TEAM-Web User Guide

TEAM-Web User Guide

Chapter 6
FTA Review and Approval

By:
QSS

Version: 2.05
Date: 04/29/2008

Print Date: 4/29/2008

Chapter 6 Page: 1



o/

TEAM-Web User Guide

Chapter 6 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. Updates Travis Klein,
to Comments/concurrence and Review/DOL | Sonya Ransome
Dates

2.0 04/23/2007 | Template to perform Major Formatting Travis Klein
Changes and updates as required

2.01 05/23/2007 | Continued to perform Major Formatting Travis Klein
Changes and updates as required

2.02 05/24/2007 | Formatting and indexing Travis Klein

2.03 02/26/2008 | Shared state code update and formatting Travis Klein

2.04 02/27/2008 | Minor modifications Travis Klein,

Patty String
2.05 04/29/2008 | Reservation account notes for amendments Travis Klein

Print Date: 4/29/2008

* 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 6 Page: 2



TEAM-Web User Guide Print Date: 4/29/2008

o/

Chapter 6 Table of Contents

CHAPTER 8 CHANGE HISTORY ...ttt itttk sttt e bbbtk h e s 2 a2 e b e e 4e 48 £ 4 £ £ 4R £ 282422 a b e AR £ A8 e R e 4R £ 2R £ 4R e e h b e Ae e R e AR e 4R £ A b e 4R e e R b e e ea b e e bt eE e e bt e b e e bt e e ennennenn e b e 2
CHAPTER 6 TABLE OF CONTENTS ...ttt ittt sttt ettt sttt e s teesbe e et e aeeeee e ah e e abe 22 beea b e es b e eE e e eE e e nE e e Ee e Eeem et oAt e eE e e ARt e b e en b e an b e ebbenb e e nbeenbeenbeeseeeneesneenaeenbeenns 3
FTA REVIEW AND APPROWVAL ...ttt ettt st sttt ettt sae e 44t e 44214t 28t e et 2248 e e s EeenEe 42 ee 4R e e 4Rt e 4Rt e bt 2 a bt 2R ke 28 b e eE £ e eE e e e b e e AEe e A ee 4R e e eRe e eE e e eb e e mbeen b e esbe et b e st e e nbeenbeebeaneas 4
OVERVIEW......ctiitit ittt bbbt e bbbk e 4410 h e E 4 b £ R H0 o4 010 e 0 e A E e 4 b S E 448 E e b0 a0 s b e A E A0 E A E 84 E e b0 o0 e A H 0 e A0 £ A E e 4 Ed e b e e R A E e A E e AR e AR e R bR e e E e b e R e b e R e e e b e r b 4
FTA’S REVIEW AND APPROWVAL ...ttt sttt sttt at bt bttt 24 bt st e e sh e 24 Ee e £4e 42 e e 42 et 4Re £ 4Re 2 be 22 b e 2A b e eh b e eE £ e 4E £ e AE e e AE e 4R a4 Re e eRe e e R e e b e 2k e em b e en b e eb b e nb e e nbeenbeenneannas 4
COMMENTS/CONGCURRENCE ...ttt 2 e b e bt be bt seeh e e 2o beeE e o4 e e E e 4 Re 28 £ e e em b e 142 4R e A E e 4R £ eE £ 4R e 2R b e oE e b e AEe AR e e b e 4R e eR b e s e a ke nEeebenbeebeebe e e enbeneesbenbe e 4
L0001y 1V 1= N B . = TSP T PSP TSP PRSPPI 5
CONCURRENCE/APPROVAL TAB ....utitiiettiteitete st st et st st etestesteteste st etesbe st ebeahe e ebesh et ebe e b et e ke 4b e e ekt e b oA £ ebe A b e e eb a4 b e e e b e A b oAb eb e A E e s £ e b oAb oA £ e b e A b e At e bt e b e s £ e b e e b e st e bt e b e st eb e e b e st et e b e st ebenn e 10
SUMMARY TAB. ... ttttititteitiettee ettt sttt sttt e e e et eh e bt b e £ e e se e s s e s e e oh £ A E e 4R £ e £ e e heea s oA e £ AR e AR e 4R €4 £ £ 4R e es s o0 e s 4R e AR €A £ £ 4R e 48 s e e £ R e R e 4R £ AR £ RE e R H e e e R e R AR AR R eR e e e R R Rt R e R e et n e r e re e 16
REVIEW/DOL DATES ..ottt sttt stttk he et be sttt s b £ e bt s he s e ekt ebe 2 ekt ebe £ e bt eb e e eE e e be e eE e ebe e eE e ebe A e e b4 eRe e eE e eRe e e b e eb e A e eE e ebe e eE e eb e e ebeebe s e ebeebene et e ebe st ebeabeneebenbeneas 17
BACKGROUND/AWARD TAB .....cotitttiitittiteteatesseseastsseseasesseseasesseseasesses e st sses e ehe s s es e eh £ 18£8 248 e 1828848 £ A8 e a e e H €48 £ o848 £ 8 e R84 h £ E e 8 e b £ b £ A b e b€ E £ b h £ AR e b e h £ AR e b e b £ AR e b e R e e b e b e b e e b b e b e e b e b et et n e 18
DOL CERTIFICATION TAB ...ttt itiittitiettet ettt ss skt she st a e bk s bkt e s e e e a8 e s b Sh £ 84 H £ eh o0 e b e AR 48 £ A E 84 b e b e e st oo b e AR e AR £ AR 8 4R S E 4 e s e e R b e e e b e AR 4R e b £ e be e b b e ne e b e b e R e e bbbt e b e e nenn e anenr s 20
Y =t SN I 10 N1 TSRS OPR 21
OBLIGATION/AWARD ..ottt ittt sttt tee e e testestesteaseateeseestesseasesEe a8t a8 e ereesee e e sesEeeEe a8 e a8t eseeseenbeneeeE e e EeeE e e b e emeen b e ne e b e EeeReeE e e m e esee e e benbeebenbeeneeneereenbeneennenren 27
(D] = @] =] I N I L] TSSO 29
LN G T T T TSR U PP OP T OPTPRPTRO 31

Chapter 6 Page: 3



TEAM-Web User Guide Print Date: 4/29/2008

o/

FTA Review and Approval

Overview

This chapter will detail the following system parameters and features: the review and approval process, Comments/Concurrence,
Review/DOL Dates, Reservations, Obligation/Award, and Deobligation. The majority of the features discussed in this chapter are
going to be for FTA users only.

FTA's Review and Approval

FTA staff will conduct a preliminary review of the application for conformance with FTA program requirements. After the Recipient
has submitted its application through the TEAM-Web system, FTA will use the Review and Approval windows to review it.

The most current edition of FTA Circulars will provide guidelines for the preparation of project applications authorized by FTA’s
programs.

Certain application processes and functions (e.g. STIP and UPWP approvals, state allocation of Section 5303 formula approvals,
flexible fund transfers, etc.) must be performed outside the TEAM-Web system. The results of those processes and functions will be
reflected in the Comments/Concurrence windows.

Comments/Concurrence
FTA may record comments regarding the application, at any time, until funds for the Project have been awarded.

FTA’s comments may generally or specifically address one or more review areas. The five categories of FTA comments include:

1. General Review: Typical examples include requests to the Recipient for:
a. additional information or documentation
b. modifications to the application
c. requests for project changes
2. FTA Internal: Comments to be viewed by FTA staff only — Concurrence/Approval stamps are automatically populated here
as well.
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v 3. Conditions of Award: Special conditions, requirements, or other provisions intended to be included
in the Grant Agreement or Cooperative Agreement
4. DOL: Comments to the Department of Labor — the only Comments DOL users may view
5. FTA Project Description

If your application requires modifications, FTA will release it for changes. See previous chapters (primarily chapter 4) on how to
“Modify Application” to make the requisite changes.

The following describes how to view the Comments/Concurrence window to see if any comments have been posted to your Project
and how to retrieve and review those FTA Comments.

Comments Tab

1. The Comments/Concurrence screen defaults to the “Comments” tab. The active comment type is highlighted in a light blue as
seen in Figure 1.

2. The Brief Descriptions of each Comment Type are listed under the Comment table

3. The remaining details of the highlighted comment can be seen throughout the screen including: Brief Desc., Comment On,
Activity, Comment Text, Entered, Updated, and Comment By.
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Comments/Concurrence

3 TEAM-web { Quality Assurance Database )} AL-03-0061-00 - Mic -0l x|
K

Recipient: |1 014 |CIT‘Y OF MONTGOMERY -bontgamerny Area Transit System

Project: |AL—I33—EIEIE1—EIEI |Purchase One 19505 Remanufactured B

Amendment: I

Select Comment Type #

Geheral Review 2[¢— 1
FTA Internal 1]
Conditions of Award 1]
DoL 1

FTA Project Description 0

Comment
Vehicle function J purpose
StarEnd Date

Entered: IEﬂ a/2004
Updated: IEﬂ 8/2004

Comments | CaoncurrencefApproval | Summary |

Brief Desc: |Vehiu:|e function / purpose

Comment On: | Fleet Status j

netwiy: | ]

Application Status
[ Return to Recipient
¥ Readyfor FTA Review
[T Application Cormplete 3

Comment Text /

Thizs comment (kbelow) has heen il
appropriately addressed and
rezolved. LJIL-5/18/04

Comment By: |Le|:|nard Lacour

=

|§‘| Done

’_ I_ I_ |4 Internet

Adding or Deleting a comment (See Figure 2):
To add a comment, simply select the Comment Type that you would like to add by clicking on that type in the Select Comment

1.

2.
3.

Type field
Click on the “Add” button
Type in your Brief Description

Figure 1

Print Date: 4/29/2008
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Select the subject of your comment in the Comment On field

Select the Activity (if necessary)

And add your comments in the Comment Text field

You may view or modify your Comment Text in a larger screen by clicking on the document icon in the upper left hand corner
of the Comment Text field (circled in the illustration)

To Delete a comment, simply select the comment (click on to highlight) that you would like to delete in the Comment table

9. And click on the Delete button found at the top right portion of the screen

No ok

oo
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2 9
/3 TEAM-web { Quality Assurance Database ) AL-03-0061-00 - M| ’/ o ] 4
]
Comments/Concurrence %l FIDIZI| IJELEqIH | [%él ‘{l
Recipient: {1019 [CITY OF MONTGOMERY -Montgomery Area Transit System
Project:  |AL-D3-0061-00  |Purchase One 19505 Remanufactured B
Amendment: I
Comments | Concurrenceddpproval | Summary |
Select Comment Type #
General Review 2 1 Brief Desc: |Vehiclefundiun,-"purpuse < 3
FTA Internal ] c nt on: [Floot Stot J
Conditions of Award 0 omme n.l SE e < 4
DoL 1 Activity: | =] - 5
FTA Project Description 0 8
Comment Application Status
Wehicle function | purpose ™ Return to Recipient
StarEnd Date ¥ Readyfor FTA Review
[ mpplication Complete
6
Entered: I—E-ﬂ 8/2004 Comment Text
s comrent (below) has bheen -
Updated: IE,."1B,."2EID4 appropriately addressed and
resolved. LJL-5/15/04
Comment By: |Leunard Lacour ;'
|&] Done |_|_|_|§ Internet i

Figure 2

Figure 3 displays the expanded view of the Comment Text field. Changes can be made directly to the expanded text view if desired
by directly typing in the window and then clicking on the Save Button. The Save, Cancel, or “x” buttons within the expanded view
box will close the View Text window.
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 TEAM-Web { Quality Assurance Database } AK-90-%029-00 - Mic

=101 x|

|C omments/Concurrence

Recipient: |1 734 |Fairbanks Marth Star Borough

Project: |AK—9 (-+029-00 |Cu:u:urdinated Transportation Program

Amendment: I

Comments | ConcurrencefAppraoval | SUmmary |
Yiew Text | [O] x|

Freliminary TEAM Comoents
Application No: AE-90-X0zZ29

Frogram

Entered: |3,"1 22004

Date: 3f1z/04 Save
L i Cancel

To: Soott Williaws, Fairbanks MNorth 2tar Borough —_—

oo Jennifer EBowmah, Max Lyon, Pat Hendrix

From: Tina Fro=st

Re: Fairbanks North Star Borough

Project Purpose: Coordinated Transportation

=

Comment Text

Updated: I

3/12/04 i’

- Tao: oottt Williams,
CDmmEﬂ‘tB}anma Frost Fairbanks North Star Borough LI
€ [T e meermet y
Figure 3

Print Date: 4/29/2008

There is a clear audit trail as to when a comment was created, who the comment was created by, and when the subsequent updates

were made to the comment (if any). The referenced area is circled in Figure 4.

1. The very first General Review comment will trigger the entry of the “Review Comments to Recipient Date” on the Summary

Tab
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Print Date: 4/29/2008

2. When the application has passed the reviewer and been marked complete under Application Status, an internal comment with
an approval stamp and date will be created for “Transportation Program Specialist” and the approval (current) date will also
populate on the Summary tab
3. If the Application Status is changed to Return to Recipient, then an internal comment is created to track this as well
; TEAM-Web { Quality Assurance Database ) AK-90-X029-00 ; TEAM-Web { Quality Assurance Database ) AK-90-X029-00 — |EI|5|
Comments/Concurrence % | FiDD | |DELETE H . | Comments/Concurrence % | FiDD | |DELETE H . |
Recipient: |1 734 |Fairbank5 Morth Star Borough Recipient: |1 734 |Fairbank5 MNorth Star Borough
Project: |AK—BD—><029—DD |CDDrdinated Transportation Program Project: |AK—BD—><029—DD |CDDrdinated Transporation Program
Amendment: I Amendment: I
Comments | Concurrence/Approval | Surnmary | Comments Concurrencef&pproval Summary
Select Comment Type #
General Review 2 Brief Desc: |Comments e
1 FTA | Summany View of Concurrence/Approval Dates
ntermnal ' 2 Comment On: | j
Conditions of Award 2 )
Dol 3 Activity: I j 1 Planning: 1201812003  [FTA Environment Concurrence:| 52002004
FTA Project Description 0 FTA Legal Concurrence;
Comment Application Status FTA STIP Approval:
comments 312 ; Return to Recipient < 3 Review Comments to Recipient: FTA UPWP Approval: I:l
- :
grantee response Ready for FTA Review Transport. Program Specialist: _ FTA Headquarters Review: I:I

Entered: |3,"1 2/2004
Updated: |

ment By: |Tina Frost /

™ Application Completeq
2 FTA Civil Rights Concurrence:

FTA Engineering Cuncumya‘.ﬂ

Comment Text
312704

To: S3cott Williams,
Fairbanks North Star Borough

K

12412004 Regional Admin Approval: [ |
FTA Administrator Approval: I:l

[&] Done

[ [ [ |4 mnternet v

|® Done

l_ I_ I_ | Internet

Concurrence/Approval Tab

Figure 4

The Concurrence/Approval Tab can be viewed in Figure 5. This screen allows the FTA user to select a Concurrence/Approval type,
enter and approve the date of the concurrence, and enter any desired text. Transactions are recorded and tracked in a variety of ways.
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3 TEAM-Web ( Quality Assurance Database ) AL-03-0061-00 - Micro:

=101 x|

Comments/Concurrence

Recipieni: I'I 014

ICITY OF MONTGOMERY -Montgomeny Area Transit System

Project: |AL—03—EIEIE1—EID |Purchase One 1950s Remanufactured B

Amendment: I

Comments

Concurrence/Approval Surnmary |

Concurrence/Approval Type Approval Date

ct an Approval Ty

Entered: I = J
Updated: I

Concurrence/Approval Comments

_;_ﬂ Comment Text

Comment By: |

|:Ej Done

l_ l_ l_ |4 Internet

Figure 5

click on your selection — See Figure 6)

Text, Entered Date, Comment By, etc.)

Print Date: 4/29/2008

Begin by selecting a Concurrence/Approval type by clicking on the drop down arrow, then selecting one from the list (simply

If a date/comment is already recorded for that Concurrence, then the appropriate information will be displayed (Comment
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3. Select a Concurrence/Approval Type without any information (FTA Headquarters Review for example) and enter in an
Approval Date (it may not be a future date)

4. Clicking on the “Today” button will automatically enter in the current date for you
5. If you are satisfied with the date you have entered, click on the “Approve” button
‘A TEAM-Web ( Quality Assurance Database ) AL-03-0061-00 - Microsoft Intern =10l =]
|

Comments/Concurrence % | F||:||:|| DELE@@ | c%‘él \,g[l

Recipient: |1 0149 |CITY OF MONTGOMERY -Montgomeny Area Transit Systermn

Project: |AL—I33—EIEIE1—EIEI |Purn:hase One 1950s Remanufactured B

Amendment: I

Comrments ConcurrencelApproval | SUmmary |
3
Concurrence/Approval Type Approval Date
Approve
Flanning
Operations
Development
FTA Civil Rights Concurrence
FTA Engineering Concurrence
FTA Environment Concurrence
FTA Legal Concurrence Comments
FTASTIF Approval —
. FTA UPWE Approval Comment Text
ELIEECE I_ FTA Headguaners Review bl =]
Updated: I
Comment By: | Ll
|&] Done ||| |# mnterret 5
Figure 6
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vCIicking on the approval button triggers a number of actions that both record data for audit purposes, but also reduces the need for
redundant data entry. Note: until you save by clicking on the Diskette (save only) or Green OK check mark (save and exit) buttons
you still have the capability to remove the date stamps.

You may click either the Cancel (discard changes and exit) or the Discard Changes (remove changes only) buttons. You must save the
changes for them to remain) ,ﬁ

1. The “Entered” date is populated with the current date and the “Comment By” field is populated with the user name of the
individual approving the Concurrence (see Figure 7)

2. An Approval Stamp with the date you entered into the approval date (i.e. not necessarily the current date) will appear in the
Comment Text field.

3. If you were to update your comments, an “Updated” date would appear as well as an updated Approval Stamp in the Comment
Text.

4. You may remove some of the approval stamps in the Comment Text, but one will always remain
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3 TEAM-Web { Quality Assurance Database ) AK-90-X029-00 -

=101

ICDDrdinated Transportation Program

Comments/Concmrrence

Recipient: |1 734 |Fairbanks Morth Star Barough
| -90-x029-00

Amendment: I

Project:

Cormments Surnrmary

gees

CaoncurrencefAppraval

Concurrence/Approval Type Approval Date

Print Date: 4/29/2008

|| FTAHeadguarters Review v | ||5,f25,fzuu4

Entered: IE,.*Z R/f2004

Updated: |5;25,=2|Jn4 «— 3 >

Concurrence/approval Comments

_-;_ﬂ Comment Text

Approval Stamp S5/Z25/2004
Updated Approval Stamp S5/25/2004

Comment By: |Travis klein

[

[~

Concurrence/Approval Comments / ?
Entered: [250004 e— q 2l Comment Text
ipproval Stamp 5/25/Z004 |
Updated: | /
Comment By: |KLEINT o -
L—
/
&) I_ I_ ’_ | Inkernet v
Figure 7

5. An “Internal” comment is created on the Comments tab (See Figure 8)
6. And the date is recorded to the corresponding date field on the summary tab
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3 TEAM-Web { Quality Assurance Database ) AK-90-X029-00 - |

) (=] ) | 2l TEAM-Web { Quality Assurance Database )} AK-90-X029-0

Print Date: 4/29/2008

=101

Comments/Concurrence

NEEFEE

Recipient: |1 734 IFairbanks MNarth Star Borough

Pruject: |AK—BD—><029—DD ICoordinated Transportation Program

Amendment: I

Select Comment Type #

General Review 2
FTA Internal 2
Conditions of Award 2
DoL 3

FTA Project Description 0

Comments | Concurrence/Approval | Sumrmary |

Comment
funds transfarred
FTA Headguarters Review

Brief Desc: |I-—I'A Headguarters Review

Comment On: | j
Actiy | <]

Application Status
™ Return to Recipient
¥ Ready for FTA Review
I~ application Complete

Recipieni: |1 734 |Fairbank5 Marth Star Barough

Pruject: |AK—ED—><029—DD |Courdinated Transportation Program

Amendment: I

Comrnents ConcurrencedApproval Sumrmary

Summary View of Concurrenceifpproval Dates

Planning: 121972003 |FTA Emaronment Concurrence:|  S/20/2004
Operations: I:I FTA Legal Concurrence: I:I

Development: FTA STIP Approval: 12M9/2003
Review Comments to Recipient:| /1272004 FTA UPWP Approval:

Comments/Concurrence Iﬂ”@@lﬁ"ﬁl

Transport. Program Specialist: I:I FTA Headquarters Review: 512812004
FTA Civil Rights Concurrence: | /2412004 Regional Admin Approval: | |
FTA Engineering Concurrence: I:I FTA Administrator Approval: I:I

Entered: [5/25/2004 = Comement Text
Lpproval Stamp 5/25/2004 =]
Updated: IE,."ZE,."ZDM Updated Approval Stamp 5/25/2004
Comment By |Travi5 Klein Ll
|&] Done [ | |4 mtermet 4| &] pone [ | |4 meemet 4
Figure 8

Only users with specific role ID’s can enter FTA Civil Rights Concurrence and FTA Legal Concurrence dates. A user trying to
approve a date who does not have the necessary rights will see one of the pop up messages detailed in Figure 9.

After clicking ok within the message box, the date field will return to its previous value.
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Print Date: 4/29/2008

Concurrence/approval Type

Concurrence/Approval Type

FTa Crvl Bights Concurrence FTA Legal Concurrence

Microsoft Internet Explorer Microsoft Internet Explorer

‘o do not have the proper authority ko update the Civil Rights Concurrence Date., ‘fou do nok have the proper authority to update the Legal Concurrence Date.
For Further guidance please contact wour local security officer or the TEAM Helpdesk

For Further guidance please contact vour local security officer or the TEAM Helpdesk

Figure 9

Summary Tab

Figure 10 is an image of the Summary tab of the Comments/Concurrence tool. All of the dates are read only in this view. The dates
are automatically updated using tools on the previous two tabs (Note: Once a grant is awarded, the concurrence dates will be locked

as read only).

This tab allows the user to get a broad view of which Concurrences have approval dates and what those approval dates are without

having to click on each comment individually.
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<} TEAM-Web ( Quality Assurance Database } AL-03-0061-00 o ] [

Comments/Concurrence &J @ll@@@\ﬁl

Recipient: |1D19 ICITY OF MONTGOMERY -Montgomery Area Transit System
Project:  [AL-03-0061-00  |Purchase One 1950s Remanufactured B
Amendmnt:l

Comments Concurrencelfpproval summary

Summary View of Concurrencerapproval Dates

Planning: FTA Enwvironment Concurrence:
Operations: I:I FTA Legal Concurrence: I:I
Development: [ ]  Fiasnp approvar [ ]

Review Comments to Recipient: FTA UPWP Approval: |:|
Transport. Program Specialist: I:l FTA Headguarters Review: |:|
FTA Chvil Rights Concurrence: I:I Regional Admin Approval: I:I
FTA Engineering Concurrence: I:I FTA Administrator Approval: I:I

|®j Dane l_ l_ l_ |% Internet 4

Figure 10

Review/DOL Dates

1. Click on Review and Approval in your Main Menu bar and query for your project (See Figure 11).
2. Click on Review/DOL Dates.
3. A new screen should open up Revealing Review DOL Dates and defaulting to the Background/Award tab.
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3 TEAM-Weh { Quality Assurance Database ) NJ-26-5003-00 - Microsoft Inter - |EI|5|

A https: tf.tea.mweh..lta.dut.guv ~ TEAM-W ReviewDOL Dates @ = \@ ﬁjlo_fll

Recipient: [2510 | [RUTGERS, THE STATE UNIVERSITY
Project:  |MJ-26-5003-00  |ConnectingCommunities

Amend.ment:|CDnnedingCDmmunities

Background/Award | DOL Certification |

Application Submitted: Q212006
Funids Reservation:
Estimated Obligation: [ ]
Obligation & Award:
Agreement Executed By Recipient:
Date Sent for Release:

Date Released: I:I

| Comments: |General Review - EI||FTA Internal - 1||Cunditinns Of Avwrard - 1||DOL - EI||FTA Froject Desc. -0

|&] pone l_ l_ l_ l_ l_ [&J Local inkranst .

Project Number: [cA-30-1001-00 [Frz004 Cost Center: [710-00 |

Figure 11

Background/Award Tab

This tab notifies the user of applicable status completion dates. User rights and the Project Status will dictate what dates are viewable
and/or modifiable. Note the outline around those fields that are currently modifiable (Estimated Obligation and Date Released in the
Figure 12 example). The circled status bar at the bottom of Figure 12 indicates how many records there are in for each category
within the Comments/Concurrence screen. The user can simply click on Comments/Concurrence from the main menu status bar if

they would like to add a comment.
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N

3 TEAM-Web { Quality Assurance Database ) NJ-26-5003-00 - Microso

=10l

Review/DOL Dates

[~ [=IEEA

Recipieni: I251 o IRUTGERS, THE STATE UNMNERSITY

Project:  |NJ-26-5003-00  |ConnectingCormmunities

Amenﬂment:ICDnnedingCDmmunities

Backgroundifward | DOL Certification |

Application Submitted:
Funis Reservation:
Estimated Obligation:
Obligation & Award:
Agreement Executed By Recipient:
Date Sent for Release:

Date Released:

qrz21r2008

L]

[ ]

Comments: |General Review - D"FTA Internal - 1||Cnnditiuns Of Awvard - 1||DOL— EI"FTA Froject Desc. -0

I

[%J Lacal intranet

Figure 12

13)

Print Date: 4/29/2008

The recipient number can also be changed from this screen for a project that does not yet have funding reserved (See Figure

Change the recipient number and tab out of the field. A message window will open asking if you wish to proceed.

Click ‘OK” if you would like to change the Recipient number.
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3 TEAM-Web { Quality Assurance Database ) NJ-26-5003-00 - Micros:

=101

Review/DOL Dates

[~ [= =]

Recipient:

Project:

2510 4JROTGERS, 'ng UNIVERSITY

MJ-26-5003-00 |Cunnec’cing00mmunities

Amsndmem:ICDnnectingCummunities

Background/Award | DOL Centification |

Application Submitted: 912142006
Funds Reservation:
Estimated Obligation: [ ]
Obligation & Award:
Agreement Executed By Recipient:
Date Sent for Release:

Date Released: I:I

|Cumments: General Review - D"FTA Internal - 1||Conditi0ns Of Award - 1||DOL— D||FTA Project Desc. - 0

|@j Dane

l_’_,_|_|_|‘_-l Local intranet v

X

Print Date: 4/29/2008

Microsoft Internet Explorer x|

ou are about to change the Recipient for this Project.

By clicking "0k, " the changes For this record will be saved

even if you ulkimately decide bo "Cancel” out of the "Review(DOL Dates" Form.

If wou do not intend ko change the Recipient For this project then please click "Cancel*

at this kime.,"
Cancel |

DOL Certification Tab

4. Click in the radio button that reflects the appropriate level of DOL involvement on the DOL Certification tab page. You may
submit the application to DOL for certification or information, or select N/A if the DOL is not involved with this application
(see Figure 14 below).

5. To e-mail a copy of the application to DOL, click in the Send Application to DOL box. TEAM will format the application,
attach it to an e-mail, and send it to DOL

6. Click on the OK icon to save your changes and return to the Review and Approval window.

Figure 13
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2} TEAM-Web ( Quality Assurance Database } AL-03-0061-00 - Micr

Review/DOL Dates E| @

(o) x|

ANLE ﬁ

-

Recipient: I1 014 |CIT“K OF MOMNTGOMERY -Montgomery Area Transit System

Project:  |[AL-03-0061-00  |Purchase One 19505 Remanufactured B

Anmndnmnt:lPun:hase One 19505 Remanufactured Bus
Background/&ward DOL Certification

& Submit for Certification Transmitted to DOL: AM18i2004

" Submit for Information DOL Certification Resubmitted: |:|

 NiA Date DOL Certified: |:|

# ! Send Application to DOL?

| Comments: |General Review - 2||FT;'—R Internal - D”Cnnditinns Of Aowvard - D"DOL - 1||FTA Froject Desc. - D|

|&] Done I_ I_ l_ |4 Internet

Print Date: 4/29/2008

Figure 14

Reservations

Awnh e

The FTA user opens up the Reservation screen (see Figure 15)
A cost center is selected and the FTA user adds UZAs/Account FPCs

If earmarked, the Applies Earmark / Discretionary checkbox will be marked (read-only)
Once reserved, the project status changes to ‘Pending Application/Ready for Award’
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(I [ I S W S ] Karles 00 of Flonda
/3 TEAM-Weh ( Quality Assurance Database ) NJ-04-0001-00 - Microsoft In

0
=10l x|

Print Date: 4/29/2008

Reservations

Resere Funds

AD

=

Project Funding | Change Log |

o QU 4 261 |

&7 IT-80-2001-00

Funding Cost Cex Recipient:  [1413  [DELAWARE RIVER PORT AUTHORITY
Project: |NJ-04-0001-00  |PATCO Car Rebuild/Purchase
UZA(A ccount FPC
Amendment: IF’ATCO Car Rebuild/Purchasze
el FY: [2007 Contract No:
2006.26.04.31 2-00 ' e
[NEW ACCUUnt‘FPC] RBC]P].B]lt UZA: |420040 |
[New UZA] Project Type: | Grart Award Total FTA Amt: | $1,000.00
Supplemenial Total Reserved: I $1.000.00
PP men C Yes & No

Agreement? TnReserved: I $0.00
Applies EarmarloDiscretionary? v

|.t‘-\cc Clazs CDdeIFF‘Cl Account Descr IDperBudg.&vaill Form.-’-‘«prt.ﬁ.vaill Rezervations |
2006.25.04.31.2] 00 |Bus [inchuding eve]  $1.733.000.00] $43.441.161.00 $1.000.00)

Totals: 41,000.00

€l

,— ,— ,_ l_ l_ |h.‘_J Local inkranek

o

Figure 15

Select the Funding Cost Center from the dropdown list (see Figure 16)

6. Click on New UZA and the first available row in the table under the UZA column will highlight blue. Type the UZA Code
directly in the UZA column. The UZA will appear in the UZA Description column.

7. If anew UZA code has been assigned to the area, click on the ADD icon to enter that new UZA code. Then type the code
directly in the UZA column. Be sure that the code is entered into TEAM system’s information about the Recipient.

Note: For a list of UZA codes:
A. Click on the Details icon (magnifying glass).

B. Select the codes you want to add by clicking on the box beside each code (or utilize the select/deselect all buttons).

8. Click on the OK icon to return to the Reserve Funds window.
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€ https:/iftateamweb. fta. dot.gov/?project_id=AL-90-X1 90—00§plndex=0 mendme. .. Q@E

g Select UZA { Account FPC
Reservations AD EELETﬂ Cﬁ@ | _%! :g:(:J ﬁl

[~ 10440 /19951523221 - 00 INTERSTATE TRANSFER TRAMSIT

=

Resere Funds Froject Funding | Change Log | I~ 10440/ 1995.15.23.22.1 - 02 INTERS TATE TR&NSFER TRANSIT
: . ™ 10440/ 1998.21.90.91.1 - 00 UNRESTRICTED SECT. 8 FORMULA
Fut;;&}?tfmter. Recipient: 1019 CITY OF MONTGOMERY -Montgomery Area Tran: ™ 10440 #1998.21.90.91.1 - 02 UNRESTRICTED SECT. 9 FORMULA,
Project: AL-90-¥190-00 FY-2007 MATS Capital & Operating ™ 10440 7 1398.21.90.91.1 - 03 UNRESTRICTED SECT. 3 FORMULS
ZASAccount FPC Amendment: FY-2007 MATS Capital & Operating ™ 10440 /1992.21.90.91.1 - 04 UNRESTRICTED SECT. 9 FORMULA,
|[New UZA] 410440 / 1338.21.90.91.1 - 03 UNRESTRICTED SECT. 8 FORMULA
FY: 2007 Contract Ne: 10440/ 1998.21.90.TE. 1 - 00 TRANSIT ENHANCEMENT S/ TEAZ1

Recipient UZA: 11460 | 10440/ 1998, 21 90.TE.1 - 02 TRANSIT ENHANCEMENT S /TEAZT

. 40/ 1932.21. 90.TE.1 - 03 TRANSIT ENHANCEMENT S /TEAZT

el Grani Award oLk $2.302.892.00 40/ 1933.21.30.TE.1 - 04 TRANSIT ENHANCEMENT S/ TEAZT

Supplemental Total Reserved: $0.00 10440/ 1998.21.90.TE. 1 - 08 TRANSIT ENHANCEMENT 5 /TEAZ1

Agreement‘? YES N{) UnReserved: %2 302 89200 I™ 10440 /1992.37.03.31.2 - 00 BUS

™ 10440 #1398.37.03.31.2 - 02 BUS

. . . o
Applies Farmark/Discretionary? [ ] I~ 10440 #1998, 37.03.32.2 - 00 RAIL MODERNIZATION

\ = = DESC[iDliDn Fleservations I™ 10440 /19991937011 - 00 Job Access, Large Areas
I™ 10440/ 1999.19.37.JL.1 - 04 Job Access, Large Areas

I~ 10440 /1999.21.18:¢6.1 - 06 PROCUREMENT OVERSIGHT

Totals: $0.00 I™ 10440/ 1999.21.1846.1 - 099 PROCUREMENT OVERSIGHT
I™ 10440 /1999.21.90.91.1 - 00 UNRES TRICTED SECT. 9 FORMULA
I™ 10440 /1999.21.90.91.1 - 02 UNRES TRICTED SECT. 9 FORMULA r
E Opening page https:/+ | NG |_|E|Unknown Zone 4
J" Trusted sites o0 v ||
Figure 16

9. Select the New Acct. line in the UZA/Account-FPC column (see Figure 18 for steps 9-14).
Note: If the project record you are working in is an Amendment (e.g. -01), then account class codes used in previous amendments
will display even if the reservation amount for those accounts remains zero for the new/ current amendment. Accounts used for any
previous amendment are carried forward and cannot be deleted.

10. a. Type in the account code to reserve funds against or b. Click on the Details icon and select from the list that appears (see
Notes A and B after step 7 for details).
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vNotes: Shared State Codes between Regions

If a secondary state code (170001 for example) exists for a split region, then a new form (see Figure 17) will appear for the user. Once
the user has selected the preferred code, the user is returned to the Reservation screen where they can enter their reservation amount to
the Small UZA. Although the Small UZA is displayed, the funding source is the State, and the availability of funds will correspond to
the amount available for the State code selected.

The ability to select multiple codes in the UZA/ Account FPC lookup screen (see Figure 16 for an example of the feature) may result
in the display of multiple primary and secondary state listings as seen in Figure 17. Manual entry will only display one radio button
set since only one code combination can be entered at a time using that method. Once the primary or secondary funding source has
been established, the user will no longer receive the same entry form. For example, if the secondary state code UZA 170001 is
selected for FPC 00, account 2005.21.90.91.1, and FPC 02 is later entered/ selected for the same account, then the form will not
activate for the user a second time since the funding source has already been established and cannot contradict for the same account.
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funds draw.

Small UZA- 172480
170000 /20062190891 -02
1700071 /2005219091 -02
Small UZA-172490
170000/ 2006219091 -00
1700071 /2006219091 -00
Small UZA-172490
170000/ 2006 25 9091 - 02
170001 /2006 259091 - 02
Small UZA-172490
170000/ 2006259091 - 00
1700071 /2006 25 9091 - 00

Ok,

UZA f Account Oper Budg Avail

16833818773
15833818773

15833818773
16833818773

I! E aelect UZAMAccount FRC: Shared State Codes between Reqgions

“r'ou hawve selected a Small{local) LIZA that has a shared state code with
funding available. Please select the codels) from which you would like

Form Aprt Avail

116569.28
27179

116869.28
27179

209099366 115805
209099366 274b2

209099366 115805
209099366  274b2

Figure 17

11. In the Reservation column, type the amount reserved.

Print Date: 4/29/2008

12. Click on the Project Funding tab for an updated display of the reserved funds for all amendments on this project.
13. Click on the Change Log tab for a history of all updates to this project’s reserved funds.
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‘€ https: /iftateamweb.fta. dot.govi? project_id=AL-90-X1 Qﬂ-ﬂﬂ&apmamendme... E]@

Reservations Q Q HDDlDELET% QEE | =) [ﬁ‘él 4
Resene Funds | Project Funding | Change Log |
Funding CostCenter: o ipient: 1019 | CITY OF MONTGOMERY -Monigomery Area Tran:
65000 |+
Project: AL-90-x190-00 F¥-2007 MATS Capital & Operating
UZA/Account FPC : :
Amendment: | FY-2007 MATS Capital & Operating
11460020009 - 2007 Contract No-
2007.25.90.91 2-00 ' e
2007.25.80.91 207 | Recipient UZA: 10000 | |
[N vy Accnunt—FPC] Project Type: Grant Award Total FTA Amt: %2 302,892 .00
[Mew 1UZ4] A Supplemental Total Reserved: $0.00
o Yes No
° Agreement? UnReserved: $2,302,892.00
Applies Earmark/Discretionary? [ ]
| A Clazs Code |FF"E| Account Descr | Oper Budg .ﬁ.vaill Form dprt Ayl I Rezervations |
2007.25.90.91.2| 00 |Urbanized Area FH$3.605,049,709.0  $7.250,334.00 £0.00
2007.25.90.91.2| 02 |Urbanized Area Fq$3,605,049,709.0  $7.250,334.00 $0.00
o
Totals: $D.DD¢
J Trusted sites H100% -

Figure 18

14. When finished, click on the OK icon to save your changes.

15. If the project contains earmarked funding, Reservation amounts are compared with Total Earmark Applied amount from
the Project Information screen. If they do not match, the amounts will need to be adjusted (see Figure 19).
16. When reservation is successful, changes will be saved and user is returned to the Review and Approval window.
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. Microsoft Internet Explorer x|

] Reservation amount does nok match the total of applied earmarks.
. Please check the Project Information screen to make sure vou applied the right amount in earmarks.

Figure 19

Obligation/Award

FTA users with award authority can award/obligate a project.

First they must select Obligate/Award from the main menu (see Figure 20).

Then in the Obligation/Award screen, they must enter the appropriate PIN and click Award.

A message will appear when the project has been successfully Obligated and Awarded.

TEAM-Web updates the project status to ‘Obligated/Execution Reqd’. The Recipient may execute the project after the award.

arONOE
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o/

23 TEAM-Web { Quality Assurance Database ) Dbligation { AK-03-00 O] x|

Obligation @l@\ﬁl

Obligations Award

Summary

Agreement:

UNITED STATES OF AMERICA j
DEPARTMENT OF TRANSPORTATION
FEDERAL TRANSIT ADMINISTRATION

GRANT AGREEMENT gote the legal
(FTA G-10, October 1, 2003) oncurrence message

On the date the authorized U S, Department of Transportation, Federal Transit Administration
(FTA) official's electronic signature is entered for this Grant Agreement, FTA has Awarded

-

Federal assisiance insupsas-at-Hreromeettesorriret-tretrmw—thesn this Grant

All determinations, findings, reviews, and concwrrences as appropriate for approval of this award
have heen recorded in TEART, and I concur in those determinations and findings.

Please note that this verifica

Official’s Name: |Travis Klein

PIN: AWARD |

Title: |An alyst
Microsoft Internet Explorer ﬂ
e | Cone 4

& Project Mumber: WA-90-%209-00 has been successfully Obligated and Awarded. This Project is now ready For
Execution,

No action is required in the Summary and Obligations tabs, but the user should study them carefully to verify correct information (see
Figure 21).

Figure 20
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<3 Obligation [ AK-03-0034-00 ] - Microsoft Internet Explorer

3 Obligation [ AK-03-0034-00 ) - Microsoft Internet E xplorer

e | e |
Obligation ‘ @; e ﬁ} ‘Obhgatlon ‘ @; e ﬁ}
Summary | Ohbligations | Award | Summary Ohbligations | Award |
View: I Froject 'l
Recipient: |1 72k |ALASKA DEFARTMEMNT OF TRANSPORTATION AMD PUBLIC FACI
[CsonJuza #] AccOlasscd JFPC] Obligations | Met Obligations |
Project: |4Kk-03-0034-00  [Construct New Fery e5000 ] zonoo | 1333.47.03.331 J o0 | $10.322.550.00 | 310,322 550.00
Amendment:  [Construct Mew Fery 65000 | 20000 | 200047 03331 | oo | s1n202.21900 | $10.202.219.00
65000 | 20000 | 20014703331 [ oo | $4.47423000 | 34.474.23000
Recipient UZ4: [20000 JALAZKA ! :
Cost Center: IEEDDD Project Type: Grant Award
Appl. Type: © Paper © Electronic
Contract No: I
Totals:| $24,399,335.00 | $24,999,939.00]
|&] l_ ré_ |4 Intemet 4 &] Done l_ ré_ |4 Intemet 4
Figure 21
Deobligation

1. From the Review and Approval window, click on the Deobligation button. The Deobligation window will open, showing

the Difference to be deobligated (See Figure 22. Note: funds may become available from an approved budget revision — see

chapter 8 for details)

In the Current Deobligations column, enter the positive amount to be deobligated.

3. If project contains earmarked funding, Earmark /Discretionary checkbox will be checked (read-only). Earmark funding may
need to be adjusted in Earmark Administration screen.

4. Press enter and click on the OK icon to save and close. After funds are deobligated, FTA may then Reserve and Award the
funds elsewnhere.

no

Notes: Deobligations
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Print Date: 4/29/2008

An amendment must first be created before a Deobligation can be performed (see Chapter 5 for the Create Amendment process). Ifa
project is being closed, then the Deobligation tool should not be used — a deobligation will be done using the New Closeout tool (see

Chapter 8 for details).

/) TEAM-Web ( Quality Assurance Database ) ¥A-04-0001-01 - Microso o ] 4|
Deobligation =D :%é Y
Recipient: 1453 |GREATER RICHMOND TRANSIT COMPANY
Project: [+v&-04-0001-01 |F0B EarmarksGRTC Facility
Deshligation By: |Patricia String [TEAM STAFF [10/3/2008
Acct Class Code-FPC Project Totals:
|2D06'25'D4'31'2_DD | Type of Funding Total FTA Amount: I $3.000,000.00

[V EarmarkMiscretionary? Required Deobligation Amount: I $399,086.00
Current Deohligation Amouni: I $0.00
Difference: I $399,086.00

Amend | Cost UZA FY Acct-FPC Total Net Current

# Center Unlig. Balance | Obligations | Deobligations

00 @5000 510560 2006  $3,399,086.00 $3,399,086.DD| 0

Acct Class Code FPC Totals: [$3399.086.00 [$3,393.086.00 | $0.00

|@j Cone

Figure 22
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Index

Activity, 5, 7

Add, 6

Amendment, 23, 30

application, 4, 5, 10, 20

Applies Earmark / Discretionary, 21
Approval Date, 12

Approval Stamp, 13

. c |

Cancel, 8, 13

Change Log, 25

Civil Rights, 15

Comment Type, 5, 6
Comments/Concurrence, 4, 5, 16
Conditions of Award, 5

cost center, 21

I ——

Delete, 7

Deobligation, 4, 29
Description, 2, 5, 6, 22
Details icon, 22, 23
DOL, 2, 4,5, 17,20

I —

Earmark /Discretionary, 29

I

FTA, 1,4,5,10, 12,15, 21, 27, 29

Print Date: 4/29/2008

G I

General Review, 4, 9

- 1

Internal, 4, 14

L I

Legal, 15

M I

Main Menu, 17

I - F—

Obligation/Award, 4, 27

I

PIN, 27
Project, 4, 5, 25, 26

R I

Recipient, 4, 9, 10, 19, 22
Reservations, 4, 21
Review/DOL Dates, 2, 4, 17

I ——

Save, 8
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Shared State Codes between Regions, 24 I%II

split region, 24
Status, 10 TEAM-Web, 1, 4, 27

Summary, 9, 10, 16, 28
\%

UZA, 22, 23, 24
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