TEAM INSTRUCTIONS:

Adding Comments/Signing Off on a Project


1ACCESSING A PROJECT


3REVIEWING A PROJECT AND SIGNING OFF


4SIGNING OFF ON A PROJECT.


4If you are NOT the obligating official and simply want to sign off –


6OBLIGATING A PROJECT IN TEAM


6Projects marked “Electronic”:


6Projects marked “Paper”.


8TEAM Helpful Hints:




ACCESSING A PROJECT

Click on any of the major categories (click on the “word” itself), i.e., Applications, Project Management, Review & Approval.  
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When the Query screen comes up, fill in the project number and change the box below to “All”.  Hit submit Query.  
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All the amendments associated with that project will come up listed at the top of the screen.  Highlight each of them and the information on that specific amendment will appear at the bottom of the screen.  
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Highlight the amendment you want to review and choose another function in the Blue Field on the left. If the project is already obligated, click on the “View/Print” to see all the information entered into TEAM on this project (except the attachments).  To view the attachments, click on the “paperclip” on the right hand side of the screen and click on the attachments individually to view them.

REVIEWING A PROJECT AND SIGNING OFF

Query the project as above from either Applications or Review & Approval.  To view the information on a project (minus the attachments), Click on View/Print in the Applications category.

When the View/Print screen comes up, select the areas you want to review or click on All.  TEAM will now show all the information available on that project (minus the attachments).  You can print using the printer icon.

To view the Attachments with a Project:

Query the project as noted above in the first section.  Click on the paperclip on the right hand side of the screen.  

An attachments box will come up on the screen.  Any attachments are noted.  Doubleclick on the attachment you want to read and TEAM will open it in the appropriate application, i.e., Word, Excel.  (Be sure and click on the words of the attachment and not the little box on the left hand side)  When the file opens on your screen you can then print, or save as you would any normal document.  When you are finished, close the file, close or minimize Word or Excel. Close the download screen.  Close the Attachment screen.
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SIGNING OFF ON A PROJECT.

If you are NOT the obligating official and simply want to sign off –

Query the project as noted above.  Click on FTA Internal Comments on the left hand side of the screen.
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Click on the Add button at the top of the screen.

You will see your name in the middle of the screen – right above it take out “New Comment” and put in your routing symbol.

Now click in the Comments field below and put in your comments, i.e., reviewed and approved by -----------.  Or another comment, i.e.,  “the project has been reviewed – please modify or add to the 4th Quarter Justification – justification not sufficient”.  If you put a comment in this field that requires action – send an e-mail to the project manager and advise there is a comment that requires action.  The project manager should put in a subsequent comment that indicates your comments were addressed and the project is ready for final approval – you would then go in and put in the final approval statement.

Click green”Okay” in upper right hand corner to save comments and leave the screen.

OBLIGATING A PROJECT IN TEAM

EMT Members are delegated authority to obligate Grants, Cooperative Agreements, Intra-agency Agreements.  (Procurements and Interagency Agreements are obligated by Procurement – GWA’s with VOLPE are obligated by TOA-1).

Projects marked “Electronic”:

Query the project as instructed above in the first paragraphs.  Under Review/Approval select “Obligation/Award”.  Select the TAB marked “Award”.  Your name should appear in the obligation box as shown below.  Enter your PIN and click on the “Award” button. Click Green “Okay” in upper right hand corner. The project will now be ready for Execution. Execution will be done by the Grantee.  You are finished. 
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Projects marked “Paper”.

Query the project as in the first paragraph and do any reviews as above.

To obligate:  Under Review/Approval select “Obligation/Award”.

The screen will appear as below with your name and date and time.  To obligate just click on the green “OK” in the upper right hand corner.  The next screen will say the project is ready for Execution. 
[image: image7.png]reb ( Quality Assurance Database ) Of

Obligation =]

Summary | Obligations |

Recipient:  [5875 | |[BOSTON UNIVERSITY CENTER FOR TRANSFORMATION STUDIE

Project: MA26-7082-00  [Cooperative Agreementvith Boston U
Amendment: [Cooperative Agreementwith Boston Univer
Reciplent UZ:[250070 [BOSTON. MA-NH-RI
Cost Center: [67000 Project Type: |Cooperative Agreement
Appl.Type:  © Paper © Electronic
Contract No:
User Name/Title: DateTime:

Obligation [ jacqueline Hathaway [6/5/2003 3:14:18 AM
& Award

By [Progrem Specialist =]

[&1pore [ 3 [ memet




 

If the project is an Intra-agency Agreement, also click on the Review/Approval and Review/Concur and enter the current date in the field marked “Agreement Executed by Grantee”. Click the Green “Okay” button in the top right hand corner. 
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You are finished.

TEAM Helpful Hints:

1. When you log into TEAM and get to the main menu with the TEAM Categories in the blue field on the left – Click open all the categories that you will be using.  Then when you query a project, you will just be able to click on the WORD of the category and you not have to query  the project again.

2. When exiting TEAM – use the Exit button at the lower left hand corner of the Blue Field.  If you exit using the X in the upper right hand corner, you may not exit properly and could lock the project you are in.

3. TEAM is not case sensitive when bringing up projects.

4. Project numbers need not have dashes – either no dashes – or both dashes.

5. Red X means cancel, Green Check means Save.

6. If you only want to look at projects, but not do anything with them – use the Quality Assurance Database.

7. Querying with the wild card – the % symbol is the wild card.  If you don’t know the exact project number – you can put in a partial  with the % symbol and TEAM will bring up everything that fits in that category, i.e., %-90- or %VA-90-.  You only need the wild card at the beginning.

TEAM signoff instructions.doc, date last modified 1/23/2004, jacquelyn.evans@fta.dot.gov, page 9 of 9

