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o/

Project Management

Overview

This chapter will cover the following project management features in TEAM-Web: Financial Status Report, Milestone/Progress
Report, Revise Project Budget, Approve Budget Revision, Project Funds/Status, FPC Transfer, Project Info, and New Closeout.

Financial Status Report

The Financial Status Report (FSR) is one of the two reports (usually quarterly), which are required to be filed by Recipients of FTA
funds for active/executed projects. The FSR is generally submitted before the Milestone progress/Report.
1. The FSR page permits multiple updates as invoices come in (when saved as a Work In Progress). The user has 30 days to
Submit. Once submitted and past the reporting period, the information can be viewed but not changed. From the navigational
menu, click Project Management and query your project (see Figure 1).
2. Click Financial Status Report. The FSR page has a Summary, Financial Status, and Remarks & Comments tab.
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/3 TEAM-Web ( Quality Assurance Database ) - Microsoft Internet Explorer . -[alx| |
/] TEAM-Web { Quality Assurance Database ) 1234 - Microsoft Ink ] 4

'Financial Status Report @I&J@Iﬁﬁ"

Summary | Financial Status |Remarks & Comments|
| © Work In Progress| ¢ Submit Report]

Recipient: 5328 |CITY OF MONTPELIER:

Project: f1234 [welcome & Multi-modal Trans. Center
Amendment: fwwelcome & Multi-modal Trans. Center

& Onarterly © Monthly © Other

Period: [ 2004.2nd Quarter =] Cost Plan;

Final Report? I Mo, Mot Final Report j‘ Type of Rate: || M/A

Paper Award?  Yez: & Mo Rate: 0.00%

Initial Submission: | Base: $0.00
Last Update: | Total Amount: $0.00

Pre-Award
Authority? © Yez & Mo Federal Amount: $0.00

ik

Report Status: Mo MS/P Report, No FSR:
Project Status: |Pendinq Submission

|ﬂj Mo quarkerly report exisk for the selected period: 2004, Znd Cuarker I_ ’_ E |° Inkernet v
Figure 1

Summary Tab

3. The Summary tab provides basic information (see Figure 1), with entry fields for the Period of the FSR, Initial Submission and
Last Update dates, selection for whether or not it is a Final Report, selections for whether it is a Paper Award or requires Pre-
Award Authority, and other relevant summary information. This tab is also where you mark whether the report is to be
submitted by selecting Submit Report, or save as un-submitted by selecting Work In Progress.

4. The Summary tab also displays the Recipient Information, Report Status, and Project Status. Fields with a blue border may be
edited

Chapter 8 Page: 6



TEAM-Web User Guide Print Date: 7/10/2008
vFinancial Status Tab
5. The Financial Status tab is used to prepare financial status reports (see Figure 2). The financial status report provides a
snapshot of funds drawn and/or encumbered through the latest reporting period based on Line H (Total Federal Funds - net
project obligations). Again, entry fields appear with a blue border. Total amounts can be entered in the Cumulative column,
or current-period amounts in the This Period column (if applicable).
a. The Previous column displays total amounts through the last report submitted.
b. The This Period column displays the current-period totals, which is the cumulative minus the previous amounts.
c. The Cumulative column is the total amounts, adding the previous plus the current period amounts.
6. Enter amounts for any or all of Lines A (Total Outlays), B (Recipient Share of Outlays), D (Total Unliquidated Obligations),
and E (Recipient Share of Unlig. Oblig.) in the Cumulative column. TEAM-Web will compute all other lines (C, F — 1) based
on your entries.

7. Once submitted, the Cumulative amounts in Lines A, B, and C carry forward to the Previous column when the TEAM-Web
FSR is opened for the next reporting period

Chapter 8 Page: 7
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. 3 TEAM-Web { Quality Assurance Database ) 1234 - Microsoft - II:Ilil

rFinancial Status Report %l \% |\H :%:\:J ﬁ ||
SuUrmmary Financial Status |Remarks & Comments]

Line: Transactions: Previous This Period Cumulative

A Total Outlays: | $0.00/ $0.00 || $0.00
B.  Recipient Share of Outlays: | $0.00 ] $0.00 || $0.00
C.  Federal Share of Outlays: | $0.00 | $0.00 | $0.00
D Total Unliquidated Obligations: | $0.00
E. Recipient Share of Unlig. Oblig: | $0.00
F.  Federal Share of Unlig. Oblig.: | $0.00
G. Total Federal Share {C+F): | %0.00
H.  Total Federal Funds: | $0.00

L Uinobl. Bal. of Fed Funds (H-G): | $0.00

|:Ei| Mo quarterly report exist For the selected period: 2004, 2nd Cuarker I_ I_ E |ﬂ Internet =

Figure 2

Remarks & Comments Tab

8. The Remarks and Comments tab (see Figure 3) is used to enter additional information pertaining to the FSR. Two boxes are
available for entering comments; one is for Recipient comments and one is for FTA comments.
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v 9. Click the paperclip icon to attach additional files (of any type, such as spreadsheets, word processing documents, pictures, etc)
to the project.
Note: The option to select Work In Progress or Submit are displayed at the top of the Summary tab (the default is Work In Progress)

2} TEAM-Web { Quality Assurance Database } 1234 - Microsoft I -0 x|
rFinancial Status Report %l \§ ||@ [ﬁﬁj %ﬁl
S ary Financial Status Remarks & Cumments|
Recipient Remarks
FTA Remarks
|:E:| Mo quarkerly report exist For the selected period: 2004, 2nd Quarter l_ l_ g |ﬂ Internet 4
Figure 3

Additional Notes:
= If you have pre-award authority then you must submit an FSR. If you have not incurred costs, you must submit a $0 FSR.
= You must enter information in rows A and B in if you have incurred pre-award costs.
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v = You must enter information in rows D and E for total and local amounts for contracts awarded but not yet paid (only for the
end of the quarter).
=  The TEAM-Web system will calculate the federal share of these costs. Click the Save icon to save your information
= Subsequent FSRs can be submitted by putting information into the cumulative column in the FSR financial status screen.
= Prior financial status reports will only open in read-only mode; no changes can be made to previous quarter reports.

Milestone/Progress

The Milestones/Progress Report is the other (usually quarterly) report, aside from the Financial Status Report, that is filed by
Recipients of FTA funds for active/executed projects. The Milestone/Progress Report is used to track progress at the budget level. It
is initially based on the Milestone schedule completed when the application is first created, submitted, and approved. Milestones are
required for rolling stock and other activities at the ALI level. The system also allows for Milestones to be added at the project and
Scope levels.

1. Click Project Management in the navigational menu to query for your project (if necessary), and then select
Milestone/Progress (see Figure 4). The Milestone/Progress Report page is where most reporting is performed. Previous
quarters may be viewed but not changed. There are options to submit a report monthly, quarterly, or other. There are 2 tabs;
the Summary tab provides details on the Recipient, and the Milestone Status tab is used to prepare milestone status reports.
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-06-0077-25 - Microsolt Internet Explorer [ _ O] =]

Milestones Status Report E‘M&II&II@&J&JM

Summary | MWilestone Status |

% Work In Progress © Submit Report

Recipient: |22I]D IDEPT. OF TRAMSFORTATION OST/ACCOUNTING OFERATIONS
Project: IDC—DE-DD??-ES IPF’&OVIDE COMPUTER SUFFORT
Amendment: IADDITIONAL FUNDING FOR OST COMPUTER

Pre-Awanrd

Period: |Fv2o01, 3rd Quarter =] P;:perp & Tes € Mo Authority? © Tes & Mo

& Carterly © Monthly © Other ]S]:li::]ﬁssion: I
Final Repori? IND,NDt Final Reponj Last Update: I

Report Status: IMS,.*P Feport In Progress; Mo FSR

Project Status: |encling Subrmission

Project Status Overview

0H-26-7013-00
€ &1 Done l_Elﬂ Internet 4
Figure 4

Summary Tab
2. Look at the report status in the Summary tab, and then enter information into the Project Status Overview if you have

comments about the project (Figure 4).
3. Select the Period and whether or not this is a Final Report. Also add comments as needed to the Project Status Overview field.
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v 4. Select whether the report is to be submitted by choosing either Submit Report, or by selecting to save this as a Work In

Progress.

Milestone Status Tab

5.

~

10.
11.

12.
13.

14.

Click the Milestone Status tab (see Figure 5). This is where you enter a new report or update/add to an existing, current-
quarter, “Work In Progress” report.

An activity line item summary is displayed at the bottom of this page. Selecting different activity line items will refresh this
information to reflect the selected ALL.

The 3rd Party Contractor Code dropdown list displays contractors the Recipient may choose for rolling stock purchases.

The Navigation and Milestone table lists all current ALIs with Milestones, and is used to select items to view or modify, and to
enter estimated, revised, and actual completion dates.

The Milestone Detail Description comment field is used for entering additional information about a specific Milestone. The
Milestone Progress comment field is used for entering an explanation for the revised date on a specific Milestone.

To update the latest report, select an ALI (or a Scope) from the Table.

Milestones are tracked by activity and date — Orig. Est. Comp. Date (from original Milestones schedule), Rev. Est. Comp.
Date, and Actual Comp. Date. Click the entry field on the selected ALI’s row in the Revised Completion Date column and
enter the revised date.

Click the entry field on the selected ALI’s row in the Actual Completion Date column, and enter the actual date.

If you selected Rolling Stock vehicle purchases, you must enter a contractor code for those Milestones. Click on the Milestone
and select a contractor from the 3rd Party Contractor Code dropdown list at the bottom of the page.

Click OK to save your Milestone Progress Report
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f@ TEAM-Web { Quality Assurance Database ) PA-03-0297-00 - Windows Internet E... |~ |03
Wt

Milestones Status Report

@) ofud 4] @ GRS

Y

Summary Milestone Status |
Se Orig. Est.|Rev. Est. 4 Actual
Scope-ALI| . 1 Milestone Description Comp. | Comp. Comp.
No Rev
Date Date Date
12200 1 |RFBIssued 11/28/1995 ] o
2 |Contract Award 2M1/M19899 0 6/30/2000
3 |Project Complete 9/30/2005 | 6/30/2009 | 11
12200-122306| 1 |RFPAFBE Issued 11/28M1995 ] » ]
2 |contract Award 2111998 0
3 |Contract Complete aDIEUDE 6/30/2009 | 10
12200-127104| 1 |RFP/FB Issued 1/28/1995 0
2 |Contract Award 211999 ] G/30/2000
3 |contract Comnlete ar3nr2005 | Ar3n2009 M
Line Item: 122306 3rd party construction
FTA Amount: |$24.760,782.0 |Total Eligible Cost:| $30,950,978.0 0

3rd Party Coniractor Code:

[ Milestone Detail Description

(| Milestone Progress ‘\@

@ Internet

F 100%:

-

Print Date: 7/10/2008

Figure 5
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vNotes: In TEAM-Web, there is a choice for selecting Monthly Report, Quarterly Report, or Other. Previous quarter information may
not be modified, but may be viewed. Standard Milestones (rolling stock — buses, rail cars, ferries) cannot be deleted, and when
standard Milestone 2 — Contract Awarded has an “Actual Comp. Date” entered, then a 3rd Party Contractor Code must be selected.

Revise Project Budget

Revising the project budget involves shifting funds between Activity Line Items. You are not able to reduce Federal funds in a budget
revision. Both increases and reductions in funds will require an amendment, as will changes in Scope. If there is a drastic change
when shifting funds between ALIs, this will also require an amendment. FTA regional offices will decide if an amendment needs to
be created for budget revisions that involve shifting funds.

1. Query your project under Project Management (see Figure 6)

2. Click Revise Project Budget on the navigational menu

Summary Tab

3. The first tab displayed is the Summary tab (Figure 6). This tab provides information about the budget revision, and basic
header information on the project.

4. If there is no current pending revision, the screen opens with the Revision # field defaulting to “Rev. No.: X (Current-New
Request)”. Begin your revision by providing text in the Reason field.

5. When a revision is performed, the Created field is populated with the name of the user creating the revision and the date of the
revision. When it is submitted for FTA review/approval, the Submitted field is populated with the submitting user’s name and
the date of submission. Once approved by FTA, the Approved field is likewise populated with the FTA official’s name and
the date of approval.
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4} TEAM Web Version 1.0 - Microzoft Internet Explorer

3 Hewse Pm|ecl Budgel [VA QI] [II]31 12] Mlcmsofl Inlemel Ellpll]lel

!IEI

Summary

Revise Budget T Yiew Budget T Change Log T Revise CDntrUITDtaIS]

Print Date: 7/10/2008

Recipient: |5523

|EIUSINESS MANAGEMENT RESEARCH ASSO, IMC

Project: fvA-30-0031-12

|MONITOR GRAMNTEE FROCUREMENT

Amendment:|Increase Task Order

Revision #: IRev. Moo 1 (Current_Drafted) j Quantity  FTAAmount  Total Elig. Cost
B —~ ﬂ Current: | 0 $1.481833.00 | $1.481.833.00
. Change: | il | $0.00 $0.00
Created:  [7/26/2001  [Jim Muir Revised: | 0 $1.431,833.00 | $1,481,833.00
Submitted: | |
Approved: | [ % Change:| 0.00% | 0.00% | 0.00%
~
Approver Notes:
[~
E
‘ & 5 @ era 7
|&] OH-26-7013-00 =R 4|

Revise Budget Tab

Figure 6

6. Click the Revise Budget tab (see Figure 7). This tab is where fund amounts may be shifted from one ALI to another ALI.
7. The current budget appears on the left side of the page. The revision table on the right is used to enter budget and quantity

revision amounts. Select an existing ALI and make the necessary changes.
8. Enter a justification for the budget revision in the Details entry field.
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v 9. Check the Reviewer Messages field for automatically updated information and results from the Application Reviewer. This
review adheres to budget revision request requirements.

10. When shifting funds between ALIs, go to the ALI that you will be adding funds to, and add the shifted amount to the current
amount. Then go to the ALI that you will be removing funds from, and subtract the shifted amount from the current amount.

11. For a shifting of funds, reduce the funds in the FTA column only.

12. To add an ALL, click the “Add” button and add the ALI number in the Budget Activity field

13. Tab or click out of the field and the default Activity Line Item Description appears; add appropriate quantity and cost figures
(and AFC, if necessary), and provide a Details justification for the added ALL.

14. As with the budget, you can click the Magnifying Glass icon and select an existing Scope in the Budget Details screen. You
can select individual ALIs from the folders by selecting an AL, then clicking on the right arrow. Click OK to return to the
Revise Budget page, and enter the necessary data and text for the new ALI(S). (Note: See the Budget section of Chapter 4 for
more details)

15. Project Control Totals and Difference amounts appear at the top of the screen showing any changing differences, as existing
ALls are modified or deleted and/or new ones added. The goal is a balanced (no Difference amounts), revised budget.
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/3 Revise Project Budget [VA-90-0031-72) - Microsoft Internet E xplorer

Summary Fiewvise Budiget Wiew Budget T Change Log T Fevise Contral Totals ]
C1PRJIBUD g PROJECT CONTROL TOTALS:[ 0  $1481.83300]  $1.481,833.00
4 20000 & Current DIFFERENCE:[ $0.00 | £0.00
P 222102 = — — =
Activity Activity Line Item Description ity FTA Amount Total Elig. Cost
— 50000
b 510501 222102 |GRT FROF SER 3RD %TYTECH AST 1] ) $IBDT,181.DD $BD;81.DD
P S10502 T T
P 510503
51000
P 510501
_10OTHER
|2uuuu = HUMAN RESOURGES | DI $307,181 .uul $307,181 .uu|
Scope/ALL: |2221 n2 Details:
Sid. Desc: |GRT PROF SER 3RD PRTY TECH AST =l
User Desc: IGRT PROF SER 3RD PRTY TECH, e
Fuel: | ;l LI
Reviewer =
Messages: LI
|&] Dore I_E|O Internet i

View Budget Tab

Figure 7

Print Date: 7/10/2008

16. Click the View Budget tab (see Figure 8). This tab permits viewing the current (proposed) budget in spreadsheet format. Note
that no modifications may be made on this tab.
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3 Revise Project Budget {(AK-03-0024-00) - Microsoft Internet Explorer

=10/

tRevise Project Budget

=

N =

[ SummaryT Revise Budget

iew Budget

Change Log T Rewvise Control Totals ]

PRJBUD-Project Budget 0 3] §0.00 §5,621,840.00 §0.00 §7,027,300.00
13200 -TRAMNSITWAY LINES 0 3 §0.00 §4 643579.00 §0.00 §5,804 472,00
132101-ENGIDESIGN - RA 0 1 §0.00 $86,130.00 §0.00 §107 662.00
132101-ENGIDESIGHN - RA 0 1 §0.00 §102 674.00 §0.00 §128,342.00
132301-RAIL COMSTRUCT 0 1 §0.00 §4,454 775.00 §0.00 §5,868 468.00
13700 -OTHER CAPITAL ITE 0 3 §0.00 $978,261.00 §0.00 §1,222828.00
137208-FORCE ACCOUNT 0 1 §0.00 $a10,607.00 §0.00 §1,013,258.00
137900-PROJECT ADMIME 0 1 §0.00 $5,641.00 §0.00 §7.051.00
137900-PROJECT ADMIMN- 0 1 §0.00 $162,013.00 §0.00 $202,519.00
MNOMADD-OTHER 0 i §0.00 §0.00 §0.00 §0.00
& ’_’_|—g|ﬂ Inksrnet 4
Figure 8

Print Date: 7/10/2008

17. Click the Change Log tab (see Figure 9). This tab is also read-only, and allows viewing of the revised line items in the project

budget
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3} Revise Project Budget (AK-03-0024-00) - Microsoft Internet Explorer

=10/ x]

Revise Project Budget &) || ||

Change Log Revise Control Totals

[ Summary T Rewvise Budget T Yiew Budget

A Change Revised  Change FTA Revised FTA  Change Tot. Elig.  Revised Tot. Elig.
Activity Line [tern Quantiy Quantty  Amount Amaunt Cost Cost
g‘] javascript:selectTabi4) |_|_|—é_|0 Internet A
Figure 9

Revise Control Totals Tab

18. The Revise Control Totals tab page presents all the control totals in the Project budget in a spreadsheet format.

19. The view to the left within Figure 10 displays the Change Control Totals. You can change the view by selecting the second
radio button to All Control Totals — the view displayed to the right within Figure 10.

20. Please notice that the modifiable fields are “outlined”

21. Click the OK icon to save the new revision or the modified, existing revision. You have the option to save this revision as a
Work In Progress, or to submit it

22. After submitting the budget revision, FTA will determine whether or not the revision is approved.

Print Date: 7/10/2008
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Revse ProjectBudget &) || |

3 Revise Project Budget {AK-03-0024-00) - Microsoft Internet Explorer

# 3 Revise Project Budget (AK-03-0024-00) - Microsoft Internet Explorer

Print Date: 7/10/2008

=10l x|

B 25 Revise Project Budget 8 | | [

[ Surmmary T Fevise Budget T “iew Budget T Change Log Revize Control Totals [ Summarny T Rewvise Budget T Yiew Budget T Change Log Revise Contral Totals
FTAAmount  Tat. Elig. Cost FTAAmount  Tot. Elig. Cost
# Change Control Totals BUDGET TOTALS: | $5621,840.00 | $7.027.300.00 " Change Control Totals BUDGET TOTALS: | $5.621,840.00 | $7,027.300.00
" Al Control Totals DIFFERENCE: | $0.00 | $0.00 Al Control Tatals DIFFERENCE: | s0.00 | $0.00
. Current Revision Pending Praject i q q q Pending Frior Approved
COMTROL TOTALS: . Current Revision Pending Praject  Prior Approved
Changes  Totals CONTROL TOTALS: Changes  Toals Project Totals #rr;elndment #rr;e‘ndment
Gross Project Cost: $0.00  §$7,027,300.00 _ TELS mENS
Adiustment Art: 300 $0.00 Gross Project Cost: $0.00  §7,027,300.00  $7,027,300.00  $7,027,30000  $7,027,300.00
Total Eligible Cast: $000  §7,027,300.00 Adjusm?e_m a $0.00 #000 #000 000 000
Total FTA Amount: 5000 $6,521840.00 Tatal Eligible Cost: §0.00  §7,027,300.00  §$7,027,300.00  §7,027,30000  §7,027,300.00
Total FTA Amount: 0.00 5,621,340.00 5,621,840.00 5,621,840.00 5,621,340.00
Total State Amount; $0.0 $0.00 e o 5 621, $a.621, B.621, $5.621,
Tatal State Amount: 0.00 0.00 0.00 0.00
Total Local Armount: w000 $1,405,460.00 el State Ao i g g g g
Total Local Amount: 1,405,460.00 1,405,460.00 1,405,460.00 1,405,460.00
Other Federal Amt: $0.00) §0.00 otal LOcal AmDLUN § § § § §
: Cther Federal Amt; 0.00 0.00 0.00 0.00
Special Cond. Amt: $0.00) §0.00 BT egerEl A $ i i i i
Special Cond. Amt: $0.00) §0.00 §0.00 §0.00 §0.00
& EEE BRI
Figure 10

Note: Only non-FTA money may be shifted and/or altered.

Approve Budget Revision

23. For the FTA user to approve the budget revision, they simply have to click on the approve icon identified in Figure 11.
24. Conversely, the FTA can disapprove the revision just as easily with the disapprove icon.

25. After the FTA has approved the budget revision, the screen will update and the approve/disapprove icons will be replaced

with an Undo icon. The FTA user can undo their approval action by clicking this.
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3 Revise Project Budget [AK-D3-0018-00) - Microsoft Inlemel_EprDmI

Eevise Project Budget

M=
I~ =T

Surmmary Fievise Budget T iew Budget T Change Log T Fevise ContrDITotaIs]
Recipient: |5?99 |Inter—|s|and Fermy Autharity
Project: J4Kk-03-0018-00  [Hollis-Ketchikan Farny

Amendment:|Ho|||s—Ketch|kan Ferry

Revision #: ||Rev. Mol (Current—Submitted)j |

Print Date: 7/10/2008

3 Revize Project Budget [AK-03-0018-00] - Microsoft Internet Explorer

Revise Project Budget |

Summary Fevise Budget T ‘iew Budget T ChangeLog |
Recipient: |5?99 |Inter—|s|and Ferry Authority
Project: |AK—03—DD1 8-00 |HOIIiS—Ketchikan Ferry

Amendment:|Hallis-Ketchikan Ferry

Revision #: || Fev. No.: 1 (Appr.- 9/26/2001) j|

Quantity FTAAmount  Total Elig. Cost Quantity FTAAmount  Total Elin. Cost
B | %l Current: | 2| $6345416.00 | $7.901.145.00 B | ill Current: | 2| $6.345.41600 | $7.901.145.00
Change: | ol $0.00 | $0.00 Change: | 0| $0.00 | $0.00
Created:  [11/1/1933 [Frankiin For Revised: | 2| s63ds41600 ] $7.901.145.00 Created: 117171333 [Frankiin Fort Revised: | 2 [ se3as41600 [ $7.901.145.00

Submitted: [9/25/2001 | Submitted: [3/26/2001 |

% Chang 0.00% 0.00% 0.00% % Ch : % 0% 00%

Approved: | | I I I Approved: |9f263’20m ITravis Klein Rk I 000 I 0.0 I 0.00

Approver Notes: Approver Notes:
B B
H H
|@ Thiz Budget Revizion Request iz Submitted and iz therefore Read-Only, except for the Approver Motes, ’_E‘Q Internet |@ Budget Revision No. 1 has been successfully Appraved. l_’—é_|® Internet
Figure 11

Note: After approving a budget revision that includes a reduction in funds needed, FTA must deobligate funds. See Chapter 6 for

deobligation steps.

Project Funds/Status

Summary Tab
1. The Project Funds/Status screen is view only.

2. The Summary tab displays the general information as displayed Figure 12.
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(fé TEAM-Web { Quality Assurance Database ) Project Funds/Status - Windows Inter_.. mﬁ

Project Funds/Status

Summ ary | Project Funding
Recipient: 1427
Project: PA-03-0259-04
Amendment: Corridor One Regional Rail Project

Recipient UZA: 420890 HARRISBURG, PA

NEET

| By Amendment |

CUMBERLAND-DAUPHIN-HARRISBURG TRANSIT AUTHORITY

Corridor One Regional Rail Project

Project Type: Grant Award Cost Center: 65000
Status: Last Dish Date: 5/21/2007
FRC Ctrl #: Close Date:
User Name/Title: Date/Time:
Last Herman C Shipman 112/2007 4:44:48 PM
Obligation Deputy Regional Administrator
€D Internet *100% -

Figure 12

Project Funding Tab
3. The Project Funding tab is also view only (see Figure 13).

4. You can view the data in two different formats: Account Class Code and Financial Purpose Code.

5. Click on the drop down arrow to select the desired view.

Print Date: 7/10/2008
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/23 Project Funds/Status - Microsoft Internet Explorer

M= 3 Project Funds/Status - Microsoft Internet Explorer

Print Date: 7/10/2008

HI= E3

. l . i
IPro.]ect Funds/Status % || %; E%{EI IPI‘O,]eCt Funds/Status \% ” %i :él Tf
Summary Project Funcing | By Amendment | Summary Praject Funding | By Amendment |
View By: |Ac:c:l:|unt Clags Code =] View By: |Financial Furpose Code =)
| CatChr | Ao Clazs Cd |FP| Reservation | Obligation | [eabligation | Dizbursement | Refund |FP| FPC Description | Rezervation | Obligation | Dieabligation | Dizburgement | Refund
ES000) 1996.21.90.91.1 |00 $208,640.00 $208,640.00) $0.00) $200,640.00 $0.00( | oo CaPITAL $453.001.00 $453.001.00 $180,000.00 $132.12394 $0.00
gR000 | 1396.21.90.91.1 |02 $43,960.00 $48,960.00, $0.00 $48,960.00, $0.000 |06|STATE ADMINISTRATIO $465,314.00 $45,314.00 $0.00 $0.00 $0.00]
BRO000) 1998.21.90.911 |02 $0.00 $0.00) $0.00 $1.679.00 $0.00)
ERO00 ) 1998.21.90.91.1 |04 $420,207.00 $418.527.00 $0.00 $37E.509.00] $0.00)
Project Totals: FE¥Y.A07.00 $676.127.00, $0.00 $628,088.00) $0.00) Project Totals: $495,315.00 $459,2315.00 $180,000.00 $132.12394 $0.00
1996.21.0091.1 - 00 Totals Dishursement/Refund Records: 00 - CAPITAL Totals DishursementRefund Records:
Net MNet
B 208,E640.00 R . .
Obligations: : Account Class  |Tranzaction|  Transaction Transaction Obligations: $273,001.00 Account Clazz  |Tranzaction]  Transaction Tranzaction
gf‘.ib . $200,640.00 Code Type Drate Amount Nn_at $132.123.94 Code Type Date Arnovnt
hfﬂ‘u.tsemen = 1996.21.90.91.1 DISE 5/21/2001 $1 60600 il gls;memenis: 1999219046 1 DISE 37274200 $21.639.07 il
Dishursements: $208640.00( 1335.21.30.91.1 | DIsE 12/14/2000 $3.263.00 D;h'memm: $139.315.00 [ 1599921 90361 | DISE W27/200 T7 504 £
Unliguidated 1396.21.90.91 1 DISE B/22/2000 $17.730.00 i 1993219051 | DISE 241642001 $3.956.29
S $8,000.00 e —— | D1 $140,577.06 vl
: B prv————— Py Py PR
|&] Done ’_E 0 Intemet |&] l_la_|ﬂ Internet v
Figure 13

By Amendment Tab

6. The view only By Amendment tab has two drop down options to view data (see Figure 14).

7. Click on the drop down arrow next to Amendment number. Select the last Amendment Number that you would like to view.

8. Click on the drop down arrow next to View. You may choose to view only the selected amendment from the previous drop
down screen [Selected Amendment Only], or you may elect to view all of the amendments up to and including the selected
amendment [Cumulative to selected Amendment]
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23 Project Funds/Status - Microsoft Internet Explorer [ _ | <} Project Funds/Status - Microsoft Internet Explorer
- I ]
Project Funds/Status % %i E%fl Project Funds/Status
Surmm any Project Fu By Amendment | Summ iy Project Funding By Amendment |
Amendment Number: | MO-90-3006-02 = View: ICumuIative to selected Amendment ¥ Amendment Number: IMD—QD—SDDE—DZ "I View: ICumuIative to selected Amendmentﬂ
[Coth [ Uzt [ Aco Class mggggggggg‘ h | Obligstion | Decbligation | NetObligation || [CatCu [Uza | AccClasscd [FP] Reservation | Dbl | 1l Wieblle -*"*-'r'ler'ldr'r'ler'lt
-5(0-3006- ct i
E3000] 240000 | 139,21 90 jpprowerne g0 [ 313931500 3000 | $139.315.00]| [ca000]240000] 139321 30461 00 s13amE00]  $1smeramr oo e —yremaom
53000 | 240000 ] 2000.21.18.5E: $46,314.00 $0.00 $46,314.00] | | 63000 | 240000 | 2000.21.18:6.1 |05 $46.314.00 $46.314.00 $0.00 $46,314.00
£3000 | 240000 | 2000.21.90.<E6.1 | 00 $313 6B6.00 $31:3 686.00 $120.000.00 $133.686.00 | | 69000 | 240000 | 2000.21.90.<6.1 |00 $313,636.00 $313,636.00 $180,000.00 $133,686.00

Totals:|  $49331500] g49a3500] g1so00000] 331931500 Totals:| 349931500  gas9ms00]  g¢1sooooo0 ] gmaasoq)

@] Dore [ & [ Inteinet |&] Dore [ 5 [ Intemet

Figure 14

FPC Transfer

FPC Transfer Tab

1. The current funding for a project is shown on this screen (see Figure 15).

2. The highlighted Acct. Class Code from the table to the far left reveals all the instances of where and when the project was
funded in the center “Transfer From:” table.

3. The data highlighted in the “Transfer From:” table reveals all of the eligible FPC’s the user can transfer from in the “Transfer
To:” table to the far right. 1f an FPC is not listed, then the user cannot legally perform the transfer.

4. The user can type in the transfer amount up to the amount shown in the “Available for Transfer” column. This value
represents the total funding minus all disbursements.

5. Remarks pertinent to the transfer may be made in the FPC Transfer Remarks field.
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3 FPC Transfer [ AL-16-0028-00 ] - Microsoft Internet E xplorer

%
i
tFPC Transfer %l‘@: E%:‘:-l ﬁl
FFC Transfer | Unsaved FPC Transfers | Prior FFC Transfers |
Recipient: |1DDD IALAEIAMA DEPARTHMENT OF TRANSPORTATION
Project: |AL-1 G-00Zz8-00 Fy' 2001 Capital /Purchased Transpor
FPC Transfer By Travis Klein [anatyst |a/25/2001
Transfer From: Transfer To:
Acct Class CodefFPC]  |Amd] Cost uzA | Fy Available For| Transfer FPC Transfer
o001 21 16.00. 1 [0 # |Center] Transfer Amount Amount
00 [65000 |10000 [2001] 1,341,753 00 0.00 [ 0.00‘_0
02 0.00
0.00

FPC Transfer =l
Remarks:

|@ Done

’_ Ele Internet 4

Figure 15

Unsaved FPC Transfers Tab
6. This tab shows all of the changes in a spreadsheet format that the user has currently made regarding the FPC Transfer prior to
saving their input (see Figure 16).
7. This screen is read only, and the transfer remarks should correspond to the record that is highlighted.
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o/

; FPC Transfer [ AL-16-0028-00 ) - Microsoft Internet Explorer
: =
'FPC Transfer % H %5 :g:(zl ﬁ)“
FPC Transfer Unsaved FPC Transfers Prior FPC Transfers |
Amd Cost From | To Transfer Transfer Transfer
e FeC | FPC |  Amount Daie By
FPC Transfer B
Remarks:
| |
&1 Done |_|'|§|_|@ Internet G
Figure 16

Prior FPC Transfers Tab

Print Date: 7/10/2008

8. This tab (see Figure 17) shows all of the previously saved FPC Transfers for the given project. It is essentially a history of all
of the transfers in the same spreadsheet format as the Unsaved FPC Transfers tab.
9. This tab/screen is for viewing previous transactions, and is therefore not modifiable.
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; FPC Transfer [ AL-16-0028-00 ] - Microzoft Internet Explorer

X
| -
'FPC Transfer % ” @! :%J _|%0fo
FPC Transfers Unsaved FPC Transfers Prior FPC Transfers
Amd Cost From | To Transfer Transfer Transfer
g | mtlmatet o] | v e | e Date By
FPC Transfer =l
Remarks:
| -]
|&] Dore l_la_|@ Internet 4
Figure 17

Project Info

1. Click on Project Management and query for a project
2. Highlight the project by clicking on it and then click on Project Info. A new window will open displaying the Recipient
Contact and the FTA Project Manager. Note: you may only access this window if the application is Active/Executed.

3.

If the project is not Active/Executed, then you will receive a pop up message as displayed in Figure 18.

Print Date: 7/10/2008
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4. You many make changes to the Project Info screen by clicking on the Update button. The window will change notifying you
of your update.

2} TEAM Web Version 1.0 - Microsoft Internet Explorer

Project Query Results &

Project Number Description Rev. Microsoft Internet Explorer B
DC-06-0077-24 ADDITIONAL FUNDING FOR OST COMPLTER 0
|mTeel=NrielnieNaln] lraar THarte ekt Mata hase 0 . . . . . .
A\ Project Info - Mictosoft Intemnet Explorer : g & Pleaze make changes in the Project Information under b odify Application.
GH 0
Project Info 8
Recipient Contact:  [DAN STANTOM stance 0
0
A Project Manager: |J\M rALIR 0
Update Cancel |
’_E" Intermet 4

% Project Info - Microzoft Internet Explorer M= E ‘

/2 hitps: //ftateamweb_fta_dot. gov/teamweb/ProjectMan. . [H[=] E3

Project Info
Reciplnt Contact: [DAN STANTON

ETA Pruje-::t Manager' IJ”‘-.-"| MUIR f Project MA-90-0059-11 successfully updated.

Updatee] Cancel Close |
\ o |
\|@ Daone I_la_lﬂ Irterret Ai@ — |13 @ rere Z

|&] DC-06-0077-24

Figure 18

New Closeout

Requirements

Before you start the close out process, you need to verify the project balance. To verify the project balance, click on Project
Funds/Status and follow the instructions given previously within this chapter.
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Notes:
= Anamendment number will automatically be assigned to the project, whether a deobligation is required or not.
= Once a close out has been initiated, you will not be allowed to go into “revise project budget” from the project management
menu. The final project budget and any necessary adjustments to the control totals (adjusting total local amount) will be
completed from the “close out reviewer,” detailed later in the chapter.
= Verifying the balance in the project can also be viewed from the closeout screen. If you opt to check the project balance from

the closeout screen, we suggest you do it before you submit your final budget, final FSR, and final milestone report.
= Final budget and final FSR totals need to match

Accessing the New Closeout Feature

= At the project query screen, query the project you want to close out
= Click on New Closeout Process (see Figure 19)

Ele Edit V¥iew Favorites Tools Help @ @
o [@TEAM-Web(Quahty Assurance Database ) ]_} - B f= v b Page ~ {3 Tools - ”
Misin Meny - (Home 7 Project Query Results &
ain Menu - (Home) " —
cations
w and Approval L-90-X100-00 FY 1987 SECTION 9 CAPITAL AND PLANNING G 2 [:l
ution IL-90-X160-00 CAPITAL 2 3
= Project Management 7 IL-90-X178-00 RAIL MOD REHAB 2
B S R IL-90-X185-00 CAPITAL IMPROVEMENT FOR CTA 1
IL-90-X196-00 BUS AND RAIL MOD 1
IL-90-X223-00 CAPITAL (CMAQ) 1
Il _ON_¥232.02 CAPITAI 1 [v]
3 Project Details @
Project Number: |IL-90-X100-00 FY1988 Cost Center: 785-00
Out Process |’
Application Type: Paper Submitted: 6/30/1984
T Entered: Awarded: 9/30/1987
Funding Adjustments Recip. Contact: Executed: 12/21/1987
FTA Manager: DON GISMONDI FTA Amount: $55,328,186.00
Status: Active Total Elig. Cost:  $69,160,233.00
Description: FY 1987 SECTION 9 CAPITAL AND PLANNING G
= Recipient: 1182 |-|CHICAGO TRANSIT AUTHORITY
hd
& 1nternet H100% v
Figure 19
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Close Out Reviewer

1.

gk wm

6.

7.

The close out reviewer screen indicates the action items that are complete, and what items still need to be done in order to
closeout the grant (see Figure 20).

Checkmarks indicate items that are complete and no further action is necessary.

No checkmark indicates that an action is required before the grant can be closed.

Click on “proceed to close out” or “cancel”

Red circle with an “x” indicates an action needs to be completed before proceeding to next step.

3 Close Dut Reviewer - Microsoft Internet Explorer - |E| ZI Z} Close Out Reviewer - Microsoft Internet Explorer §: =181 x|

. Project E ted
Project Executed oject Lxecute Iz/
Budget Exists M/
Budget Exists
Unliquidated Balance
Unliquidated Balance
This Project has unbiqudated finds of $3566815 00
Unliepidated funds shall be deobligated in the full amount specified above.

This Project has unliquidated finds of $3566818.00
Unhiepudated funds shall be decbligated i the full amount specified above
Do you accept? YES ¥ NO T

Do you accept? YES T NO T
Show Contrel Tetals

U I N SN SY

Show Control Totals Final FSR
Final FSR Note: Financial Status Eeport is not marked "Final"
Final Milestone Report
Final Milestone Report Mote: MilestoneProgress Eeport is not submirted
Zome of the Milestone Progress Report actual completion dates are mvahd.
Proceed to Close Qut Srocesiin tloes Out
| &] pare ’_ l_ rg 4 Intermet 4 Eoone R T

Figure 20

Unliquidated balance - to accept the amount that will be deobligated, click in the *yes” box. A checkmark will now appear
(see Figure 21).

If a deobligation is required, you will need to adjust the control totals. (Click on “Show Control Totals).Make the necessary
adjustments to the local share in the close out amendment column (enter a minus sign before the amount if the local share is
decreasing), then click ok.
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Note: In this example, there are no checkmarks next to final FSR and final milestone report. Read what still needs to be done, then:
click on “Proceed to Close Out”.
8. If the unliquidated balance is not correct, click in the “no” box, and then click on “cancel”. This will return you to the project
query screen. At this point, you may need to verify the balance remaining in grant by going into project funds/status under
project management, or contact your regional office contact for assistance

2 Close Out Reviewer - Microsoft Internet Explorer =101 /3 Close Out Reviewer - Microsoft Internet Explorer =10 x|
Project Executed M/
Budget Exists B\ M/
Unliquidated Balance
Please Enter Conirol Totals: |
This Project has unlicquidate, ds of $988865.00 Current Amendment Cloze Cut Amendment
Tiliqudated funds shall g€ deobligated i the full amount specified abowve. .
Do you acaept] YES P ND Total FTA Amount:  [$352 500.00 (5958 885.00
Show Control Totals Total State Amount: [$01.00 [50.00
Final FSR Total Local Amount:  |$248,125.00 $0.00
Wote: Financial Status Repor‘t 15 not marked "Fnal", Erecialbundbanonctd {0 L $0.00
Final Milestone Report OK | Cancel |
Note: Milestone/Progress Report is not marked/"Final"
Some of the Milestone Progress Eeport actua) completion dates are mvahd.
Proceed to Close Out m
[& l_ l_ E | Intermet /4 [&]Done l_ l_ ’—g #® Internet 4

Figure 21

Close Out Tab

Final Project Budget

9. The project closeout screen has 3 tabs (Close Out; Funds Status; Close Out/ Deobligation) — see Figure 22. Grantees can only
access the first two tabs.
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10. Any item not checked, requires further action before completing the closeout request.

11. To correct or complete an item, click on the picture in the middle column of the table displayed (This will link you
immediately to the appropriate screen).

12. Close-out budget screen— revise all line items to reflect actual expenditures.

13. Differences must be zeroed out before clicking on the OK button. (Note: Final budget and FSR totals must match)
14. Continue correcting and completing any items that have a circle with an “x”

3 JEAM-Web { Quality Assurance DatabaseEHaIEe S —I—I_ ol ﬂ /3 TEAM-Web ( Quality Assurance Database ) Budget Detail : DC-03-0050-01 - v M [=] B3]
Project Close Out NER ‘ﬂl CLOSE-OUT BUDGET( DC-03-0050-01 ) ron e B2 | 4 | @] 28]
Close Cut | Funds Status Close Out / Deobligation C1PRJBUD
& 1 13m0 PROJECT CONTROL TOTALS: 0]  $29434600)  $416602.00
Grantes Close Out P 113320 DIFFERENCE: 0 I $0.00 I $0.00
Budget - .
_1 OTHER
’_ - = Scope Scope Description Qty FTA Armount Total Elig. Cost
) 11300 [BUS - STATION/STOPS/TERMINALS i §$204,346.00 §416,602.00
Final FSR g
Financial Status Report is not tnarked "Final". -
Final Milestone Report . i
PROJECT BUDGET | u| 264,346 UDI $a1a‘502.uu|
Scepe/ALL |113DD Details:
Sl Desc: IBUS - STATIOM/STOPS/TERMINALS =
Usex Desc: |BUS—STAT\DNJSTUPS.’TEHMINALS |
Fuel: | Fuel Cel = ‘ E
Reviewer d
Messages: ﬂ
& ’_’_ré_le Internet /| [&] pane [ [ mtemet Y

Figure 22

Final Financial Status Report

15. Click on the picture of the FSR screen in the middle column of the table displayed in the Close Out tab of the Project Close
Out tool to pull up the Financial Status Report screen

16. First go to the Financial Status tab (see Figure 23)

17. Revise total outlays (lines a and b).
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18. In the final report, only zero’s can be shown in the unliquidated obligations (lines d and e).
19. Line “i” must equal the amount being deobligated, or zero.
(REMEMBER: FINAL FSR AND BUDGET TOTALS MUST MATCH)
20. Click on the Summary tab
21. Change final report field to “Yes, Final Report”
22. Click in circle next to “Submit Report” (do not click in “Work in Progress™).
23. Click on the green OK button.
24. Continue making corrections until all items are checked.

/A TEAM-Web ( Quality Assurance Database ) ¥A-03- - Microsoft B [=| XN 5 TeAM-web ( Quality Assurance Database )} DE-D3-0050-01 - =1o] x|
'Financial Status Report %l % | |\E Eﬁl “gfl ,iinancial Status Report l
Summary Eimanzial Staius |Remarks 2 CDmmentSI Summary | Financial Status |Remarks & Comments|
[~ Work In Progress| © Submit Report
Line: Transactions: Previous This Period Cumulative W
A Total Outlays: | $0.00 $0.00 ”l $0.00 ‘ Recipient: [1338 [ ASHINGTON METROPOLITAN AREA TRANSIT AUT)
B Recinient Share of Oul ”| ‘ Project: |DC-03-0050-01 | [Springfield Station Parking Improve
cipie are :
P ays | $0.00 $0.00 $0.00) | amendment: [CLOSE OUT AMENDMENT
C.  Federal Share of Qutlays: | $0.00 | $0.00 | $0.00 & Quarterly © Monthly © Cther
D.  Total Unliquidated Obligations: [ ¢0.0p| | Period: [2004.2nd Quarter -] Cost Plan:
_ | - | Type of Rate: A -
Final Report? Ma, MatFinal Report ¥
E.  Recipient Share of Uniid, Oblig: [ ol | S Rt o
Paper Award?  Yes & o (=5 0.00%
F. Federal Share of Unlig. Ohlig.: I - l—
i 4 $0.00 Initial Submission: |4,."26,-"EDD4 Base: $0.00
G.  Total Federal Share {C+F): I +0.00 Last Update: 472672004 otal Amount: | $0.00
H. Total Federal Funds: I +0.00 Pre-Award futhority? & Yes © 1Mo Federal Amount: | +0.00
I Unobl. Bal. of Fed Funds (H-G): I $0.00 Report Status: [MS/P Report Submited, FSR Submitted
Project Status: |
|2:| Ma quarterly report exist For the selected periad: 2004, 2nd Quarker l_ |_|—§ |@ Internek v €] l_l_ré_IO Inkernst A
Figure 23
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Final Milestone Status Report

25.
Out tool to pull up the Milestone Status Report
First visit the default Summary tab (see Figure 24)
Change final report field to “Yes, Final Report”

26.
27,
28.
29.
30.

31. Click on the green OK checkmark.

Print Date: 7/10/2008

Click on the picture of the FSR screen in the middle column of the table displayed in the Close Out tab of the Project Close

Click in circle next to “Submit Report” (do not click in “Work in Progress”)
In the project status overview field enter in final narrative report.
Click on the Milestone Status tab and enter in actual completion dates for all milestones.

-
€ TEAM-Web ( Quality Assurance Database ) IL-90-X185-01 - Windows Internet Ex... = ||3/[Zd | @ TEAM-Web ( Quality Assurance Database ) IL-90-X185-01 - Windows Internet Ex... |~ |(0/E4
£ | http:|f63.91.83.67/teamweb/ProjectManagement/NewCloseOut/MiestoneR eport/startMilestones, asp?ProjID=IL-90 v € | http:(f63.21,83.67 feeamwebyProjectManagement Mew CloseCut /MilestoneReporkistartMileskones, asp?ProjID=IL-90| %
IB-Iilestunes Status Report @I‘ ROD ‘DELETI{‘ & I | = I‘ll@ % |E%I \‘gffll ’I\-Iilestunes Status Report @l‘ AOD ‘DELElq‘ & | I ® I‘ll@ % |[g§| Tgfll
Sumrm any Milestone Status | Sumrm any Milestone Status |
)'Work In Progress ) Submit Report Seq . L. Orig. Est.|Rev. Est. # Actual
Scope-ALI No Milestone Description Comp. | Comp. Rev Comp.
Recipient: | 1182 CHICAGO TRANSIT AUTHORITY Date Date Date
Project: IL-90-X185-01 BUS AND RAIL MPROVEMENTS FOR CTA Proj. Budget 1 |Hob Order Start — 2111992 0 211992
Amendment: CLOSE QUT AMENDMENT 2 |Design Start — 6111993 6/1/1993
Paper PreAward 3 |Construction Start — 0 111994
Period: FY2007. 2nd Quarter [v | *P°F, Yes NO gugoriyr  Yes  No 4 |Design End — 0 | ar99s
® oM OOt Initial 5 [|Various projects 1211989 | 6M1/2003 h\! 6/1/2003
Quarterly onthly = Submission: 6 |Construction End — 1203002005 0 [12/20/2005
Final Report? | No, Not Final Report | v | Last Update: 7 |Job Order Completion — 3312008 0 3312006
Report Status:
Project Status: Line Item-
Project Status Overview FTA Amount: Total Eligible Cost:
3rd Party Contractor Code: |
@ =1 Milestone Detail Description \=[ Milestone Progress
Done @ Internet +100% - Done @ Internet H100% -
Figure 24
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Print Date: 7/10/2008

Note: The Close Out tab should now show all checkmarks. When each item displays a checkmark, you will then be able to complete

the closeout process.

Funds Status Tab

32. This is a read only view (see Figure 25) that again allows you to verify the project balance, and disbursement amounts.

33. Click on project totals. This will show the total unliquidated balance of the grant, and all disbursements.

’3 TEAM-Web { Quality Assurance Database } Project Close Duk DC

=101 x]

|Project Close Out

RYEPAEY

Close Cut Funds Status B _ut / Deobligation
View By: IAccount Clags Code j
| CztChr | Acc Class Cd |FF'| Fieszersation | Obligation Deobligation | Disbursement Fiefund
B5000| 2001.47.03.31.1 |00 $483.023.00) $489,023.00 $0.00 $294.346.00) $0.00]
Project Totals: $483.023.00) $489,023.00 $0.00 $294 346.00) $0.00)
2001 .47.0331.1 - 00 Totals Dishursement/Refund Records:
et
€ P $489.023.00 [ Account Class  |Transaction] Transaction Tranzaction
Obligations:
Net Code Tupe Date Arnount
$294,346.00
Dishursements: . 2001.47.03.311 DISE  |3411/2004 12:00) $234.346.00)
Auth.
Dishursements: $483.023.00
Unliquidated
Balance: $194.677.00
@] Dore [ 5 [ mtermnet 4
Figure 25

Submit for Close Out

34. On the Project Close Out form, click on the green OK checkmark (see Figure 26)
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v 35. A message box will pop up and ask if you are ready to submit this project for close out
36. Click on OK

2} TEAM-Web ( Quality Assurance Database ) Project Close Out DC-03-00. =10l =|

Profect Close Out N Uil Microsoft Internet Explorer X
Close Cut | Funds Status Close Qut / Deobligation
Budget
— Are vou ready to submit this project for close out?

Final Milestone Report| - =

@« | ow |

Figure 26

37. Request for project closeout has been completed. You will be returned to the project query screen.
38. Status of project should read, “Active/Close-Out Required”

Note: Closeout amendments with status “Active/ Ready for Close-Out” or status “Active/ Close-Out Required” can be deleted, which
will return the previous amendment to an active status. Please see Chapter 10 of this guide for information on the Delete Closeout
Amendment feature.

FTA STAFF ONLY FROM THIS POINT ON
FTA must now finish the closeout of the grant.

Close Out/ Deobligation Tab and Final Close Out

39. FTA Personnel with the appropriate access may query for a project in an “Active/Close-Out Required” status and click on the
New Closeout Process Link.

40. Current date will populate into “FTA Approves Close-Out” field. If no funds are being deobligated, you may approve the
closeout of the grant by clicking on the green OK checkmark (see Figure 27)
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41. If funds are being deobligated, it can be done automatically or manually
a. Automatically: simply click on the green OK checkmark and proceed to step 45

b. Manually: click on Open Deobligations

i. Highlight account class code- FPC; designate if funds were earmarked or not; and enter in amount showing as
an unliquidated balance. Repeat for each account class code-FPC where an unliquidated balance appears, until

entire amount has been deobligated
ii. Click on the green OK checkmark

3 TEAM-Web { Quality Assurance Database } Project Close Dut TT-18:

|Project Close Out

Close Cut Funds Status Close Cut / Deobligation |

ol xi|
3 TEAM-Web { Quality Assurance Database ) DC-03-0050-01 - Mi

Deobligation

EFT]

Recipient: |1E!E?' ICOMMONWEALTH OF THE NORTHERM MARIAMAS

{TT-18-x020-00 |Lease of Busses
Gross Project Cost: I $170,265.00  Daie Recip. Requesis Close Out: IB.-QQ.-QUD3

Adjustment Amouni: I $0.00 Date FTA Approves Close-Out: |2/27/2004

Projeci:

Total Eligihle Cost: I $170,265.00 Date Records Sent to FRC: I
Total FTA Amouni: I $170,265.00 Federal Records Conirol Mumber: I
Other Federal Funds: $0.00

Local Share: I $0.00

Cwrrent Deohligations: I $170205.00
Unliguidaied Balance: I $170 205.00

Open Deobligations
4

Total Obligations: I $170,265.00
Net Dishursements: I $57.00

\Application will deobligate all unliguidated funds automatically.
[Enter Deobligation Screen, to complete deobligations manually.

|g‘] Done

1338
[DC-03-0050-01

ient:

IWASHINGTON METROFOLITAN AREA TRAMSIT ALTHORI

ject: |Springﬁe|d Station Parking Improwe

Debligation By: |Sonys Ransome | 511172004

Acct Class Code-FPC

2001.47.03.31.1-00

Project Totals:

Type of Funding
" BarMatked Funds

Total FTA Amouni: I $294,346.00
Required Deobligation Amount: I $194,677.00
Current Deohligation Amount: I $0.00

MNon-Eat-NMatked Funds

Difference: I $134,677.00
Amend | Cost UZA FY Acct-FPC Total Net Current
# Center Unliy. Balance Obligations Deohligations

00 63000 510020 2003 $194.677.00 $420

Acct Class Code-FPC Totals: I $194.677.00

| 348902300 | $0.00

U8 @ e
|EE"| Dane

I_I_E|@ Internet A

Figure 27

42. Verify that all items have a check mark on the Close Out tab
43. Verify that the date has correctly populated in the Date FTA Approves Close-Out field

44, Click on the green OK checkmark
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45. A pop up message will appear and ask if you want to close the project now (see Figure 28).
46. Click on OK
47. Verify that project is closed when returned to project query screen. (you may need to refresh the query)

Project Details @
Microsoft Internet EHD'DI‘EI‘ EI Project Number: [DC-03-0050-01 |Frzon4 Cost Center: |BED-DD
: Application Type: |E|e|:tr0nic Submitted: I
. . Entered: [5/11/2004 Awarded: I
Wiould wou like to close the project now? : ,
Recip. Contact: |L|saTthpSDn Executed: I
FTA Manager:  |Lucille Pearson FTA Amount: | $-194.677.00
Status: {Closed > TtIEI'.Cst:l -194.677.
OF '-:EII'II:E!| | atus Closed otal Eliy. Co: $-194.677.00
Description: |CLOSE QUT AMENDMENT
Recipient: |1398 - |IJ)1.SHINGTON METROFOLITAN AREL TRANSIT :I

Figure 28
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