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Helpdesk Employee Training

1. Read from TEAM User’s Guide and learn basic TEAM functions by practicing in 

Quality Assurance database. 

Preliminary topics of study should include:

A. Logon Procedure (Chapter 1)

B. System Standards (Chapter 2)

C. Retrieving Records (Chapter 3)

D. Creating a New Project (Chapter 4)

2. Listen-in on Helpdesk phone calls taken by other HD staff.

Learn how to handle common issues such as connectivity, dial-up, severe-error, installation, general TEAM use, user privileges, changing/issuing passwords, etc.

Read the following topics and practice in the QA database:

A. Developing an Application (Chapter 5)

B. Accessing Application Reviewer (Chapter 5)

3. Read and practice (if possible) the topics below in the QA database.

Begin answering Helpdesk calls under the guidance of other HD staff.

A. Submission of Application (Chapter 6)

B. FTA Review and Approval Process Overview (Chapter 6)

C. Modifying Applications (Chapter 6)

D. Executing Awards (Chapter 6)

E. Supplemental Agreements (Chapter 6)

4. Continue to answer calls under HD Lead supervision. Read and familiarize yourself with the FTA Review and Approval process (Chapter 7) to include:

A. Assigning a Project Number

B. Submitting Applications to Department of Labor (DOL)

C. Entering FTA Comments 

D. Releasing Applications to the Recipient

E. Reserving Funds

F. Awarding Funds Electronically

5. Answer Helpdesk calls and familiarize yourself with topics in Chapters 9-11, including:

A. Budget Revisions

B. Deobligations

C. Creating Amendments

D. Close-Out

E.
Reference information In Appendices
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