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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system, certain sections of this guide may become outdated.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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Chapter 1: 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

2 TEAM-Web Login - Microsoft Internet Explorer = i [=] P33

Fe d e ra I Tra ns it A d mi n i Stl'ati on EQTEAM-Web Federal Transit Administration * U.S. DOT

United States Department of Transportation

AMW

Welcome to TEAM-Web! SECURITY NOTICE
y LOGIN This web site is part of a Federal computer system used
'wm to accomplish Federal functions. The Department of
User Narme: Transportation uses software programs to monitor this

wieh Site for Security pUrpOSes to nsure It remains
Password: available to all users and to protect infarmation in the
. system. By accessing this web site, you are expresshy
Database: [Praduction = CONSenting to these monitoring activities. Unauthorized
™ Change Password atternpts to defeat or circumvent security features, to use
o the system for other than intended purposes, to deny

; Reset service to authorized users, to access, obtain, alter,

damage, or destroy information, or otherwise to interfere

Choose one: with the system or its operation is prohibited. Evidence of
. such acts may be disclosed to law enforcement authorities
and result in criminal prosecution under the Computer
Fraud and Abuse Act of 1984, as amended codified at

section 1030 of Title 18 of the United States Code, or
other applicable criminal laws

TEAMWeb TEAM Reports

2Regions 2Links 2 News @ Staff

L@Dm [ |3 [ mtemet /

Figure 1

The following steps refer to Figure 1:
1. Go to the following website by entering this into your web browser: http://ftaTEAMWeb.fta.dot.gov/
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Click on TEAM-Web

3. When the TEAM Login window appears, type in your user name and password in the appropriate text boxes. (NOTE: To
change your password, see Appendix A)

The system defaults to the PRODUCTION database, where you may create or manage a project.

Click the Login button

ok~

Main Menu and TEAM-Web Related Links

Hon GUID-PRODUCTION 3180 269 T03009A% - Windows, Internet Explorer BEx]
m

=RTEAM-Web reoersi Transit administration » U.8.00T

03/20/2007 Notice — TEAM Open for FY 2007 Business
Main Menu - (Home) On Februay 15,2007, Conre
Recipients '
Applications

Review and Approval

ssed the Continuing A iations Resolution, 2007, that making available fiscal
nlm(ﬂ\}pmgﬂ_l' sding at the levels authorized wader the Safe, Acconntable,
FT5

remain avai rlabk Tor alleca; luu The ay ppvrlm! mis are currently a
e fta.dot. financing ﬁm html and will be i in the Federal Register
on March 23, 2007,

The : 1 ic Award and (TEAM]) svstom is sow open for FY 2007 business with funds

S railable in accordance with the federal register annousce for all formusla prograies, inchuding Metropokitan asd
Execution Statenide Planaing, Urbanized Area Formals, Non-arbasised Area Foraala, Raral Tramsporiatan A5 ;::P.:r';m..-..,
e S Fixed Guideway Moderaization, Elderly and Persons with Disabilities, Job Access and Reverse Commate, and Ne
Flrl_]t!l.:t |"u"|E|r|E||:||:r'r|I:r'It Fmedu-.Spedﬁ:pmjl:rh):n ficd 1n SAFETEA LL for the Cloan o Focls Program, Alteraatives Aualysis and the Bus
- = and bus factifies programs are alyo available, Funds for New Starts projects Klentifed in the Federal Regiater are ahso
Funds Control wvaiable.
Funding Adjustments
r i"ﬁ"il F‘:I | q |"It g 03/06/2007 Notice — Opening Attachments:
= Al =
e = I having trouble apeni hments, please bold & b Control <Ctrb- Key prior ta clicking on th
TEAM Administration et B o e bttt Comtet e Kot e stochomen s it oot eved depeding ap0n
. - the option you select. If you have questions or are continuing 1o have a problem, please contact the Helpdesk: 1.988.443
& Dynamic Query s
= TEAM Documentation
= H l-'lp Desk Information IMPORTANT TEAM USER NOTICES:
% IESH i O
= Exit 7: TEAM v 3.0.003 was fully published to PRODUCTION
07: TEAM v 3.0.002 was blished to PRODUCTION
0172272007: TEAM v 3.0.001 was succoss! fully published to PRODUCTION

01122007 TEAM-WER Users Certification Required

Figure 2
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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 2). 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 3 and Figure 4:

Chapter 1 Page: 8
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-0l x| | oy [=] B3]
Select Data Select Data
™ Project Status Data ™ Project Status Data
I Disbursements and Refunds I™ Disbursements and Refunds
™ Deobligations ™ Deobligations
¥ Pending Obligations ¥ Pending Obligations
7 Projects Ready For Award I Projects Ready For Award
[ Active Projects [T Active Projects
™ Fmancial Status Report Data LN ancial Status Beport Data
7 Project Budget 3 ect Budget
™ Current FY Obligations by Amendme ent FY Obligations by Amendme
™ Current FY Obligations by Funding S . urrent FY Obligations by Funding =
M Teamd Crap ™ Teamd Crap
Instruction Instruction
1. Gelect data on the right 1. Gelect data on the right
2. Clidk on & regional area 2. Cligk on 2 regional area
3. Clidk on & state for data. 3. Click on a2 tate for data
il | 3 [ |1 | _’l_l
[&] Done [ [ [ nternet | [&Tpere [ [ [ tnternet 7

Figure 3

1. 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 (Figure 4)

w
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/3 Pending Obligations Data - Microsoft Internet Expl i ] |

Pending Obligations Data

Data Submussion Time: 8/15/20071 12:20:39 PII
Zettng up Data formatting enwronment

Total Steps i Data formatting Process = 1
Processmg Step #1

TWriting formatted Data to web accessible location
Data Fortnat creation finished: 8/15/2001 12:20:40 PW

Tou can retreive your formatted Data by clicking on the link below

Fending Obligations Data

N KN

|&] Done l_la_|0 Internet
Figure 4

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 5).
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E http://ftateamweb.fta. dot.gov/ - frames - Windows Internet Explorer

File  Edit View Favarites Tools Help

W @' @'@’Eﬁga'@Tgo\Sva-ﬂ_ﬂ

Region 7

Regional Office Address:
901 Locust Street

Suite 404
Kansas City, MO 64106

Telephone:
(816) 329-3920

Fax:

(816) 5233921

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

Contacts:
Shannon Graves, Cathy
Monroe

Areas Served:

Towa, Kansas, Nebraska,
Missouri
Done o Trusted sites H100% v

Navigating through TEAM-Web

Figure 5

Print Date: 3/10/2008

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 6:
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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.

To hide the sub-menu, click on the minus sign.

3. The menu will return to its original appearance

N

nd Approval

ion I tion

Project Management = Obligation/Avard oject Management
Funds Contral & Deobligation ontrol
Fundin _ Funding Adjustments
Civil Rights ot Civil Rights
TEAM Administration I TEAM Admini
Dynamic Query 5 Dynamic Query
TEAM Documentation vil Rights TEAM D i

] Help Desk Information 4 ELEL ] Help Desk Information

Dynamic ery
= Exit H TEAN umentation = Exit
[ Help Desk Information

s and -Appﬂ:l'u'a I

[=] Exit

Figure 6

Print Date: 3/10/2008

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

aTEAM-Weh(Quality Assurance Database ) - Microsoft Internet Explorer — - ;lglﬂ button to dlsplay the liSt Of
Recipient Query Results & / Recipicnts, page by bage.
R . . Recipient City State  Cost Center Whefl not on the first page,
Rec11:1olen[thu§Fyb 726 THIS YVENDOR TO BE SELECTED BY CITY NAME ST 62000 | = use the Previous button to
ults: i n :
esults: Use this butto COMPETETIVE BD previous pages.
to manually Re-query the 1000 ALABAMA DEPARTMENT OF MONTGONMERY AL 78400
TRANSPORTATION
database based on the 1001 FLORIDA DEPARTMENT OF TALLAHASSEE FL 78400
search criteria you L TRANSPORTATION
. Y 1002 GECRGIA DEPT. OF TRANSPORTATION ATLANTA GA 78400 Query Results
entered in the Query - OFFICE OF INTERMOD AL PROGRAMS Table: Identifies the
i : 1003 KENTUCKY TRANSPORTATION FRANKFORT KY 78400 o . .
Recipients box. This CABINET >. Recipient information
b}ltton wﬂ'l be further 1005 ﬁgmgpcoge&%m DEPARTMENT OF RALEIGH NC 78400 retrieved from the
discussed in subsequent 1006 SOUTH CAROLINA DEPARTMENT OF COLUMBIA 3¢ 78400 database using your
chapters. TRANSPORTATICN h criteri
1007 TENNESSEE DEPARTMENT OF NASHVILLE ™ 78400 search criteria.
TRANSPORTATICN
1009 MISSISSIPPI DEPARTMENT OF JACKSON MS 78400
TRANSPORTATICN
1011 CITY OF COLUMBIA COLUMBIA SC 78400 _/
1016 CITY OF GADSDEN GADSDEN AL 78400
1019 CITY OF MONTGOMERY -Mantaomery MONTGONMERY AL 78400 | =

Recipient Details Ry

Recipient ID: 708 ™

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

Address: |STREET ADDRESS Rec1p1ent
| Information: Displays
I >' the contact information
Iy HakE 5Tl - for the Recipient you

Phone: Jo00-000-0000 Ext: |oooon Fax: |000-000-0000 have highlighted

Internet Address: | i

[&] 10e R 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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v 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

=} Yiew / Modify Recipient { T — 1Ol =
wWiew f Modify Recipient E Ea‘;:. ﬁ’!J
‘2 Attachment: =101 x| 5 Codes |Payrment Codes| Civil Rights |
=+ Recipient Id: | 726 'I COMPETETIVE BID |
B8l C el | | MTDB Code: [0 |
[ contact Persons )
[ Cert & Assurances :I FY Start: [danuay =]
C1 Cades :l Cert's & Assur's:
1 Payment Codes :l H=tgAgmbl==d:
1 Civil Rights | | Assistance: vves 15 No
B8 el Dezignated " ves & Ho
1 Triennial Review —| Recipient- D
/2 Upload File - Microsoft Internet Exp 18l = Ma
Description:
I £ Contractor =1

Mo
File Name: I Erowse. t Organization =1

]

i |g Inkternet o

Upload I Cancel I

l=

[&] Dane [ [ & |4 nternet 5

&1 [ [ [ |4 nternet 5
Figure 2
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View/Modify Recipient

Print Date: 3/10/2008

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.

2} TEAM-Web ( Quality Assurance Database ) - Microsoft Internet Explorer =10] =l
Recipient Query Results & =
[) S
od p DOR TO B D BY CO BID } o ] 4
728
1000 Yiew / Modify Recipient ) @ :%S: ﬁ
t001|  General  |Contact Persons|Cert's & Assurances|  Codes  [Payment Codes| Civil Rights |
1002| ' Drganization: 728 [THIS VENDOR TO BE SELECTED BY COMPETETIVE BID |
1003
Acronym: T0 BE SELECTED NTDB Code: [0 ]
1005 STREET ADDRESS FY Start: [Januay =]
1006]  Shreet: Cert's & Assur's:
1007 Mstr Agmt Iss'd:
o] | C/State/Zip: [CITY NaME |57 Jlzosm0 o | Assistance:  Yes & No
1op,| Phone Number: |o0a0oano0n [x{o0000 | Designated " Yes & No
1016|  Fax Number: | 0000000000 Recipient: 0 ]
Internet Addr.: " Yes % No
MPO:
Recifl Cost Center: G2000 IEI
e Geog. Location: Type: |F'rivate, Contractor d
Addr
Last Updated: 121742002 State DOT: " vez 1% Na
Active: % ve: T Mo 0ST Type: IFD[ Prafit Organization =]
DBE: £ s & Na DUNS Number: [ |
Pho
interig) R =T /4
@_1016 || |2 |4 nternet 7
Figure 3
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General Tab

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).

§ View / Modify Recipient { THIS VENDOR TO BE SELECTED BY COMPE - 0| x|
View / Modify Recipient % H H | Eg‘él %f"
General  |Contact Persons|Cert's & Assurances|  Codes  [Payment Codes| Civil Rights |
Organization: 728 |TH|5 WENDOR T0O BE SELECTED BY COMPETETIVE BID |
Acronym: T0 BE SELECTED NTDBCode: [0 |
STREET ADDRESS FY Start: IJanuary "I
Street: Cert’s & Assur's:
Mstr Agmt Iss"d:
City/State/Zip:  [CITY NAME IsT Joosanfo | Assistance: " ves  Ng
Phone Number: (0000000000 |+/oooo | Designaled " Yes @ No
Fax Number: | 000000000 Recipient: o]
Internet Addr.: " Yes & Ng
MPO:
Cost Center: £2000 EI
Geog. Location: Type: |F‘rivate, Caontractar ﬂ
Last Updated: ~ 12/17/200: State DOT: ez * Ho
Active: * ves Mo 05T Type: IFDI Profit Organization |
DBE: C es & No DUNS Number: [ |
& |_|_|a_|% Internat 4
Figure 4
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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)

/3 https:/ /ftateamweb.fta. 1 + - ¥iew / Modify Recipient { BUTT =10 x|
View / Modify Recipie 7= | R | [ F [l [ |
v <8 https:/ /ftateamweb.fta.dot.goy¥ - ¥iew ; Modify Recipienkt { BUTT! - |EI|5|
General Contact F'ersnns|Cer18 8 A View / Modify Recipient % p— [ — E l%‘ [%I %fl
Organization: 1152 [BUTTE-SILVERBOW, CITY | General Contact Persons[Cert's & Assurances| Codes |Payment Codes| Civil Rights |
Organization: 1152 [BUTTESILVERBOW, CITY OF |
Officer Titles =1 Tith
[Add New ] 4| Las Title: =
ADMINISTRATOR Firs L i
N | ast Name:
[ Add Mew ADMIMISTRATOR | Contacts For Fi L
Unions irst HMame/f1nitial:
CHAIRMAN OF THE BOARD tre [MPO Officer Titles R
[ Add Mew CHAIRMAM OF THE BEOARD | MPO Officer Cantacts RD ]
CHIEF EXECUTIVE DFFICER Disig. Recip't Officer Titles Street:
City Digig. Recip't Contacts For HE BOARD |
SHEA, MICHAEL o CHIEF EXECUTIVE OFFICER City/5
[ &dd Mew CHIEF EXECUTIVE OFFICER | 3 SHEA, MICHAEL < Phone
CITY MANAGER Alte [ [ Add New CHIEF EXECUTIVE OFFICER ]
CITY MANAGER Alternate Phone:
[ &dd Mew CITY MAMAGER | Fax ddTiew O MATEEER T Fax Number-
Emi el = =
COMMISSIONER " ICoOMMISSIONER Email:
EéﬁﬁTﬁE}iEESﬁﬂENEH ] We [ &dd Mew COMBMISSIOMER ] Webszite:
o TN BRI COUNTY EXECUTIVE ™ ceo ™ Grants I MPO I EED
[ = ] Cor [ Add Mew COUNTY EXECUTIVE | Contact For- I~ pBE I Title¥l I~ 504 I Echo
DIRECTOR DIRECTOR r
ITAAA R~ DIIDECTOD T LI IaAdAd bl DIDCCTOD 1 LI Gene'al FTA ISSUBS
&] Done l_ l_ l_ l_ E |4 mternet v
& o P -
Figure 5
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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.
\ En x|

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

a https:/ /Ftate. _ ||:|| / https:/ /frateamweb.fta.dot.gov - Yiew / Modify Recipient { BU
S Ezsly  |[views Moty Rocpion NEEEEE T

Script Prompt: _ 7

_ e odes|  Chil Rights General  Contact Persons|Cert's & Assurances|  Codes |F'a\(ment Codes| Civil Rights |
Flease Enter Mew Title:
Cancel | o
] Organization: 1152 [BUTTE-SILYEREBQW, CITY OF |
folcer Tltles =1 Title: E Officer Titles =l iitle: E
T ;l Last Name: [ Add Mew | «| Last Name:

[ Add Mew GENEFEAL MANAGER ]

MAYOR

[ Add Mew MATYOR |

COMTACT |
SECRETARY OF TRANSPORTATI

[ Add Mew SECTION 5310 CONTACT ]

SECTION 5311 CONTACT

First Name/{Initial:

ate Phone:

" CcE0 I Grants [T MPO I EED

ADMINISTRATOR

First Mame/Initial:

[ Add New ADMINISTRATOR |

CHAIRMAN OF THE BOARD

Changes may be

St t- Street:

"T::d ﬁDNL‘:‘;; — ree [ &dd New CHAIRMEN OF THE BOARD | made to the Data
L = ] CHIEF EXECUTIVE DFFICER - — -

PRIMARY GRANT CONJACT tate/Zip: e HCREL cyssateszie:  fields here.
[ Add Mew PRIMARY GRANT Number: - Phone Mumber:

[ Add Mew CHIEF EXECUTIVE OFFICER ]

CITY MANAGER

Alternate Hhone:

[ Add Mew SECRETARY OF x Number: [ Add Mew CITY MAMAGER | Fax Numbel:
TRANSPORTATION ] Email: COMMISSIONER Email:
SECTION 5310 CONTACT Website: [ Add Mew COMMISSIONER ] Website:

COUNTY EXECUTIVE

[ CE0O [T Grants I~ MPD I EED

[Add New COUNTY EXECUTIVE ] . .
[ &xdd New SECTION 5311 CONTALT | Contact For: I~ DBE I” Tide VI [~ 504 ™ Echo DIRECTOR Contact For: DBE [ Tite v1 [ 504 " E
[ Add Mew Title] ™ General FTA Issues T i AA bl MIDECTOD 1 ;I e
O
&] Done ’_ E|@ Inkernet €] I_I_I_I_E|e Inkernet A
Figure 6
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v 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. Toadd 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.

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.
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; https://ftateamweb.fta.dot.goy - Yiew / Modify Recipient [ L

3b

Yiew / Modify Recipient

% Yoo | oeere

General

Contact F'ersn:nns|Cert's & Assurances|

Codes

|Payment Codes|

Civil Rights

Orgamzation:

1152 |BUTTE-SIL\.-"EF|BDW, CITY OF

U= -

[&dd New ] g

ATU \

Malyevac, M
[ Add Mew A&

Union:
Title:
Lazt Mame:

Firzst Mame/fInitial:

Street:

City/StatefZip:
Phone Humber:
Alternate Phone:
Fax Number:
Email:

Wehszite:

Statewide Appl:

 vez: € Mo

=i

|@j Dane

Cert’'s and Assurances Tab

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.

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.

Figure 7

l_ l_ l_ l_ E |4 Internet

Print Date: 3/10/2008
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 view / Maodify Recipient { THIS YENDOR TO BE SELECTED BY COMPE

Print Date: 3/10/2008

=101 x|

Yiew / Modify Recipient

N

Zener

al Contact Persons Cert's &Assurances|

Codes

Organization: 728 |THIS YEMDOR T0O BE SELECTED BY COMPETETIE BID

Fy

-

&FFIR

Affirmation of Cerifications and Assurances

ATION OF &PPLICANT

Mame and Relationship of Authorized Representative:

Official's Mame:
Attorney's Name:

PIN:

M arne of Applicant: THIS YEMDOR TO BE SELECTED B COMPETETIVE BID

CERTIFY |

FEDERAL Fv 2004 CERTIFICATIONS aMD ASSURANCES FOR FTA ASSISTAMCE

|[Zat| Descnption |Applicahle NJ'AI Cert Date ITextl
M |REGQUIRED OF EACH APPLICANT - - E
02 |LOBEYING r - =
03 |PRIVATE MASS TRANSPORTATION COMPAMNIES r I~ E
04 |PUBLIC HEARING r I~ E
nE larmnciTine e e e cTAry — — [=1]

|Payment Codes| Cihvil 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

Figure 8

mber of FTA users.

S [ ntermet

Standard Metropolitan Statistical Area Codes Table: A Recipient with the proper authority may add new SMSA codes.
Congressional Districts Table: Recipients may add districts to this table with a State ID number and a District Code number.
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/3 view / Modify Recipient { THIS YENDOR TO BE SELECTED BY COMPE

=101 x|

View / Modify Recipient

% ADD

DELETE

General

Contact Persons Cert's & Assurances Codes

Organization: 728 |TH|S YEMDOR TO BE SELECTED BY COMPETETIVE BID

BRI ]

‘F‘aﬁlrment Codes| Civil Rights |

Payment Codes Tab

Urbanized Areas SM5SA Codes Congressional Diztricts
IO Marme Code State [0 | District Code
110020 [aSHINGTON, DEAA-MD 2340 i 0o
000000 Qooa oo 0o
I&] I_ ’_ E |4 Internet .
Figure 9

Print Date: 3/10/2008

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 ¥ENDOR TO BE SELECTED BY COMPETE

=101 x|

View f Modify Recipient

General Contact Persons Cert's & Assurances

NEEEN- R

Codes Payment Cudes| Civil Rights |

Organization: 728 |THIS VENDOR TO BE SELECTED BY COMPETETIVE BID

REQU ? " ves & Hg ECHO Mumbers
OPAC ? " e O Mg (0000000
WCF? O ve: % Mo
TSC? O Yes & Mg
|@ javascripk: seleckTabis) l_’_ré_|a Internet
Figure 10

Civil Rights Tab

Print Date: 3/10/2008

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 (hiring or minorities and women), Title VI
(nondiscrimination in project benefits), and DBE (participation by disadvantaged business enterprise). (Omitted from this Civil
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(™~

ights tab page is information pertaining to the Recipient’s status with respect to the Americans with Disabilities Act (ADA)
requirements.)

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

3} view / Modify Recipient { THIS ¥ENDOR TO BE SELECTED BY COMPET I ]
i i ini L
Yiew { Modify Recipient % E | [gél ‘;’E“
General Contact Persons Cert's & Assurances Codes Fayment Codes  Civil Rights |
Organization: 723 |THIS WEMDOR TO BE SELECTED BY COMPETETIVE BID |
Programs Status Submiszion Approval E xpuation
EED: IND Finding Entered j
Title VI: IND Finding Entered j
DBE: IND Finding Entered j
FY Goal Values
2003 0z
DBE Goal Values:
2004 0%
2005 0%
|:Ej javascript:selectTabia) I_ ’_ ré_ |Q Internet &
Figure 11

NOTE: The term “Approved”, 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 “Approved” designation
(or other designation) if circumstances so demand.
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. A

ccess 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.”

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.
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TEAM-Web ( Quality Assurance Database ) - Microsoft Internet Explorer = |E| 5]
Query Applications
/—Year: Any 'I

ActivelClosed:  [Actve 7]

RecipientiD: [

ProjectNumber: [
Amend: [Currart =]

ALL: [

Project Status: |AII j
L SubmilQue"

‘@ https:f{ftateamweb. fta, dot.govfteamweb/ProjectManagementiQueryProject asp ,_ ,_ ’—é_ & Internet 4
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.

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
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EAM-Web ( Quality Assurance Database ) - Microsoft Internet Explorer I =] 5
Project Query Results &
Project Number Description Rev.
Query
0 B
0 Results:
Carsharing/Carpoaling 0 .
#2 REQUESTED WH AT, Terminal Project 0 DlSplays all
03 Bus and Bus-Related Equipment 0 : :
1 Cherokee County Vanpool Program 0 aPPhcatlonS
100903 Operating Funds 0 :
1111 OVER-THE-ROAD BUS ACCESSIBLITY o | TN retrieved from
1174 Trolley, Shelters, Fuel System, Paving 0
16602 Community marketing and public education 0 the database
2 Purchse Roling Stock and Related Equip 0 using your
2003-04 CAPITAL Capital projects 0 . .
2003CA-1 5308 Capital Grant ] search criteria.
2004 5307 Operations and Capital 0 .
3004 5307 OFER. Operating Expanes for 2004 0 Click on an
2004 5309 Purchase of Rolling Stock 0 h .
2004PROJREMEWAL JARC - Project Renewal Grant 0 application to
2116-04 Operating assistance 0 S 1 t it
5555 FY 2004 OPERATING AND CAPITAL ASSISTANCE 0 clec g
6362-2004 wheelchair it 0
999999 FY 2004 Operating Assistance - Bus 0 L/
AK-03-0037-07 FPort MackKenzia Const Fern | ndas/Trml (] ey
Project Details @
Project Number: | |Fr2n04 Cost Center: 785-00 N P].'O]ect
Application Type: |E\edmnic Submitted: l— Information:
E UH Awarded: : :
ntere [10/20/2003 warde This area is
Recip. Contact: |\/\LMA WARNER Executed: .
FTA Manager: | FTA Amount: $0.00 >_ used to dlsplﬂy
Status: IPenqu Submissionfapn. in Development Total Elig. Cost: 30.00 ll’lformathn fOI'
Description: | 1 1
Recipient: G264 - [CITY OF MADERA = b the appl{catlon
i selected in the
@] 1242 record(s) retrieved, Praject to select: 999999 F’i‘é | meemet v Query Results
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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' TEAM-Web User Guide

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: 3/10/2008

v Copy a Project

Project Information

Project Budget

N

Create a Project

Project Milestones

Project Environmental

Project Fleet Status

Findings

_

—

Application Reviewer

v
View/Print the
Application

v

FTA Comments

Modify Application

;

FTA Assigns a Project Number

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

i

l

Milestone Progress Report

/

Financial Status Report (FSR)

D

Execute

Submit PI‘OjCCt\‘

FTA Adds Comments

l

Modify Application and Re-Submit
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Diagram 2 Recipient Executes Award
(Pins/signs Agreement)

\ 4

Recipient enters FSR

Amendments are created )
and Milestone/

Budget Revision Requests if necessaty. 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 or rejects)
FTA reviews the Amendment

' '

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

i \ 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

= https://ftateamweb. fta. dot.govi? dbname=Production®GUID=PRODUCTION_FA2ZF56473E954 2D1ACC13ETFBED®T - Windows Internet Explorer

| Create New Project [ﬁﬂ ‘“’Il
Mew Project Detail | Project Description |
: - Recipient ID:‘ ‘6688- LEECH LAKE BAND OF OJIBWE b
‘ SELUPEEel LEECH LAKE BAND OF QJIBWE

[ Application Reviewer
[ Submit Application 15 SITH ST, Nw

[ Create Amendment STEE

= View/Print CA55 LAKE MM BEE3Z  _ 0

Modify Applicat
e Enter a requested Project Number (FTA will approve or reassign):
view and Approval

ecution NP'niITCl'

ject Management = um E'-f
Funds Control ection o Not Specified —
@ Funding Adjustments S‘B‘F‘E' | [ ]
Civil Rights Brief
TEAM Ad Description:
Dynamic Query P[r)nglra_m
TEAM Documentation (L

= Help Desk Information Fiscal Year:

= Exit

Proposed Envir | Classifi 3
Class | [EIS): @ No O Yes Class Il [CE): = No O Yes
Class Il [EA)X ®No O Yes Dther [4.106F | &) No () 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.

Main Menu - (Home)
Reci
= Appl

=

[ Assign Project Number
= Application Reviewer

= Submit Application

1 Create Amendment

& View/Print

odify Application

ynamic Query
TEAM Documentation
1 Help Desk Information

=1 Exit

€ https:/iftateamweb._fta. dot.gov/? dbname=Production&GUID =PRODUCTION_FA2F5647 30954201 ACC1 3ETFBEDYT - Windows Internet Explorer

| Create New Project

Mews Project Detail | Project Description |

Recipient ID: | | 6635 - LEECH LAKE BAND OF OJIBWE

O

LEECH LAKE BAND OF QJIEWE

1B SIKTH ST, Niw
STEE
CASS5 LAKE . MM BEE3Z  _ 0

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

Project
Number:

Section of -
Statute: | Not Specified

Brief
Description:
Program
Date:
Fiscal Year:
Prop d Envir | Classifi
Class | [EIS): ®No O Yes
Class Il [EAJ: ®No O Yes

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

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:fiftateamweb.fta. dot.gov/? dbname=CQuality& GUID=QUALITY _81251FCEEDSF4FFDABSC264E403DBACC - - Windows Internet Explorer

Main Menu - (Home) | Create New Project :g‘él ﬁ"

Recipiel

Bl Applications Mew Project Detail | Project Description |
[ Create New Project

= Copy Project .
HeclplenlID:| |6896—COQUILLETRIBEOFOREGON h

COGUILLE TRIBE OF OREGOM

(=] Assign Project Mumber
=1 Application Reviewer

& Submit Application PO BOX 723

[ Create Amendment 3050 TREMONT 5T

=1 View/Print MORTH BEND . i3} 97458 _ 0

Modify .
odify Application Enter a
Review and Approval

= 1 Project
cHioH Number:
5 S;::;z:'e“' |NotSpecwﬁed

[¥]
g Adjustments
ig Brief
M Administration ription;
Dynamic Query Program
TEAM Documentation Date: :
[ Help Desk Information Fiscal Year:

= Exit

ted Project Number (FTA will approve or reassign):

q

Proposed Environmental Classifications:

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

a https://ftateamweb.fta. dot.govi? dbname =Quality& GUID=0UALITY _81251FCEEDSF4FFDABSC 264E403DBACC - - Windows Internet Explorer

Main Menu - (Home)
Recipients
=l Applicati

=1 Create Mew Project

=1 Copy Project

=1 Assign Project Number

[ Application Reviewer

= Submit Application
[ Create Amendment
= View/Print
Modify Application
Review and Approval
ecution
Project Management
Funds Control
Funding Adjustments
Civil Rights
TEAM Administration
Dynamic Query
TEAM Documentation
= Help Desk Information

[ Exit

Figure 4

Micro=soft Internet Explorer

Flease type in Brief Description,
Flease type in Pragram Date,

Please select at least one Environmental Class code,

| Create New Project
Mew Project Detail Project Description

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

COQUILLE TRIBE OF OREGOM

PO BOX 783
3060 TREMONT 5T
NORTH BEND . OR 97453

Project Description

_a

O -

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:/fftateamweb. fta. dot.gov/? dbname =Quality&GUID=QUALITY_81251FCEEDBF4FFDABSC 264E403DBACC - - Windows Internet Explorer

Project Number

Project Query Results &

[TEST PROJECT NO

Test Project Desc

umentatio
[ Help D Information

= 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 CREGCN
1 record(s) retrieved, ,.’ Trusted sites H00% <
Figure 6
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Copy Project

1. From the Main Menu, click on Applications (see Figure 7).

2. The Query Applications page will appear.

3. 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.

4. Click on the Submit Query button.

/€ https://ftateamweb fta. dot.gov/? dbname=Quality&GUID=QUALITY_81251 FCEEDBFAFFDADSC 264E403DBACC - - Windows Internet Explorer [ [=1] <]

Main Menu - (Home)

ect Number Query Applications

[ Application Reviewer 1
Year: Any |v
= Submit Application e -.
iveiClosed "
[ Create Amendment
[ View/Print Recipient ID:
Madify Application Project Number:
Review and Approval
ject Management
= ALL
I
Project Status: | All v
g | l
Submit Query
[ Help Desk Information 4
=1 Exit
Figure 7

5. The Project Query Results page will appear (see Figure 8).

6. 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.

7. Click on Copy Project in the Applications sub-menu.
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€ hitps:/fftateamweb. fta. dot. gov/? dbname =Quakityd GUID=QUALITY_01251FCEIDOF4FFOADSC 264E4030BACC - - Windows Internet Explorer

Project Query Results &

VA-90-X103-06

A-B0-X106-01
VA-BD-X144.02
WA B0.X161.03
VA-90-X173-00

Main St. Station Renovations

SCOPE CHANGE

OPERATING ASSISTANCE

CAPITAL ASSISTANCE

OPERATING AND CAPITAL ASSISTANCE

VA-O0-X181-00 FY 1999 Capital & Operating Assista
A-D0-X188-04 STPfor LRTPE

VA-ODX196.02 capilalioper assl

VA-G0.X2 FY06 Formula Capital Projects VRE/PRTC

IVA-G0.X2007 FY "07 Cperating and Capital Grant

VA-00-X201-01 Wehickes, equip, fac improvements

A-D0-%204-00 FY01 OpenCapilal Asst

"B X 20600 FYO CapiOper/Ping Asst
VA-80-X207-02 Amendment for FY02 monies for System
WA-80-X212.01 CLOSE OUT AMEHNDMENT
VA-D0-X214-02 Scope Chg-Ping

A-D0-X217-00 FY02 OPERATING & CAPITAL ASSISTANCE
A-D0-218-00
WA B0.X223.00
WA 80.X226.00
(VA-D0-X227-00
A-D0-X228-00
A-D0-%231-00
VA-B0-X2352.00
WA B0.X233.00
VA-00-X234-00
A-D0-X236-00

FY 2002 Capilal Assistance

CAPITAL AND OPERATING ASSISTANCE
Capital Assistance FY 03

FY 2003 Capital Assistance

FY03 Capital'Ping Asst

Operaling and Capilal

Y03 Bus & Hail Projects

CAPITAL AND OPERATING ASSISTANCE
FY03-04 OPERATING & CAPITAL

FY04 Capital

CLOSE OUT AMENDMENT

Congeshon Rehel Projecls

VRE Formula Capital Projects

Stafford swc expansion

Capital Assistance

FY 2004 Capilal Assistance

Capilal ST {FY 04)

AB0X237-01
(VA-B0-X2358.00
WA B0.X240.00
VA-00-X241-00
VA-O0-X242.01

A-D0-4243-00
(VA-OD-X244.00

Project Details

Project Numibser: VADD N7 02 Fy2002 Cost Center:
Application Type: Elecwanic
282002
Betsy Massie Excuted:
Elaine Burick. FTA Amuoun :
Actve Toal Flig. Cost:
for FY02 ot Systemn
Recipient: A348 . POTOMAC AND RAPPAHANROCK TRANSPCRTATICH =
Figure 8

SEx)
Hev.
—
2
V]
0
0
0
0
2
0
[i]
3
Q
[A]
4
[i]
1
0
1
0
4
1
0
1
a
3
0
1
0
V]
2
1
0
1]
1 v
78300
8972002
11/12/2002
11/12/2002
$34,136,204.00
$20,542.492.00
Trusted skes. L 100

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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€ hitps://ftateamweb. fta. dot.gov/?P1ojID=VA-90-X207-0 2&grantee_id=5348&app... |- || 0/E3

Copy Project | Project Description |

Recipient ID: 6696 - COQUILLE TRIBE OF OREGON ~

PO BOX 783
3050 TREMOMT ST
NORTH BEMD _OR 37453 _ O

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

Section of
Statute:

Brief
Desc:

Amendment for FY¥02 monies for System

Program
D ate:

Fizcal 2007 |+

Year:

Proposed Environmental Classifications:

Class | [EIS): ' No O Yes Class Il [CE): (O No ) Yes
Class Il [EA] ONo & Yes Other [4(fLT06E | (&) No () Yes

Create New Project (Copying from VA-90-X207-02) 6 ﬁo_ﬁfl

COQUILLE TRIBE OF OREGON v\e

Done (-'} Trusted sites

F, 100%

-

Figure 9

Print Date: 3/10/2008

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.

& https:/fftateamweb. fta. dot.gov/7ProjlD=VA-90-X 207-02&srantee_id=5348&app. ..
P 2 1 S PP

Create New Project (Copying from VA-90-X207-02)

Copy Project | Project Description

Recipient I1D: 6696 - COQUILLE TRIBE OF OREGON h
COQUILLE TRIBE OF OREGON

PO BO 783
3050 TREMONT ST
MORTH BEMD _OR 57453 0

Enter a requested Project Number (FTA will approve or reassign):
Project {1y/5 90000

— SNunTher:
ection of =
Statute:
Brief .
D;:::: Amendment for FY02 monies for System
Program
Date:
Fizcal 2007 |+
‘Year:
N—
Proposed Environmental Classifications:
Class | [EIS): 1 No (O Yes Class Il [CE]: 1No () Yes
Clasz Ill [EA): 1No #)Yes Other [4[F).106]: =1 No () Yes
Done J Trusted sites +100% -
Figure 10
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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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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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Project Query Results &

Project Number Description

[VA-80-%211 Hybrid Electric Bus Project

Project Details

Project Number: [yA-90-<211 [Frzo0t CostCenter:  [re300 |
Application Type: |E\emmnic Submitted: l—
Entered: [5/27/2001 Awarded: [
Recip. Contact:  [Audrey Bredshoft Executed: l—
FTA Manager:  [Sheila Byme FTA Amount: lm
Status: |Penqu SubmissionfApp. in Development Total Elig. Cost: lw
Description: |Hylorict Electric Bus Project

Recipient: 2043 _INORTHERN VIRGINIA TRANSPORTATION COMMISSION ﬁ

|@ 1 record(s) retrisved, ’_’_‘. 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.
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. General Tab

1.

N

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.

All information in the General tab with the exception of the Recipient information and Recipient Type field may be edited
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.

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).
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o

‘€ https: //ftateamweb.fta. dot.gov/7applndex=9&amendment_id=232953&contract_id=232953&AllowGH. ..

=X

'Project Information

DELETE

2 R 2] £

Print Date: 3/10/2008

D General | Control Totals | UZA/Cang Dist | Earmarks | Security
1177 ILLINOIS DOT
Recipient:
STATE OF ILLINOIS DEPARTMENT OF TRANSPORTATION
/ Project: ‘ |Operat|ng Assistance for SFY 06 e |
Project Type: ‘ Grant Award 0 Rec by State: I:I
- EO 12372 OYes ONo
R TR o
Amend Reason: ‘ Initial Application V‘ Contract No: I:I
Recip.Type:  State Agency Rev Date: ]
Sec of Statute: ™
Fed Dom Asst#: 20509 - Formula Grants for Other Than Urbanized Are Ll L O Yes @ No
FTA Proj Mgr: | | Program Date: 7/1/2005
Recip Contact: | | Program Page: [ ]
State Appl ID: | | Appiication Type: (O Paper (© Elect
. Supplemental
Est StartEnd: | |- | Agroement: Yes No
Project Description
Done ,—'} Trusted sites Ho100% -
Figure 2

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

project (see Figure 3 below).
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.

Chapter 4 Page: 7



TEAM-Web User Guide Print Date: 3/10/2008

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

@ https://ftateamweb. fta. dot.gov/?applIndex=9&amendment_id=232953&contract_id=232953&AlewGN. .. |- | OJEF

Project Information DELETE %|%JIEMID_‘€“

General | Contral Totals | UZAfCong Dist | Earmarks | Security

177 ILLINGIS DOT
STATE OF ILLINOIS DEPARTMENT OF TRANSPORTATION

Project: | |Operating Assistance for SFY 06 |
Project Type: ‘ Grant Award V| Rec by State: d
- 5 EO 12372 CYes ONo
O e -
ew d A Review: “IN/A

Recipient:

Amend Reason: ‘Initialhpplication v

Recip.Type: State Agency ev Date: ]
Sec of Statute: ™
Fed Dom Asst#: 20509 - Formula Grants for Other Than Urbanized Are L L L © Yes @ No
FTAProjMor: | | Program Date:
Recip Contact: | e | Program Page: |:|
State Appl ID: | | Application Type: (O Paper ) Elect
Est StartEnd: | -] | i;r"gei':::"::w Yes No
Project Description
Done J Trusted sites +100% -
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).
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13. Indicate if this is a Planning Grant by selecting either “Yes’ or ‘No’
14. Next enter or modify the Program Date and Program Page.

Print Date: 3/10/2008

15. Indicate the Application Type by selecting either ‘Paper’ or ‘Elect’ (Electronic) and whether or not there is a Supplemental

Agreement (if applicable).
16. If necessary, modify the Project Description.

€ nhttps: l/ftateamweb.fta. dot.gov/?appIndex=9famendment_id=232953&contract_id-232953&AllowGN... |- [0][Z4

Project Information I]ELEIEI|% %J@Iﬁl\ﬁll

General | Contral Totals | UZA/Cong Dist | Earmarks | Security
177 ILLINQIS DOT
Recipient:
STATE OF ILLINOIS DEPARTMENT OF TRANSPORTATION
Project: ‘ |Operating Assistance for SFY 06 |
Project Type: ‘ Grant Award _V_| Rec by State:

EOQ 12372
TR i

Amend Reason: ‘InitialAppIication _V_‘ e{'.ontractﬂo:

Recip. Type: State Agency Rev Date:

Sec of Statute: 9 v
Fed Dom Asst#: 20509 - Formula Grants for Other Than Urbanized A e O Yes @ No

FTA Proj Mar: | | Program Date: 71172005 14
Recip Contact: | Program Page: _
State Appl ID: | Application Type: (O Paper ) Elect
. Supplemental
Est StartEnd: | |- | Agreement: Yes No
Project Description
Dong {-" Trusted sites T100% T
Figure 4
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vControI Totals Tab

1. Click on the Control Totals tab to open that tab screen (see Figure 5). 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

**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.
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; http://63.91.83.73 - TEAM-Web ( Quality Assurance Database ) - Microsoft Inte

=101 x|

General Contral Totals UZAfCong Dist | Earrmarks | Security
|5681 onT
Recipient:
ICENTER FOR MEIGHBORHOOD TECHMOLOGY
Project: || ||Carsharingf0arpuo|ing
Amendment Project
Gross Project Cost: | swa_ | $0.00 Special Condition:  None +|

—

Adjustment Amt: I $0.00

Total Eligible Cost:

Total FTA Amount: | $0.00 || $0.00 Est Ohlig Date:
Total State Amount: | $0.00|] $0.00
Pre-Award Authority:  Yes
Total Local Amount: | $0.00 || 000 o o ¢ Yes Mo
Fed Debt Delinquent: " Yez & Mo
Other Federal Amt:
erreder | 3000 9000 ival Budget ' ¥es ©No
|_Special Cond Amount; [ $0.00 || $0.00

Federal Debt Delinquency Detail

#0.00 Spec Cond Tyt Date:

$0.00 Spec Cond Eff Date:

KR

=

[

Project Information ‘“EL ETE”%@\EI&'\EH

é LT T e et

Figure 5

Print Date: 3/10/2008

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
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.
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Print Date: 3/10/2008

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).

; http://63.91.83.73 - TEAM-Web ( Quality Assurance Database ) - Microsoft Inter

=101 x|

Total FTA Amount: | $0.00 |

$0.00 Est Ohlig Date:

Project Information ‘I]EL “EH% % “E | [g‘él Yf: Jl
Gereral Control Totals UZA/Cong Dist | Eartnarks | Security
[5681 onT
Recipient:
ICENTER FORMEIGHEORHOOD TECHMOLOGY
Project: || ||Carsharingf0arpuuling ‘
Amendment Project
Gross Project Cost: | 000 | $0.00 Special Condition: INUHE'I
Adjustment Amt: | $0.00 || $0.00 Spec Cond Tot Date: |
Total Eligible Cost: | 3000 | $0.00 Spec Cond Eff Date: |

Total State Amount: | $0.00 ||

$0.00

Total Local Amount: | $0.00 |

; Pre-Award Authority, © Yes & No
Fed Debt Delinquent:  Ves O o

Other Federal Amt: | $0.00 ||

$0.00 Final Budget: " Fes Mo

Special Cond Amount: | $0.00 ||

$0.00

Federal Debt Delinguency Detail

-

[
@ T @ y
Figure 6

5. Select either “Yes’ or “No’ for each of the following categories (see Figure 7):

a. Pre-Award Authority
b. Fed Debt Delinquent

c. Final Budget
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Print Date: 3/10/2008

6. If you selected “Yes’ under the Federal Debt Delinquent category, enter details of the delinquency in the Federal Debt
Delinquency Detail text-area.
7. Next, click on the UZA/Cong Dist Tab.

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

=101

Earmarks | Security

Federal Deht Delinquency Detail

Project Information ‘I]EL i %
General Contral Totals UZA/Cany Dist
[5E81 e
Recipient:
ICENTER FORNEIGHBORHOOD TECHNOLOGY
Project: || ||Carsharingf0arp00|ing ‘
Amendment Project
Gross Project Cost: | $0.00 | $0.00 Special Condition: |Nc-ne'|
Adjustment Amt: | $0.00 |f $0.00 Spec Cond Tgt Date: |
Total Eligible Cost: | $0.00 | $0.00 Spec Cond Eff Date: |
Total FTA Amount: | $0.00 || $0.00 Est Oblig Date: |
Total State Amount: | 50.00| $0.00
Pre-Award Authority! o
Tatal Local Amount: | 50.00 || re-Aar o Tes © 1o
Fed Debt Delinquent:  Yeg & Mo
Other Federal Amt:
er Federa | $0.00 | $0.00 Final Budget: F Yes & No
Special Cond Amount: | 50.00| $0.00

A

[
@ T [ @ y
Figure 7
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vUZA/Cong Dist Tab

1.

Print Date: 3/10/2008

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 8). Existing entries in the Urbanized Areas and Congressional Districts tables may be

deleted.

2 http://63.91.83.67 - TEAM-Web ( Quality Assurance Database } AK-04-0002

- Hicross

Deleting an Urbanized Area — click the UZA Name or UZA 1D then click the DELETE icon.
Deleting Congressional District information — click on the row that needs to be deleted, then click the DELETE icon.

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

=10l x|

'Project Information

( e @4 & | BT

UZA/Cong Dist }

General Control Totals arrarks |

J1707 JANCHORAGE
JMUNICIPALITY OF ANCHORAGE

l-04-0002-00 | lo6 HPP for vets” wheelchair Games F

Urbanized Areas / Congressional Districts

Recipient:

Project:

IProject Information

( ||JELHM|§_"@|£I|EI

| Security

Genaral Contral Totals

UZA/Cong Dist arrarks

|1707 JANCHORAGE

Recipient:
|MUNICIPALITY OF AMCHORAGE

Project: [+-04-0002-00 | [06 HPP for Vets' Wheelchair Games F

Urbanized Areas

AN

Congressional Distri

UZA
D

District
Official

UZA
D

State|| Dist
ID |Code

District
Official

UZA Name

IDZ1?DD

Dron Toung|

021700 ANCHORAGE, AK [ 1

Don Young|

State|| Dist
UZA Name D |Code
ATNCHOEAGE, AK 2 1

:

g

’_ ’_ ’_ ’_ ’_ ’3 |@j This UZ4 id is either invalid or already present in your contract,

l_l_l_l_l_le Internst

Figure 8

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 remaining row yellow); type in the 2-digit state code (do not hit <tab>); next
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Print Date: 3/10/2008

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.

; http://63.91.83.67 - TEAM-Web ( Quality Assurance Database ) AK-04-0002-01

=10/ ]

Project Information OELET \% % ||H\ﬁl\o_‘fl
General Control Totals UZACong Dist Earmarks | Security
1707 |ANCHORAGE
Recipient:
IMUNICIPALITY OF ANCHORAGE
Project: |/A-0:-0002-00 |06 HPP forVets' Wheelchair Games F ‘
Urbanized Areas Congressional Districts
UZA State| Dist |District
UZA TN
D e ID |Code|Official
021700| ANCHOR AGE, AK 2 1 Don Toung
|:Ej This UZA id is either invalid o already present in wour contract, ’_ ’_ ’_ ’_ l_ |Q Inkernet

Figure 9
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Earmark 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 10 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

‘3 TEAM-Web ( Quality 2

/3 select Earmark - Microsoft Internet Explore i =] 5]

IProject Information

Select Earmark ¥ | @l XI \‘.‘;)I

General Cantral Totals ‘ ALL || HOME|CRHCEL]| 0k

o 1459 [VOR2PT ¢ E20058USF-411 /A / Burke Centre VRE Stalion Parking Expansion
Recipient:

I\f’lRGlNlA DEFPARTMEMNT OF F [T E2005-BUSP-414 /4 / GRTC Bus Faciity, Richmond, Yirgiria

Project: IVA—DS—W ol ™ E2005-BUSP-415 / VA / Hampton Roads Transt New Maintenance Facilties ,
[ E2005-BUSP-416 / ¥a / 1-66Aienna Metrorail Accessibilty Improvements, Yirgi

Talking Points li [ E2005-BUSP-#17 / vé / James City County natural gas buses, Virginia
Overview: [T E2005-BUSP-418 / VA / Petersburg Multi-kodal Tranzportation Center, Virginia
Talking Points: I E2005-BUSP-419 / VA / Patamac Yard Transit W ay, Virginia

[~ E2005-BUSP-420 /¥4 / PRTC Bus Acquisiions, Yirginia
[~ E2005-MWST-055 /%4 / Dulles Carmidar Rapid Transit Praject, Yirginia

[ E2005-MwWST-056 /a4 / Narfalk, Yirginia, Light Fial Transit Project
Place of Performance: | [T E2006-MWST-062 /%4, / Dulles Corridor Rapid Transit Praject, Virginia

Congressional Interest [T E2006-MwWST-063 /i / Gainesvile-H apmarket WRE Service Extension
& Expressed by
Earmark Details: . 4_°
Earmark ID Earmark
rsl L | E
= [&] l_ ’_ ’_ ’_ ré_ [&J Local intranet
Figure 10
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v 5. An amount can be applied to the Earmark by highlighting it and entering an amount in the Amount Applied field then

selecting the save or OK icon (see Figure 11).

6. Number of Earmarks and Total Amount Applied are displayed for added earmarks.

7. 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.

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

9. Next, Click the Security tab
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; TEAM-Weh { Quality Assurance Database ) ¥A-03-XXXX - Microsolt Internet Explo

S |=
Project Information DELETEI‘ %|%J@@\ﬁ“

Zeneral Control Totals UZA/Cang Dist Earmarks | Security e
1459 [VDR&PT

Recipient:

X

IVIRGINIA DEPARTMENT OF RAIL AND PUBLIC TRANSFORTATION

Project: ||VA—DS—>¢¢¢< ||Du||es Corridor Metrorail Final Des |

Talking Points I
Overview:
Talking Points: ﬂ
=
Place of Performance: |
Congressional Interest I
Expressed by: /
TR TR TR Number of Earmarks: | 7 Total Amount Applied: I $54,203,000.00
| Earmark ID | Earmark Name | Orig. Balance | Unreserved | Amount Applied |
E2005-MWWST-055 Dulles Carridor Rapid Transit $24 500000.00 %24 300,000.0 |$24,BUU,UUD.UI
E2006-MYWST-062 Dulles, r Rapid Transit $29,403 000,00 52 Ruu |$29,4U3,UUD.UI
Send through Release Process
& l_ l_ l_ I_ |E_ [&J Local intranet Y

Figure 11

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.
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Print Date: 3/10/2008

B

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 12 below).
2. If your project meets the criteria mentioned above, you are allowed to enter information (see the right side of Figure 12).
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.
/3 http://63.91.83.67 - TEAM-Web ( Quality Assurance Database ) AR-03-00F http://63.91.83.67 - TEAM- =gl
'Project Information 'Project Information |DELEIEI|%&J@\£J\O_\€"
General Cantrol Totals UZA/Cong Dist General Control Totals UZA/Cong Dist Earmarks Security |
R L [FT SMITH TRANSIT 1507 [PINE BLUFF CTY
Recipient: Recipient:
[FORT SMITH TRANSIT [CITv OF PINE BLUFF
Project: ||AR-03—DD28—02 ||Elus Faility Project: ||AR—SD—DDBS ||Operating,-"CapitaI taintenance

Please select Yes or o below.
! Ves — e will expend 194 or more of the 5307 finds in this gratdt

Please lish secunty-related projects i the project bud, g
1 Mo — We willnot expend af least 194 of the 5507
=11 Mo Deficiency found fom threatfminerability asse
=12, Top 20 Security Lction fems mef,

Please select Yes or Mo below.
" Yes — We will expend 1% or more of the 5307 funds in this grant application for security purposes.
Please list secunty-related projects i the project budget and summanize them i the non-add scope code 591

% Ko —We will not expend at least 1% of the 5307 funds in this grant application for security purposes.

" 1. Mo Deficiency found from threatfmulnerability assessment.
[ 2. Top\20 Security Action items met.

L I3 Othier, pleace describe below. I 3. Other\please describe below. x|
! E At least one check box must be selected.
Bl
=
|@j £ T 8 nternet ]

5.

' Figure 12

If you highlight number 1. No Deficiency found from threat/vulnerability assessment (see Figure 13); 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. [The threat and vulnerability assessment is N0.8 in Top 20 Security
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Action list at http://transit-safety.volpe.dot.gov/security/Secutitylnitiatives /Top20/default.asp]”,
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)”

R http://63.91.83.67 - TEAM-Web ( Quality Assurance Database } AR-90-0063 - Mi 2} http://63.91.83.67 - TEAM-Web { Quality Assurance Database } AR-90-0063 - Mi =] B3
rl‘-‘mject Information |nfleral|%@_“ rProject Information ‘nemaﬂ%&lmlﬁlﬁll

General Contral Totals UZA/Cang Dist Earmarks Genaral Contral Totals UZA/Cong Dist Earmarks Security |

Rocinient [1507 [FINE BLUFF CTY Rociniant [1507 [PIME BLUFF CTY
) [crrr oF PNE BLUFF ' [crmy oF PINE BLUFF

Project: ||AFRfSDfDDl53 ||Operﬁtmg,.’Capita\ Maintenance Project: ||AR—90—DDBS ||Operating,f0apital taintenance

Please select Tes or Mo below. Flease select Tes or Mo below

' Yes — We will ezpend 1% or more of the 5307 funds in this grant application for security | | € Yes — We will expend 1% or more of the 5307 fimds in this grant application for security purposes
Please list secunty-related projects in the project budget and sunumarize them in the nor Please list secunty-related projects in the project budget and summarize them in the non-add scope code 891,

* No —We will not expend at least 1% of the 5307 finds in this grant application for secur | | # No — We will not ezpend at least 1% of the 5307 funds m this grant application for security purposes.

| I 1. Mo Deficiency found from threatfrilnerability assessment ¥ 1. 1o Defictency found from threat/wulnerability assessment.
™ 2 Top 20 Security Action items met 7 2. Top 20 Security Action items met.
I™ 3. Other, please describe below. 7 3. Other, please describe below

Please use textbox below for comments {optional).

=

Grant applicant has conducted a threat and sulnerability assessment and fin Grant applicant has conducted a threat and sulherability assessment and finds there are no deficiencies that require
additional investment in securty projects at this tume. [The threat and vulnerabiity assessment | |additional investment in security projects at this time. [The threat and wulnerability assessment iz Mo 8 in Top 20
Security Action list at http Mtransit-safety wolpe. det. gow/se curity/SecurityInitiatives/Top 20/def | |Security Action list at http:/frransit-safety. volpe. dot. gov/security/SecurityInitiatives/Top 20/ default. asp]

=
=
] i@ T lemternee

Figure 13

7. If you highlight number 2. Top 20 Security Action items met; you will see the message “Grant applicant can answer
affirmatively to each of the Top 20 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/Securitylnitiatives/Top20/default.asp]”, above the comments box (see

Figure 14)
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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- +//63.91.83.67 - TEAM-Web { Quality Assurance Database ) AR-90-0063 - 3 http://63.91.83.67 - TEAM-Web { Quality Assurance Database } AR-90-0063 - Mi = Ellll
'Project Information 'Project Information ‘DEL514|% \§ ||@ | Eaﬂ ‘of:ll
Seneral Control Totals UZA/Cong Dist General Control Totals UZA/Cong Dist Earmarks Security |
[1507 [PINE BLUFF CT e |PINE BLUFF CT
Recipient: Recipient:
ICITYOFPINE BLUFF IClW OF FINE BLUFF
Project: ||AR—90—DDB3 ||Operating,iCapitaI Maintenance Project: ||AR‘90‘DDB3 ||Operating,"CapitaI Maintenance

Please select Tes or Mo below.
" Tes — We will expend 1% or more of the 5307 finds in this grant application for security purposes.

Please list security-related projects i the project budget and swnmarize them in the non-add scope code 351,
& Mo — We will not expend at least 1% of the 5307 funds in this grant application for security purposes

Please select Yes or Mo below.

 Yes — We will expend 1% or more of the 5307 funds in this grant app
Please list security-related projects in the project budget and summe

# Mo —We will not expend at least 1% of the 5307 finds in this grant =

" 1. Mo Deficiency found from threatiilnerability assessment.
'|7 2. Top 20 Securtty Action itemms met

7 3. Other, please describe below.

tPlease use textbox below for comments (optional).

™ 1. Mo Deficiency found from threatfulnerability assessment.
[T 2 Top 20 Security Action ftems met.
7 3 Other, please dezscribe below.

g ==
p curit}A Grant applicant can answer affirmatively to each of the Top 20 Security Action itetns set out by FTA, and, hence, no
additional investment in security projects is required at this time. [Those ftemns are described at hitpoiftransit-

safety velpe. dot. gowisecurity SecurityInitiative siTop 20/ default. asp]

Grant applicant can answer affirmatively to each of the Tof?
addittonal investment in securty projects 1s required at this time. [Those tte
safety volpe. dot. gowlsecurityS ecunityInitiatives/Top 20/ default asp]

=l
[
&7 |431L| e ke 21 T T [ tokaenar #
Figure 14

9. If you highlight number 3. Other please describe below; you will see the message “If 1 and 2 cannot be selected for FY 2006,

select Other and provide explanation.” (see Figure 15)
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 are selected.”
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4 http://63.91.83.67 - TEAM-Web { Quality Assurance Database ) AR-90-006

A} http://63.91.83.67 - TEAM-Web { Quality Assurance Database ) AR-90-0063 -

Print Date: 3/10/2008

Please select Yes or Mo below.

O ¥es — We will expend 1% or more of the 5307 funds in this grant a
Please st securtty-related projects i the project budget and s

& No — We wil not expend at least 1% of the 5307 funds i this gran

'Pl'oject Information tProject Information
General Contral Tatals UZA/Cang Dist General Control Totals UZA/Tong Dist Earrarks Security
[1507 [PINE BLUFF CTY . 1507 |PINE BLUFF CTY
Recipient: Recipient:
[crTv OF PINE BLUFF [CrTv OF PINE BLUFF
Project; ||AR*90*DDB3 ||Operatmg,i‘CapitaI baintenance Project: ||AR’90’UUB3 ||Operatmg,-"CapitaI taintenance

Please select Yes or Mo below
Ve — We will expend 1% or more of the 5307 finds in this grant application for security purposes.

& Mo —We will not expend at least 1% of the 5307 funds in this grant application for security purposes.

Please hst securtty-related projects in the project budget and summarize them in the non-add scope code 991

g [=
e G S | B0 [ 26

" 1. Mo Deficiency found from threatfvulnerability assessment "1 No Deficiency found frorm threat/vulnerability assessment
[ 2 Top 20 Securtty Action tems met.

™ 2. Top 20 Security Action ftems met.
[T 3. Cther, please describe below. 7 3. Other, please describe below.
Ezplanation 15 mandatory. Please use textbox below.
If 1 and 2 cannot be selected for FY 2006, select Other wide If 1 and 2 cannot be selected for FY 2006, select Other and provide explanation

icrosoft Internet Explorer

Text cannot be blank if Mo and Other is selected.

@ o] r
| I I ) ]~

s Trbernek

=

[&7

Figure 15

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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uFEAM-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 16).

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 ALL.

Chapter 4 Page: 23



TEAM-Web User Guide Print Date: 3/10/2008

‘€ https://ftateamweb.fta. dot.gov/? dhp=ossa : E0 404 ! e e
‘& https:/iftateamweb. fta. dot.gov/?appIndex=10&amendment_id=223356&project_id=Rcontract_id=22... g@
Main Menu - (Home)

Recipients BUDGET( -1) AOD DELEIE” & | B Ql § ||E | :Rgl ‘o{“

B Applications
[ Create Mew Project 1 PRJBUD
& Copy Project C1OTHER PROJECT CONTROL TOTALS: 0 $1.481.833.00 $1.481.833.00
[ Assign Project Number DIFFERENCE: 0 $1.481.833.00 $1.481.833.00
[ Application Reviewer
[ Submit Application I I I I I
[ Create Amendment
= View/Print

Bl Modify Application
[ Project Information
[ Budget

[ Milestones

[ Environmental Findings I I I I
[ Fleet Status
[ Application Reviewer Scope/ALI: Details:
B Comments/Concurrence
Std. Desc:
eview and Approval
ect Management User Desc: ‘ |
Funds Control
Funding Adjustments Fuel: | ‘
Civil Rights
TEAM Administration . Thi=s budget has no scopes. It must have at least one
; : . Reviewer
Dynamic Query scope.
TEAM Documentation Messages:
[ Help Desk Information
[ Exit
Done " Trusted sites E100% v
Figure 16

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 17 below)

4. If you know the Scope number of the Scope to be added, click on the ADD icon at the top of the screen.
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5. 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.

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:/fftateamweb. fta. dot.gov/7appIndex=10&amendment_id=223356& project_id=&yntract_id=22... g@

[ [ R CRN[= =

1 PRJBUD
= OTHER PROJECT CONTROL TOTALS: 0| $148183300 $1481.833.00

DIFFERENCE: ] $1.481.833.00 $1.481.633.00

Scope Scope Description | oy | Fraamount | TotaiEig cost |
| u| $n.nu| $U.UU|

Scope/ALI: Details:
Std. Desc:
User Dese: | ‘

Fuel: ‘ |

. This budget has no scopes. It must have at least one
Reviewer
Messages: SEORe.

J Trusted sites H100% -
Figure 17
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v 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 18 below)
8. The displayed set of folders can be opened to reveal sub-folders and/or ALIs. As you select a Scope and ALLI, use the top
arrow (pointing to the right) to build a budget that appears to the right in table form.
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 Internet Explorer - ﬂ
rBudget Details :%J m{J
Scopes [ 4411 - UNIVERSITY RESEARCH °_;ﬂ [0] Scope | Activity Description
1 100000-C APTTAL =y 44110 | 435003 |TRANSIT RESEARCH
3 300000-CPERATING ASSISTANCE S

C21400000-PLANNIIG

C1430000-RURAL TRANSIT ASST PROGEA
S 435000-EURAL TRAMSIT ASST PR?

P 435001-TRATING
P 435002-TECHNICAT ASSISTANC
P 435003-TRANSIT RESEARCH
P 435004-RELATED SUPPORT SERVICT
P 435005-PROGERAM RESERVE
1 440000-PLANNING ﬂ
21 500000-FEESEARCH/OVERSIGHT TRATNIN
1 600000-OTHER PROGRAN COSTS
3 700000-UNIVERSITY EESEARCH GRANT: |

1 500000-OTHER -
4| | »
] Dane |_|a_|ﬂ Internet v
Figure 18

**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:
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Scope ALI(s)
11100 111201, 111301
11400 114302
11700 117101
11900 119303

= Click the OK icon to return to the Budget screen.

Print Date: 3/10/2008

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 19 below). You now must add the FTA Amount and Total Elig. Cost for each ALI.
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‘€ https:ffftateamweb.fta. dot.gov/?appIndex=%&amendment_id=232953&project_id=&contract_id=232... g@

BUDGET(1) lus ] | & QU% IR 26
(1 PRJBUD
411100 PROJECT CONTROL TOTALS: 0 $1.481.8633.00
P 111201 DIFFERENCE: 0 $1,481,833.00
P 111301
411400 Adctivity Activity Line ltern Description Qty FTA Amount
P 114302 119303 [CONSTRUCT LANDSCAPING / SCENIC BEAD 50.00
211700
P 117101
211900
P 119303
[10THER
11900 TRAMNSIT ENHANCEMENTS (BUS) | Ul $0.00
Scope/ALL: 113303 Details:
Std. Desc: COMNSTRUCT LANDSCAPING / SCENIC
User Desc: ‘CONSTF{UCT LANDSCAPING ISCENIC‘
Fuel: | v ‘
Reviewer
Messages:
Done [¢1] J Trusted sites -
Figure 19
1. Highlight ALI item 111201 (under Scope 11100) on the left side folder list. (see Figure 20 below)
2. Click the FTA Amount field and enter $500,000.
3. Click the Total Elig. Cost field and enter $500,000.
4. Add the following amounts in the corresponding ALI lines:

Print Date: 3/10/2008
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5. Enter in an ALI justification, if required, in the Details text area.

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

6. Click the Save (diskette) icon to save your work.
If a scope or ALI are entered under the OTHER folder the totals are not deducted from the DIFFERENCE.

7.

Print Date: 3/10/2008
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e https://ftateamweb.fta. dot.govi?appindex=%amendment_id=232953&project_id=fcontr 2L Q@ﬁ
BUDGET( 1) el | 8 [ 2| QIS [HIE] 2 ?gf“
_1PRJBUD
~ £911100 PROJECT CONTROL TOTALS: 0 $1.481,833.00 $1.481.833.00
P 111201 DIFFERENCE: 0 $0.00 $0.00
P 111301
ST | Activity | Activty Line ter Description | oy | Fraamount | TotalEiig. cost |
b 114302 111201 [JBUY REPLACEMENT 40-FT BUS ] 5500.000.00 5500.000.00
— 11700 111301 JBUY 40-FT BUS FOR EXPANSION 1] £771.833.00 £771.833.00
P 117101
— 11900
~ P 119303
_10THER
11100 BUS-ROLLING STOCK | Ul $1,271,833.00 $1,271,833.00
Scepe/ALL: 111201 Details:
Sitd. Desc: BUY REPLACEMENT 40-FT BUS
U . ‘BUYREPLACEMENTAD—FI’ELIS | o
ser Desc:
Fuel: | [ ‘
Reviewer Line_i'?.em code 111201 requires that a guantity be ~
M . |Zpecified.
essages: i R - . . ~
Line item code 111201 requires that a Alternatiwve w
S Trusted sites +100% -
Figure 20

**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 21), 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 ALlIs 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://ftateamweb_fta. dot.gov/7applndex=9&amendment_id=232953&project_id=&contract_id=232... E]@ﬁ

Figure 21

BUDGET(-1) FIDIII"IJELETE & || B’ Q) I@Iﬁl}l “f“
_IPRJBUD
4 11100 PROJECT CONTROL TOTALS: 0 $1.481.833.00 $1.481.833.00
P 111201 DIFFERENCE: 0 $0.00 $0.00
P 111301
e | Activity | Activity Line ltem Description | oty | FTAAmount | Total Eiig. Cost
b 114302 111201 [BUY REPLACEMENT 40-FT BUS 0 $500,000.00 50D, 000.00
— 11700 111301 [BUY 40-FT BUS FOR EXPANSION 0 S%I1.833.00 5771,833.00
P 117101
—d 11900
P 119303 \
_1OTHER
11100 BUS-ROLLING STOCK | 0| $1,271,833.00 $1,271,833.00
Scope/ALL: 111201 Details:
Std Desc:  BUY REPLACEMENT 40-FT BUS
- . ‘BUYHEPLACEMENT4DFFBUS |
ser Desc:
Fuel: ‘ had ‘
Reviewer ]'_ine_it_;em code 111201 require=s that a guantity be i
Messages: specified.
Line item code 111201 regquires that a Alternative dl
/' Trusted sites 100% -

12. Click the OK icon to continue with the next project application component, Milestones (see Figure 22 for illustration of

completed Budget screen).
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.éhttps [Htateamweb.fta. dot.govi7appindex=9%amendment_id=232953&project_id=fcontract_id=232..
BUDGET(-1) | med 2| % | & QS |BE | M@l
1PRJBUD
411100 PROJECT CONTROL TOTALS: 15 $1481.833.00 $1,.481,833.00
P 111201 DIFFERENCE: 0 $0.00 $0.00
P 111301
o | Activity | Activty Line ter Description | oy | Fraamount | TotalEiig. cost |
P 114302 111201 [JBUY REPLACEMENT 40-FT BUS 5 5500,000.00 5500,000.00
= 11700 111301 [JBUY 40-FT BUS FOR EXPANSION 10 5771.833.00 $771.833.00
P 117101
2411900
P 119303
1 0OTHER
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
U . ‘BUYAD—FI’ BUS FOR EXPANSION |
ser Desc:
Fuel: | Compressed Natural Gas v ‘
Reviewer
Messages:
S Trusted sites +100% -

Figure 22

Print Date: 3/10/2008

**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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vl\/lanual AL 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 ALL.

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 ALIS)
or an individual ALI.

Milestones

1. From the main menu under Modify Application, click on Milestones (see Figure 23). 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 arule,
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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B WA-90-0032 - Microzoft Internet Explorer

] TEAM Web Version 1.0 - Microsoft |

Mdilestones

Scope-ALI

oh
-]
=

Milestone Description

2
o

Estimated |2~
Comp. Date

111201

—

RFF/IFE OUT FOR BID

CONTRACT AWARDED

FIRST BUS DELIVERED

ALL BUSES DELIWVERED

CONTRACT COMPLETE

11300

RFF/FE Issued

Contract Aweard

Caontract Complete

11120-111301

RFFIFE OUT FOR BID

ta|— e —wn] B e

CONTRACT AWARDED

Line Item:

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

Milestone Detailed Description

|111201 buy replacement 40-f bus

& WA-S0002

=

|

€]

l_ E |4 Intemet 4

Figure 23

Print Date: 3/10/2008

** 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 24).

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

Milestones

Scope-Al <3 Add Milestone - Microsoft Internet Explorer —

BAEES N A dd Milestone

Milestone Description |

Estimated I—
Completion Date

11900 ALI Key ( Click to Expand — ) | Project Budget
S T
C Add Milestone |
11120-1113
Line Item: |@ Done |_|T§|§ | berret i

FTA Amount: [$1,400,000.00 Total Eligible Clost: [$1,750,000.00 Quantity: |5
IMilestone Detailed Description

B

7

@] Done ’_ré_lﬂ Internet 4
Figure 24
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Environmental Findings

From the Main Menu under Modify Application, click on Environmental Findings (see Figure 25). 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.

4} TEAM Web Version 1.0 - Microsoft Internet E xplorer - =10l

a Environment Finding - Microzoft Internet Explorer .
I L
B| VA-90-0032 o Rs ]| @] e I
[ Line ltem: |PRJBUD IPrDject Budgst
[ctvy Gine erm [reEFs]] | o ==
C1PRJBUD 1 =
¥ Env. Findings Table | ppyironmental Finding #1 for ALT PRIBUD (Other)
911100 0 ﬂ Classification
b 111301 0 T“Other v[
‘11400 0
P 114302 0
‘11700 0
P 117101 i} Environmental Finding Details/Justification
311900 0 =l
- P 119303 0
! 10THER 0
| |
8] va-an0ms2 - |7 iavascrintApoR eviewer] Lo = [ 12 s Intemet -
Figure 25

1. Selectan ALI (111201 for example — see Figure 26) from the budget outline on the left.
2. Click the ADD icon, which displays an Env. Findings Table dropdown option.
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v 3. From the dropdown list, choose Class I, Class 11(c), Class 11(d), Class Ill, or Other. Class I allows three EIS and ROD date
entries; Class I1(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).

For ALI 111201, choose finding Class Il(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.

No ok
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/3 Environment Finding - Microsoft Internet Explorer

% Bz ]
s @ &3 I I E.l HDDlnELETﬁ n@ ﬁ
Line ltem: |1'I'IED1 IEIUY REFLACEMEMT 40-FT BUS
[Actuty tine tem e < | FTA Amount| 1400000 Total Eligible Cost]1 750000 Quantity:|5
1 PRJIBUD 1 T
R 1 aEn‘f- Findings Table | p,uivonmental Finding #1 for AL 111201 (Class II(c))
11100 0 I@ Select Categorical Exclusion Type
P 111301 0 Class i) = I Type 15 Alteration for elderly & persons w/ disabilities =]
—: 11400 o I” Type 14: Program Admin & Operating Assistance
114302 0 .
- . ¥ Type 17: Purchase ot."vehlcles. .
b 117101 0 I" Type 18: Track & railbed maintenancefimprovements
—4 11900 0 I™ Type 19: Instal/Purchase maintenance ecquipment J
P 119303 0 ™ Type 20: Promulgation of rules and regulations =
—| OTHER 0 The purchase of vehicles by the applicant where the use of ﬂ
these vehicles can be accommodated by exsting facilities
ot by new fariliies which themselies are within a OF ﬂ
Environmental Finding Details/Justification
Justification.. ° ;I
=
&) I_E|0 Intermet 4

Figure 26

Fleet Status

From the Main Menu under Modify Application, select Fleet Status (see Figure 27). 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
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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).

e https:/iftateamweb. fta. dot. gov/?dbname =QualitvE GUID=CLIAL ITY B96A298905B148BF9994R49CF4663DFA - - Windows Internet Fxnlorer

YA-90-0032 - Microsoft Internet Explorer | (O] x|
Fleet Status %l |\E :%J ﬁ | !
& Copy Project
[ Assign Project Number Flest Status Fleet Details |
1 Application Reviewer
(2 Submit Application I. Active Fleet Before  Change  After
[ Create Amendment Fleet Type:
= View/Print : A, Peak Reguirerment || 0 Hl 0 ‘ | 0
B Modify Application ¥ Fixed Route
@ Project Information " Paratransit B. Spares || ] H| ] ‘ | ]
= Budget " Light Rail
[ Milestones " Commuter Rail C. Total (A+B) I 0 I a I a
=1 Enviranmental Findings o :
— " Heavy Rail D. Spare Ratio (B/A) [ 0% | 0% | 0%
o Sl " Waterbourne
=1 Application Reviewer  Other 1. Inactive Fleet
= Comments/C
eview and Approval A. Contingency || 0 HI . ‘ I s
ecution
ect Management - :
uans Cc»nt.rc»lJ B. Pending Disposal || 0 HI L ‘ I L
Funding Adjustments
wiRights C. Tatal (A+5) [ o | o | ©
TEAM Administration
ynamic Query
TEAM Documentation
[ Help Desk Information
- it IIl. Total (1.C and IL.C} | 0 | o/& i
|@ Done |_|—é_|ﬂ Internet 4
Figure 27
1. Choose a Fleet Type - Fixed Route for example (see Figure 28).

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.

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

; YA-90-0032 - Microsoft Internet Explorer W=l E3
Fleet Status %l \@ E%‘él ?:ll
Fleet Status Fleet Details
Fleet Type: I. Active Fleet Before Change After
I A. Peak Reguirement zon (| 15 || @15
% Fixed Route
" Paratransit B. Spares a0 | 1 | 40
" Light Rail
s e | 200 | 15 | s
" Heavy Rail D. Spare Ratio (B/A) | 200% | 0% [186%
" Waterhourne
o II. Inactive Fleet
A, Contingency | 0 | 0 | 0
B. Pending Disposal | o ] o || o
C. Total (A+E) | o | o [ o
IiL. Total {1.C and ILC) | e2a0 | 15 | 55
€] I_Elﬂ Internet o
Figure 28

** 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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Fleet Details Tab

Print Date: 3/10/2008

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 29).

a AK-03-0034-00 - Microsoft Internet Explorer

etsens &SR]

Fleet Status FleetDetailse

[ -

L | [ Localintranet 4

Figure 29

Chapter 4 Page: 42



TEAM-Web User Guide Print Date: 3/10/2008
. C

omments/Concurrence

= From the Main Menu under Modify Application, select Comments/Concurrence (see Figure 30).

= 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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=0 itvi D=COUALITY B9 OR905R140RF2994049CFA663DFA - - Windows Internet Fxnlorer

é https:/itateamweb.fta. dot.gov/? dbnam

& https: /lftateamweb.fta. dot. gov/?project_id=2007 STP GRANT&applndex=36... |- |[00/E3

Comments/Concurrence |§| @M@mm

Recipient: 1422 BEAVER COUNTY TRANSIT AUTHORITY

= Applicatio e
S e Project: 2007 STP GRAN  FY2007 PREVENTATIVE MAINTENANCE FLE
vy Amendment:
B Modify Application
[ Project Information CTETE CDnEUrrEnEE."’.ﬂ.pprDVal | Summar}f |
i Findings Select Comment Type #
® Fleet -Statu-s Zeneral Review 0 Brief Desc:
) FTA Internal 0 co o
mme n.
Conditions of Award ]
DoL 0 Activity:

FTA Project Description 0

| Comment | Application Status

[] Ready For Proj # Assignment
Return to Recipient
Ready for FTA Review
Application Complete

Entered: = Comment Text
Updated:
Comment By:
Done " Trusted sites H100% T
1200 recaord(s) retrieved. Praject bo seleck: 2007 STP GRANT IFii} </ Trusted sites #400% - ||

Figure 30
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Click the OK icon to save and exit the screen.

™=

Print Date: 3/10/2008

Mark the Application Status ‘Ready for Project # Assignment.” (See Figure 31)

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:/Htateamweb. fta. dot.gov/?project_id=2007 STP GRANT&applndex:%.%

Comments/Concurrence

B o e SR 26

Recipient: 1422 BEAVER COUNTY TRANSIT AUTHORITY
Project: 2007 STP GRAN  FY2007 PREVENTATIVE MAINTENAMNCE FLE
Amendment:
Comments Concurrence/Approval | Summary |
Select Comment Type #
General Review 0 Brief Desc:
FTA Internal 0 Comment On:
Conditions of Award 0 )
DoL 0 Activity:
FTA Project Description 0
Comment | Application Status
] Ready For Proj # Assignment ‘_0
Return to Recipient
Ready for FTA Review
Application Complete
Entered: _;_[I Comment Text
Updated:
Comment By:
Done 'r’, Trusted sites +100% -
Figure 31

Project Details

Project Number: [/4-90-0032 [Frzo0t CostCenter:  [szoon
Application Type: [Paper Submitted: [
Entered: [ar2372001 d: [
Recip. Contact: I cuted: I—
FTA Manager:  [JIM MUIR FTAAmount: [ 1451833
Status: |Pendinq Submission/Praject Mo. Requested Total Elig, Cost: Im
Description: ki

Recipient: |5523 - IBUS INESS MANAGEMENT RESEARCH ASS0, INC :I
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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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& nttps: /iftateamweb. fta.dot.gov/?ProjID=1234 TESTierantee_id=728&appindex... |- |0/

Assign Project Number

Project Detail | Project Description |
Recipient I1D: 728 THISYEMDOR TO BE SELECTED BY COMPETETIVE BID
STREET ADDRESS
CITY MAME _ 5T 20890 _ 0
Project Specifications: Env. Classification(s):
Project Humber: | 1234 TEST Class | [EI5): MO
Program Date: | 12/12/2005 Class Il [CE): YES

Fizcal Year: 2007 e Class Il [EA): MO

Cost Center: Mot Selected | v Other [4(.106): | NO
05T Purpose: Undefined hd

Sechion of Statute: | 49 USC 5205 - Planning Programs/5303/5313b) d

Action: State: ST

(¥} Input Specific Project Mumber Section ID: 0

' Override with Mext Available Activity:

() Assign As Requested Sequence Number: | 0
Daone {-" Trusted sites +100%:
Figure 1

Print Date: 3/10/2008
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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:  [v/A-03-0096-00 [Fr2004 CostCenter:  [s50-00
Application Type: |Eledronic Submitted: I—
Entered: [4/23/2004 Awarded: [
Recip. Contact:  |Betsy Massie 703-580-6113 Executed: [
FTA Manager:  |Elsine Burick (215) 656-7100 FTA Amount: | $462650400
Status: |Pendinq Submission/Project Mo, Assigned € Total Elig. Cost: Im
Description: |FYEI4 Fixed Guidewsy projects-YRE

Recipient: |534E - IPOTOHJ‘LC AND RAPPAHANNOCK TRAMSPORTATICH :|

Figure 2
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pplication Reviewer

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

Print Date: 3/10/2008

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

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

€ nttps:/fftateamweb.fta. dot.gov/? dbname=Quality&GUID-QUALITY_08BC36A00AE34CBCIFIICIID64EABSID - - Windows .. |- || 02

|

[ Assign Project Number
[ Application Reviewe

[=1 Submit Application

[ Create Amendment

= View/Print

Modify Application

Funding Adjustments
Civil Rights
EAM Administration
Dynamic (
= cumentation

[ Help < Information

[ Exit

Proie Querv Re I Next == |

‘€ https:/iftateamweb. fta. dot.cov/?amendment_id=246787&scopeonly=1&autocal... g [

]
Reviewer Findings @l@\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: PRIBUD-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: B |

The application must have at least one Environmental Finding.

INSTRUCTIONS: Open the Environmental Findings window and add at least one finding.  [+|
1 | [l]

L Lus AWaraed. T

Figure 3

Chapter 5 Page: 7



TEAM-Web User Guide Print Date: 3/10/2008

[~

Windows Internet Explorer

L] "_-. This project or amendment has already passed all rules in the application reviewer,
"

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.
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TEAM-Web { Quality Assurance Database ) - Microsoft Interns

Print Date: 3/10/2008

~=|0] x|

|@ Requery the Database |® Done

File Edit Wiew Favorites Tools Help
gmBack = =p v @ fat | @Search (4] Favorites @Media &3 | %v
ViewlPrint Application B
20 BUS PURCHASE  view
Select Parts to View:
I” Recipient Information I” Emdronmental Findings
Union Information Extended Text
I Project Information I Fleet Status
Extended Text Extended Text
I” Budget " Comments
IW 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 I Application Reviewer Findings
I” Milestones I” Current Quarter Narrative Report
Extended Text ™ Agreement
| =
[ (B [ e e
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.

/] Yiew Print - Microsoft Internet Explorer o ] 4]
Fil View Faworikes  Toaols  Help |
Back ~ = - () o | Dhsearch [ElFaveriies Ehmeda <4 | By S =

U.S. Department of Transportation Federal Transit Administration
Application for Federal Assistance

Recipient ID: G179

Recipient Marne: CITY OF MIAMI BEACH

Froject ID:

Budget Murmber: 1 - Budget Pending Approval

Project Infarmation: Imprave air quality and mability

Part 1: Recipient Information

Project Murmber:

Recipient ID: 5179

Recipient Marme: CITY OF MIAMI BEACH

Address: 1700 CONVENTION CENTER DR 4TH FLOOR, MIAMI BEACH |, FL 331352 0000

Telephone: (305) 535-9160

Facsimile: (305) 535-2157

Union Information r
|ﬂj Dore |_|_|—é_|0 Inkernet A

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://ftateamweb. fta. dot.gov/?amendment_id=224386&canEnterObDate=falsefrea... E]@

Review/DOL Dates

Recipient: STONME & WEBSTER

Project: DC-03-7468-05

Amendment: PMOC FOR PITTSBURG PROJECTS

Biackground/fward | DOL Certification |

Application Submitted:

Award:

Date Sent for Release:
Date Released:

PMOC FOR PITTSBURG PROJECTS

Agreement Executed By Recipient:

BIE S 26

L =

I

Comments: |Genera| Review - U||FI'A Internal - U||Cc|nditinn5 Of Award - U||DOL - []||I-—|'A Project Desc. - U|
|

Done

/7 Trusted sites F, 100%

-

Figure 7

Print Date: 3/10/2008

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://ftateamweb.fta. dot.govi? dbname =CQuality& GUID =QUALITY _08BC 36A00AE34CECOF93CE8D64EABS 30 - - Windows Internet Ex... [._][E]ﬁ
e & Project Query Results &
Recipients Project Number Description Rev.
= Applications
[ Create New Project AL-04-0007-00 UAH Intermodal Facility 0 i
[ Copy Project AL-37-X006-02 Job Access in Rural Alabama 0
e AZ-90-X091-00 Oro Valley Transit Program 0
(9 Assign Project Number CA-03-5001-00 PMOC for Regionll -Risk Assessment Study 0
[ Application Reviewer CA-26-0038-00 AVL System 0
&1 Submit Application CA-40-X018-00 EI_’I’IE[QE_.‘I’IC}"_D"“S i 0
T CA-90-2001-00 this project is created for testing only 0
O EEE R CA-90-Y492-00 7 < 30" buses and 2 30" buses 0
= View/Print CA-90-Y530-00 Bus Acquisition 0
Modifv Application C0-04-0022-00 Purchase Buses 0
P_."._', o jif o - |CO-37-X028-00 JARC NIGHT SERVICE 0
BRIl NN | (CT-03-0097-02 NORWICH TRANSPORTATION CENTER 0
- - CT-03-0107-02 Phase |-Garage Consfruction 0
CT-26-X002-00 Trolley Bus and Project Administrat 0 v
[ Resemvations Project Details ,\
= Obligation/Award
T Project Number:  AZ-90-X091-00 Fy2007 Cost Center: 783-00
= Deobligation
Execution Application Type: Electronic Submitted:
Pri Management Entered: 2/28[2007 Awarded:
Funding Recip. Contact:  Rhonda Lugo 520-337-6683 Executed:
Civil Right: FTA Manager: FTA Amount: $60.000.00
Status: Pending Submission/Project No. Assigned Total Elig. Cost: $63.627.00
Description: QOro Valley Transit Program
Recipient: 1667 |- CITY OF TUCSCN
[ae]
163 record(s) retrieved. Project ko select: CO-04-0022-00 Q -.-, Trusted sites H100% v

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: I‘l 458 IGREATER RICHMOMND TRANSIT COMPANY

Project: [\A-90-<208-00  |Buses, Maint, Facility, Prev. Maint

Amend: |Eluses, taint, Facility, Frew. kaint

User:  [LUSKM [ Mark Lusk

Application for Federal Assistance il B
1 Information

Recipient ID : 1438 Project WA-90-X209-00 successfully submitted.
Recipient MNamwe: GREATER RICHMOND TRAMNSIT COMPANY
Project ID : VA-90-Xz209-00

Budget Number : TED

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

Part 1: Recipient Information

=l
TO THE BEST OF MY KNOWLEDGE 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.

arwN
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€ https: //ftateamweb. fta. dot.gov/? dbname ~Quality&GUID-QUALITY_08BC36A00AE34C3CIFI3CIBD64EABS3B - - Windows Internet Ex... |- |[0/[23

|~ =
Main Menu - (Home) € https: fiftateamweb. fta. dot.gov/?applndex=62&amendment_id=24631T&contract_id=239140&41lowG. .. E]@

# Recipients
Ap;:ip::lagcms Project Information DELETE M‘%H@ﬁ" 3

[ Create Mew Project

: UZAfCong Dist Securit
= Copy Project General | Contral Tatals | ong Dis | Earmarks | ¥

[ Assign Project Number 1725 ALASKADOT

. e Recipient:
[ Application Reviewer ALASKA DEPARTMENT OF TRANSPORTATION AND PUBLIC FACILITIES
B T bl Project: | ~/-02-0072-02 | | 04.05.06.07 5309NS Vsl Refurb & des
[ Create Amendment
& View/Print Project Type: | Grant Award vl RecbyState: | |
E0 12372 OYes ONo EJ

1 Project Information

B Modify Application NewiAmendment: | Amendment v | L” Review: ONA
b

S
Recip.Type: State Agency Rev Date: ] 9
v

Sec of Statute:

Amend Reason: || Other

[ Budget
= Milestones

[ Environmental Finding
Planning Grant: O Yes & No

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

PTG d| FTAProjMgr:  [Amy Changchien 206.220.4464 | Program Date: 6/30/2006

Dl ORI Recip Contact:  |Jim Potdevin 907.465.8864 | Program Page:
State Appl ID: | | Application Type: (O Paper () Elect

Review and Approval

Execution Est StartEnd: | |- | :‘gmm Yes  No

Project Management

Funds Contral Project Description

Funding Adjustrments Blaska Marine Highway Svstem Annual Vesse furkishment {%’

Civil Rights 6

m TEAM Administration BMENDMENT 2 INFORMATION: v

Dynamic Query
£ 11l | Done f Trusted sites *100% v
1306 recordis) retrieved, Project to select: Ak-04-0001-01 E j Trusted sikes & 100% 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.

8. Before submitting, make any other changes to the Project Information, Budget, Milestones, Environmental Findings, and Fleet
Status.

9. 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.

~

€ https://ftateamweb. fta.dot.gov/?applndex=62Gamendment_id-246317&contract_id=239140&AllowG... | - |03

Project Information DELETH % %@Iﬁ f! d

General Control Totals UZAfCang Dist | Earmarks | Security
1725 ALASKADOT
Recipient:
ALASKA DEPARTMENT OF TRANSPORTATION AND PUBLIC FACILITIES
Project: | | 04.05.06.07 5309NS Vsl Refurb & des |
Amendment Project
Gross Project Cost: $9,375,000.00 $28,084,949.00| Special Condition:
Adjustment Amt: | 5000 $0.00| Spec Cond Tgt Date: |:|
Total Eligible Cost: 49.375.000.00 428 (184,949 00| Spec Cond Eff Date: I:l
Total FTA Amount: ‘ $7.500,000.00 ‘ $22 467.959.00 | Est Oblig Date: |:|
Total State Amount: ‘ $1,875.000.00 ‘ $5,616.990.00
Pre-A d Authority:
Total Local Amount: $0.00 s000, A fity: © Yes ONo
Fed Debt Delinquent: () Yes () No
Other Federal Amt: 0.00 0.00
$ $ Final Budget: C Yes & No
Special Cond Amount:‘ 20.00 ‘ %0.00

Federal Debt Delinguency Detail

/" Trusted sites H100% v

Figure 11
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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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Comments/Concurrence

3 TEAM-web { Quality Assurance Database )} AL-03-0061-00 - Mic -0l x|
K

Recipient: |1 014 |CIT‘Y OF MONTGOMERY -bontgamerny Area Transit System

Project: |AL—I33—EIEIE1—EIEI |Purchase One 19505 Remanufactured B

Amendment: I

Select Comment Type #

Geheral Review 2[¢— 1
FTA Internal 1]
Conditions of Award 1]
DoL 1

FTA Project Description 0

Comment
Vehicle function J purpose
StarEnd Date

Entered: IEﬂ a/2004
Updated: IEﬂ 8/2004

Comments | CaoncurrencefApproval | Summary |

Brief Desc: |Vehiu:|e function / purpose

Comment On: | Fleet Status j

netwiy: | ]

Application Status
[ Return to Recipient
¥ Readyfor FTA Review
[T Application Cormplete 3

Comment Text /

Thizs comment (kbelow) has heen il
appropriately addressed and
rezolved. LJIL-5/18/04

Comment By: |Le|:|nard Lacour

=

|§‘| Done

’_ I_ I_ |4 Internet

Adding or Deleting a comment (See Figure 2):
To add a comment, simply select the Comment Type that you would like to add by clicking on that type in the Select Comment

1.

2.
3.

Type field
Click on the “Add” button
Type in your Brief Description

Figure 1

Print Date: 3/10/2008
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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

oo
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2 9
/3 TEAM-web { Quality Assurance Database ) AL-03-0061-00 - M| ’/ o ] 4
]
Comments/Concurrence %l FIDIZI| IJELEqIH | [%él ‘{l
Recipient: {1019 [CITY OF MONTGOMERY -Montgomery Area Transit System
Project:  |AL-D3-0061-00  |Purchase One 19505 Remanufactured B
Amendment: I
Comments | Concurrenceddpproval | Summary |
Select Comment Type #
General Review 2 1 Brief Desc: |Vehiclefundiun,-"purpuse < 3
FTA Internal ] c nt on: [Floot Stot J
Conditions of Award 0 omme n.l SE e < 4
DoL 1 Activity: | =] - 5
FTA Project Description 0 8
Comment Application Status
Wehicle function | purpose ™ Return to Recipient
StarEnd Date ¥ Readyfor FTA Review
[ mpplication Complete
6
Entered: I—E-ﬂ 8/2004 Comment Text
s comrent (below) has bheen -
Updated: IE,."1B,."2EID4 appropriately addressed and
resolved. LJL-5/15/04
Comment By: |Leunard Lacour ;'
|&] Done |_|_|_|§ Internet i

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.

Chapter 6 Page: 8



TEAM-Web User Guide

 TEAM-Web { Quality Assurance Database } AK-90-%029-00 - Mic

=101 x|

|C omments/Concurrence

Recipient: |1 734 |Fairbanks Marth Star Borough

Project: |AK—9 (-+029-00 |Cu:u:urdinated Transportation Program

Amendment: I

Comments | ConcurrencefAppraoval | SUmmary |
Yiew Text | [O] x|

Freliminary TEAM Comoents
Application No: AE-90-X0zZ29

Frogram

Entered: |3,"1 22004

Date: 3f1z/04 Save
L i Cancel

To: Soott Williaws, Fairbanks MNorth 2tar Borough —_—

oo Jennifer EBowmah, Max Lyon, Pat Hendrix

From: Tina Fro=st

Re: Fairbanks North Star Borough

Project Purpose: Coordinated Transportation

=

Comment Text

Updated: I

3/12/04 i’

- Tao: oottt Williams,
CDmmEﬂ‘tB}anma Frost Fairbanks North Star Borough LI
€ [T e meermet y
Figure 3

Print Date: 3/10/2008

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: 3/10/2008

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
; TEAM-Web { Quality Assurance Database ) AK-90-X029-00 ; TEAM-Web { Quality Assurance Database ) AK-90-X029-00 — |EI|5|
Comments/Concurrence % | FiDD | |DELETE H . | Comments/Concurrence % | FiDD | |DELETE H . |
Recipient: |1 734 |Fairbank5 Morth Star Borough Recipient: |1 734 |Fairbank5 MNorth Star Borough
Project: |AK—BD—><029—DD |CDDrdinated Transportation Program Project: |AK—BD—><029—DD |CDDrdinated Transporation Program
Amendment: I Amendment: I
Comments | Concurrence/Approval | Surnmary | Comments Concurrencef&pproval Summary
Select Comment Type #
General Review 2 Brief Desc: |Comments e
1 FTA | Summany View of Concurrence/Approval Dates
ntermnal ' 2 Comment On: | j
Conditions of Award 2 )
Dol 3 Activity: I j 1 Planning: 1201812003  [FTA Environment Concurrence:| 52002004
FTA Project Description 0 FTA Legal Concurrence;
Comment Application Status FTA STIP Approval:
comments 312 ; Return to Recipient < 3 Review Comments to Recipient: FTA UPWP Approval: I:l
- :
grantee response Ready for FTA Review Transport. Program Specialist: _ FTA Headquarters Review: I:I

Entered: |3,"1 2/2004
Updated: |

ment By: |Tina Frost /

™ Application Completeq
2 FTA Civil Rights Concurrence:

FTA Engineering Cuncumya‘.ﬂ

Comment Text
312704

To: S3cott Williams,
Fairbanks North Star Borough

K

12412004 Regional Admin Approval: [ |
FTA Administrator Approval: I:l

[&] Done

[ [ [ |4 mnternet v

|® Done

l_ I_ I_ | Internet

Concurrence/Approval Tab

Figure 4

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 - Micro:

=101 x|

Comments/Concurrence

Recipieni: I'I 014

ICITY OF MONTGOMERY -Montgomeny Area Transit System

Project: |AL—03—EIEIE1—EID |Purchase One 1950s Remanufactured B

Amendment: I

Comments

Concurrence/Approval Surnmary |

Concurrence/Approval Type Approval Date

ct an Approval Ty

Entered: I = J
Updated: I

Concurrence/Approval Comments

_;_ﬂ Comment Text

Comment By: |

|:Ej Done

l_ l_ l_ |4 Internet

Figure 5

click on your selection — See Figure 6)

Text, Entered Date, Comment By, etc.)

Print Date: 3/10/2008

Begin by selecting a Concurrence/Approval type by clicking on the drop down arrow, then selecting one from the list (simply

If a date/comment is already recorded for that Concurrence, then the appropriate information will be displayed (Comment
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3. 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)

4. Clicking on the “Today” button will automatically enter in the current date for you
5. If you are satisfied with the date you have entered, click on the “Approve” button
‘A TEAM-Web ( Quality Assurance Database ) AL-03-0061-00 - Microsoft Intern =10l =]
|

Comments/Concurrence % | F||:||:|| DELE@@ | c%‘él \,g[l

Recipient: |1 0149 |CITY OF MONTGOMERY -Montgomeny Area Transit Systermn

Project: |AL—I33—EIEIE1—EIEI |Purn:hase One 1950s Remanufactured B

Amendment: I

Comrments ConcurrencelApproval | SUmmary |
3
Concurrence/Approval Type Approval Date
Approve
Flanning
Operations
Development
FTA Civil Rights Concurrence
FTA Engineering Concurrence
FTA Environment Concurrence
FTA Legal Concurrence Comments
FTASTIF Approval —
. FTA UPWE Approval Comment Text
ELIEECE I_ FTA Headguaners Review bl =]
Updated: I
Comment By: | Ll
|&] Done ||| |# mnterret 5
Figure 6
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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) ,ﬁ

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

=101

ICDDrdinated Transportation Program

Comments/Concmrrence

Recipient: |1 734 |Fairbanks Morth Star Barough
| -90-x029-00

Amendment: I

Project:

Cormments Surnrmary

gees

CaoncurrencefAppraval

Concurrence/Approval Type Approval Date

Print Date: 3/10/2008

|| FTAHeadguarters Review v | ||5,f25,fzuu4

Entered: IE,.*Z R/f2004

Updated: |5;25,=2|Jn4 «— 3 >

Concurrence/approval Comments

_-;_ﬂ Comment Text

Approval Stamp S5/Z25/2004
Updated Approval Stamp S5/25/2004

Comment By: |Travis klein

[

[~

Concurrence/Approval Comments / ?
Entered: [250004 e— q 2l Comment Text
ipproval Stamp 5/25/Z004 |
Updated: | /
Comment By: |KLEINT o -
L—
/
&) I_ I_ ’_ | Inkernet 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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3 TEAM-Web { Quality Assurance Database ) AK-90-X029-00 - |

) (=] ) | 2l TEAM-Web { Quality Assurance Database )} AK-90-X029-0

Print Date: 3/10/2008

=101

Comments/Concurrence

NEEFEE

Recipient: |1 734 IFairbanks MNarth Star Borough

Pruject: |AK—BD—><029—DD ICoordinated Transportation Program

Amendment: I

Select Comment Type #

General Review 2
FTA Internal 2
Conditions of Award 2
DoL 3

FTA Project Description 0

Comments | Concurrence/Approval | Sumrmary |

Comment
funds transfarred
FTA Headguarters Review

Brief Desc: |I-—I'A Headguarters Review

Comment On: | j
Actiy | <]

Application Status
™ Return to Recipient
¥ Ready for FTA Review
I~ application Complete

Recipieni: |1 734 |Fairbank5 Marth Star Barough

Pruject: |AK—ED—><029—DD |Courdinated Transportation Program

Amendment: I

Comrnents ConcurrencedApproval Sumrmary

Summary View of Concurrenceifpproval Dates

Planning: 121972003 |FTA Emaronment Concurrence:|  S/20/2004
Operations: I:I FTA Legal Concurrence: I:I

Development: FTA STIP Approval: 12M9/2003
Review Comments to Recipient:| /1272004 FTA UPWP Approval:

Comments/Concurrence Iﬂ”@@lﬁ"ﬁl

Transport. Program Specialist: I:I FTA Headquarters Review: 512812004
FTA Civil Rights Concurrence: | /2412004 Regional Admin Approval: | |
FTA Engineering Concurrence: I:I FTA Administrator Approval: I:I

Entered: [5/25/2004 = Comement Text
Lpproval Stamp 5/25/2004 =]
Updated: IE,."ZE,."ZDM Updated Approval Stamp 5/25/2004
Comment By |Travi5 Klein Ll
|&] Done [ | |4 mtermet 4| &] pone [ | |4 meemet 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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Print Date: 3/10/2008

Concurrence/approval Type

Concurrence/Approval Type

FTa Crvl Bights Concurrence FTA Legal Concurrence

Microsoft Internet Explorer Microsoft Internet Explorer

‘o do not have the proper authority ko update the Civil Rights Concurrence Date., ‘fou do nok have the proper authority to update the Legal Concurrence Date.
For Further guidance please contact wour local security officer or the TEAM Helpdesk

For 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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<} TEAM-Web ( Quality Assurance Database } AL-03-0061-00 o ] [

Comments/Concurrence &J @ll@@@\ﬁl

Recipient: |1D19 ICITY OF MONTGOMERY -Montgomery Area Transit System
Project:  [AL-03-0061-00  |Purchase One 1950s Remanufactured B
Amendmnt:l

Comments Concurrencelfpproval summary

Summary View of Concurrencerapproval Dates

Planning: FTA Enwvironment Concurrence:
Operations: I:I FTA Legal Concurrence: I:I
Development: [ ]  Fiasnp approvar [ ]

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

|®j Dane l_ l_ l_ |% Internet 4

Figure 10

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

A https: tf.tea.mweh..lta.dut.guv ~ TEAM-W ReviewDOL Dates @ = \@ ﬁjlo_fll

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

Amend.ment:|CDnnedingCDmmunities

Background/Award | DOL Certification |

Application Submitted: Q212006
Funids Reservation:
Estimated Obligation: [ ]
Obligation & Award:
Agreement Executed By Recipient:
Date Sent for Release:

Date Released: I:I

| Comments: |General Review - EI||FTA Internal - 1||Cunditinns Of Avwrard - 1||DOL - EI||FTA Froject Desc. -0

|&] pone l_ l_ l_ l_ l_ [&J Local inkranst .

Project Number: [cA-30-1001-00 [Frz004 Cost Center: [710-00 |

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

=10l

Review/DOL Dates

[~ [=IEEA

Recipieni: I251 o IRUTGERS, THE STATE UNMNERSITY

Project:  |NJ-26-5003-00  |ConnectingCormmunities

Amenﬂment:ICDnnedingCDmmunities

Backgroundifward | DOL Certification |

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

Date Released:

qrz21r2008

L]

[ ]

Comments: |General Review - D"FTA Internal - 1||Cnnditiuns Of Awvard - 1||DOL— EI"FTA Froject Desc. -0

I

[%J Lacal intranet

Figure 12

13)

Print Date: 3/10/2008

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

=101

Review/DOL Dates

[~ [= =]

Recipient:

Project:

2510 4JROTGERS, 'ng UNIVERSITY

MJ-26-5003-00 |Cunnec’cing00mmunities

Amsndmem:ICDnnectingCummunities

Background/Award | DOL Centification |

Application Submitted: 912142006
Funds Reservation:
Estimated Obligation: [ ]
Obligation & Award:
Agreement Executed By Recipient:
Date Sent for Release:

Date Released: I:I

|Cumments: General Review - D"FTA Internal - 1||Conditi0ns Of Award - 1||DOL— D||FTA Project Desc. - 0

|@j Dane

l_’_,_|_|_|‘_-l Local intranet v

X

Print Date: 3/10/2008

Microsoft Internet Explorer x|

ou are about to change the Recipient for this Project.

By clicking "0k, " the changes For this record will be saved

even if you ulkimately decide bo "Cancel” out of the "Review(DOL Dates" Form.

If wou do not intend ko change the Recipient For this project then please click "Cancel*

at this kime.,"
Cancel |

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.

Figure 13
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2} TEAM-Web ( Quality Assurance Database } AL-03-0061-00 - Micr

Review/DOL Dates E| @

(o) x|

ANLE ﬁ

-

Recipient: I1 014 |CIT“K OF MOMNTGOMERY -Montgomery Area Transit System

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

Anmndnmnt:lPun:hase One 19505 Remanufactured Bus
Background/&ward DOL Certification

& Submit for Certification Transmitted to DOL: AM18i2004

" Submit for Information DOL Certification Resubmitted: |:|

 NiA Date DOL Certified: |:|

# ! Send Application to DOL?

| Comments: |General Review - 2||FT;'—R Internal - D”Cnnditinns Of Aowvard - D"DOL - 1||FTA Froject Desc. - D|

|&] Done I_ I_ l_ |4 Internet

Print Date: 3/10/2008

Figure 14

Reservations

Awnh e

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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(I [ I S W S ] Karles 00 of Flonda
/3 TEAM-Weh ( Quality Assurance Database ) NJ-04-0001-00 - Microsoft In

0
=10l x|

Print Date: 3/10/2008

Reservations

Resere Funds

AD

=

Project Funding | Change Log |

o QU 4 261 |

&7 IT-80-2001-00

Funding Cost Cex Recipient:  [1413  [DELAWARE RIVER PORT AUTHORITY
Project: |NJ-04-0001-00  |PATCO Car Rebuild/Purchase
UZA(A ccount FPC
Amendment: IF’ATCO Car Rebuild/Purchasze
el FY: [2007 Contract No:
2006.26.04.31 2-00 ' e
[NEW ACCUUnt‘FPC] RBC]P].B]lt UZA: |420040 |
[New UZA] Project Type: | Grart Award Total FTA Amt: | $1,000.00
Supplemenial Total Reserved: I $1.000.00
PP men C Yes & No

Agreement? TnReserved: I $0.00
Applies EarmarloDiscretionary? v

|.t‘-\cc Clazs CDdeIFF‘Cl Account Descr IDperBudg.&vaill Form.-’-‘«prt.ﬁ.vaill Rezervations |
2006.25.04.31.2] 00 |Bus [inchuding eve]  $1.733.000.00] $43.441.161.00 $1.000.00)

Totals: 41,000.00

€l

,— ,— ,_ l_ l_ |h.‘_J Local inkranek

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:Hftateamweh.fta.dot.govf?project_id:ﬁL—?O—}ﬂ90—00§plndex=0 mendme. .. Q@E

et CUSY [l 5 51 £

Reservations D
Reserve Funds Project Funding | Change Log |
Funding Cost Center: o isient: 1019 | CITY OF MONTGOMERY -Montgomery Area Tran:
65000 |+
Project: AL-50-X190-00 FY-2007 MATS Capital & Operating
ZA/Account FPC - -
Amendment: | FY-2007 MATS Capital & Operating
[Mew UzZA)
FY: 2007 Contract No:
Recipient UZA: 11460 |
Project Type:  Grant Award Total FTA Amt: $2,302.892.00
Supplemental Total Reserved: $0.00
o Yes No
Agreement? UnReserved: $2.302.892.00
Applies Farmark/Discretionary? |
\ 12 24, Description Reservations
Totals: $0.00
J" Trusted sites o0 v

Select UZA f Account FPC

Print Date: 3/10/2008

™ 10440 #1995.15.23.22.1 -
™ 10440 #1995.15.23.22.1 -
I~ 10440 /1998.21.90.91.1 -
™ 10440 #1998.21.90.91.1 -
™ 10440 £ 1998.21.90.91.1 -
I~ 10440 /1998.21.90.91.1 -

00 INTERSTATE TRAMSFER TRAMSIT
02 INTERSTATE TRAMSFER TRANSIT
00 UNRESTRICTED SECT. 9 FORMULA
02 UNRESTRICTED SECT. S FORMULA
03 UNRESTRICTED SECT. 3 FORMULA
04 UNRESTRICTED SECT. 9 FORMULA

™ 10440 /15998.37.03.31.2 - 00 BUS
™ 10440 #1398.37.03.31.2 - 02 BUS

410440 /1598.21.90.91.1 - 02 UNRESTRICTED SECT. 9 FORMULA
10440/ 1338.21.90.TE.T - 00 TRAMSIT ENHANCEMENT S/TEAZT
10440 /1998.21.90.TE 1 - 02 TRANSIT ENHANCEMENTS/TEAZT
40 /193221 90.TE.1 - 03 TRANSIT ENHANCEMENTS/TEA2Y
40 /1938.21.90.TE.1 - 04 TRAMNSIT ENHANCEMENTS/TEAZ1
10440 /1998.21.90.TE1 - 08 TRANSIT ENHANCEMENTS/TEAZT

™ 10440 /1998.37.03.32.2 - 00 RAIL MODERNIZATION

I™ 10440 /19991937011 - 00 Job Access, Large Areas

I™ 10440/ 1999.19.37.JL.1 - 04 Job Access, Large Areas

™ 10440 /1999.21.186.1 - 06 PROCUREMENT OVERSIGHT

™ 10440 /133921 1861 - 09 PROCUREMENT OWVERSIGHT

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

E Opening page https:/+ | NG l_ E |Unkn0wn Zone 4

Figure 16

9. Select the New Acct. line in the UZA/Account-FPC column (see Figure 18 for steps 9-14).
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).

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.
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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 draw.

Small UZA- 172480
170000 /20062190891 -02
1700071 /2005219091 -02
Small UZA-172490
170000/ 2006219091 -00
1700071 /2006219091 -00
Small UZA-172490
170000/ 2006 25 9091 - 02
170001 /2006 259091 - 02
Small UZA-172490
170000/ 2006259091 - 00
1700071 /2006 25 9091 - 00

Ok,

UZA f Account Oper Budg Avail

16833818773
15833818773

15833818773
16833818773

I! E aelect UZAMAccount FRC: Shared State Codes between Reqgions

“r'ou hawve selected a Small{local) LIZA that has a shared state code with
funding available. Please select the codels) from which you would like

Form Aprt Avail

116569.28
27179

116869.28
27179

209099366 115805
209099366 274b2

209099366 115805
209099366  274b2

Figure 17

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

Print Date: 3/10/2008

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-ﬂﬂ&apmamendme... E]@

Reservations Q Q HDDlDELET% QEE | =) [ﬁ‘él 4
Resene Funds | Project Funding | Change Log |
Funding CostCenter: o ipient: 1019 | CITY OF MONTGOMERY -Monigomery Area Tran:
65000 |+
Project: AL-90-x190-00 F¥-2007 MATS Capital & Operating
UZA/Account FPC : :
Amendment: | FY-2007 MATS Capital & Operating
11460020009 - 2007 Contract No-
2007.25.90.91 2-00 ' e
2007.25.80.91 207 | Recipient UZA: 10000 | |
[N vy Accnunt—FPC] Project Type: Grant Award Total FTA Amt: %2 302,892 .00
[Mew 1UZ4] A Supplemental Total Reserved: $0.00
o Yes No
° Agreement? UnReserved: $2,302,892.00
Applies Earmark/Discretionary? [ ]
| A Clazs Code |FF"E| Account Descr | Oper Budg .ﬁ.vaill Form dprt Ayl I Rezervations |
2007.25.90.91.2| 00 |Urbanized Area FH$3.605,049,709.0  $7.250,334.00 £0.00
2007.25.90.91.2| 02 |Urbanized Area Fq$3,605,049,709.0  $7.250,334.00 $0.00
o
Totals: $D.DD¢
J Trusted sites H100% -

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|

] Reservation amount does nok match the total 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.

arONOE
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23 TEAM-Web { Quality Assurance Database ) Dbligation { AK-03-00 O] x|

Obligation @l@\ﬁl

Obligations Award

Summary

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 U S, Department of Transportation, Federal Transit Administration
(FTA) official's electronic signature is entered for this Grant Agreement, FTA has Awarded

-

Federal assisiance insupsas-at-Hreromeettesorriret-tretrmw—thesn this Grant

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

Please note that this verifica

Official’s Name: |Travis Klein

PIN: AWARD |

Title: |An alyst
Microsoft Internet Explorer ﬂ
e | Cone 4

& Project Mumber: WA-90-%209-00 has been successfully Obligated and Awarded. This Project is now ready For
Execution,

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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<3 Obligation [ AK-03-0034-00 ] - Microsoft Internet Explorer

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

e | e |
Obligation ‘ @; e ﬁ} ‘Obhgatlon ‘ @; e ﬁ}
Summary | Ohbligations | Award | Summary Ohbligations | Award |
View: I Froject 'l
Recipient: |1 72k |ALASKA DEFARTMEMNT OF TRANSPORTATION AMD PUBLIC FACI
[CsonJuza #] AccOlasscd JFPC] Obligations | Met Obligations |
Project: |4Kk-03-0034-00  [Construct New Fery e5000 ] zonoo | 1333.47.03.331 J o0 | $10.322.550.00 | 310,322 550.00
Amendment:  [Construct Mew Fery 65000 | 20000 | 200047 03331 | oo | s1n202.21900 | $10.202.219.00
65000 | 20000 | 20014703331 [ oo | $4.47423000 | 34.474.23000
Recipient UZ4: [20000 JALAZKA ! :
Cost Center: IEEDDD Project Type: Grant Award
Appl. Type: © Paper © Electronic
Contract No: I
Totals:| $24,399,335.00 | $24,999,939.00]
|&] l_ ré_ |4 Intemet 4 &] Done l_ ré_ |4 Intemet 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)

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 elsewnhere.

no

Notes: Deobligations
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An amendment must first be created before a Deobligation can be performed (see Chapter 5 for the Create Amendment process). Ifa
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).

/) TEAM-Web ( Quality Assurance Database ) ¥A-04-0001-01 - Microso o ] 4|
Deobligation =D :%é Y
Recipient: 1453 |GREATER RICHMOND TRANSIT COMPANY
Project: [+v&-04-0001-01 |F0B EarmarksGRTC Facility
Deshligation By: |Patricia String [TEAM STAFF [10/3/2008
Acct Class Code-FPC Project Totals:
|2D06'25'D4'31'2_DD | Type of Funding Total FTA Amount: I $3.000,000.00

[V EarmarkMiscretionary? Required Deobligation Amount: I $399,086.00
Current Deohligation Amouni: I $0.00
Difference: I $399,086.00

Amend | Cost UZA FY Acct-FPC Total Net Current

# Center Unlig. Balance | Obligations | Deobligations

00 @5000 510560 2006  $3,399,086.00 $3,399,086.DD| 0

Acct Class Code FPC Totals: [$3399.086.00 [$3,393.086.00 | $0.00

|@j Cone

Figure 22
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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

Print Date: 3/10/2008

* 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 regulations, "Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local
Governments,” 49 C.F.R. Part 18 apply to a grant or cooperative agreement with a Recipient that is a state, local or Indian tribal
government. U.S. DOT regulations, "Uniform Administrative Requirements for Grants and Agreements with Institutions of Higher
Education, Hospitals, and Other Non-profit Organizations," 49 C.F.R. Part 19 apply 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: //ftateamweb. fta. dot.2ov/?ProjID=VA-90-X332-00&grantee_id=1458&appl... = [0/E3

'€ hitps: liftateamweb.fta. dot.gov

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

] Execute Award

Project Management
Funds Caontrol

Funding Adjustments
TEAM Administration
Dynamic Query
TEAM Documentation

[ Help Desk Information

[=] Exit

tExecute Award :%l ‘o'fl
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 M
Please note that this verfication is being recorded under the name of:

Officials Name: Recipient Trainee

Title: TEST/TRAINING ID PIN: I:l
Done jTrusted sites Ho100% v
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.

/) Execution - AK-03-0024-00 - Microsoft Internet Explorer

Execnte Award :%I REcff'nfl
Summary | Fuard |

Recipient: IEBDE IAIaska Railroad Corporation
Read-Only:

Project Header

Project: |AK—I33-DIZIE4-IZID |SDuth Anchorage Double Track projec

Amend: |Suuth Anchorage Double Track projec

5 -

Status:  [Obligated/Execution Reqgd [No MS/P Repart, No FSR
Read-Only: .
. Project I Crant Amard
Project Status e rant Awar
Tn!b?:l.!: " Paper © Electronic Preaward Auth: @ Yes © No ~~
= = el P Read-Only: Project
[Rick Flemings [Training Scenario Awarding Official  3/21/200112:27:08 PM ?' Award status
Contract Executed by:
|@ Cone ’_|§|@ Internet s
Figure 2

Execute Award — Award Tab

1. The Award tab has the Award Agreement information. Enter the PIN number and click Execute (see Figure 3). Note that
only authorized officials have a PIN for executing an award.
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2. 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’.
3. Any execution transactions are sent nightly to the accounting system (Delphi) in preparation for future draw
down/disbursement requests.

& https: /lftateamweb. fta. dot.gov/?ProjID=VA-90-X332-00&grantee_id=1458&appl... |- ||0/E3

tExecute Award ﬁ\u_fll

Summary Auveard

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:

Officials Name: Recipient Trainee

Title: TEST/TRAINING ID PIN:

Done ,r? Trusted sites +100%:

-

Figure 3

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 3 for when one is not required, and Figure 4 for when one is
required). In this case, the Designated Recipient must PIN the grant before the Recipient may PIN the grant.
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@]

Supplemental agreements are only permitted for section 90 (statute 49 USC 5307 — Urbanized Area Formula from the
‘Sec of Statute’ dropdown) grant awards where the Recipient applying for the grant has specified that it have a
designated Recipient.

Supplemental Agreement is selected in the General tab of the project information and initially when the project is
created.

If a section 90 section of statute is selected, the supplemental agreement radio buttons will be modifiable fields, but still
default to “No” with the option of selecting “Yes.” (Note: if a Section of Statute for a section other than 90 is selected,
these radio buttons will be read only/ grayed out).

Once FTA awards the project, the status becomes ‘Sup Agrmt Execution Req.’

The Designated Recipient will PIN the award, and then the Recipient will execute the grant.

If the Supplemental Agreement option is not marked on the Project Information page, it can be selected by a Recipient
user prior to submission of the application. Afterwards, FTA staff can make the selection in the Project Information
screen or in the Reservations screen at the time of fund(s) reservation.

Execute Award

Summary | Awvard ( Supp. Agree@

Figure 4

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 5).
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3.

; Yiew / Modify Hecipient [ CITY OF PRATTYILLE ] - Microsoft Internet Explorer

IS[=] E3

Yiew / Modify Recipient

B il 25

General

|Cnntac:t Persons|Cert's & Assurances| Codes

|Payment Codes| Civil Rights |

Organization: 5500 |I:ITY OF PRATTYVILLE

Acronym: PRATTYILLE CITY NTDE Code: o]
107 West Main Street Fr" Start: Im
Street: Cert's & Azzur's:
Msztr Agmt lss'd:
City/State/Zip: |[PRATTVILLE JaL ||36087 [|3052 | Assistance:
Phone Number: 3343513601 | /00000 | Designated
Fax Number: | 3343513508 Reciniont. CIT OF MONTE
Internet Addr.: ez % Ng
MPO:
Cost Center: 78400 CITY OF MONTEG
Geog. Location: Type: | Public, Mot a Contractar ;I
Last Updated: State DOT: " Yae % Mo
Active: ez T Mo 05T Type: IEit_l,l =]
DBE:  Yes % Mg
@] Done I_ré_lﬂ Internet 4
Figure 5

Print Date: 3/10/2008

If Section 90 was chosen, the Supplemental Agreement radio buttons are modifiable, but will default to “No.”

4. You may select the Supplemental Agreement option at this time by selecting the “Yes” radio button (see Figure 6)
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€ https://ftateamweb. fta. dot.gov/?appIndex=0&amendment_id=248149&contract_id=248149&AllowGN. .. |- [0/

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

Execution Reqd” (see Figure 7)

tProject Information ‘DELEIEH%‘%JIE | Eg‘;:-l ﬁ"
General | Contraol Totals | UZA/Cong Dist | Earmarks | Security
6708 KTCTAC
Recipient:
K.TC. TOURS & CHARTERS
Project: | TEST TEST |testtest ‘
Project Type: | Grant Award V| Rec by State: I:I
o] EO 12372 O Yes ONo
R ) -
sw ] Review: @N/A
Amend Reason: | Initial Application _v_| Contract No: I:I
Recip. Type: Small Business Rev Date: I:I
Sec of Statute: | 43 USC 5307 - Urbanized Arsa Formula {FY2006 forward) ™
Fed Dom Asst#: 20507 - Federal Transit_Formula Grants FE O Yes @ No
FTA Proj Mgr: | Program Date: 5/30/2007
Recip Contact: | Program Page: |:|
State ApplID: | Application Type: O Paper &) Elect
. Supplemental
Est StartEnd: | |- Agreement: O Yes @ No «—
Project Description
Done /" Trusted sites + 100% -
Figure 6

Print Date: 3/10/2008
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Project Details

Project Number:  [AL-90-<143-00 |Fveooo Cost Cel
Application Type:  |Electranic Submith
Entered: [1/19/2000 Awarded
Recip. Contact: {hac Champion Executes
FTA Manager: |David Mucher/Brian Glenn FTA Am
Status: Dhligated,/Sup Agmt Execution Regd Total Eli
Description: Capital & Frevenive Malntenance

Recipient: |EEIZIIZI - ICITY OF PRATTVILLE

Figure 7

Print Date: 3/10/2008

/) Execution (M1-90-X370-00) - Microsoft Internet E xplorer

tExecute Award [aél ﬁl
Surmmary | Award |  Supp. Agreement |
Recipient: |21 07 |CITY OF DETROIT DERARTMENT OF TRANSPORTATION
Project:  [MI-90-<370-00 [Py 2001 Section 5307 Carryaver Fund
Amend: IFY 2001 Section 5307 Carryowver Fund
Status: C |Ob|igatedf8up Agmt Execution Regd *\JD ME/F Bepart. Mo FER
?;31::(:1 |Grant Award
:;?é: " paper * Electronic Preaward Auth. ¢ Yes & No
Contract Awarded by User HameTitle Date/Time
[Donald Gismondi [Deputy Regional Administrator |9/10/2001 1:55:05 Ph
Contract Executed s
Supp. Agreement Executed e
I I |
|@ |_|—é_|c Internet 7

7. The Designated Recipient will have rights to PIN the award at the bottom of the screen in the Supp. Agreement Tab (see

Figure 8)

8. Once the Designated Recipient has entered his or her PIN, the Recipient can return to the Award Tab and PIN.
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& https://ftateamweb. fta. dot.gov/?ProjID-IL-90-X574-00&grantee_id=5309&appin... - |0/

'Execute Award @ﬁl

Sumrmany Pavard Supp. Agreement

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 43 U.5.C. § 5307, the Designated Recipient hereby

aarees to permit the Grantee under this Grant Aareement to receive and dispense the [V]
Please note that this verfication is being recorded under the name of:

Officials Name: Recipient Recipient
Title: TEST/TRAINING ID PIN: El

Dione

J Trusted sites HA00% v

Figure 8
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to the new closeout process Sonya Ransome
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required
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2.02 06/06/2007 | Indexing and referencing Travis Klein
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Patty String
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* 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 8 Page: 2



TEAM-Web User Guide Print Date: 3/10/2008

Chapter 8 Table of Contents

(O N I T O o AN AN (€Tl o 1 IS 1 L 2
CHAPTER 8 TABLE OF CON T EN T S ... ittt ittt ettt e ettt e ettt e ettt et e settesssebeeassstbeeesaasatsssabesassassesesassessesasesassssbesesasseesesabeseesesbesesaateesesabeeaessabesesasbeesesabaneessrbeness 3
PROJECT MANAGEMENT .ottt ettt sttt e e sttt e s et teee sttt eesattesesaseessssabesesassesesaseseessabesesasssesesaseesessabesesassbesesasessessabeseseasbesesaseeseesaseeeseasbesesaseesessabenesssbesesns 5
@AY= 3 1= RO 5
FINANCIAL STATUS REP O R T ...ttt ottt e e e ettt e e s at e e e s st eee s et besesaseseessabesessssbess s bessessabasesessbesesasesessshbeeeeeasbesesabeasessbbesessabbasesabensessabenesssbbnsesans 5
R UL LY N 2 0 - = TS 6
L TN N Tof - TR 7 1S I = 7
REMARKS & COMMENTS TAB .iiiiiiiiitttiiiiee e e e ittt e e e e s s seitbttteesesssabbeseeeseessaabe s esesaessassst s eessasssssassbasssasssssassbesssesesssassbe s e s e seessass b e s eeeseessassbe b eesseessessbebaessesssesassbeassesssssnres 8
MILESTONE/PROGRESS ...ttt ettt sttt s sttt ste e s st e s s 2teeshb e s saeeesabessabeeshbessabessabessabessabesssbeesabessabessabesesbeesabesssbeesabesesbeesabesssbeesabesesbessabesssbassabesssbassabesan 10
S U L 7N 2 A I = TSP 11
Y TS oINS N LU ST 1N =T TR TRRR 12
LRV I o (@ N | (O =1 U 1 L] i 14
S U L N2 A I = TSRO 14
AV AT = = 10 [ m TeT = w1 = F TP 15
AV A1V =10 o] = B 1Y =TT OUTTRRIN 17
(127 N =3 10 1Y =T 18
REVISE CONTROL TOTALS TAB ...utiiiiitteieiiteieeiitteeeeetteeesssbeeesataesesastesessabaeesataesesasessessasesseassseseaaseeseesaseseesasseeeaastessesasesesansbeseaneessesabesesassbesesntessesabenessssesesaneensesnrens 19
APPROVE BUDGET REVISION ... .uiiiiitiiiiiitteeeiitteeesetee s e eeteeessetteeesasaessesbeeasssseseaassessssasesee st beseaassessassseeeeasssese e saesessaseeesansbeseaaseesessabeeesasteesesaseeeessabeseeantaesesnseneessrbenenn 20
(o R O N = Ol B S U\ DI A I AN 1L TSR 21
S U L 7N 2 1Y = T 21
(g Lo N =(on sl =T8I N 0 LT I = SRR 22
o AN = NI 1= N I = T OO 23
Ll O I N N ] e 24
[ o O = NS == = 7 = OO 24
UNSAVED FPC TRANSFERS T AB ...t iiitttttiitiiiiiiittittte st e tiitbbetteeesssiitbbateeese st saabbaseeesesssas s basaeeseessas b be b e e e seesaassaebaseseessassbebe e e seesaesbb e be s e seessasabtbaseseeeeessa b beaeeeessssaabbaneeesesssnre 25
PRIOR FPC TRANSFERS TAB..11uiiiiiiiiittttttteeiiiiittetteesssaiistbasteessssiatbassessesssasbsssssssesssassssssessesssasssssssssesssassssesssesssasssssesssesssnsssssesssesssssssssesssessssssssssssssssssissssesssssessinsses 26
[N | (O I 11\ ] = TSR 27
AT AT O @ 1] (@ 16 SRR 28

Chapter 8 Page: 3



TEAM-Web User Guide Print Date: 3/10/2008

L0 1] 1Y =1 N PSPPSRI 28
ACCESSING THE NEW CLOSEOUT FEATURE ... utttiiiieiiiiitietiiesessseitbttteesesssasbtbtesseessasssssastsasssasasssasssaessssstbesssasesssasssesssesesssassbeseessesssassbesaesseessassssbasssasssesasbbasssasssssnsres 29
(OIS =N O LUl 4 SV [ =TT/ = RO 30
(G110 S =N O LU 1 N 17 =TT 31
L Tt U (o) [=Tot =T 0 o (o OO OOV RS UPT U T 31

[ T T g P T ot T S = LU =) 1] SRS 32

L T Y T ot (o] T IR ] e= U =T oo o S 34
VN DR U ST =IO PPTPRRRON 35
S 0= = 2 B O 0 1S = 1 TR 35
CLOSE OUT/ DEOBLIGATION TAB AND FINAL CLOSE OUT ...iiiviiiitiiiitieeitee e ittt e etee s steseetesssbessabesssbessasessssessssessssessssesssssssssessssesssbessssesssesssbesssessssessnsessssessnsessssessnsesans 36
LN T GRS 39

Chapter 8 Page: 4



TEAM-Web User Guide Print Date: 3/10/2008

o/

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.

Financial Status Report

The Financial Status Report (FSR) is one of the two reports (usually quarterly), which are required to be filed by Recipients of FTA
funds for active/executed projects. The FSR is generally submitted before the Milestone progress/Report.
1. The FSR 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 Financial Status Report. The FSR page has a Summary, Financial Status, and Remarks & Comments tab.
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/3 TEAM-Web ( Quality Assurance Database ) - Microsoft Internet Explorer . -[alx| |
/] TEAM-Web { Quality Assurance Database ) 1234 - Microsoft Ink ] 4

'Financial Status Report @I&J@Iﬁﬁ"

Summary | Financial Status |Remarks & Comments|
| © Work In Progress| ¢ Submit Report]

Recipient: 5328 |CITY OF MONTPELIER:

Project: f1234 [welcome & Multi-modal Trans. Center
Amendment: fwwelcome & Multi-modal Trans. Center

& Onarterly © Monthly © Other

Period: [ 2004.2nd Quarter =] Cost Plan;

Final Report? I Mo, Mot Final Report j‘ Type of Rate: || M/A

Paper Award?  Yez: & Mo Rate: 0.00%

Initial Submission: | Base: $0.00
Last Update: | Total Amount: $0.00

Pre-Award
Authority? © Yez & Mo Federal Amount: $0.00

ik

Report Status: Mo MS/P Report, No FSR:
Project Status: |Pendinq Submission

|ﬂj Mo quarkerly report exisk for the selected period: 2004, Znd Cuarker I_ ’_ E |° Inkernet v
Figure 1

Summary Tab

3. The Summary tab provides basic information (see Figure 1), with entry fields for the Period of the FSR, 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. The Summary tab also displays the Recipient Information, Report Status, and Project Status. Fields with a blue border may be
edited
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. Financial Status Tab
5. The Financial Status tab is used to prepare financial status reports (see Figure 2). The financial status report provides a
snapshot of funds drawn and/or encumbered through the latest reporting period based on Line H (Total Federal Funds - net
project obligations). Again, 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).
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 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 A (Total Outlays), B (Recipient Share of Outlays), D (Total Unliquidated Obligations),
and E (Recipient Share of Unlig. Oblig.) in the Cumulative column. TEAM-Web will compute all other lines (C, F — 1) based
on your entries.

7. Once submitted, the Cumulative amounts in Lines A, B, and C carry forward to the Previous column when the TEAM-Web
FSR is opened for the next reporting period
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. 3 TEAM-Web { Quality Assurance Database ) 1234 - Microsoft - II:Ilil

rFinancial Status Report %l \% |\H :%:\:J ﬁ ||
SuUrmmary Financial Status |Remarks & Comments]

Line: Transactions: Previous This Period Cumulative

A Total Outlays: | $0.00/ $0.00 || $0.00
B.  Recipient Share of Outlays: | $0.00 ] $0.00 || $0.00
C.  Federal Share of Outlays: | $0.00 | $0.00 | $0.00
D Total Unliquidated Obligations: | $0.00
E. Recipient Share of Unlig. Oblig: | $0.00
F.  Federal Share of Unlig. Oblig.: | $0.00
G. Total Federal Share {C+F): | %0.00
H.  Total Federal Funds: | $0.00

L Uinobl. Bal. of Fed Funds (H-G): | $0.00

|:Ei| Mo quarterly report exist For the selected period: 2004, 2nd Cuarker I_ I_ E |ﬂ Internet =

Figure 2

Remarks & Comments Tab

8. The Remarks and Comments tab (see Figure 3) is used to enter additional information pertaining to the FSR. Two boxes are
available for entering comments; one is for Recipient comments and one is for FTA comments.
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v 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)

2} TEAM-Web { Quality Assurance Database } 1234 - Microsoft I -0 x|
rFinancial Status Report %l \§ ||@ [ﬁﬁj %ﬁl
S ary Financial Status Remarks & Cumments|
Recipient Remarks
FTA Remarks
|:E:| Mo quarkerly report exist For the selected period: 2004, 2nd Quarter l_ l_ g |ﬂ Internet 4
Figure 3

Additional Notes:
= If you have pre-award authority then you must submit an FSR. If you have not incurred costs, you must submit a $0 FSR.
= You must enter information in rows A and B in if you have incurred pre-award costs.
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v = 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 FSRs can be submitted by putting information into the cumulative column in the FSR financial status screen.
= Prior financial status 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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-06-0077-25 - Microsolt Internet Explorer [ _ O] =]

Milestones Status Report E‘M&II&II@&J&JM

Summary | MWilestone Status |

% Work In Progress © Submit Report

Recipient: |22I]D IDEPT. OF TRAMSFORTATION OST/ACCOUNTING OFERATIONS
Project: IDC—DE-DD??-ES IPF’&OVIDE COMPUTER SUFFORT
Amendment: IADDITIONAL FUNDING FOR OST COMPUTER

Pre-Awanrd

Period: |Fv2o01, 3rd Quarter =] P;:perp & Tes € Mo Authority? © Tes & Mo

& Carterly © Monthly © Other ]S]:li::]ﬁssion: I
Final Repori? IND,NDt Final Reponj Last Update: I

Report Status: IMS,.*P Feport In Progress; Mo FSR

Project Status: |encling Subrmission

Project Status Overview

0H-26-7013-00
€ &1 Done l_Elﬂ Internet 4
Figure 4

Summary Tab
2. 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 (Figure 4).
3. Select the Period and whether or not this is a Final Report. Also add comments as needed to the Project Status Overview field.
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v 4. Select whether the report is to be submitted by choosing either Submit Report, or by selecting to save this as a Work In

Progress.

Milestone Status Tab

5.

~

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 ALL.

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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f@ TEAM-Web { Quality Assurance Database ) PA-03-0297-00 - Windows Internet E... |~ |03
Wt

Milestones Status Report

@) ofud 4] @ GRS

Y

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 |RFBIssued 11/28/1995 ] o
2 |Contract Award 2M1/M19899 0 6/30/2000
3 |Project Complete 9/30/2005 | 6/30/2009 | 11
12200-122306| 1 |RFPAFBE Issued 11/28M1995 ] » ]
2 |contract Award 2111998 0
3 |Contract Complete aDIEUDE 6/30/2009 | 10
12200-127104| 1 |RFP/FB Issued 1/28/1995 0
2 |Contract Award 211999 ] G/30/2000
3 |contract Comnlete ar3nr2005 | Ar3n2009 M
Line Item: 122306 3rd party construction
FTA Amount: |$24.760,782.0 |Total Eligible Cost:| $30,950,978.0 0

3rd Party Coniractor Code:

[ Milestone Detail Description

(| Milestone Progress ‘\@

@ Internet

F 100%:

-

Print Date: 3/10/2008

Figure 5
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vNotes: 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 (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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3 Hewse Pm|ecl Budgel [VA QI] [II]31 12] Mlcmsofl Inlemel Ellpll]lel

!IEI

Summary

Revise Budget T Yiew Budget T Change Log T Revise CDntrUITDtaIS]

Print Date: 3/10/2008

Recipient: |5523

|EIUSINESS MANAGEMENT RESEARCH ASSO, IMC

Project: fvA-30-0031-12

|MONITOR GRAMNTEE FROCUREMENT

Amendment:|Increase Task Order

Revision #: IRev. Moo 1 (Current_Drafted) j Quantity  FTAAmount  Total Elig. Cost
B —~ ﬂ Current: | 0 $1.481833.00 | $1.481.833.00
. Change: | il | $0.00 $0.00
Created:  [7/26/2001  [Jim Muir Revised: | 0 $1.431,833.00 | $1,481,833.00
Submitted: | |
Approved: | [ % Change:| 0.00% | 0.00% | 0.00%
~
Approver Notes:
[~
E
‘ & 5 @ era 7
|&] OH-26-7013-00 =R 4|

Revise Budget Tab

Figure 6

6. Click the Revise Budget tab (see Figure 7). This tab is where fund amounts may be shifted from one ALI to another ALI.
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.
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v 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 shifted amount from the current amount.

11. For a shifting of funds, reduce the funds in the FTA column only.

12. To add an ALL, click the “Add” button and add the ALI number in the Budget Activity field

13. 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 ALL.

14. 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 AL, 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)

15. Project Control Totals and Difference amounts appear at the top of the screen showing any changing differences, as existing
ALls are modified or deleted and/or new ones added. The goal is a balanced (no Difference amounts), revised budget.
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Summary Fiewvise Budiget Wiew Budget T Change Log T Fevise Contral Totals ]
C1PRJIBUD g PROJECT CONTROL TOTALS:[ 0  $1481.83300]  $1.481,833.00
4 20000 & Current DIFFERENCE:[ $0.00 | £0.00
P 222102 = — — =
Activity Activity Line Item Description ity FTA Amount Total Elig. Cost
— 50000
b 510501 222102 |GRT FROF SER 3RD %TYTECH AST 1] ) $IBDT,181.DD $BD;81.DD
P S10502 T T
P 510503
51000
P 510501
_10OTHER
|2uuuu = HUMAN RESOURGES | DI $307,181 .uul $307,181 .uu|
Scope/ALL: |2221 n2 Details:
Sid. Desc: |GRT PROF SER 3RD PRTY TECH AST =l
User Desc: IGRT PROF SER 3RD PRTY TECH, e
Fuel: | ;l LI
Reviewer =
Messages: LI
|&] Dore I_E|O Internet i

View Budget Tab

Figure 7

Print Date: 3/10/2008

16. 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.
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3 Revise Project Budget {(AK-03-0024-00) - Microsoft Internet Explorer

=10/

tRevise Project Budget

=

N =

[ SummaryT Revise Budget

iew Budget

Change Log T Rewvise Control Totals ]

PRJBUD-Project Budget 0 3] §0.00 §5,621,840.00 §0.00 §7,027,300.00
13200 -TRAMNSITWAY LINES 0 3 §0.00 §4 643579.00 §0.00 §5,804 472,00
132101-ENGIDESIGN - RA 0 1 §0.00 $86,130.00 §0.00 §107 662.00
132101-ENGIDESIGHN - RA 0 1 §0.00 §102 674.00 §0.00 §128,342.00
132301-RAIL COMSTRUCT 0 1 §0.00 §4,454 775.00 §0.00 §5,868 468.00
13700 -OTHER CAPITAL ITE 0 3 §0.00 $978,261.00 §0.00 §1,222828.00
137208-FORCE ACCOUNT 0 1 §0.00 $a10,607.00 §0.00 §1,013,258.00
137900-PROJECT ADMIME 0 1 §0.00 $5,641.00 §0.00 §7.051.00
137900-PROJECT ADMIMN- 0 1 §0.00 $162,013.00 §0.00 $202,519.00
MNOMADD-OTHER 0 i §0.00 §0.00 §0.00 §0.00
& ’_’_|—g|ﬂ Inksrnet 4
Figure 8

Print Date: 3/10/2008

17. 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
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=10/ x]

Revise Project Budget &) || ||

Change Log Revise Control Totals

[ Summary T Rewvise Budget T Yiew Budget

A Change Revised  Change FTA Revised FTA  Change Tot. Elig.  Revised Tot. Elig.
Activity Line [tern Quantiy Quantty  Amount Amaunt Cost Cost
g‘] javascript:selectTabi4) |_|_|—é_|0 Internet A
Figure 9

Revise Control Totals Tab

18. The Revise Control Totals tab page presents all the control totals in the Project budget in a spreadsheet format.

19. The view to the left within Figure 10 displays 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.

20. Please notice that the modifiable fields are “outlined”

21. 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

22. After submitting the budget revision, FTA will determine whether or not the revision is approved.

Print Date: 3/10/2008
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3 Revise Project Budget {AK-03-0024-00) - Microsoft Internet Explorer

# 3 Revise Project Budget (AK-03-0024-00) - Microsoft Internet Explorer

Print Date: 3/10/2008

=10l x|

B 25 Revise Project Budget 8 | | [

[ Surmmary T Fevise Budget T “iew Budget T Change Log Revize Control Totals [ Summarny T Rewvise Budget T Yiew Budget T Change Log Revise Contral Totals
FTAAmount  Tat. Elig. Cost FTAAmount  Tot. Elig. Cost
# Change Control Totals BUDGET TOTALS: | $5621,840.00 | $7.027.300.00 " Change Control Totals BUDGET TOTALS: | $5.621,840.00 | $7,027.300.00
" Al Control Totals DIFFERENCE: | $0.00 | $0.00 Al Control Tatals DIFFERENCE: | s0.00 | $0.00
. Current Revision Pending Praject i q q q Pending Frior Approved
COMTROL TOTALS: . Current Revision Pending Praject  Prior Approved
Changes  Totals CONTROL TOTALS: Changes  Toals Project Totals #rr;elndment #rr;e‘ndment
Gross Project Cost: $0.00  §$7,027,300.00 _ TELS mENS
Adiustment Art: 300 $0.00 Gross Project Cost: $0.00  §7,027,300.00  $7,027,300.00  $7,027,30000  $7,027,300.00
Total Eligible Cast: $000  §7,027,300.00 Adjusm?e_m a $0.00 #000 #000 000 000
Total FTA Amount: 5000 $6,521840.00 Tatal Eligible Cost: §0.00  §7,027,300.00  §$7,027,300.00  §7,027,30000  §7,027,300.00
Total FTA Amount: 0.00 5,621,340.00 5,621,840.00 5,621,840.00 5,621,340.00
Total State Amount; $0.0 $0.00 e o 5 621, $a.621, B.621, $5.621,
Tatal State Amount: 0.00 0.00 0.00 0.00
Total Local Armount: w000 $1,405,460.00 el State Ao i g g g g
Total Local Amount: 1,405,460.00 1,405,460.00 1,405,460.00 1,405,460.00
Other Federal Amt: $0.00) §0.00 otal LOcal AmDLUN § § § § §
: Cther Federal Amt; 0.00 0.00 0.00 0.00
Special Cond. Amt: $0.00) §0.00 BT egerEl A $ i i i i
Special Cond. Amt: $0.00) §0.00 §0.00 §0.00 §0.00
& EEE BRI
Figure 10

Note: Only non-FTA money may be shifted and/or altered.

Approve Budget Revision

23. For the FTA user to approve the budget revision, they simply have to click on the approve icon identified in Figure 11.
24. Conversely, the FTA can disapprove the revision just as easily with the disapprove icon.

25. 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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3 Revise Project Budget [AK-D3-0018-00) - Microsoft Inlemel_EprDmI

Eevise Project Budget

M=
I~ =T

Surmmary Fievise Budget T iew Budget T Change Log T Fevise ContrDITotaIs]
Recipient: |5?99 |Inter—|s|and Fermy Autharity
Project: J4Kk-03-0018-00  [Hollis-Ketchikan Farny

Amendment:|Ho|||s—Ketch|kan Ferry

Revision #: ||Rev. Mol (Current—Submitted)j |

Print Date: 3/10/2008

3 Revize Project Budget [AK-03-0018-00] - Microsoft Internet Explorer

Revise Project Budget |

Summary Fevise Budget T ‘iew Budget T ChangeLog |
Recipient: |5?99 |Inter—|s|and Ferry Authority
Project: |AK—03—DD1 8-00 |HOIIiS—Ketchikan Ferry

Amendment:|Hallis-Ketchikan Ferry

Revision #: || Fev. No.: 1 (Appr.- 9/26/2001) j|

Quantity FTAAmount  Total Elig. Cost Quantity FTAAmount  Total Elin. Cost
B | %l Current: | 2| $6345416.00 | $7.901.145.00 B | ill Current: | 2| $6.345.41600 | $7.901.145.00
Change: | ol $0.00 | $0.00 Change: | 0| $0.00 | $0.00
Created:  [11/1/1933 [Frankiin For Revised: | 2| s63ds41600 ] $7.901.145.00 Created: 117171333 [Frankiin Fort Revised: | 2 [ se3as41600 [ $7.901.145.00

Submitted: [9/25/2001 | Submitted: [3/26/2001 |

% Chang 0.00% 0.00% 0.00% % Ch : % 0% 00%

Approved: | | I I I Approved: |9f263’20m ITravis Klein Rk I 000 I 0.0 I 0.00

Approver Notes: Approver Notes:
B B
H H
|@ Thiz Budget Revizion Request iz Submitted and iz therefore Read-Only, except for the Approver Motes, ’_E‘Q Internet |@ Budget Revision No. 1 has been successfully Appraved. l_’—é_|® Internet
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

Summ ary | Project Funding
Recipient: 1427
Project: PA-03-0259-04
Amendment: Corridor One Regional Rail Project

Recipient UZA: 420890 HARRISBURG, PA

NEET

| By Amendment |

CUMBERLAND-DAUPHIN-HARRISBURG TRANSIT AUTHORITY

Corridor One Regional Rail Project

Project Type: Grant Award Cost Center: 65000
Status: Last Dish Date: 5/21/2007
FRC Ctrl #: Close Date:
User Name/Title: Date/Time:
Last Herman C Shipman 112/2007 4:44:48 PM
Obligation Deputy Regional Administrator
€D Internet *100% -

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.

Print Date: 3/10/2008
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M= 3 Project Funds/Status - Microsoft Internet Explorer

Print Date: 3/10/2008

HI= E3

. l . i
IPro.]ect Funds/Status % || %; E%{EI IPI‘O,]eCt Funds/Status \% ” %i :él Tf
Summary Project Funcing | By Amendment | Summary Praject Funding | By Amendment |
View By: |Ac:c:l:|unt Clags Code =] View By: |Financial Furpose Code =)
| CatChr | Ao Clazs Cd |FP| Reservation | Obligation | [eabligation | Dizbursement | Refund |FP| FPC Description | Rezervation | Obligation | Dieabligation | Dizburgement | Refund
ES000) 1996.21.90.91.1 |00 $208,640.00 $208,640.00) $0.00) $200,640.00 $0.00( | oo CaPITAL $453.001.00 $453.001.00 $180,000.00 $132.12394 $0.00
gR000 | 1396.21.90.91.1 |02 $43,960.00 $48,960.00, $0.00 $48,960.00, $0.000 |06|STATE ADMINISTRATIO $465,314.00 $45,314.00 $0.00 $0.00 $0.00]
BRO000) 1998.21.90.911 |02 $0.00 $0.00) $0.00 $1.679.00 $0.00)
ERO00 ) 1998.21.90.91.1 |04 $420,207.00 $418.527.00 $0.00 $37E.509.00] $0.00)
Project Totals: FE¥Y.A07.00 $676.127.00, $0.00 $628,088.00) $0.00) Project Totals: $495,315.00 $459,2315.00 $180,000.00 $132.12394 $0.00
1996.21.0091.1 - 00 Totals Dishursement/Refund Records: 00 - CAPITAL Totals DishursementRefund Records:
Net MNet
B 208,E640.00 R . .
Obligations: : Account Class  |Tranzaction|  Transaction Transaction Obligations: $273,001.00 Account Clazz  |Tranzaction]  Transaction Tranzaction
gf‘.ib . $200,640.00 Code Type Drate Amount Nn_at $132.123.94 Code Type Date Arnovnt
hfﬂ‘u.tsemen = 1996.21.90.91.1 DISE 5/21/2001 $1 60600 il gls;memenis: 1999219046 1 DISE 37274200 $21.639.07 il
Dishursements: $208640.00( 1335.21.30.91.1 | DIsE 12/14/2000 $3.263.00 D;h'memm: $139.315.00 [ 1599921 90361 | DISE W27/200 T7 504 £
Unliguidated 1396.21.90.91 1 DISE B/22/2000 $17.730.00 i 1993219051 | DISE 241642001 $3.956.29
S $8,000.00 e —— | D1 $140,577.06 vl
: B prv————— Py Py PR
|&] Done ’_E 0 Intemet |&] l_la_|ﬂ Internet v
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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23 Project Funds/Status - Microsoft Internet Explorer [ _ | <} Project Funds/Status - Microsoft Internet Explorer
- I ]
Project Funds/Status % %i E%fl Project Funds/Status
Surmm any Project Fu By Amendment | Summ iy Project Funding By Amendment |
Amendment Number: | MO-90-3006-02 = View: ICumuIative to selected Amendment ¥ Amendment Number: IMD—QD—SDDE—DZ "I View: ICumuIative to selected Amendmentﬂ
[Coth [ Uzt [ Aco Class mggggggggg‘ h | Obligstion | Decbligation | NetObligation || [CatCu [Uza | AccClasscd [FP] Reservation | Dbl | 1l Wieblle -*"*-'r'ler'ldr'r'ler'lt
-5(0-3006- ct i
E3000] 240000 | 139,21 90 jpprowerne g0 [ 313931500 3000 | $139.315.00]| [ca000]240000] 139321 30461 00 s13amE00]  $1smeramr oo e —yremaom
53000 | 240000 ] 2000.21.18.5E: $46,314.00 $0.00 $46,314.00] | | 63000 | 240000 | 2000.21.18:6.1 |05 $46.314.00 $46.314.00 $0.00 $46,314.00
£3000 | 240000 | 2000.21.90.<E6.1 | 00 $313 6B6.00 $31:3 686.00 $120.000.00 $133.686.00 | | 69000 | 240000 | 2000.21.90.<6.1 |00 $313,636.00 $313,636.00 $180,000.00 $133,686.00

Totals:|  $49331500] g49a3500] g1so00000] 331931500 Totals:| 349931500  gas9ms00]  g¢1sooooo0 ] gmaasoq)

@] Dore [ & [ Inteinet |&] Dore [ 5 [ Intemet

Figure 14

FPC Transfer

FPC Transfer Tab

1. The current funding for a project is shown on this screen (see Figure 15).

2. The highlighted Acct. Class Code from the table to the far left reveals all the instances of where and when the project was
funded in the center “Transfer From:” table.

3. The data highlighted in the “Transfer From:” table reveals all of the eligible FPC’s the user can transfer from in the “Transfer
To:” table to the far right. 1f an FPC is not listed, then the user cannot legally perform the transfer.

4. 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.

5. Remarks pertinent to the transfer may be made in the FPC Transfer Remarks field.
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%
i
tFPC Transfer %l‘@: E%:‘:-l ﬁl
FFC Transfer | Unsaved FPC Transfers | Prior FFC Transfers |
Recipient: |1DDD IALAEIAMA DEPARTHMENT OF TRANSPORTATION
Project: |AL-1 G-00Zz8-00 Fy' 2001 Capital /Purchased Transpor
FPC Transfer By Travis Klein [anatyst |a/25/2001
Transfer From: Transfer To:
Acct Class CodefFPC]  |Amd] Cost uzA | Fy Available For| Transfer FPC Transfer
o001 21 16.00. 1 [0 # |Center] Transfer Amount Amount
00 [65000 |10000 [2001] 1,341,753 00 0.00 [ 0.00‘_0
02 0.00
0.00

FPC Transfer =l
Remarks:

|@ Done

’_ Ele Internet 4

Figure 15

Unsaved FPC Transfers Tab
6. 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).
7. This screen is read only, and the transfer remarks should correspond to the record that is highlighted.
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: =
'FPC Transfer % H %5 :g:(zl ﬁ)“
FPC Transfer Unsaved FPC Transfers Prior FPC Transfers |
Amd Cost From | To Transfer Transfer Transfer
e FeC | FPC |  Amount Daie By
FPC Transfer B
Remarks:
| |
&1 Done |_|'|§|_|@ Internet G
Figure 16

Prior FPC Transfers Tab

Print Date: 3/10/2008

8. 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.
9. This tab/screen is for viewing previous transactions, and is therefore not modifiable.
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X
| -
'FPC Transfer % ” @! :%J _|%0fo
FPC Transfers Unsaved FPC Transfers Prior FPC Transfers
Amd Cost From | To Transfer Transfer Transfer
g | mtlmatet o] | v e | e Date By
FPC Transfer =l
Remarks:
| -]
|&] Dore l_la_|@ Internet 4
Figure 17

Project Info

1. 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.

3.

If the project is not Active/Executed, then you will receive a pop up message as displayed in Figure 18.

Print Date: 3/10/2008
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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.

2} TEAM Web Version 1.0 - Microsoft Internet Explorer

Project Query Results &

Project Number Description Rev. Microsoft Internet Explorer B
DC-06-0077-24 ADDITIONAL FUNDING FOR OST COMPLTER 0
|mTeel=NrielnieNaln] lraar THarte ekt Mata hase 0 . . . . . .
A\ Project Info - Mictosoft Intemnet Explorer : g & Pleaze make changes in the Project Information under b odify Application.
GH 0
Project Info 8
Recipient Contact:  [DAN STANTOM stance 0
0
A Project Manager: |J\M rALIR 0
Update Cancel |
’_E" Intermet 4

% Project Info - Microzoft Internet Explorer M= E ‘

/2 hitps: //ftateamweb_fta_dot. gov/teamweb/ProjectMan. . [H[=] E3

Project Info
Reciplnt Contact: [DAN STANTON

ETA Pruje-::t Manager' IJ”‘-.-"| MUIR f Project MA-90-0059-11 successfully updated.

Updatee] Cancel Close |
\ o |
\|@ Daone I_la_lﬂ Irterret Ai@ — |13 @ rere Z

|&] DC-06-0077-24

Figure 18

New Closeout

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.

Chapter 8 Page: 28



TEAM-Web User Guide Print Date: 3/10/2008

Notes:
= Anamendment number will automatically be assigned to the project, whether a deobligation is required or not.
= Once a close 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 FSR, and final milestone report.
= Final budget and final FSR 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)

Ele Edit V¥iew Favorites Tools Help @ @
o [@TEAM-Web(Quahty Assurance Database ) ]_} - B f= v b Page ~ {3 Tools - ”
Misin Meny - (Home 7 Project Query Results &
ain Menu - (Home) " —
cations
w and Approval L-90-X100-00 FY 1987 SECTION 9 CAPITAL AND PLANNING G 2 [:l
ution IL-90-X160-00 CAPITAL 2 3
= Project Management 7 IL-90-X178-00 RAIL MOD REHAB 2
B S R 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_¥232.02 CAPITAI 1 [v]
3 Project Details @
Project Number: |IL-90-X100-00 FY1988 Cost Center: 785-00
Out Process |’
Application Type: Paper Submitted: 6/30/1984
T Entered: Awarded: 9/30/1987
Funding Adjustments 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 |-|CHICAGO TRANSIT AUTHORITY
hd
& 1nternet H100% v
Figure 19
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Close Out Reviewer

1.

gk wm

6.

7.

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).

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.

3 Close Dut Reviewer - Microsoft Internet Explorer - |E| ZI Z} Close Out Reviewer - Microsoft Internet Explorer §: =181 x|

. Project E ted
Project Executed oject Lxecute Iz/
Budget Exists M/
Budget Exists
Unliquidated Balance
Unliquidated Balance
This Project has unbiqudated finds of $3566815 00
Unliepidated funds shall be deobligated in the full amount specified above.

This Project has unliquidated finds of $3566818.00
Unhiepudated funds shall be decbligated i the full amount specified above
Do you accept? YES ¥ NO T

Do you accept? YES T NO T
Show Contrel Tetals

U I N SN SY

Show Control Totals Final FSR
Final FSR Note: Financial Status Eeport is not marked "Final"
Final Milestone Report
Final Milestone Report Mote: MilestoneProgress Eeport is not submirted
Zome of the Milestone Progress Report actual completion dates are mvahd.
Proceed to Close Qut Srocesiin tloes Out
| &] pare ’_ l_ rg 4 Intermet 4 Eoone R T

Figure 20

Unliquidated balance - to accept the amount that will be deobligated, click in the *yes” box. A checkmark will now appear
(see Figure 21).

If a deobligation is required, you will need to adjust the control totals. (Click on “Show Control Totals).Make the necessary
adjustments to the local share in the close out amendment column (enter a minus sign before the amount if the local share is
decreasing), then click ok.
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Note: In this example, there are no checkmarks next to final FSR 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

2 Close Out Reviewer - Microsoft Internet Explorer =101 /3 Close Out Reviewer - Microsoft Internet Explorer =10 x|
Project Executed M/
Budget Exists B\ M/
Unliquidated Balance
Please Enter Conirol Totals: |
This Project has unlicquidate, ds of $988865.00 Current Amendment Cloze Cut Amendment
Tiliqudated funds shall g€ deobligated i the full amount specified abowve. .
Do you acaept] YES P ND Total FTA Amount:  [$352 500.00 (5958 885.00
Show Control Totals Total State Amount: [$01.00 [50.00
Final FSR Total Local Amount:  |$248,125.00 $0.00
Wote: Financial Status Repor‘t 15 not marked "Fnal", Erecialbundbanonctd {0 L $0.00
Final Milestone Report OK | Cancel |
Note: Milestone/Progress Report is not marked/"Final"
Some of the Milestone Progress Eeport actua) completion dates are mvahd.
Proceed to Close Out m
[& l_ l_ E | Intermet /4 [&]Done l_ l_ ’—g #® Internet 4

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.
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10. Any item not checked, requires further action before completing the closeout request.

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 FSR totals must match)
14. Continue correcting and completing any items that have a circle with an “x”

3 JEAM-Web { Quality Assurance DatabaseEHaIEe S —I—I_ ol ﬂ /3 TEAM-Web ( Quality Assurance Database ) Budget Detail : DC-03-0050-01 - v M [=] B3]
Project Close Out NER ‘ﬂl CLOSE-OUT BUDGET( DC-03-0050-01 ) ron e B2 | 4 | @] 28]
Close Cut | Funds Status Close Out / Deobligation C1PRJBUD
& 1 13m0 PROJECT CONTROL TOTALS: 0]  $29434600)  $416602.00
Grantes Close Out P 113320 DIFFERENCE: 0 I $0.00 I $0.00
Budget - .
_1 OTHER
’_ - = Scope Scope Description Qty FTA Armount Total Elig. Cost
) 11300 [BUS - STATION/STOPS/TERMINALS i §$204,346.00 §416,602.00
Final FSR g
Financial Status Report is not tnarked "Final". -
Final Milestone Report . i
PROJECT BUDGET | u| 264,346 UDI $a1a‘502.uu|
Scepe/ALL |113DD Details:
Sl Desc: IBUS - STATIOM/STOPS/TERMINALS =
Usex Desc: |BUS—STAT\DNJSTUPS.’TEHMINALS |
Fuel: | Fuel Cel = ‘ E
Reviewer d
Messages: ﬂ
& ’_’_ré_le Internet /| [&] pane [ [ mtemet Y

Figure 22

Final Financial Status Report

15. 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 Financial Status Report screen

16. First go to the Financial Status tab (see Figure 23)

17. Revise total outlays (lines a and b).
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18. In the final report, only zero’s can be shown in the unliquidated obligations (lines d and e).
19. Line “i” must equal the amount being deobligated, or zero.
(REMEMBER: FINAL FSR AND BUDGET TOTALS MUST MATCH)
20. Click on the Summary tab
21. Change final report field to “Yes, Final Report”
22. Click in circle next to “Submit Report” (do not click in “Work in Progress™).
23. Click on the green OK button.
24. Continue making corrections until all items are checked.

/A TEAM-Web ( Quality Assurance Database ) ¥A-03- - Microsoft B [=| XN 5 TeAM-web ( Quality Assurance Database )} DE-D3-0050-01 - =1o] x|
'Financial Status Report %l % | |\E Eﬁl “gfl ,iinancial Status Report l
Summary Eimanzial Staius |Remarks 2 CDmmentSI Summary | Financial Status |Remarks & Comments|
[~ Work In Progress| © Submit Report
Line: Transactions: Previous This Period Cumulative W
A Total Outlays: | $0.00 $0.00 ”l $0.00 ‘ Recipient: [1338 [ ASHINGTON METROPOLITAN AREA TRANSIT AUT)
B Recinient Share of Oul ”| ‘ Project: |DC-03-0050-01 | [Springfield Station Parking Improve
cipie are :
P ays | $0.00 $0.00 $0.00) | amendment: [CLOSE OUT AMENDMENT
C.  Federal Share of Qutlays: | $0.00 | $0.00 | $0.00 & Quarterly © Monthly © Cther
D.  Total Unliquidated Obligations: [ ¢0.0p| | Period: [2004.2nd Quarter -] Cost Plan:
_ | - | Type of Rate: A -
Final Report? Ma, MatFinal Report ¥
E.  Recipient Share of Uniid, Oblig: [ ol | S Rt o
Paper Award?  Yes & o (=5 0.00%
F. Federal Share of Unlig. Ohlig.: I - l—
i 4 $0.00 Initial Submission: |4,."26,-"EDD4 Base: $0.00
G.  Total Federal Share {C+F): I +0.00 Last Update: 472672004 otal Amount: | $0.00
H. Total Federal Funds: I +0.00 Pre-Award futhority? & Yes © 1Mo Federal Amount: | +0.00
I Unobl. Bal. of Fed Funds (H-G): I $0.00 Report Status: [MS/P Report Submited, FSR Submitted
Project Status: |
|2:| Ma quarterly report exist For the selected periad: 2004, 2nd Quarker l_ |_|—§ |@ Internek v €] l_l_ré_IO Inkernst A
Figure 23
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Final Milestone Status Report

25.
Out tool to pull up the Milestone Status Report
First visit the default Summary tab (see Figure 24)
Change final report field to “Yes, Final Report”

26.
27,
28.
29.
30.

31. Click on the green OK checkmark.

Print Date: 3/10/2008

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

Click in circle next to “Submit Report” (do not click in “Work in Progress”)
In the project status overview field enter in final narrative report.
Click on the Milestone Status tab and enter in actual completion dates for all milestones.

-
€ TEAM-Web ( Quality Assurance Database ) IL-90-X185-01 - Windows Internet Ex... = ||3/[Zd | @ TEAM-Web ( Quality Assurance Database ) IL-90-X185-01 - Windows Internet Ex... |~ |(0/E4
£ | http:|f63.91.83.67/teamweb/ProjectManagement/NewCloseOut/MiestoneR eport/startMilestones, asp?ProjID=IL-90 v € | http:(f63.21,83.67 feeamwebyProjectManagement Mew CloseCut /MilestoneReporkistartMileskones, asp?ProjID=IL-90| %
IB-Iilestunes Status Report @I‘ ROD ‘DELETI{‘ & I | = I‘ll@ % |E%I \‘gffll ’I\-Iilestunes Status Report @l‘ AOD ‘DELElq‘ & | I ® I‘ll@ % |[g§| Tgfll
Sumrm any Milestone Status | Sumrm any Milestone Status |
)'Work In Progress ) Submit Report Seq . L. Orig. Est.|Rev. Est. # Actual
Scope-ALI No Milestone Description Comp. | Comp. Rev Comp.
Recipient: | 1182 CHICAGO TRANSIT AUTHORITY Date Date Date
Project: IL-90-X185-01 BUS AND RAIL MPROVEMENTS FOR CTA Proj. Budget 1 |Hob Order Start — 2111992 0 211992
Amendment: CLOSE QUT AMENDMENT 2 |Design Start — 6111993 6/1/1993
Paper PreAward 3 |Construction Start — 0 111994
Period: FY2007. 2nd Quarter [v | *P°F, Yes NO gugoriyr  Yes  No 4 |Design End — 0 | ar99s
® oM OOt Initial 5 [|Various projects 1211989 | 6M1/2003 h\! 6/1/2003
Quarterly onthly = Submission: 6 |Construction End — 1203002005 0 [12/20/2005
Final Report? | No, Not Final Report | v | Last Update: 7 |Job Order Completion — 3312008 0 3312006
Report Status:
Project Status: Line Item-
Project Status Overview FTA Amount: Total Eligible Cost:
3rd Party Contractor Code: |
@ =1 Milestone Detail Description \=[ Milestone Progress
Done @ Internet +100% - Done @ Internet H100% -
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 Tab

32. This is a read only view (see Figure 25) that again allows you to verify the project balance, and disbursement amounts.

33. Click on project totals. This will show the total unliquidated balance of the grant, and all disbursements.

’3 TEAM-Web { Quality Assurance Database } Project Close Duk DC

=101 x]

|Project Close Out

RYEPAEY

Close Cut Funds Status B _ut / Deobligation
View By: IAccount Clags Code j
| CztChr | Acc Class Cd |FF'| Fieszersation | Obligation Deobligation | Disbursement Fiefund
B5000| 2001.47.03.31.1 |00 $483.023.00) $489,023.00 $0.00 $294.346.00) $0.00]
Project Totals: $483.023.00) $489,023.00 $0.00 $294 346.00) $0.00)
2001 .47.0331.1 - 00 Totals Dishursement/Refund Records:
et
€ P $489.023.00 [ Account Class  |Transaction] Transaction Tranzaction
Obligations:
Net Code Tupe Date Arnount
$294,346.00
Dishursements: . 2001.47.03.311 DISE  |3411/2004 12:00) $234.346.00)
Auth.
Dishursements: $483.023.00
Unliquidated
Balance: $194.677.00
@] Dore [ 5 [ mtermnet 4
Figure 25

Submit for Close Out

34. On the Project Close Out form, click on the green OK checkmark (see Figure 26)
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v 35. A message box will pop up and ask if you are ready to submit this project for close out
36. Click on OK

2} TEAM-Web ( Quality Assurance Database ) Project Close Out DC-03-00. =10l =|

Profect Close Out N Uil Microsoft Internet Explorer X
Close Cut | Funds Status Close Qut / Deobligation
Budget
— Are vou ready to submit this project for close out?

Final Milestone Report| - =

@« | ow |

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”

Figure 26

FTA STAFF ONLY FROM THIS POINT ON
FTA must now finish the closeout of the grant.

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.
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. Manually: click on Open Deobligations
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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

3 TEAM-Web { Quality Assurance Database ) Project Close Dukt TT-18

_ioi 1]

|Project Close Out

3 TEAM-Web ( Quality Assurance Database ) DC-03-0050-01 - Mi

1]

Deobligation

=
Sl ]

Gross Project Cost: I $170,265.00  Date Recip. Requesis Close-Oui: IB.-QQ.-QDU3

Adjustment Amount: I $0.00 Date FTA Approves Close-Out: [2/27/2004

Total Eligihle Cost: I $170,265.00 Date Records Sent to FRC: I
Total FTA Amount: I $170,265.00 Federal Records Comirol Mumber: I
Other Federal Funds: $0.00 Local Share: I $0.00

Total Obligations: I $170,265.00

Current Deobligations: I $170,208.00

Close Out Funds Status Close Out / Deobligation |
Recipient: |18l3?r |COMMONWEALTH OF THE NORTHERM MARIAMAZ -
Project:  [T1-18-X020-00 [Lease of Busses |1 398 |WASHINGTON METROPOLITAN AREA TRANSIT AUTHORI

ject: |DC-03-0050-01 [Springfield Station Parking Improve
Deohligation By: [Sorya Ransome | {5/11/2004
Acct Class Code-FPC Project Totals:
’m Type of Funding Total FTA Amount: I $294,346.00

Net Dishursements: I $57.00

Unliquidated Balance: I $170,205.00

" Bar-Matked Funds

Required Deohligation Amount: I $194.677.00

\Application will deobligate all unliquidated funds automatically. Open Daobligations Non-Ear-Matked Funds ¢ ni Deohligation i I $0.00
[Enter Deobligation Screen, to complete deobligations manually. v - Difference: I $194,677.00
Amend | Cost vEs | FY Aecct-FPC Total et Current
# Center Unlig. Balance | Obligaiions | Deohligaiions

00 A5000 510020 2003

$194,677.00

$4z0

Acct Class Code-FPC Totals: | $194677.00 | $489.023.00 |

$0.00

|ﬁ;j Done

l_l_ré_ # Internet =
|E§| Dane
Figure 27

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

45. A pop up message will appear and ask if you want to close the project now (see Figure 28).

46. Click on OK

I_I_E|Q Internet A

47. Verify that project is closed when returned to project query screen. (you may need to refresh the query)
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Microsoft Internet Explorer

@ Wiould waou like to close the project now?

Ok

Cancel |

Project Details

Application Type: IEIectrunic

Entered:

Recip. Contact:
FTA Manager:
Status:

Description:

Print Date: 3/10/2008

I $-194,677.00

Total Elig. Cost: I $-194.677.00

Project Number: |DC-03-0050-01 |Fr2004 Cost Center:
Submitted:
|5i1172004 Awarded:
|LisaThompson Executed:
|Luci||e Fearson FTA Amount:
[Closed >

|CLOSE OUT AMENDMEMT
|1 398 - IIJASHINGTON METRCPOLITAN AREAL TRANSIT ::I

Recipient:

Figure 28
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Chapter 9 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 Funding Adjustment features Sonya Ransome
2.0 04/23/2007 | Major Formatting Changes and updates as Travis Klein
required
2.01 06/11/2007 | Continued Formatting changes and updates Travis Klein
2.02 06/13/2007 | Continued Formatting changes and updates Travis Klein
including indexing
2.03 02/29/2008 | Minor reference modifications Travis Klein

Print Date: 3/10/2008

* 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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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, Operating Budget Transfers, 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.
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zoft Internet Explorer [_[O] x|
Formula Apportionment Query Results &

/3 TEAM Web Version 1.0 - Microsoft Internet Explorer

UZA 5 UZA Name Account
i) 010000AL ABAMA 2001 19370
010440BIRMINGHAM, AL 2001.19.37.JL
010810MOBILE, AL 20011937 JL
011460MONTGOMERY, AL 20011937 JL
040270PHOENIX, AZ 20011937 JL
; 040720TUCSON, A7 20011937 JL
Formula Apportionment 0B0020LOS ANGELES, CA 2001.19.37.JL
- |— 0B00B0SAN FRANCISCO-OAKLAND, CA 20011937 JL
; 060190SAN DIEGO, CA 20011937 JL
, = 060250SAN JOSE, CA 2001.19.37.JL
Tk [2001 5] 060390SACRAMENTO, CA 2001.19.37.JL
080240DENVER, CO 20011937 JL
App. Code: '
. I 090000CONNECTICUT 70011937 L
istration - - 10061 OWILMINGTON, DE-MD-MJ-PA 20011937 JL
110080WASHINGTON, DC-MD-V A 20011937 JL
| Inltatlon: . 120180MIAMIEHIALE AH, FL 20011937 JL
Infarmatian 120400FT. LAUDERDALE-HOLLYWOOD-POMPANO BCH, FL2001.19.37.JL
| v Eibmitdusry | 120460JACKSONVILLE  FL 2001 .19.37.JL_IL|
4 L3
e/ Apportionment Details
Apportionment: |$1 10.007.00 Available App.: |$11D,DD?_DD
Cap.: J#110.007.00 Available Cap: [$110,007.00
Ceiling:  [$110.007.00
4 | |
I_’_|° Intermet A

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).

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

4. You can hit OK or Cancel to exit the screen.
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3 Yiew/Inquiry Apportionment - Microsoft Internet Explorer

3 Yiew/Inquiry Apportionment - Microsoft Internet Explorer

Print Date: 3/10/2008

'Vimflnquiry Apportionment M 'Vimflnquiry Apportionment E%‘él ?fl
vza:  [oroooo  peR o JaLABAMA [orooo0 pen  JaLaBAMA
FF: 2001 Ap: E Section: |37 Limit: [JL e [eoor Ap: iE Section:  [37 Limit: [JL
Lapse l— Lapse l—
Year: 2005 Year: 2005
e Inguiry | Audit Trail | Inguiry Audit Trail
Inguiry/dwdit Trail
Apportionment: Cap: Ceiling: Updated Date J Updated By Tiane Type | Pl
Initial Authority: | $100,000.00 | $100,000.00 | $100,000.00 T T TETen Piilis e = TR
= i l— 0/27/2001 2:56:44 F i Mathan Fhillips Transfer From 200112
Sk T $0.00 QUZEF2001 1:12:03 PM Mathan Phillipz Edit MNane 200112 LI
Transfer In: f $110,150.00 | $110,150.00 | $110,150.00 . o - - -
Transfer out: | $526.00 | $526.00 | $526.00 Prevoys: Cliange: Carrent
' : : : Apportionment: | $7.00 | $100,000.00 | $100.007.00
EFF Authority: | $110,007.00 | $110.007.00 | $110,007.00 Con: | y700 | yo000000 | $100.007.00
Reservations: | 000 | $0.00 Ceiling: f $7.00 | $100,000.00 | $100.007.00
Obligations: I $0.00 I £0.00 Formula Apportionment Remarks:
ty =
Recovery: f 000 | $0.00
fvailable Bal | $110,007.00 | $110,007.00
H
4 | o
|&] 10000 [ [ Intemet /| [&] 10000 [ [ Intemet v
Figure 2

Modify Formula Apportionment

1.
2.
3.

ISR A

From the main menu click on Modify (see Figure 3).

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

the mathematical change.

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.

Click the OK button to save and close the screen.
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o/

2 TEAM Web Version 1.0 |2} Modify Formula Apportionment - Microsoft Internet Explorer M=l B
. . ]
Modify Formula Apportionment 5 i Eﬁ&l ‘{

UZn:

1| FFY:

UZa
Hame:

|D1DDDD
|2EIEI1 AP:

[ALABAMA

|1 g Section: |3.'f‘ Limit: I.JL

Lapse I—
Year: 2005
Previous: Change: Current:
Apportionment; | 120,007.00 | 000/ 120.007.00 |
Cap: | 109.607.00 | 000/ | 109.507.00 |
Ceiling: | 110,017.00 | 000/ 110.017.00|
Formula Apportionment Remarks:
=
i
g 1
€1 120000 &] Done I_I_lﬂ Internet 4

Transfer Formula Apportionment

Figure 3

1. Click on Transfer under Formula Apportionment in the main menu.

no

glass to open a new window that allows you to select the account data (see Figure 4).

Select the radio button for the account and click OK.
The data will populate for you.

Enter the transfer amounts.

Add desired transfer remarks.

Click OK to save and exit.

No ko

Print Date: 3/10/2008

Data for the apportionment fields outlined in blue may be entered in manually, or you may click on the details magnifying
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/3 Formula Transfer - Microsoft Internet Explorer

Formula Transfer

(=]
(01 I} CAMCE] 0K

|FROM APPORTIONMENT: 9&! W' Rules Enabled | Transfer Remarks:

UZA,

Uza: IDEDDED i

ISAN FRAMCISCO-OAKLAND, CA

Print Date: 3/10/2008

) Select an account - Microzoft Int... =] E3

FY: ([2001 ‘np: [13 |59 '

|T0 APPORTIONMENT:

’HI— uza, |

Mame:

Select an acount (To)
|3? ||Limit: IJL | e

™ 010000 - 2001.66.03 EH
o 010000 - 2001.61.81.BS

- 200147 03 31

o 010000 - 200123 26,43

FFY:I ‘nP: I |Sectiun: I ||Limil: I ™ g10000 - 2001.23. 1857

010000 - 200123 08 5F
o 010000 - 2001.21.90.91

|FROM: | Apportionment: | Cap: | Ceiling:
™ 010000 - 2001.21.18 51
|Effec‘lhre: ‘| 1.219.903.00 \| 1.219.903.00 \| 1.219.903.00 &
010000 - 2001.21.16.53C
|Auailahle: “ 591,295.00 “ 591,295.00 “ 1.214,803.00 Q10000 - 2001.21.16.020
|T0: 010000 - 2001.21.16.00
|Ef'fecthre: ‘I 0.00 ‘I 0.00 ‘I 0.00 " 010000 - 2001.19.37.75
010000 - 2001.19 37 7
|ﬂ\.failahle: ‘I n.oo ‘I 0.o0 ‘I 0.00 I ' 010000 - 2001.19.37.JL j
| |
|Transfer: el 0.00 HI 0.00 HI 0.0 € D'Iﬂne [ | |4 Intemet 4
€] l_l_le Internet 4
Figure 4

Note: Transfers across multiple regions is not permissible. Select TBP personnel may be able to see the “Rules Enabled” check box
seen in Figure 4 — 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 5).
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.
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3. Enter the amounts in the change or current fields.
4. Add applicable remarks.
5. Click OK to save and close.

23 TEAM Web Version 1.0 - Micro reate Formula Apportionment - Microsoft Internet Explorer

Create Formula Apportionment E i |

o WS Q)
FFY: [ooo0 | ae: | Section: {[00 Limit: || ‘@
o [

Previous: Change: Current:
Apportionment: | 0.00 I l/ EI.EIEI|& IZI.EIEI‘
Cap: | 0.00 | n.00|| 0.00|
Ceiling: | 0.00 | 000/ 0.00|

Formula Apportionment Remarks:

o :

&1 120400

&) I_ I_ | Internet i

Figure 5
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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 6).
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

P00 T
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‘€ https:/iftateamweb . fta. dot.gov/? dbname=Quality&GUID =QUALITY _E506C559F 3DF4412B93203A6CB6DB04Y -

ns
and Approval
-ution
Query Advice
| B Any v
Staus: | Pending ||
Type: | Any [
1 Modif/Auth. Advice :
) . Ctrl #:
[l Delete Pending Advice
App Cd:

Allotment Summary

Operating Budget Submit Query

Motification

Funding Adjustment:
Civil Rights
TEAM Ad
Dynamic Qu
TEAM
B Help D

[= Exit

Figure 6

Create Advice

1. Select program type from the drop down menu list (see Figure 7).

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. Fillin 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.
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a https:/ /ftateamweb.fta.dot.gov /teamweb/FundsControl f AdviceMan: - | Ellﬂ
Create Advice p \Ql RIOC || DEL ETE |@ ta:{:‘J ﬁ:
| Frogram Type - FY: |2|j|]4 Create Date: |4f28,’2[|[|4
Allotment Type | # Status: | Create By: |Sunya Ransome
Mew Autharity 0
Control #: Auth. Date:
Carry Cwer 0 oniro I . ate I
Recavery 0 Version: | Auth.By: |
Advice Totals: | | |
Allotment Code Description Previous Change Current
New Authority Totals: | 0.00 | 0.00 | 0.00
Advice Remarks: Previous: Change: Current:
| ot 1: | o o] 0
tr Z: | 0 0| i
Qtr 3: | 0 | 0 | 0
Qtr 4: | | 0 1]
Tutal:l ] | a | 1]
|&] Done ’_’_ré_|ﬂ Inkernet y
Figure 7

View Advice

Pwn e

Click on the Advice Management menu option. Query the advice (see Figure 8).
Highlight the query you want to view.

Click on View Advice in menu option

Read-only screens with Advice details will popup.

Print Date: 3/10/2008
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a TEAM-Web { Quality Assurance Database ) - Microsoft Internet Explorer

=lofx]

Print Date: 3/10/2008

Advice Query Results # /3 TEAM-Web ( Quality Assurance Database ) 2004-UC-001 - Micrasoft Interny =]
Control # Description St. ‘ View Advice @l :%S[l ¥||
FG - Formula Grants A UC - Univ. Trans. Cir FY: 2004 Created Date: [10/22/2003
FG - Formula Grants A
FG - Formula Grants A Allotment Type | # Status: IAuthDrized Created By: IStephanie Harris
FG - Formula Grants A Mew Authority 0
FG- Formula Grarts A Control #: [2004-UC-001 Auth. Date: |1 0f24/2003
Fi5 - Formula Grants A Carty Over 2 . :
F& - Formula Grants A Fecovery 0 Version: |1 Auth. By: IKnsten Clarke
FG - Formula Grants A
FG - Formula Grants A
FGG - Forrmula Grants A Advice Totals 0.00 60,000.00 £0,000.00
FG - Formula Grants A — ! - 010 000010 S0
[Allotment Code] Description [ Previous | Change [ Current |
New Authority Totals: | $0.00 | $0.00 | $0.00
Advice Remarks: Previous: Change: Current:
Advice Details @ & Lllotment is issued to d Qtr1:| i I i I i}
establizhed to make carryover
Cl#: 00+FGO16 Authorized 226004 availsble per 5F-132 and SF- otr 2: | | 0 0
Status: [fvhorized Updated: 252004 133. otr 3: | 0 0] 0
FY: 2004 Previous: $1,741,848,087.27
: Otr 4: | | 0 0
Version: |1 Change: $-1.933.585.00 j
Created:  [2/262004 Current; $1.739 916.602.27 | 0] 0] o
| Reverses Allotment 2004-FG-014, which provided j
Text: 41,933,585 adwance FY 04 funds ([2004.21.90.91.1) to j
Window Opened in Read Only Mode.
&) z00aFa01s T8 [ eemet y |@ Done |_|_|—é_|° Internet Y
Figure 8

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 9).
To Authorize Click on the signature button

ogakrwdE

A new screen will pop-up.

Type in your PIN and click on button Execute.
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The Advice will be authorized

New Authority Totals: I 1,275.762.00 l_

3 TEAM-Web ( Quality Assurance Database ) 2004-AE-002 - Micro<oft Internekt - |EI|L|
| Modify Advice 2 |C1J| fon | oecee || @l E%ﬁl v
AE - Admin Expenses FY: |2[|[|4 Create Date: |4/28/2004

Allotment Type | # Status: W Create By: IW
[Mew Authority 1
Control #: |2004-AE-002 Auth. Date:

Carty Over 0
Recovery 0 Version: |1 Auth. By:

Advice Totals | 1,275,762.00 | 0.00 | 1,275,762.00
|Allotment Code Description FPrevious Change Current
2004.50.1 |4 DMINISTRATIVE EXPENSES 1,275,762.00) 0.00) 1,275,762.00)

4} Authorize Pending Advice # 2004-AE-002 - Microsoft Inte

Print Date: 3/10/2008

Authorize Pending Advice 2004-AE-002 with PIN

0

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

Advice Remarks: Previous:

Test =l owt:[ ooof | Official's Name: |Sonya FRansome Cancel |
atr 2: | 100 | Officials Title: | PIN: Execute |
Qtr 3: | 127576200 [ A

5 atr 4: | 000 | [&] bane ) Inkelnet / &
| 1,275,762.00 | 0.00 | 1,275,762.00
|@j Dane l_f_Ele Inkernet 4
Figure 9

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 10).
The pending advice will be deleted.

1.

2.
3.
4
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; TEAM-Web { Quality Assurance Database )} 2004-AE-D02 - Microsoft Interne - |EI|£|

Delete Advice e_'\ il | ExZ]
AE - Admin Expenses FY: {2004 Created Date: |4/25/2004

Allotment Type | # Status:  [Pending Created By:  [Sonya Ransome
MNew Authority 1

Control #: [2004-AE-002 Auth. Date: |
Carry Cwer 0
R ecovery 0 Version: |1 Auth. By: |
Advice Totals | $1,275,762.00 | $0.00 | $1.275.762.00
Allotment Code| Description Previous Change Current
2004 501 | DIINISTRATIVE EXPENSES $£1,275762.00 F0.00 51,275,762 .00
Hew Authority Totals: | $1.275.762.00 | $0.00 | $1.275.762.00
Advice Remarks: Previous: Change: Current:
Test = o s0.00 | s0.00 | $0.00
Qtr 2: | 000 | 0.00 | $0.00
Otr 3: | $1,275.762.00 | $0.00 | $1.275,762.00
- Otr 4: | $0.00 | $0.00 | $0.00
| $1,275,762.00 | $0.00 | $1,275,762.00
@] Dane I_I_E|Q Internst A
Figure 10

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 11). Enter and submit your search criteria using this form.
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€ https: /fftateamweb.fta. dot.gov/? dbname -Quality&GUID-QUALITY_E506C559F 3DF4A12B93203A6CB6DB... |- | O/E3

Main Menu - (Home)

oject Management
ontrol
Formula Apportionment

Allotment Summary
Advice Management X
FY: Any |v
B Allotment Summary .
® Allotment Status Status: Any _
Operating Budget Type: .
Motification Appropriation Code:
Funding Adjustments
Civil Rights Allotment Code:
Submit Query
73 o Trusted sites F100% -
Figure 11

Operating Budget Tab

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 12), which
shows Allotment values by account class code.

Print Date: 3/10/2008
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2} TEAM-Web ( Quality Assurance Database ) 1995.15.1 - Microsoft I B [=[ 3| 2l TEAM-Web { Quality Assurance Database ) 1995.15.1 - Microsoft Interi =] |
| Allotment Status ngg] \g‘:l | Allotment Staius :%I ‘5 ”
Allotment Code: | 1335151 IMTERSTATE TRAMSFER GRANTS Allotment Code: | 1995151 IMTERSTATE TRANSFER GRANTS
Status: Authorized Fy: 2003 Program Type: IT Status: Autharized Fr: 2003 Program Type: IT
Operating Budget | Audit History | Operating Budget Audit Histary |
Allotment Type: ||A|l ‘I
Ace Class Code | CostCenter | Status | Authorized Amt | Pending Ama | Obligations |
19951523221 45000 BtiarE 40 0 $0| =~ | Conirol # | Alloitment Type | Date/Time | Previous | Change | Current |
1905.1523.50.1 45000 Authorized $0 $0 $0 2003-IT-006 Carry Crver 0152003 2:50:52 PIvl 36,574,230 $0 $6,574,230 | =~
19951523221 EE000 Euthorized $0 $0 $0 2003-1T-005 Carry Creer 252672003 1:01:11 PII 6,574,230 $0 36,574,230
2003-1T-004 Carry Cheer (TI15/2003 3:07:14 PIW $6,574,230 $0 36,574,230
2003-I1T-003 Carry Crver 612302003 11:48:51 AN 36,574,230 $0 36,574,830
2003-1T-002 Crarry Cheer 252772003 2:12:47 PII 0 $6,574,230 6,574,230
$0 50 50 =1
Allobment Total: $6.574.830 Previous: Change: Curmrent: Advice Remarks: |
Unobiigated Bolance: 5557483 au 1 $° *D B B et o i,
Otr 2: $6.574.830 0 $6.574.830 Liberty City Bus Passenger
Facility Project.
Qtr 3: $0 30
Qtr 4: 0 $0 $0
$6.574.830 0 $6.574.830 LI
[&] Done [S |4 meernet | @] pene |2 |4 nternet w
Figure 12

Audit History Tab
The Audit History tab shows the historical detail of allotments by their Control Number (see the right side of Figure 12)

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 13).
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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~—" “xplorer

=101.x]

Operating Budget Plans ‘ ﬁ[] ‘QI‘ HDDHDELEHﬂ@ |\E Ea‘él
pdate Flan Fending I7|ans ]
Cost Center: | A -]
Section: | |
Control #: I Version: I Created: I
FY: I Status: I Authorized: I
Acct. Class. Code | Description | Previous | Change | Currant ‘
Flan Totals: |
Operating Budget Remarks: Previous: Change: Current:
;l otrl:
Qtr2:
Otr3:
Qtrd:
=
] [ [ 5 [ nternet 4
Figure 13

Pending Plans Tab

Print Date: 3/10/2008

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 14).

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

=101 ]

’; Dperating Budget Plans - Microsoft Internet Explorer

‘Operating Budget Plans ‘ ] ‘C_lj‘ AOD |||JELEIE|| @@@\ﬁ"
/F; Update Plan @ing@

| Cost Center | Section | Control # | Date | Frevious | Change | Amount |

Figure 14

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

1. To create a new Recovery, select the appropriate Cost Center and Section ID (see Figure 15).
2. 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
and Section ID combination entered.

o w

Click OK to save the Pend

ing Recovery.

Print Date: 3/10/2008

Enter your Recovery Amount (it may not go over the Holding Pot value or the Recovery Allotment amount)
Enter in your Recovery Remarks.
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/) Operating Budget Recoveries - Microsoft Internet Explorer =101

S B 251

Operating Budget Recoveries i

pdate Recovery Fending Recoveries T Deohligations 1

Cost Center: |

Section: | | <

Control #: | Version: | Created: | \
Fy: | Status: | Authorized: | \
Acct Class. Code | Diascription | Previous | Change | Current \ |

Totals: | | \ |
Recovery Remarks: E
& Holding Pot: | hd
° Awailable Arnount:

Recovery Armount: e_i |

[~

| €] Dane |_|_|E_|a Internet .
Figure 15

Pending Recoveries Tab

6. To update any pending recovery click on the Pending Recovery tab (see Figure 16).
7. 1t 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 ' - |E||5|
Operating Budget Recoveries [ﬁﬂ Q” RO || DELETE % l%] I@Eﬁl T.-fl
’rUpdate Recowvery @nding Recuver@ Deohligations ]
| Cost Center | Section | Contral# | Date | Previous | Change | Amount |
Figure 16

Deobligations Tab

11. The deobligation tab shows all the deobligations from the past years (see Figure 17).
12. Select one of the options from drop down menu VIEW and Fiscal year.
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Operating Budget Recoveries

=10l

Q

AOO

DELETE

=

[ Update Recowvery T Fending Recovene/‘;/DeobligatiDns

\

Wiewr |AII Holding Pot Accounts ;l Fiscal Year: Im
[ Frv | section | Limitaton | Typeautn | Hoiding PotTotal [ Pend Recovery | available amount |
1998 3 k)| 2 $41,446.00 §0.00 $41,446.00
1988 3 33 2 $262.00 F0.00 $262.00
19589 ar Ji 1 $1.00 F0.00 $1.00
2000 3 33 1 §4,338.00 §0.00 $4,338.00 _I
Holding Pot Totals | §82,8589.00 F0.00 §82,8599.00
Wiew: | All Transactions |
Cost | Account Class Project . Transaction| Transaction [Ear-
Center Code FEC Mumber Transaction Type Date Amount hlarked)
5000 | 1998.37.03.31.2 | 00 | TM-03-0043-00 |Lapsed ¥R Deabligation |21152004 §194.001 MO
B45000| 1998.37.03.31.2 | 00 | MNC-03-0040-00 |Lapsed ¥R Deobligation (25372004 §9,801.001 Mo
64000 1998.37.03.31.2 | 00 | MM-26-7000-04 [Lapsed YR Deobligation 1201852003 F0.64] MNO
g5000| 1998.37.03.31.2 | 00 | IL-03-0191-02 [Lapsed ¥R Deobligation 1142652003 $39,163.00] MO
Fa000| 1998.37.03.31.2 | 00 | FL-03-0171-01 |Prior ¥R Deobligation 1043042003 F41, 446001 YES
|’.¢j |_|_|_[§|ﬂ Internet v

Operating Budget Transfers

Click on Transfers in the Navigational Menu to access the Operating Budget Transfers feature. Note: the Transfer feature is not
currently available, but some of its capabilities will be noted in this guide should it become active again.

Update Transfer Tab

Figure 17

Print Date: 3/10/2008

1. To perform a Transfer first select the desired Cost Center and Section ID in the “From” section (see Figure 18)
2. Use the magnifying glass under the “From” section to select an applicable account class code
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Select the desired Cost Center and Section ID in the “To” section

Print Date: 3/10/2008

4. Use the magnifying glass under the “To” section to select an applicable account class code (Note: there are many edit checks
in the Transfers feature where only specific transfers are acceptable. For example, one rule is that the fiscal years and
appropriation codes for the account class codes involved in the transfer must always match. The system will prevent and
notify you with a message whenever an improper transfer value is attempted).

o

Enter in a Transfer Amount
Add Operating Budget Remarks
7. Click the green OK checkmark to save your Pending Transfer

o

4} Operating Budget Transfers - Microsoft Internet Explorer

=10 |

Operating Budget Transfers Q@‘ 0 oo S IE :R‘:(cl f“
Update Transfer FPending Transfers ]
FROM: TO:
Cost Center: | 65000 - OFFICE OF PROGRAM MANAGEMENT - | | =l
Section: |81 - No Code =l | =l
Account: 20032381 85.1 & [ -
Available: |$U.UU |
Transfer Amuunt:‘ §0.00 ‘
FY: I Status: IPending Created: I
Operating Budget Remarks:
|- |
]
|&] N v

Figure 18
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vPending Transfers Tab

8. Click on the Pending Transfers tab to see your list of pending transfers and to approve/ authorize a pending transfer (see Figure
19)

9. Select the pending transfer that you would like to approve by clicking on it and clicking on the signature block.

10. A pop up approval window will appear

11. Enter your PIN and click Transfer

12. Approved Transfers will be removed from the list in the Pending Transfers tab

3 Operating Budget Transfers - Microsoft Internet Explorer - |EI|1|
. |
‘Operatmg Budget Transfers ‘ Tl HDDl @I |@ Eg&l \o’ffl
Update Transfer Pending Transfers
Transfer From Control # | From Cost Center | From Section | From Acc Class Code Amount Status

Date To Contral # To Cost Center To Section ToAcc Class Code

|®j ’_’_|—é_|e Internet 4

Figure 19
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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

—_— — . »
w e [@TEAM-Web(Quality Assurance Database ) l l f2- 8 f= - |-hPage v () Taok -
ons
ew and Approval

ecution
Project Management
£ Funds Control

Formula Apportionment Nofifications

Advice Management »

P

Allotment Summary -

Operating Budget Status: _

H Notification 1 Type: m

[ View Motification
: ) ) Control Number:
[ Authorize Notification
Funding Adjustments Er=iEEEs
Civil Rights Section: A -
TEAM Administration Any ]
Dynamic Query \d Submit Query
& 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 view Motification (20031028) - Microsoft Internet Explorer =13l x|
View Notification ( 20031028 ) [~ ==EFAFd
Type Count]  Control #: |[20031028 Status: | [Pending Created: |9f30,-’2003
r\(];::rféii?t :II Cost Center: IEEDDD Version: |1 Authorized: I—
Recovery 0 Section: I‘I F: IEDDS Type: IPlan
Plan Tatals: | $1.464541.00 $6.43  41.464547.43
Acct. Class Code Description Previous Change Current
[2003.50.01.00.1 Matianal Transit Database/Admi $1,464 ,195.00 $5.450  §1,454 204,43
New Budget Totals: | $1.464.195.00 $6.43|  $1.464.204.43
Notification Remarks: | Previous: | Change: | Current:
Budget is updated for $6.43 for ;I Qtrl: I +0.00 I $0.00 I $0.00
interest payments to the NTD.
Qu2: || $0.00 | $0.00 | $0.00
Qu3: || $2,000,000.00 | $0.00 | $2.000,000.00
Qu4: || $-535,802.00 | $6.43 |  §-535,795.57
| Totak[ §1.4647195.00 | $6.43 | §1,464,204.43
|&] Done ’_’_E|Q Inkernet v
Figure 21

Authorize Notification

1.

agrwn

To authorize notification, query the notification (if necessary), then choose Authorize Notification from the Navigational
Menu. (Note: if the Transfer Feature is available, and the query was for a Transfer Notification, the Transfer feature will
open, since that is where Transfers are authorized). 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
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|7} Authorize Notification ] ft Internet Exp! -|olx|
suthorize Notification ( 20031028 ) g_,\ Y == ||
Type Count Control #: |20031 nzs Status: IPendinq Created: |9f30f2003
M B ! Cost Center: IEEDDD Yersion: |1 Authorized: I
Carry Over 1 -
Recovery 0 Section: |‘| FY: |ZDD3 Type: IPlan
Plan Totals: | $1.464541.00| $6.43] 91464547 43
| Acct. Class Code I Description | Previous | Change | Current |
[2003.50.01.00.1  [Mational Transit Database/Admi | %1464 195.00] §6.43]  $1,.464 204 43
/2 Authorize Notification with PIN - Microsoft Internet Explorer =] 1]
Authorize Notification with PIN 2
Please note that this verfication is being recorded under the name of:
Dfficial’s Mame: ||Sonya. Ransome Cancel 443
Official's Title: || PIN: | utharize | nt |
Budge| ——————————— —t &0.00
e Done [ [ |5 [ remet /| s0.00
Qu3: || $2.000,000.00 | $0.00 | $2.000.000.00
aud: || ¢-535802.00 | $6.43] $-535.79557
= Totak [ §1.454.198.00 | $6.43 | $1.464.204.43
|&) Dane [ [& % mmtermet é

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)

Chapter 9 Page: 28



TEAM-Web User Guide Print Date: 3/10/2008

o/

a TEAM-Web { Quality Assurance Database

tain Menu - (Horne)

o Help Desk Information
[ Exit

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 ) REYERSE Obligation B ] [EAJll 58 TEAM-Web ( Quality Assurance Database ) REVERSE Obligation (¥4 ] 54
REVERSE Obligation & 28 ] || REVERSE Obligation =R
Summary | Obligations | Summary Obligations |
Recipient: I2243 IEIOOZ, ALLEM, AMD HAMILTOM, INC. APPLIED RESE2 Obligations/Decbligations
Project: IVA—QD-DDBE-DD ISecurity planning technical assista CostCir | TZA Arc Class Code | FPC | Obligations Net Obligations
74000 510000 2002219071 =] $150,000.00 $150,000.00
Amendment: I
74000 S10000  2002.47.03%71 00 $13543600 $135,436.00
Recipient [TZA: |51DDDD |V|RG|N|A 74000 510000 200321 90.%7.1 il $525,000,00 $525,000.00
Cost Center: |?4c|c|u Project Type: |Procurement 74000 510000 2003.47.03%71 o0 $118,16600 $118,166.00
==
User Name/ Title
&ozﬁgaﬁ;;: |50nya Ransome Totals: $928,602.00 $928,602.00
Ay R | =
pprove Reversal _ | Microsoft Internet Explorer x|
You are abouk bo REVERSE obligations For this project,
Do wou wank bo conkinue?
3 oK Concel | e [T 1B @ y

Funding Adjustment Level 2

Figure 24

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).

wn

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.

o

6. The request will be submitted to TBP through email.
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3 TEAM-Web ( Quality Assurance Database ) Level 2 REVYERSE Obliga

o [=11]

Level 2 REVERSE Obligation =
Surrmary | Obligations |
Recipient: 1455 [TRANSPORTATION DISTRICT COMMISSION OF HAMP
Project: [vA-03-0082-01  |Regional Enhanced Bus Plan
Amendment: |Regi0na| Enhance Bus Plan
Recipient UZA: |510:370 [VIRGINIA BEACH, WA
Caost Center: IEEDDD Project Type: |Grant Award
User Mame/Title Date/Time
& dmaBy; |Herman C Shipman 47772004 50713 PM

|Deputy Regional Administrator

Your Reverse Obligations Request will be sent to TBP by email.
The project status will change to "Funding Adjustment Reguested”.

Requestor: |Sonya Ransome Submit Request I

[&] I_ l_ E | trcernet

Figure 25

Print Date: 3/10/2008
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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

Print Date: 3/10/2008

* 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)

ation
Jask Information

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.

Earmark FY; ALL A
Program: ALL j
Number:
State: ANY 7|
Status: ANY ﬂ
Lapse Year: ANY j
Figure 2

w

To update an Earmark, click on an Earmark ID link at the top of the screen (see Figure 3).

4. 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.

5. 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, Comments, Earmark Manager, and Recipient ID fields. Users with the
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additional roles Earmark HQ Manager or Earmark Financial Manager will have access to update a majority of the earmark

fields.
6. Once changes are completed, click the Update button.

) Earmark Results - Microsoft Internet Explorer

3 Earmark Results - Microsoft Internet Explorer

Remaining

Earmark ID: Lapse Year: 2006
E1098-BUSP-178

Program: BUSP
FY: SAFETEALU ID:
1998

Earmark Manager:
Amount: State: PA

$1,465,794.00
Earmarked Project Title: Wilkes Barre intermodal facility, 1998

Last Updated By:

Edit

SUECCERH Status: Mo Balance Remaining
Last Updated Date: Comments: =]
8/15/2006 11:30:05 AM
Unreserved Balance: $0.00
Date Balance Updated: 8/15/2006 11:30:05 AM
Recipient ID:
Notes: Extended by 2006 Appropriations Commitiee =]
° >
»

“&] 2450 Reecords Found [T [ N3ocintra

tEarmark Administration | u tEarmark Administration | - {l
Earmark [Lapse Unreserved Earmark | Lapse Unobligated
Select an Earmark FY Year |Program |State Earmarked Project Title Amount Balance Select an Earmark FY Year |Program |State Earmarked Project Title Amount Balance
Mo Balance Alaska Native Medical Center intermodal
Wilkes Barre intermodal facility, 1998
E1998-BUSP-178 1998 2006 BUSP P4 | Ramaining ¥ $1,465,794.00 $0.0C| E2006-BUSP-D00 2006 2008 BUSP AK bus/parking facility $742,500.00  $742,500.00
E1999-BUSP-325 13989 onnn Buse | pa MO BAIANCE wives pare intermodal faciity, 1039 $1,240,625.00 ¢0.00| | E2006-BUSP-D01 2006 2008 BUSP 4K New ~ Alaska Native Medical Center intermadal $1,138,500.00  $1,138,500.00
Remaining parking facility
E2000-BUSP-337 2000 2006 BUSP ps  MoBalance wyives parre intermodal facility, 2000 $1,226,369.00 $0.0C E2006-BUSP-00Z 2006 2008 BUSP K Hew anchorage-Transit Needs $226,710.00  $226,710.00

Earmark ID: Lapse Year: 2008
E2006-BUSP-000
Program: BUSP =
Fy: SAFETEALU ID: I
2006 Earmark Manager:
State:
Amount: K

Earmarked Project Title: [#aska Mative Medical Center intermodal busiparking facility

742500.00

Status: Mew -
Last Updated By: CETIESs |
Last Updated Date: . =
Unobligated Balance: 742600.00
Date Balance Updated: 2/14/2006 12:00:00 AM
Recipient ID:
Notes: Rec 1% apblied =

0o

[&] 1102 Records Found [ [ [& N3tocalintrane:

Figure 3

Help Desk Utilities

1.
left of it (see Figure 4)

Click on the words Help Desk Utilities and a query screen wil
become viewable.

2.

Access the Help Desk Utilities by first expanding the menu under TEAM Administration by clicking on the plus sign to the

| appear to the right and the remaining submenu items will

Enter your application search requirements and hit enter or click on Submit Query.
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Main Menu - (Home)

Recipients

Applications

Review and Approval

Execution

Project Management

Funds Control

Funding Adjustments

Civil Rights

= TEAM Administration
Earmark Administration

= Help Desk Utilities
] Change Project Number
] Delete Project
[ Delete Milestones
] Delete User Locks

SQL Script Management

Security

Dynamic Query
TEAM Documentation
] Help Desk Information

Change Project Number

Figure 4

Print Date: 3/10/2008

Query Applications

vear: Any [
Acteiiosed: | Actve v
Recipient 1D:

Project Number:

Amend:
ALL

Project Status: Al

]

[ Submit Query

1. After Querying for your project and selecting the Change Project Number feature, enter in the new project number data by the

State, Section 1D, Activity, and Sequence number (see Figure 5).

2. If you would like to reset to the existing project number, click on the Reset button.
3. 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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3 TEAM-Web ( Quality Assurance Database ) Change Pru;

Old Project Humber:

New Project Number:

=10/ ]

|W—IJ 3h08-00

Change Project Number

Section of Statute; | 493 1SC 5309 - Capital Program Grant and Loans

=l

Section ID;

Sequence Number: |1

State: I\ﬂ'
|3
Activity: IE

Wote: Section D must
a with the affiliated
He tatute Citation,
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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. 1f you are sure that you would like to delete the project, then click on the OK button.

a TEAM Web Verzion 1.0 - Microzoft Internet Explorer M=1ES

Project Query Results &
Project Number Description Rev.
............... 0 =
00-YMFC-01 PURCHASE 3 SMALL BUSES 0
O01TEST Wetro bus (Test) 0
02- PRACTICE Capital & Operating Assistance ]
§ 092501 Test Project 0
1 Trip Planning and Ride Matching sys 0
2 113301 [N -Construction Phase | of Bus Transfe 0
123456739012345 K- aiertioskneitosngidntidlzillislijtivwo 0
20 BUS PURCHASE  purchase 20 buses 5309 0
20-01-5307 CAPITAL ASSISTANCE FOR BUS PROGRAM 0
20-02-5307 2002 Sec 5307 Cap, Plan & OA 0
3 expansion CHNG F/R buses ]
Tkl e e ] |

Microsoft Internet Explorer

Frsject Nunther: I """" @ Are you sure you want to delete ... ?
Application T: ctra
Entered: 20 0K Cancel | 3
Recip. Contact: 7. =rccuted: I
FTA Manager: I FTA Amouni: I E
Status: |Pending Submission/App. in Development Totalﬂig.Cnst:l !
Description: | . 1
IR:cinient: Irin? _IEROOKHAVEM. CITY oF =] hd
] r| 4 | »
|@ |avascrpt eval(parent.openDeleteProject(]] ’_ ’_ |‘ Internet i
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. 1f you are sure that you would like to delete the project’s milestones, and then click on the OK button.

/3 TEAM Web Version 1.0 - Microsoft Internet E xplorer

Project Query Results &

Description

AK-03-0017-00 MIME 40-FT REFLACEMENT BUSES 0 =
AR-03-0018-00 Hollis-Ketchikan Ferry 1
AK-03-0025-00 Kincaid Park Transportation Access 0
Ak-03-0029-00 Transportation Center 0
Ak-03-0030-00 Juneau Transit Ctr & Related Impry 0
AK-16-0018-00 WMINIEUSES AMD WANS FOR E&H SERVICE 0
Ak-16-0019-00 WARNS WANRADIOS, STATE ADMIN 0
Ak-16-0020-00 ACCESSIELE VANS /STP FUNDS 1
Ak-16-0021-00 WANS FOR ELDERLY AMD DISABLED 1
AK-16-0022-00 ELDERLY AND DISABLED PROGR A 0
Ak-16-0022-00 Wans, Purchase of Service & misc, 0
Ak-16-0024-00 Elderly and Persons With Disabiliti 0
AL AR_NNE M CAAM 0 COTT fror comdnimleim mma e mond M i
Microsoft Internet Explorer ‘
Froject Mun Are you zure pou want to delete phantom milestones in AR-03-0017-00 7 pU-00
Application’ 141996
Entered: Cancel | 'IS,HT
Recip. Conteer— oo T T0/5/1996
FTA Manager: | Jennifer Bowman FTA Amount 2,000,00
Status: Jsctive Total Elig. Cost: 2.500.,0(
Description:  [MINE 40-FT REPLACEMENT BUSES =
IRecinient: l7n7 _IMUNICIPALITY OF ANCHORAGE = d
] » |14 | »
|@ |avascript evallparent. openDeletetilestones(]) |_|_|0 Internet o
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. Ifauser 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
& Change Project Mumber

[ Delete Project

[ Delete Milestones

[ Delete User Lock
Figure 8

5

o~

Windows Internet Explorer

-,

L] "_q,, Mo outstanding locks
L

Figure 9

-

€ Delete User Locks - Windows Internet Explorer

I

B A

PR

. Delete User Locks
First Name Last Name Project No. Date/Time Phone Number
Sonya Ransome VA-40-5003-00 | 6/20/2007 2:54:37 PM 703-793-6440

Figure 10
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Security
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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 11)

2 TEAM Web Version 1.0 - Microsoft Internet Explorer

Usernarme: I
Hame: I
Recipient ID: [

Cost Ctr: IDDDDD

View Deleted Onhe: [~

Submit Clueny |

- 10] x|

|@ 4648 record(s) retrieved.

’_ ’_ |° Internet

Figure 11
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vAdd User

1. Click on the words Add User on the Navigational Menu.
2. A new user screen will open up, which is a blank Modify User screen.

General Info Tab
3. The screen defaults to the General Info Tab (see Figure

12).

4. Those users with access to this screen may modify/enter data into any one of these fields.

| ‘€ Add Mew User - Windows Internet Explorer

BE %]

Modiity User BE sl
General Info | Security Info | FTARecipient Info | Roles/Privileges |
5 alutation: | Nu:ung ¥ Organization: | |
First Mame/MI: | ” | Building/Room: | ” |
Last Mame: | | | |

Address:
Phone/Ext: | ” | | |
Alt Phone/Ext: | | ] city: | |
Fax | | State/Zip: I:IEI i EI
E-mail: | | Routing: | |
Title: | | Acronym: | |
Figure 12
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Security Info Tab
The Username, Remark, and User Note fields are all manually modifiable (see Figure 13)

5

6.
7.
8.

A default Identity, random password, date Created, and the Changed date are all automatically populated.

The password can be changed to a new random value by clicking Set Password.
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.
The Delete Account button will gray out all fields and prevent modification.

/} Add New User - Microsoft Internet Explorer

P |
Modify User @ I|§ E%‘é ﬁl

General Info Security Info FTA/Recipient Info | Roles/Privilege |
User Iden: XQEPMWH Last Login: S et Password
Username: | Set PIN
Created: B/3/2004 M odified: -

Activate PIN
Password: MNPVaGD33 Changed: 5/3/2004
PIM: Activated: Delete PIN
Suspended: Deleted: Delete Accounf
Remark: |
Uszer Hote:
& [ @ e y
Figure 13

Print Date: 3/10/2008
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FTA/Recipient Info Tab

10. The Cost Center and Recipient ID information are entered in this tab (see Figure 14).

11. The user can enter in each of the values manually if desired.

12. 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.

13. 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.

2} Add New User - Microsoft Internet Explorer I8 =l 3} ticrosoft Internet Explorer l =10l

Modity User [~ =EPFE] [ == Al
General Info Security Info FTARecipient Info | Roles/Privileges | Security Info FTA/Recipient Info | Roles/Privileges |
Cost Centers: Becipient |IDs: Select Primary Cost Center |
PN
Primary _ Auxiliary Primary Auziliary U1 00 EXECUTIVE SECRETARIAT
"I [ooooo a [ ]al|oooo al ' 52000 ADMINISTRATION
000D al o0 al " 53000 OFFICE OF THE CHIEF COUNSEL
™ 54000 OFFICE OF PUBLIC AFFAIRS 1=
™ B5000 OFFICE OF PROGRAM MAMAGEMENT
~ B5100 Security Supplemental
£ 65200 MY Fecowver, Cap. Inv. and Fer
7 65300 Mew York, FTA and FEMA Supplem
™ 55900 DEOBLIGATION HOLDIMG RECORDS
™ BBO00 OFFICE OF BUDGET AMD POLICY LI
e e s et s i 6 e i s et
& EE 4 [ [ |5 |4 meermet A

Figure 14

Roles/Privileges Tab

14. This tab allows the current administrative user to set the rights of the new user (see Figure 15).
15. Select the database the user is to have rights to from the drop down box.
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16. Select the role of the user by clicking on the appropriate radio button.
17. Define the user’s privileges by selecting the appropriate check boxes.

-l
- - |
Modify User E ”% :%l gko{)l
General Info Security Infa | FTA/Recipient Infa Roles/Privileges |

| Database: ‘ Quality Assurance H

* Recipient © FTA { Other

| User's Role:

r Recipient Functions [ FTA Functions
" Submit [~ Award
" Exzecute r Deobligate
| Certify as Lawyer r Approve Budget Revision
I”" Certify as Dfficial I Maintain All Projects
| Certify as Both [ FPC Transfer
| Supplemental Agreement r Legal Concumence
r Help Desk r Accounting
I Local Security Manager " Maintain Funds Control
I Civil Rights " Approve Advice
r Department of Labor r Approve Operating Budget1
" Auditor
" Earmark Administration
I” Eamark HQ Mgr
[ Eammark Financial Mar

2] Done l_ l_ l_ l_ E [&J Local intranet v
Figure 15

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).
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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 16).
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.

2} TEAM Web Version 1.0 - Microsoft Internet Explorer 2 TEAM Web Yersion 1.0 - Microsoft Internet Ezplorer
User Query Results &

First Name User Iden.

JOHNSMITHE 55555 Il C27ICE2 =
b JOHMJIOHM john john RIEMHGD
i VIVESGS
e e ADAMSGULLYAOOR  Adams-Gully Adrian WAVEAAL
. I [ADAMS Adams John WAGKIAA
Nanie ADORMOROOR Adomo Rosemary Cerpal/1VERA4
ALESHAE Alesna Ellen VAGMEAS
Recipient ID: | ALEXANDERLOOR  Alexander Larenzo VIVELAA
ALLEMDOOR Allen Davis VAVEDAA
Cost Ctr: aoong ANYCOOR Helwig Army Christine YIVECHS
. . Anderson hary WAGKMMAL
e « Modify User IDRADEJOOR ~ Andrade James VIVEJA1
Subrnit Queny | 1 T e =TT 2 Anrac bt [T = LI
formation Name: ISSSSS ||||| Rec. ID: I—
Tile: Jiii Cost Center: [5200-0
UserID:  [C2ZJCa? Acronym: [
UserName: |JOHNSMITH Created: |9,.’1 g/200m
Voice: |222 Suspend: I
Fax: |22z Deleted |
|@ 4645 record(s) retrieved. |@ ANDRESROOR l_’_|° Intemet A

Figure 16

4. Modifying a user follows the same criteria as the Add User functions except for the Security Info Tab (see Figure 17).
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v 5. 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).

Other notable differences include the Suspend and Reactivate User buttons.

7. Pressing the Suspend User button populates the Suspended date field. This prevents the user from accessing the TEAM-Web
system in any way.

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).

S

3 Yiew /Modify User { Aberash D Asfaw ) - Microsoft Internet Explorer - |E||ﬂ
Madity User NS EEET
General Info Security Info FTARecipient Info | Roles/Privileges |

User lden: WIWEAAR Last Login: Set Password
Username: ASFAWAO0R | Set PIN
Created: 1/8/1998 Modified: el (P
Delete PIN
Password: W s Changed: FA252001
Delete Account
PINM: Activated:
Suspended: 8/.1/2000 Deleted:
Certified D ate: Certified By
Remark: |
User Hote:
|@ |'l-_4 Local intranet e

Figure 17
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v 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 18)

=) view, Modify User { Aberash D Asfaw ) - Microsoft Internet Explorer

_(ol x|

Modify User

QRIS 2 ¢

General Info Security Info FTA/Recipient Info | Roles/Privileges |
User Iden: YIYEAAR Last Login: Set Password
Username: ASFAWAO0R |
Created: 1/8/1998 Modified: BTl

Delete PIN

Password: = Changed: Fa2s20Mm

Delete Account
PIM: Activated:

Suspend User
Suspended: 8412000 Deleted: Reactivate User
Certified Date: Certified By
Remark: |
Uszer Note:

|@"| |\-‘J Local inkranet A
Figure 18

Note: Please refer to the section detailing Add User for all other functions concerning user modification
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Set Password, 14
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Chapter 11 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 06/25/2007 | Continued formatting changes and updates Travis Klein

2.02 06/26/2007 | Continued formatting changes and updates Travis Klein
including indexing

2.03 02/29/2008 | Minor reference modifications Travis Klein

Print Date: 3/10/2008

* 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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Dynamic Queries

Overview
This chapter will summarized the various types of queries available as well has how to perform and save the results of a dynamic

query.

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,

o0 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:

0 Projects obligated in the current fiscal year-to-date, and

o0 Projects submitted for which funding has been reserved but not yet obligated.
DBE Obls. By Percent — This report will provide the percentage of obligations for a grantee that is a Disadvantaged Business
Enterprise by grantee id.
DBE UZA Data - This report will provide the total obligations for a grantee that is a Disadvantaged Business Enterprise by
UZA id.
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
CFYFARP 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, OIG, 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.

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

Data Fields Data Fields
1. | CostCenter lv| 2. RecipientiD v 1. NoTSEETEd v| 2. NotSelected vl
3. |RecipientName  |v| 4 |ProjectlD v] 3. NotSelected \v| 4 NotSelected v/
5, |Ob|igau’on Date [V] 6. |BriefDescripﬁon [V] 5. |NotSeIected [V] 6. |NotSeIected [V]
7. | Disbursement lv| & AuthDisbursement || 7. NotSelected \v| 8 NotSelected v/
9. Refunds \v| 10, Previous Reservation |v| 9. | NotSelected lv| 10 NotSelected v

11_| Change Reservation [v]

12_| Previous Obligation [v]

11_| Not Selected

12_| Not Selected

13 Change Obligation  |v|

14_| Previous Deobligation [VI

13_| Mot Selected

14_| Mot Selected

15_|Change Deobligation [V]

15_| Not Selected

¥

Recipient ID:
Cost Center:

Project Number:

!

Mot Selected

Additional Search Criteria

NoSeecied v

Recipient ID:
Cost Center:

Project Number:

Additional Search Criteria

Notselects v

Print Date: 3/10/2008

Active Projects

This report provides project totals for projects that have been oblizated
and not closed and shows only the current amendment for that project.

Data Fields
1. | Cost Center \v| 2. |RecipientiD lv|
3. |RecipientName [V] 4. |ProjectID [v]
5. |ObligationDate  |v| g, BriefDescripton  |v|
7. |Disbursement [v] 8. |Au1‘h Disbursement [v]
0, |Refunds [V] 10_|Previ0us Reservation [v]

11. Change Reservation ||

12_| Previous Obligation [v]

13 Change Obligation  |v|

14_| Previous Deobligation [VI

15_|Change Deobligation [v]

Format Type:
Column Delimiter:

Column Headings:

Data Format

|Exce| [v

Comma

Format Type:
Column Delimiter:

Column Headings:

Data Format

W
|

Additional Search Criteria

Recipient ID:
Cost Center:

Project Number:

NoSeecied v
NoSeected v

|Exce|

Figure 1

Data Format

Format Type:

Column Delimiter:

=]

4. There are three different search criteria for this particular Data Query. They may be used simultaneously, or
individually. If 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: 3/10/2008

Format Type:
Column Delimiter:

Column Headings:

Diata Format Data Format

| Excel j Format Type: | Excel

Rich Text Format

Hyper Text Markup Language
Text

<AL

Column Delimiter:

Column Headings:

Submit | Submit |
Data Format
Format Type: | Excel
Column Delimiter:
Column Headings:
Subrmit |
Figure 2
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Active Projects

This report provides project totals for projects that have been oblizated
and not closed and shows only the current amendment for that project.

SELECT MOME Data Fields SELECT ALL

1. CostCenter v 2. | Recipient|D v
3. RecipientName V 4, ProjectlD V
5. | Obligation Date V 6. | Brief Description V
7. | Disbursement v &. | Auth Disbursement v
g, Refunds v 10.| Previous Reservation v
11.| Change Reservation V 12.| Previous Obligation V
13.| Change Obligation v 14.| Previous Deaobligation V

15.| Change Decobligation v

Addmonal Search Criteria

Recipient ID: Mot Selected | v

Cost Center: MNot Selected _v<

Project Number: <

Data Format

Format Type: Exc el

Column Delimiter: Comma |+|

Column Headings: Yes v : e
9

Figure 3
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Opening a Report
1. Clicking the submit button will start the query.

Print Date: 3/10/2008

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

Progress:

Eeport Submission Time: 92872001 2:35:.01 P14
Setting up Reporting envrronment

Total Steps m Report Process =1

Processing Step #1

TWnting report to web accessible location

23 TEAM Web Version 1.0 - Miciosoft Internet Explorer

Active Projects Report

Eeport Subtmssion Time: 9/28/2001 2:25:.01 P
Zetting up Eeporting environmet

Total Steps i Eeport Process =1

Processing Step #1

TWriting repott to web accessible location

Eeport creation Hmshed: 22872001 2:35:14 P

You can retreive your report by clicking on the link below

Active Projects Eeport

& = cost_ctr
A s [ ¢ [0 [ E T F [ & [ H [ 1 [ J [ K I3
1 [cost ctr_lgrantee_id grantee_nzproject_id obl_date |brf desc  disbursem auth_dishUrefunds  |prev_resenchange_re pr=
| 2 /2000 1237 GREATER OH-26-7013-00 Bus Rapid i} 0 i} 0 i}
| 3| 62000 2200 DEPT. OF DC-06-007  9/8/85 ADDITION, 7069973 9014981 40000) 8009693 635000 ¢
| 4 | 62000 5523 BUSINESTWA-90-003 SR Increase T 1355227 1481833 0 1276309 205524 °
| 6| 62000 5660 0 SYSTERWA-90-7O0 SR MOD 4 1467641 1532168 0 1272158 260000 -
| 6 | 62000 4713 LEON SMEMD-90-00% ##5# Increase T, 1322869 1565008 0 1341919 223087 -
| 7| 62000 4713 LEON SMEMD-90-3006-02 Increase fo 1321239 139318 0 318315 133686
| 8 62000 a714 HARRIS C MA-SD-00Z #ed TASK ORL 1462620 2040156 0 1162010 353146 °
| 8 62000 55930 ACTIONET DC-26-7202-00 Mew Starts 0 1] 0 1] 0
| 10 62000 6077 MAGLEY [FL-26-7027 At Maglev 200 0 1] 0 0 1000000
| 11 62000 9998 TO BE SE IT-90-2001-00 PROCURE 0 1] 0 1] 0
| 12| &3000 5808 U.E. DEP/ID-26-3001 #HE#5## Y ellowstor 0 100000 0 0 100000
13 64000 2201 FEDERAL DC-26-400  9/29/98 | TEA-21 OL i} 2000 i} 0 2000

Click on “Open in New Window”

No ok

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).

A new window will open displaying only the report and the tool bar can be used to save and/or print the report.
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Ac tlve Prﬂ,] ECtS Repﬂrt = http://ftateamweb. fta. dot.goviteamweb/TeamRe ports/TempReports/KLEINT_200763543_260.xls - Windows In. .. E]@
& | hitp: ffFeateamweb Fra,dot, gov/teamweb TeamReports TempReporks KLEIN | W | ¥4 || X L~
File Edit ‘Wiew Insert Format Tools Data GoTo  Favorites  Help @ '
o ) LE A | @8 httpeffftateamweb. fta, ot gov/teamwebi TeamRepar, . - o < |sorPage - (0F Tools - o
Eeport Submizsion Time: H28/2001 2.46:58 P e . & cost oir
Setting up Keporting environment A 1T B [ ¢ [ o [ E [ F [ & [ H [ T [ 0 T K [ Lid
. 1 |cost cir lgrantee_id grantee_ncproject_id |obl_date |bif desc disbursem auth_disburefunds  prev_resen change_re prev_ab
Total Steps in Eepott Process =1 |2 | Bs000 2243 BOOZ, AL VAO3-500 9/18/2005 Commuter 4253858 249980 0 0/ 249980
: | 3| 65000 2243 BOOZ, AL VA-40-500 1/25/2004 | Security pl 3230437 3192413 38023.72 2942413 250000 2942.
Processing Step #1 (4| 65000 2243 BOOZ, AL VAG0-500 7/14/2003 Additional 2030852 2038977 0 2038977 0 203
Writing report fo web accessible location 5| Co000 606 TICHENORVASD.S00 (191906 1 TASKA S000800 656723 deoozr|  seeyr  2o0en s
Eeport creation finished: 9/28/2001 2:46:4% PI 7| 65000 5716 VERIDIAN VAS0-500 5/75/2004 MTD FP- € 493195 498199 0 0| 498199
|8 | 65000 5716 WVERIDIAM \A-90-900 9/30/1997 | CLOSE Dl 3568555 3568643 1171.8) 3568643 0 3568
9| 65000 5930 ACTIONETVAS0-600 2/1/2007 Owersight | B37929.4| 762201 47433 638478 123723 635
Yeou can retretve your rgport b:;l;r C]ick_ing ot the link below | 10| B5000 5830 ACTIONETWAS0-E01 9/22/2008 Fast Track 1177314 176597 0 0 176587
(11| 65000 B103| CAPITOL F\VA-40-500 B/2/2003 | Support fol 215963 215963 O/ 201000 14983 2010
12| 55000 6157 TRIUMPH \/A-50-500 2/16/2005 Procureme 3919683 778215 O/ 463913 14302) 463
: : ; 13| 65000 6150 ADWANCE VA-27-501 3/23/2007 | STATE M4 0 786651 0 0/ 786651
ctrre Projects Report (14| B5000 6158 ADVANCE'VASO-500 6/31/2005 STATE M{ 2502528 2502569 0 1802908 699661 180X
Open 15| 65000 6323 AECOM C\WA-50-500 8/21/2002|NTD Rev. | 545000 6959000 0/ 599000 0/ B9
i 16| 65000 B517 | MAN-MAC VA-27-501] 3/3/2007 |State Safe| 5463942 1349973 0| 914627 435346 914
17 | 65000 517 | WAN-MAC VA-40-5003-00 Safety and 0 0 0 0 0
Save Target As... (18| 65000 6517 | MAN-MAC VA-B0-500 9/19/2005 | State Safel 5681327 595942 0 0 898942
Erint T arget 19| 65000 589 BOYD, CAVA-90-0033-00 Bus Safety 0 0 0 0 0
= 20| 65000 585 BOYD, CAVAS0-501 5/5/2006 Bus Safety 3745058 546360 0 0/ 546360
Cut 21| 65000 585 BOYD, CAVA-S0-5012-00 Bus Safety 0 0 0 0 0
22| 65000 6593 DELTA RE\/A-26-200/ 5/24/2006 | Copy - Edi 2§349.88) 35000 0 0 35000
[Eapy 23| 65000 BBOB | AUTOMAT \WA-37-500 B/22/2006 |F ¥ 2005 | 2042938 286442 0 0 286442 v
Copy Shortcut W 4 » W[\ KLEINT_200763543_260 / |< Bl
Paste . Unknown Zone
Add to Favarites. .
Froperties
Figure 5

Chapter 11 Page: 11



TEAM-Web User Guide

Index

95-100% Disbursed Report, 6

Active Projects, 4, 6, 7
Active Recipients, 4

Active Users, 4

ALI, 5

amendment, 4, 5

Application Status Report, 6

C I

CFYFAP, 6

CFYOBL2, 6

Closed and Deobligated, 4

Closed Projects, 4

Cost Center, 8

Cumulative Apportionments, 4
Cur. FY Apportionments, 4

Cur. FY Obls by Amd., 4

Cur. FY Obls by Funding Source, 4

.o ]

Data - Inquire by State, 4

DBE Obls. By Percent, 4

DBE UZA Data, 4

DELPHI, 5, 6

Deobligations, 4, 5
Disbursement Activity Report, 6
Disbursements and Refunds, 5
Disbursements by %, 5

dynamic query, 4

Print Date: 3/10/2008

E I

Earmark Grant Report, 5
Earmark Report, 5

I —

Financial Status, 5, 6
FSR Data, 5

FTA, 5,6

FTA Recipient, 5

G I

Grant Approval Listing, 6

M |

Milestone Status, 6

N I

New Starts by Project, 5
New Starts by State, 5

.o ]

Obligations, 5

Obligations by Funding Source, 5
Operating Budget, 5

OPERBUD, 6

I E—

Pending Obligations, 5
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Chapter 12 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 06/27/2007 | Continued formatting changes and updates Travis Klein
2.02 02/29/2008 | Minor reference modifications Travis Klein

Print Date: 3/10/2008

* 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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Civil Rights

Overview

This chapter explains how to view and update civil rights information for a Recipient.

Civil Rights Status

Print Date: 3/10/2008

1. To check or update on the civil rights status of a specific recipient click on Civil Rights option on Navigational Menu to trigger

the query form. (see Figure 1)

Main Menu - (Home)
Recipients
Applications

Review and Approval
Execution

Project Management
Funds Contraol
Funding Adjustments

B Civil Rights
= Civil Rights Status

TEAM Administration
Dynamic Query
TEAM Documentation

[ Help Desk Information

= Exit

€ https: //ftateamweb. fta. dot.gov/? dbname=Production&GUID-PRODUCTION_D513BCBC49264A6EBFF106... [~ (O]9

Query Recipients

Hame:;

Recipient ID: | 0000

State: Any

Submit Query

Figure 1

2. Query for the desired Recipient by entering in the appropriate query parameters and clicking on the Submit Query button.
3. Click on “Civil Rights Status” in the Navigational Menu after selecting the desired record from the query results (see Figure

2).
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e

& nttps://ftateamweb. fta. dot.gov/?dbname=Production&GUID-PRODUCTION_D513BCBC49264A6EBFF106B906630 - W... |- [|O/4

Recipient Query Results &

Main
ID Recipient City State Cost Center
0 1234 WESTERN RESERVE TRANSIT YOUNGSTOWNOH 78500
t Management AUTHORITY
Fune ontrol
Funding Adjustments Recipient Details i
B Civil Rights @
[ Civil Rights Status Recipient 1D: 1234

TEAM Administration Recipient Name: WESTERMN RESERVE TRANSIT AUTHORITY
Dynamic Query
TEAM Address: 604 MAHONING AVENUE

] Help Desk Information

[ Exit

YOUNGSTOWN oH 44502 - 0
Phone: 330-744-8431 Ext: 00000 Fax: |330-744-7611

Internet Address: wwwwrizonline.com
‘@ o Trusted sites #100% -

|Requery the Database

Figure 2

4. The Civil Rights window will pop up showing the details about the civil rights status of that Recipient (see Figure 3).
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-

€ https: //ftateamweb. fta. dot.gov/?grantee_id=1234&grantee_name=WESTERM RESERV... E]@
Civil Rights Status S| BDIRN 2
Hecipient: 1234 WESTERM RESERVE TRAMSIT AUTHORITY
Status Submizsszion Approval E xpiration
EED: Approved ~|| 8282003 | 9/21/2004 || 5/30/2006
Title VI: Pending ™ 5/28/2007
DBE: Pending v 9/1/1999
FY Goal Values Motes:
2005 0.00 95||0BE goal for FY'0l under review A
DBE Goal Yalues: (JF). DBE goal for FYOZ submitted
2006 265 %(l1/9/02. Goael:4.2%; BN - .94% and
EC - 3.26% (RUT). DBE goal for
2007 250 04l Fyoz rec'd 10/17/02, 3.9% BC, 0% [+
Done ; Trusted sites +100% T
Figure 3

5. The information can be updated as needed.
6. Click OK to save when finished.

Notes:
= DBE = Disadvantaged Business Enterprise
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v » EEO = Equal Employment Opportunity

= Title VI prohibits discrimination on the basis of race, color, and national origin in programs and activities receiving
Federal financial assistance.
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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

Bl Charter Registration
& Upload Report

TEAM Documentation
1 Help Desk Information

=1 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: |GREATEF{ RICHMOND TRANSIT COMPANY |

Fiscal Year: 2008 v
s
File Name: | |[ Browse... |

[ Upload ] [Reset] [CIGEE]

*Maximum file size 6MB

Figure 2
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Choose file

2

Lack jri | () TEMP | £ E-
) r;] BoisehletWiz .i;_] hpparmon0. di .i;_] hpzst3y0, dil
ﬁ BoiseMetWiz, his é] hppapmi0. dil é] hpzuizy0. dil
My Recent __-} hpc30s0c hppaprol pidisp.gpd
Documents __-} hpc3390c é:] hppaprol .di é:] pcll. dil
?1' | hpc30506 é] hppapks0.dil pclzl.gpd
hpc30506,0pd é:] hppasnm0.di pil.gpd
Desktop 2| hpC33906 hpz6m3y0.gpd stdnames.gpd
} hpcaaone.gpd | % hpzerdyo.di @) unidry
...j %) hpedmezz, di %) hpzevayo.di %) uniide, dil
hpDeySing U hpzhl3w0 é] unidrywi, dil
My Documents réj hpjsilgz é] hpzls30.dl é] unires.dll
- hipljl é:] hpzpp3vo.di
_jl)_g r;j hponacol hpzsc3y0,dtd
My Computer EI hponiscan0l hpzsm3wd.gpd
\%|hppadtan.dl %) hpzss3y0.di
My Metwork.  File name: |hpuniscanﬂ1 ﬂ Open |
Flaces
Files of twpe: |,-i'-.|| Files [*.7] j Cancel |
Figure 3

Print Date: 3/11/2008

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, E|

\“‘?FJI Your file has been successfully uploaded ko the public Charter Registration Quarterly Report, Click OF to upload 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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=@ FTA Web Reports

) Tmmrhﬁon Elecm'c Aword and

Reports & Data Files

« FY 2008
« FY 2007
« FY 2006
« FY 2005
« FY 2004
« FY 2003
« FY 2002
« FY 2001
« FY 2000
s Charter Report

Data Dictionary

Figure 5
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Charter Registration Quaterly Report Query

Recipient ID: b

Recipient Name:

Fiscal Year: ~
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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2556
2556
2556
2556
2556
2556
2556
2556
2556
2556
2556

University of Tennessee Space Institute
University of Tennessee Space Institute
University of Tennessee Space Institute
University of Tennessee Space Institute
University of Tennessee Space Institute
University of Tennessee Space Institute
University of Tennessee Space Institute
University of Tennessee Space Institute
University of Tennessee Space Institute
University of Tennessee Space Institute

University of Tennessee Space Institute

2008
2008
2005
2008
2008
2008
2005
2006
2005
2008
2008

Charter Registration Quaterly Report

Download File

1

2
2
3

=

LTSI N B 8

test
test2
testter
testt
test
test
test2556
test2556
testrr
test
0000

Download File
Download File
Download File
Download File
Download File
Download File
Download File
Download File
Download File

Download File

[ Back to Query Reports ]

Figure 7
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File Download

Do you want to open or zave this file?

@ j Mame: 2007_09_25 GIS_Service.doc

Type: Microsoft Word Document, S16KE
From: Ffrateamweb, fta,dok.goy

Open ][ Save ]| Cancel |

|--' ‘~| While files fram the Intermet can be useful, zome files can potentially
.a harm your computer. |f pou do nat st the zource, do not open or
e zave this file. What's the rigk?

]

Figure 8
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Appendices

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.

Append|x A — Change Password

From the Login Screen you must enter in your user name and password, and then make sure that the Change Password box is
checked (see Figure 1)

= A new window will open displaying your user name and asking you to enter your old password, new password, and a repeat
confirmation of that new password.

= Passwords must be 6-8 characters long

= Passwords must contain at least two numeric characters

= Note: If your password is to expire in two weeks or less, you will automatically be routed to the change password feature.
You 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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3 TEAM-Web Login - Microsoft Internet Explorer

EQ‘TEAM'WEb Federal Transit Administration e U.S.DOT

Welcome to TEAM-Web!
LOGIN This web

to accom

ser Mame: | Transpord
weh site f Change Password

Password: | available User Hame: RANSOMES
i - systermn. B
Database: IPdeudan 'l consentin 0ld Password: I
_ atternpts
———p [¥ Change Password the syste New Password: l_
Reset | service to
damage, Repeat; I
with the 5
such acts Change | Cancel |
and resul
Fraud an
Infrastruc
1030 of T
applicablg
Figure 1

Appendix B — Icons

2
i

File attachment- add a file to an application Paste

|n Save and close the screen '% Cut

3
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2| &l i E&\

ROD

Exit the screen without saving changes

Save Changes

Don’t save- remove changes. Changes are discarded.

Delete Record/ Feature

Add a Record/ Feature

Q

M Run the Application Reviewer

Open the Details screen

Copy

ALL | select All

=

HONE| select None

=,
% Undo

E Approve/ Electronically Sign (PIN)
@ Disapprove

Print

Appendix C- 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.

Print Date: 3/10/2008
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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.
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.).
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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” (qg.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.

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” (q.v.). See also “Export” (g.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.
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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” (q.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” (g.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 (qg.v.) on the right side of the window.
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.
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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.

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” (g.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” (g.v.).

Appendix Page: 10



o/

TEAM-Web User Guide

Print Date: 3/10/2008

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” (q.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” (g.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.

Appendix D- Status of Project

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:

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
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vActive

Active (Executed): The Recipient has executed the award.

Budget Revision Pending: The Recipient has requested a budget revision that has not yet been approved by FTA.
Inactive Amendment: FTA has disapproved or otherwise designated an amendment inactive.

Deobligation Required: Unspent funds remain in the project.

Ready for Close-Out: The Recipient has “Proceeded to Close Out” from the Close Out reviewer

Close-Out Requested: Recipient has requested final closeout of the project.

Inactive

Closed FTA has completed close-out requirements for the project.

Appendix E- System Directory

= Main Menu (Home)
= Recipients
= Add Recipient
=  View/Modify Recipient

= Applications
Create New Project
Copy Project
Assign Project Number
Application Reviewer
Submit Application
Create Amendment

= View/Print
o Modify Application

= Project Information
Budget
Milestones
Environmental Findings
Fleet Status
Application Reviewer
Comments/Concurrence
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v Review and Approval

=  Comments/Concurrence
Review/DOL Dates
Reservations
Obligation/Award
Deobligation

Execution
= Execute Award
Project Management
» Financial Status Report
= Milestones/Progress
= Revise Project Budget
= Project Funds/Status

FPC Transfer
New CloseOut Process
= Project Info
Funds Control
o Formula Apportionment

= View

=  Modify
=  Transfer
= Create

0 Advice Management
= Create Advice
=  View Advice
= Modify/Auth. Advice
= Delete Pending Advice
o Allotment Summary
= Allotment Status
0 Operating Budget
= Plans
= Recoveries
o0 Notification
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v = View Notification

Authorize Notification

= Funding Adjustments

= Civil Rights

Level 1
Level 2

Civil Rights Status

= TEAM Administration
o Earmark Administration

Earmark Query

0 Help Desk Utilities

Change Project Number
Delete Project

Delete Milestones
Delete User Locks

O Security

Add User
Modify User

= Dynamic Query
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

DBE Obls. By Percent

DBE UZA Data
Deobligations

Print Date: 3/10/2008
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Disbursements and Refunds
Disbursements by %

Earmark Report

Earmark Grant Report

FSR Data

FTA Recipient

New Starts by Project

New Starts by State
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

TEAM Documentation

General Document

0 Help Desk Information

o Exit

Print Date: 3/10/2008
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. Appendix F- 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 2).

4. A file can be attached under any one of the headings labeled with a folder picture.
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3| DC-06-0077-24 =]

_1 Project Information
1 Project Details
_1 Debt Delinguency
_1 Project Budget
1 Project Budget Details
_1Scope Details
1 Activity Line ltem Details
1 Other Budget
_1Scope Details
1 Activity Line lterm Details
_1 Budget Revision Approver MNotes
1 Milestones
_1 Project Status Overview
1 Milestone Details
I Milestone Progress
_1 Ervironmental Findings
1 Finding Details-Justification
_1Fleet Status
_IFixed Route Fleet Details
_1 Paratransit Fleet Details
1 Light Rail Fleet Details
1 Commuter Rail Fleet Details
1 Heavy Rail Fleet Details
_1WWaterbome Fleet Details

e

a Attachments - Microzoft Internet Explo... =] E3

|@ Dane F|_|:é_|ﬂ Inkernet

L

Figure 2

Print Date: 3/10/2008

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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vextremely 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 3). Type in a brief description for the file that you are
about to attach.

8. Click on the Browse button.

Appendix Page: 18



o/

TEAM-Web User Guide

=10

Xl

| DC-26- =

1 Project Infarmation
_1 Project Details
_1 Deht Delinguency
_1 Project Budget
_1 Project Budget Details
_15Scape Details
1 Activity Line Itern Details
1 Other Budget
1 Scope Details
1 Activity Line ltern Details
L1 Rudnet Revisinn Annraver Mates
‘F Upload File - Microsoft Internet Ex)

=10 x|

Description:

Upload | Cancel |

File Name: | Browse... |

(&) Done I_’_|_|§ Internet &
e P R =]
:Ei javascript:a|_|_|_|ﬂ Internet 2
Figure 3

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 4).

Print Date: 3/10/2008
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v 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.

d

Look in: I@ by Documents j = £k E2-

} Upload File - Microsoft Internet E:-:pl -0 =]

My Pictures
My Webs Description:

TestDoc,doc -
|Add|ng an Attachment

File Name: |C:HD1:n::uments and Setti Browse.. |

Lpload | Cancel |

My Documents

File name: I j | Open
I

Fiesof ype:  [&llFiles 7 ] Done | |4 internet 4

Cancel

|
)

Figure 4

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 5).

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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|Delete .-'l'nttachment|
Figure 5

Appendix G- 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.xls). 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 ltems

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: 3/10/2008

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: 3/10/2008

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 ALl code 11.80.00

Use ALl code 11.79.00

Use ALl code 11.73.00

Use Capital, Operating, or PInng ALls
Use 43.5X.XX ALIs
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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: 3/10/2008

* 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: 3/10/2008

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

.03 Bus 30 FT

.04Bus<30FT

.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

Appendix Page: 25




TEAM-Web User Guide

BUS
11.XX.XX

FIXED

CAPITAL GUIDEWAY
IXXX.XX 12 XX. XX

XX.16.XX

Lease - Expansion
XX.18.XX

Vehicle Overhaul (up to 20%
vehicle maintenance)
XX.17.00

Print Date: 3/10/2008

.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

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: 3/10/2008

(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.4AX 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: 3/10/2008

.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: 3/10/2008

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
ltems

XX TXXX

Public Buyout
XX.74.00

BUS
11.XX.XX

FIXED

CAPITAL GUIDEWAY
IXXX.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 (R/W)

Print Date: 3/10/2008

.13 Contracted Service (5310 only)

XX.75.XX

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: 3/10/2008

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

Acquisition
XX.92.XX

Print Date: 3/10/2008

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

Print Date: 3/10/2008

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,

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

.01 Bus STD 40 FT
.02 Bus STD 35 FT
.03 Bus 30 FT

Admin Bldgs Admin Bldgs
140-30 14.03.30
Sitework & | | Sitework &

.04 Bus <30 FT
.05 Bus School

Engineering & Design
13.11.XX
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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: 3/10/2008

.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: 3/10/2008

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: 3/10/2008

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 442X 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: 3/10/2008

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: 3/10/2008

51.xx.xx is for FTA use only.
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Safety Reviews
51.07.00

TRANSPORTATION ELECTRONIC AWARD & MANAGEMENT

ACTIVITY LINE ITEM CODE CHART

FOR RESEARCH AND OTHER EXPENDITURES

Research Projects

Print Date: 3/10/2008

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: 3/10/2008

.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: 3/10/2008
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HO

LN

LP

MT

OR

HYBRID ELECTRIC - OTHER

LIQUEFIED NATURAL GAS

LIQUEFIED PETROLEUM GAS
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