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Chapter 9 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 Funding Adjustment features Sonya Ransome

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

2.01 06/11/2007 | Continued Formatting changes and updates Travis Klein

2.02 06/13/2007 | Continued Formatting changes and updates Travis Klein
including indexing

2.03 02/29/2008 | Minor reference modifications Travis Klein

2.1 06/30/2008 | Removed obsolete Operating Budget Travis Klein
Transfer information

2.2 07/08/2008 | Removed an additional Operating Budget Travis Klein,
Transfer reference Patty String

Print Date: 7/10/2008

* 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.
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Funds Control and Funding Adjustments

Overview

This chapter will detail the use of the following TEAM-Web tools specific for an FTA user granted the necessary access: Query
Formula Apportionment, View Formula Apportionment, Modify Formula Apportionment, Transfer Formula Apportionment, Create
Formula Apportionment, Query Advice, Create Advice, View Advice, Modify/Authorize Advice, Delete Pending Advice, Advice
Summary, Operating Budget Plans, Operating Budget Recoveries, Query Notification, View Notification, Authorized Notification,
Funding Adjustment Level 1, and Funding Adjustment Level 2.

Funds Control

Formula Apportionment

Query Formula Apportionment

1.
2.
3.

4.
5.
6.

To access Formula Apportionment, first click on the ‘plus’ sign to the left of the words Funds Control (see Figure 1).
Formula Apportionment will expand below Funds Control.

Click on the words Formula Apportionment. The menu will again expand and the screen to the right will change to reveal a
Formula Apportionment query box.

Enter your search criteria and hit enter, or click on ‘Submit Query.’

If your query results in more than one record, then highlight that record by clicking on it.

Information will appear for that Apportionment in the details section below.

Chapter 9 Page: 5
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zoft Internet Explorer [_[O] x|
Formula Apportionment Query Results &

/3 TEAM Web Version 1.0 - Microsoft Internet Explorer

UZA 5 UZA Name Account
i) 010000AL ABAMA 2001 19370
010440BIRMINGHAM, AL 2001.19.37.JL
010810MOBILE, AL 20011937 JL
011460MONTGOMERY, AL 20011937 JL
040270PHOENIX, AZ 20011937 JL
; 040720TUCSON, A7 20011937 JL
Formula Apportionment 0B0020LOS ANGELES, CA 2001.19.37.JL
- |— 0B00B0SAN FRANCISCO-OAKLAND, CA 20011937 JL
; 060190SAN DIEGO, CA 20011937 JL
, = 060250SAN JOSE, CA 2001.19.37.JL
Tk [2001 5] 060390SACRAMENTO, CA 2001.19.37.JL
080240DENVER, CO 20011937 JL
App. Code: '
. I 090000CONNECTICUT 70011937 L
istration - - 10061 OWILMINGTON, DE-MD-MJ-PA 20011937 JL
110080WASHINGTON, DC-MD-V A 20011937 JL
| Inltatlon: . 120180MIAMIEHIALE AH, FL 20011937 JL
Infarmatian 120400FT. LAUDERDALE-HOLLYWOOD-POMPANO BCH, FL2001.19.37.JL
| v Eibmitdusry | 120460JACKSONVILLE  FL 2001 .19.37.JL_IL|
4 L3
e/ Apportionment Details
Apportionment: |$1 10.007.00 Available App.: |$11D,DD?_DD
Cap.: J#110.007.00 Available Cap: [$110,007.00
Ceiling:  [$110.007.00
4 | |
I_’_|° Intermet A

Figure 1

View Formula Apportionment

1. Click on the word View under Formula Apportionment in the main menu bar after highlighting an Apportionment.

2. The Inquiry tab provides read only information (see Figure 2).

3. The Audit Trail tab is read only as well, but the user has the ability to click on each of the individual updates to view the
specific data for that update

4. You can hit OK or Cancel to exit the screen.

Chapter 9 Page: 6
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3 Yiew/Inquiry Apportionment - Microsoft Internet Explorer

3 Yiew/Inquiry Apportionment - Microsoft Internet Explorer

Print Date: 7/10/2008

'Vimflnquiry Apportionment M 'Vimflnquiry Apportionment E%‘él ?fl
vza:  [oroooo  peR o JaLABAMA [orooo0 pen  JaLaBAMA
FF: 2001 Ap: E Section: |37 Limit: [JL e [eoor Ap: iE Section:  [37 Limit: [JL
Lapse l— Lapse l—
Year: 2005 Year: 2005
e Inguiry | Audit Trail | Inguiry Audit Trail
Inguiry/dwdit Trail
Apportionment: Cap: Ceiling: Updated Date J Updated By Tiane Type | Pl
Initial Authority: | $100,000.00 | $100,000.00 | $100,000.00 T T TETen Piilis e = TR
= i l— 0/27/2001 2:56:44 F i Mathan Fhillips Transfer From 200112
Sk T $0.00 QUZEF2001 1:12:03 PM Mathan Phillipz Edit MNane 200112 LI
Transfer In: f $110,150.00 | $110,150.00 | $110,150.00 . o - - -
Transfer out: | $526.00 | $526.00 | $526.00 Prevoys: Cliange: Carrent
' : : : Apportionment: | $7.00 | $100,000.00 | $100.007.00
EFF Authority: | $110,007.00 | $110.007.00 | $110,007.00 Con: | y700 | yo000000 | $100.007.00
Reservations: | 000 | $0.00 Ceiling: f $7.00 | $100,000.00 | $100.007.00
Obligations: I $0.00 I £0.00 Formula Apportionment Remarks:
ty =
Recovery: f 000 | $0.00
fvailable Bal | $110,007.00 | $110,007.00
H
4 | o
|&] 10000 [ [ Intemet /| [&] 10000 [ [ Intemet v
Figure 2

Modify Formula Apportionment

1.
2.
3.

ISR A

From the main menu click on Modify (see Figure 3).

A new window will open titled Modify Formula Apportionment.
The user can modify the Change and/or Current fields. Whichever they chose to modify, the other will automatically calculate

the mathematical change.

Remarks may be entered in the text box at the bottom of the screen.
Click the save icon at any time to keep your current changes.

Click the OK button to save and close the screen.

Chapter 9 Page: 7



TEAM-Web User Guide

o/

2 TEAM Web Version 1.0 |2} Modify Formula Apportionment - Microsoft Internet Explorer M=l B
. . ]
Modify Formula Apportionment 5 i Eﬁ&l ‘{

UZn:

1| FFY:

UZa
Hame:

|D1DDDD
|2EIEI1 AP:

[ALABAMA

|1 g Section: |3.'f‘ Limit: I.JL

Lapse I—
Year: 2005
Previous: Change: Current:
Apportionment; | 120,007.00 | 000/ 120.007.00 |
Cap: | 109.607.00 | 000/ | 109.507.00 |
Ceiling: | 110,017.00 | 000/ 110.017.00|
Formula Apportionment Remarks:
=
i
g 1
€1 120000 &] Done I_I_lﬂ Internet 4

Transfer Formula Apportionment

Figure 3

1. Click on Transfer under Formula Apportionment in the main menu.

no

glass to open a new window that allows you to select the account data (see Figure 4).

Select the radio button for the account and click OK.
The data will populate for you.

Enter the transfer amounts.

Add desired transfer remarks.

Click OK to save and exit.

No ko

Print Date: 7/10/2008

Data for the apportionment fields outlined in blue may be entered in manually, or you may click on the details magnifying

Chapter 9 Page: 8



TEAM-Web User Guide

/3 Formula Transfer - Microsoft Internet Explorer

Formula Transfer

(=]
(01 I} CAMCE] 0K

|FROM APPORTIONMENT: 9&! W' Rules Enabled | Transfer Remarks:

UZA,

Uza: IDEDDED i

ISAN FRAMCISCO-OAKLAND, CA

Print Date: 7/10/2008

) Select an account - Microzoft Int... =] E3

FY: ([2001 ‘np: [13 |59 '

|T0 APPORTIONMENT:

’HI— uza, |

Mame:

Select an acount (To)
|3? ||Limit: IJL | e

™ 010000 - 2001.66.03 EH
o 010000 - 2001.61.81.BS

- 200147 03 31

o 010000 - 200123 26,43

FFY:I ‘nP: I |Sectiun: I ||Limil: I ™ g10000 - 2001.23. 1857

010000 - 200123 08 5F
o 010000 - 2001.21.90.91

|FROM: | Apportionment: | Cap: | Ceiling:
™ 010000 - 2001.21.18 51
|Effec‘lhre: ‘| 1.219.903.00 \| 1.219.903.00 \| 1.219.903.00 &
010000 - 2001.21.16.53C
|Auailahle: “ 591,295.00 “ 591,295.00 “ 1.214,803.00 Q10000 - 2001.21.16.020
|T0: 010000 - 2001.21.16.00
|Ef'fecthre: ‘I 0.00 ‘I 0.00 ‘I 0.00 " 010000 - 2001.19.37.75
010000 - 2001.19 37 7
|ﬂ\.failahle: ‘I n.oo ‘I 0.o0 ‘I 0.00 I ' 010000 - 2001.19.37.JL j
| |
|Transfer: el 0.00 HI 0.00 HI 0.0 € D'Iﬂne [ | |4 Intemet 4
€] l_l_le Internet 4
Figure 4

Note: Transfers across multiple regions is not permissible. Select TBP personnel may be able to see the “Rules Enabled” check box
seen in Figure 4 — removing the check mark allows these select individuals to bypass the features many transfer rules (including

transferring across regions).

Create Formula Apportionment

1. To create a Formula Apportionment, click on the word Create under Formula Apportionment in the main menu (see Figure 5).
2. 'You may enter in the UZA and account data manually or you can have it populated for you by clicking on the details
magnifying glass and selecting an account from a list.

Chapter 9 Page: 9
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3. Enter the amounts in the change or current fields.
4. Add applicable remarks.
5. Click OK to save and close.

23 TEAM Web Version 1.0 - Micro reate Formula Apportionment - Microsoft Internet Explorer

Create Formula Apportionment E i |

o WS Q)
FFY: [ooo0 | ae: | Section: {[00 Limit: || ‘@
o [

Previous: Change: Current:
Apportionment: | 0.00 I l/ EI.EIEI|& IZI.EIEI‘
Cap: | 0.00 | n.00|| 0.00|
Ceiling: | 0.00 | 000/ 0.00|

Formula Apportionment Remarks:

o :

&1 120400

&) I_ I_ | Internet i

Figure 5

Chapter 9 Page: 10
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vAdvice Management

Query Advice
1. To access the Query Advice form, expand the ‘plus’ sign to the left of the words Funds Control and click on the words Advice
Management (see Figure 6).
2. A query form will appear in the space to the right
3. Enter your search criteria and click on the Submit Query button
FY = Fiscal Year
Status = “Any,” “Authorized,” or “Pending”
Type = the program type of the allotment (FG is Formula Grants for example)
Crtl # = Control Number (specific ID for an advice)
App Cd = Appropriation Code

P00 T

Chapter 9 Page: 11



TEAM-Web User Guide Print Date: 7/10/2008

‘€ https:/iftateamweb . fta. dot.gov/? dbname=Quality&GUID =QUALITY _E506C559F 3DF4412B93203A6CB6DB04Y -

ns
and Approval
-ution
Query Advice
| B Any v
Staus: | Pending ||
Type: | Any [
1 Modif/Auth. Advice :
) . Ctrl #:
[l Delete Pending Advice
App Cd:

Allotment Summary

Operating Budget Submit Query

Motification

Funding Adjustment:
Civil Rights
TEAM Ad
Dynamic Qu
TEAM
B Help D

[= Exit

Figure 6

Create Advice

1. Select program type from the drop down menu list (see Figure 7).

2. Some fields like Control #, Status, and Version will be populated automatically.

3. Click on the magnifying glass symbol to select the appropriate Allotment Code (if the desire code already exists in the table,
you may select it by simply clicking on the allotment code line and it will highlight blue).

4. Fillin the required fields including Advice remarks (Note: only current or future quarters may have values entered, and only
the Change and Current columns are modifiable).

5. When done click OK to save.

Chapter 9 Page: 12
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a https:/ /ftateamweb.fta.dot.gov /teamweb/FundsControl f AdviceMan: - | Ellﬂ
Create Advice p \Ql RIOC || DEL ETE |@ ta:{:‘J ﬁ:
| Frogram Type - FY: |2|j|]4 Create Date: |4f28,’2[|[|4
Allotment Type | # Status: | Create By: |Sunya Ransome
Mew Autharity 0
Control #: Auth. Date:
Carry Cwer 0 oniro I . ate I
Recavery 0 Version: | Auth.By: |
Advice Totals: | | |
Allotment Code Description Previous Change Current
New Authority Totals: | 0.00 | 0.00 | 0.00
Advice Remarks: Previous: Change: Current:
| ot 1: | o o] 0
tr Z: | 0 0| i
Qtr 3: | 0 | 0 | 0
Qtr 4: | | 0 1]
Tutal:l ] | a | 1]
|&] Done ’_’_ré_|ﬂ Inkernet y
Figure 7

View Advice

Pwn e

Click on the Advice Management menu option. Query the advice (see Figure 8).
Highlight the query you want to view.

Click on View Advice in menu option

Read-only screens with Advice details will popup.

Print Date: 7/10/2008
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a TEAM-Web { Quality Assurance Database ) - Microsoft Internet Explorer

=lofx]

Print Date: 7/10/2008

Advice Query Results # /3 TEAM-Web ( Quality Assurance Database ) 2004-UC-001 - Micrasoft Interny =]
Control # Description St. ‘ View Advice @l :%S[l ¥||
FG - Formula Grants A UC - Univ. Trans. Cir FY: 2004 Created Date: [10/22/2003
FG - Formula Grants A
FG - Formula Grants A Allotment Type | # Status: IAuthDrized Created By: IStephanie Harris
FG - Formula Grants A Mew Authority 0
FG- Formula Grarts A Control #: [2004-UC-001 Auth. Date: |1 0f24/2003
Fi5 - Formula Grants A Carty Over 2 . :
F& - Formula Grants A Fecovery 0 Version: |1 Auth. By: IKnsten Clarke
FG - Formula Grants A
FG - Formula Grants A
FGG - Forrmula Grants A Advice Totals 0.00 60,000.00 £0,000.00
FG - Formula Grants A — ! - 010 000010 S0
[Allotment Code] Description [ Previous | Change [ Current |
New Authority Totals: | $0.00 | $0.00 | $0.00
Advice Remarks: Previous: Change: Current:
Advice Details @ & Lllotment is issued to d Qtr1:| i I i I i}
establizhed to make carryover
Cl#: 00+FGO16 Authorized 226004 availsble per 5F-132 and SF- otr 2: | | 0 0
Status: [fvhorized Updated: 252004 133. otr 3: | 0 0] 0
FY: 2004 Previous: $1,741,848,087.27
: Otr 4: | | 0 0
Version: |1 Change: $-1.933.585.00 j
Created:  [2/262004 Current; $1.739 916.602.27 | 0] 0] o
| Reverses Allotment 2004-FG-014, which provided j
Text: 41,933,585 adwance FY 04 funds ([2004.21.90.91.1) to j
Window Opened in Read Only Mode.
&) z00aFa01s T8 [ eemet y |@ Done |_|_|—é_|° Internet Y
Figure 8

Modify/Authorize Advice

Run a Query if necessary and select the Advice you want to Modify or Authorize.

Click on Modify/Auth. sub-menu under Advice management on left hand side.

To modify, make necessary changes in the Advise and click on OK button to save (see Figure 9).
To Authorize Click on the signature button

ogakrwdE

A new screen will pop-up.

Type in your PIN and click on button Execute.

Chapter 9 Page: 14
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The Advice will be authorized

New Authority Totals: I 1,275.762.00 l_

3 TEAM-Web ( Quality Assurance Database ) 2004-AE-002 - Micro<oft Internekt - |EI|L|
| Modify Advice 2 |C1J| fon | oecee || @l E%ﬁl v
AE - Admin Expenses FY: |2[|[|4 Create Date: |4/28/2004

Allotment Type | # Status: W Create By: IW
[Mew Authority 1
Control #: |2004-AE-002 Auth. Date:

Carty Over 0
Recovery 0 Version: |1 Auth. By:

Advice Totals | 1,275,762.00 | 0.00 | 1,275,762.00
|Allotment Code Description FPrevious Change Current
2004.50.1 |4 DMINISTRATIVE EXPENSES 1,275,762.00) 0.00) 1,275,762.00)

4} Authorize Pending Advice # 2004-AE-002 - Microsoft Inte

Print Date: 7/10/2008

Authorize Pending Advice 2004-AE-002 with PIN

0

Please note that this verfication is being recorded under the name of:

Advice Remarks: Previous:

Test =l owt:[ ooof | Official's Name: |Sonya FRansome Cancel |
atr 2: | 100 | Officials Title: | PIN: Execute |
Qtr 3: | 127576200 [ A

5 atr 4: | 000 | [&] bane ) Inkelnet / &
| 1,275,762.00 | 0.00 | 1,275,762.00
|@j Dane l_f_Ele Inkernet 4
Figure 9

Delete Pending Advice

Query and select the pending advice you want to delete.
Click on the Delete Pending Advice option.
In the new screen click on the trash can symbol (see Figure 10).
The pending advice will be deleted.

1.

2.
3.
4
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; TEAM-Web { Quality Assurance Database )} 2004-AE-D02 - Microsoft Interne - |EI|£|

Delete Advice e_'\ il | ExZ]
AE - Admin Expenses FY: {2004 Created Date: |4/25/2004

Allotment Type | # Status:  [Pending Created By:  [Sonya Ransome
MNew Authority 1

Control #: [2004-AE-002 Auth. Date: |
Carry Cwer 0
R ecovery 0 Version: |1 Auth. By: |
Advice Totals | $1,275,762.00 | $0.00 | $1.275.762.00
Allotment Code| Description Previous Change Current
2004 501 | DIINISTRATIVE EXPENSES $£1,275762.00 F0.00 51,275,762 .00
Hew Authority Totals: | $1.275.762.00 | $0.00 | $1.275.762.00
Advice Remarks: Previous: Change: Current:
Test = o s0.00 | s0.00 | $0.00
Qtr 2: | 000 | 0.00 | $0.00
Otr 3: | $1,275.762.00 | $0.00 | $1.275,762.00
- Otr 4: | $0.00 | $0.00 | $0.00
| $1,275,762.00 | $0.00 | $1,275,762.00
@] Dane I_I_E|Q Internst A
Figure 10

Allotment Summary

To access the Allotment Summary feature, click on the words Allotment Summary in the Navigational Menu and a Query screen will
appear (see Figure 11). Enter and submit your search criteria using this form.
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€ https: /fftateamweb.fta. dot.gov/? dbname -Quality&GUID-QUALITY_E506C559F 3DF4A12B93203A6CB6DB... |- | O/E3

Main Menu - (Home)

oject Management
ontrol
Formula Apportionment

Allotment Summary
Advice Management X
FY: Any |v
B Allotment Summary .
® Allotment Status Status: Any _
Operating Budget Type: .
Motification Appropriation Code:
Funding Adjustments
Civil Rights Allotment Code:
Submit Query
73 o Trusted sites F100% -
Figure 11

Operating Budget Tab

1. Select the Allotment you would like to review the status of and click on Allotment Status in the Navigational Menu.

2. The read-only Allotment Status form will open and default to the Operating Budget tab (see the left side of Figure 12), which
shows Allotment values by account class code.

Print Date: 7/10/2008

Chapter 9 Page: 17



TEAM-Web User Guide Print Date: 7/10/2008

2} TEAM-Web ( Quality Assurance Database ) 1995.15.1 - Microsoft I B [=[ 3| 2l TEAM-Web { Quality Assurance Database ) 1995.15.1 - Microsoft Interi =] |
| Allotment Status ngg] \g‘:l | Allotment Staius :%I ‘5 ”
Allotment Code: | 1335151 IMTERSTATE TRAMSFER GRANTS Allotment Code: | 1995151 IMTERSTATE TRANSFER GRANTS
Status: Authorized Fy: 2003 Program Type: IT Status: Autharized Fr: 2003 Program Type: IT
Operating Budget | Audit History | Operating Budget Audit Histary |
Allotment Type: ||A|l ‘I
Ace Class Code | CostCenter | Status | Authorized Amt | Pending Ama | Obligations |
19951523221 45000 BtiarE 40 0 $0| =~ | Conirol # | Alloitment Type | Date/Time | Previous | Change | Current |
1905.1523.50.1 45000 Authorized $0 $0 $0 2003-IT-006 Carry Crver 0152003 2:50:52 PIvl 36,574,230 $0 $6,574,230 | =~
19951523221 EE000 Euthorized $0 $0 $0 2003-1T-005 Carry Creer 252672003 1:01:11 PII 6,574,230 $0 36,574,230
2003-1T-004 Carry Cheer (TI15/2003 3:07:14 PIW $6,574,230 $0 36,574,230
2003-I1T-003 Carry Crver 612302003 11:48:51 AN 36,574,230 $0 36,574,830
2003-1T-002 Crarry Cheer 252772003 2:12:47 PII 0 $6,574,230 6,574,230
$0 50 50 =1
Allobment Total: $6.574.830 Previous: Change: Curmrent: Advice Remarks: |
Unobiigated Bolance: 5557483 au 1 $° *D B B et o i,
Otr 2: $6.574.830 0 $6.574.830 Liberty City Bus Passenger
Facility Project.
Qtr 3: $0 30
Qtr 4: 0 $0 $0
$6.574.830 0 $6.574.830 LI
[&] Done [S |4 meernet | @] pene |2 |4 nternet w
Figure 12

Audit History Tab
The Audit History tab shows the historical detail of allotments by their Control Number (see the right side of Figure 12)

Operating Budget Plans

Expand the submenu under Operating Budget by clicking on the plus sign to the left of the words (there is no query feature here).
Click on the word Plans to open the Operating Budget Plans Feature. Note: funds must be available from an approved New Authority
or Carry Over Allotment in order to create a Pending Plan.

Update Plans Tab
1. Select Cost Center and Section for the plan (see Figure 13).
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.

accounts can have values modified by simply clicking on the record line in the table).
3. Add the budget Current or Change values as needed, record an Operating Budget Remark, and Click on OK to save a Pending

Budget Plan

; Operating Budget Plans - Microsoft Inter~—" “xplorer

=101.x]

Operating Budget Plans ‘ ﬁ[] ‘QI‘ HDDHDELEHﬂ@ |\E Ea‘él
pdate Flan Fending I7|ans ]
Cost Center: | A -]
Section: | |
Control #: I Version: I Created: I
FY: I Status: I Authorized: I
Acct. Class. Code | Description | Previous | Change | Currant ‘
Flan Totals: |
Operating Budget Remarks: Previous: Change: Current:
;l otrl:
Qtr2:
Otr3:
Qtrd:
=
] [ [ 5 [ nternet 4
Figure 13

Pending Plans Tab

Print Date: 7/10/2008

Click on the magnifying glass button to populate the account class code field with the accounts desired (Note: existing

4. To View or Modify a Pending Plan, open the Operating Budget Plans Feature by clicking on Plans in the Navigational Menu.
5. When the screen opens, click on the Pending Plans tab (see Figure 14).

6. A list of pending plans will come up. Highlight the plan you want to update by clicking on it.
7

Now click on the Update plan Tab.
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v 8. Make the necessary changes and click OK to save the updates to your Pending Plan.

- 3

=101 ]

’; Dperating Budget Plans - Microsoft Internet Explorer

‘Operating Budget Plans ‘ ] ‘C_lj‘ AOD |||JELEIE|| @@@\ﬁ"
/F; Update Plan @ing@

| Cost Center | Section | Control # | Date | Frevious | Change | Amount |

Figure 14

Operating Budget Recovery

Click on Recoveries in the Navigational Menu to access the Operating Budget Recoveries feature. Note: funds from an approved
Recovery Advice must be available in order to create a Pending Recovery.

Update Recovery Tab

1. To create a new Recovery, select the appropriate Cost Center and Section ID (see Figure 15).
2. Select an Account Class Code (using the magnifying glass or manually with the “Add” button) and the corresponding Holding

Pot (Note: these actions can be reversed if you would like to see what Holding Pots are available for the selected Cost Center
and Section ID combination entered.

o w

Click OK to save the Pend

ing Recovery.

Print Date: 7/10/2008

Enter your Recovery Amount (it may not go over the Holding Pot value or the Recovery Allotment amount)
Enter in your Recovery Remarks.
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/) Operating Budget Recoveries - Microsoft Internet Explorer =101

S B 251

Operating Budget Recoveries i

pdate Recovery Fending Recoveries T Deohligations 1

Cost Center: |

Section: | | <

Control #: | Version: | Created: | \
Fy: | Status: | Authorized: | \
Acct Class. Code | Diascription | Previous | Change | Current \ |

Totals: | | \ |
Recovery Remarks: E
& Holding Pot: | hd
° Awailable Arnount:

Recovery Armount: e_i |

[~

| €] Dane |_|_|E_|a Internet .
Figure 15

Pending Recoveries Tab

6. To update any pending recovery click on the Pending Recovery tab (see Figure 16).
7. 1t will show all the pending recoveries (if any).

8. Highlight one you want to update.

9. Then click on Update Recovery Tab.

10. Update the required fields and Click OK to save your Pending Recovery.
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o/

3 Operating Budget Recoveries - Microsoft Internet Explorer ' - |E||5|
Operating Budget Recoveries [ﬁﬂ Q” RO || DELETE % l%] I@Eﬁl T.-fl
’rUpdate Recowvery @nding Recuver@ Deohligations ]
| Cost Center | Section | Contral# | Date | Previous | Change | Amount |
Figure 16

Deobligations Tab

11. The deobligation tab shows all the deobligations from the past years (see Figure 17).
12. Select one of the options from drop down menu VIEW and Fiscal year.
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Operating Budget Recoverie 0S0 erne plore =10 |
Operating Budget Recoveries Cl AOID | | DELETE % m I@Iﬁj\ﬁl
[ Update Recowvery T Fending Recovene/‘;/DeobligatiDng \
Wiewr |AII Holding Pot Accounts ;l Fiscal Year: Im
[ Frv | section | Limitaton | Typeautn | Hoiding PotTotal [ Pend Recovery | available amount |
1998 3 k)| 2 $41,446.00 §0.00 $41,446.00( =
1988 3 33 2 $262.00 §0.00 $262.00
19589 ar Ji 1 $1.00 §0.00 $1.00
2000 3 33 1 £4,338.00 £0.00 $4,338.00( _
Holding Pot Totals |  $32,339.00 $0.00 $82,898.00 |
Wiew: | All Transactions |
Cost | Account Class Project . Transaction| Transaction [Ear-
Center Code FEC Mumber Transaction Type Date Amount hlarked)
5000 | 1998.37.03.31.2 | 00 | TM-03-0043-00 |Lapsed ¥R Deabligation |21152004 §194.001 MO
B45000| 1998.37.03.31.2 | 00 | MNC-03-0040-00 |Lapsed ¥R Deobligation (25372004 §9,801.001 Mo
64000 1998.37.03.31.2 | 00 | MM-26-7000-04 [Lapsed YR Deobligation 1201852003 F0.64] MNO
g5000| 1998.37.03.31.2 | 00 | IL-03-0191-02 [Lapsed ¥R Deobligation 1142652003 $39,163.00] MO
Fa000| 1998.37.03.31.2 | 00 | FL-03-0171-01 |Prior ¥R Deobligation 1043042003 F41, 446001 YES
[&] |_|_|_[§|ﬂ Inkermet v
Figure 17

Notification

Query Notification

1. Click on the word Notification to expand the submenu items View Notification and Authorize Notification, as well as to enable
the Query Notification Form (see Figure 18).

2. Enter your search criterion and click on Submit Query. Note: You may on select one “Type” to query at a time (e.g. Plan)

3. Your query results will replace the query form to the right of your screen
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View Notification

w [ (€ TEAM-Web { Quality Assurance Database )

iew and
utio

Advice Management
Allotment Summary
Operating Budget

H Notification

Funding Adjus
I

I -8

= v |k Page v (0F Tools - i

Notifications
P Aay v
Status: Pending | v|

Type: Plan_|v|
Control Number:

Cost Center:

Cml Rig -
EAM Administratio Section: Any ly|
Dynamic \ Submit Query
& mnternet #100% -
Figure 18

1. Highlight the one specific notification from the query result.

2. Click on View Notification on the menu bar.

3. A new window with all details of notification will pop up (see Figure 19)

Print Date: 7/10/2008
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Authorize Notification

Print Date: 7/10/2008

/3 view Motification (20031028) - Microsoft Internet Explorer -0l x|
View Notification ( 20031028 ) [N [==PaF
Type Count Control #: |[20031028 Status: | [Pending Created: |9f30,-’2003

r\g::rféii?t :II Cost Center: IEEDDD Yersion: |1 Authorized: I
Recovery 0 Section: I‘I F: IEDDS Type: IPlan
Plan Tatals: | $1.464541.00 $6.43  41.464547.43
Acct. Class Code Description Previous Change Current
[2003.50.01.00.1 Matianal Transit Database/Admi $1,464 ,195.00 $5.450  §1,454 204,43
New Budget Totals: | $1.464.195.00 $6.43|  $1.464.204.43
Notification Remarks: | Previous: | Change: | Current:
Budget is updated for $6.43 for ~l aw: | $0.00 | $0.00 | $0.00
interest payments to the NTD.
Qu2: || $0.00 | $0.00 | $0.00
Qu3: || $2,000,000.00 | $0.00 | $2.000,000.00
Oud: || $535802.00 | $6.43 | §-535795.57

| Totak[ §1.4647195.00 |

|®:| Dione

$6.43 | $1.484,204.43

’_ ’_ E |4 tntermet v

Figure 19

1. To authorize notification, query the notification (if necessary), then choose Authorize Notification from the Navigational
Menu. See Figure 20 for an illustration.

arwN

Click on the Authorize (signature) button.

A new window will pop up asking for your PIN.
Type in your PIN and Click Authorize.

The Notification is now authorized
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|7} Authorize Notification ] ft Internet Exp! -|olx|
suthorize Notification ( 20031028 ) g_,\ Y == ||
Type Count Control #: |20031 nzs Status: IPendinq Created: |9f30f2003
M B ! Cost Center: IEEDDD Yersion: |1 Authorized: I
Carry Over 1 -
Recovery 0 Section: |‘| FY: |ZDD3 Type: IPlan
Plan Totals: | $1.464541.00| $6.43] 91464547 43
| Acct. Class Code I Description | Previous | Change | Current |
[2003.50.01.00.1  [Mational Transit Database/Admi | %1464 195.00] §6.43]  $1,.464 204 43
/2 Authorize Notification with PIN - Microsoft Internet Explorer =] 1]
Authorize Notification with PIN 2
Please note that this verfication is being recorded under the name of:
Dfficial’s Mame: ||Sonya. Ransome Cancel 443
Official's Title: || PIN: | utharize | nt |
Budge| ——————————— —t &0.00
e Done [ [ |5 [ remet /| s0.00
Qu3: || $2.000,000.00 | $0.00 | $2.000.000.00
aud: || ¢-535802.00 | $6.43] $-535.79557
= Totak [ §1.454.198.00 | $6.43 | $1.464.204.43
|&) Dane [ [& % mmtermet é

Figure 20

Funding Adjustments

Funding Adjustment Level 1
1. Level 1 Funding adjustments are for making a reversal to obligations that made the same day the reversal is attempted to a
project that is not yet executed. You may click on the words Funding Adjustments to query for your application if necessary,
or just click on the “plus’ sign to the left of the words Funding Adjustments to expand the submenu.
2. With your application selected, click on Level 1 under the Funding Adjustments menu (see Figure 21)
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o/

a TEAM-Web { Quality Assurance Database

tain Menu - (Horne)

o Help Desk Information
[ Exit

Figure 21

3. On the screen REVERSE Obligation, the user will first see the Summary tab, which shows general details of the project and
has the Approve Reversal button (see Figure 22).

The Obligations tab shows details of the award

To change the obligations click on the Approve Reversal button.

You will get a prompt confirming if you want to make changes. Click OK.

The Obligation is now reversed.

No ok
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Print Date: 7/10/2008

2} TEAM-Web { § 3 surance Database ) REYERSE Obligation B ] [EAJll 58 TEAM-Web ( Quality Assurance Database ) REVERSE Obligation (¥4 ] 54
REVERSE Obligation & 28 ] || REVERSE Obligation =R
Summary | Obligations | Summary Obligations |
Recipient: I2243 IEIOOZ, ALLEM, AMD HAMILTOM, INC. APPLIED RESE2 Obligations/Decbligations
Project: IVA—QD-DDBE-DD ISecurity planning technical assista CostCir | TZA Arc Class Code | FPC | Obligations Net Obligations
74000 510000 2002219071 =] $150,000.00 $150,000.00
Amendment: I
74000 S10000  2002.47.03%71 00 $13543600 $135,436.00
Recipient [TZA: |51DDDD |V|RG|N|A 74000 510000 200321 90.%7.1 il $525,000,00 $525,000.00
Cost Center: |?4c|c|u Project Type: |Procurement 74000 510000 2003.47.03%71 o0 $118,16600 $118,166.00
==
User Name/ Title
&ozﬁgaﬁ;;: |50nya Ransome Totals: $928,602.00 $928,602.00
Ay R | =
pprove Reversal _ | Microsoft Internet Explorer x|
You are abouk bo REVERSE obligations For this project,
Do wou wank bo conkinue?
3 oK Concel | e [T 1B @ y

Funding Adjustment Level 2

Figure 22

1. Level 2 Funding adjustments are for making a reversal to obligations, which are not executed yet and are from the current
fiscal year only (but past the same day of the obligation).

wn

To make level 2 reversals, click on Funding Adjustments and the query the application, which needs to be reversed.
Click on the Level 2 option under Funding Adjustment (as seen in Figure 21)

4. The screen defaults to the Summary tab with general project and obligation information shown as well as the Submit Request
button (see Figure 23). The Obligations tab can be reviewed as it is in the Funding Adjustment Level 1 feature to see the

details of the obligation authorized by FTA.
Click on the submit request button.

o

6. The request will be submitted to TBP through email.
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3 TEAM-Web ( Quality Assurance Database ) Level 2 REVYERSE Obliga

o [=11]

Level 2 REVERSE Obligation =
Surrmary | Obligations |
Recipient: 1455 [TRANSPORTATION DISTRICT COMMISSION OF HAMP
Project: [vA-03-0082-01  |Regional Enhanced Bus Plan
Amendment: |Regi0na| Enhance Bus Plan
Recipient UZA: |510:370 [VIRGINIA BEACH, WA
Caost Center: IEEDDD Project Type: |Grant Award
User Mame/Title Date/Time
& dmaBy; |Herman C Shipman 47772004 50713 PM

|Deputy Regional Administrator

Your Reverse Obligations Request will be sent to TBP by email.
The project status will change to "Funding Adjustment Reguested”.

Requestor: |Sonya Ransome Submit Request I

[&] I_ l_ E | trcernet

Figure 23

Print Date: 7/10/2008
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Funds Control, 1, 5, 11

. u ]

Holding Pot, 20

. 1

Inquiry tab, 6

I ——

magnifying glass, 8, 9, 12, 19, 20
main menu, 6, 7, 8, 9

Modify Formula Apportionment, 5, 7
Modify/Authorize Advice, 5, 14

N |

Navigational Menu, 16, 17, 19, 20, 25
New Authority, 18
Notification, 23, 25

.o ]

Obligation, 27

Operating Budget Plans, 5, 18, 19
Operating Budget Recoveries, 5, 20
Operating Budget Remark, 19

. pr ]

pending advice, 15
Pending Plan, 18, 19, 20
Pending Recovery, 20, 21
PIN, 14, 25

program type, 11, 12
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. Qo |

Query Advice, 5, 11
Query Formula Apportionment, 5
Query Notification, 5, 23

. RrR |

Rules Enabled, 9

S

Section, 18, 20

Status, 11, 12, 17
submenu, 18, 23, 26
Submit Request button, 28

Print Date: 7/10/2008

T ]

TBP, 9, 28

TEAM-Web, 1,5

Transfer, 5, 8

Transfer Formula Apportionment, 5, 8

v ]

Update plan Tab, 19
UZA, 9

v ]

View Advice, 5, 13
View Formula Apportionment, 5, 6
View Notification, 5, 23, 24
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