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Overview

TEAM-WEB has extensive capacity to collect information for a virtually unlimited number of customer contacts. It is the main responsibility of the FTA Customer Manager and FTA Project Managers to ensure that this data is accurate at all times. 
ANY customer, regardless of whether or not they receive grants can be listed in TEAM. For those customers that do receive grants or other funding (recipients), often they will have one or more users in TEAM who have the ability to edit their customer contact data directly.

Best Practices for Keeping Data Up to Date

Recipients

· Have the Recipient review their Recipient Contact Data at Annual Certs and Assurances time

· Have the Recipient review their Recipient Contact Data with each new project

· Periodically use the contact data to communicate with recipient contacts, asking for updates, and purging bad addresses.

Other Customer Groups (i.e. MPOs, Associations, etc)

· Periodically use the contact data to communicate with Other Customer contacts, asking for updates, and purging bad addresses.

· Assign ownership of this data to the FTA HQ Program Office that uses it most. (i.e. TPE relies on MPO contact data)

How to VIEW Recipient Contact Data in TEAM-WEB

METHOD 1. Query Recipient

In the example below, Recipient ID 1398 was used to illustrate the Recipient View/Modify Windows.
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Figure 1. Query Recipients Window

Once you click “Submit Query”, TEAM-WEB returns a list of those recipient records that match the criteria that you entered (in this case, recipient id is equal to 1398)
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Figure 2. Recipient Query Results
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Figure 3. Recipient Query Results
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Figure 4. View/Modify Recipient Window
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Figure 5. Officer Titles Contact Grouping
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Figure 6. Officer Titles Grouping

METHOD 2. View/Print

In order to get all of the Recipient Contacts pulled into a summary document, you must follow the following steps:

1. Query a project for that Recipient

2. Select Applications, View/Print from the TEAM-WEB menu

3. Select Recipient and Union Information from the View/Print Application Window (shown below). Click OK.

4. Save, print, email, or otherwise use the returning information. NOTE: The returned View/Print document does not include the email.
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Figure 7. View/Print Application Window
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Figure 8. View / Print Application Window

METHOD 3. TEAM Data Query: Recipient Contact Information
Using the TEAM Main Menu, Dynamic Query, Data Query, Recipient Contact Information, you can access the contact data placed in TEAM in a spreadsheet format. This format can then be used in any variety of ways, including MAIL MERGE using Word. (For assistance using MSWord Mail Merge, See MSWord Help)
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Once you click submit on the query, you are delivered a spreadsheet with much of the information you might find useful in preparing a communication:
· cost center

· recipient id

· recipient name

· contact type (o/l)

· contact id

· title

· last name

· first name

· middle init.

· address 1

· address 2

· address 3

· city name

· state

· zip

· zip+4

· phone number

· extension

· alt phone number

· fax

· email

· internet addr.

· contact for eeo

· contact for dbe

· contact for title vi

· contact for section 504

· contact for ceo

· contact for grants

· contact for mpo

· contact for union

· contact for desig. recipient

· contact for mpo officer

· contact for echo

· contact for general issue
How to EDIT Recipient Contact Data in TEAM-WEB

From the View/Modify Recipient, Contact Persons tab, you can edit any contact record by highlighting it and simply typing in the fields at right.

Contact Data includes:

· Union (For Union Grouping Display)

· Title (You can either select a title from the dropdown, or enter a new one)

· Last Name

· First Name

· Middle Initial

· Street

· City, State, Zip

· Phone and Fax

· Website

· Email

· Contact for: CEO / Grants / MPO / EEO / DBE / Title VI / 504 / Echo / General FTA Issues 

How to ADD a Recipient Contact Data in TEAM-WEB

From the View/Modify Recipient, Contact Persons tab, you can ADD a contact record by clicking the ADD button at the top of the window. It will insert a new, blank contact record for you to complete.
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Figure 9. Adding a new Contact

Adding Titles or Unions

You can either:

· Type a title (or Union) into the appropriate box or

· Use the list icon to select from the available list 
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Figure 10. Selecting a Previous Title Entry
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Figure 11. Selecting a Previous Union Entry

How to DELETE a Recipient Contact Data in TEAM-WEB

From the View/Modify Recipient, Contact Persons tab, you can DELETE a contact record by highlighting the contact from the list at left, and then by clicking the DELETE button at the top of the window. It will 
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Appendix A Recipient Communication Request (DRAFT)
Overview

This form is used to kick of the process that will create a communication with FTA recipients generated from HQ. Communication types available are email, snail mail, and phone lists. Fax Blast communication may be made available at a later date. 

Please fill out the information below, and submit to Jacquie Lopez, jacquelynn.lopez@fta.dot.gov (TPM) 202-366-5922. You will be contacted to review the request, and finalize any details.
1. Communication Requestor

Name[image: image14.wmf]


Office[image: image15.wmf]


Phone Number[image: image16.wmf]


Approving EMT or Manager[image: image17.wmf]


2. Communication Date and Content

Date Requested[image: image18.wmf]


Date of Communication [image: image19.wmf]


Please attach .doc (MSWord) file containing communication content that you wish to distribute.

Filename attached[image: image20.wmf]


3. Purpose of this communication

1) Dear Colleague Letters

2) Program Announcements

3) Policy Announcements

4) Guidance

5) News

6) Other, Please describe
PLEASE DESCRIBE:

[image: image21.wmf]


4. Please Check Type of Communication Requested (one only please)

[image: image22.wmf]Email



 CONTROL Forms.CheckBox.1 \s [image: image23.wmf]Snail Mail

          [image: image24.wmf]Phone List


5. Which Types of Recipients would you like to Contact?

1) A specific list of Recipient IDs

2) Recipients with an application ever in TEAM.

3) Recipients of a certain type of program funds obligated this/last/within last 3/ever fiscal years (i.e. new starts funds)

4) Recipients listed as being in a certain state

5) Recipients listed as being managed by a specific Cost Center

6) Recipients with projects in a certain state/uza

7) Recipients who have had a grant obligated this/last/within last 3/ever fiscal years

8) Private Industry Recipients

9) Public Recipients

10) Contractor Recipients

11) OST TYPE FLAG

A) Educational_Institution (Public)

B) School District

C) Federal Agency

D) State Agency

E) Multi State Group

F) County Agency

G) Multi County Agency

H) Borough

I) Planning Commission

J) Council of Government

K) Port Authority

L) Airport Authority

M) City

N) Other NonProfit Organization

O) Large Business

P) Small Business

Q) Indian Tribe

R) Community Action Agency

S) Sponsored Organization

T) Transit Authority

U) Other Government Agency

V) For Profit Organization

W) Individual

X) Educational Institution (Private)

PLEASE DESCRIBE:
[image: image25.wmf]

 
6. Which Types of Contacts would you like to Contact?

1. CEO – Corporate Executive Officer Contact Flag

2. GRC – Grants Contact Flag

3. MPO  - MPO Contact Flag

4. EEO – Equal Employment Opportunity Contact Flag

5. DBE  - Disadvantage Business Contact Flag

6. Title VI  - Title VI Contact Flag

7. Sect 504 – Section 504 Contact Flag

8. Those Contacts with “<string>” in their title

9. Active/Inactive TEAM-WEB Users


PLEASE DESCRIBE:

[image: image26.wmf]


7. Do you require any additional Internal Coordination with the following?

1) Internal Communications – FTANet

2) Internal Communications – Internal Email

3) FTA Public Website Announcement/Posting

4) TEAM-WEB Announcement/Posting


PLEASE DESCRIBE:
[image: image27.wmf]


8. Additional Comments

[image: image28.wmf]


1. Click on “Recipients” to get �Query Recipients Window 





2. Our example uses Recipient ID 1398 





3. Click Submit when you have entered your query (search) criteria 





4. The highlighted Recipient in the Recipient Query Results (in this case only one result) 





5. This area displays basic summary information about the Recipient. You can also click the paperclip to attach documents (or view attached documents) to the Recipient Record. 





6. Clicking on View/Modify Recipient will open up the View/Modify Recipient Window. 





7. There are several tabs atop this window. Each is a “page” of information. To access the Contact data for this recipient, Click on the 2nd tab titled “Contact Persons” 





8. This drop down at the left allows you to view the contact listings for this grantee in several ways. Examples include “By Officer Title (shown at left), or Unions (shown below).





9. If you click on a contact in the list at left, all of the information for that contact is displayed at right.





11. Click “ADD” and a blank contact is added for you to complete.





12. Click the list icon � EMBED PBrush  ��� to display of previously entered Titles (shown at left) or Unions (shown below)





13. Highlight the Contact you wish to delete. Then Click “DELETE”. 











*** BE CAREFUL! TEAM doesn’t ask twice!!!





10. Check Recipient and Union Information, then OK!





Use this query to obtain a set of contact data that interests you.





�





You can specify a particular recipient, cost center, or see contacts that have checked their interest in one or more categories.  





Just keep in mind:you only have access to the recipients that your TEAM account normally permits access to. If you want to send a NATIONAL EMAILING, for example) it needs to be generated by HQ.





See appendix A for the Communication Request





Use the paperclip to attach electronic files to the CUSTOMER RECORD





Use the paperclip to attach electronic files to the CUSTOMER RECORD
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