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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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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. 

Recipient 
Information: Displays 
the contact information 
for the Recipient you 
have highlighted. 

Query Results 
Table:  Identifies the 
Recipient information 
retrieved from the 
database using your 
search criteria.   

Next :  If your search result 
yields multiple pages of 
information, use the Next 
button to display the list of 
Recipients, page by page. 
When not on the first page, 
use the Previous button to 
previous pages. 

Recipient Query 
Results: Use this button 
to manually Re-query the 
database based on the 
search criteria you 
entered in the Query 
Recipients box.  This 
button will be further 
discussed in subsequent 
chapters. 
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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 
 

 

1

2

3

Figure 2 
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Modify Recipient 

View/Modify Recipient 
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. 
 

 
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). 

 

 
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) 
 

 
Figure 5 

1

2

2a 
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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. 
e. To retain changes, click on the Save icon.  
f. To delete changes, click on the Discard icon. 

 
Figure 6 
 

2e 2f 

Changes may be 
made to the Data 
fields here. 

2d

2b 

2b 

2c 
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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. To add 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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Figure 7 

 

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. 
 

3 3a

3b

3c

4
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Figure 8 

 

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 number of FTA users. 
 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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Figure 9 

 

Payment Codes Tab 
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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Figure 10 

 

Civil Rights Tab 
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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Rights 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. 
 

 
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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Access 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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Figure 12 
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2 
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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. 
The Project Details include the following:  Project Num6. ber, 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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Figure 13 

4

Query 
Results:  
Displays all 
applications 
retrieved from 
the database 
using your 
search criteria.  
Click on an 
application to 
select it. 

5

Project 
Information:  
This area is 
used to display 
information for 
the application 
selected in the 
Query Results 
Table. 

6

 
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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