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Purpose

In an ongoing effort to streamline process and improve operations, this memo is designed to provide some basic guidance (including a few updates) to a few issues relating to requesting and Providing Access to TEAM for staff and HQ.
This is a living document. If you have additions, changes, etc. please contact jacquelynn.lopez@fta.dot.got 

Guidance

There are several locations available that may be helpful to TEAM Coordinators. 
· TEAM Help Desk
Team.HelpDesk@fta.dot.gov
· TEAM User Guide -   http://ftateamweb.fta.dot.gov/static/userguide.html
NTI TEAM Training Registration Form & NTI TEAM Training Calendar 
(Under TEAM Distance Training, also at http://ftateamweb.fta.dot.gov/static/Distance/distance.html)

· TEAM Regional Contacts
List available from the TEAM Home Page or at http://ftateamweb.fta.dot.gov/frames.htm
· TEAM Guidance – HQ 
A folder on the TEAM Home Page, includes various documentation as need arises. http://ftateamweb.fta.dot.gov/static/Guidance-HQ. 

Requesting Access for TEAM users 

For each new user, please go to FTANet/Electronic Forms, TEAM Forms, TEAM Access Request. These forms are also posted to TEAM Guidance – HQ on the TEAM Home Page. http://ftateamweb.fta.dot.gov/static/Guidance-HQ
This form needs to be filled out and returned to your office’s TEAM coordinator for all requests for users being added to and removed from TEAM. There is one form for recipients (grantees) and one for staff/contractors/auditors.
New Staff/Contractors/Auditors
1. All Staff TEAM Access requests should be signed by the user requesting access, and the requestor’s office TEAM Coordinator. 

2. The form is then processed by the TEAM Coordinator (adding / changing / deleting user). The form should be scanned and attached to the user record in TEAM.
3. Once you add a staff user you should notify your office AO to have them added to OASIS TEAM User’s Group

4. The new user should then be provided with a “WELCOME TO TEAM” introduction page/packet. A suggested template is located on the TEAM Home Page, scroll down to TEAM Guidance – HQ. “Welcome to TEAM.doc” 

New Recipients

1. All Recipient TEAM Access requests should be signed by the Recipient Legal Authority of the recipient user requesting access, and the requestor’s office TEAM Coordinator.

2. The form is then processed by the TEAM Coordinator (adding / changing / deleting user). The form should be scanned and attached to the user record in TEAM.

3. The new user should then be provided with a “WELCOME TO TEAM” introduction page/packet. A suggested template is located on the TEAM Home Page, scroll down to TEAM Guidance – HQ. “Welcome to TEAM.doc” 

Training New TEAM Users

[image: image1.wmf]It is the responsibility of the TEAM Coordinator to ensure that ALL new users in their office receive training. If you are not capable of providing training to TEAM users, you should not add new TEAM users. You should instead have a trained TEAM user enter the information for you or your recipient.

Regional Offices generally provide one on one training with new grantees, provide training sessions throughout the year. At this time there is no CENTRAL Training Office for TEAM. 
Basic training options are as follows:

· Staff TEAM Training is normally held monthly in NASSIF 9116 (HQ) by jacquelynn.lopez@fta.dot.gov
· TEAM User Guide -   http://ftateamweb.fta.dot.gov/static/userguide.html

· NTI TEAM Training Registration Form & NTI TEAM Training Calendar (Under TEAM Distance Training, also at http://ftateamweb.fta.dot.gov/static/Distance/distance.html)

TEAM Office Coordinators

Identifying the right personnel to ensure the continued success of TEAM as it supports FTA Programs begins with the assignment of a TEAM Office Coordinator from each FTA Office. Regional TEAM Reps are listed below, and this same assignment must extend to all HQ offices in order to ensure application success.
	OFFICE
	PRIMARY
	SECONDARY
	OTHER CONTACT

	TAD
	Fred May
	 
	 

	TBP
	Rhonda Lee
	Mary Kilpatrick
	 

	TCA
	Stephen Fong
	 
	 

	TCC
	Linda Sorkin
	 
	 

	TCR
	Sandy McCrea
	Cylinda Queen
	 

	TOA
	Jacqueline Bennet
	 
	 

	TPE
	Susan Rollman
	 
	 

	TRI
	Linda Wolfe
	 
	 

	TPM
	Jacquelynn Lopez
	Vicki Bellet
	 

	DC Metro Office - WMATA
	Brian Glenn
	
	 

	Region 1
	Donna Laidley
	Judi Malloy
	

	Region 2
	Maureen Moritz
	Faye Ellison
	Veronica Pelt-Hawkins

	Region 3
	Pat Kampf
	
	 

	Region 4
	Marie Lopez
	David Mucher
	Derek Scott

	Region 5
	Oscar Waller
	Victor Austin
	 

	Region 6
	Ruth Johnston
	Linda Kemp
	Donna Murray

	Region 7
	Shannon Graves
	Margaret Brown
	Cathy Monroe

	Region 8
	Debi Duggan
	 
	 

	Region 9
	Phillis Yue
	Ingrid Libao
	Patricia Valentine

	Region 10
	Elizabeth Sier
	Linda Gehrke
	 


The duties of the Office TEAM Coordinator
1. Being their office “TEAM EXPERT” to collect and access information regarding Grants, Procurements, Inter/Intra-Agency Agreements and Cooperative Agreements in TEAM. 
2. Training all TEAM Users in their office, or pointing them to available training options.

3. Responsible for ensuring the accuracy of all grants/procurements/cooperative agreements in their office.
4. Coordinating with TEAM staff to schedule rollout activities, including training, data cleanup, etc.

5. Attending scheduled meetings or conference calls relating to TEAM throughout the year.

6. Being the point of contact for their office to disseminate all information to their office staff and office Grantees/Recipients regarding TEAM, including future training, updates, downtime, new requirements, etc.

7. Being the point of contact for their office to process/approve/disapprove all requests for TEAM user Access.

8. Being the point of contact for their office to provide training for ALL NEW TEAM USERS they have approved.

Contact your Office TEAM Coordinator if:

· You need to do something and you can’t remember how

· You or your customer needs TEAM Access 


It is ALWAYS better to assist office staff in entering their Contract or Cooperative Agreements in TEAM rather than embark on obtaining a new user account, providing training, and making them attempt to figure out how to enter it each year themselves! 
Errors in TEAM can hold up procurements!
TEAM Help Desk
1. The TEAM help desk logs all incoming requests and either addresses them or routes them to the appropriate FTA person for handling

Contact the TEAM help desk if:

· Something seems to not be working correctly

· TEAM is down
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