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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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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). 

2. 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. 
 

                           
Figure 1 

3

1
2
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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. 
 

     

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. 

                              
Figure 2 
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8. Type in the date of the most r
UPWP or the FTA Program

9. Next, select the Fiscal Year
10. Complete filling out the page by .  To do so, click in the 

‘Yes’ radio-button nex
 

    
Figure 3 

 

12. ite 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’. 

ecent FTA- approved STIP in the Program Date field. (If the project is not on a STIP, type in the 
 Plan approval date.) 
 from the drop-down. 

selecting one or more of the Proposed Environmental Classifications
t to each Classification. 

                          

8

11. Next, click on the Project Description tab (see Figure 4).  
 Enter an extended Project Description in the wh

9 7

10
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14. If any of the required inf
input (see Figure 5

15. Click on the ‘OK’ button to go back and add any required inf
 

 
Fig

 
Figure 5 

ormation has not been filled in/selected, a message box will appear, informing you of the necessary 
). 

ormation. 

ure 4 

11

13 

12

Note:  The Project Description text-area will 

he 

x, allowing you to later scroll through the text. 

14
accommodate significantly more text than is visible in 
the white display area. If your text is longer than t
display area, a scroll bar will appear to the right of the 
bo

15 
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As shown in Figure 6, the Project Query Results page will open, with the new project selected. 
about the project will appear in the Project Details section of the screen.  To begin modifying the application, see Chapter 4 
User’s Guide. The remainder of Chapter 3 focuses on copying an application. 

 Information that you have entered 
of this 
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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. 

 

                   
Figure 7 

1 
2

3

4 

 
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. 
Click on Copy Project 7. in the Applications sub-menu. 
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Figure 8 
 

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. 
Note that the Recipient ID field defaults to the highest number available to you in your profile. Begin by selecting your 9. 
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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Figure 9 
 

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. 

 

                      
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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