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What can you attach?

You can attach any windows-compatible file to records in TEAM. This includes Word, Excel, Powerpoint, and Adobe Acrobat files (file extensions .doc, .xls, .pps, pdf ).

Where can you attach?

You can attach files at TWO LEVELS:

· Grantee

· Use this level to attach documents that apply to the grantee, or to all grantee projects.

· Project

· Use this to level attach documents that apply to a single grantee projects.

How do you attach…?

A Document At The Grantee Level?


1. Log in to TEAM

2. Find your Grantee
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a. Click “Recipients” from the menu at left. You should get the “Query Recipients” dialog box. 

b. You can use any or all of the fields on this dialog box to find your grantee.

i. If you know their FTA TEAM Recipient ID 

ii. All or any part of the Recipient Name

iii. The recipient State

iv. The cost center code of the Recipient (region)

c. Click “Submit Query” to perform the search. 

3. Click on the recipient to HIGHLIGHT it from the list, (you may have a list that is longer than one screen, and you may see a next button at the top right).
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4. Click the paper clip 
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 to Open the GRANTEE ATTACHMENT Window
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5. Click the Folder 
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 to which you wish to attach a document. If documents are already attached, they will be listed with a paperclip 
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6. You will be asked to provide a description and locate the file on your computer that you wish to attach. NOTE: Do NOT use anything but numbers, spaces and letters in your description.
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7. Click the “Browse” button to locate the file on your computer (you must know where it is located), and click the “Upload” button. One finished, you should see your file listed with a paperclip in that folder.

8. To open the file, click on it. If Windows asks you any questions, answer them as you need to: 

a. Windows may ask you if you really want to open a file downloaded from the web, because of safety concerns. For this reason, you may choose to SAVE the file first, so that your virus software can look over the file before you open it.

b. Windows may ask you what “program” you would like to use to open a file. This means that Windows has no idea what type of file it is. 

A Document At The Project Level?


9. Log in to TEAM

10. Find your Project Application
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a. Click “Applications” from the menu at left. You should get the “Query Applications” dialog box. 

b. You can use any or all of the fields on this dialog box to find your Project Application.

i. If you know the year that the Project Application was created

ii. Whether it is Active or Closed

iii. The FTA TEAM Recipient ID

iv. Any part of the project number (with or without hyphens)

v. Which amendments you’d like to see

vi. Project Applications having a specific ALI Code

vii. All Project Applications in a specific Status

c. Click “Submit Query” to perform the search. 

11. Click on the Project Number to HIGHLIGHT it from the list, (you may have a list that is longer than one screen, and you may see a next button at the top right).
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12. Click the paper clip 
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 to Open the PROJECT ATTACHMENT Window
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13. Click the Folder 
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 to which you wish to attach a document. If documents are already attached, they will be listed with a paperclip 
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14. You will be asked to provide a description and locate the file on your computer that you wish to attach. NOTE: Do NOT use anything but numbers, spaces and letters in your description.
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15. Click the “Browse” button to locate the file on your computer (you must know where it is located), and click the “Upload” button. One finished, you should see your file listed with a paperclip in that folder.

16. To open the file, click on it. If Windows asks you any questions, answer them as you need to: 

a. Windows may ask you if you really want to open a file downloaded from the web, because of safety concerns. For this reason, you may choose to SAVE the file first, so that your virus software can look over the file before you open it.

b. Windows may ask you what “program” you would like to use to open a file. This means that Windows has no idea what type of file it is. 

� If you need to look up any code, please see � HYPERLINK "http://ftateamweb.fta.dot.gov/static/Guidance-HQ/TEAM LIST OF CODE VALUES.doc" ��http://ftateamweb.fta.dot.gov/static/Guidance-HQ/TEAM LIST OF CODE VALUES.doc�





� For ALI Code Lookup Values, see the ALI Code tree located on the TEAM Home Page.
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