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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
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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

Chapter 3 Page: 6




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

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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