle Locator System

.20 Miscellaneous

Lease
XX.56.XX

Engineering & Design
XX.61.XX
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Signal &
Communi-

Acquisition
XX.62.XX

Print Date: 8/21/2012

cation
XX.6X. XX

Construction
XX.63.XX

.01 Train Control / Signal System
.02 Communications Systems
.03 Radios

.20 Miscellaneous Equipment

Rehab / Renovation
XX.64.XX

Lease
XX.66.XX

TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR CAPITAL EXPENDITURES

3rd Party Contract
XX.71.XX

Force Account
XX.72.XX

Contingencies
XX.73.00

.01 Preliminary Engineering
.02 Final Design

.03 Project Management

.04 Construction Management
.05 Insurance

.06 Legal

.07 Audit

.08 Construction

(Force Account)

.09 Rolling Stock Rehab (FA)
.10 Inspection (FA)

.11 Other

.12 Capital Cost of Contracting
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Other
Capital
Program
Iltems

XX 7XXX

Public Buyout
XX.74.00

Real Estate (R/W)

Print Date: 8/21/2012

.13 Contracted Service (5310 only)

XX.75.XX

BUS
11.XX.XX

FIXED

CAPITAL GUIDEWAY
IX XX XX 12.XX. XX

NEW START
13.XX.XX

NOTE:

This code (13.xx.xX) is
transitioning out. It is
for Ammendments to
existing grants and not
to be used for new
"New Start" Projects.

See page 7 for new
14-series for New
Starts.

Real Estate (Other)

XX.76.XX

Project Income
XX.77.00

Capital Project Income
XX.78.00

Project Admin.
XX.79.00

Preventive Maintenance
XX.7A.00

SIB Capitalization
XX.7B.00

.91 Acquisition

.92 Relocation (Actual)
.93 Demolition

.94 Appraisal

.95 Utility Relocation
.96 Construction

.97 Rehabilitation

.98 Lease

Non Fixed Route ADA Para Serv
XX.7C.00

Training

XX.7D.XX

.01 Over the Road Bus Prgm.
.02 Employee Education/Training
(.5% S5307/5309 apprtnmnt)
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Community Service Facilities
(i.e. day care, health care)
XX.7E.00

TDM Activities - CMAQ only
XX.7F.00

Start-up Costs -
New Start Projects only
13.7G.00

Finance Costs -
New Start Projects only
13.7H.00

Before & After Study Costs -
New Start Projects only
13.7J.00

Print Date: 8/21/2012

Crime Prevention & Security
XX. 7K. XX

Mobility Management
(5302(a)(1)(L)
XX.7L.00

.01 Security and emergency

response plans

.02 Biological/chemical

agent detection

.03 Emergency Response Dirills
.04 Security Training

Debt Service Reserve
(5302(a)(1)(K)
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XX.7M.00

State or Program
Administration
11.80.00

TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR CAPITAL EXPENDITURES

BUS
11.XX.XX

CAPITAL
IX XX XX

FIXED
GUIDEWAY
12.XX. XX

Transit

Engineering / Design
XX.91.XX

Print Date: 8/21/2012

Acquisition
XX.92.XX

Enhancements
XX.9X. XX

Construction
XX.93.XX

Rehab / Renovation
XX.94 XX

.01 Historic Mass Transp. Bldgs.,

including Operations

.02 Bus Shelters
.03 Landscaping / Scenic

Beautification

.04 Public Art
.05 Ped. Access / Walkways
.06 Bicycle Access, Facilities, &

Equipment on Buses

.07 Transit Connections to Parks
.08 Signage
.09 Enhanced ADA Access
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NEW START
13.XX. XX

Lease
XX.95.XX

TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR CAPITAL EXPENDITURES

NOTE: Use these New Start codes for new grants only.

| Guideway &

Track Elements

140-10

|| Guideway &

Track Elements

14.01.10

Stations, Stops,
Terminals,
Intermodal

140-20

Stations, Stops,
Terminals,
Intermodal

14.02.20

Support Facilities:

Yards, Shops,

Support Facilities:

Yards, Shops,

Print Date: 8/21/2012

Refer to TPE guidance on use of TEAM Scopes and ALI to match the
Standard Cost Categories (SCC) for all New Start grants:

http://www.fta.dot.gov/planning/newstarts/planning_environment_ 2580.html

Admin Bldgs Admin Bldgs
140-30 14.03.30
Sitework & | | Sitework &

Engineering & Design
13.11.XX

.01 Bus STD 40 FT
.02 Bus STD 35 FT
.03 Bus 30 FT

.04 Bus <30 FT
.05 Bus School
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NEW START
14 XX.XX

Special Cond. Special Cond.
140-40 14.04.40
Purchase - Replacement
13.12.XX
|| Systems Systems
140-50 14.05.50
Purchase - Expansion
13.13.XX
ROW, Land, ROW, Land,
|| Existing Existing
Improvements Improvements Rehabilitation / Rebuild
140-60 14.06.60 13.14.XX
|| Vehicles Vehicles Mid Life Rebuild (Rail)
140-70 13.XX. XX 13.15.XX

Professional

Professional

Lease - Replacement

|| Services Services 13.16.XX
140-80 14.08.80
Lease - Expansion
13.18.XX
Unallocated Unallocated
|| Contingency Contingency
140-90 14.09.90 Vehicle Overhaul (up to 20%

vehicle maintenance)
13.17.00

Print Date: 8/21/2012

.06 Bus Articulated

.07 Bus Commuter / Suburban

.08 Bus Intercity

.09 Bus Trolley STD

.10 Bus Trolley Artic.

.11 Bus Double Deck

.12 Bus Used

.13 Bus School Used

.14 Bus Dual Mode

.15 Vans

.16 Sedan / Station Wagon

.20 Light Rail Cars

.21 Heavy Rail Cars

.22 Commuter Rail Self Propelled - Elec.

.23 Commuter Rail Car Trailer

.24 Commuter Locomotive Diesel

.25 Commuter Locomotive Electric

.26 Commuter Rail Cars Used

.27 Commuter Locomotive Used

.28 Commuter Rail Self Prop - Diesel

.30 Cable Car

.31 People Mover

.32 Car, Incline Railway

.33 Ferry Boats

.39 Transferred Vehicles

.40 Spare Parts / Assoc Capital
Maintenance Items

Finance Charges
141-00

Finance Charges
14.10.10

* [See last page of exhibit for 2-digit
Alternative Fuel Codes required for
all bus rolling stock purchases.]
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TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR OPERATING EXPENDITURES

Operating Assistance
30.09.XX

Print Date: 8/21/2012

OPERATING
30.XX. XX

Operating Assistance - 80%
CMAQ CAPITAL
30.80.01

Note: 3-year limit

.01 50% Federal Share

.02 Sliding Scale (5311 or
5310 Pilot only)
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TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR PLANNING EXPENDITURES

See special Scope instructions for Planning on page 1.

State Planning

& Research
44 1X. XX

United We Ride State Coordination Grants
44.,10.01

Program Support Administration
44.21.00

General Development / Comprehensive Planning
44.22.00

Print Date: 8/21/2012

Long Range Transportation Planning
44.23.XX

.01 System Level
.02 Project Level
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PLANNING Metropolitan Short Range Transportation Planning
44 XX XX 44.2X.XX 44.24.00
.12 Coordination of Non-
Emergency Human
Transportation Improvement Program Service Transportation
44.25.00 .13 Participation of Transit
Operators in Metropolitan &
Statewide Planning
Planning Emphasis Area .14 Planning for Transit Systems
44.26.XX Management / Operations
to Increase Ridership
.15 Support Transit Capital
Investment Decisions
Other Activities through Effective Systems
44.27.00 Planning
.16 Incorporating Safety &
Security in Transp Planning
.80 FHWA Metropolitan Planning
.81 FHWA Statewide Planning
.82 FHWA/FTA Metro. Planning
Statewide and Metropolitan (FTA & FHWA) .90 FTA Metropolitan Planning
44.31.XX .91 FTA Statewide Planning
.92 FHWA/FTA Statewide PIng.
.99 FHWA/FTA Metro/State Ping.
Note: .82, .92, and .99 should only be
used with 44.31.XX
Consolidated
|| PInng Grants FHWA (only) Planning .80 FHWA Metropolitan Planning
44.3X.XX 44.32.XX .81 FHWA Statewide Planning
FTA (only) Planning .90 FTA Metropolitan Planning
44.33.XX .91 FTA Statewide Planning
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TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR RTAP AND MANAGEMENT TRAINING

Rural Transit
Assistance Program

Training
43.50.01

Technical Assistance
43.50.02

43.5X. XX

Transit Research
43.50.03

Related Support Services
43.50.04

Program Reserve
43.50.05

Travel
50.10.00

Print Date: 8/21/2012

Use only for 5311 RTAP
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Management Training
50.XX.00

Tuition / Fees
50.20.00

Housing / Meals
50.30.00

Triennial Reviews
51.01.00

PMO Reviews
51.02.00

FMO Reviews
51.03.00

Oversight Reviews
51.XX.XX

State Management Reviews
51.04.00

Procurement System Reviews
51.05.00

Civil Rights Reviews
51.06.00

Print Date: 8/21/2012

51.xx.xx is for FTA use only.
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L

Safety Reviews
51.07.00

TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR RESEARCH AND OTHER EXPENDITURES

Research Projects

Print Date: 8/21/2012

55.XX. XX

.10.00 Personnel

.13.00 Clerical

.14.00 Managerial, Technical, & Professional
.15.00 Construction Work

.19.00 Other

.20.00 Travel

.30.00 Fringe Benefits

.40.00 Equipment

.41.00 ADP Purchase, Lease, or Rental
.42.00 Material & Equip-Purchase / Lease / Rent
.43.00 Equipment Design or Manufacture
.49.00 Supplies

.50.00 Contractual

.51.00 Service Improvements

.52.00 Consultant Services

.53.00 ADP Services

.54.00 Other

.56.00 Construction

.61.00 FAC; Renov; Purchase, Lease, Rental
.62.00 Construction Work

.70.00 Other

.71.00 Administrative Costs
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.72.00 Service Operations
.73.00 Contingencies

.74.00 Other Project Costs
.75.00 Diversion Payments
.76.00 Profit or Fee

.80.00 Indirect Costs

.81.00 Overhead

.82.00 General & Administrative
.90.00 Income

.91.00 Project Income

.92.00 Investment Income
.93.00 Proceeds, Sale of Non-Expen Pro
.94.00 Farebox Revenue

Safety .01 Drills
Safety & Security - 57.10.XX .02 Administrative Expenses
Security Supplemental .03 Technical Assistance HQ Use Only
Funding projects only .04 Training
57.XX. XX Security .05 Consultant Services
57.20.XX .10 Other
University Research .10.00 Faculty Salaries & Wages
70.XX. XX .13.00 Secretarial & Clerical Costs
.20.00 Employee Benefits
.30.00 Travel

.44.00 Automatic Data Processing Services
.49.00 Services
.50.00 Expendable Supplies & Material
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Print Date: 8/21/2012

.51.00 Seminar Support

.52.00 Student Stipend / Tuition

.53.00 Publishing Costs

.65.00 University Overhead

.80.01 Student Salaries

.80.02 Other Direct Costs

.80.03 Other Indirect Costs

.90.00 Cost Share or Grantee Local Share

TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR RESEARCH AND OTHER EXPENDITURES

Non-Add Scope Codes

99X-nn

991-nn — Security Expenditures other than 5302(a)(1)(J) items
992-nn — Tribal Projects

993-nn ITS - Fleet Management

994-nn ITS - Electronic Fare

995-nn ITS - Traveler Information
996-nn ADA / CAA Increased Federal Share
(i.e. Alternate Federal Share matches such as 90/10 and 83/17)
998-nn Transfer of Federal Equity
999-nn Contingency Projects

TRANSP. ELECTRONIC AWARD & MANGMNT

ALTERNATIVE FUEL TYPE CODES
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FOR BUS PURCHASES

BD

BF

BP

CN

D1

D2

DL

DM

DP

EP

ET

FH

FR

GA

HE

HG

BIODIESEL

BUNKER FUEL
BATTERY-POWERED
COMPRESSED NATURAL GAS
No. 1 GRADE DIESEL FUEL

No. 2 GRADE DIESEL FUEL (Std.)
DIESEL LOW-SULFUR

DUAL MODE (DIESEL / ELEC)
DIESEL (PARTICULATE TRAP)
ELECTRIC TRACKLESS TROLLEY
ETHANOL

FUEL CELL, HYDROGEN FUEL
FUEL CELL, ON-BUS REFORMER
GASOLINE

HYBRID ELECTRIC - DIESEL

HYBRID ELECTRIC - NATURAL GAS

Print Date: 8/21/2012
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o/

HO HYBRID ELECTRIC - OTHER
LN LIQUEFIED NATURAL GAS

LP LIQUEFIED PETROLEUM GAS
MT - METHANOL

OR - OTHER

Appendix G — Security Questions/Answers
All TEAM-Web users will be required to select and provide answers for the security questions they select. The questions available to

select are:

What is your pet’s name?

What was the color of your first vehicle?

What is your favorite color?

What is your favorite movie?

What is the name of your high school?

In what city did you meet your spouse?

What was your high school mascot?

What is your mother’s middle name?

What is the first name of your favorite childhood friend?
Where was your best vacation?

What is the last name of your favorite school teacher?
What is your father’s middle name?

Print Date: 8/21/2012
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Index

Print Date: 8/21/2012

Note: This index is for the User Guide Appendices. Each individual Chapter has its own Index.

A

ALl, 20
Attachments, 15, 16

E

EGMM System, 6, 9

G

Glossary, 5

I

Icons, 4,9

M 1]

Main Menu, 7, 11, 20

P I

password, 4, 8
PIN, 5, 8
Project, 5, 8, 10, 11, 12, 13, 14, 43

I

Scope, 20
Security Questions/Answers, 43
System Directory, 11

T I

TEAM-Web, 1, 4, 5, 15

U I

Upload, 19
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