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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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Modify Recipient
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.

Chapter 2 Page: 11
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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.

Chapter 2 Page: 13
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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.

Chapter 2 Page: 17
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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

Chapter 2 Page: 18
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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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