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

TEAM-Web User Guide

Introduction and Chapter 1
Login Procedure and TEAM-Web Navigation

By:
QSS

Version: 2.03
Date: 02/27/2008

Chapter 1 Page: 1



o/

TEAM-Web User Guide

Chapter 1 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 04/27/2007 | Label graphics and referred to them in the Travis Klein
text
2.02 04/30/2007 | Changed top and bottom margins Travis Klein
2.03 02/27/2008 | Minor formatting and content 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.

Chapter 1 Page: 2



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

o/

Chapter 1 Table of Contents

CHAPTER 1 CHANGE HISTORY ..ottt ettt e bk 1t b4 h 212 a2 e b AE e e84 £ £ 4R 28248 e R b e AR e AR £ R e 4R e E £ 4R £ e R b e A8 e R e AR e 4R £ A b e 4R e e R b e e e b e e Rt e R e e b e e bt e b e e e et e nnean et 2
CHAPTER L1 TABLE OF CONTENTS ...ttt ittt ittt sttt ettt e st e s te e te e et e aeeeee e ehe e a4t e bt ea bt a8 b e a8 e e eEeenE e e nEe e Eeem et oAt e ARt e AR e e b e enbeen b e eEbenE e e nbeenbeenbeenteeneeaneeneeenbeenes 3
LA I @70 L0 LG I L] ORI 4
CHAPTER 1: LOGIN PROCEDURE AND TEAM-WEB NAVIGATION. .. .oi ittt sttt st sbe e st abe et esb e st esbeesbeesbeenbeaaesneesaeesbeenbeenes 6

OVERVIEW. ... ottt ettt sttt sttt re ekt r e ekt r ekt e e e ekt e e se e Rt 4Rt s e e R e ARt e e £ e ARt s e e R e AR e S e e R e AR e s e e R e AR e Ao eE e AR e Ao e E e ARt HeeE e AR e oo e R e ARt Ao e R e ARt Ao e R e ARt He e R e AR e neeE e AR e e e e R e e Rt e e R e e R e r e e r e e neere e renre e 6
LOGIN PROCEDURE...... .ottt ettt b etk e st e e skt e s be e e4e 4 ee£ae e 4 He e o4 e e b e 22 bt 2a b e 28 b e eE £ e oE 22 A E 24 AEe 4 AR e £ HE e HHe e AR £ £ b £ 2m b £ 2R b e eh b e eE £ e AE e e AE a4 Ee e beeRn e eheeebeebeanbeenbenbbenbeeas 6
MAIN MENU AND TEAM-WEB RELATED LINKS ... ettt ettt ettt bttt e e e e he e eh £ £ b £ 22t e eH b e eh b e eE £ e s b e e eEe e nEe e be e Re e ehe e ebe e bt enbeenbensbenbeeas 7
TEAM-WEB RELATED LINKS ...ttt h et ek s ke skt e s bt o8t 4R et 4 he e £h e e 4R £ 2R €258 £ 2R E 4484 AE £ e Ee e AR e 4R R e 4R e e SR e e AR £ £ R e e n R e eR R e nE R e nE e e e b e e nE e e nneenneeaeeaneenneenns 8
SHORTCUT TO DYNAMIC QUERY BY STATE ...ttt h s bbbt e s e a2 e s £ e s b e e s Rt e et £ R e e SR e e SR e e AR e e R £ e n R e eR R e eE s e nE e e nEe e Ee e b e e neemeeaneeaneenneenns 8
REGIONAL CONTACT LINK ..ottt ettt es e a1k £1 £ a1 e 48 £ 28248 e 8o 1 8 e 48 £ 18 £ 48 £ 28241 e 2R 8o 8 e AR e AR e 4R £ 28 £ 4R £ 28 b e e e b e AR e 4R £ AR e 4R £ eh s e nsea b e nE e e R e e bt ebeeb e e seen b e nneanenbeane s 10
NAVIGATING THROUGH TEAM-WEB. ..ottt sttt et h ekt 4 b e £ e he e s e o8 e e E e AR 48 £ SR e 4R £ 288 a8 e b e AR e 4R e AR e 4R e eh e e seea b e neeeR e e bt eb e e b e e seenreneeanenbenne s 11
CHAPTER L INDEX ... ettt ettt bbb ek e he a8 8o E e 8 £ E 4R £ 48 £ 4 R £ 28248 £ R4 AR e 4R €A E £ 4R e 28848 e A b e AR e AR £ AR e 4R £ 28 £ 4R e oAb e AR £ R e E e 4R £ e E £ e Rt e s e e ne e b e b e b e e bt e hees b e e e r e b e anenrs 13

Chapter 1 Page: 3



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

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:
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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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