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1 About this User Guide

The Transit Award Management System (TrAMS) User Guide is a technically-focused manual intended to
help users understand the system and perform work within it. Readers of this guide will learn basic
navigation, system terminology, management of different system records, workflow progression, and
other skills necessary to master the system.

This guide does not provide business guidance. Readers will encounter many references to business
terminology, explanations of the Application to Award lifecycle, and familiar forms and reports, but only
as it is necessary to help learn how to accomplish their work in TrAMS. The guide lays out many system
rules, such as when a certain field is available, or which user roles may access certain actions. However,
the guide does not define business rules or best practices, such as when it might be appropriate to take
one action over another.

For best practices and other guidance, readers of this guide should refer to FTA circulars, Standard
Guidance for Grants, or Grants A to Z.
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2 TrAMS Overview

The Federal Transit Administration (FTA) as part of the U.S. Department of Transportation (DOT)
provides financial assistance to develop new transit systems and improve, maintain, and operate
existing systems. Financial assistance to states and local transit providers (from here on referred to as
recipients) is provided through federal grants and cooperative agreements. Recipients of these federal
funds are responsible for managing their programs in accordance with federal requirements, and the
FTA is responsible for ensuring that the recipients of these funds follow federal mandates along with
statutory and administrative requirements. The Transit Award Management System (TrAMS) is a web-
based tool that was developed to allow recipients to apply for federal funds, manage their programs in
accordance with federal requirements, and provide the FTA with a method to review, approve, control,
and oversee the distribution of funds.

(A

o/

The TrAMS Application is based on the Appian platform. The platform provides workflow control though
role-based access and by assigning ‘Tasks’ to the appropriate ‘User Roles’ when a particular step in a
grant’s life cycle should be performed. Recipients initiate the grants process within the TrAMS
Application and are notified by email of any assigned tasks. Access to specific TrAMS grant functions are
restricted to only be available during certain times within the grant’s life cycle and to users who are
allowed to perform those tasks.

2.1 Recipients in TTAMS

The TrAMS system maintains information on each recipient organization, the organizations compliance
with eligibility requirements for Awards, and the users within their organization.

Recipient Organization profile information is automatically imported from the System for Award
Management (SAM). Any changes to organizations information such as name, address, phone, emails,
contact information, etc. must be made in SAM. Additional organizational information including,
Congressional Districts, Fleet, Point of Contact and Union, Direct Recipient and Sub-allocation
information is updated using TrAMS functionality. When applying for a grant, all required organizational
information is taken from the Recipients organizations record.

To apply for FTA grants, recipients must ensure that they are in compliance with required civil rights
programs. Using TrAMS, recipients must annually submit their Certification and Assurance that they
adhere to the program standards. Through TrAMS they document, manage, and verify compliance to
Equal Employment Opportunity (EEQ), Title VI, and Disadvantage Business Enterprise (DBE) programs.

Each user within a recipient organization is provided with a unique ‘User Name’ for accessing TrAMS.
Their user name is linked to one of more ‘User Roles’ that controls the information that they are allowed
to view and update in TrAMS. Each organization has one or more users that have been granted the role
of ‘User Manager’. The ‘User Manager’ is able to manage the access to TrAMS for their organization,
including adding new users, inactivating users, and assigning user roles. Each user role is linked to a
specific subset of allowed activities and linked to assigned tasks as a grant moves through its life cycle.

2.2 Grant Life Cycle in TTAMS

Using TrAMS a designated user representing the recipient organization will draft an Application to begin
the TrAMS Grant Life Cycle. Recipients will need to provide a high-level overview of the general purpose
of the grant and answer some general questions regarding the purpose of the request. The recipient will
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then be required to add more specific information regarding the specifics of a grant by adding one or
more Projects. Projects within TrAMS allow for adding the details associated with an Application
including such items as location of Project, type of work to be performed, environmental findings,
funding source, funds requested, and expected Project milestones. Additionally, TrAMS allows recipients
to upload supporting documentation both on a Project level and at the Application level. Once a Project
is complete the system will perform a validation on the Project to verify its completeness. After all
Projects for an Application have been completed and validated, the system will perform a final
validation on the Application prior to the recipient being able to submit it for an initial FTA review.

Each recipient organization belongs to one of 10 regional FTA offices. Applications submitted to the FTA
in TrAMS are transmitted to the recipients’ local regional office. A pre-Award manager from the regional
office will be assigned to review the Application for completeness and accuracy. The pre-Award
manager will use TrAMS to assign any additional required reviews (environmental, civil rights, and
technical). These additional reviewers will receive a TrAMS task to log their concurrences or objections
and provide any additional feedback. After all requested reviews have been completed TrAMS will notify
the pre-Award manager and assign him a new task to complete. The pre-Award manager may at this
point assign a task to the recipient to make changes or comments to their Application or have TrAMS
assign the Application its Federal Award Identification Number (FAIN). Once the FAIN has been assigned
the recipient will receive an email indicating that they have received initial approval of their Application
and that they have been assigned a task to submit the final Application.

After submission has occurred the pre-Award manger will receive a task to determine and assign any
additional reviews that need to take place and request that funds are reserved. Again, tasks will be
assigned to additional regional reviewers to log their concurrences or objections along with a task to the
regional reservationist to reserve the funds. Once more TrAMS will allow the pre-Award manager to
route the Application back to the recipient for additional changes if necessary. Following the completion
of the approval process the regional Administrator will receive a task to approve and obligate the funds
for the Award. A user designated as the recipient ‘Official’ will receive a task to accept the Award. At this
point the Award will be executed and will move into a post Award phase of grant.
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During the post-Award phase, the recipient organization will be required to fulfill the terms of the
Award. Each Award requires the recipient to provide a Federal Financial Report (FFR) and a Milestone
Progress Reports (MPR). Frequency of these reports depends on the size of the recipient organization,
the type of funding, and the amount of the funding. The TrAMS Application will maintain the required
frequency of these reports for each grant and will assign a task to the recipient prior to their due dates.
Both the FFR and the MPR report will be created within the TrAMS Application. Upon their completion
they will be forwarded to FTA for review and will be maintained within the system throughout the life of
the grant.

Required modifications to any grant are also maintained, reviewed, and approved using TrAMS. Three
different types of changes to grants are available using TrAMS, Budget Revisions, Grant Amendments,
and Administrative Amendments. Budget Revisions may be initiated by the recipient for changes that do
not involve changes to scopes and funding of the grant. For changes to the scope or funds the recipient
may initiate a Grant Amendment. When an amendment has been initiated, TrAMS will send the request
through a full cycle of FTA reviews and approvals similar to the initial grant approval process. An
Administrative Amendment is initiated by the FTA and will be used to modify grant name changes,
clarify or modify terms and conditions of the grant or make funding adjustments to the grant.

Once all activities of a grant have been completed or all Federal funds expended the recipient must
request a ‘Closeout’ of the grant using the TrAMS Application. The recipient will be required to submit
within TrAMS a final version of their FFR and MPR reports. Any unexpended balance of Federal funds
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will automatically deobligated by TrAMS upon closing of the grant. The grant closeout process may also
be initiated by FTA in the event that the FTA determines that there is a failure to comply with the terms
and conditions, failure of the recipient to make progress, or if they determine the funds are no longer
needed for various reasons.

Post-Award
Modifications
_——] —
e T T—
o - —
— - T—
e " T——
e -~ | T
Complete and Complete and
Submit MPR Submit FFR Budget
{Quarterly, Monthhy, {Cuarterhy, Monthhy, Revision Amendment Closeout
or Annual] or Annual)

Following the completion of the closeout process of a grant, all financial records, supporting documents,
and any submitted reports associated with the grant shall remain available in TrAMS for review by both
the FTA and the recipient organization.

2.3 Information Exchanges

TrAMS interacts with other FTA and government systems in maintaining recipient organization
information and Awarding and executing grants and cooperative agreements. TrAMS interacts directly
or indirectly with the following systems:

e System of Award Management (SAM): TrAMS obtains recipient organization information from
SAM via a nightly update that includes such information as: legal business name, addresses,
phone numbers, emails, UEI (Unique Entity Identifier), TIN, Cage Numbers and SAM organization
contact information. Some recipient information from SAM displays in TrAMS. Any updates to
the recipient’s SAM information must be made in SAM; and must be completed by the recipient
organization.

¢ Financial Management System (FMS): FMS is the interface for financial transactions between
TrAMS and Delphi, where Award information is transmitted nightly.

o Delphi Invoicing System (DELPHI): FMS sends the Award/obligation information to be
processed by DELPHI. Delphi’s ESC/E Invoicing (sub-system) is used for requests for
drawdowns against cooperative agreements. Note: TrAMS does not directly interface
with DELPHI.

o Electronic Clearing House Operation (ECHO): Requests to draw downs against grants
are processed through ECHO Web 2.0 Application. ECHO Web 2.0 interacts with FMS to
ensure that only obligated funds are distributed. Note: TrAMS does not directly
interface with ECHO.

e Oversight Tracking System (OTRAK): TrAMS transmits a monthly report of Recipients and Total
Obligations to OTRAK. OTRAK maintains oversight review information on recipient
organizations.
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e USA Spending: As mandated through the Federal Funding Accountability and Transparency Act,
federal assistance Award information shall be available for public access on the
usa.spending.gov website. TrTAMS transmits a file on semi-monthly basis to provide Award
information to the site.
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3 Getting Started

3.1 User Management and Access

3.1.1 Getting Access

In order to access TrAMS, users will first need an account set up for them using the FTA Access Control
and Entry System (FACES). FACES is the user creation and management system for each user on the FTA
platform where TrAMS resides. FACES is used to manage security requirements. This includes
authenticating users when they try to log in to the FTA platform, locking accounts, recertifying user
accounts, etc. FACES is used to assign and manage the user roles that will dictate what users see and do
in TrAMS.

The FACES User Guide offers more detailed step-by-step instructions for establishing and managing user
roles as mentioned above. The following sections of this user guide provide more detailed information
about users and user roles within TrAMS.

3.1.2 Initial Login to TrAMS

Once user roles have been established in FACES, users can log into TrAMS through a browser via
https://faces.fta.dot.gov/suite/.

New FTA users should contact their FTA office/region’s Local Security Manager (LSM) or Global Security
Manager (GSM) in order to obtain access to TrAMS. After the LSM or GSM has activated the user’s
account in TrAMS, the user will receive an email from TrAMS indicating that the account is ready for use.

New Recipient users should contact their organization’s ‘User Manager’ in order to obtain access to
TrAMS. After the User Manager has added the users contact information into TrAMS the user will
receive an email from TrAMS indicating that the account has been created.

For login instructions, see the FACES User Guide.

3.1.3 Browser Support
The TrAMS web system may be accessed through a web browser.
The following web browsers are supported by TrAMS:

e Microsoft Edge

e Microsoft Internet Explorer
e Apple Safari

e Mozilla Firefox

e Google Chrome

3.1.4 User Roles

3.1.4.1 Introduction
There are three account types in TrAMS:

e FTA User Roles
o These consist of FTA employees and Federal Contractors.
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e Recipient User Roles
o These consist of individuals who are employed by or support a recipient organization.
o Note that Recipient Users are also referred to as Organization Users in the FACES User
Guide.
e DOL User Roles
o These consist of Department of Labor employees.
o Note that DOL Users are also referred to as External Users in the FACES User Guide
e Contractors
o These are external users with read-only access.

3.1.4.2 FTA User Roles

Each FTA office and region will have one or more users that have been assigned the ‘Local Security
Manager (LSM)’ role. As the LSM, a user can create new TrAMS users, activate/deactivate/ reactivate
users, edit user profiles, assign user roles, and review role change requests from recipient User
Managers for approval. Access to perform these functions is limited to the users within the office/region
who have the ‘LSM’ role assigned to them.

The following table lists the available user roles that may be assigned to FTA users. The table
also identifies the system actions that these roles provide access to.

Table 1: TrAMS FTA User Roles

TrAMS FTA User Roles

User Role & Description Available Actions Tasks Assigned
Read Only - Anyone who needs a e Search Applications/Awards N/A

search and view only function (this | e Search Recipient Organizations

includes data report queries) e Search FFR and MPR for Review

e Search DBE Report

' e Application Budget by ALl Report
Note: This role should NOT be e Application by Status Report

combined with other FTA user roles. | ¢ Application Budget Report

e Cumulative Formula Apportionment
Report (FYFAP Report)

e Deobligation by Funding Source
Report

e Discretionary Allocation Detail Report

e General Discretionary & Earmark
Allocation Report

e FFR Detail Report

e FYOBL2 Report

e Manage Earmark & Discretionary
Allocations (VIEW ONLY)

e MPR Detail Report
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TrAMS FTA User Roles

and Manages user accounts;
reviews recipient User Manager
requests, and approves requests

User Role & Description Available Actions Tasks Assigned
e OPERBUD Report
e Project Scope Budget Report
e Project Budget Report
e Recipient Detail Report
e Recipient Funding Summary Report
e Recipient POC Detail Report
e TrAMS User Detail Report
FTA users with read only roles can search
and view actions, records, and reports
for application/award and recipient data.
Supervisor - manages reference ALL Read-Only + the following: N/A
data sets according to affiliated FTA | ¢ Create New Recipient Organization
office; there may be one or more e Manage Environmental Findings
Supervisor in an office; individual Reference Data (only for Supervisors
must have supervisory belonging to FTA Office of Planning &
responsibilities Environment (TPE))
e Manage Fuel Type Reference Data
(only for Supervisors belonging to FTA
Office of Program Management
(TPM))
Local Security Manager — Create ALL Read-Only role actions+ N/A
and Manages user accounts, e FACES actions to create and manage
reviews recipient User Manager users. See FACES User Guide
requests, and approves requests;
there should be at least one LSM in
each office, a backup is
recommended
Global Security Manager — Create ALL Read-Only role actions+ N/A

e Send Ad-hoc Emails
e FACES actions to create and manage
users. See FACES User Guide

Intake Manager - Receives all draft

ALL Read-Only role actions

Select FTA Pre- and

related pre-Award activities, and is

Applications transmitted to an FTA Post-Award
Regional Office for review; Managers
identifies and assigns the

individual(s) responsible for Pre-

and Post-Award management of

the Application/Award

Pre-Award Manager - Identified by | ALL Read-Only role actions e Set Up Initial
the Intake Manager; handles all Review/
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TrAMS FTA User Roles

development through to Award

User Role & Description Available Actions Tasks Assigned
responsible for oversight and Concurrences
coordination with the applicant; and Routing
identifies requirements for e Finalize
technical or civil rights reviews, may Application and
transmit comments to the Assign FAIN
recipient; oversees the processing e Set Up Final

of an Application from Concurrence/

DOL/ Reservation
Routing

Initial Reviewer - Receives tasks
from the Pre-Award Manager to
complete review, comment, and
initial concurrence on the draft
Application; receives tasks from the
Pre-Award Manager to provide final
concurrences on submitted
Applications for Award

ALL Read-Only role actions

N/A

Environmental Reviewer - Receives
tasks from the Pre-Award Manager
to complete review and provide
initial concurrence on the draft
Application; may receive a task
from the Pre-Award Manager to
provide final concurrences on
submitted Applications for Award

ALL Read-Only role actions

Environmental
Concurrence

Technical Reviewer - Receives the
task from the Pre-Award Manager if
a technical review is required;
technical reviews include
Engineering Reviews, Safety
Oversight Reviews, or as requested,;
if requested, the Technical Review
Concurrence must be complete
before the Application can proceed
to final Award

ALL Read-Only role actions

Technical
Concurrence

Civil Rights Officer - Receives the
task from the Pre-Award Manager if
a Civil Rights review is required; if
requested, the Civil Rights Officer
completes the review, comments,
and provides concurrence before
the Application can proceed to final

ALL Read-Only role actions

e Civil Rights
Concurrence

e Review
Submitted DBE
Report (FTA
Regional)
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TrAMS FTA User Roles

User Role & Description

Available Actions

Tasks Assigned

concurrence and Award; manages
Civil Rights Compliance Reviews;
conducts the initial Regional
reviews of Disadvantaged Business
Enterprise (DBE) reports

DBE Approver - Assigned to HQ TCR
Staff; conducts final reviews of DBE

ALL Read-Only role actions

Review Submitted
DBE Report (FTA

for oversight and coordination with
the applicant on post-Award
activities; may receive tasks to
review and concur on Budget
Revision and Amendment Requests;
reviews and concurs on final FFRs
and MPRs for closeouts; may
transmit comments to the recipient
on post-Award activities; oversees
the grant/cooperative agreement
Award through closeout

reports for approval HQ)
Post-Award Manager - Identified by | ALL Read-Only role actions e Review
the Intake Manager; is responsible Submitted

Budget Revision

e Complete Scope
Transfer

e Complete FPC
Transfer

e Complete Final
MPR

e Complete Final
FFR

e Review
Submitted
Closeout Request

Director - Receives task to Review
and Concur on Applications prior to
Award; concurrence on each
Application is required

ALL Read-Only role actions

Planning Director
Concurrence

Director of Operations - May

ALL Read-Only role actions

Operations Director

reservations of Applications prior to
Award; manages financial actions
post Award

complete an initial review of Concurrence
transmitted Applications;

concurrence on submitted

Applications is optional

Reservationist - Manages ALL Read-Only role actions e Complete

Reservation

e Add Discretionary
Allocation

e Deobligate Funds

Legal Counsel - Adds special
conditions to Applications;
concurrence on each Application is
required

ALL Read-Only role actions

Legal Concurrence

Administrator - Role includes
Regional Administrator and

ALL Read-Only role actions

e RA Concurrence
e Obligate Funds
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TrAMS FTA User Roles

User Role & Description

Available Actions

Tasks Assigned

Headquarters Associate
Administrators (or their designee);
receives task to Award Applications
following each affirmative
concurrence

Discretionary Administrator -
Manages discretionary program
allocations in the system; prepares,
uploads and manages discretionary
and earmark allocations in the
system

(This role group only exists in the
Office of Program Management)

ALL Read-Only role actions +

e Manage Earmark & Discretionary
Allocations (Can EDIT)

e Upload Earmark & Discretionary
Allocations

N/A

Discretionary Manager — Manages
discretionary grant Applications.
(This role group only exists in the
Office of Program Management.)

ALL Read-Only role actions +
e Manage Earmark & Discretionary
Allocations (Can EDIT)

N/A

Recorder — Manages
communications of discretionary
grant details for release to
Congressional Offices. (This role
group only exists within the Office
of Congressional Affairs.)

ALL Read-Only role actions

N/A

Apportionment Manager -
Completes initial review of
State/UZA Apportionment runs.
(This role group only exists in the
Office of Program Management.)

ALL Read-Only role actions

N/A

Dataset Administrator — Manages
FTA Certs and Assurances data (This
role group only exists in the Office
of Chief Counsel.)

ALL Read-Only role actions +
Manage FTA Certs and Assurances

N/A

TrAMS Financial User Roles

Note: These roles only exist in the Office of Budget and Policy

User Role & Description

Available Actions

Tasks Assigned

Read Only - View only

Note: This role should NOT be
combined with other recipient user
roles.

FTA Read Only +

e Allotment Advice Report

o Allotment Advice Summary Report
e DBE Report

e Disbursement Report

N/A
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TrAMS FTA User Roles

User Role & Description Available Actions Tasks Assigned
Budget Director — Reviews and Financial Read Only + Recover Deobligated
approves budget, modify pending e Create State/UZA Apportionment Funds

allotment advices

Budget Analyst Reviews budget, Financial Read Only + Recover Deobligated
modify pending allotment advices o Create New Allotment Advice Funds

e Create New Operating Budget
e (Create State/UZA Apportionment

Vendor Setup - Creates ALL Read-Only role actions Review New
grantee/vendor organizations’ Vendor/Recipient
accounts. Account Request

3.1.4.3 Recipient User Roles

Each recipient organization will have a User Manager assigned to them and it will be the User Manager’s
responsibility to assign roles to each user within their organization. Recipient users will be assigned one
or multiple roles. The roles assigned to a user control the ‘Actions’ that a user will have access to and
the ‘Tasks’ that the system assigns to the user. Recipient users are limited to viewing the data for the
recipient organizations that the user belongs to.

The following table lists the available user roles that may be assigned to recipient users and the
system actions that these roles provide access to.

Table 2: TrAMS Recipient User Roles

TrAMS Recipient User Roles

User Role & Description Available Actions Tasks Assigned
Read Only - View only e Search Applications/Awards N/A
e Search Recipient Organizations
Note: This role should NOT be e Search FFR and MPR for Review
combined with other recipient user e Search DBE Reports
roles. e Application Budget by ALl Report

e Application by Status Report

e Application Budget Report

e Application Discretionary Allocation
Detail Report

e TrAMS User Detail Report

e FFR Detail Report

e Recipient POC Detail Report

e MPR Detail Report

e Project Scope Budget Report

e Project Budget Report

Page 22



Federal Transit Administration
TrAMS User Guide - Recipient

TrAMS Recipient User Roles

User Role & Description

Available Actions

Tasks Assigned

Recipient users with read only roles
can search and view actions, records,
and reports for application/award and
recipient information assigned to their
appropriate recipient.

User Manager - Adds, edits, or
removes roles and privileges for
organization’s users; edits agency
point of contact (POC) and profile
information; deactivates and
reactivates users

ALL Read-Only role actions+
e FACES actions to create and manage
users. See FACES User Guide

N/A

Submitter - Creates and edits
Applications and their details; creates,
edits, and deletes Applications’
Projects and their details; validates
and transmits initial draft Applications
for FTA review; formally submits
Applications to FTA for Award
consideration; implements post-
Award activities (amendments,
budget revisions, and closeouts);
adds, edits, and deletes direct
recipients and formula program sub-
allocations (if designated recipient)

ALL Read-Only role actions+
e Create Application

e Submit and
Transmit
Application

e Re-Submit
Application

e Complete Sub-
Allocations

Developer - Creates and edits
Applications and their details; creates,
edits, and deletes Applications’
Projects and their details; validates
draft Applications (but CANNOT
transmit or submit); creates and edits
post-Award activities (amendments,
budget revisions, and closeouts)

ALL Read-Only role actions+
e Create Application

Official - Executes grant/cooperative
agreements; certifies (PINs) the
annual Certifications & Assurances;
adds, edits, and deletes direct
recipients and formula program sub-
allocations (if designated recipient)

ALL Read-Only role actions

e [Execute
Application

Attorney - Prepares and
submits/uploads recipient legal
documents; certifies (PINs) the annual
Certifications & Assurances

ALL Read-Only role actions

N/A
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TrAMS Recipient User Roles

User Role & Description Available Actions Tasks Assigned
Civil Rights - Updates civil rights ALL Read-Only role actions e Submit DBE
program compliance and documents; Report
completes and submits DBE reports e Update DBE
Report

FFR Reporter - Prepares and submits
Federal Financial Reports

ALL Read-Only role actions

e Complete FFR
e Update FFR

MPR Reporter - Prepares and submits
Milestone Progress Reports

ALL Read-Only role actions

e Complete MPR
e Update MPR

3.1.4.4 DOL User Roles

The ‘DOL Reviewer’ role is specifically designed to grant DOL users the necessary TrAMS privileges to
review Applications where DOL certification has been requested by FTA. TrAMS will determine if an
application must be submitted to DOL and whether that review is needed for certification or
information based on the funding source that was selected on the application. The requested reviews
are generated as tasks in TrAMS that can be claimed by anyone in the ‘DOL Reviewer’ role group. User
will need to belong in this role group in order to view and submit these tasks.

The following table lists the DOL user role that may be assigned to a DOL Reviewer. The table also identifies
the system actions that these roles provide access to.

Table 3: TrAMS DOL User Roles

TrAMS DOL User Roles

User Role & Description

Available Actions

Tasks Assigned

DOL Reviewer - Grant DOL users to
review Application, Review

ALL Read-Only role actions to include
the following:

e Complete DOL for
Certification

the following:
e FACES actions to create and manage
users. See FACES User Guide

Applications e Create Application e Complete DOL for
e Search Applications/Awards Information
e Search recipient Organizations

DOL User Manager ALL Read-Only role actions to include e N/A

3.1.4.5 Contractor User Roles

The Contractor user role is designed to provide read-only access to external users for certain
organizations. Individuals with this role will have search and view only functions within TrAMS for those

organizations.

The following table lists the functions of the Contractor user role and identifies the system actions that

these roles have access to.

Table 4: Contractor User Roles
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TrAMS DOL User Roles

User Role & Description Available Actions Tasks Assigned

Contractor — Read-only function e Search Applications/Awards e N/A

e Search FFR and MPR for Review

e Search Recipient Organizations

e Search DBE Report

e Application Budget by ALI Report

e Application by Status Report

e Application Budget Report

e Discretionary Allocation Detail
Report

e FFR Detail Report

e MPR Detail Report

e Project Scope Budget Report

e Project Budget Report

e Recipient POC Detail Report

e Transactions by FAIN Report

e Users can search and view actions,
records, and reports for
application/award and recipient
data
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3.1.5 User Profiles

A User record includes all information that is directly related to a user’s profile such as their name,
address, title, and user roles. FTA users within an FTA office/region may see other users from within
their office/region along with their ‘Summary’ page and ‘User Details’ information. Recipient users
within an organization may see other users from within their organization along with their ‘Summary’
page and ‘User Details’ information.

Each user may manage their profile information. All information other than email address/username,
current user roles, and the FTA office/region that they are a part of may be edited by the user. User
roles may be edited by User Managers (refer to User Manager Responsibilities of the TrAMS Recipient
User Guide for more information), LSMs, and GSMs. FTA users should contact their office/region’s LSM
or GSM if they need to make additions or deletions. Recipient users should contact their organization’s
User Manager(s), LSM(s), or GSM(s). Changes to email addresses are not possible — if users need to
change their email address, they must have an LSM activate a new FTA account with the new email
address.

3.1.6 User PIN

TrAMS employs a PIN-based system to add security to some of its functions. A four-digit numeric
Personal Identification Number (PIN) code, as set by the users themselves, will be required to complete
specialized actions only available to specific user roles. The Recipient Roles are Submitter, Attorney, and
Official. The FTA Roles are Administrator and Budget Director.

For recipient organization users, a PIN is used to formally submit an Application to FTA for review as the
Submitter, execute an Application as the Official, and sign off on Certifications and Assurances as either
the Official or Attorney.

For FTA users, a PIN is used to finalize the obligation of funds to a grant as an FTA Regional
Administrator. A PIN is also used to authorize an Allotment Advice and authorize an Operating Budget as
a TBP Budget Director.

3.1.7 User Setup

3.1.7.1 Local Security Manager (LSM) Responsibilities

All LSMs may only manage the user records associated with their own FTA office/region. LSMs may
modify account information/role assignments for recipient users within their region. All other user
records’ information will be displayed as read-only for the LSM.
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3.1.7.1.1 Workflow

The following presents an overview of the process required for creating a new recipient user record in
the system and then assigning its roles:

Recipient User Manager or FTA LSM creates a new recipient user

Recipient User Manager or FTA LSM adds or removes roles for the new or existing
user

FTA LSM receives task to review role assignment if 'Submitter', 'Attorney’', or
'Official' are being requested

User is assigned requested roles (upon FTA LSM approval if needed) and their
respective rights in TrAMS

FTA users will follow a different process since they are not created by other users in the system, but are
synchronized from LDAP and then activated into TrAMS by the FTA LSM or GSM, as shown below:

FTA LSM activates an FTA user

FTA LSM adds or removes FTA roles for the activated user

Activated user is assigned requested FTA roles and their respective rights in
TrAMS
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3.1.7.2 User Manager Responsibilities

Each organization will have one or more users that have been assigned the ‘User Manager’ role. As a
User Manager for an organization a user is able to:

e C(Create new users
o Assign user roles
e Create multiple users
e Review user role request
e Manage role documentation
e Review unlock requests
o Update existing user records
o Edit user profile information
o Deactivate users
o Reactivate users
o Manage user roles
o Unlock users
e Recertify user roles

Some roles added by User Managers require elevated approvals (Submitter, Official, and Attorney).
When these roles are added, a role request is generated and a request to review the role is sent to the
user’s LSM. For further information on these roles, see FACES User Guide

User accounts are automatically locked after 60 days of user inactivity. Users who are locked out will still
be able to log into TrAMS but their access will be severely restricted. User Managers may review unlock
requests for users in their organization.

Once a user has been created, users with the User Manager role are able to manage details for existing
users in their organization including: managing the users’ profiles, updating their user roles/privileges,
and assigning User Manager privileges. Users may be deactivated from the Users Record, and
deactivated users may be reactivated as well.
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3.2 Understanding Workflow

The underlying FTA Platform software, Appian, is workflow based — it is designed for situations where
the work consists of steps in a pre-defined process such as applying for a grant or cooperative
agreement. In Appian, workflow is carried out by a set of users. Users can access portions of TrAMS and
take actions in TrAMS based on their user roles. Some user actions in TrAMS will kick off a workflow
such as submitting a grant to FTA for review.

TrAMS automates the workflow associated with creating, Awarding, and administrating FTA Awards.
Each workflow step is associated with a specific user role responsible for completing the step. As part of
the workflow, Appian assigns ‘Tasks’ to users with the appropriate user roles to prompt completion of
the next “step” or “action” in the process. These ‘Tasks’ may be found on the ‘My Work’ tab. To learn
more about ‘Tasks’ and the ‘My Work’ Tab, see the ‘My Work’ Tab section of Navigating TrAMS. Steps in
a workflow must be completed in the order defined.

3.3 Working with Appian Forms

This section describes different aspects of the TrAMS/Appian interface, functionality and the types of
field, filters, buttons and terminology user will see while working in TrAMS.

3.3.1 Buttons

Use form buttons to perform actions such as saving data, deleting data, or leaving the form. When no
buttons exist on a form, user can click an item outside the form to close the form. They will see a variety
of other button labels used. The button labels will indicate what actions will happen when the buttons
are clicked. Many buttons use standardized labels and form layout to indicate expected functionality.

o Back: The ‘Back’ button appears on forms that are part of a sequence. It is used to move to a
previous form in the sequence. The ‘Back’ button will usually appear on the lower left side of the
form. Always use the form ‘Back’ button instead of the browser back button to avoid losing the
place in the sequence.

e Cancel: The ‘Cancel’ button closes a form without saving any changes made on the form since
the last save. The ‘Cancel’ button only applies to the current form.

BACK ISRV CANCEL

e Close: The ‘Close’ button completes an action or workflow and returns the user to the menu on
which they selected the action. The button is commonly on read-only forms where no action is
to be taken (e.g. a success screen).

dm
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Tip: Click the ‘Close’ button on success screens to complete a process and prevent “extra” tasks
appearing in the task list.

e Forms with Close and Cancel Buttons: Some forms contain a ‘Cancel’ button tied to an
expanded portion of the form as well as a ‘Close’ button at the bottom of the form. In these
instances, the ‘Cancel’ button will close the expanded portion of the form without saving the
information and the ‘Close’ button will close the entire form without saving.

Rolling Stock Information
Vehicle Condition Fuel
Nes - Diesel Fuel

Vehicle Size
30ft

Milestones
Name Original Estimated Completion Date Revised Estimated Completion Date Actual Completion Date | Description
Final Delivery Date Milestone Zeroed out on 6/16/2016.
Contract Completion Date Milestone Zeroed out on 6/16/2016.
RFP/IFE Issue Date 6/20/2016 6/912016
Cantract Award Date 6/22/2016 6/9/2016

CANCEL
I CLOSE I

e Save: The ‘Save’ button saves the changes that have been made to the form. ‘Save’ buttons
allow users to save data intermittently on a form. If a form has both a ‘Save’ button and a
‘Cancel’ button, only the changes made after the last ‘Save’ button click are not saved

CANCEL

e Next: The ‘Next’ or ‘Next Step’ button is shown when the workflow steps through a series of
forms. It will save the data on the current form and move to the next form in the workflow.

ﬁ IR = CANCEL

e Generate Report: The ‘Generate Report’ button appears on report forms. It initiates the
creation of the report based on the selected search criteria. Most reports generate on the same
form, others will generate a task. For the latter, users must open the task to retrieve the report.

CLEAR FILTER GENERATE REPORT |[eRel33

e Submit: The ‘Submit’ button saves the data and closes the current form.

CANCEL SUBMIT

Page 30



Federal Transit Administration “

TrAMS User Guide - Recipient U

3.3.2 Checkboxes

Checkboxes are used when one or more items can be selected from a small list (usually <5 items). Each
item has its own checkbox that can be selected or deselected (by selecting the box a second time)
independent of the other items in the list.

Annual
* Report Period Type Quarterly Hold ctrl to select multiple.
Monthly Report Period -
Annual Quarterly
Hold ctrl to select multiple.
Initial
Report Final  Yes, Final Report Repornt"l:::::ﬂ -
No. Not Final Report Hold ctrl to select multiple.

3.3.3 Date Fields (Calendars)

User can enter dates into Appian date fields in one of two ways: 1) type the date directly into the field;
or 2) use the calendar function to pick a date. Dates follow a ‘mm/dd/yyyy’ format.

To select a date using the picker:

Period of /

Performance End
Date >electthe date for which all award activities will be completed

1. Click in the date field box.

2. A calendar for the current month will display. Use the arrows (< and >) to navigate to the correct
month and year. Users can only move forward or backward by months, not years.

Period of

Performance End
Date m June 2017 E 9
3 MON  TU

E WED  THU FR SAT

1 2 3
4 5 ] 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24

Designated Recipient 2> 26 27 28 29 30

my organization.
TODAY CLEAR

3. Click on the date to select it. The date will populate in the date field.

Period of | 06/16/2017

Performance End
Date >electthe date for which all award activities will be completed
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3.3.4 Document Uploads

Document uploads are indicated by the ‘Upload’ button. To upload a file, either click the ‘Upload’ button
and select a file using the folder navigator. Alternately, users can drag and drop a file into the upload
field box. Appian generally will not restrict the type of document that can be uploaded.

Documents are most easily readable by other users as .doc, .rtf and .pdf uploads.
Give the document a meaningful description. Appian document uploads can be up to 2GB in size.

Figure 1: Upload Button

* Select Document |UPLOAD :w* rop file here

Figure 2: Drag and Drop Upload

Recipient ID 99 s | SampleDoc - o X

Application Details

Application Number New Transportation Route ‘ "

Upload New Document ‘ ‘ 7k T
* Document Context € 1T Downloads » SampleDoc
* Document Type
* Document m
Description

* Select Document ' jp| 0aD S

Deleting documents: documents can be deleted prior to saving. Hold cursor over the document, an ‘X’,
is visible select to delete.

Add Document

Document * System
Justification Document3 TrAMS
DOCX-11.14 KB

Cost Center

Document Name * 78400 - Region 4

Organization
255 characters left 9900 - Trams Transit Organization (TRAMS)

Description *

4000 characters left

Depending on the location of the upload, most documents may be deleted after saving, others may not
be deleted. Refer to the applicable system section to determine if Applications can be deleted and under
what conditions. TrAMS does not keep records of documents deleted.

Documents saved can be populated by selected the related hyperlink associated with the file name.
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DBE Report of Findings for SMARTS

Civil Rights General DBE Goal Findings 12-23-11_0.pdf Goal Attainment

Dec 28, 2011 TEAM Doc

Michigan Governors JARC and New

General General
Freedom DR Letter.pdf

5316 and 5317 DR Letter Jan 02,2012 TEAM Doc

Note: All migrated TEAM documents under the recipient profile will be identified as a “TEAM” Doc
under ‘Uploaded by’, all future documents will generally identify who uploaded the document.

3.3.5 Drop-Down Fields (Single-Select)

Drop-downs fields are used to select from a set list of allowable values. The drop-down field ensures
that only valid values are selected. Sometimes, the values allowed in a field may depend on the values
selected in other fields. In these cases, the list of values will refresh as the independent fields values
change. This will be the case when user is developing their Application budget activity line items, see
example below.

New Budget Activity Line Items (ALls)

Status Scope Code / Scope Name Activity Type Line Item Number / Line tem Name

121-00 RAIL - ROLLING STOCK ﬂ em ﬂ DEL
ENGINEERING/DESIGN (RAIL)
You must select a scope, activity type and item name f{LEASE - EXPANSION - CAPITAL RAIL
LEASE - REPLACEMENT - CAPITAL RAIL
+Add Item MID-LIFE OWVER/REBUILD - RAIL ROLL STOCK
PURCHASE - RAIL SERVICE EXPANSION
PLRCHASE - REPI ACE BAIl ROIING STOCK

3.3.6 Drop-Down (Multi-Select)

A multi-select drop down field also appears as a list of allowable items that expands when the user clicks
in the field. In this case, multiple items can be selected from the list (click an item to select it). Selected
items will appear to be highlighted within the drop down and will be listed in the field box. To unselect
click on the item again.

Annual

* Report Period Type Quarterly Hold ctrl to select multiple.
Monthly Report Period ‘ 2017 Quarter 1, 2017 Quarter 2 - |
Annual Quarterly
Any
Initial
(A ur ) ¥ 2017 Quarter 1

Report Final Yes, Final Report
LELSD o 2017 Quarter 2
No, Not Final Report

2017 Quarter 3

Period From
2017 Quarter 4
Period To 2016 Quarter 1

2076 Quarter 2

T T

Monthly Report Period [2017Quarter1,2017’Quarter2 v I
Annual Quarterly

Haold ctrl to select multiple.

3.3.7 Grids (Tables)

Appian uses grids (tables) to display data. Individual or multiple records (rows) in these grids may be
selectable and fields (columns) sortable depending on the specific grid.
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3.3.7.1 Selecting Grid Records (Rows)
Grids contain checkboxes when a user can select a specific record to view or modify.

1. To select a grid record, click the checkbox next to the row.

Existing Line Items

To edit a line item, click on the checkbox for the line item and a new section will appear below with line item and milestone details

\ Status Scope Name / Code Custom Item Name Activity Type Quantity FTA Amount Total Eligible Cost
Completed 111-00 BUS - ROLLING STOCK BUY REPLACEMENT 30-FT BUS Buy Replacements - Capitol Bus 5 $100,000 $155,000
Completed 111-00 BUS - ROLLING STOCK VEH OVERHAUL (UP TO 20% VEH MAINT) Bus - Rolling Stock 1 $250,000 $275,000

2. Toselect all items in a grid, click on the top checkbox and all other checkboxes will automatically be
selected, then click the appropriate button to perform the action on all items in the table.

Existing Documents

Document Context Document Type Document File Name Document Description Date Uploaded Uploaded By

Application Information  General Test Upload File.docx Application Timeline Jun 28, 2017 sddot.submitter1

Comments General Comments  Test Upload File.docx Application Comments Jun 28, 2017 sddot.submitter1

3.3.7.2 Expanding and Collapsing Data

Grids are also used to select items for which user wants to display additional details. For grids which are
used to expand data details, only one row may be picked at a time.

1) Click the checkbox next to the item to expand. The page will expand below the current grid to show
the additional information.

114-00 BUS: SUPPORT  11.42.03 ACQUIRE - Acquire -
Hemgp I EQUIP AND FACILITIES ~ ADMIN/MAINT FACILITY Admin/maint Facllity 2 DIREAIE AR
114-00 BUS: SUPPORT  11.42.05 ACQUIRE - YARDS  Acquire - Yards And
£
& | completed EQUIP AND FACILITIES ~ AND SHOPS shops ! $10.000.00 $12:500.00
1-100f21 >

CANCEL

Line Item Scope: 114-00 BUS: SUPPORT EQUIP AND FACILITIES
Line Item #

11.42.05

Standard Line Item Name

Acquire - Yards And Shops

Custom Line Item Name

2) To collapse the item, simply uncheck the box, or click the appropriate action buttons that are
present on the form.
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3.3.7.3 Sorting Grids by Field (Column)

Some grids are sortable and can be sorted alphabetically (or in reverse) on a single column. A blue arrow
within a grid header field indicates that the grid has been sorted by either ascending or descending. One
column will default the display. All column headers can be selected to sort on other criteria.

To sort a grid:

1. Click in the field label in the header row to sort the table on that column.

Existing Documents
Document Document . . Date
Context Type Document File Name Document Description Uploaded Uploaded By
DoL DOL Other Document - 9900 - .
Documentation ~ OF TRAMS - 12/7/2017 10:13 PM EST  ~2PIe Do Dec07,2017 | reviewerz DOL
Application General View Print Application - FL-2018- Execlute Award (1 2/26/201 7)- Dec 26, 2017 jane.trams@yahoo.co
Information 006-00 Application View-Print m

2. Ablue arrow will appear next to the field name and the table will sort in ascending order on that
field (A-Z, or 0-9).

Existing Documents
Document ocument . - Date
Context 1 Type Document File Name Document Description Uploaded Uploaded By
Appl\(at@n General View Print Application - FL-2018- Exe(‘utelAward « 2!26/201 7)- Dec 26, 2017 jane.trams@yahoo.co
Information 006-00 Application View-Print m
DOL DOL Other Document - 9900 -

DOL S le D Dec 07, 2017 2 DOL

Documentation TRAMS - 12/7/2017 10:13PMEST o Pre D¢ o reviewer

3. Clickin the field label again to sort information in the opposite direction.

Existing Documents

Document Document " P Date

Context 1 Type Document File Name Document Description Uploaded Uploaded By

DOL DOL Other Document - 9900 - .

Documentation | PO TRAMS - 12/7/2017 1013 PMEST  —2PIe Do Dect?,2017 | reviawer2 DOL
Application General View Print Application - FL-2018- Exec‘utelAward (1 2/26/201 7)- Dec 26, 2017 jane.trams@yahoo.co
Information 006-00 Application View-Print m

3.3.7.4 Paging Grids (Row Limits)

Most grids in TrAMS are paging grids. Paging grids have a maximum number of records that they can
display at a time. When the number of records exceeds the number of rows that can display, additional
“pages” become available. Users may “page through” the grid using the navigation arrows beneath the
gird to see additional records.

114-00 BUS: SUPPORT  11.42.05 ACQUIRE - YARDS  Acquire - Yards And

EQUIP AND FACILITIES ~ AND SHOPS Shops ! $10.000.00 $12:500.00

ﬁn1—100f21 E

Completed

Navigation arrows:
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Click the single forward arrow ‘>’ to show the next set of records.

Click the double forward arrow ‘>>’ to move to the last record.

Click the single backward arrow ‘<’ to move to the previous set of records.
Click the double backward arrow ‘<<’ to move to the first record.

PO NE
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3.3.7.5 Managing Filters

Some grids have a filter icon on the top right corner that allows the user to save current filter settings as

a custom filter. For example, the Application/Award record type as shown below. Users can also delete
saved filter combinations as well as select a custom filter as a default.

1. Click the filter icon to begin.

g Applications / Awards

AWARDS APPLICATIONS PROJECTS

This tab includes in-progress applications and post-award amendments. Click here o learn more aout the 3p
a

SEARCH  APPLICATION STATUS = APPLICATION COST CENTER

« | receent -
PREAWARD MANAGER ~ | POSTANARD MANAGER -
. . Temporary Application - Recipient - Application Cost .
Application Number  Application Name s Application Scatus 5 Recipient Neme P Last Modified Date 4 Action
B Appr:
Application for Reservation Behavior 9900202813 In-Progress 9300 TeAMS Transit Grganization Region 3 4/25/20242:20 PMEDT B Applicati
FL.2024-015.00 Example Grant for FTA Grant Operations  gq00 202412 FAIN Assigned / Ready for 9900 TrAMS Transit Organization Region 3 412412024 1:03 PM EDT
Wik Through Submission
FL2024.01 User Guide Testing - Review/Approvals 990020246 Active Awsrd /Ready for Closeour 9900 TeAMS Transit Organization Region 3 4718/2024 12:05 PM EDT pp
8 View-Princ Application

2. Click the ‘Clear filters’ button that appears to clear any filters currently set.

This tab includes in-progress applications and post-award amendments. Click here to learn more about the appication work

| Q Test

w @~  APPLICATION COST CENTER

Region 3

-0 & T- cl

© SEARCH  APPLICATIONSTATUS | Initial Review / Concurrence
RECIFIENT | 9900 - TrAMS Transit Organization © ~  PREAWARD MANAGER
P Application Temporary Application - Recipient
Application Number Application Status
PP Name Number a D
Initial Review /
9900-2022-2 Test-TOM-12330  9900-2022-2 al Review 9900

Concurrence

w  POST-AWARD MANAGER

Recipient Application Cost

Name Center

Transitcenter,

Region 3
Inc.

Last Medified Date

11/9/2021 11:01 AM
EST

X Clear filters

Save filters as...

-

Action

B Application Details
B Application Documents
B View-Print Application

3. Click the ‘Save filters as...” button to save any filters currently set.

This tab includes in-progress applications and post-award amendments. Click here to learn more about the appication work

| Q Test

Concurrence

Region 3
Inc.

© SEARCH  APPLICATIONSTATUS | Initial Review / Concurrence w @  APPLICATION COST CENTER | Region 3 -0 X T~ =
RECIPIENT | 9900 - TrAMS Transit Organization ©~  PREAWARD MANAGER ~  POSTAWARD MANAGER X Clear filters

P Applicati Te Applicat A R t  Recipient Application Cost e
Application Number pplication emporary Application Application Status ecipien ecipien prlication Cos Last Modified Date | Ao

Name Number D Name Center
B Application Details
Initial Review / Transitcen 11/9/2021 11:01 AM

9900-2022-2 Test-TOM-12330  9900-2022-2 al Review 9900 CUESEE 202110

EST

B Application Documents
B View-Print Application
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4. Once the ‘Save Filters’ pop-up window appears, enter text into the ‘Name’ box.

Save Filters

Name *

‘ My Custom Filteri

Set as default
Search Term = Test

Region / Office = Region 3
Application Status = Initial Review / Concurrence

CANCEL SAVE

5. Click the ‘Set as default’ checkbox to make this new custom filter your default when returning to
the grid.

Save Filters

Name *

‘ My Custom Filted

Set as default

Search Term = Test
Region / Office = Region 3
Application Status = Initial Review / Concurrence

CANCEL SAVE

6. Click the ‘Save’ button to save the new custom filter and return to the grid, or click the ‘Cancel’
button to return to the grid without saving.

Save Filters

Name *

| My Custom FHter\

Set as default
Search Term = Test

Region / Office = Region 3
Application Status = Initial Review / Concurrence

CANCEL SAVE
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7. If the user has saved at least one custom filter, a ‘Manage my filters...” button becomes available
after clicking the filter icon. Click it to modify saved custom filters, remove them, or set a new
default filter.

Application/ Award

[MEIREE | My Custom Filter

Q 3 SEARCH  APPLICATION STATUS | Initial Review / Concurrence ©~ | APPLICATION COST CENTER | Region 3 e~ & T- &
Appli T Appl Recipi Appli c clearmire
pplication Application Name emporary Application Application Status ecipient Recipient Name pplication Cost Last Modified Date
Number Number D Cener
ve filters as
P crasmnaa 1125 4 Manage my filters... fon
nicial Review / 9/23/202211:25 A
3900 Sam Status Application 1 9900-2022-29 3900 TrAMS Transi zation on = s
3900 m Status Application 9900-2022-29 e e TAMS Transit Organizatio Region 3 o T
% Application Derails

% view-Print Application

8. Click the star beside any custom filter to make it the default filter that will be set any time your
return to the grid.

Manage My Filters

@ Name Filter values

Search Term = Test

Region / Office = Region 3
Application Status = Initial Review /
Concurrence

% My Custom Filter

Search Term = Test

77 My Custom Filter 2 Region / Office = Region 3 x
m Application Status = Active (Executed)
CANCEL SAVE

9. Click the ‘x’ beside any custom filter to remove it.

Manage My Filters

© Name Filter Values

Search Term = Test

Region / Office = Region 3
Application Status = Initial Review /
Concurrence Remove

% My Custom Filter x

Search Term = Test
i My Custom Filter 2 Region / Office = Region 3 x
Application Status = Active (Executed)

CANCEL SAVE
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10. Click the ‘Save’ button to save any changes made to custom filters and return to the grid, or click
the ‘Cancel’ button to return to the grid without saving.

Manage My Filters

@ Name Filter Values
Search Term = Test
Region / Office = Region 3

* My Custom Filter glon/ 4 s 5 x
Application Status = Initial Review /
Concurrence

Search Term = Test
Region / Office = Region 3 x
Application Status = Active (Executed)

¥ My Custom Filter 2

CANCEL SAVE

11. Any saved custom filters will appear as buttons above the grid in the ‘My Filters’ section. The
dark blue button is the filter is currently selected. Click any other custom filter’s button to switch

Application/ Award
MY FILTER:! My Custom Filter
Q SEARCH APPLICATION STATUS | Initial Review / Concurrence o APPLICATION COST CENTER Region 3 o X T~ f+]
:'ﬂ‘;i‘rm" Application Name Lemfe'f'y Application Application Status ﬁ:"p‘e“t Recipient Name ?Eﬁ!:“'“" Cost Last Modified Date | Action
¥ View Frine Application
Initisl Review / 91232022 1135 AM
9900-2022-29 Sam Status Application 1 9900-2022-29 nitie Revies 90 TrAMS Transit Organization Region 3 s % application Documents
Concurrence & £oT o
¥ Application Details
& \iew Poinr )

12. Click the red ‘X’ of any filter to clear it. All custom filter names in the ‘My Filters’ section will be
un-selected and the user can then use the filters freely again.

Application/ Award
LULRZIR= 2 My Custom Filter
Q SEARCH APPLICATION STATUS | Initial Review / Concurrence APPLICATION COST CENTER Region 3 o X T~ f+]
:'ﬂ‘;i‘rm" Application Name Lemfe'f'y Application Application Status ﬁ:"p‘e“t Recipient Name ?Eﬁ!:“'“" Cost Last Modified Date | Action
¥ View-Print Application
Initial Review / 9/23/2022 11:25 AM
5900-2022-29 Sam Status Application 1 9900-2022-29 [ninia Reviev 50 TrAMS Transit Organization Region 3 AT oD
Concurrence = EDT

3.3.8 Radio Buttons

Radio button groups are used when a user can select only one (1) item from a short list (usually <5
items). The selected radio button will appear highlighted.

Report Final @ Yes, Final Report Report Period

Monthly
Hold ctrl to select multiple.

No, Mot Final Report

3.3.9 Text Fields

A text field search filter allows the user to enter free text.
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Report Search Criteria

Application/Award [1012— I Application/Award  Fleose Select o Type -
Number Type

3.3.10 Type Ahead Fields

Type-ahead fields are like text fields but search for matching inputs. The user can type valid data for the
field and the system will populate available data inputs. The user will then be prompted to select from
search results that match what was typed. A matching item that was selected can be unselected by
clicking the “x”.

Note: Type ahead fields will be more common for FTA user views of the report forms where a recipient
ID may need to be selected from the full list of recipients. In most cases, such as the recipient ID, the
information will auto populate for recipient users. If users belong to multiple organizations, they may be
presented with the available search fields.

Report Search Criteria
Recipient Name/ID | 1818 Application/Award  Pleose Select o Type -
Type
. 1818 - Bettendorf, City Of
Recipient Anplication/A d | Please Select a Status -
Region/Cost Center pplication/Awar -
Status
Report Search Criteria
Recipient Name/ID I1818-Bettendorf, City Of x I Application/Award ~ Pleose Select o Type -
Type

3.4 Navigating TrAMS

This section provides a brief synopsis of the FTA Platform layout followed by TrAMS-specific information
on how to navigate, find, and work with data in TrAMS. Some users will have access to multiple systems
(e.g. TrAMS and NTD) on the FTA Platform.

Welcome to the Transit Integrated Appian Platform!

MS. jane

Please select a system above. To set a default system, click on the star next to desired system.
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These users can switch back and forth using the Navigation Menu on the upper right corner, or select a
system upon logging into TrAMS.

@ &

WELCOME MY WORK (9) RECORDS REPORTS

-

ETrAMS

Transit Award Management System

= 6

3.4.1 Navigation and Views

After logging in via https://faces.fta.dot.gov/suite/, the user will see the TrAMS Welcome homepage.
The homepage contains four distinct areas as shown below in Figure 1: Navigation:

a« 4

Figure 3: Navigation

= a

WELCOME MY WORK (9) RECORDS REPORTS

-

ETrAMS

Transit Award Management System

BTraMS Website MHelp Page

Create Application
Q search Applications / Awards

Q, Search FFR and MPR for Review

¥ Actions A Quick Links

(O Coming Soon

1. Navigation Tabs: There are four tabs on the upper left corner of the screen. The Welcome tab
will be selected by default. These tabs are used to navigate through the system. All TrAMS users,
regardless of the User Roles assigned to them, will see these four tabs:

1.

2
3.
4

Welcome
My Work
Records

Reports
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2. User Account Information: Located at the top right corner of the screen, the silhouette icon
provides quick access to the user account. This includes three options:

Profile: Provides a means for the user to view and update their individual profile information
and to set up their Personal Identification Number (PIN). See the FACES User Guide for PIN Set
up

Settings: The user settings Page is where the user can set language and time zones and adjust
other settings.

Sign — out: The user can select Sign-out from the dropdown to close the Application.

() o

Signed in as Jane TrAMS
Vebsite OHeIp Page

& PROFILE £ SETTINGS ® SIGN OUT

3. Banner: The TrAMS banner will appear below the Navigation Tabs. The “TrAMS Website” link
will take the user to the FTA TrAMS public website. The “Help Page” link will take the user to the
TrAMS System record. This page includes the System Details, Help Contacts, and Release
information.

@ Trams Website MHelp Page

=l

CTrAMS

Transit Award Management System

4. Warning Messages: Warnings are displayed on every tab for certain recipient (Submitter &
Developer) users if their organization’s SAM account is expired.

ation status,

SAM Account Expired. Your organization [TrAMS Tran: zation] SAM registration status expired on [10/14/2020]. Please visit the SAM website and update this organi

% Actions A Quick Links

®Coming Soon
@ Create Application
Q Search Applications / Awards
Q search FFR and MPR for Review

Q,Search Recipient Organizations
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5. Main Content: This area displays the information relevant to the selected tab. For example, only
tasks will be displayed when the ‘My Work’ tab is selected.

« 4 = e
WELCOME MY WORK (9) RECORDS REPORTS
aTrAMS Website @Help Page
—
=IrAMS
e
Transit Award Management System
vTask Filters
Task Name FAIN Application Name
Application Status Type Of Task
- v
Clear Filters &
I ]
=~ My Tasks
— R ient :
Task Name FAIN Application Name Application Status I:c'p'en Assigned To Received 1
Review & Submit | FL-2024-015-00 | Example Grant for FTA FL-2024-015- Example Grant for FTA Grant FAIN Assigned / Ready for 9900 TrAMS G9900 4/24/2024 1:03 PM
Grant Operations Walk Through 00 Operations Walk Through Submission Submitter EDT
-2020-018- FAIN As 4 11/2024 2:54
Review & Submit | MD-2020-018-00 | Pre-Post Award Testing MD:2020.018 Pre-Post Award Testing AIN ASsigned | Ready for 1401 TrAMS G140} SN0 2TEM
00 Submission Submitter EDT
-2022-013- ¥
Review & Submit | MD-2022-013-00 | TOM-3912 Test MD-2022:013 7003912 Test EAIN Assaned/ Ready/for 1401 TN 1301 /112026231 tM
00 Submission Submitter EDT
-2023-016- A 2 16/2024 4:15
Review & Submit | FL-2023-016-00 | TrAMS Training FL2023016 1AM Training FAIN Assigned / Ready for 9900 TrAMS G900 VIG2EEEISIN
00 Submission Submitter EST
-2024- . 4 3
Execute Award | FL-2024-013-00 | Test for ACC FL2024013- 1ot for ACC Obligated / Ready for Execution 9900 Teak cRend Va2024 3:07. PN
00 Official EST
-2024-003- 7]
Execute Award | DC-2024-003-01 | Testing 2 UZA Code update FC 2024-003 Testing 2 UZA Code update Obligated / Ready for Execution 1397 ga’:ﬁ'c’ 397 g;?' 5/2023 8:00 AM
-0018-02 a W 2ry ar Vi 'a 14 3 2:
Execute Award | NJ-04-0018-02 | Lakewood Bus Service and NJ-04-0018-02 Lakewood Bus Service and Parking Obligated / Ready for Execution 1414 TrAMS G1414 9/22/2023 2:44 PM
Parking Fac Fac Official EDT
& ¥ - /. 5
Execute Award | NY-2023-001-01 | Test for TOM-11391 NY:2023-001 Test for TOM-11391 Obligated / Ready for Execution 1786 TIN5 G1785 NLLOZBZ25EM
01 Official EDT
Execute Award | VA-2021-004-00 | User Guide Cancel VA-2021-004- Ready for RA Concurrence / TrAMS G900 4/20/2022 2:28 PM
User Guide Cancel Reservation 9900
Reservation 00 Award Official EDT
9items
Tasks Per Page
10/20|30|40|50

3.4.2 Navigation Tabs

3.4.2.1 Welcome Tab

The ‘Welcome’ tab is the default tab displayed when a user initially logs into the platform. The
‘Welcome’ tab displays System Announcements, Actions, and Quick Links.
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WELCOME MY WORK (9) RECORDS

BTrams Website MHelp Page

€IrAMS

Transit Award Management System

% Actions A Quick Links

(® Coming Soon

Create Application
Q, search Applications / Awards
Q, search FFR and MPR for Review

Q, search Recipient Organizations

System Announcements are messages that are visible to users upon login. Messages are displayed on
the screen based on a user’s role.

M System Announcements

€ UAT Demo Announcement Sample Message

3.4.2.1.1 Actions

Actions allow users to interact with information in TrAMS at a high-level. The actions available are based
on each user’s role. The ‘Actions’ tab provides a way to create new records and perform searches for
specific records

3.4.2.1.1.1 Using Actions to Search

Users may use ‘Search Applications / Awards’ action to search for a specific Application.

% Actions

Create Application
Q, Search Applications / Awards
Q, Search FFR and MPR for Review

Q, Search Recipient Organizations

To access the search options:
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1) Onthe Welcome page, select “Search Applications / Awards” under the ‘Actions’ column.

% Actions M Quick Links

® Coming Soon

Create Application

Q search Applications 7/ Awards

Q Search FFR and MPR for Review

Q_Search Recipient Organizations

2) Once the “Search Applications / Awards” Action has been clicked, the user will be taken to the
“Application | Search Applications” form. Filters are available to refine the search. The data each
user can access depends on their user role and associated organization(s).

&

MY WORK (19)

Application | Search Applications
Recipient Search Criteria

Recipient ID Recipient Name

Application Search Criteria
Fiscal Year - Application Name
Federal Award ID Application State

Number (FAIN)

Section Code Application Status -

SEARCH |

3.4.2.1.2 Quick Links

Quick Links allow users to navigate directly to frequent actions. This feature is currently in development
and will be available in the future.
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M Quick Links

@ Coming Soon

3.4.2.2 My Work Tab

The ‘My Work’ tab shows specific work items that have been assigned either to a user or group of users,
this will include Ad-Hoc tasks received and sent by the users. TrAMS generates and assigns tasks at
certain steps in the Award life cycle. TrAMS is workflow-based, and tasks are used to progress
Applications. Clicking a link in the ‘Title’ column or the ‘Task Name’ column will open the associated
task.

vTask Filters

Task Name FAIN Application Name
Application Status Recipient Organization FTA Office

Type Of Task

' My Tasks

Reciplent Application Cost
Task Name FAIN Application Neme Application Status pycipient - Appcation Cost

Transmitted / Ready for FTA
lect Pre/Post Award Manage:

As an example, users that have been assigned the ‘Official’ user role will receive a task when an Award is
ready for execution. By accepting the task, the ‘Official’ will be able to review the Award information
and sign their acceptance.

Tasks are assigned when a user needs to perform a specific action as a part of a workflow. Users are
notified by email when tasks are assigned to them. The workflow waits for the task(s) to be completed
prior to moving on to the next step (or task) in the workflow.

Tasks may be assigned to an individual user or to a group of users who share the same role. The user can
see which type of task has been assigned by looking at the ‘Assigned To’ column. Tasks assigned directly
to users will show their name under the ‘Assigned To’ column. Tasks assigned to a group will show the
group name.
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vTask Filters
Task Name FAIN Application Name
Application Status Type Of Task
- -
Clear Filters &
< My Tasks
Recipient
Task Name FAIN Application Name Application Status ‘;Clplen Assigned To Received !
Rewiew & Submit | NY-2022-001-00 | Test NY-2022-001-00 Test FAIN 555'3"2‘1 / Ready for 9900 TrAMS- 69900 1179720211051 AM
Submission Submitter EST
TrAMS G9900 MPR 10/29/2021 10:40
Complete 2021 MPR | VA-2020-003-00 | 9900 VA-2020-003-00 User Guide Project Active (Executed) 9900 ’
Reporter AM EDT

Users may use the Task Filters located at the top of a screen to narrow down tasks. Users can manage
the number of tasks they see on the page by changing the value at the bottom of the screen titled ‘Tasks
Per Page’.

vTask Filters
Task Name FAIN Application Name
Application Status Type Of Task
- -
Clear Filters &
2 My Tasks
Recipient
Task Name FAIN Application Name Application Status meclplen Assigned To Received 1
I i / T 1179/, 110:
Review & Submit | NY-2022-001-00 | Test NY-2022-001-00  Test I A_s;lgned = 9900 rAM? 69900 /972021 10:51 AM
Submission Submitter EST
TrAMS G9300 MPR 10/29/2021 10:40
Complete 2021 MPR | VA-2020-003-00 | 9900 VA-2020-003-00  User Guide Project Active (Executed) 9900 "
Reporter AM EDT

When tasks are assigned to a group of users, any user within the group may claim and complete the
task. Once a task has been claimed, the task becomes unavailable to the other users in the group. If
users select a task and then decide not to complete the task, they can return the task to the group for
someone else to pick up.

3.4.2.2.1 Task Notification

Automatic system-generated task notifications are sent via email at the time the tasks are created. Task
notification emails have the following characteristics:

e From: Appian for Federal Transit Administration (PROD) <ftafacesadmin@dot.gov>
e To: User’s Saved Contact Email (as viewed on User Profile — if the user’s email has changed,
speak with the User Manager)
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e Subject: New Task: [Type of Task that has been assigned]
e Body: Link to the task

Note: Check the Junk folder for an expected task notification that cannot be found in the user’s email.

3.4.2.2.2 Accepting Tasks

When users receive a task notification email, users may click on the provided link. The link will redirect
users to the FTA Platform log on screen. After logging into the system, users will be either redirected to
the task form or they may need to check their task queue by going to the ‘Tasks’ tab. In the latter
situation,

1. Click on the ‘My Work’ tab.
2. Find the corresponding task link (use filters as needed).
3. Click on the link provided to accept the Task.

vTask Filters
Task Name FAIN Application Name
Application Status Type Of Task
- -
Clear Filters #
< My Tasks
Recipient
Task Name FAIN Application Name Application Status ‘:nplen Assigned To Received 1
I i / T 1/9/ 10¢
Review & Submit | NY-2022-001-00 | Test NY-2022-001-00  Test AL FEREZGER oy IMSEEED Tl S 61
Submission Submitter EST
TrAMS G9900 MPR 10/28/2021 10:40
Complete 2021 MPR | VA-2020-003-00 | 9900 VA-2020-003-00  User Guide Project Active (Executed) 9900 "
Reporter AM EDT

4. For group tasks, TrAMS will display ‘Accept’ and ‘Go Back’ button options. Click the ‘Accept’ button

to claim the task and begin working on the task. The user can leave the task form and return later.
= ] = I

WELCOME MY WORK (18) RECORDS REPORTS

You must accept this task before completing it EY a0l © GO BACK

5. Complete the task. The Task will be removed from the user’s ‘My Work’ Tab once the task has been
completed.

Note: If the Task form appears to be in read-only mode, scroll to the top of the form to verify that the user
has accepted the task.
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3.4.2.2.3 Returning Tasks

If a user has selected the wrong task or would prefer to work on the task at another time, the user can
return the task to the original assigned user(s) list. This can be done even after formally accepting the
task.

1) Toreturn atask that is opened, but not yet accepted, click the “Go Back” button at the top of the
screen.

-] & =] [}

WELCOME MY WORK (18) RECORDS REPORTS

You must accept this task before completing it EYlde=0l | O GO BACK

2) To return a task that a user has already accepted, scroll to the bottom of the page and select the
“Close”, “Close Task”, or “Return to Group” button. The button terminology will depend on the
specific task.

CONTINUE TO EXECUTION ‘ VIEW AWARD AGREEMENT |I CLOSE I

‘ SAVE ALL CHANGES H FINALIZE FOR CLOSEQUT J§ CLOSE TASK ‘I

(e NIV RETURN TO GROUP

Note: If the user has returned the task but do not immediately see the task back in the task queue, refresh
the task queue by clicking on the ‘My Work’ tab again or click the icon next to the ‘My Tasks’
section. When returning a task to the group, the user may also see a new email notification.

3.4.2.3 Records Tab

The ‘Records’ tab provides a way to access and work on records that already exist in the system. Records
consist of all information for a specific type of data, such as all the information about a recipient
organization or an Application. A user can click the ‘Records’ tab to see a list the record types they have
permissions to view.

BTraMs Website MHelp Page

Transit Award Management System

| B Applications / Awards I Recipient Organizations M Disadvantaged Business Enterprise (DBE) Reports
—,  ———

o Applications / Awards

AWARDS APPLICATIONS PROJECTS

This tab Includes obligated. active and closed awards. Click here to learn more about the post-award statuses
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All TrAMS users can view 4 record types defined in Table 1: TrAMS Records
Table 1: TrAMS Records

Record Type Description Record Category
Awards Contains Awards associated with recipient Application/Awards
organization(s) or regional cost center FTA Staff
members
Applications Conta'lns Appllcatlons.assoaated with recipient Application/Awards
organization(s) or regional cost center FTA Staff
members
Projects Provides direct access to the individual Projects that Application/Awards
make up Applications and Awards.
. Contains recipient organization information. If the Recipient Organizations
Recipient

user is a recipient organization member, they can

Organizations .. S .
only see the recipient organizations to which they

belong.
. Contains Disadvantaged Business Enterprise report Disadvantaged Business
Disadvantaged ) . e . .
information per recipient organization Enterprise (DBE) Reports

Business Enterprise
(DBE) Reports

3.4.2.3.1 Searching from the Records Tab
To search for records using the ‘Records’ tab:

1. Click on the ‘Records’ tab on the navigation bar.

[ ¥ (e

WELCOME MY WORK (18) RECORDS REPORTS

Users can use the Record tab to search for different kinds of records such as, Applications, Awards,
Projects, Recipient Organizations and DBE Reports.

2. Use filters on each record types to narrow the data. For example, to search for an Award, select the
“Application / Awards” record, select the “Award” record, and fill in the filter.
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@ Applications / Awards
AWARDS APPLICATIONS PROJECTS
o This tab includes obligated, active and closed awards. %" Learn more about the post-award
statuses
Q SEARCH | AWARD STATUS - IAWARD COST CENTER - I 2 Y- &
RECIPIENT v PRE-AWARD MANAGER = POST-AWARD MANAGER v
Recipient - Award Cost Last Modified .
Award Number Award Name Award Status P Recipient Name 1 Action
D Center Date
User Guide Testing - ’ - ) 5/8/2024 8:16 AM B View-Print Award
FL-2024-01 | 9900 TrAMS Ti 3 R
L2028012 Review/Approvals Coses LB I Cme] EDT @ Award Funds Status
. Application for Reservation . . A . 5/6/2024 3:08 PM B View-Print Award
FL-2024-016 Active (Executed 9900 TrAMS Transit Organization Region 3
Behavior ive (Executed) It Organizatt g EDT ¥ Award Funds Status
CALIFORNIA STATE DOT
5/1/2024 7:28 AM View-Print Award
CA-86-X001 CLOSE OUT AMENDMENT Closed 1622 (CALTRANS) DIVISION OF Region 9 tor g;\‘;:d 'F‘D[nd:“;t'ams
MASS TRANSPORTATION :
CALIFORNIA STATE DOT 3
CA-85-X001 CLOSE OUT AMENDMENT Closed 1622 (CALTRANS) DIVISION OF Region 9 E’[;ZOM 7:26 AM 21&::523;2?;;“
MASS TRANSPORTATION

For example, to search for a Recipient Organization, select the “Recipient Organization” record. Use
the filters as necessary.

m Recipient Organizations

a asoq m‘ SEARC ..l REGION / OFFICE I — | samsrarus - 4 v @
RecipientID | Recipient Name Recipient Acronym UEI Region / Office Recipient OST Type TrAMS Status SAM Status Action
9900 TrAMS Transit Organization TRAMS TRAMSFAKEUEI Reglon 3 Transit Authority Active ACTIVE

Records Per Page

501100 15

Users may manipulate the number of records displayed on each Record grid. The grid will contain 50
records as a default. However, users can change the number of records displayed in the grid by
changing the “Records Per Page” option at the bottom of the page.

Records Per Page
501100150

4. The users can navigate through different pages of the grid by clicking the right or left arrow.

¥ View-Print Application
¥ Application Documents
# Application Details

1-500f 111,623 > »

9900-2021-2 fta.userguide@email.com 9900-2021-2 Transmitted / Ready for FTA Review 9900 TrAWS Transit Organization Region 3 12/18/2020 4:45 PM EST

5. If the search does not provide the desired records, click ‘Clear Filters’ icon on the top right corner.
Also, by clicking “Save filter as...”, user can set selected filter as a default so next time they navigate

to the specific records, the saved filter is displayed as a default.
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Office Last Modified Date 1 Action X Clearfilters

= Save filters as...
¥ View-Print Applicati =
272412021 11:31 AM EST ¥ Application Documents
¥ Application Details

6. Toopen arecord, click the blue record hyperlink.

AWARDS APPLICATIONS PROJECTS

This tab includes in-progress applications and post-award amendments.

Click here to learn more about the appication workflow

‘ Q 9904 «] ‘ SEARCH  APPLICATION STATUS | A7)

RECIPIENT | 417, - PRE-AWARD MANAGER | 417,

Application Number Application Name Lzr:nli:’erfry Application Application Status

T itted / Ready f
9900-2024-10 Test Application 9900-2024-10 F;in;:::ei eady for
9900-2024-9 TOM-16625 Demo Prep 1 9900-2024-9 In-Progress

3.4.2.3.2 Record Contents

Upon opening a specific record, a high-level summary of the data populates in the main content area of
the screen. This is the “Summary” dashboard and the navigation bar for an Application Record.
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rogr Initial Review / Concurrence Final Concurrence Obligation Executed Active Closed
Application Overview ~
Award Name: User Guide Screenshot
Total FTA Amount Total Amount Application Status Pre-Award Manager Post-Award Manager
$100@ $100m@ Initial Review / Concurrence Elizabeth Martinez Annelise Cantrell

|

Reciplent Details

Recipient ID Recipient Name
9300 TrAMS Transit Grganization
SAM Expiration Date SAM Status

08/28/2025 ACTIVE

Amendment Information

|

Award Number Last Disbursement Date

VA-2021-006 & N/A

Award Name Period of Performance Start Date

User Guide screenshot Aug 28, 2023

Application status Original Period of Performance End Date
Initial Review / Concurrence Aprot. 2021

Related Actions: The top navigation menu contains links specific to the type of record. This will often
include a ‘Related Actions’ option (sometimes referred to as a ‘tab’. The ‘Related Actions’ opens to a
page of options to view and modify detailed record information. A user’s ability to update record
information depends on their assigned roles as well as the current state of the data (ex. recipient users
with read only can view, however they cannot edit Applications).

4 Create New Task
Create an Ad-Hoc Task

View-Print Application
Generate View/Print for Application

Application Details
Edit/view Application Details

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

2 @ D

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Documents
Manage Application Documents

D

Application Review Comments
View and Manage Application / Award Review Comments

< ]

Review Signoff
Ad-hoc Review

&

Delete Internal App Review Comments
Delete review comments on an Application

3.4.2.4 Reports Tab

The ‘Reports’ tab provides access to a suite of reports. There are 3 columns in the Reports tab including
Reports, Excel Reports, and Static Reports. By clicking on any report link, the user can review reports of
data in TrAMS as permitted by their user roles. To learn about these reports in detail, refer to Section 8:
Reports.
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WELCOME MY WORK (9) RECORDS REPORTS

-

ETrAMS

Transit Award Management System

I~ Reports

i~ Disadvantaged Business Enterprise (DBE) Semi-
Annual Uniform Report ®

12 Disbursement Report ®

122 MPR Details ®

22 Recipient POC Details @

&2 Tasks for Applications @

5items

[X) Excel Reports

[ Application Budget by ALI Report ®

[ Application Budget Report ®

[ Application by Status Report ®

[@ Discretionary Allocation Detail Report ®
[@ FFR Detail Report ®

[ Project Budget Report ®

[ Project Scope Budget Report ®

[@ Transactions By FAIN Report ®

@1rAMS Website MHelp Page

[X) Static Reports

mFY 2024

mFY 2023

mFY 2022

mFY 2021

mFY 2020

mFY 2019

mFY 2018

mFY 2017

mFY 2016

mFY 2015

m FY 2015 Archive

mFY 2014 Archive

mFY 2013 Archive

m FY 2012 Archive

mFY 2011 Archive

mFY 2010 Archive

m FY 2009 Archive

™ FY 2008 Archive

m FY 2007 Archive

m FY 2006 Archive

20 items

3.5 Emails

In addition to tasks, users may receive emails from the system indicating that they need to perform an
action as part of a workflow. After receiving an email and logging on, the user will not find any
corresponding tasks to perform. Instead, they will need to navigate to the appropriate record and must
initiate the required action. In some instances, the action initiated will start a workflow that includes
tasks for other user roles (e.g. Closeout Amendment). Similarly, the action may initiate other email
notifications to different users (e.g. the Certification and Assurance process).

As an example, a user may receive an email indicating that an Application has been returned by the Pre-
Award Manager and that they should review the comment.
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5 Reply €2 Reply All (2 Forward GS5IM
Thu 3/25/2021 2:59 FM

ftafacesuatadmin@dot.gov on behalf of trams administrator
Application 9900-2021-11 has been returned to Recipient.

Hello,

Application 9900-2021-11 has been returned by fia usersuide@email com (Pre-Award Manager) for review of the FTA comment. Please login
to TrAMS to review the FTA comment for this application.

Thank you

*%* Dlease note that this 15 a system generated email notice. Please do not reply to this email ***

Thiz message has been sent by Appian &

The user will be able to distinguish between emails sent by the system and system emails associated
with tasks:

e The description of the task will be in the subject line for emails associated with tasks

52 Reply fE:(%_ Reply All (2} Forward ’:(Sll'ﬂ
Thu 3/25/2021 3:10 PM
ftafacesuatadmin@dot.gov on behalf of trams administrator

J-F;deral Award ID Number VA-2021-006-00 is Ready for Submission
To Submitter TFAMS

From: TrAMS Administrator
Subject: Federal Award ID Number VA-2021-006-00 is Ready for Submission

U.S. Department of Transportation
Federal Transit Administration

Application VA-2021-006-00 is now ready to be submitted to FTA. Please log into

TrAMS and navigate to the "Tasks" tab to complete the submission, or click here to
be taken to the "Tasks" tab directly.

*** This is a system generated email notice. Please do not reply to this email. ***

e Emails not associated with a Task ‘From’ line will be listed as ‘TrAMS Administrator’.

e The link in the email takes the user to the TrAMS website or takes the user to the task at hand if
they are already logged into TrAMS
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£ Reply (£ Reply All £ Forward G5 IM
Thu 3/25/2021 3:10 PM

ftafacesuatadmin@dot.gov on behalf of trams administrator

Federal Award ID Number VA-2021-006-00 is Ready for Submission
To Submitter TrAMS

From: TrAMS Administrator
Subject: Federal Award ID Number VA-2021-006-00 is Ready for Submission

U.S. Department of Transportation
Federal Transit Administration

Application VA-2021-006-00 is now ready to be submitted to FTA. P i
TrAMS and navigate to the "Tasks" tab to complete the submission, of click here
be taken to the "Tasks" tab directly.

L=}

*** This is a system generated email notice. Please do not reply to this email. ***

In both cases, the workflow will not continue until the required action(s) are complete.
3.6 Exporting Information from TrAMS

3.6.1.1 Printing from the Browser

When printing within a web browser, only the banner and the Main Content area will be included.
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30124, 336 P My Werk (12) - TEAMS FTA

Print 1 sheet of paper
EI[AMMES o Destination R Adobe PDF -
Pages All T
— === Layout Portrait -
QM == - Color Color -
More settings v

3.6.1.2 Exporting Files (View/Prints) Information

TrAMS records and documents that may be viewed and printed have been formatted as ‘Rich Text
Format’ (.rtf). These files will need to be opened using a program that is compatible with this type of file
(e.g. Microsoft Word).

When the ‘View/Print’ Application related action is selected, the user will be prompted to open or save
the file. Variations will exist depending on the browser that the user is working with and the default
program the user has defined to be the default program to open rtf files.

Example: Internet Explorer 11 and Microsoft Word

Do you want to open or save View Print Application - VA-2021-005-00.rtf (33.8 KB) from facesuat.fta.dot.gov? Open Save | ™ Cancel

Example: Chrome

®3  View Print Applicati...itf A Show all X

The view-print format may require the user to adjust the font size or layout of the page to suit the user’s
preferences or view information displayed.
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4 Recipient Organization Management

4.1 Overview

A recipient organization is any entity that is eligible to seek and apply for federal assistance from FTA.
FTA will assess a recipient organization’s eligibility; and assign an identification number (Recipient ID) to
conduct business with FTA. The Recipient ID is a four-digit number (e.g. 2345); and is used in TrAMS, and
other FTA systems to identify the recipient organization record.

The Recipient Organization record is where a user can search, view, and update, recipient organization
record details in TrAMS.

Each recipient organization is associated to either a Regional FTA Office or an FTA Headquarters Office.
These offices are known as “cost centers.” Each cost center has an acronym and number that are used
throughout TrAMS. The FTA cost centers are listed in Table 1: FTA Cost Centers for reference:

Table 2: FTA Cost Centers

Cost Center Name ‘ Acronym ‘ Number ‘
FTA Regional 1 Office TRO-1 78100
FTA Regional 2 Office TRO-2 78200
FTA Regional 3 Office TRO-3 78300
FTA Regional 4 Office TRO-4 78400
FTA Regional 5 Office TRO-5 78500
FTA Regional 6 Office TRO-6 78600
FTA Regional 7 Office TRO-7 78700
FTA Regional 8 Office TRO-8 78800
FTA Regional 9 Office TRO-9 78900
FTA Regional 10 Office TRO-10 79000
Office of Administrator TOA 61000
Office of Administration TAD 62000
Office of the Chief Counsel TCC 63000
Office of Communication and TCA 64000
Congressional Affairs

Office of Program Management TPM 65000
Office of Budget and Policy TBP 66000
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Cost Center Name ‘ Acronym ‘ Number ‘
Office of Research, Demonstration and TRI 67000
Innovation

Office of Civil Rights TCR 68000
Office of Planning and Environment TPE 71000
Office of Transit Safety and Oversight T50 74000

User Role Requirements

A TrAMS user must have at a minimum, the Read-Only user role to access the recipient organization to
view or update portions of the record information. In some instances, a user must have specified user
roles to complete updates.

4.2 Search Recipient Organization Records

There are multiple ways to search for and access a recipient organization record. Users may find
recipient organization information by either searching from the ‘Welcome’ tab ‘Actions’ and selecting
‘Search Recipient Organization’ or searching from the ‘Records’ tab and selecting ‘Search Recipient
Organization’.

Users can navigate to the organization record from any Application or Awards’ ‘Summary’ page by
clicking the Recipient ID hyperlink located on that page.

4.2.1 Searching Recipient Organization from Actions Tab
To search for a recipient organization using the ‘Actions’ tab:

1) Navigate to the ‘Welcome Tab’ and click the ‘Search Recipient Organizations’ link in the ‘Actions’
section.

% Actions M Quick Links

® Coming Soon
Create Application
Q Search Applications / Awards

Q Search FFR and MPR for Review

Q Search Recipient Organizations
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2) The ‘Search Recipients in TrAMS’ form will display with search criteria fields. Note that none of these
fields are required. Not populating any fields will return all recipient organizations in the profile.
Users can search for an organization using one or more of the following criteria:

a) Recipient ID The recipient's ID will default to their organization. When a user is assigned to
more than one ID, they can choose the recipient ID from the drop-down menu. Only one ID can
be selected and viewed at a time.

b) Recipient Name: Enter in all or part of the recipient organization’s name in the ‘Recipient Name’
field.

c) Recipient Alias: Enter in all or part of the recipient alias name.

d) TrAMS Status: Select the recipient organization’s status in TrAMS from the drop-down menu
provided under the ‘TrAMS Status’ field. Status options are ‘Active’, ‘Inactive’, or ‘New-Pending
Review’.

e) SAM Status: Select the recipient organization’s status in SAM.gov from the drop-down menu
provided under the ‘SAM Status’ field. Status options are: ‘Active’ or ‘Expired’.

f) Cost Center: Select a cost center (aka, a Regional Office or HQ office) from the drop-down menu
provided under the ‘Cost Center’ field. For recipient organizations, the user’s Recipient ID is
already associated with a cost center. If users are a user associated with multiple recipient
organizations across different FTA offices; then the cost center they choose must correspond
with the Recipient ID. Remember, this is not a required field.

I ] @ ™

WELCOME MY WORK (20) RECORDS REPORTS

View Recipient Profile | Search Recipients in TrAMS

Enter Search Criteria

Recipient ID

Input the 4-digit TrAMS reciplent ID (e.g. 1398)

Recipient Name

Input all or part of a reciplent organization's n

Recipient Alias

Input all or part of a recipient or
TrAMS Status

Active v

SAM Status

Cost Center

CANCEL CONTINUE

3) Once all desired search criteria have been entered, click the ‘Continue’ button.
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4) The ‘Search Results’ form will be displayed. To access the recipient record, click on the ‘Recipient ID’
hyperlink of the desired recipient organization. After selecting the hyperlink, the user will be taken
to the record of the Recipient Organization.

View Recipient Profile | Search Results

select a recplent to navigate to its dashboard

Recipient ID 1 Recipient Name Recipient Acronym UEI Recipient DUNS Recipient Cost Center SAM Status TrAMS Status

Transitcenter, Inc. TRAMS ] | ] 78300 EXPIRED Active
REVISE SEARCH |[aRel2

In most cases, only the user’s recipient organization will display. If users are associated with more than
one organization, they can only search for one organization at a time.

Recipient Organization names in the table are listed by their legal business name (from SAM) and then
the provided acronym.

4.2.2 Searching Recipient Organizations from Records Tab
Recipient organization profile(s) may be accessed from the ‘Records’ tab in TrAMS.

1) Click the Records tab in the navigation bar.
2) Click on the ‘Recipient Organization’ record type from the menu to view recipient organizations. The
results will display recipient organizations in which the user has assigned user roles.

a~ & = Y

WELCOME MY WORK (8) REPORTS

€IrAMS

Transit Award Management System

@ Applications / Awards 1 Recipient Organizations & Disadvantaged Business Enterprise (DBE) Reports
Q SEARCH  REGION / OFFICE | TRAMS STATUS v  SAMSTATUS - & Y-
RecipientiD  Recipient Name Recipient Acronym UEI Region / Office Organization Type TrAMS Status SAM Status Action
1079 MANATEE COUNTY AREA TRANSIT BRADENTON BCC GNCDADCGGL)3 Region 4 County Agency Active ACTIVE

Active ACTIVE

DISTRICT COLUMBIA DDOT GK2ZSUKSSYW1 Reglon 3 State Agency Active ACTIVE

& Recipient Document
& POC and Union Information

BTrams Website MHelp Page

3) In most cases, only one recipient organization will display. If a user has user roles for multiple
recipient organizations, each organization will display in the list.

4) Recipient Organization names are listed by their legal business name (from SAM), the provided
acronym, and then the four-digit recipient ID number.
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5) The results will display in Recipient ID order. Users may filter displayed records by using the search
box and typing the organization name in full or in part, or they can search by entering the four-digit
recipient/vendor ID number.

1Y

REPORTS

@Trams Website MHelp Page

€IrAMS

Transit Award Management System

B Applications / Awards 1t Recipient Organizations I Disadva ntaged Business Enterprise (DBE) Reports
Q 9900 © SEARCH  REGION/OFFICE v | TRAMSSTATUS v SAMSTATUS - & Y- ©
Recipient 1D Recipient Name Recipient Acronym UEI Region / Office Organization Type TrAMS Status SAM Status Action
TrAMS Transit Organization TRAMS TRAMSFAKEUE! Region 3 Transit Authrity Active ACTIVE :S;‘:“;\;'L::;"‘":.‘;"WWH

Records Per Page
200|250

Note: Users may enter the phrase they would like to search for in the ‘Search TrAMS Recipient
Organization’ field and click on the ‘Search’ button to initiate the search.

6) Click on the recipient organization’s ID which is a hyperlink.

s

REPORTS

@TrAMS Website PHelp Page

€IrAMS

Transit Award Management System

B Applications / Awards 1 Recipient Organizations M Disadvantaged Business Enterprise (DBE) Reports
Q 9900 © SEARCH  REGION/OFFICE v  TRAMSSTATUS > SAMSTATUS -~ & T z
Recipient ID Recipient Name Recipient Acronym UEl Region / Office Organization Type TrAMS Status SAM Status Action

¥ Recipient Documents

TrAMS Transit Organization TRAMS TRAMSFAKEUEI Region 3 Transit Authority Active ACTIVE N
= = ’ % POC and Union Information

Records Per Page
011 200|250

7) The user will be taken directly to the selected recipient organization record’s ‘Summary’ page.
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TrAMS Transit Organization | TRAMS | 9900
TrAMs Profile information hd
Recipient ID TrAMS Status
9500 Active
Recipient Acronym Geographic Location Code
TRAMS
Recipient Alias NTD Code
Recipient Cost Center Is MPO?

78300 No

Is State DOT? Recipient ID of MPO
"o

Recipient OST Type Is DBE?

Transit Authority No

DAIMS Business Type Assistance?

Small Business No

Is Designated Recipient? DBE Tier

No Tier 2

Legal Business Name SAM Status

TrAMS Transit Organization ACTIVE

DBA Name SAM Expiration Date
UEI SAM Website

4.3 View Recipient Organization Records

4.3.1 Overview

Each Recipient profile has dashboards to view information and a series of related actions. The following
section covers the different information that may be viewed. Information is outlined moving left to right
as shown below. The tab selected is highlighted by the blue box and arrow.

TrAMS Transit Organization | TRAMS | 9900

Summary Applications/Awards TrAMS Users Locations Designated Recipient Related Actions

4.3.2 Summary

The ‘Summary’ page is the landing page after selecting an organization record to view. The ‘Summary’
page is in a read-only format for all users. It contains high-level information concerning the organization
including:

e TrAMS Profile Information

e SAM Profile Information

e Payment Information

e Locations
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TrAMS Transit Organization | TRAMS | 9900 RECIPIENT DOCUMENTS
TrAMs Profile information A\
Recipient ID TrAMS Status
9500 Active
Recipient Acronym Geographic Location Code
TRAMS
Recipient Alias NTD Code
Toaws Transi
Recipient Cost Center Is MPO?

78300 No

Is State DOT? Recipient ID of MPO

No

Recipient OST Type Is DBE?

Transit Authority No

DAIMS Business Type Assistance?

Small Business No

Is Designated Recipient? DBE Tier

No Tier 2

Legal Business Name SAM Status

ToAMS Transit Crganizaton acTive

DBA Name SAM Expiration Date
osrasranas

UEI SAM Website

TRAMSFAKEUE wink o 5w website

Recipients are responsible for changes to the SAM profile information and must be made directly in
SAM. TrAMS is synced nightly with SAM. Users can also update their recipient organization’s SAM
information by clicking on the Sync Recipient Organization with SAM related action.

If a recipient is identified as a Self-Governing Tribe, TrAMS will display a banner on the Recipient
Summary Page stating this. See Related Action: Recipient Details and Payment Codes for details.

TrAMS Profile Information

B This is a Self Governing Tribe.

‘

Recipient ID TrAMS Status

9900 Active

Recipient Acronym Geographic Location Code
TRAMS

Recipient Alias® NTD Code

TrAMS Transit

Recipient Cost Center Is MPO?

78300 No

Is State DOT? Recipient ID of MPO
No

Recipient OST Type Is DBE?

Indian Tribe No

DAIMS Business Type Assistance?

Small Business No

Is Designated Recipient? DBE Tier

No Tier 2

4.3.3 Applications / Awards

The Applications / Awards option will populate a list of all Applications and Awards that are associated
with a recipient organization; this includes both active and closed Awards. A grid/table will populate
listing associated with the organization. The list provides the Application/Award number or Federal
Award ldentification Number (FAIN), the Application name, person last updated by, last update date,
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and the current status of the Application/Award. Each amendment associated with an Award will be
displayed separately.

To view recipient ‘Applications/Awards’ from the Recipient organization profile:

Click on the ‘Applications/Awards’ form the navigation bar.

«

WELCOME My

TrAMS Transit Organization | TRAMS | 9900

ummary | [RSSSISHIREPEVEIRE | TraMs Users  Locations  Designated Recipient
Recipient Information v

Recipient ID

9900

DUNS

999999999

Applications/Awards v

Award with Amendment Number @ Award Name © Email Last Updated By Last Updated Date 1 status

FL-2025-017-0C Add Calculations to FFRs as Warnings Test a.cantrell.ctr@dot.gov Annelise Cantrell Apr 23.2025 Obligated / Ready for Execution
test fta-appia Charu Recipient Apr22.2025 In-Progress

FL EDD UAT Demo - Annelise fta-appiantes Nidhi FTA Apr 16.2025 Active / Budget Revision In-Progress

(Execute) a.cantrell.ctr Annelise Cantrell In-Progress / Admin Amendment
it Operations Walkthrough fta-appiante: Ebonnee Recipient In-Progress
Cooperative Agreement Test alidia.clark@dot.gov Alicia Clark Mar 25, 2025 Obligated / Ready for Execution

The Award with amendment number will be displayed as a hyperlink and can be used to directly access
the Application/Award record. If there are no Applications/Awards, the grid will be empty.

Applications/Awards v
Award with Amendment Number @ Award Name @ Email Last Updated By Last Updated Date 1 Status

Add Calculations to FFRs as Warnings Test a.cantrell.ctr@dat.gov Annelise Cantrell Apr 23,2025 Obligated / Ready for Execution
test fea-appiantest-20@dot.gov Charu Recipient In-progress
EDD UAT Demo - Annelise fra-appiantest-94@dot.gov Nidhi FTA Active / Budget Revision In-Progress
Recip Docs #3 (Execute) a.cantrell.cr@dot.gov Annelise Cantrell In-Progress / Admin Amendment
FY25 FTA Grant Operations Walkthrough fia-appiantest-787@dot.gov Ebonnee Recipient Mar 27, 2025 In-Progress
Cooperative Agreement Test Alicia Clark Mar 25, 2025 Obligated / Ready for Execution
Create Master Agreement fia-appiantest-438@dot.gov Leslie Recipient Mar 25, 2025 In-Progress
FL.2025-015-00 Arun - Testing BR Deobligate Funds Disbursement fra-appiantest-16@dot gov Test User 16 Mar 25,2025 Active / Budget Revision Under Review
9900-2025-24 PoP Tooltip fia-applantest-508@dot. gov Annelise Reciplent Mar 19, 2025 Transmitted / Ready for FTA Review

Users can filter and sort on the various columns within the Applications grid. Users can filter by
ascending or descending order by clicking on the column header twice. Users can also sort by most
recently acted on by using the last updated date or sort by Application status.

When more than 25 Applications/Awards exist, use the arrows on the bottom of the page to display the
additional Applications.

CT-44-X004-00  Walk Bridge Design & NH Railyard Power Feb 24, 2015 Active (Executed)

CT-90-¥519-00  FY 2013 5307 Program of Projects Feb 23,2015 Active (Executed)

1-250f813 > »
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4.3.4 TrAMS Users

All active TrAMS users associated with the selected recipient organization can be found under the
recipient organization profile. User record information will display in a grid. If there are no users the grid
will be blank. Information displayed includes the user’s first and last name, contact information (email
and phone), and the user roles that have been assigned.

1) Click on ‘TrAMS Users’ from the navigation bar.

Recipient Information -

Recipient ID Recipient Name

9900 TrAMS Transit Organization
vEl Acronym

TRAMSFAKEUE! TRAMSFAKEUE!

DUNS

999999999

Users.

‘

First Name Last Name Email Phone User Roles

Submitter, 3900
Civil 00

Annelise Reciplent fta-applantest 908 @dot.gov (555)

Submitter TraMS submitter1 trams@email.com (123) 456-7910

T 134 a-applantest-134@dotgoy (555) 555-5555
est User 3 fta-applants dot.gov (555) il Right

Submitter, 9900

2) The active TrAMS users associated with the recipient will display. If there are no TrAMS users
associated, the grid will be empty.

3) This is a summary view only of the user; users may review more information about a user by
reviewing their profile. To modify user profile information, see the FACES User Guide .

Recipient Information

Recipient ID Recipient Name

9900 TrAMS Transit Organization
UEI Acronym

TRAMSFAKEUEI TRAMSFAKEUE!

DUNS

999999999

4. If a user has roles that are associated with multiple organizations, they can differentiate
each role title by referring to the organization’s four-digit recipient ID number.
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First Name Last Name Email Phone User Roles

Submitter, 9900

Civil Rights, 9900
Annelise Recipient fta-appiantest-908@dot.gov (555) 555-5555 Submitter, 1786

Official, 9900

FFR Reporter, 9900

Official, 9900
Attorney, 9900

Civil Rights, 9900
User Manager, 9300
FFR Reporter, 9900
MPR Reporter, 9900
Developer, 9900
Submitter, 9900

Submitter TrAMS submitter1.trams@email.com (123) 456-7910

4.3.5 Locations

Recipient organizations must be associated with at least one and may be associated with multiple,
urbanized areas (UZA), states and congressional districts. This information is important as it is used
during the development of Applications. Applications must define the place of the performance which is
in part associated with the UZA and applicable congressional districts.

The ‘Locations’ dashboard displays all the applied UZAs and congressional district(s).
To view the ‘Locations’ for a recipient organization:

1) Click on ‘Locations’ from the navigation bar.

TrAMS Transit Organization | TRAMS | 9900

Summary  Applications/Awards  TrAMS Users Designated Recipient  Related Actions

‘

Recipient Details

Recipient ID Recipient Name
9500 TrAMS Transit Organization
States and UZAs

Area Name UZA Code T UZA Code Status
Phoenix West-Goodyear-Avondale, AZ 043470 Current
California 060000 Current
San Diega, CA 060190 Current
Washington-Arlington, DC-VA-MD 110080 Current
Bradenton-Sarasota-Venice, FL 121190 Current
Fernandina Beach-Yulee, FL 124190 Current
Four Corners, FL 125050 Current
Virginia 510000 Current

10 ftems.

The following UZA codes: (129590 were not carried forward in the 2020 Census,

‘

Congressional Districts

Congressional District State

2) The ‘Urbanized Areas (UZA) and States’ section displays the UZAs, and states associated with the
recipient organization along with their status (Current or Discontinued) in the current census year.
Any discontinued UZAs in the current census year will also be listed in a message displayed below
the grid. If there are no UZAs and states associated, the grid will be empty. The user’s organization
should have at least one UZA populated to support future Applications/Awards.

To modify the UZA information, contact the FTA Supervisor (refer to section Related Actions:
Recipient Details and Payment Codes).
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3) The ‘Congressional Districts’ section displays all Congressional Districts associated with the recipient
organization. If there are no Congressional Districts associated, the grid will be empty. User’s
organization should have at least one Congressional District to support future Applications/Awards.
To manage the Congressional Districts, refer to Related Action: Manage Congressional Districts.

4.3.6 Designated Recipient

The Designated Recipient section is undergoing changes in the TrAMS system and is not currently active.
This section will be updated once implemented. The below describes the intent of this module.

The Designated Recipient option is visible to all users. This module will allow those recipient
organizations who have the principal authority and responsibility for suballocating specified formula
funds to states and urbanized areas (UZAs) to document the allocations (or splits) among the eligible
direct recipients within the urbanized area. If the recipient organization is a designated recipient, users
will see the funding programs and UZAs that are associated with the recipient of the ‘Designated
Recipient’ page.

TrAMS Transit Organization | TRAMS | 9900

Designated Recipient [EEELRCLES

Recipient Information

Reclpient ID Recipient Name

5500 TrAMS Transic Organization
uEl Acronym

TRAMSFAKEUEI TRAMSFAKEUE]

DUNS

559999599

Designated Recipient Details

Funding Program UZA Code Area Name
5307-24 510000 Virginia

531014 510000 Virginia

Select Fiscal Year

2025

No finalized Suballacations exist for this FY for your organization

All user roles including the read-only can “view” the information in this dashboard.

Note: If users do not see a UZA listed; they should check the recipient locations. If they confirm a UZA is
missing, they can contact the FTA office to update their location information.

Designated recipient details can only be updated by FTA after verifying that they have the appropriate
documentation for the requested changes.

In TrAMS, a recipient organizations profile can be tagged as designated recipients for the following
formula programs, which can be suballocated in TrAMS:

e Section 5307 — Urbanized Area Formula Program (5307-2A)

e Section 5310 — Formula Grants for Enhanced Mobility of Seniors & Individuals with Disabilities
(5310-1A)

e Section 5337 — State of Good Repair Formula Grants (5337)

e Section 5339 - Formula Grants for the Bus and Bus Facilities Infrastructure Investment Program
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Note: If users are a designated recipient their profile should indicate “yes” under the question ‘Is
Designated Recipient?’ If their profile information is not accurate, contact the FTA POC; only FTA has the
authority to update that piece of information.

TrAMS Profile Information v
Recipient ID TrAMS Status

1707 Active

Recipient Acronym Geographic Location Code

ANCHORAGE 020200130

Recipient Alias NTD Code
MUNICIPALITY OF ANCHORAGE 12

Other Government Agency
DAIMS Business Type
Special District Government

Is Designated Recipient?

Recipient Cost Center 1s MPO?

75000 Yes

Is State DOT? Recipient ID of MPO
No 1707

Recipient OST Type 15 DBE?

Yes
Assistance?
Yes

DBE Tier

Yes Tier1

To view the designated recipient details for a recipient organization:

1) Click on the ‘Designated Recipient’ tab.

TrAMS Transit Organization | TRAMS | 9900

Summary  Applicetions/Awards  TrAMS Users  Locations [EIEEEIRNGLECLIUNN Relsted Actions

Recipient Information

|

Recipient ID Recipient Name

9900 TrAMS Transit Organization
uEl Acronym

TRAMSFAKEUEI TRAMSFAKEUE!

DUNS

999999999

Designated Recipient Details

|

Funding Program UzA Code Area Name
530724 510000 Virginia
5310-14 510000 Virginia

|

View Suballocations.

Select Fiscal Year

2025 -

Ne finalized Suballocations exist for this FY for your organization

2) The formula programs associated with the designated recipient are listed and displayed in a grid
format under the ‘Designated Recipient Details’ section. If there are no formula programs associated
or the recipient organization is not a designated recipient, no grid will display.

4.3.7 Related Actions

4.3.7.1 Introduction

All users have access to view information about their assigned recipient organization. Certain
information may only be modified by specific user roles.

To view or modify, use the ‘Related Actions’ tab for the selected Recipient Organization. The following
actions are available only to recipient users:
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® Recipient Documents

e Civil Rights Information

e Certifications & Assurances
® Fleet Status

e Congressional Districts

e Direct Recipients

e POC and Union Information

e Sync Recipient Organization With SAM

# 4 =2 [

WELCOME MY WORK (14) RECORDS REPORTS

Transitcenter, Inc. | TRAMS | 9900

Summary  Applications/Awards  TrAMSUsers  Locations  Designated Recipient [EEEEGEYSuE

Recipient Documents
Manage Recipient Documents

Civil Rights Information
Manage Civil Rights Information

Certifications & Assurances
Manage Certifications and Assurances

Fleet Status
Manage Fleet Status Information

Congressional Districts
Manage Recipient's Congressional Districts

Direct Recipients
Manage Direct Recipients Associated with Designated Recipient

POC and Union Information
Manage Recipient's Points of Contact and Union Information

- T P = T T

Sync Recipient Organization With SAM
Sync with SAM System to Update Organization's SAM Information

4.3.7.2 Related Action: Recipient Documents
TrAMS users have the ability to manage documentation for their assigned recipient organizations.
To view recipient documents:
1) Click on Related Actions in the navigation bar.
2) Click ‘Recipient Documents’ from the menu.

3) The Recipient Organization |Recipient Documents page will display. Documents migrated from
TEAM or added to TrAMS will display in a grid. If there are no documents, the grid will be blank. To
search for a specific document, input the relevant search criteria within the search bar and filters. To
view a previous uploaded document on the ‘Recipient Documents’ page, click on the hyperlink
under the ‘Document File Name’ column.
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TrAMS Transit Organization | TRAMS | 9900

Summary  Applications/Awards  TrAMSUsers  Locations  Designated Recipient [l cid

Recipient Details v
Recipient ID Recipient Name
29008 TrAMS Transit Organization
Recipient Documents v
Filters
Document File Name and Description Document Context
Document Type
Document File Name Document Context Document Type Document Description Date Uploaded L Uploaded By
Authorizing Resolution for TrAMS Transit Organization.pdf Legal Authorizing Resolution TrAMS Transit Organization Authorizing Resolution 1142012024 fia-appiantest-787@dotgav
Cert & Assurances General TTO Certs & Assurances for FY2023 11/15/2024 fra-appiantest-787@dot gov
Fleet Light Rail Fieet Details FY2025 Light Rail Fleet document 111572024 fia-appiantest-787@dot gov
Legal Opinian of Counsel Test 82712024 fia-appiantest-19@dat gov
Fleet Status for FY23.doc Flest Flest Status Fleet Status Details FY23 7024 acantreil.ar@dotgov
Test Document doce CODES General this s a new document 7212024 fia-appiantest-94@dat gov
testdoct General General TestDoc1 7202024 fis-appiantest-19@dot gov
Testl docx Lobbying Lobbying Disclosure Loiabying Disclosure Document 12/2012022 test submitter@email.com

8iems

DD DOCUMENT

4) Click the ‘Close’ button to return to the ‘Related Actions’ menu.

4.3.7.2.1 Add Recipient Profile Documents

1. Click the ‘Add Document’ button to upload a document for the recipient organization.

2. The ‘Add Documents’ page will display:

Recipient Documents v

Filters

Document File Name and Description Document Context

Document Type

Document File Name Document Context Document Type Document Description Date Uploaded I Uploaded By
Authorizing Resolution for TrAMS Transit Organizationpdf  Legal Autharizing Resolution TrAMS Transit Organization Authorizing Resolution 1172012024 fta-applantest-787@dot.gov
TTO Cents and Assurances.pdf Cert & Assurances General TTO Certs & Assurances for FY2023 11/15/2024 fta-appiantest-787@dot gov
Test1.docx Fleet Light Rail Fleet Details FY2025 Light Rail Fleet document 111512024 fta-appiantest-787@dot.gov
Test1.doox Legal Opinion of Counsel Test 8127/2024 fta-appiantest-19@dot gov
Fleet Status for FY23.docx Fleet Fleet Status Fleet Status Details FY23 1772024 a.cantrel ot.gov

Test Document.docx CODES General this is a new document fta-appiantest a@dot.gov
test.docx General General Test Doc 1 7/2/2024 fta-appiantest-19@dot.gov
Test1.docx Lobbying Lobbying Disclosure Lobbying Disclosure Document 1272002022 test.submitter@email.com

Bitems

DD DOCUMENT ‘

a) Select the ‘Document Context’ from the drop-down list of values.

b) After selecting the ‘Document Context’, the ‘Document Type’ field will populate. Select a
‘Document Type’ value from the drop-down list. Once the combination is selected,
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informational text will appear below the ‘Document Type’ field to describe which documents
should be uploaded under that type.

Recipient Details
Recipient ID Recipient Name

9900 5 TrAMS Transit Organization

Upload New Document

*Document Context  Legal

te

*Document Type | Opinion of Counsel

cument type that best fits the uploaded dacument

@ Uupload Opinion of Counsel document that identifies the legal authority of the grant applicant to apply for. receive. and manage an FTA grant

* Document
Description

*Select Document  ypioan [}

m CAMCEL

c)
d) Provide a description of the document in the ‘Document Description’ field.

e) Use the ‘Upload’ button to select a document. Users can also drag and drop documents to the
field.

*Select Document  upiono [}

Note: There are two required Document Types that must be uploaded to the Recipient Documents related
action in order for users to be able to move forward in the application process. The Document Types
“Authorizing Resolution” and “Opinion of Counsel” must be uploaded under the “Legal” Document
Context. If one or both documents are missing from this grid, the user will see a warning banner alerting
them to which documents are missing:

Recipient Details v

Recipient Name

Recipient ID

99005 TrAMS Transit Organization

|

Recipient Documents

This Recipient is Missing Required Document(s):

= Legal - Opinion of Counsel
+ Legal - Authorizing Resolution

Filters.

Document File Name and Description Document Context

Document Type
Document File Name Document Context Document Type Document Description Date Uploaded L Uploaded By Email
TTO Certs and Assurances.pdf Cert & Assurances General TTO Certs & Assurances for FY2023 1171572024 Ebonnee Recipient fta-applantest-787@dot.gov.
Test!.docx Fleet Light Reil Fleet Details FY2025 Light Rail Fleet document 1171572024 Ebonnee Recipient fta-appiantest-787@dot.gov
Fleet Status for FY23.docx Fleat Fleet Status Fleet Status Details FY23 717/2024 Annelise Cantrell a.cantrell.ctr@dotgov
Test Document.docx copEs General this is a new document 71272024 Nidhi FTA fta-appiantest-94@dot.gov
testdocx General General Test Doc 1 212024 Charu FTA fta-appiantest-19@dot.gov
Test!.docx Lobbying Lobbying Disclosure Lobbying Disclosure Document 12/2012022 John TraMs test submitter@email.com

6 items

ADD DOCUMENT CLOSE

Page 73



Federal Transit Administration
TrAMS User Guide - Recipient

(A

o/

4.3.7.2.2 Delete Recipient Profile Documents

2) To delete a document that was just uploaded prior to selecting the save button, the user can either:
a) Place the cursor over the newly uploaded document the document icon will display an “X”;

select the “X” to proceed with deleting; or
b) The user can select the ‘Cancel’ button to return to the ‘Recipient Documents’ page without

saving the document.

* Select Document documents
DOCX - 1247 KB

ximum file size

save [ReNady

Note: Once a document has been uploaded and saved, it cannot be deleted. Contact the FTA POC to
delete documents.

c) Use the ‘Save’ button to complete the document upload process.

TrAMS Transit Organization | TRAMS | 9900

Summary  Applicetions/Awards  TrAMSUsers  Locations  Designated Recipien: [EEGENSTNSRRE

|

Recipient Details
Reclplent Name
%5008 TrAMS Transit Organization

Upload New Document v

Recipient ID

*Document Context  Fleet

*Document Type  Flee

Description

#Select Document Fleet Status for FY23
DOCX - 11.76 K

Marimum file size 1GB

m CANCEL

Note: The table below describes the crosswalk for values listed under ‘Document Context’ and
‘Document Type’. For example, when the user selects ‘Civil Rights’ from the ‘Document Context’
dropdown, the user will also see and be able to select the values under ‘Document Type’ dropdown
shown below. Note that documents migrated from TEAM, where no context or type was provided, will
display with “General.”

Table: Document Contexts and Types for Recipient Documents

Document Context Document Type
General General
Cert & Assurances General
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Civil Rights General
Civil Rights EEO Program
Civil Rights Title VI
Civil Rights DBE Program
Civil Rights DBE Goal
Oversight General
Triennial Review General
Legal General

Designated Signature of
Legal Authority
Legal Opinion of Counsel
Legal Authorizing Resolution
Legal Designated Recipient
Fleet Fleet Status
Fleet Fixed Route Fleet Details
Fleet Paratransit Fleet Details
Fleet Light Rail Fleet Details
Fleet Commuter Rail Fleet Details
Fleet Heavy Rail Fleet Details
Fleet Ferry Fleet Details
Fleet General
Lobbying Lobbying Disclosure

3) To view a previously uploaded document that is displayed on the ‘Recipient Documents’ page, click
on its hyperlink under the ‘Document File Name’ column. (Note: users are not required to select the

checkbox.)
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Filters

Document File Name and Description Document Context

Document Type

Document File Name Document Context Document Type Document Description Date Uploaded L Uploaded By
[Frorars RESGILTION for TTAMS Transit Organizationpar]  Legal Authorizing Resolution TrAMS Transit Organization Authorizing Resclution 1112012024 fra-applantest.787@dot gov

TTO Certs and Assurances. pdf Cert & Assurances General TTO Certs & Assurances for FY2023 111542024 piantest-787@dol.gov
Test1.docx Fleet Light Rail Fleet Details FY2025 Light Rail Fleet document 11/15/2024

Testt.docx Legal Opinion of Counsel Test 12772024

Fleet Status for FY23.docx Fleet Fleet Status Fleet Status Details Fy23

Test Document.docx CODES General this is a new document /212024 fta-appiantest-94@dot.gov

test.doc General General Test Doc 1 71212024 fia-appiantest-15@dot gov

Test!.docx Lobbying Lobbying Disdosure Lobbying Disclosure Document 12/20/2022 test.submitter@email.com

Bitems
o]

4.3.7.3 Related Action: Civil Rights Information

Refer to the Civil Rights Management section to learn about the Civil Rights Information related action
in context.

4.3.7.4 Related Action: Certifications & Assurances

Recipients must certify that they are in compliance with Federal transit laws as well as Federal cross-
cutting requirements prior to FTA making an Award. Certification & Assurances (C&As) must be
submitted electronically via TrAMS.

The C&As module:

e Allows users to view current and past C&As.

e Allows users to certify the current fiscal year.

e Allows users to correct or update the current fiscal year C&As.
e Prohibits corrections to past fiscal years.

User Roles:

e All TrAMS user roles can view the C&As.

e The Official user role executes only for the Official.

e The Attorney user role executes only for the Attorney.

e A user may be given authority to have both the ‘Official’ and ‘Attorney’ user roles to certify; this

is referred to as “certifying on behalf of both” for an organization. Refer to Certify on Behalf of
Both the Official and Attorney for more information.

4.3.7.4.1 View the C&As
1) Find the Recipient Organization Profile.
2) Click on Related Actions in the navigation bar.
3) Click on ‘Certifications & Assurances’ from the menu options.

4) The ‘Certifications and Assurances’ form will display for the users’ recipient organization.
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a) Use the provided drop-down menu under ‘Select Fiscal Year’ to select the fiscal year of the C&A
to be viewed. Only the current fiscal year, plus the past nine fiscal years will display (a total of
ten fiscal years are available to be viewed).

b) Click the ‘Continue’ button.

TrAMS Transit Organization | TRAMS | 9900

Summary Applications/Awards TrAMS Users Locations Designated Recipient Related Actions
TrAMS Transit Organization | Certifications and Assurances v

-

* Select Fiscal Year

CANCEL CONTINUE

5) If the Certifications & Assurances have not yet been published for a fiscal year, users will receive a
warning message:

Miami Beach, City Of | Certifications and Assurances

2018 "

* Select Fiscal Year

C&A's not published for FY2018

cANCE m

6) If the C&As are published, a read-only version of the ‘FY [current FY] C&A Affirmations’ form for the
selected fiscal year will populate.

If the C&As have not been completed by the recipient for the current fiscal year, this entire form will
be read-only and display incomplete fields. An example of an incomplete field is a Certification Date
displayed as N/A or categories only displaying red circles (indicating not certified).
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

MY WORK (1)

TrAMS Transit Organization | TRAMS | 9900
Summary Applications/Awards TrAMS Users Locations Designated Recipient

Certifications & Assurances | FY 2021 C&A Affirmations

Certification and Assurance Information v

Fiscal Year 2021 Original Certification N/A

) Dat
Assigned Date 4/30/2021 ate
Latest Certification N/A

712942021
Due Date 7/29/202 Date

Published Certifications and Assurances 4

FTA CERTIFICATIONS AND ASSURANCES

Public Transportation Agency Safety Plan (PTASP)

|

Applicants and recipients of Section 5307 grants and rail transit agencies that are subject to the State Safety Oversight Program must certify to Category 2: Public Transportation Agency Safety Plans (PTASP). The
deadline for certification was July 20, 2020, however, in light of the extraordinary challenges presented by the COVID-19 public health emergency, FTA issued a Notice of Enforcement Discretion for the PTASP
regulation (49 CFR Part 673). FTA will refrain from taking enforcement action until July 21, 2021 for applicants and recipients unable to certify compliance with the PTASP regulation before July 20, 2021. While
applicants and recipients are encouraged to certify compliance as soon as reasonably practicable under the current circumstances caused by the COVID-19 public health emergency, those who do not certify
compliance until July 20, 2021 remain eligible for Chapter 53 grant funds.

List of All Applicable Agencies

PTASP Technical Assistance Center

|

Certifications and Assurances

Certification History

Certification Date: In-Progress -
Category T Title Certified
o1 REQUIRED CERTIFICATIONS AND ASSURANCES (-]
02 PTASP e
03 PRIVATE SECTOR PROTECTIONS (-]
04 DEMAND RESPONSIVE SERVICE -]
05 ROLLING STOCK REVIEWS AND BUS TESTING (-]
07 INTELLIGENT TRANSPORTATION SYSTEMS -]

The Certifications and Assurances Information Critical Dates:

1)
2)

3)

Fiscal Year: This will reflect the Fiscal Year that users selected on the prior form.

Assigned Date: This is the date that FTA published the C&As in TrAMS (note that it may be
different than the date indicated on the FTAs website).

Due Date: reflects FTA guidance to complete the C&As within 90 dates from date of publication
in TrAMS.
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Certifications & Assurances | FY 2021 C&A Affirmations

Certification and Assurance Information v

Fiscal Year 2021 Original Certification N/A
Date

Assigned Date 4/30/2021
Latest Certification N/A
Date

Published Certifications and Assurances v

FTA CERTIFICATIONS AND ASSURANCES

Due Date 7/29/2021

Public Transportation Agency Safety Plan (PTASP)

|

Applicants and recipients of Section 5307 grants and rail transit agencies that are subject to the State Safety Oversight Program must certify to Category 2: Public Transportation Agency Safety Plans (PTASP). The

4) Original Certified Date: This date will populate only once both the Official and Attorney have
PINed in TrAMS. The Initial Date Certified Date does not change.

Last Certification Date: The last certification date will be the same as the original certification
date the first time the organization certifies. The Last Recertified Date will update if the
organization updates any categories or documents, and both the Official and the Attorney have
recertified.

Both the Official and Attorney must certify or PIN for the Latest Certification Date to populate
and be considered complete. Each recertification is tracked. See the recertification process

below.
|
Certification History

Certification Date: In-Progress -

Certification Date: In-Progress

01 REQUIRED CERTIFICATIONS AND ASSURANCES [-)
02 PTASP -]
03 PRIVATE SECTOR PROTECTIONS -}
04 DEMAND RESPONSIVE SERVICE e
05 ROLLING STOCK REVIEWS AND BUS TESTING =
07 INTELLIGENT TRANSPORTATION SYSTEMS (]
08 INTEREST, FINANCING, AND LEASING COSTS (]
09 TRANSIT ASSET MGMT AND RECIP. SAFETY PLANS =

To read the full narrative of each category, under “Published Certifications and Assurances” there is a
link to direct users to the list of the current and past published Certifications and Assurances and
instructions.
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Certifications & Assurances | FY 2021 C&A Affirmations

Certification and Assurance Information v

Fiscal Year 2021 Original Certification N/A
Date

Assigned Date 4/30/2021
Latest Certification N/A
Date

Published Certifications and Assurances v

| FTA CERTIFICATIONS AND ASSURANCES |

Due Date 7/29/2021

Public Transportation Agency Safety Plan (PTASP)

|

Applicants and recipients of Section 5307 grants and rail transit agencies that are subject to the State Safety Oversight Program must certify to Category 2: Public Transportation Agency Safety Plans (PTASP). The

4.3.7.4.2 Complete C&A Certifications

To complete the certification of the C&As, it requires two independent actions. The C&As are workflow-
based and are initiated by the Official User. The second action is taken by the Attorney user role. There
is no task in the task tab; the Attorney will only receive an email notification once the Official has
certified. The Official asserts to the certifications and the Attorney affirms the certifications. FTA does
allow for one individual to take action in TrAMS “On Behalf of Both” the Official and Attorney. This is
common when outside legal counsel supports an organization.

Initiate CA& Certification

1) Login as the Official User.

2) Locate the Recipient Organization Profile.

3) Click on Related Actions in the navigation bar.

4) Select the Certification and Assurances option from the available menu.

5) A form will populate to select the fiscal year to certify; select the current fiscal year.

6) The C&A’s form will populate and display checkboxes next to each C&A category. Boxes will only
display if users have the Official User Role.

7) Category #1 is a required selection. An error message will display and users cannot certify until it
is selected.

8) Check applicable boxes.

Note: The Certified circle will remain red until users complete certification, by entering their PIN. Once
certified, the circle will change to a green circle with a checkmark
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

MY WORK (1) RECORDS

Applicants and reciplents of Section 5307 grants and rail transit agencies that are subject to the State Safety Oversight Program must certify to Category 2: Public Transportation Agency Safety Plans (PTASP). The
deadline for certification was July 20, 2020, however, in light of the extraordinary challenges presented by the COVID-19 public health emergency, FTA issued a Notice of Enforcement Discretion for the PTASP
regulation (49 CFR Part 673). FTA will refrain from taking enforcement action until July 21, 2021 for applicants and recipients unable to certify compliance with the PTASP regulation before July 20, 2021. While
applicants and recipients are encouraged to certify compliance as soon as reasonably practicable under the current circumstances caused by the COVID-19 public health emergency, those who do not certify
compliance until July 20, 2021 remain eligible for Chapter 53 grant funds.

List of All Applicable Agencies

PTASP Technical Assistance Center

Certifications and Assurances

|

Certification History

Certification Date: 5/1/2025 | Official: Nidhi Recipient | Attorney: Nidhi Recipient -
Category 1 Title Certified
01 REQUIRED CERTIFICATIONS AND ASSURANCES (]

0z PTASP =]

03 PRIVATE SECTOR PROTECTIONS -]

04 DEMAND RESPONSIVE SERVICE -]

05 ROLLING STOCK REVIEWS AND BUS TESTING -]

07 INTELLIGENT TRANSPORTATION SYSTEMS -]

08 INTEREST, FINANCING, AND LEASING COSTS @

9) Review the Certify Affirmation information. Confirm the name and title are properly displayed.

10) Enter the PIN (users will receive an error if users have not entered a correct PIN. If users need to
set the PIN, see User Management and Access.

11) Click on the Certify button.

12) The Attorney will now receive an email notification to complete certification.

7

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

Official's Name Jane Trams Certification Date 10/17/2018

Title Sr. Financial Analyst User PIN

13) Attorney Certifies

a) The Attorney User can follow the same steps of the Official to locate the certification. The
attorney will not see checkboxes and cannot make corrections.
1) To Certify, enter the user PIN in the provided field.
2) Click on Certify.
3) Confirm the certified date is now populated.

b) The Attorney can return the C&As to the Official if a correction is needed.
To Return the C&As to the Official:

1) Select the Return to Official Button.
2) The user will be prompted to confirm they want to return the C&As.
3) The user will be prompted to provide comments to the Official.

Certify Affirmation
Please note that this verification is being recorded under the name of:
Attorney's Name MarciAttorney1 SCRRA Certification Date 11/10/2017
Title None User PIN

‘ CANCEL H RETURN TO OFFICIAL CERTIFY

You will be directed to a new page to provide comments for the |
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4) The Attorney’s comments will populate in the email to the Official and display on the
C&As form.

Comments *

Please make additional selections for Asset Management Categoryi

Use this field to explain why the C&As are being returned.

BACK RETURN TO OFFICIAL

1) The Official must PIN the C&As again to return the C&As for the Attorney to complete
certification.

2) The Attorney will receive an email notification again and can follow the steps above to
complete certification.

3) Once certified the Original and Latest Certification Date will populate and the selected
categories will display with a green circle. The names of the certifying individuals will display
and the date certified.

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

a & e

WELCOME MY WORK (1) RECORDS REPORTS

Applicants and recipients of Section 5307 grants and rail transit agencies that are subject to the State Safety Oversight Program must certify to Category 2: Public Transportation Agency Safety Plans (PTASP). The
deadline for certification was July 20, 2020, however, in light of the extraordinary challenges presented by the COVID-19 public health emergency, FTA issued a Notice of Enforcement Discretion for the PTASP
regulation (49 CFR Part 673). FTA will refrain from taking enforcement action until July 21, 2021 for applicants and recipients unable to certify compliance with the PTASP regulation before July 20, 2021. While
applicants and recipients are encouraged to certify compliance as soon as reasonably practicable under the current circumstances caused by the COVID-19 public health emergency, those who do not certify
compliance until July 20, 2021 remain eligible for Chapter 53 grant funds.

List of All Applicable Agencies

PTASP Technical Assistance Center

Certifications and Assurances

|

Certification History

Certification Date: 5/1/2025 | Official: Nidhi Recipient | Attorney: Nidhi Recipient -
Category t Title Certified
01 REQUIRED CERTIFICATIONS AND ASSURANCES <
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Affirmation of Applicant

Affirmation of BY SIGNING BELOW, on behalf of the Applicant. | declare that it has duly authorized me to make these Certifications and Assurances and bind its compliance. Thus, it agrees to comply with all Federal statutes and regulations, and follow applicable
Applicant Federal guidance, and comply with the Certifications and Assurances s indicated on the foregoing page applicable to each application s Authorized Representative makes to the Federal Transit Administration (FTA) in Federal Fiscal Year 2020,
irrespective of whether the individual that acted on his or her Applicant's behalf continues to represent it

FTA intends that the Certifications and Assurances the Applicant selects an the other side of this document should apply to each Project for which it seeks now. or may later seek FTA funding during Federal Fiscal Year 2015.The Applicant affirms the
truthfulness and accuracy of the Certifications and Assurances it has selected in the statements submitted with this document and any other sub de that the Program Fraud Civil Remedies Act of 1986, 31 US.
3801 £t seq., and implementing U.S. DOT regulations, “Program Fraud Civil Remedies,” 43 CFR part 31, apply to any certification, assurance or sul made to FTA, The criminal provisions of 18 U.S.C. 1001 apply to any certification, assurance,
submission made in connection with a Federal public transpartation program authorized by 49 S.. chapter 53 or any other statute

In signing this document, | declare under penalties of perjury that the foregoing Certifications and Assurances, and any other statements made by me on behalf of the Applicant are true and accurate
Official's Name Nidhi Recipient
accept the above

Certification Date May 01, 2025

affirmation of Attorney v

by affirm to the Applicant that It has authority under State, local, or tribal government law. a5 applicable, to make and comply with the Certifications and Assurances as indicated on
ications and Assurances have been legally made and constitute legal and binding obligations on it.

Affirmation of s the undersigned Attorney for th above named Applicant, |
Applicant's Attorney the foregaing pages. | further affirm that. in my opinion. the Ce

I further affirm that. to the best of my knowledge. there is no legislation or litigation pending or imminent that might adversely affect the walidity of these Certifications and Assurances, or of the perfarmance of its FTA Project or Projects,

£ach Applicant for FTA funding and each FTA Grantee with an active Capital or Formula Project must provide an Affirmation of Applicants Attorney pertaining to the Applicants legal capacity. The Applicant may enter its signature in lieu of the
Attorney's signature. provided the Applicant has on file this Affirmation. signed by the attorney and dated this Federal fiscal year.

Attorney's Name Nidhi Recipient
accept the above

Certification Date May 01, 2025

CANCEL BEGIN RECERTIFICATION

4.3.7.4.3 Certify on Behalf of Both the Official and Attorney

This process allows for a single individual to certify the C&As in TrAMS. The user must be assigned both
user roles, Official and Attorney. To be assigned both TrAMS user roles, users must have the appropriate
delegation of signature authority.

When certifying on “Behalf of Both” a signed and dated copy of the C&As must be uploaded to the C&As
module at the time of certification. The exact same categories must be selected.

Typically, the Official PINs in TrAMS on behalf of the Attorney. The same process can be used if the
Attorney PINs on behalf of the Official.

To complete certification on behalf of both

1. Follow the steps to complete the certification provided above.
2. Select the applicable certifications.
3. Upload the document and provide a document description. Multiple documents may be added.

Existing Documents

Document Description Uploaded By Date i
No items available

Upload Documents

upload Description

Test Document %
DOCK - 11.7KB

© Add Document

4. Both the Official and the Attorney PIN fields will display
5. The PIN must be entered in each field
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6. Click on the Certify button.

Certify Affirmation

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

official's Name Nidhi Recipient Certification Date

Title Test Account User PIN

Affirmation of Attorney

Affirmation of As the undersigned Attorney for the above named Applicant. | hereby affirm to the Applicant that it has authority under St
Applicant's Attorney the foregoing pages. | further affirm that, in my opinion, the Certifications and Assurances have been legally made and constitut

e legal and binding obligations on it

I further affirm that. to the best of my knowledge. there is no legislation or litigation pending or imminent that might adversely affect the vali

ty of these Certifications and Assurances, or of the performance of its FTA Project or Projects.

Each Applicant for FTA funding and each F
Attorney’s signature, provided the Applicar

s on file this Affirmation. signed by the attomey and dated this Federal fiscal year.
Attorney's Name Nidhi Reciplent

NOT SIGNE

Certification Date May 01, 2025

certify Affirmation

Please note that this verification is being recorded under the name o
Attorney's Name  Nidhi Reclpient Certification Date 5/2/2025

Title Test Account User PIN

e. local, or tribal government law. as applicable. to make and comply with the Certifications and Assurances as indicated on

A Grantee with an active Capital or Formula Project must provide an Affirmation of Applicant’s Attorney pertaining to the Applicant's legal capacity. The Applicant may enter its signature in lieu of the

7. Confirm the correct names and dates populated

8. The document will display in a grid. The document may be viewed by selecting the hyperlink.
Documents added here only reside in the C&As module. Recipients should upload them here
versus adding C&As document to the Recipient Profile.

Existing Documents

Document Description Uploaded By Date Il

Test for User Guide Nidhi Recipient 05/02/2025

Affirmation of Applicant v

Affirmation of BY SIGNING BELOW, on behalf of the Applicant, | declare that it has duly authorized me to make these Certifications and Assurances and bind its compliance, Thus, it agrees to comply with all Federal statutes and regulations, and follow applicable
Applicant Federal guidance, and comply with the Certifications and Assurances as indicated on the foregoing page applicable to each application its Authorized Representative makes to the Federal Transit Administration (FTA) In Federal Fiscal Year 2020,
irrespective of whether the individual that acted on his or her Applicant's behalf continues to represent it

FTA intends that the Certifications and Assurances the Applicant selects on the other side of this document should apply to each Project for which it seeks now, or may later seek FTA funding during Federal Fiscal Year 2015.The Applic
truthfulness and accuracy of the Certifications and Assurances it has selected in the statements submitted with this document and any other submission made to FTA, and acknowledges that the Program Fraud Civil Remedies Act of 1986, 31 US.C.
3801 et seq.. and implementing U.S. DOT regulations. "Program Fraud Civil Remedies.” 49 CFR part 31, apply to any certification. assurance or submission made to FTA. The criminal provisions of 18 U.S.C. 1001 apply to an
submission made in conn h a Federal public transportation program authorized by 49 U.S.C. chapter 53 or any other statute

certification, assurance, of

on v

In signing this document. | declare under penalties of perjury that the foregoing Certifications and Assurances, and any other statements made by me on behalf of the Applicant are true and accur

Official's Name

hi Recipient
| accept the above

Certification Date May 02. 2025

Affirmation of Attorney v

Affirmation of As the undersigned Attorney for the above named Applicant. | hereby affirm to the Applicant that It has authority under State, local, or tribal government law, as applicable, to make and comply with the Certifications and Assurances as Indicated on
Applicant's Attorney the foregoing pages. | further affirm that. in my opinion, the Certifications and Assurances have been legally made and constitute legal and binding obligations on it.

I further affirm that. to the best of my knowledge. there is no legislation or litigation pending or imminent that might adversely affect the validity of these Certifications and Assurances, or of the performance of its FTA Project or Projects.

ach Applicant for FTA funding and each FTA Grantee with an active Capital or Formula Project must provide an Affirmation of Applicant’s Attorney pertaining to the Applicant's legal capacity. The Applicant may enter its signature in lieu of the

y's signature, provided the Applicant has on file this Affirmation, signed by the attorney and dated this Federal fiscal year.

Attome,

Attorney's Name Nidhi Recipient
I 3ccept the above

Certification Date May 02

4.3.7.4.4 Recertify or Correct C&As
Corrections may only be made to the current fiscal year C&As.
1. Only the Official can initiate recertification.
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2. Follow steps to complete the certification provided above to proceed to the current fiscal year
certifications.

3. Upload revised documentation, if applicable.

4. Both the Official and Attorney must re-PIN to be in a certified status.

4.3.7.45 C&As and Your Grant Applications

All recipients must complete their C&As in TrAMS before FTA can make an Award (or amendment) in a
given fiscal year. The following explains how the C&As relate to the Applications and information about
the C&As during Application development:

= |f FTA has not published the C&As yet or if users have not certified yet, the system will flag that
the C&As are “missing” or not yet complete when users are working on a new Application or a
new amendment.

= There are no hard stops in the Application development process. This will not stop Application
development, transmission or submission.

= The status box will change to completed once users have certified to the Certifications and

Assurances.
Application Tasks for Completion Status
Annual C&As MISSING
Executive Summary COMPLETED
Project(s) Validated COMPLETED

= The example warning message will display when users are transmitting an Application for initial
review. This is not a hard stop; select the continue button to proceed with the action.

Warning Issues

1\ Warning

This application can pass Application Validation with the following issues, but they must be corrected prior to Award
- Your organization has expired or incomplete civil rights pragram compliances. Please update your civil rights programs (Recipient Organization Record, Civil Rights Information Related Action)

- Your organization has not approved C&A's for Fiscal Year 2018 (Recipient Organization Record, Certifications & Assurances Related Action).
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4.3.7.5 Related Action: Application Fleet Status

This related action is available for any Application / Award with rolling stock (fleet of buses, trains, etc.)
The information is determined by the fleet status at the time of Award execution. All users may view the
read-only fleet status information associated with an Application / Award they otherwise have access to.

1) Loginasa TrAMS user

2) Navigate to the Records tab

3) Click on the “TrAMS | Recipient Organizations”

a ~

WELCOME MY WORK (8)

B1rAMs Website (MHelp Page

€IrAMS

Transit Award Management System

B Applications / Awards I Recipient Organizations & Disadvantaged Business Enterprise (DBE) Reports
Q SEARCH  REGION/OFFICE v TRAMS STATUS v SAMSTATUS vllalvele
Recipient ID Recipient Name Recipient Acronym UEI Region / Office Organization Type TrAMS Status SAM Status Action
1079 MANATEE COUNTY AREA TRANSIT BRADENTON BCC GNCDADCGGLJ3 Region 4 County Agency Active ACTIVE

JENT OF TRANSPORTATION
1334 D b ! CONNDOT EEDSDPB3U7MS Region 1 State Agency Active ACTIVE

¥
14
¥
L4

1397 DISTRICT COLUMBIA pboT GK2ZSUKSSYW1 Reglon 3 State Agency Active ACTIVE
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4) Use the filters to identify a Recipient Organization

BTrAMS Website Help Page

€IrAMS

Transit Award Management System

@ Applications / Awards 1 Recipient Organizations T Disadvantaged Business Enterprise (DBE) Reports
© SEARCH  REGION/OFFICE - TRAMS STATUS - SAMSTATUS - & T- o
Recipient ID Recipient Name Recipient Acronym UEI Region / Office Organization Type TrAMS Status SAM Status Action

¥ Recipient Docume
& POC and Uniar

TrAMS Transit Organization TRAMS TRAMSFAKEUE! Region 3 Transit Authority Active ACTIVE

rmation

Records Per Page

50]100] 150| 200|250

5) Click on the Recipient Organization

TrAMS Transit Organization | TRAMS | 9900

TrAMS Profile Information

|

Recipient ID TrAMS Status

9900 Active

Recipient Acronym Geographic Lacation Code
TRAMS

Recipient Alias NTD Code

TrAMS Transit

Recipient Cost Center Is MPO?

78300 No

Is State DOT? Recipient ID of MPO
No

Recipient OST Type Is DBE?

Tr Authority No
DAIMS Business Type Assistance?
Small Business No

Is Designated Recipient? DBE Tier
No Tier 2

|

SAM Profile Information

Legal Business Name SAM Status
TrAMS Transit Organization ACTIVE
DBA Name SAM Expiration Date

09/28/2025

uEl SAM Website

6) Navigate to the list of related actions by clicking on the “Related Actions” tab

Transitcenter, Inc. | TRAMS | 9900
summary  Applications/Awards  TrA) Locations  Designated Recipient

Reclpient Documents
Wanage

Civil Rights Information
Manage Civil Rights Information
Assurances

tions and Assurances

Certificati
Manage Cer

Fleet Status

Manage Fleet Status Information
Congre
Wanage

onal Districts
Congressiona! Districts

Direct Recipients
Manage Direct Recipients Associated with Designated Recipient

POC and Unien Information
Wanage Recipient’s Points of Contact and Union Infarmation

. T T T T >

Sync Reciplent Orea
Sync it SAL Syscem

stion's SAM Information

7) Select “Fleet Status” related action
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Transitcenter, Inc. | TRAMS | 9900

Locations  Designated Recpient [EECEREIY

summary  Ap

Recipient Documents
Manage Recipient Documents

Civil Rights Information
Wianage Civil Rights Information
Certifications & Assurances

WManage Cersifications and Assurances

« = +* x| = =

Fleet Status
Manage Fleet Status Information

Congressional Districts
Hisnage Recipients Congressions! Districes

Direct Recipients
Manage Direct Recipients Associated with Designated Recipient

POC and Unien Infermation
Wianage Recipient's Points of Contact and Union Information

ion's SAM Information

8) Recipient Fleet Summary will be displayed

Fleet Status | Recipient Fleet Summary

Existing Fleet

Fleet Type Peak Requirement Spares Spare Ratio Contingency Pending Disposal Total View
Light Rail 100 10 10% 2 4 16 -
Other 10 1 10% 1 1 13 -
Fixed Route 2 0 0% 0 0 2 @
Commuter Rail 1 0 0% 0 0 1 @®
Paratransit 1 0 0% 0 0 1 -
Heavy Rail 1 0 0% 0 0 1 @

9) Click on the icon on the View column to see more information

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

Fleet Status | Recipient Fleet Summary

Fleet Type Peak Requirement Spares Spare Ratio Contingency Pending Disposal Total  View
Light Rail 100 10 10% 2 4 16

Other 10 1 10% 1 1

Fixed Route 2 0 0% 0 a 2
Commuter Rail 1 o % o a 1 @
Paratransit 1 0 0% [ 0 1 @
Heavy Ral 1 0 0% [ 0 1 e

Other Fleet Summary =

Description NA

I. Existing Active Fleet Il Existing Inactive Fleet
A Peak Requirement 10 A Contingency 1
B.Spares 1 B. Pending Disposal 1

€. Tatal Active Fleet 1 €. Total Inactive 2
(a+8) Fleet (A +8)
D. Spare Ratio (B/A) 10% Total Fleet (LC+11.C) 1

-
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4.3.7.6 Related Action: Manage Congressional Districts

The Congressional District information associated with a recipient organization may be managed by both
FTA and recipient organization users. Users may add and delete congressional districts. DOL users will
have view-only access.

To view congressional districts applicable to a recipient organization:

1) Click ‘Congressional Districts’.

Transitcenter, Inc. | TRAMS | 9900

Summary  Applications/Awards  TrAMS Users  Locations  Designated Recipien: [LEEISINGUE

Recipient Documents
Manage Recipient Documents

Civil Rights Information

Fleet Status
M3nage Fleet Statue nformation

Congressional Districts

Manage Recipient’s C

Direct Recipients
Manage Direct Recipients Associated with Designated Recipient

POC and Union Information
Manage Redipients Paints of Contact and Union Information

« « x| |r = = =

Sync Recipient Organization With SAM
Sync with SAM System to Update Organization's SAM Information
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2) The ‘Manage Congressional Districts’ form will be displayed.

Note: Users may click on the ‘U.S. House of Representatives Search’ link to find the appropriate
representative for a given congressional district. The system will direct users to the search
function on the U.S. House of Representatives website.

Manage Congressional Districts

Current Congressional Districts -

Congressional District State Delete

1 = Maryland - X
2 = District of Columbia - X
3 = American 5amoa - x
4 = Arizona - X
5 = California hd x
6 = Colorado - x
7 ~  Arkansas - x
8 = Colorado - x

3) Click on the ‘Cancel’ button to return to the ‘Related Actions’ menu.

4.3.7.6.1 Add or Update Congressional information
To update existing district information, users will need to delete and add the district again.
4) Click on Related Actions tab
5) Click on ‘Congressional Districts’ from the menu options.
6) The ‘Manage Congressional Districts’ form will display.
7) To add a new Congressional District:

a) Click the ‘Add Congressional District’ Link. All fields are required to save information. The system
will show the newly added district in the ‘Current Congressional Districts’ grid

b) Use the provided drop-down menu under the ‘Congressional District’ field to select a
congressional district number.

c) Use the provided drop-down menu under the ‘State’ field to select the state that the
congressional district is located in.

d) Enter the appropriate representative name for the new congressional district into the
‘Representative Name’ field.

Note: Users may click on the ‘U.S. House of Representatives Search’ link to find the appropriate
representative for a given congressional district. The system will direct users to the search function on
the U.S. House of Representatives website.

e) Click on the “Save” button to save the new congressional district.
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the editable grid below to add, update, and delete entries
Congressional District State Representative Name Delete
1 v Virginia v Congressional Represencative x
2 ~  California - x

© Add Congressional District

Visit the following site to find Congressional Districts by zip code:

U.S. House of Representarives Search

CANCEL m

4.3.7.6.2 To delete a congressional district
f) Select the checkbox for the congressional district to be removed.
g) Click the ‘Delete’ button. The system will remove the congressional district from the grid.

h) Click on the ‘Close’ button to return to the ‘Related Actions’ menu.

4.3.7.7 Related Action: Direct Recipients

For organizations that are Designated Recipients, users have the ability to view, add and delete direct
recipients. For organizations that are not Designated recipients, users have the ability to view
information.

Note that while Direct Recipients users can be added, the associated Designated Recipient Module and
Suballocation Module are not currently active. These sections will be updated once activated.

Recipient users can view the Direct Recipients associated with the organization; these recipients are
available for apportionment suballocations.

4.3.7.7.1 View Existing Direct Recipients
1) Click on the Related Action tab.

2) Click ‘Direct Recipients’ from the menu options.

Transitcenter, Inc. | TRAMS | 9900

Recipient Documents
Manage Recipient Documents

Civil Rights Information
ignts Information

Certifications & Assurances
Wianage Cartifications and Assurances

Congressional Districts
Manage Recipient's Congressional Districts

> w|wv|l+s = = = =

Direct Recipients
Wianage Direct Recipients Associated with Designated Recipient

POC and Union Information
Wianage Recipients Points of Contact and Union Information

sync Reciplent Organization With SAM
Sync with SAM System to Update Organization's SAM Information
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The ‘Manage Direct Recipients’ form will display. The direct recipients associated with the recipient
organization are listed and displayed in grid format.

Transitcenter, Inc. | TRAMS | 9900

Summary  Applications/Awards  TrAMS Users  Locations  Designated Recipien: [EECELSTEILLE

Transitcenter, Inc. | Manage Direct Recipients

Use the grid below to add and dslets Direct Rec

Recipient Id Direct Recipient Name uEl ouNs
| TRanSPORTATION, JEDEPT OF ] — x
© Add Recipier

4) If there are no direct recipients associated, the grid will be empty.

5) Click the ‘Cancel’ button to return to the ‘Related Actions’ menu.

4.3.7.7.2 Add a New Direct Recipient
1) Click on the ‘Add Recipient’ Link and enter the 4-digit Recipient ID and click the ‘Search’ button.

Transitcenter, Inc. | TRAMS | 9900

summary  Applicatio ds  TrAMSUsers  Lecations  Designated Recpient [EECEICEES

Transitcenter, Inc. | Manage Direct Recipients

below 10 add and delete Direct Recl

Add New Organization

Recipient ID

CANCEL

2) The ‘Add New Direct Recipient’ form will display. The direct recipient’s organizational details are
listed and any locations are displayed in grid format.

TrAMS Transit Organization | Manage Direct Recipients

‘

Add New Organization
Recipient ID

1395

Direct Recipient Organization Details

Grantee ID DUNS
1395
Name Organization Type
State Agency
UEI
Direct Recipient Locations
Location Type Address Address Line 2 City State Zip

There are no locations for this direct recipient

CANCEL m
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3) Click the ‘Add’ button to add the direct recipient. Users will return to the ‘Add New Direct Recipient’
form

Transitcenter, Inc. | Manage Direct Recipients

Add New Organization

Recipient ID

Direct Recipient Organization Details

Grantee ID DUNS

Name Organization Type

TransporTATION, INERT OF State Agency

UEI
Direct Recipient Locations

Address Line 2 City  State zip

OFFICE ENGINEER

4.3.7.7.3 Delete a Direct Recipient
1) Select the checkbox for the direct recipient to be remove.
2) Click the ‘Delete’ button. The system will remove the direct recipient from the grid.

3) Click on the ‘Cancel’ button to return to the ‘Related Actions’ menu.

4.3.7.8 Related Action: Recipient Details and Payment Codes

A recipient organization’s TrAMS profile information can be modified using this related action. Profile
information will be based on the latest sync with the SAM.gov site (refer to Related Action: Sync
Recipient Organization with SAM to sync the recipient organization with SAM). FTA staff with the
Regional ‘Supervisor’ role will be able to modify most of the recipient organization’s profile information,
such as Cost Center and UZA codes. Only FTA users with the ‘Vendor Setup’ role in the ‘Office of Budget
and Policy’ can modify the recipient’s payment information.

To edit the details for a recipient organization as the FTA Regional Supervisor:

1) Click ‘Recipient Details and Payment Codes’.

2) Users will be taken to the ‘Manage Recipient Profile Information’ form for the selected recipient
organization. Only fields under the ‘Required Information’ and ‘Geographical Information’ sections
will be editable. The ‘Self-Governing Tribes’ section will be read-only and will be marked as No for
the question ‘Is this a Self Governing Tribe’. This section will be editable only when OST Account

Type is selected as ‘Indian Tribe’. The ‘Payment Codes’ section will be read only. Modify any fields as
needed.
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

RECORDS

urgani
Summary  Applications/Awards ~ TrAMS Users  Locations  Designated Recipient
Manage Recipient Profile Information | TrAMS Transit Organization
OST Account Types
0ST Account Code T OST Account Type FTA Cost Center  FTA Regional Office 3 -
A Educational Institution (Public) DAIMS Business Type  Small Business hd
B School District Organization's MPO
DUNS
C Federal Agency
Organization's  TRAMS
D State Agency Acronym
= Multi State Group Organization's Alias ~ TrAMS Transit
F County Agency NTD Code
G Multi County Agency Geographic Location
ID
H Borough
Disadvantaged
n ol = Business Enterprise |
Required Information v
OST Account Types
OST Account Code OST Account Type FTA Cost Center  FTA Regional Office 3 v
K Port Authority DAIMS Business Type ~ Small Business -
L Airport Authority Organization's MPO
DUNS
M City
Organization's TRAMS
N Other Non-Profit Organization Acronym
o Large Business Organization's Alias  TrAMS Transit
P Small Business NTD Code
Indian Tribe I Geographic Location
ID
R Community Action Agency
Disadvantaged
S Sponsored Organization Business Enterprise
State DOT
T Transit Authority . L
Designated Recipient
& < 11-200f24 > » MPO
Assistance
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3) When the OST Account Type is selected as ‘Indian Tribe’, the ‘Self Governing Tribes’ section is
editable, and the regional supervisor can identify a recipient organization as a Self-Governing tribe.
To identify a Recipient Organization as a Self Governing Tribe,” select ‘Yes’ for the question ‘Is this a
Self Governing Tribe?’ Note that once a recipient organization is identified as a Self Governing Tribe
in TrAMS then the recipient users will no longer be able to create any new applications going
forward. Before identifying a recipient organization as a Self Governing Tribe, the FTA supervisor
should ensure that Recipient is no longer receiving FTA funds through TrAMS and should no longer
have any active awards.

I Q Indian Tribe I Geographic Location
1D
R Community Action Agency

T Disadvantaged
S Sponsored Organization Business Enterprise
State DOT

T Transit Authority . .
Designated Recipient
& < 11-200f24 > » MPO

Assistance

|

Self Governing Tribes

By Selecting 'Yes', you are acknowledging this Recipient is no longer receiving FTA funds through TrAMS, should no longer have any active awards, and will no longer be able to create new
applications in TrAMS.

Is this a Self Governing Tribe? @
No

Payment Codes

|

Also note that once a recipient organization is marked as a Self Governing Tribe then this will be
reflected on the Summary dashboard of the Recipient Organization record as well.

Recipient ID TrAMS Status

9900 Active

Recipient Acronym Geographic Location Code
TRAMS

Recipient Alias™ NTD Code

TrAMS Transit

Recipient Cost Center Is MPO?

78300 No

Is State DOT? Recipient ID of MPO
No

Recipient OST Type Is DBE?

Indian Tribe No

DAIMS Business Type Assistance?

Small Business No

Is Designated Recipient? DBE Tier

No Tier 2

4) The ‘Geographical Information’ section displays the UZAs currently saved to the recipient along with
their status in the current census year. Use the drop-down menu under ‘Filter by State’ to narrow
the list of UZAs shown in the grid to those in the selected state. The check boxes for the saved UZAs
will already be selected. Select or deselect UZA check boxes as needed. If a discontinued UZA is
selected, then a message will be displayed under the Geographical Information section listing that
UZA
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

Payment Codes

Echo Number werz
Tsc?
REQU?
opac?
Geographical Information -
Currently selected
UZA Code T uzaName UZA Code Status
UZAs
043470 Phoenix West-Goodyear-Avondale. AZ Current
060000 California Current
050190 San Diego. CA Current
064020 wisalia. CA current
110080 Wwashington-Arlington, DC-VA-MD current
121150 Bradenton-Sarasota-venice, FL current
124190 Femnandina Beach-Yulee, FL Current
125050 Four Corners, FL Current
129580 Sarasota-Bradenton, FL Discontinued
510000 virginia Current

10 items

The following UZA codes: (129590) were not carried forward in the 2020 Census.

Select State and UZA

|

5)

Once finished making changes, click the ‘Save’ button to save changes or the ‘Cancel’ button to
discard changes and return to the ‘Related Actions’ menu.

CANCEL SAVE

043470 Avondale-Goodyear, AZ
043710 Prescott Valley-Prescott, AZ
043930 Yuma, AZ-CA

1-250f746 > »

Note: Only FTA users with the ‘Vendor Setup’ role within the ‘Office of Budget and Policy’ group

can edit data in the ‘Payment Codes’ section.

To edit the payment codes for a recipient organization as a user with the ‘Vendor Setup’ role:

1)
2)

3)

Click ‘Recipient Details and Payment Codes’.

Users will be taken to the ‘Manage Recipient Profile Information’ form for the selected recipient
organization. Only the fields in the ‘Payment Codes’ section will be editable. The rest of the form will
be read only. Modify any fields as needed.

Once finished making changes, click the ‘Save’ button to save changes or the ‘Cancel’ button to
discard changes and return to the ‘Related Actions’ menu.

Payment Codes
Echo Number WeF?
TSC?
REQU?
OPAC?
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4.3.7.9 Related Action: POC and Union Information

The Point of Contact (POC) and Union information for an organization are stored to provide contact
information for an Application/Award. The system also uses POC information to send email notifications
about certain system activities (e.g. email reminders for C&A’s or notifications of Award execution tasks)
This information may also be used for FTA to send correspondence.

All users of the recipient organization will have access to view POC and Union information. Adding,
updating, and the deletion of POC and Union information are limited to recipient users that have the
‘User Manager’ role.

Refer to Civil Rights Management to better understand the information captured under the civil rights
information and the process for submitting and obtaining FTA reviews and concurrence on the civil
rights programs.
4.3.7.9.1 View POC and union information applicable to a recipient organization

1) Click on Related Actions tab

2) Click ‘POC and Union Information’ from the menu options.

3) The ‘Points of Contact’ form will display.

4) Any POCs associated with an organization will appear in the Points of Contact grid.

5) To filter on a particular recipient POC, users can search by the contact name, title, or the email
address, users must know part of all of this information for the search feature. Users can also
select the appropriate POC contact type from the drop-down menu provided under the ‘POC
Contact Type’ field. The display only shows the first 10 contacts, users may need to page over to
display additional information

TrAMS Transit Organization | TRAMS | 9900

summary  Applications/Awards ~ TrAMS Users  Locations  Designated Recipient [EEEIGERNaTsHE
Points of Contact

Search @ POC Contact Type
Search Results for Points of Contacts
Title T Contact Name Phone # Email Address POC Last Updated Date POC Last Updated By

| President Teddy Roosevelt (555) 555-5555 gdean@groundswell.com I 12/14/2021 Jane TrAMS

4.3.7.9.2 Add, Delete, or Edit/view a POC
1) To add a new POC click on the ‘New’ button.
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TrAMS Transit Organization | TRAMS | 9900

summary  Applications/Awards ~ TrAMS Users  Locations  Designated Recipient [EEEIGERNaTsHE
Points of Contact

Search@ POC Contact Type
Search Results g
Search Results for Points of Contacts
Title T Contact Name Phone # Email Address POC Last Updated Date POC Last Updated By
President Teddy Roosevelt (555) 555-5555 gdean@groundswell.com 12/14/2021 Jane TrAMS

2) Fill out the information on the Points of Contact. Users can click ‘Save Changes’ to create a new
POC or they can ‘Cancel Changes’ and return back to the Points of Contact form. All fields with an
asterisk (*) are a required field.

a) The Application Type: Select Yes or No. Select Yes, only if users are a State DOT.
b) Union POC: Select Yes or No. Select only if the user is a Union Representative. Selecting yes
will populate an additional required field to enter the name of the Union Organization.
¢) POC Contact Type options include the following:
e Chief Executive Officer (CEQ)
e Metropolitan Planning Organization (MPO)
e Equal Employment Opportunity (EEO)
e Disadvantaged Business Enterprises (DBE)

o Title VI

e Section 504
e ECHO

e Grants

e General FTA Issues
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Points of Contact

Basic Information

First Name *

Last Name *

Title *

Contact Information

Email *

Website Address

Application Type
Yes, Statewide Application
© o, not a Statewide Application

Union POC
Yes, this will be a Union POC

© No, this will not be a Union POC

POC Contact Type

Phone Number *

Alt Phone Number

Fax Number
Fax Number
Address Information
Address 1* Zip Code *
Address 2 Zip Ext
City * State *
CANCEL CHANGES SAVE CHANGES

3) To view or edit details on the POC, select the checkbox next to the contact to be viewed and then
click the ‘Edit’ button.

Search @ POC Contact Type

Search Results 7

Search Results for Points of Contacts

Email Address POC Last Updated Date POC Last Updated By

Title t Contact Name Phone #

President Teddy Roosevelt (555) 555-5555 gdean@groundswell.com 1211472021 Jane TrAMS

CLOSE || DELETE(1)
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4) To edit the form, update the information and click ‘Save Changes’ to return back to the Points of
Contact’ form. If sers are only viewing the information they can click on ‘Cancel Changes’ to return

back to the Points of Contact’ form.

Records ' Recipient Organization

Basic Information
First Name *
John
Last Name *
smith
Title *
Mr.
Union Name *

Union

Points of Contact

Trams Transit Organization | TRAMS | 9900 =

summary  Applications/Awards ~ TrAMS Users Locations Designated Recipient Suballocations News Related Actions

Application Type
Yes, Statewide Application
© No, not a Statewide Application
Union POC
© ves, this will be a Union POC

No, this will not be a Union POC

POC Contact Type

Contact Information
Email *

fake@fake.com

Website Address

Address Information
Address 1*

1234 Maple Avenue

Address 2

City *

Cityville

CANCEL CHANGES

Phone Number *
1234567890
Alt Phone Number
Fax Number
Zip Code *
12345

Zip Ext

State *

SAVE CHANGES

5) To delete a POC select the checkbox next to the contact the user would like to delete and then

click the ‘Delete’ button.
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Points of Contact

Search @ POC Contact Type
Search Results b
Search Results for Points of Contacts
Title 1 Contact Name Phone # Email Address POC Last Updated Date POC Last Updated By
President Teddy Roosevelt (555) 555-5555 gdean@groundswell.com 121472021 Jane TrAMS
CLOSE || DELETE (1) EDIT m

6) Click the ‘Close’ button to return to the ‘Related Actions’ menu.

4.3.7.10 Related Action: Sync Recipient Organization with SAM

Recipient organization details, such as addresses, are brought into TrAMS via a nightly sync with the
System for Award Management (SAM). If the recipient has updated organizational information in SAM,
any user can either sync with SAM immediately or wait for the nightly sync to occur.

NOTE: The UEl information in TrAMS may not be modified. Before taking any action related to the
organization’s UEI, contact the FTA POC. If changes are required to the TrAMS profile, payment, or
location information contact the FTA POC to make the desired corrections.

To sync a recipient organization’s system record with information on the SAM.gov website immediately:
1) Click on the Related Actions tab.

2) Click ‘Sync Recipient Organization with SAM’ from the menu options.

’, Sync Recipient Organization With SAM
Sync with SAM System to Update Organization's SAM Information

3) The system will update its information from SAM and display a success message.
4) Click on the ‘Close’ button in the message to return to the ‘Related Actions’ menu.

5) Confirm information has updated on the Summary.

4.3.7.11 Related Action: Designated Recipient Status

The Designated Recipient has the principal authority and responsibility for administrating the funding
apportioned to states and urbanized areas (UZAs) for specified formula funding programs. This includes
allocating the state or UZA’s annual apportionment amounts among direct recipients within the area.

In TrAMS, recipient organizations can be tagged as designated recipients for the following formula
funding programs:

e Section 5307 — Urbanized Area Formula Program (5307-2A)

e Section 5310 — Formula Grants for Enhanced Mobility of Seniors & Individuals with Disabilities
(5310-1A)

e Section 5337 — State of Good Repair Formula Grants (5337)
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A user with the FTA Regional Supervisor role will be able to set designated recipient status for any
recipient organizations in TrAMS.

To set designated recipient status for a recipient organization:

1) Click ‘Designated Recipient Status’.
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2) Users will be taken to the ‘Manage Designated Recipients’ form for the selected recipient
organization. The formula programs associated with the recipient organization are listed and
displayed in grid format.

TrAMS Transit Organization | Manage Designated Recipients

Designated Recipient Details

|

Designated Recipients are recipient organizations set up in TrAMS to manage the allocation of formula funds for a particular state or urbanized area. These organizations then suballocate funds to Direct Recipients in
the state or urbanized area.

Current Associated Programs and UZAs

UZA Code Area Name ‘ Funding Program
510000 Virginia 5307-2A
510000 Virginia 5310-1A

ADD UZA CODE

‘ CLOSE |

3) If the organization is not set as designated recipient for any formula programs, the grid will be
empty.

4) Click the ‘Add UZA Code’ button to begin adding a formula program to the recipient organization.

5) The form will expand to display the ‘Select States/UZAs’ section. Use the drop-down menu provided
under the ‘Available Funding Programs’ to select a funding program.

‘

Designated Recipient Details

Designated Recipients are recipient organizations set up in TrAMS to manage the allocation of formula funds for a particular state or urbanized area. These organizations then suballocate funds to Direct Recipients in
the state or urbanized area.

Current Associated Programs and UZAs

UZA Code Area Name Funding Program
510000 Virginia 5307-2A
510000 Virginia 5310-1A

Select States / UZAs

‘

Available Funding Programs

CANCEL

CLOSE
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6) The ‘Filter by State’ field and ‘Available States/UZAs’ grid will be shown after users select a program.
Use the drop-down menu under ‘Filter by State’ to narrow the list of UZAs shown in the ‘Available
States/UZAs’ grid to those in the selected state.

Select States / UZAs 4

Available Funding Programs

5307-2A -
Filter by State
Virginia -

Available States / UZAs *

UZA Code Area Name

510001 Virginia

510080 Washington-Arlington, DC-VA-MD
510370 Virginia Beach-Norfolk, VA
510560 Richmond, VA

Note: An organization can be the designated recipient for multiple areas (states/UZAs) for a given
funding program.

7) Select the check box(es) for the UZAs to be added to the selected formula program and then click
the ‘Save’ button.

8) A success message will be displayed and the selected UZAs will now be shown under the ‘Designated
Recipient Details’ grid.

Success! v

0 |

ucce ed h,

&
‘

Designated Recipient Details

Designated Recipients are recipient organizations set up in TrAMS to manage the allocation of formula funds for a particular state or urbanized area. These organizations then suballocate funds to Direct Recipients in
the state or urbanized area.

Current Associated Programs and UZAs

UZA Code Area Name Funding Program
510000 Virginia 5307-2A
510000 Virginia 5310-1A
510370 Virginia Beach-Norfolk, VA 5307-2A
510080 Washington-Arlington, DC-VA-MD 5307-2A
510560 Richmond, VA 5307-2A

1-50f5

ADD UZA CODE

Note: An organization can also be the designated recipient of the same state/UZA for multiple funding
programs.

9) If users want to delete funding program association, select one or more check boxes for the UZAs
saved in the grid to activate the ‘Delete Selected’ button. Click this button to delete any selected
UZAs.
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10) Click the ‘Close’ button to return to the ‘Related Actions’ menu.

4.4 Civil Rights Management

4.4.1 Overview

Pre-award submission of four civil rights programs are tracked in TrAMS:

1) Equal Employment Opportunity (EEQ) Program

2) Disadvantaged Business Enterprise (DBE) Program
3) DBE Goal

4) Title VI of the Civil Rights Act of 1964.

There are several Related Actions and Reports in TrAMS related to Civil Rights. This section shows
how to view and update each of those as they relate to Recipient Civil Rights Programs.

The Civil Rights Information Related Action is central to work conducted by Civil Rights users in
TrAMS. It allows Recipient Civil Rights users to submit Program Plans and corrections, as well as
allowing Civil Rights Officers to update program status and maintain documents and comments.
Refer to Related Action: Civil Rights Information below for more detail.

There are also Related Actions devoted to Disadvantaged Business Enterprise (DBE) reports. Refer
to DBE Reporting below for more detail.

They are as follows:

e Complete DBE Report: Allows the Recipient Civil Rights User to start the reporting
process.

e Correct DBE Report: Allows the Recipient Civil Rights user make corrections when either
the Civil Rights Officer or the DBE Approver has returned the DBE Report to the Recipient.

A Semiannual DBE report must be completed and submitted by recipient organizations with a DBE
goal. Recipients with the user role of Civil Rights will receive an email with a link to the report 60
days prior to the due date (October 1 and April 1). Submission due dates are June 1 and
December 1 of each fiscal year. FTA regional and HQ staff will review the reports and provide
approval.

In TrAMS, DBE reports can be accessed in several ways, including via the related actions
mentioned above. Refer to DBE Reporting below for more detail and to see other ways to access
DBE reports.
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4.4.2 User Roles

The following is a summary of the different Civil Rights related actions and reports in TrAMS and
the User Roles that have access to them:

User Role(s) with

Location
I Access
Report | Reports Tab Disadvantaged View e All FTA Users
Business Enterprise
(DBE) Semi-Annual
Uniform Report
Record | Records Tab Disadvantaged View e All Trams
Business Enterprise Users
(DBE) Reports
Update e Recipient: Civil
Rights
Related | Records: Disadvantaged | Civil Rights Information | View e Al TrAMS
Action Business Enterprise Users
(DBE) Reports
Update e Civil Rights
Officer
e Recipient: Civil
Rights
Related | Records: Disadvantaged | Complete DBE Report Update e Recipient: Civil
Action Business Enterprise Rights
(DBE) Reports
Related | Records: Disadvantaged | Correct DBE Report Update e Recipient: Civil
Action Business Enterprise Rights
(DBE) Reports
Related | Records: Disadvantaged | Amend DBE Report Update e DBE Approver
Action Business Enterprise
(DBE) Reports
Related | Records: Disadvantaged | Review DBE Report Update e Civil Rights
Action Business Enterprise Officer
(DBE) Reports
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4.4.3 Civil Rights Programs

There are four Civil Rights programs that a recipient can enroll in based on the needs of their
recipient organization. Recipient organizations are required to update their organizations
information based on the deadline for each program.

e Title VI Program

e DBE Goal
e DBE Program
e EEO Program

4.4.3.1 Program Submission Statuses

The statuses of a Recipient’s Civil Rights Programs are shown in the Civil Rights Programs section
of the main screen on the Civil Rights Information Related Action (Refer to Related Action: Civil

Rights Information).

Civil Rights Programs

Program Name
DBE Goal

Title VI Program
DBE Program

EEO Program N/A

Submission Status

Submitted - Reviewed

Submitted - Reviewed

Submitted - Reviewed

Submitted Date

8/1/2012

4/1/2014

3/26/2012

N/A

Reviewed Date Due Date Expiration Date

9/5/2013 8/1/2016 9/30/2016
4/14/2014 4/1/2017 5/31/2017
7/11/2012 N/A N/A
N/A N/A N/A

The statuses indicate the submission progress of each Program. Some statuses are triggered by
Recipient submission via document upload while some statuses are set manually by FTA users:

Program Status
1) Submitted

Description

This status will be displayed
after the new submission of a
program or goal to FTA for
review. The FTA Civil Rights
Officer reviews the
Recipient’s submission during
this status.

Trigger(s)

Document submitted by Recipient:

e Title VI Program Plan New
Submission

e EEO Program Plan New
Submission

e DBE Program Plan New
Submission

e DBE Goal New Submission

2) Submitted -
Returned for
Corrections

This status will be displayed
when the FTA Civil Rights
Officer has reviewed the
program or goal and has
returned it the Recipient for

An FTA Civil Rights Officer manually
sets this status
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correction.

3) Submitted —
Corrections
Provided

This status will be displayed
when the Recipient Civil
Rights user has amended the
program per feedback from
the FTA Civil Rights Officer

Document submitted by Recipient:

e Title VI Program Plan
Corrections

e EEO Program Plan Corrections
e DBE Program Plan Corrections

e DBE Goal Corrections

4) Submitted —
Reviewed with
Comments

This status will be displayed
when the FTA Civil Rights
Officer has reviewed and
approved the program
submission. The Civil Rights
Officer added a comment.

An FTA Civil Rights Officer manually
sets this status

5) Submitted —
Reviewed

This status will be displayed
when the FTA Civil Rights
Officer has reviewed and
approved the program
submission.

An FTA Civil Rights Officer manually
sets this status

6) Expired

This status will be displayed
when the validity of the Civil
Rights program has expired
and the Recipient needs to

resubmit the program to FTA.

An FTA Civil Rights Officer manually
sets this status

7) N/A

The FTA Civil Rights Officer
can set this status after
review of any Civil Rights
Program if the program does
not apply to a Recipient
Organization.

An FTA Civil Rights Officer manually
sets this status

8) Incomplete

This status will be displayed
when no Civil Rights Program
has yet been submitted for a
Recipient.

Displayed by default for the programs
and goals of new Recipients in TrAMS.
This status cannot be selected by the
Reviewer or Recipient. Additionally,
this status will not generate a DBE
Report task.
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4.4.3.2 Upload Document Types

When uploading files via the Civil Rights Information related action, users are able to select from
different document types. Refer to Related Action: Civil Rights Information.

N

o/

+vEEO Program Status History

Status Date 1 user

Submitted - Returned for Corrections 5/12/2021 Jane TrAMS
Submitted 5/12/2021 John TrAMS
Incomplete 11/2172019 Region3 Region 3

vEEO Program Existing Document Details
Document Type Document Name Program Begin and End Dates Date Uploaded 1 uploaded By

EEOQ Program Plan New Submission EEO Program Plan New Submission 5/12-6/12 5/12/2021 John TrAMS

v EEO Program Upload Document

Document Type Program Begin and End Dates

Select a Document Type Civil Rights Document

EEO Program Plan Corrections

upLoap [} orop

EEQ Other Documentation

vEEO Program Comments

Civil Rights Program Comments

v DBE Goal Existing Document Details

Document Type Document Name Program Begin and End Dates Date Uploaded 1 Uploaded By

No items available

v DBE Goal Upload Document

Document Type Program Begin and End Dates

Select a Document Type Civil Rights Document

DBE Goal New Submission

upLoap [y orep

DBE Goal Other Documentation

vDBE Goal Comments

Civil Rights Program Comments

Remark By Comment Remark Date
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The table below shows how automatic updates to Program Status, Submission Date, Due Date &
Expiration Date are made based on the Document Type selected while uploading a document.

Title VI Program, EEO Program, DBE Goal & DBE Program Automatic Submission Updates
Document Types
o . Other
Program Plan New Submission Program Plan Corrections .
Documentation
Available to Recipients only
when program status is:
e "Submitted -
Available to Recipients during all Returned for Available to
S statuses except “Submitted — Corrections” o o
Availability o, » ; Recipients & Civil
- Returned for Corrections e "Submitted - ) .
Conditions . . Rights Officers
Reviewed with
» under all statuses
Comments
e “Submitted —
Reviewed”
e “Expired”
° HN/A"
Buttons Submit Submit Save
Available for
Selection Cancel
Program The Program Status changes to The“ Progrfam Status cha_nges
. o to “Submitted — Corrections No Change
Status Change Submitted i
Provided
Submission . .
Status Date The Submitted Date is updated to No Change No Change
the current date for that Program
Change
EEO Program
e  “Due Date” and “Expiration
Date” advance 4 Years
TITLE VI Program
“Due Date” and “Expiration
Other Date ¢
Change Date” advance 3 Years No Change No Change
DBE Goal
e  “Due Date” and “Expiration
Date” advance 3 Years
DBE Program
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No change

Notification

Email sent to recipient and relevant

Civil Rights Officer

Email sent to relevant Civil
Rights Officer

Email sent to
relevant Civil
Rights Officer
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4.4.4 Related Action: Civil Rights Information

The Civil Rights related action allows both FTA and Recipient users to access the Civil Rights

module and select a Civil Rights program.

4.4.4.1 View (Non-Civil Rights users)

Which user roles can view this Related Action?

e All Recipient Users

The Civil Rights Information Related Action can be used to see a Recipient’s Civil Rights Program

Plans, their statuses, relevant submitted documents and other key information.

Civil Rights Programs Grid

1. Navigate to the Related Actions tab of a Recipient Record and click the ‘Civil Rights Information’

link.

Records ' TrAMS | Recipient Organizations
TrAMS Transit Organization | TRAMS | 9900

Recipient Documents
Manage Recipient Documents

Civil Rights Information
Manage Civil Rights Information

Certifications & Assurances
Manage Certifications and Assurances

Congressional Districts
Manage Recipient's Congressional Districts

POC and Union Inform
Manage Recipient's Points of

- e e

Contact and Union Information

(cEd

The user will see a grid called ‘Civil Rights Programs’ which displays key information about the

Recipient’s Civil Rights Programs.
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TrAMS Transit Organization | TRAMS | 9900

Applications/awards  TraMS Users L s Designated Recipient

TrAMS Transit Organization | Civil Rights Programs

Recipient Details
Recipient ID Recipient Name DBE Tier
9900 TrAMS Transit Organization TBD

wil Rights Programs

Program Name Submission Status Submitted Date Reviewed Date Due Date Expiration Date

/2021

The Columns of the grid are as follows:

o Program Name: The four Civil Rights programs will be displayed in the grid: Title VI
Program, DBE Goal, DBE Program, and EEO Program

o Submission Status: The Submission Status shown will have been set either by the
system or manually by the Civil Rights Officer. Refer to Program Submission Statuses’
above.

o Submitted Date: The system automatically displays the date that the Recipient Civil
Rights user submitted a program by submitting a New Submission document

o Reviewed Date: The date that the Civil Rights Officer changed the status to ‘Submitted-
Reviewed with Comments’ or ‘Submitted-Reviewed’

o Due Date: The upcoming Due Date for the specified Program

o Expiration Date: The upcoming Expiration Date of the specified Program

Selecting Plans

2. On the grid click on the Program row to be reviewed. Once a Program has been selected, a

series of collapsible headers will appear below the grid.
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TrAMS Transit Organization | TRAMS | 9900
TrAMS Transit Organization | Civil Rights Programs
Recipient Details
Redplent 1D Recipient Name DEE Ther
TrAMS Transk Drganizatio 2D
Civil Rights Programs
Program Name Submission Status Submitted Date Duse Date Exparation Date
] 24
1
wn
eeor
Title VI Program Submission Status
Submission Status Due Dates
Submitted Date* Ewpiration Date*
~Title VI Program Status History
Status Date 1 User
s
I
«Title VI Program Existing Document Details
Document Type Document Name Pragram Begin and End Dates Date Uploaded |} Uploaded By
+Title VI Program Upload Document
Dowment Type Frogram Begin and End Dates
Dotument Name Crwil Rights Document
urLoen | O,
~Title VI Program Comments
Civil Rights Program Comments
Remark By Camment Rernark Date

o The following headers will be displayed
e [Program Name] Status History
e [Program Name] Existing Document Details
e [Program Name] Comments

A Different View for DBE Goal

All Four Programs have matching layouts, collapsible headers and visible fields with the
following exception:

o DBE Goal: An additional “DBE Goals” header is present with DBE goal percentages
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+DBE Goals

DBE Race Conscious Goal

22%

DBE Race Neutral Goal
5%

Overall Goal

27%

Program Status History

All changes to a Program’s Status are displayed under the header “Program Status History” with
the default starting from most recent changes to the oldest changes. Status changes are shown
along with the date of the change and the user who made the change.

Civil Rights Programs

Program Name Submission Status

Title V1 Program Submitted - Reviewed

Submitted Date Reviewed Date

10/2021 51142021 5M10/2024 792024
NAA MIA NAA NfA

Due Date Expiration Date

DBE Goal Incomnplete
DBE Program Submitted 5Mz2/2021 MIA NAA HFA
EEQ Program Submitted - Returned for Corrections 51272021 N/A 5M12/2025 7/11/2025
~Title VI Program Status History
Status Date 1 User
Submitted - Reviewed 5/11/2021 Jane TrAMS
Submitted 5/10/2021 John TrAMS
Incomplete 1172172019 Region3 Region 3
~Title VI Program Existing Document Details
Document Type Document Name Program Begin and End Dates Date Uploaded 1 Uploaded By
Title VI Program Plan New Submission New Title VI Pragram Plan New Submission 5/10-6/10 5/10i2021 John TrAMS x
~Title VI Program Upload Document
Document Type Program Begin and End Dates
Existing Document Details and Comments
3. Click on any Document link to download the attached document.
~DBE Goal Existing Document Details
Document Type Document Name Program Begin and End Dates Date Uploaded 1 Uploaded By
DBE Goal Other Documentation Sample Other Documentation N/A 7/23/2021 Civil Rights1 MTA
DBE Goal New Submission Sample New Submission N/A 7/23/2021 Civil Rights1 MTA
+DBE Goal Comments
Remark By Comment Remark Date
Civil Rights1 MTA Sample Comments Sample Comments. 7/23/2021
Civil Rights1 MTA Sample Comments Sample Comments Sample Comments. 712312021
CLOSE
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Users can review comments added to a Program by scrolling down to the “[Program Name]

Comments” header.

+vDBE Goal Existing Document Details

vDBE Goal Comments

Document Type Document Name Program Begin and End Dates
DBE Goal Other Documentation Sample Other Documentation N/A
DBE Goal New Submission Sample New Submission N/A

Remark By Comment

Civil Rights1 MTA Sample Comments Sample Comments.

Civil Rights1 MTA Sample Comments Sample Comments Sample Comments.
CLOSE

1 Uploaded By
Civil Rights1 MTA

Civil Rights1 MTA

Remark Date
7/2312021

7/2312021

4.4.4.2 Update Civil Rights Information

Which user roles can make updates via this Related Action?

e Recipient Civil Rights user

The Civil Rights Information Related Action can be used to manage and make updates to a
Recipient’s Civil Rights Program Plans, change their statuses, uploaded documents and comment.

Civil Rights Programs Grid

2. Navigate to the Related Actions tab of a Recipient Record and click the ‘Civil Rights Information’

link.

WELCOME

TrAMS Transit Organization | TRAMS | 9900

Recipient Documents
Manage Recipient Dacuments

hts Information
Manage Civil Rights Information

Certifications & Assurances
Manage Certifications and Assurances

Fleet Status

Manage Fleet Status Information
Congressional Districts

Manage Recipient's Congressional Districts

Direct Recipients
Manage Direct Reciplents Assoclated with Designated Recipient

POC and Union Information
Manage Recpients Points of Contact and Union Information

Recipient Details and Payment Codes
Manage Recipient Detalls and Payment Codes

Designated Recipient Status
Manage Designated Recipient Status

Syne Recipient Organization With SAM
Sync with SAM System to Update Organization's SaM Information

- W e ww o v w|-

The user will see a grid called ‘Civil Rights Programs’ which displays key information about the

Recipient’s Civil Rights Programs.
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WELCOME

TrAMS Transit Organization | TRAMS | 9900

Applications/awards  TrAMS Users  Lc s Designated Recipient  [JECEEEREEE

TrAMS Transit Organization | Civil Rights Programs

Recipient Details
Recipient ID Recipient Name DBE Tier
9900 TrAMS Transit Organization TBD

wil Rights Programs

Submitted Date Reviewed Date Due Date Expiration Date

/2021

The Columns of the grid are as follows:

o Program Name: The four Civil Rights programs will be displayed in the grid: Title VI
Program, DBE Goal, DBE Program, and EEO Program

o Submission Status: The Submission Status shown will have been set either by the
system or manually by the Civil Rights Officer. Refer to ‘Program Submission Statuses’
above.

o Submitted Date: The system automatically displays the date that the Recipient Civil
Rights user submitted a program by submitting a New Submission document

o Reviewed Date: The date that the Civil Rights Officer changed the status to ‘Submitted-
Reviewed with Comments’ or ‘Submitted-Reviewed’

o Due Date: The upcoming Due Date for the specified Program

o Expiration Date: The upcoming Expiration Date of the specified Program

Selecting Plans

3. On the grid click on the Program row to be reviewed. Once a Program has been selected, a
series of collapsible headers will appear below the grid.
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TrAMS Transit Organization | TRAMS | 9900
TrAMS Transit Organization | Civil Rights Programs
Recipient Details
Redplent 1D Recipient Name DEE Ther
TrAMS Transk Drganizatio 2D
Civil Rights Programs
Program Name Submission Status Submitted Date Duse Date Exparation Date
] 24
1
wn
eeor
Title VI Program Submission Status
Submission Status Due Dates
Submitted Date* Ewpiration Date*
~Title VI Program Status History
Status Date 1 User
s
I
«Title VI Program Existing Document Details
Document Type Document Name Pragram Begin and End Dates Date Uploaded |} Uploaded By
+Title VI Program Upload Document
Dowment Type Frogram Begin and End Dates
Dotument Name Crwil Rights Document
urLoen | O,
~Title VI Program Comments
Civil Rights Program Comments
4
Remark By Camment Rernark Date 1

o The following headers will be displayed
e [Program Name] Status History
e [Program Name] Existing Document Details
e [Program Name] Upload Document
e [Program Name] Comments

A Different View for DBE Goal

All Four Programs have matching layouts, collapsible headers and visible fields with the
following exception:
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o DBE Goal: An additional “DBE Goals” header is present with DBE goal percentages

+DBE Goals

DBE Race Conscious Goal

22%

DBE Race Neutral Goal
5%

Overall Goal

27%

Program Status History

All changes to a Program’s Status are displayed under the header “Program Status History” with
the default starting from most recent changes to the oldest changes. Status changes are shown
along with the date of the change and the user who made the change.

Civil Rights Programs

Submission Status

Program Name

Submitted Date Reviewed Date Duse Date Expiration Date

~Title VI Program Status History

Status Date

nca

I User

~Title VI Program Existing Document Details

Dacurment Type Document Name

Program Begin and End Dates Date Uploaded | Uploaded By

Existing Document Details, Program Upload Document and Comments

4. Click on any Document link to download the attached document.

~DBE Program Existing Document Details

Document Type Document Name

DBE Program Plan New Submission DBE Program Plan New Submission Document Name

Program Begin and End Dates Date Uploaded I Uploaded By

5/12/2021 John TraMs

5M2-6M12

~DBE Program Upload Document

Document Type

Document Name

~DBE Program Comments

Civil Rights Program Comments

Remark By Comment

John TrAMS Optional Comment for the DBE Program

Program Begin and End Dates

Civil Rights Document

veioso Ty

Remark Date

5/12/2021

Users can upload documents based on document type by scrolling down to the “[Program

Name] Upload Document” header
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~DBE Program Upload Document

I Document Type

Select 2 Document Type

DEE Other Documentation

Program Begin and End Dates

Civil Rights Document

vrLoan | O

Users can review comments added to a Program by scrolling down to the “[Program Name]
Comments” header

~DBE Program Existing Document Details

Document Type Document Name Program Begin and End Dates Date Uploaded 1 Uploaded By

DBE Program Plan New Submission DBE Program Plan New Submission Document Name 5M2-612 5/12/2021 John TraMS

~DBE Program Upload Document
Decument Type Program Begin and End Dates
Document Name

Civil Rights Document

veioso Ty

~DBE Program Comments

Clvil Rights Program Comments

Remark By Commen t Remark Date

John Trams

445 DBE Reporting

This section shows the start to finish workflow of Disadvantaged Business Enterprise Reports, explains
what the report entails, distinguishes between the Record and Reports tab versions, and shows how
Civil Rights users can make changes to the DBE Report.

4.45.1 Overview

A Semiannual DBE report must be completed and submitted by recipient organizations with a DBE goal.
The DBE reports are launched for recipients that have an Active status in TrAMS and a DBE Goal
program in a status other than “N/A”, or “Incomplete”. Recipients submits semiannual reports to report
on activities in the DOT’s Disadvantaged Business Enterprise (DBE) program. DBE Reports are completed
and submitted by the recipient twice a year: June 1% and December 1%. TrAMS will launch a report and
send email reminder on April 1°* and October 1. Recipients will have 60 days to complete and submit
their DBE Report. Once Recipients have submitted the report for review, the FTA Office of Civil Rights
reviews the reports.

44511 Access
There are two locations where TrAMS users can view the DBE report:

e  “Disadvantaged Business Enterprise (DBE) Reports” under Records
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@ =
WELCOME MY WORK (16]

B Applications / Awards I Recipient Organizations l I Disadvantaged Business Enterprise (DBE) Reports I

Q SEARCH | FScaL viaR - oetnien +  outpare - & T-

STATUS *  VERSIONTYPE Current o

Details Recipient Id Recipient Name DBE Tier Cost Center Fiscal Year Original Submitted Date Version DueDate | Status Modified By Submitted
9000 - 6/1/2025 - 0 2800 TrAMS Transit Organization Tier2 78300 2005 4/8/2025 3:40 PM EDT [ 61/2025 Submitted fz-applantest-20@dat gov

9800 - 6/1/2025- 0 2800 TrAMS Transit Organization Tier2 78300 2025 4/15/2025 241 PM EDT 0 6172025 Submitted fz-applantest-20@dat.gov ®

Available through the Records tab

o
o Available to all TrAMS users
o Export to Excel is available
o Complete or Correct DBE Reports

e  “Disadvantaged Business Enterprise (DBE) Semi-Annual Uniform Report” under Reports

Disadvantaged Business Enterprise (DBE) Semi-Annual Uniform Report

FTA Office Status DBE Tier @ EXPORT TO EXCEL

Recipient @ Due Date Recipient Status @
Repart Type Version Type Fiscal Year

Current - s o~
Clear

Submittea
Corrections
Provided
Anticipated
Submittea
® NoSamized @ Submined
Submitted Recipient ID  Recipient Name DBE Tier CostCenter  Fiscal Year Report Type Submitted Date  Version Report Due Date  Status Last Updated By Details

@ Tier 2 78200 2025 Semiannual A (] 12172024 Anticipated NiA View
=) T80 78400 2025 Semiannual A 0 &1/2024  Anticipated NiA view
o Available through the Reports tab
o Available to Recipient users
o More filters than the “Disadvantaged Business Enterprise (DBE) Reports” available to the

users
o Export to Excel is available
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4.45.1.2 Elements of the DBE Report

Which user roles have access to this Action?

e All TrAMS users may view the Report
e Only Recipient Civil Rights user may edit the Report

The “Uniform Report of DBE Awards or Commitments and Payments Form” summary page displays the

following information:
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Jun 1, 2025 Uniform Report of DBE Awards or Commitments and Payments Form

Recipient Summary
recipient o ([}
> Current Active Awards
v DBE Uniform Report Summary
Report Type S
Report Fiscal Year 2025

nnua

Report Due Date June 1
Version 0
Triennial DBE Goals
Triennial DBE
Race Conscious
Race Neutral
Overall Goal (%)
Section A: Awards and Commitments Made During This Period

Awards/Commitments Made During This Reporting Period:

€. Total to DBES ($)

A Total Dollars (All D. Total to DBE (#)
Types)

8. Total Number (Al
Types)

8. Prime Contracts

Awarded / Committed 50 3 0 o
This period
9. ub Contracts Awarded

0 o 0 0
/ Committed This Period S E 0
10.Total ® 7

Section B: Breakdown by Ethnicity & Sex of Contracts Awarded to DBEs This Period
Awards/Commitments Breakdown By Ethnicity & Sex:

A Total to DBE (dollar) - Women 8. Total to DBE (dollar) - Men

11. Black American 0 50 50
12. Mispanic American 50 5o s0
13. Natwe American 50 50 s0
12. Asian-Pacific American 50 50 50
15. Subcontinent Asian American 50 50 50
16. Non-Neinority 50 50 50
17, TOTAL s0 s0

Section C: Payments on Ongoing Contracts

A Total Number of Contracts 8. Total Dollars

DBEs

18. Prime an

b contracts currently %

in progress

Section D: Actual Payments on Contracts Completed This Reporting Period

Race Conscious Attainment Flag @
Yes

Tier2

T llar Value of Pri
A Number of Prime Contracts Completed o ot21 Dollar Value of Completed Prime

C. Total to DBE (dollar)

Report Status
Last Updated By
Last Updated Date

Anticip:

Charu Recipient

Submitted Date 4

Goal (%)

£ Total Dollars to
DBEs/Race Conscious.

F. Total Number to
DBEs/Race Conscious

G. Total Dollars to
DBEs/Race Neutral

H. Total Number to

DBES/ Race Neutral il Totalto Dows

9

D. Total to DBE (number) -Women  E. Total to DBE (number) - Men F. Total to DBE (number)

0 0 ]
0 0 0
0 0 o
0 0 0
0 0 0
0 0 0
0 0 0

€. Total Number of Contracts with

D. Total Payments to DBE Firms € Total Number of DBE Firms Pald  F. Percent to DBES

to its DBE program are encouraged to contact FTA for technical assistance.

C. DBE Participation Needed to Meet Goals £ Percentage of Total DBE Participation

D. Total DBE Participation Dollars

Contracts. (Dollars) Dollars

19, Race Conscious $100 s0 o

20. Race Neutral 0 $0 s0 on

21. Total 1 $100 s0 0.00%
Section E: Certified DBE Contractors Used on FTA-Assisted Contracts (Award/Committed and Closed)
DBE Firms used during the reporting fiscal yoar: ©

K. Final Dollar
). Awarded ~
e 8. Street X e i F. Contact G. Contact H. Type of o nount  Amount of L Contract arant o
AN Address coy 0.3 E.Zip Email Address  Phone Number  Work © LA @ Dopsr A " Completed Number Daehaniaged .| N5 ®
of Contract @ Group
Contract @
22a. DBE Firm - $0 $0 - - 0
<+ Add a DBE Firm

Status Log

Previous Status New status Change Date Changed By

Anticipated Submitted 4/8/2025 3:44 PM EDT Charu Re
DBE Report Remarks
Recipient Remarks.

Remark Link Remarked by Remarked Date

Reciplent Remarks Charu Recipient

Recipient Remarks *

Upload Document(s)
Upload Supporting Document

UPLO)

*

ar

44 P\ EDT

(=]

SUBMIT TO FTA
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e Recipient Summary:

& -

REPORTS

WELCOME

MY WORK (30}

Dec 1, 2020 Uniform Report of DBE Awards or Commitments and Payments Form

Recipient Summary

Recipient 1D Recipient Name

>Current Active Awards
~DBE Uniform Report Summary

Report Type Semiannua Report Status  New/Draft

Report Fiscal Year 2020 Last Updated By /A

Report Due Date December Last Updated Date N/A

Version 0 Submitted Date MN/A

O
O

Recipient ID: 4-digit system identifier for recipient organization/applicant
Recipient Name: Legal Business Name for recipient organization/applicant
Current Active Awards: This collapsible section displays all active Awards associated to the
Recipient Organization

&
MY WORK (30}

-
REPORTS

WELCOME

Dec 1, 2020 Uniform Report of DBE Awards or Commitments and Payments Form

Recipient Summary

Recipient 1D Recipient Name

>Current Active Awards

~DBE Uniform Report Summary

Report Type Semiannua Report Status  New/Draft

Report Fiscal Year Last Updated By /A

Report Due Date December Last Updated Date N/A

Version 0 Submitted Date N/A

DBE Uniform Report Summary

&

WELCOME MY WORK (30) REPORTS

Dec 1, 2020 Uniform Report of DBE Awards or Commitments and Payments Form

Recipient Summary
Recipient 1D Recipient Name
>Current Active Awards

I:DBE Uniform Report Summary

Report Type

wal Report Status New/Draft

Report Fiscal Year 2020 Last Updated By

Report Due Date December Last Updated Date

Version 0 Submitted Date

NIA

MIA

NIA

Report Type: This will display which report type the DBE report uses
Report Fiscal Year: This will display the Fiscal Year of the DBE report
Report Due Date: This will display the Due Date of the DBE report
Version: This will display the version of the DBE report
Report Status: This will display the status of the DBE report
Last Updated By: This will display the user who updated the report last
Last Updated Date: This will display the date of latest update

o Submitted Date: This will display the submitted date of the DBE report
Triennial DBE Goals

O O O O O O O
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Triennial DBE Goals

Triennial DBE Goal (%)

Race Conscious

overall Goal (%)

o Race Conscious

o Race Neutral

o Overall Goal (%): The sum of the Race Conscious and Race Neutral percentage
e Section A: Awards and Commitments Made During This Period

Section A: Awards and Commitments Made During This Period |

Awards/Commitments Made During This Reporting Period:

A, Total Dollars (All B. Total Number (All E. Total Dollars to F. Total Number to G. Total Dollars to H. Total Number to
1] s Total #) . 1]
Types) Types) € Totalto DEES (%) e DBEs/Race Conscious  DBES/Race Conscious  DBEs/Race Neutral DBES/ Race Neutral |- % of Total to DBES
30 o 30 0 $0 0 0
This Peri
9. 5ub Contrads
/ Committed 30 o 30 o $0 [] $0 o 0%

This Period
10. Total 50 i 0 [} $0 o 0%

Section B: Breakdown by Ethnicity & Gender of Contracts Awarded to DBEs This Period

Awards/Commitments Breakdown By Ethnicity & Gender:

A. Total to DBE (dollar) - Women B. Total to DBE (dollar) - Men €. Total to DBE (dollar) D. Total to DBE (number} - Women  E. Total to DBE (number) - Men F. Total to DBE (number)
11. Black American 0 $0 $0 0 0 0
12. Hispanic American 50 0 0 0 0 0
13, Native American 0 0 0 0 0 a
14, Aslan-Pacific American 50 0 0 0 0 a
15. Subcontinent Asian American 50 $0 $0 0 0 o
6. Non-Minority 50 50 50 0 0 0
7. TOTAL 50 $0 50 0 0 0

e Section B: Breakdown by Ethnicity & Sex of Contracts Awarded to DBEs This Period

Section A: Awards and Commitments Made During This Period

Awards/C e ing Thi
A Total Dollars (All B. Total Number (All E. Total Dollars to F. Total Number to G. Total Dollars to H. Total Number to DBES/
C. Total to DBEs (S] D. Total to DBEs (#] 1. % of Total to DBEs

Types) Types) ” " DBEs/Race Conscious DBEs/Race Conscious DBEs/Race Neutral Race Neutral
& Prime Contracts
Awarded / Committed This 50 o 50 o 50 o 0%
Period
5.5ub Contract

. o

7 Committed This Py s0 o S0 ] 30 o s0 a 0
10. Total 50 o 50 [ 50 0 0%

I Section B: Breakdown by Ethnicity & Sex of Contracts Awarded to DBEs This Period l

Awards/Commitments Breakdovm By Ethnicity & Sex:

A Total to DBE (dollar) - Women 8. Total to DBE {dollar) - Men C. Total to DBE (dollar) D. Total to DBE {number] - Women E. Total to DBE (number) - Men F. Total to DBE (number)
11, Black American 0 0 50 [ 0 0
12, Hispanic American 0 0 50 0 0 0
13, Native American 50 0 50 [ [ [
14, Asian-Pacific ican $0 0 50 0 0 0
15, Subcontinent Aslan American 0 50 50 [ 0 0
16. Non-Minarity 0 0 50 [ 0 ]
17, TOTAL 0 0 50 [ 0 0

e Section C: Payments on Ongoing Contracts
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Section C: Payments on Ongoing Contracts
A Total Number of Contracts B. Total Dollars ;B'E‘;”‘ Number of Contracts with 5, yoa) payments to DBE Firms €. Total Number of DBE Firms Paid  F. Percent to DBEs
18, Prime and sub contracts currently - 0 0 T

in progress

e Section D: Actual Payments on Contracts Completed This Reporting Period

Section C: Payments on Ongoing Contracts

C. Total Number of Contracts with
DBEs

A. Total Number of Contracts B. Total Dollars. D. Total Payments to DBE Firms E. Total Number of DBE Firms Paid F. Percent to DBEs

18. P d sub contracts currentl;
rime and sub contracts currently - 0 s 0 0%
in progress

I Section D: Actual Payments on Contracts Completed This Reporting Periodl

Race Conscious Attainment Flag @
Yes O No

B. Total Dollar Value of Completed Prime C.DBE Participation Needed to Meet Goals

A. Number of Prime Contracts Completed Contracts Doliars) D. Total DBE Participation Dollars

E. Percentage of Total DBE Participation
Dollars

19. Race Conscious 1 5100 50 s0 0%

20. Race Neutra! 0 50

21. Tota! 5100 50

o Section D has a new field in the report called Race Conscious Attainment Flag
= Values entered in the Race Conscious field of this section by DBE Tier 1 or DBE
Tier 2 recipients will move the flag to ‘Yes’ indicating that values have been
entered for the Race Conscious field.
= For Tier 2 recipients, in addition to the flag indicating ‘Yes’, a banner will be
displayed to instructing the recipient to reach out to the Civil Rights officer

Section C: Payments on Ongoing Contracts

C. Total Number of Contracts with
A Total Number of Contracts 8. Total Dollars

plisy 0. Total €. Total Number of OBE Firms Paid  F. Parcant to DBEs
tract " " o ow
Section D: Actual Payments on Contracts Completed This Reporting Period
Race Conscious Attainment Flag ©
Tior 2 reciplents that intend to Implement a race-consclous component to Its DBE program are encouraged (o contact FTA for technical assistance
A Number of Prme Contracts Completed % 191 Dol Value of Completed Prime €. DB Participaton Neoded to MeetGoals 0 10 ooco o . Percentage of Total DBE Participation
Contracts (Dollars)
$100 [ 50
0 " %0
Total s 0 0

Section E: Certified DBE Contractors Used on FTA-Assisted Contracts (Award/Committed and Closed)
DBE Firms used during the reporting fiscal year: @

). Awiarde
1, NAICS @ Doll
of €

"
8. Street 1. Contact 6. Contact W, Type of
A Narm c.ci State in Disadvantaged Sox

N Address Gy Dy s % Emall Address Phone Number  Work @ Dlssdventaged | N. °

Group

e Section E: Certified DBE Contractors Used on FTA-Assisted Contracts (Awards/Committed and
Closed)

50 0

$100 50

Section E: Certified DBE Contractors Used on FTA-Assisted Contracts (Award/Committed and Closed)
DBE Firms used during the reporting fiscal year: @

). Awarded M
Disadvantaged N, Sex o

Group

P 8. Street cony ol e2p F. Contact G. Contact M. Type of

L. Contract
Address Email Address  Phone Number  Work ©

Number

STATUS TOY"
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o Thisis a new section added to the report. Recipients will enter the DBE Firms and
related information that they belong to.
e Status Log

Status Log

Previous Status New Status Change Date Changed By

New/Draft 10/1/2020 301 AM EDT Applan Administrator
DBE Report Remarks
Remark Link Remarkes d by Remarked Date

No items available

Previous Status: This column displays the status before the new status
New Status: This column displays the status changed from the previous status
Change Date: This column displays the date of the update
o Changed By: This column displays the user who made the change
e DBE Report Remarks: Displays the Remark Link to view added

o O O

Status Log

Previous Status New Status Change Date Changed By

New/Draft 10/1/2020 301 AM EDT Applan Administrator

DBE Report Remarks

Remark Link Remarke d by Remarked Date

No items available

e Remark Link: This will display the link to view the comment
e Remarked by: This will display the user who made the comment
e Remarked Date: This will display the date of when the comment was added

4.4.5.2 Disadvantaged Business Enterprise (DBE) Semi-Annual Uniform Report

44521 DBE Semi-Annual Uniform Report for Recipient

This section shows the DBE report view that is available only to Recipient Civil Rights users. The
information displayed on this report is identical to the Records DBE report, however, additional filters
are available to narrow down the data.

Which user roles have access to this Action?

e Recipient Civil Rights users

1. To access the Disadvantaged Business Enterprise (DBE) Semi-Annual Uniform Report, navigate
to the Report tab and click on the “Disadvantaged Business Enterprise (DBE) Semi-Annual
Uniform Report” link
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REPORTS

= Reports

EXCEL REPORTS

i For questions on the usage and interpretation of these reports, please contact TPM-30.

STATIC REPORTS

I 122 Disadvantaged Business Enterprise (DBE) Semi-Annual Uniform Report ® I

12 Disbursement Report ®
|2 MPR Details @
2 Recipient POC Details @

122 Tasks for Applications @

5 items

2. The filters will be blank except for the Fiscal Year dropdown which will be defaulted to current
Fiscal Year. The Recipient Civil Rights user will only see the Recipient Organization that they are

a part of.

3. Use filters as necessary to view specific DBE Reports. Click on the “View” link to view that DBE
Report. The selected DBE Report will be displayed below the grid.

4

WELCOME MY WORK (16)

|Disadvantaged Business EnterErise (DBE) Semi-Annu_a_I Uniform Report I

Recipient @
9900 TrAMS Transit Organization X |

Report Type

Submitted

Recipient Name

Recipient
)

Status

]

DBE Tier @

Due Date Recipient Status @
Version Type Fiscal Year

Current
oBE cost Fiscal Report Submitted

Version

Tier Conter Year Type Date
Tier2 78300 2025 semiannua
Tier 2 78300 2025 Semiannual

EXPORT TO EXCEL

R
eportDue o Last Updated
Date B)

Y

Detalls

6/1/2025 Submitted  Charu Recipient

6/1/2025 Submitted  Charu Recipient
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Recipient DBE Cost Fiscal Report Submitted Report Due Last Updated
Submitted o Recipient Name e Version D Status. P Details
) Tier Center Year Type Date Date 8y
© Tier 2 78300 2025 Semiannua 4152025 ) r Submitted  Charu Recipient
° er2 78300 2025 Semiannua war02s o §/1/2025 Submitted Charu Recipient  View

VIEW/PRINT

View 2025 Semiannual DBE Report for TRAMS

Recipient 1D 5300 Recipient Name TrAMS Transit Organization
> Current Active Awards

vDBE Uniform Report Summary

Report Type 5 Report Status S

Report Fiscal Year Last Updated By

Report Due Date June | Last Updated Date

Version 0 Submitted Date /A

Triennial DBE Goals

Triennial DBE Goal (%)

nscious
Race Neutral
Overail Goal (3%

Prime Contracts and Subcontracts Awarded

Awards/Commitments Made During This Reporting Period:

4.45.3 Disadvantaged Business Enterprise (DBE) Reports

4.45.3.1 Accessing viathe Records Tab

Which user roles have access to this Report?

e All TrAMS users

1. From the Records tab, click on the ‘Disadvantaged Business Enterprise (DBE) Reports’ Record

1 Recipient Org; | I Disadvantaged Business Enterprise (DBE) Reports I
qQ SEARCH | | FricaL viaR - omer ~  ouspan ~ & Y-z
STATUS -  VERSIONTYPE Currenmt o-
Details Recipient Id Recipient Name DBE Tier Cost Center Fiscal Year Original submitted Date versian DueDate 1 Status WModified By submitted

2. The “TrAMS | Disadvantaged Business Enterprise (DBE) Reports” page will be displayed

B Applications / Awards @ Recipient Organizations I Ik Disadvantaged Business Enterprise (DBE) Reports I

a SEARCH | mscaLvean R p— «  ouroan - & T- o

sTATUS *  veRsionTYPE | Current o~

Details Recipient Id Recipient Name DBE Tier Cost Center Fiscal Year Original Submitted Date Version DueDate | Status Modified By Submitted
9900 - 6/1/2025 -0 9900 TrAMS Transit Tier 2 78300 2025 4/8/2025 3:40 PM EDT [ Submitted fra-applantest-20@dot gov ®
_ T e o R0 B PMEDT ‘ fArtepEed Ra-2pplante=t.200d hd
2028 4/15/2025 2:41 PM EDT [ Submitted fra-appiantest-20@c @

9000 - 6/1/2025 - 0 2000 TrAMS Transit Organization Tier 2 78300
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(A

o/

4.45.3.2 Related Actions

This section show the related actions associated with the DBE report. There are three different related
actions available to the different Civil Rights users throughout the lifecycle of the DBE report. They are
as follows:

e Complete DBE Report: Allows the Recipient Civil Rights User to start the reporting
process.

e Correct DBE Report: Allows the Recipient Civil Rights user make corrections when either
the Civil Rights Officer or the DBE Approver has returned the DBE Report to the Recipient.

e Amend DBE Report: Allows the DBE Approver to amend a DBE Report once the report is
approved

4.4.5.3.2.1 Related Action: Complete DBE Report
Which user roles have access to this Action?
e Recipient Civil Rights users

The Complete DBE Report related action is only available to the Recipient Civil Rights user, while the
status of the DBE Report is in “New/Draft” status.

1. Login as a Recipient Civil Rights user and navigate to the “Disadvantaged Business Enterprise
(DBE) Reports” from the “Record” tab

] & E b
WELCOME MY WORK (35) RECORDS REPORTS
B Applications / Awards I Recipient Organizations I Disadvantaged Business Enterprise $ Financials
(DBE) Reports
I —
i Disadvantaged Business Enterprise (DBE) Reports
Q TrAN ‘ SEARCH | FISCAL YEAR -  DBETIER v  DUEDATE - & Y- £
STATUS - FTA OFFICE - REPORT TYPE - VERSION TYPE  Current o~
. y Original
Details Recipient Recipient Name D.BE Cost Fiscal Report Submitted Version Due 1 Status Modified By Submitted
I Tier Center Year Type Date Date

9900 - 4/8/2025 7:40

6/1/2025- 9900 gf’::i:a';'g;" Tier2 78300 2025  Semiannual PM 0 6/1/2025  Submitted ;toa';gsl‘ﬂ";f“’ ®

0 E GMT+00:00 &

177 4/8/2025 5:00

ILLINOIS DEPARTMENT fta-appiantest-
6/1/2025- 1177 Tier 1 78500 2025 S I PM 0 6/1/2025  Ant d
. OF TRANSPORTATION e emiannua EMT=0000 nuicipate 143@dot.gov e
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2. On the “Details” column, click on the link to complete the DBE report

] & b
WELCOME  MyWORK (35) [Eaers REPORTS

B Applications / Awards I Recipient Organizations I Disadvantaged Business Enterprise $ Financials
(DBE) Reports
N

i Disadvantaged Business Enterprise (DBE) Reports

Q TrAR ‘ SEARCH | FISCAL YEAR ~  DBETIER v  DUEDATE - & Y- Z

STATUS | A ~  FTAOFFICE =  REPORTTYPE v  VERSIONTYPE Current o
Recipient DBE Cost Fiscal Report Original Due

Details P! Recipient Name ) P Submitted Version | Status Modified By Submitted
Id Tier Center Year Type Date Date

9900- TrAMS Transit 41812025 7:40 fta-appiantest-

6/1/2025 - 9900 Tier 2 78300 2025 Semiannual  PM 0 6/1/2025 Submitted PP ]

0 Organization GMT+00:00 20@dot.gov

3. Click on the “Complete DBE Report” button on the top right of the corner or click on the Related
Actions tab and then and click on the “Complete DBE Report” to proceed to completing the DBE
Report

O e

Dec 1, 2021 Uniform Report of DBE Awards or Commitments and Payments Form

(IS Related Actions

Recipient Summary

RecipientID 9900 Recipient Name _
>Current Active Awards
+DBE Uniform Report Summary

Report Type Semiannual Report Status New/Draft
Report Fiscal Year 2021 Last Updated By N/A
Report Due Date December 1 Last Updated Date N/A
Version 0 Submitted Date N/A

Triennial DBE Goals

Triennial DBE Goal (%)

Race Conscious

Race Neutral

4. Recipient Civil Rights user can now edit the DBE Report. Complete editing Sections A through
Section D, and provide a comment in the required Recipient Remarks field. Click on the “Submit
to FTA Region” to Submit DBE Report to the Civil Rights Officer.
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Related Actions

Recipient Summary

Recipient ID

Report Type Semiannual

Report Fiscal Year 2025
Report Due Date June 1
Version 0

Triennial DBE Goals
Triennial DBE
Race Conscious
Race Neutral

Overall Geal (%)

Types)

8.Prime Contracts
Awarded | Committad This
Period

9. Sub Contracs Awarded

Committed This Period

10.Total

1. Black American

12. Hispanic American

13. Native A

14, Asizn-Facific American

16. Non-Minorizy

17.TOTAL

Section C: Payments on

18, Prime and sub contracts currently
in progress

Race Conscious Attainment Flag @
No

ves

1. Race Conscious
20, Race Neutral

21.Total

A Name

222 DBEFirm  TestName 3

22b. DBE Firm TestName 4
Status Log

Previous Status

-

ipated
DBE Report Remarks
Recipient Remarks

Remark Link

Recipient Remaris

A.Total Dollars (All

> Current Active Awards
+DBE Uniform Report Summary

E. Total Number (All
Types)

city & Sex

A.Total to DBE (dollar) - Women

Ongoing Contracts

A.Total Number of Contracts

0

A Number of Prime Contracts Completed

DBE Firms used during the reporting fiscal year: @

B Street .

Addree . City D. State
Fairfax va
chanclly VA

Mew Status
Submittad

Section A: Awards and Commitments Made During This Period

Awards/Commitments Made During This Reporting Perio

C. Toral ta DBEs (5}

Jun 1, 2025 Uniform Report of DBE Awards or Commitments and Payments Form

Report Status
Last Updated By
Last Updated Date

Submitted Date 4

Goal %)

D. Total to DBES (#)

0 50 0
] B 0
0 0

B. Total to DBE (dollar] - Men

8. Total Dallars

Contracts

E.Zip

Remarked by

Charu Recipient

8. Total Dallar Value of Completed Prime

Section B: Breakdown by Ethnicity & Sex of Contracts Awarded to DBEs This Period

Awards/Commitments Breakdown By Et)

€. Total ta DBE (dollar)

E. Total Dallars to
DBEs/Race Conscious

€. Total Number of Contracts with

DBEs

Section D: Actual Payments on Contracts Completed This Reporting Period

(Dallars}

5100

0

5100

6. Contact
Fhone Number

F. Contact Email
Address

charusharm@dotgov  703-555-5555

charusharma@dotgov  703-555-3555

Change Date

Section E: Certified DBE Contractors Used on FTA-Assisted Contracts (Award/Committed and Closed)

Anticipated
Charu Recipient

48

5 7:44 PI GMT+00:00

5 7:44 PM GMT+00:00

F. Total Number to

DBEs/Race Conscious

D.Total to DBE (number) - Women

D. Total Payments to DBE Firms

C. DBE Participation Needed to Meet Goals

G. Total Dallars to
DBEs/Race Neutral

E. Total to DBE (number) - Men

E. Total Number of DBE Firms Paid

D. Total DBE Participation Dallars

Remarked Date

025 7:44 BM GMT=00:00

H. Total Number to DBEs/
Race Neutral

1.% of Total to DBEs

0 0%
[ 0%
[} 0%

F.Total to DBE (number]

0

F. Percent to DBEs

0%

E. Percentage of Total DEE Participation
Dellars

0 0 0%
50 0%
50 0.00%
K. Final Doll
H. Type of ) Awarded Aot ot L Contract M
P L NAICS @ Dollar Amount Disadvantaged  N.Sex
Wark @ fComrer | Completed Number .
of Contrac Contract © roue
Test Test 50 0 Qther Male
Text Test 50 S0 12424 Other Male
Changed By
Charu

5. Click on the “Close” button on the Confirmation page. The next action is now with the Civil
Rights Officer.
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Records  TrAMS | Disacvantaged Business Enterprise (DBE) Reports

Jun1, 2020 Uniform Report of DBE Awards or Commitments and Payments Form [

Summary  News [EREEIEETalLE

DBE Report | Confirmation

Confirmation

The 2020 Semiannual DBE Report for has been submitted.
Please click the Close button to complete your action,
4.4.5.3.2.2 Related Action: Correct DBE Report

Which user roles have access to this Action?
e Recipient Civil Rights users

The “Correct DBE Report” related action is only available to the Recipient Civil Rights user, while the
status of the DBE Report is “Incorrect/Incomplete”. The “Correct DBE Report” related action is available
when either the Civil Rights Officer or the DBE Approver returns the DBE Report by clicking on the
“Return to Recipient” button on the DBE Summary Page.

The “Correct DBE Report” related action is available to the Recipient Civil Rights user when the Civil
Rights Officer clicks on the “Return to Recipient” button.

Status Log

Previous Status New Status Change Date Changed By
New/Draft Ready for Regional Review 5/17/2021 11:50 AM EDT Civil Rights1 MTA
New/Draft 4/1/2020 3:01 AM EDT Appian Administrator
DBE Report Remarks
Recipient Remarks
Remark Link Remarked by Remarked Date

Recipient Remarks Civil Rights1 MTA 5/17/2021 11:50 AM EDT

Regional FTA Remarks*

SAVE ‘ VIEW/PRINT ‘ RETURN TO RECIPIENT | SUBMIT TO FTAHQ

The “Correct DBE Report” related action is available to the Recipient Civil Rights user when DBE
Approver clicks on the “Return to Recipient” button.
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Status Log

Previous Status
Ready for Regional Review

New/Draft

Recipient Remarks

Remark Link
Recipient Remarks
Regional FTA Remarks
Remark Link
Regional FTA Remarks

HQ FTA Remark *

Required HQ FTA Remark Heldl

New Status
Ready for HQ Review
Ready for Regional Review

New/Draft

DBE Report Remarks

Remarked by

Civil Rights1 MTA

Remarked by

Region3 Region 3

Change Date
5/17/2021 1:32 PMEDT
5/17/2021 11:50 AM EDT

4/1/2020 3:01 AM EDT

Remarked Date

5/17/2021 11:50 AM EDT

Remarked Date

5/17/2021 1:32 PM EDT

Changed By
Region3 Region 3
Civil Rights1 MTA

Appian Administrator

s report is submit
dulent informatio

istrativ

vformation subm
penalties

(U.S. Code, Title 18, Sectio

fy that it is true, complete, and accurate te
1001).

of their knowledge. They ar

are that any false,

VIEW/PRINT | RETURN TO RECIPIENT

APPROVE
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5 Application / Award Lifecycle

5.1 Application / Award Overview

5.1.1 Application / Award Status

The status of an Application / Award reflects the different phases within the grant lifecycle. Both FTA
and the recipient may view Applications and Awards at any time, but modification of the Application or
Award will be restricted depending on the status and role of the user.

The following table lists available statuses of Applications prior to Award:

TrAMS Pre-Award Status

Description

In-Progress

Initial Application creation by the recipient or returned to
recipient prior to FAIN assignment. Developers, Submitters,
and FTA (pre-Award manager) may edit.

In-Progress / Returned to Grantee

Application has been returned to the recipient from FTA
after FAIN assignment. Developers, Submitters, and FTA
may edit. Funding source for existing line items cannot be
updated.

Transmitted / Ready for FTA Review

Application has been transmitted to the FTA, reviews have
not yet begun. Only FTA may edit the Application.

Initial Review / Concurrence

FTA initial review in progress. Only FTA may edit the
Application. FTA can add discretionary allocations if
needed.

Review Complete / Ready for FAIN

FTA has completed their review. Only FTA may edit the
Application.

FAIN Assigned / Ready for Submission

The FAIN has been assigned and the Application has been
returned to the recipient. Submitter will have a Task to
submit the Application but will not be allowed to edit, may
return to FTA for editing.

Application Submitted

Application has been submitted to the FTA by the recipient.
FTA may edit the Application, except for ALL.

Final Concurrence / Reservation

The Application undergoing final concurrence reviews. FTA
completes reservation and adds discretionary allocations.
TrAMS sends Application to DOL if required for certification
or review. FTA may edit the Application, except for ALI.
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TrAMS Pre-Award Status Description

Ready for RA Concurrence / Award Final concurrences are complete, and Application is
awaiting concurrence by the RA and the Awarding of the
Application. Editing not available.

Obligated / Ready for Execution Application has been sent back to the recipient and is
waiting for execution by the Recipient Official. Editing not
available.

The following statuses are applicable post Award:

TrAMS Post-Award Status Description

Active (Executed) Active Award or Active Amendment. Budget revisions,
Amendments, Closeouts may be initiated by Developers
and Submitters. FTA may initiate Administrative
Amendments or Closeouts.

Active / Budget Revision In-Progress A budget request has been initiated however it has not yet
been sent to FTA for review. May edit Project narratives
and line items.

Active / Budget Revision Under Review | FTA is reviewing the budget revision and reserves funds if

necessary.
In-Progress / Admin Amendment FTA has initiated an amendment on this Award.
Active Award / Inactive Amendment The Award is active however there is a newer active

amendment for this Award. All information is read-only.

Active Award / Ready for Closeout Closeout in amendment in progress.

Active Award / Closeout Requested Closeout request has been forwarded to the FTA for
approval.

Closed Award is complete and has been closed, all information is

read-only no additional actions can be taken on the Award.

5.1.1.1 Action: Search Application/Awards

To search using the ‘Search Application / Awards’ Action:
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1) Navigate to the ‘Welcome’ page and click on the ‘Search Applications / Awards’ link
@ ~ = laa

WELCOME MY WORK (8) RECORDS REPORTS

@1rAMS Website (MHelp Page

=

ETrAMS

Transit Award Management System

¥ Actions R Quick Links

(®Coming Soon

Create Application

Q, search Applications / Awards

Q, Search FFR and MPR for Review

Q search Recipient Organizations

2) The select search criteria form will be displayed. To search for Awards, select the ‘Awards’ radio

button.
= & 1Y
WELCOME MY WORK (0} RECORDS REPORTS

Select Search Criteria

What would you like to search? *
Awards
Applications

CLOSE

3) The Search criteria along with search filters will be displayed. Users can fill in additional information
to narrow down the search result.
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4)

5)

6)

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

= =
WELCOME MY WORK (0) RECORDS

Select Search Criteria

Athat would you like to search? *

Applications

Recipient Search Criteria

Recipient @
Award Search Criteria w7
Fiscal Year - Award Name
bl ar a Ente a ard nam
Award Number Award State
an awal nt Enter sta award
Section Code Award Status -

nter two-digit section cc r award funding source Select Award status
Award Search Results v
&

Recipient

D Recipient Name Award Cost Center Last Medified Date 1

Award Number Award Name Award Status

All Awards will already be displayed under the Award Search Results section. Enter any (or no)
combination of search criteria in the provided fields to filter search results. Search results are
restricted to Awards for the user’s recipient organizations. Search criteria is not required..
The search filter options are:

a) Recipient: This is applicable only for users with more than one organization. Recipient ID is the 4
digit number. Recipient Name is a text field that allows the user to enter all or part of a recipient
organizations name. The user must already belong to the organization that is entered in the text
field.

b) Fiscal Year: A drop-down menu containing fiscal years.

c) Award Number: Enter a complete or partial Award number. Enter the first part of an Award
number to return all Awards beginning with the number. Dashes are required.

d) Section Code: Enter a two-digit section code for the Award’s funding source.
e) Award Name: Enter the full or partial name of the Award.

f) Award State: Enter the state abbreviation for the Award.

g) Award Status: Select an Award status from the drop-down menu.

The ‘Award Search Results’ will be displayed below the filters and will automatically update to
display the results per the filters selected. Each Award Number is a hyperlink to the returned Award
record. Click on a Award Number to go to the selected Award record.
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Recipient Search Criteria

Recipient @ | 9900 - TrAMS Transit Organization X |

Award Search Criteria

Fiscal Year - Award Name

Enter all or part of an Award name

Award Number Award State

Section Code o~
award funding source
Award Search Results A
&
Award Number Award Name Award Status Recipient ID Recipient Name Award Cost Center Last Modified Date 1

Recip Docs #3 (Execute) Active (Executed) 9900 TrAMS Transit Organization Region 3 3/19/2025 7:58 PM GMT+00:00

TCA Recorder and Congressional Release

FL-2023-019 Active (Executed) 9900 TrAMS Transit Organization Region 3 2/4/2025 3:48 PM GMT+00:00
Task Removal

FL-2024-020 Test SubAllocation Docs Active (Executed) 9900 TrAMS Transit Organization Region 3 1/15/2025 8:54 PM GMT+00:00

FL-2024-024 Reassign module 7 Active (Executed) 9900 TrAMS Transit Organization Region 3 11/7/2024 5:23 PM GMT+00:00

7) Click on the download icon on the top left corner of the Award Search Results to export the
currently filtered list of records as an Excel file.

Award Search Results N
Award Number Award Name Award Status Recipient ID Recipient Name Award Cost Center Last Modified Date 1
FL-2025-012 Recip Docs #3 (Execute) Active (Executed) 9900 TrAMS Transit Organization Region 3 3/19/2025 7:58 PM GMT+00:00
FL-2023-019 TCA Recorder and Congressional Release Active (Executed) 9900 TrAMS Transit Organization  Region 3 2/412025 3:48 PM GMT+00:00

Task Removal
FL-2024-020 Test SubAllocation Docs Active (Executed) 9900 TrAMS Transit Organization Region 3 1/15/2025 8:54 PM GMT+00:00
FL-2024-024 Reassign module 7 Active (Executed) 9900 TrAMS Transit Organization Region 3 11/7/2024 5:23 PM GMT+00:00
FL-2024-025 Reassign Module 9 Active (Executed) 9900 TrAMS Transit Organization Region 3 11/1/2024 8:54 PM GMT+00:00
Award ts & Budget Revisions UAT
FL-2025-002 D"e"r‘:o Documents & Budget Revisions L Active (Executed) 9900 TrAMS Transit Organization  Region 3 10/31/2024 3:12 PM GMT+00:00
FL-2024-018 Test Application Workflow Active (Executed) 9900 TrAMS Transit Organization Region 3 7/16/2024 2:58 PM GMT+00:00
FL-2024-016 Application for Reservation Behavior Active (Executed) 9900 TrAMS Transit Organization Region 3 5/6/2024 7:08 PM GMT+00:00
FL-2024-004 UZA Updates Demo Active (Executed) 9900 TrAMS Transit Organization Region 3 11/6/2023 8:27 PM GMT+00:00

8) Alternately, to search for Applications, select the ‘Applications’ radio button.

-] T4 |4,
WELCOME MY WORK (0) RECORDS REPORTS

Select Search Criteria

What would you like to search?*

Awards

Applications

CLOSE

9) The Search criteria along with search filters will be displayed. Users can fill in additional information
to narrow down the search result.
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@A 4

WELCOME MY WORK (1) RECORDS REPORTS

Select Search Criteria

What would you like to search? *
Awards

Recipient Search Criteria

Recipient @
Application Search Criteria -
Fiscal Year hd Award Name
t obl
Application Number Application State
stat
Section Code Application Status -

ppl

Application Search Results

‘
%
<

Application Number Award Name Application Status :lsc\plenl Recipient Name Application Cost Center Last Modified Date 1

10)

11)

12)

All Applications will already be displayed under the Applications Search Results section. Enter any
(or no) combination of search criteria in the provided fields to filter search results. Search results are
restricted to Applications for the user’s recipient organizations. Search criteria is not required.

The search filter options are:

a) Recipient: This is applicable only for users with more than one organization. Recipient ID is the 4
digit number. Recipient Name is a text field that allows the user to enter all or part of a recipient
organizations name. The user must already belong to the organization that is entered in the text

field.
b) Fiscal Year: A drop-down menu containing fiscal years.

c) Application Number: Enter a complete or partial Application number. Enter the first part of an
Award number to return all Applications beginning with the number. Dashes are required.

d) Section Code: Enter a two-digit section code for the Application’s funding source.
e) Award Name: Enter the full or partial name of the Application.

f) Application State: Enter the state abbreviation for the Application.

g) Application Status: Select an Application status from the drop-down menu.

The ‘Application Search Results’ will be displayed below the filters and will automatically update to
display the results per the filters selected. Each Application Number is a hyperlink to the returned
Application record. Click on an Application Number to go to the selected Application record.
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

WELCOME

Awards

O Applications

Recipient Search Criteria ~
RE(ipiznlel 9900 - TrAMS Transit Organization X |
Application Search Criteria v
Fiscal Year - Award Name
1 gation fi r cat Enter all or an award nar
Application Number Application State
Enter applicatl umber te abbre: or
Enter two-digit section code for application funding source elect application staty
Application Search Results -
3
Application Number  Award Name Application Status Recipient ID Recipient Name Application Cost Center Last Modified Date l
Recip Docs #8 (RA) Final Concurrence / Reservation 9900 TrAMS Transit Organization Region 3 3/12/2025 7:57 PM GMT+00:00
Recip Docs #2 (RA Concurrence) Final Concurrence / Reservation 9900 TrAMS Transit Organization Region 3 3/12/2025 4:52 PM GMT+00:00
EDD UAT Demo - Annelise Final Concurrence / Reservation 9900 TrAMS Transit Organization Region 3 3/12/2025 3:21 PM GMT+00:00

Add Discretionary Task - Final Cancurrence - UAT
Demo - Charu

FL-2025-006-00

Final Concurrence / Reservation 9900 TrAMS Transit Organization Reglon 3 121

/2024 9:04 PM GMT+00:00

13) Click on the download icon on the top left corner of the Award Search Results to export the
currently filtered list of records as an Excel file.

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

WELCOME

Awards

O Applications
Recipient@ 9900 - TrAMS Transit Organization X
Application Search Criteria v

Fiscal Year - Award Name

Application Number Application State

Section Code Application Status  Final Concurrence / Reservation o~

Enter two-digit section code for application funding source elect application statu
Application Search Results v

Application Number  Award Name Application Status Recipient ID Recipient Name Application Cost Center Last Modified Date [l
FL-2025-014-00 Recip Docs #8 (RA) Final Concurrence / Reservation 9900 TrAMS Transit Organization Region 3 3/12/2025 7:57 PM GMT+00:00
FL-2025-005-00 Recip Docs #2 (RA Concurrence) Final Concurrence / Reservation 9500 TrAMS Tmnal[{')'gum:u[mn Rusmn 3 3/12/2025 4:52 PM GMT+00:00
FL-2025- 00 EDD UAT Demo - Annelise Final Concurrence / Reservation 9900 TrAMS Transit Organization Region 3 3/12/2025 3:21 PM GMT+00:00

FL-2025-006-00 ;iﬂg‘“;:'i”‘"" Task - Final Concurrence -UAT o) o rrence £ Reservation 9900 TrAMS Transit Organization Region 3 12/15/2024 9:04 PM GMT+00:00

5.1.2 Searching for Projects

Projects divide an Application into smaller pieces. Each Application must have at least one Project.
Sound Project naming conventions will help with search functions later.
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Application and Award Project records can be found from an Application record or searched for directly
from the ‘Records’ tab.

To search for a Project from the ‘Records’ tab:

1) Go to the ‘Records’ tab and click ‘Applications / Awards’, then click ‘Projects’.

4 e,

NELCOME MY WORK (8) REPORTS

@TrAMS Website SHelp Page

€IrAMS

Transit Award Management System

[ Applications / Awards I Recipient Organizations i Disadvantaged Business Enterprise (DBE) Reports

g Applications / Awards

AWARDS APPLICATIONS
Q SEARCH  APPLICATION STATUS «  APPLICATION COST CENTER - & T- o
:T::;lu Project Title m‘:r“i:‘:ri”" Application Status :‘;‘ip""" Recipient Name 'ésr’:li:r‘“‘”" Cost Last Modified Date | Actions
;;‘M'Eﬁ:" "2 Facilties Updates 9900-2024-12 Transmitted / Ready forFTA 9909 TrAMS Transit Organization Region 3 E;f:‘:ﬁ:-lg." AM fileste
flanzen Test FL-2024-012-02 Active Award / Ready for TrAMS Transit Organization Reglon 3 /18720281205 M @ lten
2 Closeout EDT
et Test FL-2024-012-01 Active (Executed) 99 TrAMS Transit Organization Region3 S g b W 5 E

2) Alist of Projects will appear. Recipient users can only see the Projects for their organizations. (FTA
users can see all TrAMS Projects.)

3) Each Project number is a hyperlink to the Project record. Also, the grid displays more information
about the Project: Project Number, Project Title, Application Number, Application Status, Recipient
ID, Recipient Name, Region/Office, Last Modified Date, and Actions. The Actions column includes a
shortcut to some related action for that Project.

Projects

Q 9900 © SEARCH  AsPUCATIONSTATUS « APPLICATION COST cenTeR - R

Application Application status Recipient

ect Numbe: tTitle
Project Number Project Title Number D

Recipient Name Application Cost Center Last Modified Date | Actions

e ww

- e

4) A search box for filtering the list of Projects is available at the top of the page.

Note: Enter text into the ‘SEARCH’ box to filter the list to Projects that match all or part of the text
in the Project hyperlink. The search ignores capitalization (‘“user” will return anything with “USER”,
“User”, or “user” in the title); the Project number must include the dashes.
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Projects
Q useq o\ EARCH  APPLICATION STATUS © | APPLICATION COST CENTER - 2/ v e
Project Number Project Title Application Number  Application Status. Recipient D Recipient Name Application Cost Center  Last Modified Date 1 Actions

040 0 TrAMS Transit Organ

5) Click on the Project link to go directly to the Project record.

Transmi / /29/. Amendment Budget Activity Line ltem...
VA-2021 VA-2021-006- sjaed TrAMS Transit 8/29/2023 % Amendment Budget Activity Line Ite
o User Guide Screenshot Ready for FTA 9900 : Region 3 10:36 AM ¥ Project Documents
006-01-01 01 Organization
Review EDT ¥ Environmental Determinations

¥ Budget Activity Line Items and Milesto...
¥ Project Documents
¥ Environmental Determinations

VA-2021- VA-2021-006- TrAMS Transit 8/28/2023
991
006-01-00 User Guide Screenshot 00 Active (Executed) 9900 Organization Region 3 4:04 PM EDT

6) The Record’s Summary page will display.
@ =] ™

WELCOME MY WORK (23) RECORDS REPORTS

VA-2021-006-01-00 - User Guide Screenshot

Summary Project Control Totals Related Actions

Recipient Details

Recipient ID Recipient Name
9900 TrAMS Transit Organization

Application Details

FAIN Application Name
VA-2021-006-00 & User Guide Screenshot

Temporary Application Number Application Status

9900-2021-11 FAIN Assigned / Ready for Submission

Project Information
Project Number
VA-2021-006-01-00
Project Title

User Guide Screenshot
Project Created Date
Mar 25, 2021

Last Modified Date

Mar 25, 2021

Last Modified By
test.submitter@email.com

5.1.3 Working with Awards

Once an Award has been selected from one of the search options, the ‘Summary’ page will be displayed.
The left navigation menu will contain more options to select and view additional Award information.

The following left navigation menu options are available to all user roles.

e Summary — Available in all Award Statuses
e Award Funds Status — Available in all Award Statuses except Obligated / Ready for Execution
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e Amendments and Budget Revisions - Available in all Award Statuses
e Related Actions - Available in all Award Statuses

FL-2024-012 | User Guide Testing - Review/Approvals

W Award Funds Status Amendments and Budget Revisians Related Actions

5.1.3.1 Award Record: Summary

The Summary page of an Award will be the landing page after selecting a specific Award to view or work
with. It will display information that has been Awarded by FTA for an Award, including:

e The award overview which will display high level information about the Award including:
o The Award Name
The Total FTA Amount — This is the total FTA amount across all projects of the Award.
The Total Amount — This is the total amount including non-FTA funding.
The Award Status — This is the current status of the Award.
The Pre-Award Manager — This is the Pre-Award manager assigned to the last awarded
amendment.
o The Post-Award Manager - This is the Post-Award manager assigned to the last
awarded amendment.

o
o
o
o

FL-2024-012 | User Guide Testing - Review/Approvals

@The following Amendment is in-progress: FL-2024-012-01

Award Name: User Guide Testing - Review/Approvals
Total FTA Amount Total Amount Award status Pre-Award Manager Post-Award Manager

5m 350 Active (Executed) Test User 7 Test User 7

e The recipient details section which will have the basic recipient information with a hyperlink to
the recipient record.

Recipient Details v

Recipient ID Recipient Name
300 9 TrAMS Transit Organization

iration Date SAM Status

ACTIVE
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The executive summary, award description and period of performance will be displayed with
information that has been Awarded by FTA for the Award

Award Description

Purpose
Test

Activities to be performed
Test

Expected outcomes

Test

Intended beneficiaries
Test

Subrecipient activities

Period of Performance Dates

Period of Perfarmance Start Date

Apr 10, 2024

Original Period of Performance End Date

Mar 20, 2024

Current Period of Performance End Date

Mar 26, 2026

If the Current Period of Performance End Date has expired, Recipient users will see a banner at
the top of the Summary tab:

FL-2025-008 | pop test for 1/16
Amendments and Budget Revisions  Related Actions

Period of Performance Expired: The Current Period of Performance End Date (1/29/2025) is expired. Please reach out to the FTA Post-Award Manager if assistance is needed.

Award Overview hd

Award Name: pop test for 1/16

Total FTA Amount Total Amount Award Status Pre-Award Manager Post-Award Manager
$7m $7m Obligated / Ready for Annelise Cantrell Annelise Cantrell
Execution

If the Current Period of Performance End Date is within 30 days of expiration, Recipient users
will see red text within the Period of Performance Dates section:

Period of Performance Dates

|

Period of Performance Start Date

Feb 28, 2023

Original Period of Performance End Date
Jun 29, 2025

Current Period of Performance End Date @
Jun 29, 2025

A Your end date will expire in 18 days. Please reach out to the FTA Post-Award Manager if assistance is needed.

If the Current Period of Performance End Date has expired, Recipient users will also see red text
within the Period of Performance Dates section:
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Period of Performance Dates v

Period of Performance Start Date
Jun 10, 2025

Original Period of Performance End Date
Jan 29, 2025

Current Period of Performance End Date @
Jan 29, 2025

A Your end date is expired.

The ‘Summary’ page is always in read-only format for all users. All sections can be expanded or
minimized at the user’s discretion.

If there is a draft amendment currently in progress for the award, a link is displayed at the top of the
Award Overview. Users can click on this link to navigate to the latest in progress amendment of the
Award. Note that since the amendment displayed is not currently awarded by FTA, the Award record
information will not be updated to display the information from the amendment.

5.1.3.2 Award Record: Related Actions

By selecting the ‘Related Actions’ from Award records the user will be shown a menu of options that are
associated to the Award record. These will include additional details about the Award that may be
viewed and actions that may be taken on the record. The menu items shown depend on the logged in
users’ role and the status of the Award.

The following detailed ‘Related Actions’ are visible regardless of the user role or status of the
Application.

Execution & Award Summary
View-Print Award
View-Print Budget Change History

Award Documents

D D 4

(34

Summary  Amendments and Budget Revisions Related Actions

Execution & Award Summary
View Execution Summary and Award Agreement

View-Print Award
Generate View/Print for Award

View-Print Budget Change History
Generate View-Print for Budget Revision

Award Documents
View Award Documents

There are several other related actions available under the Award Record. These Related Actions
become available to different users under different award statuses. There are some related actions
which will only be available on both Application & Award record, some will be available only under
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the Award Record while others will only be available under the Application record. Users will need
to navigate to the Application Record to view and use those related actions. Related actions
Execution & Award Summary, View-Print Award and View-Print Budget Change History that are
available under the Award Record are described under the sections for Application Development and
Post-Award Management.

5.1.3.2.1 Related Action: Award Documents
The ‘Award Documents’ related action allows users to view documents associated with the Award.

All documents that were uploaded as part of an application/amendment or project will be listed under
Award Documents once the application has been awarded. Any documents uploaded to an application
or amendment that has not yet been awarded will not be part of the Award Documents.

Both recipient and FTA users will be able to view and add documents under Award Documents however
only FTA users will be able to delete documents using the Award Documents related action. There are
certain document contexts and types that users will not be able to add or delete from the Award
Documents related action. These include:

7) Suballocation Documents
8) View-Print Documents

Users will need to create an amendment or budget revision to modify these documents.
To add, delete or view documents from Award Documents:

1) On the Award related actions click ‘Award Documents’.
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Summary  Award Funds Status ~ Amendments and Budget Revisions Related Actions

Create Amendment
Initiate Amendment for Active Executed Award

Create Closeout Amendment
Initiate Close for Active Executed Award

Create Budget Revision
Initiate Budget Revision for Award

View Execution Summary and Award Agreement

Award Funds Status
View Award Funds Status - Obligations, Deobligations, Refunds and Disbursements

View-Print Award
Generate View/Print for Award

View-Print Budget Change History
Generate View-Print for Budget Revision

5
4
5
g Execution & Award summary
b 4
=
=

1. Award Documents
L] View Award Documents

2) Users will be able to view all the documents that were uploaded as part of the awarded
application/amendment and its projects. The Award with Amendment Number for which the
document was uploaded will displayed for each document. In case the document was uploaded for a
project then the project number will also be mentioned in the grid.

Filters
Award Amendment Number Project Number
Document Name and Description Document Context

Document Type
Document Name Document Context s;;:m"[ ::'::e?mm’m“m Project Number  Document Description Date Uploaded | uploadedBy  Email
Test Document.docx Project Budget Funding Source  FL-2025-002-01 E%’lﬂ:sml 92 teut Document ci‘?wfig SEIZELY widhi FTA ;‘;;Zz(“g:f“
Test Document 2.docx Fleet Fleet status FL-2025-002-01 Test Document e Nidhi FTA :j;ji‘d;:““
Test Document 3.docx Project Budget In-ind Funding  FL-2025-002-01 FL202500203- 1o pocument [DM‘T';]E;:" ISEM Nidhi FTA ::.;aa( p‘;‘js'
Test Document 2.docx Project Budget Scope Details  FL-2025.002-01 BB test pocument w‘(-co:;:d:m o Nidhi FTA 2:,:22""!";“'
S S Ercte mord (0242020 - Appkaton 10242024354 e
rest Document Projec g ki Fundig | FL2025.00241 R 202500203 Torz32024 67 M4 Mon | s

3) Use the filters to find any specific documents in the grid as needed. Note that the Document Type
filter will only become available once the Document Context has been filtered.
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Summary Award Funds Status Amendments and Budget Revisions
Filters
Award Amendment Number Project Number
Document Name and Description Document Context
Document Type
Document Document Award Amendment Project Uploaded
Document Name Context Type Number Number Document Description Date Uploaded 1 By Email
Test Document.docx Project Budget ;z[}?['z’g FL-2025-002-01 ;é—j}(zZS—OO?' Test Document g%‘iﬁ;gé S 1ZENS Nidhi FTA ;[:@asgllagn;fs{r
10/31/2024 3:11 PM fta-appiantest-
Test Document 2.docx Fleet Fleet Status FL-2025-002-01 Test Document GMT+00:00 Nidhi FTA sa@dot.gov

4) Click the ‘Add Document’ button to upload a new document for the Award.

o w

Summary  Award Funds Status  Amendments and Budget Re

MOUET SENTEMCE SUCTINES; T generate
Lorem Ipsum which looks reasonable.
The generated Lorem Ipsum is
therefore always free from repetition,
injected humour, or non-characteristic

words et
o . Application ; . ) Execute Award (10/23/2024) - 10/23/2024 6:39 PM Nidhi fta-appiantest.
View Print Appl FL-2025.002.00 General FL:2025-002:00 )
lew Print Application - FL-2023-002:00 \"esrrmation Geners —— Application View-Print GMT+00:00 Recipient 9s@dat.gow
A ! 10/23/2024 6:23 PM nidhi fta-applantest-
Test Doc P In-Kind Fi FL.2025-002-
est Document roject Budget in-Kind Funding  FL-2025-002-00 s curianon S e
details about the uploaded Long-Range
. N . e R FL2025-002:02-  Plan document (e.g. page number 10/2312024 6:19 PM Nidhi fta-appiantest-
View Print Application - CA-2018:003-01  Program Plan Lang Range Plan o0 where the project is mentioned inthe  GMT+00:00 Recipient a5@dat.gov
document)
TrAMS - Application Processes - - S 1012312024 6:13 PM Nidhi plantest-
vam Pl TIPY FL-2025-002- .t Benefi
Cooperative Agreement Version 2.1 (1) T oEam Plan SRTES 2GS N ST GMT+00:00 Reciplent jot.gov
MPR Details Report for Test User 95 jul B P FL-2025-002-02 . . 619 PM Nidhi fta-appiantest-
Program P uPwP FL-2025-002-00 Project Benefits UPWP document
02, 3.39.33PM rogram Plan ped 00 ) enents ocumen GMT+00:00 Recipient 95@dat.gov
FL2025.002.01-  detalls about the uploaded Long-Range  10/23/2024 6:12 PM Nidhi
Test Document 2 Program Plan LongRange Plan  FL-2025-002-00 % Cs- St

o0 Plan document GMT+00:00 Redplent

1-150f20 >

CLOSE

5) Users will be taken to the ‘Add New Documents’ form.

a) Select whether the document needs to be uploaded for the Award i.e., the last awarded
amendment or a specific project within the Award.
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Summary  Award Funds Status  Amendments and Budget Revisions [EEEEIERRISIERE)

Add New Document

Recipient ID Recipient Name
99005 TrAMS Transit Organization

Award Amendment Number Award Name

FL-2025-002-01 Award Documents & Budget Revisions UAT Demo
Temporary Application Number Award Status

9900-2025-2 Active (Executed)

b) If Award is selected:

i) Use the provided drop-down menu for the ‘Document Context’ field to select from one of
the predefined context types.

ii) Use the provided drop-down menu for the ‘Document Type’ field to select from one of the
predefined document types.

iii) Enter a description for the document into the ‘Document Description’ field.

iv) Click the ‘Browse...” button under the “Select File” field to select a local file for upload. Users
may upload only one file at a time. Click the ‘Remove’ link which appears after upload if
Users wish to remove the uploaded file.

Upload New Document v

Add a new document to: @

Project

Award Amendment FL-2025-002-01
Number

*Document Context
*Document Type

* Document
Description

*selectDocument  upioan [}

c) If Project is selected:

i) Use the provided drop-down menu for the ‘Project Number’ field to select the project for
which the document needs to be uploaded.

ii) Use the provided drop-down menu for the ‘Document Context’ field to select from one of
the predefined context types.

iii) Use the provided drop-down menu for the ‘Document Type’ field to select from one of the
predefined document types.

iv) Enter a description for the document into the ‘Document Description’ field.

v) Click the ‘Upload’ button to select a local file for upload. Users may upload only one file at a
time.
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vi) Click the ‘Save’ button once all details are complete and a file has been uploaded or click
‘Cancel’ at any time to go back to the list of documents.

Upload New Document

Add a new document to: @
Award

Project
)

* Project Number -

* Document Context
* Document Type

* Document
Description

*Select Document  ypLoap [

CANCEL SAVE
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6) To delete any existing documents, select the check box for one or more documents in the grid and
then click the ‘Remove Document’ button. Note that only FTA users will be able to delete
documents from the Award Documents related action.

Filters
Award Amendment Number Project Number

Document Name and Description Document Context

Test Project Budget o~

Document Type

Document Name Document Context Document Type Award Amendment Number Project Number Document Description Date Uploaded 1 Uploaded By

Email
st Document docx Project Budget Funding Source FL-2025-002-01 FL-2025-002:02-01 Test Document 10/31/2024 3:12 PM GMT+00:00 Nidhi FTA fta-appiantest- 94@dot.gov
Project Budget In-Kind Funding Test Document Nidhi FTA
Project Budget Scope Details Test Document Nidhi FTA
Project Budget In-Kind Funding Nidhi Recipient fta-appiant
Project Budget in-Kind Funding Nidhi Reciplent  fta-appiant

PULLITVYN gl REMOVE DOCUMENT | CLOSE

7) To view documents click on the ‘Document File Name’ for the document to be viewed.

Filters

Award Amendment Number Project Number

Document Name and Description Document Context

Test Project Budget o~
Document Type
Funding Source o~
Document Name Document Context Document Type Award Amendment Number Project Number Document Description Date Uploaded 1 UploadedBy  Email
Project Budget Funding Source FL-2025-002-01 FL-2025-002-02-01 Test Document 10/31/2024 3:12 PM GMT00:00 Nidhi FTA fta-appiantest-34@dot.gov

8) Click on the ‘Close’ button to go back to the Award related actions.

5.1.3.3 Award Dashboards

5.1.3.3.1 Award Dashboard: Award Funds Status

The ‘Award Fund Status’ allows users to view the financial details of an executed Award such as
obligation, deobligation, disbursement, refund, and unobligated balance. All FTA, recipient and DOL
user roles can access this dashboard, which is available once an Award has a status of ‘Active
(Executed)’. The ‘Award Fund Status’ page is read-only for all users.

To view ‘Award Fund Status’ information:
1) Click the ‘Award Funds Status’ from the ‘Related Actions’ menu.
2) The display will include:

a) Recipient Details

b) Award Information/ Award Amendment Information
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c¢) Award Funding Summary

d) Award Funding - Financial Purpose Code (FPC) grid

e) Award Funding — Account Class Code grid

f)  Application Transaction History grid, which can be filtered by several drop down options.

Note: Each grid will display a small number of rows, use the arrow keys on the bottom of the grid to view
additional records. Arrows only appear when there are additional rows.
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

=4
MY WORK (24)

Amendments and Budget Revisions  Related Actions

Recipient ID
99008

SAM Expiration Date
09/28/2025

Amendment Information

Award with Amendment Number

FL-2025-002-01

Temporary Application Number
9900-2025-2

Award Funding Summary

PO Number Funding Source Obligation

FL-90-8002 5307 - Urbanized Area Formula Grants (2013 and forward) $420.00

Award Funding - Financial Purpose Code (FPC)

Recipient Details v

Recipient Name
TrAMS Transit Organization
SAM Status

ACTIVE

|

Award Name
Award Documents & Budget Revisions UAT Demo
Award Status

Active (Executed)

|

bl Net Obligati D Refund

Unliquidated Balance

$0.00 542000 $0.00 $0.00 $420.00

|

PO Number FPC FPC Description Obligation
FL-90-8002 00 CAPITAL $300.00
FL-90-8002 00 CAPITAL $100.00
FL-90-8002 [1}} RESEARCH AND TRAINING $20.00

Award Funding - Account Class Code

Filters

Account Class Code

Project Number

Cost Center

Award Transaction Histo

Filters

Account Class Code

Project Number

Transaction Type

List of Award Funding - Transaction View

PO Number Project Number Scope Number / Name / Suffix UZA Code Cost Center
FL-90-8002 FL-2025-002-01-00 112-00 BUS TRANSITWAYS/LINES A1 120000 65000
FL-20-8002 FL-2025-002-02-00 122-00 RAIL TRANSITWAY LINES A2 120000 65000
FL-G0-8002 FL-2025-002-01-00 112-00 BUS TRANSITWAYS/LINES A 120000 65000
FL-00-8002 FL-2025-002-02-00 122-00 RAIL TRANSITWAY LINES A2 120000 65000
FL-90-8002 FL-2025-002-03-01 112-00 BUS TRANSITWAYS/LINES A3 060000 65000
FL-90-8002 FL-2025-002-03-01 112-00 BUS TRANSITWAYS/LINES A3 060000 65000

Deobligation Disbursement Refund Unliquidated Balance
$0.00 50.00 50.00 $300.00
$0.00 $0.00 $0.00 $100.00
$0.00 $0.00 $0.00 $20.00

|

FPC

Scope

PO Number Project Number Cost Center Scope Code / Name / Suffix Account Class Code FPC Obligati igati Disb Refund Unliquidated Balance
FL-00-8002 FL-2025-002-01 65000 11200 BUS TRANSITWAYS/LINES A1 2024.2).90.91.2 00 $300.00 50.00 $0.00 $0.00 $300.00
FL-90-8002 FL-2025-002-02 650 12200 RAIL TRANSITWAY LINES A2 2024.2).90.91.2 00 $100.00 50.00 $0.00 $0.00 $100.00
FL-G0-8002 FL-2025-002-03 65000 112-00 BUS TRANSITWAYS/LINES A3 2024.2).90.91.2 01 $20.00 50.00 $0.00 $0.00 $20.00

|

FPC

Scope

Account Classification Code FPC Transaction Date 1 Transaction Type Amount
2024.2.9091.2 [ 1072312024 Obligation $300.00
2024.2.9091.2 a0 10/23/2024 Obligation $100.00
2024.2).90.91.2 00 1072372024 Authorized Disbursement $300.00
2024.2).90.91.2 00 1072372024 Authorized Disbursement $100.00
2024.2).9091.2 o 1072412024 Obligation $20.00
2024.2).9091.2 o 1072472024 Authorized Disbursement $20.00
6 items

Elements of Award Funding Summary:
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a) If the Award has more than one fund source, a PO Number will populate for each source.

b) Obligation is the total amount of funds Awarded, original or as amended to add new funds.

c) Deobligation indicates any scope code transfer removing funds from a funding source.

d) Disbursements indicate the amount of funds passed through FMS via ECHO or Delphi to the
Recipient.

e) Refund indicates any funds returned to FTA via ECHO or pay.gov.

f)  Unliquidated Balance reflect the amount available to be disbursed against the original Award
obligation.

Award Funding Summary

PO Number Funding Source Obligation Deobligation Net Obligation Disbursements Refund Unliquidated Balance

5311 - Rural Area Formula $5.00 $0.00 $5.00 50,00 $0.00 $5.00

Elements of Award Funding — Financial Purpose Code (FPC)

a) Financial information pertaining to each FPC used.

Award Funding - Financial Purpose Code (FPC) v

PO Number FPC FPC Description Obligation Deobligation Disbursement Refund Unliquidated Balance

ELDERLY AND DISABLED $5.00 $0.00 $0.00 $0.00 $5.00

Elements of Award Funding — Account Class Code

a) The Account Class Code section details information for each obligation to include deobligation,
disbursement, refund and unliquidated balance.
b) This section includes information needed to complete drawdowns on Awards, including:
a. PO (Purchase Order) Number
b. Project Number
c. Cost Center
d. Scope Code/Name/Suffix
e. Account Class Code
c) Fiscal Year (first 4 digits), Section Code digits 7 and 8, following by a ‘limitation code’ to further
delineate the program funds.
a. FPC Code (TEAM Awards)
d) Unliquidated Balance specifies the amount of funds available for disbursement.
e) Search criteria can be used to filter desired information

award Funding - Account Class Code -

Filters.

Account Class Code FPC
Project Number Scope

Cost Center

PO Number Project Number Cost Center Scope Code / Name / Suffix Account Class Code FPC Obligation Deobligation Disbursement Refund Unliquidated Balance

65000 400 BUS: SUPPORT EQUIE AND FACILITIES A 2023.2).18.R7.2 03 $5.00 50.00 50.00 50.00 $5.00

Elements of Application Transaction History

Application Transaction History shows all financial activities pertaining to the Application. This
section can be filtered by one of the options from the drop-down:
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a) Account Class Code
b) FPC (e.g.00, 01, 02, 04, 09)

c) Project Number
d) Scope Code
e) Transaction Type (Obligation, Authorized Disbursement, Disbursement, Refund)

The filters allow further drill down into a specific category based on the selections. The filters are all
dropdown menus and allow users to choose from the available options in the dropdown.

Award Transaction History v
Filters
Account Class Code FPC
Project Number scope

Transaction Type

Award Funding - Transaction View

PO Number Project Number Scope Number / Name / Suffix UZA Code Cost Center Account Classification Code FPC Transaction Date 1 Transaction Type Amount
8-600 114-00 BUS: SUPPORT EQUIP AND FACILITIES 20232)18.R7.2 Obligation $5.00
8-600 14-00 BUS: SUPPORT EQUIP AND FACILITIES 65000 2023.2).18.R7.2 Authorized Disbursement $5.00

5.1.3.3.2 Award Dashboard: Amendments and Budget Revisions

The Amendments and Budget Revisions dashboard gives users a snapshot of all awarded amendments
for an award as well as the budget revisions on each amendment of that award. This dashboard is
available to all FTA, Recipient and DOL users once an application is awarded. If there is a draft
amendment that has not been awarded, it will not be displayed on the grid, however a message will be
displayed above the grid listing a link to the draft amendment.

All budget revisions will be displayed under the budget revision column for the corresponding
amendment. Note that Budget Revisions listed may still be in draft and may not be approved yet.

Summary  Award Funds Status [EENIIUUNTIERUREMSL SVEEE  Related Actions

@The following Amendment is in-progress: PA-04-0011-05 |

Amendments and Budget Revisions

Select an Amendment to see its budget revisions if applicable. Click on the hyperlink in the Award Amendment Number column to see more details about that Amendment.

Award with Amendment Number FTA Amount @ Change Amount @ Amended Date Budget Revisions @
PA-04-0011-04 $6,411,260.00 $425,000.00 07/21/2010 08:53 PM 1
PA-04-0011-03 $5,986,260.00 $1,646,000.00 01/28/2009 05:45 PM 1
PA-04-0011-02 $4,340,260.00 $1,552,000.00 01/23/2008 03:37 PM 0
PA-04-0011-01 $2,788,260.00 $1,428,000.00 07/03/2007 08:55 PM 0
PA-04-0011-00 $1,360,260.00 $1,360,260.00 05/24/2006 08:58 PM 0
5items

To view Amendments and Budget Revisions:
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1) Click on the Amendments and Budget Revisions dashboard on the Award Record

a) A grid will be displayed listing all the awarded amendments under the column called ‘Award
with Amendment Number’. Each number will be a link to the amendment record. Users can click
on the Award with Amendment Number to view the details of that amendment.

b) The FTA amount column will display the total FTA amount of all projects of an amendment.

c) The Change Amount column will display the difference in the FTA Amount relative to the last
amendment.

d) The Budget Revision column will list the number of budget revisions created for each
amendment.

Summary  Award Funds Status [EERITEUNSNEPURE IS SUEIUEE  Relted Actions

@The following Amendment is in-progress: PA-04-0011-05

Amendments and Budget Revisions

Select an Amendment to see its budget revisions if applicable. Click on the hyperlink in the Award Amendment Number column to see more details about that Amendment.

PA-04-0011-04 $6,411,260.00 $425,000.00 07/21/2010 08:53 PM 1
PA-04-0011-03 $5,986,260.00 $1,646,000.00 01/28/2009 05:45 PM 1
PA-04-0011-02 $4,340,260.00 $1,552,000.00 01/23/2008 03:37 PM 0
PA-04-0011-01 $2,788,260.00 $1,428,000.00 07/03/2007 08:55 PM 0
PA-04-0011-00 $1,360,260.00 $1,360,260.00 05/24/2006 08:58 PM 0

5items

2) To view the budget revisions for an amendment, click on the check box next to the Award with
Amendment Number. The budget revisions details will be displayed below the grid, with the most
recent budget revision pre-selected. To view previous budget revisions, click on the checkbox next
to the number of the budget revision needed to be viewed.
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USER ACCEPTANCE TESTING {UAT) ENVIRONMENT

Summary  Award Funds Status

Award with Amendment Number

PA-04-0011-04

Amendments and Budget

PA-04-0011 | Intermodal Facility Earmarks

Related Actions

@The following Amendment is in-progress: PA-04-0011-05

FTA Amount @

$6,411,260.00

Change Amount @

$425,000.00

Amended Date

07/21/2010 08:53 PM

Amendments and Budget Revisions

endment to see its budget revisions If applicable. Click an the hyperlink in the Award Amendment Number column to see more des

Budget Revisions @

q

PA-04-0011-03 $5,986,260.00 $1,646,000.00 01/28/2009 05:45 PM
PA-04-0011-02 $4,340,260.00 $1,552,000.00 01/23/2008 03:37 PM a
PA-04-0011-01 $2,788,260.00 $1,428,000.00 07/03/2007 08:55 PM a
PA-04-0011-00 $1,360,260.00 $1,360,260.00 05/24/2006 08:58 PM a
Sitems
Budget Revisions
List of Amendment 4 . s -
- , Budget Revision Details
cta row to see more deta
Award with Amendment Number Budget Revision Status
Revision # PA-04-0011-04 Approved
1 Created Date Approved Date
7/29/2014 4:07 PM GMT+00:00 7/29/2014 6:32 PM GMT+00:00
o
Budget Revision Reasons
Modify FTA Funding Within Existing Scope;Madify Quantities for
Existing ALI;Modify FTA Funding Across Existing Scopes
Budget Revision Narratives
Activity Line Item (ALI) Quantity Change History
Scope Code Activity Type Line Item Previous Quantity New Quantity
1301 ENG/DESIGN - INTERMODAL BUS TERMINAL ENG/DESIGN - INTERMODAL BUS TERMINAL 0 0
1301 PROJECT MANAGEMENT - 3RD PARTY PROJECT MANAGEMENT - 3RD PARTY 0 1]
113-00 TERMINAL, INTERMODAL (TRANSIT) CONSTRUCTION INTERMODAL FACILITY 0 1]

5.1.4 Working with Applications

Once an Application or Amendment has been selected from one of the search options, the ‘Summary’
page will be displayed. The application dashboard will contain more options to select and view
additional Application information.

The following dashboard options are available to all user roles and for all Application statuses.
e Summary
e Point of Contact
e Application Control Totals
e Application Projects
e Review / Approvals

e Related Actions
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9900-2024-10| Test Application

Initial Review / Concurrence

5.1.4.1 Application Record: Summary

The Summary page of an Application will be the landing page after selecting a specific Application to
view or work with. It contains high level information about the Application, including:

e A progress bar showing the current phase of the Application

e The Application overview showing the total FTA amount, total amount, application status and
award managers (if assigned)

e Basic recipient information with a hyperlink to the recipient record

e Application or Award information along with a hyperlink to the award record

e The executive summary of the Application
e Application details

The ‘Summary’ page is always in read-only format for all users, the ‘Executive Summary’ and the
‘Application Details’ information can be edited from the ‘Related Action” Application Details.

1) Under the Application Overview section users can click on the Total FTA Amount or Total Amount
Cards to navigate to the Application Control Totals dashboard.

JRACTAmll Foints of Contact  Application Control Totals  Application Projects  Review / Approvals

Ad-Hoc Tasks Related Actions

AN
i L)

ra —
’l Initial REVI&(;#‘CDn:urI’eH(E Final Concurrence Obligation Executed Active Closed

Application Overview v

e
Award Nam?leest SubA\IDcatior’h‘DDcs

Total FTA Amount Total Amount Application Status Pre-Award Manager Post-Award Manager

$9,000®m $9,120@ Transmitted / Ready for FTA Alicia Clark Post-Award Manager3 Region 3
Review

2) Under the Recipient Details section, users can Click the ‘Recipient ID’ hyperlink to view to the
recipient record to see or edit detailed recipient information.

Application Status Information

Application Number Period of Performance Start Date

3) For first time Applications, the name of the section after the recipient details section is called
Application Status Information. In this section the Application Number & Award name are displayed
along with other application information like Period of Performance dates and Budget Period dates.
For amendments this section is called Award Information or Award Amendment Information
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depending on which amendment number is being viewed. In this case the Award number hyperlink
is displayed. Users can click on the hyperlink to view the entire award in a new

Award Amendment Information

Award Number Last Disbursement Date

FL-2023-0158 NIA

Award Name perlod of Performance Start Date
Amendment Test Application Jul 11,2023

Award Status original Period of Performance End Date
Ready for RA Concurrence / Award Aug 24,2023

Award Date Current Period of Performance End Date
/A Aug 24,2023

Executed Date Period of Performance Revision Number
NFA o

Budget Period Start Date
Jul 11,2023
Budget Period End Date

4) There are certain sections in the Application Summary that appear only for amendments, such as
Amendment Details or Closeout Details sections will only be displayed for Amendments, Admin
Amendments or Closeout Amendments respectively.

Amendment Created Date
Jul 11,2023
Amendment Created By
John TrAMS
Last Updated Date
Jan 01, 2024
Last Updated By
John TrAMS
Amendment Reasons
« Increase Award Funding
Amendment Remarks

Increase

Close Qut Details v

Close Out Created Date Close Out Status
Aug 10, 2023

Close Out Completion Status
Close Out Created By

Jane TraMs el
Last Updated Date o P
Aug 28, 2023

Last Updated By Final MPR COMPLETE
faneTrAns Submitted to FTA for Review NCOMBLETE

Close Out Reasons
* Funds are no longer needed to accomplish the grant purpose

Close Out Remarks.

5) Users will see the Application Details section for first time applications or Award Details section for
all amendments. The Executive summary and all award details will be displayed under this section.
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Application Details

Executive Summary
Test

Application Details

Type of Financial Assistance

Grant

Application Cost Center

Region 3

Frequency of Milestone Progress Report

Quarterly

Frequency of Financial Federal Reports

Quarterly

Does this application include funds for research and/or development activities?
No. this application does not include funds for research and/or development activities.

Requires E.O. 12372 Review?
State Application ID

Date Submitted for State Review

Pre-Award Authority
No, this application is not using Pre-Award authority.

Does this application include suballocation funds?

Recipient organization is directly a
‘Will this Grant be using lapsing funds?

No

Wil indirect costs be applied to this application?

No, indirect costs will not be applied to this application.
Indirect Cost Description

NIA

Delinquent Federal Debt

No, my organization does not have delinquent federal debt.
Delinquent Federal Debt Description

NIA

sted these funds and is eligible to apply for the funds directly.

Executive Summary
Test TOM-10963

Award Details

Type of Financial Assistance

Grant

Application Cost Center

Region 3

Frequency of Milestone Progress Report

Annual

Frequency of Financial Federal Reports

Annual

Does this application include funds for research and/or development activities?
No, this application does not include funds for research and/or development activities.
Requires E.O. 12372 Review?

No

State Application ID

NiA

Date Submitted for State Review

Pre-Award Autharity

No, this appli
Does this application include suballocation funds?

Recipient organization is ¢

Will this Grant be using lapsing funds?

No
will indirect costs be applied to this application?
No, indir will not be applied to this applicatior

Indirect Cost Description
/A

Delinquent Federal Debt

Mo, my organization does not have delinguent federal debt.
Delinquent Federal Debt Description

NiA

ctly allocated these funds and is eligible to apply for the funds directly

Award Details b

6) For first time applications that are in the ‘In-progress’ status only, users will see a section called
‘Checklist for Application Completion’ The grid displayed under this section will display if the 3 main
items required to Validate& Transmit an application to FTA for initial review are completed or not.
The Project(s) Validated item will have a link to the Application Projects Dashboard, so users can
directly navigate to this dashboard to view which projects are validated or not validated or other

project details as needed.

Items

Annual CEAs
Executive Summary

Project(s) Validated (See Application Projects for mare information)

Status
@ COMPLETED
@ COMPLETED

@ NOT VALIDATED

Recipient ID

Recipient Name

Checklist for Application Completion v

Recipient Details -

7) Lastly the users will see the Award Description section which will display the five fields filled out by

recipients under the Application Details related Action of an application/amendment.
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Award Description
Purpose

Test

Activities to be performed
Test

Expected outcomes

Test

Intended beneficiaries
Test

Subrecipient activities

Test

‘

5.1.4.2 Application Record: Related Actions

By selecting the ‘Related Actions’ from Application records the user will be shown a menu of options
that are associated to the Application record. These will include additional details about the
Application/Award that may be viewed and actions that may be taken on the record. The menu items
shown depend on the logged in users’ role and the status of the Application/Award.

The following detailed ‘Related Actions’ are visible regardless of the user role or status of the
Application.

e Application Documents

e Application Details

e View-Print Application

e View-Print Budget Change History
e Application Review Comments

These actions are described in the following sections. Additional related actions that are available are
described under Application Development and Post-Award Management.
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9900-2024-10| Test Application
summary  Pointsof Contact  Application Control Totals  Application Projects  Review / Approvals  Ad-Hoc Tasks

4 Create New Task
Create an Ad-Hoc Task

View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

Apply Estimated Indirect Costs for Application

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Documents
Manage Application Documents

a
E]
E Apply Estimated Indirect Costs
e
+]

Application Review Comments
8 view and Manage Application / Award Review Comments

B Review signoff
‘Ad-hoc Review

== Delete Internal App Review Comments
Delete review comments on an Application

& it Appiication Review Comment

* Application Special Conditions
Manage Application Special Conditions

= Delete Application
W Geiete an Appiication

5.1.4.3 Application Dashboards

5.1.4.3.1 Dashboard: Points of Contact

The ‘Points of Contact’ dashboard displays FTA points of contacts and the recipient point of contact for
the Application/Award. The recipient point of contact is set during the initial Application development
and may be updated on the ‘Application Details’ screen. The FTA points of contacts will be established
after initial transmission of an Application (‘Transmitted / Ready for FTA Review’ status). The point of
contacts name, user role, email, and phone number will be displayed. Updates to names, roles, and
phone numbers must be done from the user’s profile page.

To view the ‘Points of Contact’ for an Application/Award:

1) Click on the ‘Points of Contact’ from the navigation menu to view the points of contact
associated with the Application/Award. The points of contact associated to the Application are
displayed in grid format. If there are no points of contact associated, the grid will be empty

2) To move away from the ‘Points of Contact’ dashboard simply click on another item from the
navigation menu or select a new tab.
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FL-2024-020-02 | Test SubAllocation Docs

Application Control Totals Application Projects Review / Approvals Ad-Hoc Tasks Related Actions

Recipient Details v
Recipient ID Recipient Name

99008 TrAMS Transit Organization

SAM Expiration Date SAM Status

09/28/2025 ACTIVE

Amendment Information

‘

Award with Amendment Number
FL-2024-D20-02

Award Name

Test SubAllocation Docs
Temporary Application Number
9900-2024-22

Application Status

Transmitted / Ready for FTA Review

Name Role Email Phone

Charu Recipient Grantee fta-appiantest-20@dot gov (555) 555-5555

Alicia Clark Pre-Award Manager alicia.clark@dot.gov _
Post-Award Manager3 Region 3 Post-Award Manager fake@fake.com

5.1.4.3.2 Dashboard: Application Control Totals
The ‘Application Control Totals’ displays the total funding associated with an Application/Amendment
To view the ‘Application Control Totals’ for an Application/Amendment:

1) Click on the ‘Application Control Totals’ from the navigation menu to view the dollar totals
associated with the Application/Amendment. The Application/Amendment totals are listed in a grid
and itemized by their funding source name. If no funding sources have been defined for an
Application the grid will not be displayed.
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2) To move away from the ‘Application Control Totals’ simply click on another item from the navigation
menu or select a new tab.

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT
] & Y

WELCOME MY WORK (25) RECORDS REPORTS

FL-2024-020-02 | Test SubAllocation Docs

Summary Points of Contact

Recipient Details v

Review / Approvals Ad-Hoc Tasks Related Actions

Recipient ID Recipient Name

99009 TrAMS Transit Organization
SAM Expiration Date SAM Status

09/28/2025 ACTIVE

Amendment Information

|

Award with Amendment Number Award Name

FL-2024-020-02 Test SubAllocation Docs

Temporary Application Number Application Status

9900-2024-22 Transmitted / Ready for FTA Review

T
Funding Source Name Amount
5307 - COVID-19 ER Response Urbanized Area Formula Grants $9,000
Local $120
Local/in-Kind $0
State $0
State/In-Kind $0
Other Federal $0
Transportation Development Credit $0
Adjustment Amount $0
Total Eligible Amount $9,120
9items
*Local Amount may include State, Local + Other Federal Funds

5.1.4.3.3 Dashboard: Application Projects

The ‘Application Projects’ dashboard displays the list of Projects associated with an Application/Award.
Projects contain the details associated with each grant including

e Scope of work to be performed

e Location where work will be performed
e Funding sources and associated amounts
e Project milestones

e Environmental findings

e Specific Project documentation

Projects allow the overall Application/Award to be divided into multiple pieces. Each Application/Award
must have at least one Project associated with it. Awards migrated from TEAM will only have one.

To view Projects associated with an Application/Award:
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1) Click on select ‘Application Projects’ from the navigation menu. The list of Projects associated with
the Application/Award will be displayed in a grid.

2) ForIn-Progress applications the grid will indicate if a project is validated or not.

Recipient Details v
Recipient ID Recipient Name
9900 (5 L\‘ TrAMS Transit Organization
SAM Expiration Date SAM Status
09/28/2028 ACTIVE
Application Status Information ~
Application Number Award Name
9900-2026-2 Testing Al Summary
Temporary Application Number Application Status
9900-2026-2 In-Progress
Projects for Application v
Project Number Project Name Project Budget FTA Amount Last Updated Date Last Updated By Validated
9900-2026-2-P1 test $10 %10 Dec 01, 2025 Test User 122 0
. . ‘ . ) . . .
3) Click on the link of the ‘Project Number’ for more Project information.
Recipient Details v
Recipient ID Recipient Name
9900 (5 L\‘ TrAMS Transit Organization
SAM E:piratiun Date SAM Status
09/28/2028 ACTIVE
Application Status Information ~
Application Number Award Name
9900-2026-2 Testing Al Summary
Temporary Application Number Application Status
9900-2026-2 In-Progress
Projects for Application v
Project Number Project Name Project Budget FTA Amount Last Updated Date Last Updated By Vvalidated
test 510 510 Dec 01,2025 Test User 122 o

4) The Project Record’s Summary page will be displayed.
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o

WELCOME MY RECORDS REPORTS

FL-2024-020-01-02 - test project

Project Control Totals Related Actions

|

Recipient Details

Recipient ID Recipient Name

99009 TrAMS Transit Organization
SAM Expiration Date SAM Status

09/28/2025 ACTIVE

Amendment Information

|

Award with Amendment Number Award Name

FL-2024-020-02 Test SubAllocation Docs
Temporary Application Number Application Status

9900-2024-22 Transmitted / Ready for FTA Review

|

Project Information
Project Number
FL-2024-020-01-02
Project Name

test project

Project Created Date
Jan 27, 2025

Last Modified Date
Jan 27, 2025

Last Modified By
fta-appiantest-95@dot.gov

Project Details/Narrative

|

Project Start Date Additional Information
9/24/2024

Project End Date

10/5/2024

Project Description

test desc

Project Benefits

test

Project Locations

test

Capital Investment Project Information

|

Major Capital Investment Project?
No, this is not a major capital investment project.

Program Plan Information

|

STIP/TIP Program Date Long-Range Plan Program Date

STIP/TIP Description Long-Range Plan Description

UPWP Program Date

UPWP Description
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5) To return to the Application ‘Summary’ page click on the Application Number or the Award with
Amendment Number hyperlink.

Project Control Totals Related Actions

Recipient Details

‘

Recipient ID Recipient Name

99008 TrAMS Transit Organization
SAM Expiration Date SAM Status

09/28/2025 ACTIVE

|

Amendment Information

Award with Amendment Number Award Name

Test SubAllocation Docs
Temporary Application Number Application Status
9900-2024-22 Transmitted / Ready for FTA Review

‘

Project Information
Project Number
FL-2024-020-01-02
Project Name

test project

Project Created Date
lan 27 2025

6) To see additional information about the Project, select the ‘Related Actions’ from the navigation
menu.

- & (=) ™
WELCOME MY WORK (23) RECORDS REPORTS

VA-2021-007-01-00 - User Guide Testing

Summary Praject Control Totals Related Actions

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

View-Print Application
Generate View/Print for Application

Project Documents
Manage Project Documents

.~ &+ r + T T T =

Project Funds Status
View Project Funds Status

For additional information on ‘Related Actions’ for Projects, refer to the Projects section of
Application Development

5.1.4.3.4 Dashboard: Review / Approvals Dashboard

The ‘Review/Approvals’ dashboard for an Award contains the latest comments resulting from reviews,
concurrences, and approvals, and is only viewable by FTA and DOL users.
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To view all FTA reviewer comments for an Application/Amendment:
1) Click on the ‘Review / Approvals’ dashboard from the navigation menu.

2) The Application’s last and latest FTA review decisions along with the dates that they were
logged on will be displayed in a grid format.

Summary View of Review / Concurrence / Approvals

Select to view the individual Review Comment

Concurrence @ Required? @ Current Decision @ Current Decision Date @ Last Logged Decision @ Last Logged Decision Date @
Environmental Concurrence & Concur - Move Forward 17172024 3:30 PM EST N/A N/A

Technical Concurrence & Concur - Move Forward 17172024 3:22 PM EST N/A NiA

Civil Rights Concurrence & Concur - Move Forward 17172024 3:25 PM EST N/A NiA

Planning Concurrence 7 Concur - Move Forward 1/1/2024 4:09 PM EST Do Not Concur - Return to Pre-Award Manager  1/1/2024 4:05 PM EST

Click on a comment link to expand details.

Temporary Application Number Application Status

Ready for RA Concurrence / Awar

Summary View of Review / Concurrence / Approvals v

+ Back to concurrence list
Review Comments: Environmental Concurrence

FTA Review Comment History.

Remark By Decision Comment Review Date

Move F optional comment field

e TTAMS

3) Use the paging buttons below the grid if all entries are unable to be displayed on a single page
of the grid.

5.1.4.3.5 Dashboard: Ad-Hoc Tasks

The Ad-Hoc Tasks dashboard contains all the ad-hoc tasks associated with an application. For more
information on this refer to section Records: Search Ad-Hoc Tasks.

5.1.5 Application Phases & Application Status

This section explains the difference between the Application Phases and the Application Statuses as well
as how they relate to one another. The Application Phases are tracked in TrAMS by a visual called the
Progress Bar, as mentioned in the Summary section. Below is an example of a Progress Bar.

FL-2024-012-00| User Guide Testing - Review/Approvals

Obligation Executed Active

The Application/Award Status is visible in multiple places within TrAMS, but a common location to view
the Application Status is on the ‘Summary’ Dashboard, as shown in the following image:
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

RECORDS

FL-2024-020-02 | Test SubAllocation Docs

ETITSO oints of Contact  Application Control

Totals  Application Projects  Review/ Approvals  Ad-Hoc Tasks  Related Actions

In-Progres Initial Review / Concurrence Final Concurrence Obligation Executed Active Clased

Application Overview

Award Name: Test SubAllocation Docs

Total FTA Amount Total Amount Application Status Pre-Award Manager Post-Award Manager
$9,000 3 $9,120@ Transmitted / Ready for Alicia Clark Post-Award Manager3 Region 3
FTA Review
Recipient ID Recipient Name
9300 & TraMS Transit Organization
SAM Expiration Date SAM Status
08/28/2025 ACTIVE
Amendment Information v
Award Number Last Disbursement Date
N/A
Award Name Period of Performance Start Date
Test Suballocation Docs Sep 10, 2024

Original Period of Performance End Date

Dec 04, 2024
Award Date Current Period of Performance End Date
N/A Dec 04, 2024
Executed Date Period of Performance Revision Number
N/A o
Budget Period Start Date
Sep 10, 2024
Budget Period End Date
Dec 04, 2024
Amendment Details -
Amendment Created Date
Jan 27, 2025
Amendment Created By
Nidhi Recipient
Last Updated Date
Jan 28, 2025
Last Updated By
Nidhi Recipient
Amendment Reasons
= Change Performance Period
Amendment Remarks
Test
Award Details v
Executive Summary
testing
Award Details
Type of Financial Assistance Pre-Award Authority
Grant No, this application is nat using Pre-Award authority.
Application Cost Center Does this include funds?
Region 3 Recipient arganization is a Direct Recipient of suballocated funds (by a Designated Recipient).
Frequency of Milestone Progress Report Will this Grant be using lapsing funds?
Annual No
Frequency of Federal Financial Report Will indirect costs be applied to this application?
Annual No, indirect costs will not be applied to this application.

Does this application include funds for research and/or development a Indirect Cost Description

No, this application does not include funds for research and/or development act /A

Requires E.O. 12372 Review? Delinquent Federal Debt

No Yes, my organization has delinquent federal debt.

State Application ID Delinquent Federal Debt Description

NIA Test

Date Submitted for State Review

NIA

Award Description ~
Purpose

Test SubAllocation Docs

Activities to be performed
Test SubAllocation Docs

Expected outcomes
Test SubAllocation Docs
Intended beneficiaries
test

subreciplent activities
test
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Each phase within a TrAMS Application has one or more statuses. For example, an Application within the
‘In-Progress’ phase can have a status of ‘In-Progress’ or ‘In-Progress / Returned to Grantee.” The table
below shows the relationship between the Progress Bar (Application Phases) and the Application
Statuses.

Table 4: Application Phases and Statuses

Application Phases Application Statuses

In-Progress In-Progress

In-Progress / Returned to Grantee

Transmitted / Ready for FTA Review

Initial Review / Concurrence
Initial Review /

Concurrence Review Complete / Ready for FAIN

FAIN Assigned / Ready for Submission
Application Submitted

Final Concurrence Final Concurrence / Reservation

Obligation Ready for RA Concurrence / Award

Execution Obligated / Ready for Execution

Active (Executed)
Active / Budget Revision in Progress

Active / Budget Revision under
Review

Active .
In-Progress / Admin Amendment
Active Award / Inactive Amendment
Active Award / Ready for Closeout

Active Award / Closeout Requested

Closed Closed

5.2 Application Development

Application detail records include both Applications that are in progress and Applications that have been
Awarded. Available Application record details will be displayed in the left navigation menu after
selecting an Application record. The ‘Related Actions’ menu will display actions relevant to the selected
Application. Actions displayed will vary based on the user’s role and the current status of the
Application.
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Refer to the Working with Applications/Awards section for more detailed information on common
Application / Award details and actions.

5.2.1 In-Progress Phase

This section details the steps leading up to the submission of a formal Application and subsequent
Award. The process and information requested to be completed is designed to ensure that once an
Application is transmitted, it can be processed by the FTA Regional Office in a timely manner.

After an Application is created several Related Actions are immediately available. Some maybe be used

right away, though others will come into play later on in Application Development. As the Application /

Award Lifecycle progresses in this User Guide, Related Actions and Tasks will be shown in the order that
progresses the Application / Award for the most part.

To create and transmit an Application to FTA, user must be a Submitter or Developer user. The basic
steps covered in the create Application process includes:

1) Create the Application, complete the Application details
2) Add one of more Projects to the Application to include:
a) Add Project details and narratives, Project locations, and Project plan information.
b) Add budget activity line items and milestones
c¢) Add environmental determinations
d) Validate the Project
3) Validate and transmit the Application

After an Application is transmitted, FTA can return the Application to the recipient or assign the

Application to internal reviewers FTA will only assign a FAIN if the Application is considered complete.
The Application will then be returned to the recipient for formal submission to FTA. After submission,
FTA will conduct any additional reviews, reserve funds for the Application, and then Award the grant.

If the Application indicates pre-Award authority, then the applicant must submit the initial Federal
Financial Report (FFR) before the Official will receive the task to execute.

Once a grant has been Awarded (and the FFR has been submitted for the pre-authority Application),
users with the Official role in the Recipient Organization will receive a task to execute the Award. The
task must be completed within 90 days.
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Figure 2, below, highlights this general Application process from initial creation to Award.

Figure 4: Application Work-Flow

Recipient Creates Application and Transmits to FTA for Review

FTA Reviews Initial Application and Assigns FAIN

Recipient Submits Application for FTA Final review

FTA Provides Final Concurrences, Reserve Funds and Awards Grant

Recipient Executes the Award Agreement

5.2.1.1 Action: Create Application

The ‘Create Application’ action is the first step in the Application development process. Only recipient
organization users with the Submitter or Developer roles can access this action.

The form collects high-level information about the Application. Some fields are required to save the
form. All questions must be answered prior to Application transmission. User can return to this form
using the ‘Application Details’ related action once the Application is created.

For Guidance to better understand each question and level of information/details refer to resources
available on the TrAMS Guidance Page and the primary FTA Office.

To create a new Application:
1) Click the ‘Actions’ tab to display a list of available user actions.

2) Click the ‘Create Application’ action.
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WELCOME MY WORK (9) RECORDS REPORTS.

B1raMSs Website OHelp Page
p Pag!

EIrAMS

Transit Award Management System

¥ Actions A Quick Links

(® Coming Soon

Create Application

Q Search Applications / Awards
Q Search FFR and MPR for Review

Q Search Recipient Organizations

3) The ‘Application Details’ form will display. The form contains two sections: ‘Application Details’ and
‘Application Financial Information’.

Note: If the recipient organization’s SAM account is expired, the recipient user will see a warning
message on the Application Details. The recipient must update the organization’s registration status
before moving forward.

&
MYWORK(9)  RECORDS
SAM Account Expired. Your organizatic n_».,-.qw,-'n ation status expired on [10/14/2020). Please visit the SAM website and update this organization's registration statu

Recipient Details

Recipient ID Recipient Name

Application Details

* Application Name | |

* Application Type

Note: If the recipient organization is missing one or more of the required Legal documents from their
Recipient Documents related action (Authorizing Resolution and/or Opinion of Counsel), the user will
see a warning message. The recipient must add the required Document Types in the Recipient Documents
before validating and transmitting the application.
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TrAMS Transit Organization | Application Details

Missing Recipient Documents: Your organization is missing ane or more of the required documents. Before this application may be Validated and Transmitted, please visit the Recipient Documents related action to upload the required documents

Recipient Details

Recipient ID Recipient Name

9900 TrAMS Transit Organization

Award Details

* Award Name
Creste a name for this application. Nete that this name will be used to reference the grant elsewhere, 5o create 2 name as you would like this grant t be seen by the public. For Example, New York Wilson Bridge Construction Grant.
* Award Type

Select the type of FTA finandial assistance for which you are applying,

Award Description

*Purpose

Describe the goal(s) of the award (e.g, capital project development stage, operating costs covered) to be attained at award completion.

* Activities to be
Performed

Provide high-level description of activities (e.g, preventative maintenance, bus procurement, planning research) to be undertaken with award funds

* Expected
Outcomes

List the benefits (e.g. reduce eongestion, improve efficiency, compliance with new regulation) that will be achieved through the award.
*Intended

Beneficiaries

Indicate who (e g., commuters, employees) will receiv

4) Award Name (Required): Enter the award name. This name will be used for this award and any
future amendments. It cannot be modified after award. The name will be visible by the publicin
USAspending.gov. A maximum of 250 characters are allowed.

Award Details

*Award Name  Test Application

5) Award Type (Required): Select the award type from the drop-down menu. Two options are
available: a) Grant, b) Cooperative Agreement. If Cooperative Agreement is chosen, the Recipient
will have the option to choose a particular region or office to complete the initial review of the
application during transmission of the application. Grants are routed to their assigned region for
review and do not provide the option to assign the application to other regions for review.
Additionally, the award type chosen here will determine which funding sources will be available for
selection in the Project’s Budget Activity Line Items. The User will only see funding sources that are
available with the selected award type. If the Award Type is updated after funding sources have
been selected, then the user may have to update the funding sources in the Budget ALls if the
selected funding sources are not associated with both Award Types. An instructional text will be
displayed in this scenario under the Award Type field.

Award Details ~
* award Name
*Award Type

Award Description Cooperative Agreement I
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Award Details

*Award Name  Grants

*Award Type  Grant

| @ The Funding Sources must be updated in the Budget Activity Line Items again when the Award Type is modified I

6) Purpose (Required): Describe the goal(s) of the award to be attained at award completion. Click the
diagonal lines in the bottom right-hand corner and drag the lines down to expand the text box. A
maximum of 3500 characters are allowed.

Award Description

*Purpase  This is the Purpose of the Application

7) Activities to be Performed (Required): Provide high-level description of activities to be undertaken
with award funds. Click the diagonal lines in the bottom right-hand corner and drag the lines down
to expand the text box. A maximum of 3500 characters are allowed.

*Activities to be  These are the Activities to be performed
Performed

8) Expected Outcomes (Required): List the benefits that will be achieved through the award. Click the
diagonal lines in the bottom right-hand corner and drag the lines down to expand the text box. A
maximum of 3500 characters are allowed

*Expected  These are the expected outcomes
Outcomes

duce congestion, improve efficiency, compliance with new regulation) that will be achieved through the award

9) Intended Beneficiaries (Required): Indicate who will receive benefits. Click the diagonal lines in the
bottom right-hand corner and drag the lines down to expand the text box. A maximum of 3500
characters are allowed.

8. commuters, smployess) will receive benefits.

10) Subrecipient Activities (Required): Provide a summary of activities with number of subrecipients
planned. If there are no subrecipients then state “None.” Click the diagonal lines in the bottom
right-hand corner and drag the lines down to expand the text box. A maximum of 3500 characters
are allowed.

11) Application Point of Contact (Required): Select a point of contact (POC) from the drop-down menu
provided. This individual will be the primary point of contact from the recipient organization
regarding this application. The person selected as the POC will be listed on the Points of Contact
page. This also includes the View-Print Application and any other documentation that provides a list
of POCs.
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* Application Point of  Jane Trams

Contact
Select your organization's primary contact for this application.

12) Application Executive Summary (Required): Enter an executive summary describing the general
purpose of the award. Click the diagonal lines in the bottom right-hand corner and drag the lines
down to expand the text box.

* Application  This is a sample application.
Executive Summary

Describe the general purpose of the award

e ge

13) Research and/or Development: Select the ‘Yes’ or ‘No’ option to respond to the question, ‘Does this
Application include funds for research and/or development activities?’

Does this application Yes, this application includes funds for research and/or development activities.
include funds for © No, this application does not include funds for research and/or development activities.
research and/or
development
activities?

14) Period of Performance Start Date: The period of performance start date is a non-editable field.
There is placeholder text that will display until the time of Award. The Period of Performance Start
Date will be the Original Award Date (i.e., the date the Regional Administrator enters the PIN to
obligate the Award). Once the Award is obligated, the placeholder text will be removed, and the
field will be auto-populated with the proper date.

15) Period of Performance End Date: Enter the period of performance end date. The date selected must
be at least 60 days in the future for all new Applications. The date must not exceed 12/31/2099. The
Period of Performance End Date field is not mandatory at the time of Application creation but is
required and must be populated before the Application is Transmitted. This field is only editable by
the FTA Submitter or Developer while the Application is In-Progress status.

Period of Performance v

The period of performance is the time during which the recipient or subrecipient may incur obligations to carry out the scope of work authorized under the Award. No costs may be incurred
after the period of performance end date. All FTA awards must include period of performance information as required by federal regulation.

Period of Feb 28,2023 Current Period of  06/29/2025 ]
Performance Start Performance End
Date pate Select the date for which all award activities will be completed
Original Period of Jun 29, 2025 Period of 0
Performance End Performance
Date Revision Number

16) Pre-Award Authority (Required): Select the Yes or No option to respond to the question ‘Is this
Application using pre-Award authority?’ Selecting ‘Yes, my Application is subject to pre-Award
authority’ will generate a task for an initial Federal Financial Report (FFR) after FTA makes the
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Award. The Initial FFR must be completed by the recipient organization’s FFR Reporter before the
Official can execute.

Application Financial Information

* s this application ‘es, this application is using Pre-Award authority.

using pre-aw_ard © No, this application is not using Pre-Award authority.
authority?

17) Suballocation Funds: Select the appropriate radio button response to the question: ‘Does this
Application include suballocation funds?’ If the organization is a direct recipient of suballocated
funds from a designated recipient (option 2 in the screenshot below), additional documentation
must be uploaded (e.g. split letter). One or more documents can be added. If the selection changes
to a different option (e.g. option 1 or 2), then any uploaded documents are deleted and the option
to upload documents disappears from the page.

Documents uploaded will be visible under ‘Application Documents’ related action. Once the
application/amendment has been awarded suballocation documents will also be visible under the
‘Award Documents’ related action. The document context for these will be ‘Financial’ and the
document type will be ‘Suballocation information’. Note that these documents cannot be added or
deleted from the Application or Award documents related actions, they can only be added or
deleted from the Application Details related action in statuses where the Application Details related
action is editable.

Does this application Yes, my organization is a Designated Recipient.
include

ballocation funds? © Yes, my organization is the Direct Recipient of suballocated funds (from a Designated Recipient).
suballocation funds?

No, my organization is a Direct Recipient; funds were directly allocated to my organization.

Current If applicable, upload a suballocation letter, split letter, or other documentation

Suballocation L
Documents MName Description Delete
UPLOAD X
© Add Document

Is this application (' Yes, this application Is us
using pre-award
authority?

uthority

No, this application Is not using Pre-Award authority

Does this application ( Yes. my organization is a Designated Recipient
include
suballocation funds?

ves, my

anization is the Direct Recipient of suballocated funds (from a Designated Recipient),

No. my organization is a Direct Recipient; funds were dire

llocated ta my organization.

Current F
Suballocation

Documents  Name Description
Test Document 2 suballocation letter
Test Document 3 split letter
Test Document other suballocation documentation

will indirect costs be
applied to this
application?

Yes, indirect costs WILL be applied to this

ion at our organization's approved rate.*
VILL be applied to this application.*

plication

Does your | Yes. my

organization have o\
delinquent Federal
debt?

zation has delinquent Fede

tion does not have delinquent Federal debt.

Does your State () Yes, our state requires E.O. 12372 review
require £.0.12372

No. our state does not require E.O. 12372 review.
review?
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18) Indirect Costs: Select the appropriate radio button response to the question: ‘Will indirect costs be
applied to this Application?’ If the answer ‘Yes, indirect costs WILL be applied to this Application at
our organization’s approved rate.’ is selected, an input box will appear, ‘Please Provide Details’. In
this case, additional details on the rate, applicable base, and amount of indirect costs must be
provided.

Will indirect costs be @ Yes, indirect costs WILL be applied to this application at our organization's approved rate.*
applied to this

e Yes, the de minimus indirect cost rate WILL be applied to this application.®
application?

Mo, indirect costs WILL NOT be applied to this application.
*Indirect documentation must be uploaded to your Recipient Organization Profile

* Please Provide
Details

Include the approved rate(s), applicable base, and amount of indirect costs

19) Federal Debt: Select either the Yes or No option to respond to the question, ‘Does your organization
have delinquent Federal debt?’ If users select, the ‘Yes’ option, an input box will appear, ‘Please
Provide Details’. Enter additional details into this box.

Does your © ves, my organization has delinquent Federal debt.
organization have
delinquent Federal
debt?

No, my organization does not have delinguent Federal debt.

Please Provide
Details

E

20) E.O. Review: Select either the Yes or No option as applicable to respond to the question, ‘Does your
State require E.0.12372 review?’ If users select the Yes option, two additional fields will appear:

a) Enter the state Application ID in the ‘Please Provide State Application ID’ field.

b) Enter the state review date in the ‘Please Provide Date Submitted for State Review’ field.

Does your State © ves, our state requires E.O. 12372 review.
require E.0. 1?372 No, our state does not require E.O. 12372 review.
review?
Please Provide State
Application ID

Please Provide Date
Submitted for State
Review
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21) Once all details have been entered for the new Application, click the ‘Create Application’ button. If
users remain on the page, they should review the form for any error messages for missed
information. Click the ‘Cancel’ button to discard the Application and all information entered.

CREATE APPLICATION CANCEL

22) The new Application record will be created and saved.

23) A confirmation message will display: ‘Click on the link below to view the new Application record,’
and the Summary Dashboard will be displayed. Users may either click on the hyperlink to
automatically be redirected to the new Application record and continue developing their
Application, or return to the record later by clicking the ‘Close’ button to return to the ‘Actions’ tab.
To access the Application at a later date, go to Records, Applications / Awards, and search for the
Application record.

The temporary ‘Application Number’ is also generated after clicking the ‘Create Application’ button.
There are 3 components of the temporary Application number, each separated by a dash. The first
part (from left to right) is the Recipient ID, followed by the fiscal year, which is the second part. The
last component of the temporary Application Number is a unique number that is incremented each
time a new Application is created. This ‘Application Number’ is temporarily used to reference the
Application until the FAIN is assigned by FTA.

Application | Created

‘ a Success ‘

Application Number 9500-2018-12

Click the link below to open the new Application record.
9300-2018-12 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

CLOSE

Once users access the Application record, the Progress Bar will show that the Application is in the ‘In-
Progress’ phase, as shown in the image below. This is the first phase within the Pre-Award grant life-
cycle.

Summary Points of Contact Application Control Totals Application Projects Related Actions

In-Progress nitial Review / Concurrence Final Concurrence Obligation Executed Active Closed

5.2.1.2 Related Action: Application Documents

The ‘Application Documents’ action allows users to add, delete, or view documents associated with the
Application.

To add, delete, or view documents for an Application record:

1) Click ‘Application Documents’.
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Summary Points of Contact Application Control Totals Application Projects Related Actions

B View-Print Application
Generate View/Print for Application

Application Details
Edit/view Application Details

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

F

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Documents
Manage Application Documents

e (W

Application Review C
View and Manage Application / Award Review Comments

< §

Delete Project
Delete Associated Application Project

Application Fleet Status
View Application Fleet Status

Application Special Conditions
Manage Application Special Conditions

* O =

Delete Application
Delete an Application

2) Users will be taken to the ‘Manage Application Documents’ form for the selected Application. Users
will be able to upload a new document or delete existing ones displayed in the grid.

3) Click the ‘Add Document’ button to upload a new document for the Application.

Summary Points of Contact Application Control Totals Application Projects

9900-2024-5 | Manage Application Documents

ient Details hd
Recipient ID Recipient Name
9900 8 TrAMS Transit Organization

Application Status Information

|

Application Number Award Name
9900-2024-5 Award Documents UAT
Temporary Application Number Application Status
9900-2024-5 In-Progress

Application Documents

Filters
Document Name and Description Document Context
Document Type

Document Name Document Context Document Type Project Number Document Description Date Uploaded 1 Uploaded By Email
Test Document Financial Suballocation Information New Sub Allc. Doc 10/31/2024 3:20 PM GMT+00:00  Nidhi FTA fta-appiantest-94@dot.gov
Test Document 3 Proposal Documents  General Test Doc 3 10/22/2024 6:22 PM GMT+00:00  Nidhi Recipient  fta-appiantest-95@dot.gov
Test Document Program Plan STIPMIP 9900-2024-5-P1 Test 2 10/15/2024 3:42 PM GMT+00:00  Nidhi Recipient fta-appiantest-95@dot.gov
Test Document Program Plan STIPTIP 9900-2024-5-P1 Test1 10/15/2024 3:42 PM GMT+00:00  Nidhi Recipient fta-appiantest-95@dot.gov

CLOSE

4) Users will be taken to the ‘Add New Documents’ form.
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a) Use the provided drop-down menu under the ‘Document Context’ field to select from one of the
predefined context types.

b) Use the provided drop-down menu under the ‘Document Type’ field to select from one of the
predefined document types.

c) Enter a description for the document into the ‘Document Description’ field.

d) Click the ‘Browse..." button under the “Select File” field to select a local file for upload. Users
may upload only one file at a time. Click the ‘Remove’ link which appears after upload if Users
wish to remove the uploaded file.
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e) Click the ‘Save’ button once all details are complete and a file has been uploaded.

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

1E MY WORK (1) RECORDS REPORTS

RECPIENL UL

Recipient ID Recipient Name
99008 TrAMS Transit Organization

Application Status Information =

Application Number Award Name
9900-2024-5 Award Documents UAT
Temporary Application Number Application Status
9900-2024-5 In-Progress

Upload New Document v

* Document Context  Application Information -
*Document Type  Debt Delinquency -

*Document
Description

Test Document
DOCX-11.7KB

*Select Document

5) To delete any existing documents, select the check box for one or more documents in the grid and
then click the ‘Remove Document’ button.

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

RECORDS
Temporary Application Number Application Status
9900-2024-5 In-Progress
Filters
Document Name and Description Document Context

Document Type

Document Name Document Context Document Type Project Number Document Description Date Uploaded 1 Uploaded By Email

Test Document Financial Suballocation Information New Sub Allc. Doc 10/31/2024 3:20 PM GMT+00:00  Nidhi FTA fta-appiantest-94@dot.gov

Test Document 3 Proposal Documents  General Test Doc 3 10/22/2024 6:22 PM GMT+00:00  Nidhi Recipient fta-appiantest-95@dot.gov

Test Document Program Plan STIP/TIP 9900-2024-5-P1 Test 2 10/15/2024 3:42 PM GMT+00:00  Nidhi Recipient fta-appiantest-95@dot.gov
Test Document Program Plan STIP/TIP 9900-2024-5-P1 Test 1 10/15/2024 3:42 PM GMT+00:00  Nidhi Recipient ~fta-appiantest-95@dot.gov

el lelelaVl U2 | REMOVE DOCUMENT || CLOSE

6) To view documents simply click on the ‘Document File Name’ for the document to be viewed.
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Summary Points of Contact Application Control Totals Application Projects Related Actions

9900-2024-5 | Manage Application Documents

Recipient Details

Recipient ID Recipient Name

99008 TrAMS Transit Organization

Application Status Information e
Application Number Award Name

9900-2024-5 Award Documents UAT

Temporary Application Number Application Status

9900-2024-5 In-Progress

Application Documents

Filters

Document Name and Description Document Context

Document Type

Document Name Document Context Document Type Project Number Document Description Date Uploaded 1 Uploaded By Email

Financial Suballocation Information New Sub Allc. Doc 10/31/2024 3:20 PM GMT+00:00  Nidhi FTA fta-appiantest-94@dot.gov
Test Document 3 Proposal Documents  General Test Doc 3 10/22/2024 6:22 PM GMT+00:00  Nidhi Recipient fta-appiantest-95@dot.gov
Test Document Program Plan STIPTIP 9900-2024-5-P1 Test2 10/15/2024 3:42 PM GMT+00:00  Nidhi Recipient fta-appiantest-95@dot.gov
Test Document Program Plan STIPTIP 9900-2024-5-P1 Test1 10/15/2024 3:42 PM GMT+00:00  Nidhi Recipient fta-appiantest-95@dot.gov

i

ADD DOCUMENT CLOSE

Note that once an application/amendment is awarded, all documents uploaded will be
available under the Award Documents related action and users will no longer be able to add
or remove documents from the application documents related action. Any modifications to
the documents i.e., adding or removing will only be done using the Award Documents related
action. Also note that certain document contexts and types cannot be uploaded or removed
once an application is awarded, and users will need to create a budget revision or amendment
to modify these documents.

5.2.1.2.1 Document Contexts and Document Types

Further details on this topic are discussed in Related Action: Application Documents. This section
displays all the available combinations of Document Contexts and their corresponding Document types
as well as a brief description of each. For example, if users access the Application Document related
action and select a Document Context of ‘Federal Financial Report,’ then the Document Types that will
be available for selection are General and Recipient Remarks. See the table below for other context and
document type combinations:

Table 2: Document Contexts and Document Types

Context Document Type Description
FTA Comments Document that contains FTA Comments
Comments
General Comments For generic comments
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Federal Financial
Report

Proposal Documents

Application
Information

Financial

‘ Budget Revision

FTA Internal Comments

Used for Internal FTA Comments

Conditions of Awards

For specifying Award conditions

DOL Documents with DOL Comments
For Generic Federal Financial Report
General documents

Recipient Remarks

Recipient Remarks pertaining to the Federal
Financial Report

FTA Comments

Proposal document with FTA Comments

General Proposal document with General info
For documents with general Application
General Information

Debt Delinquency

Application info docs pertaining to debt

Suballocation Information

Suballocation Documents added under
Application Financial Information via
Application Details

Approver Notes

Budget Revision documents containing
approver notes

Fleet

DOL Documentation

Fleet Status

Documents pertaining to Fleet Status

Fixed Route Fleet Details

Documents pertaining to Fixed Route Fleet
Details

Paratransit Fleet Details

For documents pertaining to Paratransit Fleet
Details

Light Rail Fleet Details

For Light Rail Fleet Details

Commuter Rail Fleet
Details

Use when uploaded doc contains commuter
rail fleet details

Heavy Rail Fleet Details

For Heavy Rail Fleet Detail documents

Waterborne Fleet Details

Use when document contains Waterborne
Fleet Details

Other Fleet Details

For miscellaneous fleet details

DOL Certification

For DOL Certification Documents

5.2.1.3 Related Action: Application Details

The ‘Application Details’ will allow FTA users with the role of ‘Pre-Award Manager’ or ‘Post-Award
Manager’ to edit high level Application information during initial Application creation and during post-
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Award modifications. This information will be read-only for all other FTA users and during other phases
of a grant’s life cycle.

To edit an Application record:
1) Click ‘Application Details’.

2) Users will be taken to the ‘Application Details’ form for the selected Application. Users will be able
to edit text saved in fields and change the values saved for drop-down menus. Refer to Action:
Create Application for information that will be expected for each field.

3) Once users have completed the changes, click the ‘Save’ button. All changes will be saved and they
will be returned to the ‘Related Actions’ menu. Users can verify changes by clicking the ‘Summary’
dashboard to view Application details.
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

o

RECORDS REPORTS

9900-2024-18 | Application Test

Summary  Points of Contact  Application Control Totals  Application Projects [RESEY

TrAMS Transit Organization | Application Details

Recipient ID Recipient Name
99008 TrAMS Transit Organization

Award Details B

*Award Name  Application Test

*Award Type ~ Grant .

f FTA financial assistance for whi 1 are apply

Award Description v

*Purpose  This is the Purpose

* Activities tobe  These are the activities to be performed
Performed

+Expected  These are the expected outcomes
Outcomes

*Intended These are the beneficiaries
Beneficiaries

these are the Subrecipient Activities

Activities

of activities with numbe

Application Details v

* Application Point  Nidhi Recipient L
of Contact

our iza imary contact for this ap

* Application  Application Executive Summary
Executive Summary

eneral purpc
Does this application Yes, this application includes funds for research and/or development activities.
include funds for
research and/or
development
activities?

Period of Performance v

Period of The start date will be set to the date of the award

© No, this application does not include funds for research and/or development activities.

Current Period of  09/25/2026 ]
Performance Start Performance End
Date Date Select the date for w all ctivitie e com
Original Period of Sep 25, 2026 Period of N/A
Performance End Performance
Date

Revision Number

|

Application Financial Information

*1s this application @ Yes, this application is using Pre-Award authority
using pre-award

No, this application is not using Pre-Award authority
authority?

Does this application  Yes, my organization is a Designated Recipient.
include  yoo my organization is the Direct Recipient of suballocated funds (from a Designated Recipient).

suballocation funds?
© No, my organization is a Direct Recipient; funds were directly allocated to my organization.

Will indirect costs be ~ Yes, indirect costs WILL be applied to this application at our organization's approved rate.*
applied to this ~,yoc i de minimus indirect cost rate WILL be applied to this application.*
application?
© No, indirect costs WILL NOT be applied to this application

Does your Yes, my organization has delinquent Federal debt.
organization have
delinquent Federal
debt?

© No, my organization does not have delinquent Federal debt.

Does your State  Yes, our state requires E.O. 12372 review.
require E.O. '?373 © No, our state does not require E.O. 12372 review.
ew?

CANCEL
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5.2.1.4 Related Action: View-Print Application

The View-Print Application related action generates a document in TrAMS to view and print the
application/award’s information. The information within each View/Print document includes a summary
of the application/award, projects, and relevant recipient details.

TrAMS provides both a current view/print and historical view/prints for each amendment. The current
view-print is a dynamic document based on the latest information in the application/award and
recipient organization record. The historical view-print is a static document that is generated when an
award is executed.

Amendments associated with the award will be displayed in the View-Print Application. For example, if a
user navigates to the View/Print Application for the latest amendment (-02), the user will be able to
download the Current View-Print for -00, -01, and -02, and the Historical View-Print for -00, -01, and-02
if it is available.

View-Print Types: Users see 2 types of view-prints under the related action, Historical View-Print and
Current View-Print.

e Historical View-Print: This document is generated and saved during Application execution.
e Current View-Print: This document generated at the time the user accessed the related action
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT
= s

WELCOME M ) RECORDS REPORTS

FL-2023-003-05 | Example Application for Budget Revision Scenarios

Summary Points of Contact Application Control Totals ~ Application Projects Related Actions

View/Print Application
View/Print Types:
= Historical: Document generated and saved during Application execution.

o Note: Applications that have reached Active (Executed) status prior to 4/27/2020 will show ‘Obligated / Ready for Execution’ status.
» Current: Document generated at the current time.

@The following Amendment is in-progress: FL-2023-003-05

Printable Application(s) ¥

View/Print Document 1 View/Print Generation Date View/Print Type
View Print Application - FL-2023-003-05 May 13 2025 07:05 PM Current

View Print Application - FL-2023-003-04 May 13 2025 07.05 PM Current

View Print Application - FL-2023-003-04 Apr 27 2023 06:54 PM Historical

View Print Application - FL-2023-003-03 May 13 2025 07:05 PM Current

View Print Application - FL-2023-003-03 Apr 27 2023 04:58 PM Historical

View Print Application - FL-2023-003-02 May 13 2025 07:05 PM Current

View Print Application - FL-2023-003-02 Dec 30 2022 09:36 AM Historical

View Print Application - FL-2023-003-01 May 13 2025 07:05 PM Current

View Print Application - FL-2023-003-01 Dec 30 2022 08:57 AM Historical

9items

CLOSE GENERATE EARLIER DOCUMENTS

To access an application’s View-Print

1. Click on the Related Action tab on the application dashboard.

2. Click on the View-Print Application link under the related action

3. Click on the desired view-print link, historical or current. The .rtf file will download to the user’s
system. The user will have the option to open the file with Word or any other file readers
available to them.

4. Click on the downloaded file to open the view-print

5.2.1.5 Related Action: Apply Estimated Indirect Costs

5.2.1.5.1 Overview

The ‘Apply Estimated Indirect Costs’ related action allows TrAMS to report data to USASpending.
Indirect costs are an estimate of the total dollar amount of federal funds that are expected to be used
for indirect costs.

Note: This related action is only applicable to initial awards (nhot to amendments or budget revisions)

For example, an application may have several projects with several line items each. Even if each project
were to have multiple overlapping funding sources, the ‘Apply Estimated Indirect Costs’ related action
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would still show amounts for each funding source associated with the application regardless the funding
source’s project association(s). In other words, ‘Estimated Indirect Cost Amount’ is not tracked at the
individual line item level. Further clarification is provided in the step-by-step instructions below.

Note: This related action must be completed before the ‘Validate and Transmit Application’ related
action can be completed for the application

If the user attempts to validate and transmit the application before completing the ‘Apply Estimated
Indirect Costs’ related action, they will encounter a validation error. For more information, refer to
Related Action: Validate and Transmit Application

Critical Issues

o Validation Error |

This application cannot pass Application Validation and be transmitted to FTA for review until these errors are corrected

- This application has not estimated indirect costs for all funding sources. Please provide the estimated indirect costs before continuing (Apply Indirect Costs Related Action)

5.2.1.5.2 User Roles

The Submitters and Developers of a recipient organization will have the ability to complete this related
action prior to application transmission. On the FTA side, Reservationists and Pre-Award Managers will
have the ability to make updates via this related action from the In-Progress application status through
Final Concurrence / Reservation. All other users who can access the application will have read-only
abilities for this related action during any application status.

The following table details which user roles can view the related action. It also shows the Application
Statuses during which users with those roles can add or edit estimated indirect costs via the related
action. Reviewing these permissions is essential before attempting to complete the step-by-step
instructions below.

Table: Access to the ‘Apply Estimated Indirect Costs’ Related Action by Application Status
and User Role

Permissions
Application Status Submitters & Reservationists & All Users with
Developers Pre-Award Managers Access to the
Application

In-Progress Add / Edit Add / Edit Read Only
In-Progress / Returned | Add / Edit Add / Edit Read Only
to Grantee
Transmitted / Ready Read Only Add / Edit Read Only
for FTA Review
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Permissions
Application Status Submitters & Reservationists & All Users with
Developers Pre-Award Managers Access to the
Application
Initial Review / Read Only Add / Edit Read Only
Concurrence
Review Complete / Read Only Add / Edit Read Only
Ready for FAIN
FAIN Assigned / Ready | Read Only Add / Edit Read Only
for Submission
Application Submitted | Read Only Add / Edit Read Only
Final Concurrence / Read Only Add / Edit Read Only
Reservation
Ready for RA Read Only Read Only Read Only
Concurrence / Award
Obligated / Ready for | Read Only Read Only Read Only
Execution
Active (Executed) Read Only Read Only Read Only
Active / Budget Read Only Read Only Read Only
Revision In-Progress
Active / Budget Read Only Read Only Read Only
Revision Under Review
In-Progress / Admin Read Only Read Only Read Only
Amendment
Active Award / Read Only Read Only Read Only
Inactive Amendment
Active Award / Ready | Read Only Read Only Read Only
for Closeout
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Permissions
Application Status Submitters & Reservationists & All Users with
Developers Pre-Award Managers Access to the
Application
Active Award / Read Only Read Only Read Only
Closeout Requested
Closed Read Only Read Only Read Only
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5.2.1.5.3 Steps to Add, Update, and Complete
1) Navigate to the ‘Apply Estimated Indirect Costs’ related action of an application.

Note: See appropriate Application Statuses by user role in the table above.

2) Click the ‘Apply Estimated Indirect Costs’ link

9900-2024-11 | TrAMS User Guide

Summary Points of Contact Application Control Totals Application Projects Review / Approvals Ad-Hoc Tasks Related Actions

ﬁ Create New Task
Create an Ad-Hoc Task

View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

2P|l @M

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Documents
Manage Application Documents

> 1 ¥

Application Review Comments
View and Manage Application / Award Review Comments

&

Delete Project
Delete Associated Application Project

Review Signoff
Ad-hoc Review

F

3) Ensure there are valid funding sources available on the application.

Note: If no projects have been validated for the application, the related action screen will display the
message “No valid funding sources found.” If this is the case, the user must first validate a
minimum of one project for the application. This ensures at least one line item exists with an
associated funding source.

Apply Estimated Indirect Costs for 9900-2022-20

Indirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress' or In-Progress / Returned to Grantee' status for an initial award.

Application Funding Sources

Funding Source Name | Funding Source Description FTA Total Amount Indirect Cost Amount Applied?

No valid funding sources found

CLOSE
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4) Review the information displayed under ‘Application Funding Sources’.
a. The ‘FTA Total Amount’ column represents the total FTA amount for each funding
source across all projects in the application.
b. The ‘Indirect Cost Amount’ column will show a value if the user has updated it
previously or it will show ‘N/A’ if the user has not yet updated it.
c. The ‘Applied?’ column will show a green check mark if the user has previously updated
the funding source or it will show a red ‘X’ if the user has not.

9900-2022-20 | Example TTP Grant

summary Points of Contact Application Control Totals Application Projects Related Actions

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress’ or 'In-Progress / Returned to Grantee' status
f niti .
or an initial award

Application Funding Sources

Funding Source
Name

5311-1B

1 Funding Source Description

5311 - Tribal Transit Program Formula

FTA Total Amount

$7,000

Indirect Cost Amount

N/A

Applied?

Q

CLOSE

5) Click the checkbox next to any funding source row to select it. A grid will appear below showing
any application line items associated with that funding source

Note: The line items shown could be associated with any of the application’s projects. As long as the line
items are associated with the selected funding source, they will appear in the grid.

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress’ or 'In-Progress / Returned to Grantee' status
for an initial award.

Application Funding Sources

Lir:;ng Source 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?
5311-18 5311 - Tribal Transit Program Formula $7,000 N/A Q
5311-1B Application Line Items

Scope Code Line Item Description Line Item Number FTA Amount

300-00 OPERATING ASSISTANCE 30.09.01 $7,000

* Estimated Indirect  $2,500
Cost Amount

SAVE
CLOSE
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6) Enter an amount in the required ‘Estimated Indirect Cost Amount’ field and then click ‘Save’

Note: The ‘Estimated Indirect Cost Amount’ is the total amount across all line items for the selected

funding source. ‘Estimated Indirect Cost Amount’ is not tracked at the individual line item
level.

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress' or 'In-Progress / Returned to Grantee' status
for aninitial award

Application Funding Sources

Funding Source

Name 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?

5311-1B 5311 - Tribal Transit Program Formula $7,000 N/A 8

5311-1B Application Line Items
Scope Code Line Item Description Line Item Number FTA Amount

300-00 OPERATING ASSISTANCE 30.09.01 $7,000

* Estimated Indirect  $2,500
Cost Amount

SAVE
CLOSE

Note: If the amount entered exceeds the total in the FTA Amount column, the user will see a validation
message: “The Estimated Indirect Cost amount may not exceed the FTA Funding Amount”

5311-1B Application Line Items
Scope Code Line ltem Description Line Item Number FTA Amount

300-00 OPERATING ASSISTANCE 30.09.01 $7,000

* Estimated Indirect | $7,500
Cost Amount
The Estimated Indirect Cost
amount may not exceed the FTA
Funding Amount
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7) After clicking save, review the updated funding source and note that the amount entered
appears in the ‘Indirect Cost Amount’ column and the ‘Applied?’ column now shows a green
check mark.

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress' or 'In-Progress / Returned to Grantee' status
for an initial award.

Application Funding Sources

Ll.;r:;ng Source 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?
5311-1B 5311 - Tribal Transit Program Formula $7,000 $3,500 0

CLOSE COMPLETE

8) Click ‘Close’ or ‘Complete’ to save updates and return to the related actions menu.

Note: Either ‘Close’ or ‘Complete’ will save the user’s updates. If all funding sources show a green
checkmark in the ‘Applied?’ column, then the user has met the TrAMS requirement to apply
estimated indirect costs. The application can pass validation during the ‘Validate and Transmit
Application’ related action later on, assuming other validation requirements have been met.

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress' or 'In-Progress / Returned to Grantee' status
for an initial award

Application Funding Sources

:Jl.;r:;ng source 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?

5311-1B 5311 - Tribal Transit Program Formula $7,000 $3,500

CLOSE COMPLETE

Note: The ‘Complete’ button only becomes clickable once all funding sources are marked as applied.

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress' or 'In-Progress / Returned to Grantee' status

for aninitial award

Application Funding Sources

LL::;ng Source 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?
5311-1B 5311 - Tribal Transit Program Formula $7,000 $3,500 O

CLOSE COMPLETE
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5.2.1.6 Related Action: View-Print Budget Change History

To view or print budget changes that were made to the Application during a budget revision select the
‘View-Print Budget Change History’ related action. This will generate a document in RTF format that
shows changes for a selected revision number that may be viewed, saved, and/or printed.

1) Click ‘View-Print Budget Change History’
2) The ‘View/Print Budget Change History for [FAIN #]’ form will be displayed.

3) Select the check box for a revision to view, and then click the ‘View/Print’ button.

Summary  Points of Contact  Application Control Totals  Application Projects [EETEUSCRNaTNS

Appllcatlon | Vlew/Prlnt Budget Change Hlstory for 9900-2022-4

Select a revision record frol d and click the ' View/Print " button t v/Print the Change Histo that sion.
s apply to this amendment only. To see revisions to previous amendments, search for those amendments on the Records tab.
Revision Number T Revision Status Revision Description Revision Reason Date Created Date Approved
Approved New Application New Application 12/8/2021 1:27 PM EST

i B

CLOSE VIEW/PRINT

Note: Revision number 0 indicates that it is the budget for the initial Award for this amendment and
revision numbers are incremented by 1 for each subsequent budget revision in the amendment.
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4) The ‘View/Print Budget Revision’ form will be displayed. Click on the provided link to view or save
budget revision details.

Summary  Points of Contact  Application Control Totals  Application Projects EEEEERE Rt

View/Print Budget Revision

Printable Budgetl View Print Budget Revision - 9900-2022-4 I
Revision

CLOSE

H

5) Click the ‘Close’ button to return to the ‘View/Print Budget Change History for [FAIN #]’ form.

6) Click the ‘Close’ button on the form to return to the ‘Related Actions’ menu.

5.2.1.7 Related Action: Application Review Comments

The ‘Application Review Comments’ related action can be used to add comments to the Application as it
is going through development and reviews. FTA personnel will be able to add review comments to an
Application or any of its post-Award modifications as they progress toward execution, while recipient
users may only add review comments when the Application has statuses of “In-Progress” or “FAIN
Assigned / Ready for Submission.” Application review comments created by FTA users can still be viewed
by the Application’s recipient after they have been made.

To add or view a history of all review comments made on an Application:

1. Click ‘Application Review Comments’.

FL-2024-004-01 | UZA Updates Demo
Summary Points of Contact ~ Application Control Totals  Application Projects

E View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

2 W

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

View-Print Budget Change History
Generate View-Print for Budget Revision

> ¥

Application Documents
Manage Application Documents

Application Review Comments
View and Manage Application / Award Review Comments

< 4

Application Fleet Status
View Application Fleet Status

Application Special Conditions
Manage Application Special Conditions

*» O

View Period of Performance Changelog
View All Period of Performance Data at the Award Level

[
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2. The ‘[Application Title]’ form will be displayed.

3. Comments provided by reviewers during the Application review process will be displayed as links
under ‘Application Review Comments’.

VA-2020-005-00 | Application for the User Guide Screenshots

Recipient Details

Recipient ID Recipient Name
9900 TrAMS Transit Organization

Application Details

Application Number Application Name
VA-2020-005-00 Application for the User Guide Screenshots

Temp App Number
9900-2020-9

Application Review Comments
Select a comment to view the details
Comment Type 1 comment By Comment Date

Grantee Post Review Comments for FTA Test Email Jul 10, 2020

At any point, users may click the ‘Cancel’ button to return to the ‘Related Actions’ menu without
saving any changes.
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Click on the link for a comment to expand the form and view comment type, the comment’s creator,
and text.

Application Review Comments

ADD NEW COMMENT

Select a comment to view the details
Comment Type T Comment By Comment Date

Grantee Post Review Comments for FTA Test Email Jul 10, 2020

Application Special Conditions
Select a condition to view the details

Condition Type T Entered By Condition Date

No items available

Review Comments Details

Comment Type
Grantee Post Review Comments for FTA

Comment By
Test Email

Comment Text
This is a required comment

CANCEL

4. If users wish to add a new comment, click the ‘Add New Comment’ button.

5. The form will expand to display the ‘Add New Review Comment’ section. Use the drop-down menu
provided under the ‘Comment Type’ field to select a comment type. Type the comment into the
‘Comment Text’ field and then click the ‘Save’ button. The comment will be added to the
‘Application Review Comments’ grid.

Page 200



Federal Transit Administration “

TrAMS User Guide - Recipient U

5.2.1.8 Related Action: View Period of Performance Changelog

During the lifecycle of an Application / Award, the Period of Performance (POP) End Date may change
several times. This related action allows the user to see a history of those changes.

To view the Period of Performance Changelog for an Application:
1) Use the Records tab to search and open the desired Application/Award.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘View Period of Performance Changelog’ related action from the menu.

summary Points of Contac Application Control Totals Application Projects Review / Approvals Ad-Hoc Tasks Related Actions

ﬁ Create New Task
Create an Ad-Hoc Task

View-Print Application
Generate View/Print for Application

m O

Edit/view Application Details

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

r

P

Reservation Details
View Reservation Details

View-Print Budget Change History
Generate View-Print for Budget Revision

DOL Certification Details
View Details for DOL Certification

m B m

Application Documents
Manage Application Documents

&

Application Review Comments
View and Manage Application / Award Review Comments

<]

Application Fleet Status
View Application Fleet Status

Application Special Conditions
Manage Application Special Conditions

View Period of Performance Changelog
View All Period of Performance Data at the Award Level

@|* O

Modify Award Managers
Maodify Application Pre-Award and Post-Award Managers

N
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4) A view-only form called ‘Period of Performance Changelog’ will open. It shows a grid that details the
history of changes to the Period of Performance.

Period of Performance Changelog
Period of 2/10/2020 Original Period of 3/1/2020
Performance Start Performance End
Date Date
.::;:r\‘i;:ion ;ir[i:d of Performance End :ir:::f Performance Revision Source of Change :sda(ed gg:ﬂ:ted Finalized? Approved By .gz:oved
MD-2020-032-02 2/13/2020 3 'C‘\:_:Z:z;;;cm :3:;m|((er 2/13/2020 Yes N/A N/A
MD-2020-032-01 41112020 2 Amendment mf 2/10/2020 Yes trams 2/10/2020
submitter admlmst\amr
MD-2020-032-00 3/16/2020 1 Budget Revision :“;mmer 2/10/2020 Yes A 2/10/2020
MD-2020-032-00 3/1/2020 0 Initial Award :::;mi"w 2/10/2020 Yes ;’;;‘fmsmm 2/10/2020
Table: Period of Performance Changelog Fields
1)) Column Description Data
Name Type
1 . o
) Application | Federal Award Identification Number (FAIN); the Text
Number permanent Application number for the current
amendment
2 . .
) Period of The Period of Performance End Date for that Award Date
Performance
End Date
3 . . . .
) Period of The Period of Performance Revision Number is Number
Performance |incremented when the Period of Performance End
Revision Date is updated
Number
4) . .
Source of Indicates how the Period of Performance End Date was | Text
Change modified: Initial Award, Budget Revision, Amendment,
Closeout Amendment, Admin Amendment
5 )
) Updated By | The first and last name of the user who last updated Text
the Period of Performance end date
6 .
) Updated Last date updates were logged for the Period of Date
Date Performance end date
7 o . .
) Finalized? Indicates whether the Period of Performance End Date | Text
is finalized after an Application or Amendment is
Awarded or after FTA has completed the review of a
budget revision: Yes, No
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ID Column Description
Name
8) Approved By | The first and last name of the user who approved the | Text

Award or Post-Award Activity. For example, a Regional
Administrator who obligated the Award

%) Approved The date that the user approved the Award Date

Date

5.2.1.9 Related Action: Modify Award

5.2.1.10 Related Action: Add Project to Application

Each Application must include one or more Projects. The Application related action ‘Add Project to
Application’ will be visible to Developers and Submitters when an Application or amendment is in the
status of ‘In-Progress’.

To add a new Project to an Application:

5) Use the Records tab to search and open the desired Application/Award, or proceed from the success
screen hyperlink.

6) Click the ‘Related Actions’ link from the navigation bar.
7) Click the ‘Add Project to Application’ related action from the menu.

Summary Points of Contact  Application Control Totals ~ Application Projects News Related Actions

ﬁ Application Documents
Manage Application Documents

% Add Project to Application
Create Project and Associate to Application

ﬁ Application Details
Edit/View Application Details

8) An editable form, ‘Create Project | Step 1 of 3 - Add Project Details and Narratives’, will open.
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9) Complete the following fields in the “Project Overview” section:

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

@A 4 = Lo
WELCOME MY WORK (1) RECORDS REPORTS

9900-2025-7 | Disc Allocations bug

Summary Points of Contact Application Control Totals Application Projects Related Actions

Create Project | Step 1 of 3 - Add Project Details and Narratives

Project Overview o7

*Project Name  Wilson Bridge Construction

2 a project name. For example, Wilson Bridge Construction. You may rename this project at a later time.

* Project Description  cope of this project and how it impacts the associated grant application

*Project Benefits  expected results of your project

pected results of your project. Include who will benefit from this project and how t+

Additional additional information about this project that hasn't been included above.
Information

vide additional information about this project that b above

Capital Investment Project Details .

Is this a New Starts, Small Starts or Core Capacity project funded through the FTA Capital Investment Grant Program?

The Capital Investment Grant Program funds locally planned, implemented and operated transit capital projects, including rapid rail, light rail streetcars, bus rapid transit, commuter rail, and
ferries. Please see the following link for more information about this program:

Capital Investment Program

Yes, this is a Capital Investment Grant project. If you select "yes", the project(s) included in your application will use the 13 or 14 scope series and cost categories of FTA's Activity Line Item
tree.

© No, this is not a Capital investment Grant project.
If yes, what type of major capital investment project?
New Starts
Small Starts

Core Capacity

NEXT STEP |\ {aN

a) Project Name (Required): Enter the Project’s name into the ‘Project Name’ field. A maximum of
510 characters are allowed.

b) Project Description (Required): Enter a Project description into the ‘Project Description’ field.
There is no character limit for the Project Description field.

c) Project Benefits (Required): Enter the Project’s benefits into the ‘Project Benefits’ field. There is
no character limit for the Project Benefits field.

d) Additional Information (Optional): Enter any additional notes into the ‘Additional Information’
field. There is no character limit for the Additional Information field.
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10) Complete the following fields under the ‘Capital Investment Project Details’ section:

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

@A 4 = Lo
WELCOME MY WORK (1) RECORDS REPORTS

9900-2025-7 | Disc Allocations bug

Summary Points of Contact Application Control Totals Application Projects Related Actions

Create Project | Step 1 of 3 - Add Project Details and Narratives

Project Overview o7

*Project Name  Wilson Bridge Construction

me. For example, Wilson Bridge Construction. You may rename this project at a later time,

* Project Description  cope of this project and how it impacts the associated grant application

*Project Benefits  expected results of your project

pected results of your project. Include who will benefit from this project and how tt

Additional additional information about this project that hasn't been included above.
Information

Capital Investment Project Details . ‘
Is this a New Starts, Small Starts or Core Capacity project funded through the FTA Capital Investment Grant Program?

The Capital Investment Grant Program funds locally planned, implemented and operated transit capital projects, including rapid rail, light rail streetcars, bus rapid transit, commuter rail, and
ferries. Please see the following link for more information about this program:

Capital Investment Program

Yes, this is a Capital Investment Grant project. If you select "yes", the project(s) included in your application will use the 13 or 14 scope series and cost categories of FTA's Activity Line Item
tree.

© No, this is not a Capital investment Grant project.
If yes, what type of major capital investment project?
New Starts
Small Starts

Core Capacity

NEXT STEP |\ {aN

a) Select either the Yes or No option to respond to the question, ‘Is this a New Starts, Small Starts,
or Core Capacity Project funded through the FTA Capital Investment Grant Program?’ A yes
selection, will limit the users’ budget activity line items to what is referred to as the Standard
Cost Categories and specified scope codes (e.g. 140-00). A Project cannot have both the
Standard Cost Categories and the traditional scope codes.

b) If users select Yes, select an option to identify the program and respond to the question, ‘If yes,
what type of major capital investment Project?’ The available types are: New Starts, Small
Starts, Core Capacity.

11) Once all required Project details have been entered, click the ‘Next Step’ button.
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12) An editable form, ‘Create Project | Step 2 of 3 - Add Project Location’, will open.

Summary  Points of Contact  Application Control Totals  Application Projects [ EERPN S

Create Project | Step 2 of 3 - Add Project Location

Place of Performance b

UZAs, States and Territories associated with your organization's grantee profile:

Area Name T UZACode UZA Code Status
Bradenton-Sarasota-Venice, FL 121190 Current
California 060000 Current
Fernandina Beach-Yulee, FL 124190 Current

Four Corners, FL 125050 Current
Phoenix West-Goodyear-Avondale, AZ 043470 Current

San Diego, CA 060190 Current
Sarasota-Bradenton, FL 129590 Discontinued
Virginia 510000 Current
Visalia, CA 064020 Current
Washington-Arlington, DC-VA-MD 110080 Current

10items

The following UZA codes: (129590) were not carried forward in the 2020 Census.

13) Click the ‘Back’ button to return to the previous step. Any input entered or selections made by the
user before clicking this button are saved to the form. Click the ‘Cancel’ button to exit the Project
creation. The user is taken back to the Project Related Actions when the ‘Cancel’ button is selected.

14) Complete the following fields on the ‘Create Project | Step 2 of 3 — Add Project Location’ form.

a) Place of Performance: Select one or more checkboxes from the grid for the Urbanized Areas
(UZA) associated with the Project scope of work. Note that a message will be displayed if any of
the UZAs listed are discontinued UZAs in the current census year. This does not impact the
workflow.

b) Congressional District: Select one or more Congressional Districts where the Project will take
place.

At least one UZA and one Congressional District must be selected for the Project to be successfully
validated. Information may be modified during Application development prior to transmission.
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

9900-2025-7 | Disc Allocations bug
Summary  Points of Contact  Application Control Totals
Create Project | Step 2 of 3 - Add Project Location

UZAs, States and Territories associated with your organization's grantee profile:
Area Name 1 UZACode UZA Code Status
Bradenton-Sarasota-Venice, FL 121190 Current
California 060000 Current
Fernandina Beach-Yulee, FL 124190 Current
Four Corners, FL 125050 Current
Phoenix West-Goodyear-Avondale, AZ 043470 Current
San Diego, CA 060190 Current
Sarasota-Bradenton, FL 129590 Discontinued
Virginia 510000 Current
Visalia, CA 064020 Current
Washington-Arfington, DC-VA-MD 110080 Current

10items
The following UZA codes: (129590) were not carried forward in the 2020 Census.

Select the Congressional District(s) from your organization's grantee profile that apply to this project:
Congressional District State
3 American Samoa
4 Arizona
9 Arizona
29 Arizona
7 Arkansas
47 Arkansas
5 California
12 California
51 California
41 California
6 Colorado
8 Colorado
" Colorado
13 Colorado
18 Colorado
30 Colorado
10 Commonwealth of the Northern Mariana Islands
14 Commonwealth of the Northern Mariana Islands
25 Connecticut
2 District of Columbia
24 Georgia
a4 lowa
32 lowa
15 Kansas
21 Louisiana

1-250f41 >

Wisit the following site to View Congressional Districts by ZIP code:

Census.gov Search

My Congressional District (census.gov)

* Location Narrative

[ BACK ‘ CANCEL |
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15) Narrative (Required): Enter a location narrative into the ‘Location Narrative’ field.
16) When all information is entered, click the ‘Next Step’ button.

17) An editable form, ‘Create Project | Step 3 of 3’, will open. This form collects related program plan
information.

Summary  Points of Contact  Application Control Totals  Application Projects [ECTSUEIeIEnS

Create Project | Step 3 of 3

Other Praject Information v

Projects that request FTA funding are required to be part of an approved program plan:

1) Trans, Improvement Plan (TIP)

2) State rtation Improvement Plan (STIP)
3) Unified Planning Work Program (UPWP)

4) Long-Range Plan

Program Plan Documentation

STIP/TIP v

New Document Test Document 2
DOCX - 11.74 KB

STIP/TIP Date  05/23/2025 [

Description  Details about the uploaded STIP document

UPWP a
New Document  ypLoap [},
UPWP Date L
Description
New Document UPLOAD "*
Long Range Plan L]
Date
Description
e

18) Depending on the funding program(s) associated with the Project, users can include the approved
STIP/TIP, Unified Work Program, or Long-Range Plan information. In each section, users may
perform the following:

a) New Document: Add a document by clicking the ‘Upload’ button under the respective program
and then selecting a document to upload from their computer.

b) Date: Click on the date field to either type in a date or display a date picker.

c) Description: Enter a document description.
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19) Once all details have been entered for the new Project, click the ‘Finish’ button to complete the
create Project steps.

CANCEL || BACK FINISH

20) The new Project record will be created and saved.

21) A confirmation message will display with a hyperlink to the Project record. Click the hyperlink to go
directly to the new Project record and continue developing the Project, Click the ‘Close’ button to
return to the Application ‘Related Actions’ tab.

On the ‘Success’ page, the Project Number is also generated. The format of the Project number is
the Temporary Application Number, separated by a dash (-), the letter ‘P’ and a unique number that
is incremented each time a new Project is created within the Application. See the image below for
the Project Number generated for this Project.

Records / Applications / Awards

9900-2018-12 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR
MOB MGT & CAPITAL PROJECTS

Summary Paoints of Contact Application Control Totals Application Projects MNews Related Actions

Project | Created

(@ suces |

Froject Number 9500-2018-12-P1 has been created.

Click the link below to view the new Project record.

95300-2018-12-P1 | Proj 1 Statewide Rural Mob Mgt and Oper FFY2017 & FFY2018 Funding

CLOSE

5.2.1.11 Projects

Once a Project has been created, additional details are required before the Application is ready for
transmission. Projects contain the following details:

e Scope of work
e Location where work will be performed
e Funding sources and amounts (budget activity line items)
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e Project milestones
e Environmental determinations
e Project-specific documentation

Projects must be independently validated for completeness.

Related actions are available from the Project related actions tab and are editable for Developers,
Submitters, and FTA users with ‘Pre-Award Manager’ or ‘Post-Award Manager’ roles while an
Application has a status of ‘In Progress’. With the exception of ‘Validate Project’ these actions are also
available to other user roles in a read-only format and available during other Project statuses in the
read-only format.

Summary Project Control Totals Related Actions

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line ltem and Milestone

Environmental Determinations
Manage Project Environmental Determinations

View-Print Application
Generate View/Print for Application

-~ 9 T T e -

Project Documents
Manage Project Documents

5.2.1.11.1 Related Action: Project Details and Narratives

The ‘Project Details and Narratives’ related action allows the user to update the information initially
entered during the first step of the ‘Add Project to Application’ process (see Related Action: Add
Project to Application).

Project details can be accessed through various ways. To update the Project details from the Records
Tab:

1) Use the Records tab to search and open the desired Project (or access the Project from the
Application navigation bar). The steps for reaching the Project via the Records tab are as follows:
a) Select the ‘Records’ tab.
b) Click on ‘Applications / Awards’, then click the ‘Projects’ record.
c) Use filters to narrow the data.
d) Select the Project hyperlink, as shown in the image below.
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@ Applications / Awards

AWARDS APPLICATIONS PROJECTS

Q SEARCH  APPLICATION STATUS »  APPLICATION COST CENTER - Y- o
Project Application Recipient Application Cost Last Modified
Project Title Application Status Recipient Name Actions
Number g Number PP D P Center Date !
Active / Budget Revision 4/9/2024 2:42 PM Project Documents
Project One FL-2024-001-01 e 9900 TrAMS Transit Organization Region 3 HELS
In-Progress EDT ¥ Environmental Determinations
0900200411 | Project 3 Statewice Rural aro024 206 pa ¥ BUdEET Activiy Line ftems and Milesto
e TOjact S Stanawide Kura 9900-2024-11 In-Progress 9900 TrAMS Transit Organization Region 3 frensg sus 1ents

P4 Mob Mgt EDT

al Determinations

2) The steps for reaching the Project via the Application navigation bar are as follows:
a) Select the ‘Records’ tab.

b) Click on ‘Applications / Awards’ and select the desired Application.
c) Select ‘Application Projects’ from the Application navigation bar.

d) Select the Project hyperlink, as shown in the image below.

Project Number Project Name Project Budget FTA Amount Last Updated Date Last Updated By
9900-2024-11-P4 Project 3 Statewide Rural Mob Mgt $0 30 Apr 09, 2024 Test User 10
’QPCO—ZGZ“-—W 1-P3 Project 2 State Capital for Bus $0 30 Apr 09, 2024 Test User 10
9900-2024-11-P2 Project 1 Small Urban Mobility $0 $0 Apr 09, 2024 Test User 10
9900-2024-11-P1 Proj 30 30 Apr 09, 2024 Test User 10

3) Click the ‘Related Actions’ link from the Project navigation bar.

4) Click the ‘Project Details and Narratives’ related action from the menu.

summary  Project Control Totals  [JEEEEICHEXadlH

I ’ Project Details and Narratives I

Manage Project Details and Narrative

Project Lacation
Manage Project Place of Performance Information (Congressional District and UZA Codes)

5) An editable form will open.
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USER ACCEPTANCE TESTING {UAT) ENVIRONMENT

Summary  Project Control Totals

TrAMS Transit Organization | Project Details and Narratives

|

Recipient Details

Recipient ID Recipient Name
99009 TrAMS Transit Organization

|

Application Status Information

Application Number Award Name
9500-2025-7 Disc Allocations bug
Temporary Application Number Application Status
9900-2025-7 In-Progress

Project Details

|

Praject Number Project Name

9900-2025-7-P1 test

Project Overview v

*Project Name  test

*Project Description  test

*Project Benefits  test

Additional  rest
Information

! forr ! ject 't been included

||

Capital Investment Project Details

Is this a New Starts, Small Starts or Core Capacity project funded through the FTA Capital Investment Grant Program?

The Capital Investment Grant Program funds locally planned, implemented and operated transit capital projects, including rapid rall, light rail streetcars, bus rapid transit, commuter rail, and ferries. Please see the following
link for more Information about this program:

Capital Investment Program
ww.fta.dot.go 4 htm
Yes, this Is a Capital Investment Grant project. If you select "yes", the project(s) included in your application will use the 13 or 14 scope series and cost categories of FTA's Activity Line Item tree.
O No, this is not a Capital investment Grant project
If yes, what type of major capital investment project?
New Starts
Small Starts

Core Capacity

AU | CANCEL

6)

7)

Edit the Project Name, Project Description, Project Benefits, Additional Information, or capital
investment Project details as necessary. Project Name, Project Description, Project Benefits remain
required fields.

Click ‘Save’ to save all changes. After saving, the system takes the user back to the Project Related
Actions page. Click ‘Cancel’ to return to the Related Actions form without saving any changes.
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5.2.1.11.2 Related Action: Project Location

The ‘Project Location’ related action allows the user to update the information initially entered during
the second step of the ‘Add Project to Application’ process (see Related Action: Add Project to
Application).

To update the Project location information:
1) Search and open the desired Project
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Project Location’ related action from the menu.

Summary Praject Control Totals [ESEEICEXail) 1

* Project Details and Narratives
Manage Project Details and Narrative

5 Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

4) An editable form will open.
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USER ACCEPTANCE TESTING [UAT) ENVIRONMENT

Summary  Project Control Tot

TrAMS Transit Organization | Project Location

Application Status Information
tion Number Award Name
20257 Disc Allocations bug
Application Status
Project Number Project Name:
UZAs, States and Territori iated with your org & profile:
Area Name T UZACode UZA Code Status
California DG00DD Current
Four Corners, FL 125050 Current
060150 Current
B virghia 510000 Current
10 tems
The following UZA codes: {129590) were not carried forward in t
5 Calfornia
5 Calfornia
13
30 ado
10 Cammonwealth of the Northern Mariana |slands.
14 Commonwealth of the Northern Mar nds
[ District of Columbia
b Lowisiana
1-250f41 >

Wisit the following site to View Congressional Districts by ZIP code
Census.gov Search

My Ce

*Location Narrative  test

CANCEL
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5) Update the places of performance or location narrative as necessary. Note that a message will be
displayed if any of the UZAs listed are discontinued UZAs in the current census year. This does not
impact the workflow. The Location Narrative remains a required field to save the form.

6) Click ‘Save’ to save all changes. After Saving, the system redirects to the Project related actions
page. Click ‘Cancel’ to return to the related actions form without saving any changes.

5.2.1.11.3 Related Action: Project Plan Information

The ‘Project Plan Information’ related action allows the user to update the STIP/TIP, UPWP or Long-
Range Plan information initially entered during the second step of the ‘Add Project to Application’
process (see Related Action: Add Project to Application).

To update the Project plan information:
1) Search and open the desired Project.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Project Location’ related action from the menu.

Summary Project Control Totals News [EEREENFNaiH

ﬁ Project Details and Narratives
Manage Project Details and Narrative

% Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

% Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

4) An editable form will open.
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

Summary  Project Control Totals

TrAMS Transit Organization | Program Plan Information

|

Recipient Details

Recipient ID Recipient Name
990069 TrAMS Transit Organization

|

Application Status Information

Application Number Award Name
9500-2025-7 Disc Allocations bug
Temporary Application Number Application Status
9500-2025-7 In-Progress

Project Details

|

Project Number Project Name
9900-2025-7-P1 test

Program Plan Documentation

|

STIP/TIP

New Document  ypoap [,

STIP/TIP Date =

Description

UPWP

|

New Document  upioap [}

UPWP Date [}

Description

|

Long Range Plan

New Document  upLoap [}

Long Range Plan &
Date

Description

CANCEL SAVE

i
|

5) Update the STIP/TIP, UPWP, or Long-Range Plan documents, dates, and descriptions as necessary.

6) Click ‘Save’ to save all changes. After clicking save, the user is directed to the Project related actions.
Click ‘Cancel’ to return to the related actions form without saving any changes.

CAMNCEL SAVE
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5.2.1.11.4 Related Action: Budget Activity Line Items and Milestones

The Application and Project Budgets are formulated by adding Project scopes and budget activity line
items (ALls) to a Project. ALls describe the type of work that the grant will support.

To add or update AlLls for a Project:

1) Use the Records tab to search and open the desired Project.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click on ‘Budget Activity Line Items and Milestone’ related action from the menu.

Summary Project Control Totals News [EEREENFNaiH

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

Validate Project
Validate and Mark Project Complete

View-Print Application
Generate View/Print for Application

-~ ¥ ¥ ¥ T = >

Project Documents
Manage Project Documents
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4) The ‘Manage Budget Activity Line Items and Milestones’ form will open. Any existing ALls for the
Project will display in the ‘Existing Line Item’ section. If there are no ALls associated, the grid will be
empty.

Project | Manage Budget Activity Line Items and Milestones

‘

Recipient Details

Recipient ID Recipient Name

9900 9 TrAMS Transit Organization

Application Status Information A
Application Number Award Name

9900-2025-28 Create Master Agreement

Temporary Application Number Application Status

9900-2025-28 In-Progress

Project Details

‘

Project Number Project Name
9900-2025-28-P1 User Guide

‘

Existing Line Items

No Activity Line Items have been added to this project

5) Atany time, click the ‘Close’ button to leave the form without saving any changes and return to the
Project related actions page.
6) Add Budget Activity Line Items (ALI): Click on the ‘Add Line Item’ button to add one or more Alls to

the Project.

|

Existing Line Items

No Activity Line Items have been added to this project

ADD LINE ITEM CLOSE

7) The ‘Add New Budget Activity Line Items (ALIs)’ form will open. Click ‘Cancel’ to exit without saving
the changes and return to ALI summary page. Otherwise, click the ‘Add Item’ link.
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT
a« & T

WELCOME MY WORK (1) RECORDS REPORTS

Application Status Information v

Application Number Award Name
9900-2025-28 Create Master Agreement
Temporary Application Number Application Status
9900-2025-28 In-Progress

Project Details

|

Project Number Project Name

9900-2025-28-P1 User Guide

New Budget Activity Line Items (ALIs) v
Status  Scope Code / Scope Name Activity Type Line Item Number / Line ltem Name

No items available

m‘ FINISH H CANCEL

8) A new row will appear in the ALl table. Select values from the drop-down menus for: Scope
Code/Scope Name, Activity Type, and Line Item Number/Line Item Name. These values are
dependent on each other. The value for Scope Code/Scope Name must be selected first. The values
for Activity Type will not populate until Scope Code/Scope Name is selected. Similarly, the values for
Line Item Number/Line Item Name will not populate until an Activity Type is selected. The
relationships are based on the Activity Line Item Tree.

Also notice that each added line item has a link that says ‘DEL’ to the right of the ‘Line Item
Number/Line Item Name’ column. Clicking this link allows the user to delete the activity line item.

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

A &

WELCOME MY WORK (1) RECORDS

99008 TrAMS Transit Organization

Application Status Information

Application Number Award Name
9900-2025-28 Create Master Agreement
Temporary Application Number Application Status
9900-2025-28 In-Progress

Project Details

Project Number Project Name
9900-2025-28-P1 User Guide

New Budget Activity Line Items (ALIs)

|

Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

- - - DEL
You must select a scope, activity type and item name for each line item in the grid before saving

+Add ltem

FINISH || CANCEL

i

9) The scopes available depend on whether the Project is a Major Capital Investment Project (as
selected on the “Project Details and Narratives” form):
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a)

If Yes (‘Yes, this is a Capital Investment Grant Project’), the 13/14 series scopes will be available.

Applicants should only use the 140-00 related scope codes in new Applications.

C4

MY WORK (1)

RECORDS

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

Applicati
9900-2034
Temporay
9900-202j

Project N
9900-20]

Status

Application Status Information

Project
"

111-00 BUS - ROLLING STOCK

112-00 BUS TRANSITWAYS/LINES

113-00 BUS - STATION/STOPS/TERMINALS
114-00 BUS: SUPPORT EQUIP AND FACILITIES
5-00 ELECTRIFICATION/POWER DIST (BUS)
116-00 SIGNAL & COMM EQUIPMENT (BUS)
117-00 OTHER CAPITAL ITEMS (BUS)

119-00 Bus Associated Transit Improvements
121-00 RAIL - ROLLING STOCK

122-00 RAIL TRANSITWAY LINES

Activity Type

TrAMS Transit Organization

Award Name
Create Master Agreement
Application Status
In-Progress

Project Name
User Guide

Line Item Number / Line Item Name

DEL

+Add ltem

You must select a scope, activity type and item name for each line item in the grid before saving

ECVUS | FINISH || CANCEL

b)

If No (‘No, this is not a Capital Investment Grant Project’ on the Project Details form), the user

will see the standard capital, planning, operating, etc. scopes and ALls from the FTA Scope/ALI
tree when adding new line items.

MY WORK (1)

RECORDS

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

Applicati
9900-202)

Temporay
9900-202)

Project N
9900-20]

Status

Application Status Information

P ct
=X

111-00 BUS - ROLLING STOCK

112-00 BUS TRANSITWAYS/LINES

113-00 BUS - STATION/STOPS/TERMINALS
114-00 BUS: SUPPORT EQUIP AND FACILITIES
5-00 ELECTRIFICATION/POWER DIST (BUS)
116-00 SIGNAL & COMM EQUIPMENT (BUS)
117-00 OTHER CAPITAL ITEMS (BUS)

119-00 Bus Associated Transit Improvements
121-00 RAIL - ROLLING STOCK

122-00 RAIL TRANSITWAY LINES

TrAMS Transit Organization

Award Name
Create Master Agreement

Application Status
In-Progress

Project Name
User Guide

Activity Type Line Item Number / Line Item Name

+Add ltem

You must select a scope, activity type and item name for each line item in the grid before saving

ECVUS | FINISH || CANCEL

10) Once all ALI's have been added, click ‘Save’.
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

MY WORK (1) RECORDS

9900-2025-28 In-Progress

Project Details v

Project Number Project Name

9900-2025-28-P1 User Guide

Existing Budget Activity Line Items (ALIs) v
Status Scope Code / Scope Name Activity Type Line Item Number / Line Item Name t
In-Progress 112-00 BUS TRANSITWAYS/LINES ACQUIRE BUS TRANSITWAYS/LINES 11.22.01 ACQUIRE - BUSWAY
In-Progress 117-00 OTHER CAPITAL ITEMS (BUS) OTHER CAPITAL ITEMS (BUS) 11.7L.00 MOBILITY MANAGEMENT (5302(A)1)(L))

New Budget Activity Line Items (ALIs) v
Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

No items available

+Add Item

m FINISH || CANCEL

11) After saving, the ALl is added to the ‘Existing Budget Activity Line Items’ grid with a status of ‘In
Progress” and users may continue to add ALl’s by clicking ‘Add Item’ to the ‘New budget Activity
Line Items’ grid; and continue to save new AlLls.

A & = e
WELCOME MY WORK (1} RECORDS REPORTS

9900-2025-28 In-Progress
Project Details v
Project Number Project Name
9900-2025-28-P1 User Guide
Existing Budget Activity Line Items (ALIs)

Status Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

In-Progress 112-00 BUS TRANSITWAYS/LINES ACQUIRE BUS TRANSITWAYS/LINES 11.22.01 ACQUIRE - BUSWAY

In-Progress 117-00 OTHER CAPITAL ITEMS (BUS) QOTHER CAPITAL ITEMS (BUS) 11.7L.00 MOBILITY MANAGEMENT (5302(A) 1)(L))
New Budget Activity Line Items (ALIs) A

Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

- - v | DEL
You must select a scope, activity type and item name for each line item in the grid before saving
FINISH CANCEL

12) Click ‘Finish’ to exit once all ALIs have been entered and return to the ALI summary page and begin
to complete the required information for each added ALI.

13) The new AlLls will appear on the ‘Manage Budget Activity Line Items and Milestones’ form in the
‘Existing Line Items’ table. Each new ALI will have a status of ‘In-Progress’ and summary level
information related to quantity and budget. This information will auto populate and the status will
move from ‘In-Progress’ to ‘Completed’ as users complete the ALl information.
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>

Project Details

Project Number
9900-2025-28-P1

edit a line item, click on the checkbox for the line item anc

Status Scope Code
In-Progress 112-00 BUS TRANSITWAYS/LINES

In-Progress 117-00 QTHER CAPITAL ITEMS (BUS)

|

Existing Line ltems v

Custom Line Item Name
ACQUIRE - BUSWAY

MOBILITY MANAGEMENT (5302(A)1)(L))

a new section will appear below with line item and milestone details

Project Name
User Guide

Activity Type Quantity FTA Amount Total Eligible Cost
Acquire Bus Transitways/lines 1] %0 $0
Other Capital Items (bus) 0 $0 30

ADD LINE ITEM CLOSE

14) Input ALI Details: Each ALl requires additional details to be added. For a line item to have a status of
‘Complete’, it must have: a quantity, an extended budget description, an FTA funding source
selected, at least 2 milestones, and all milestone estimated completion dates filled out. To add ALI
details, select the check box against the desired ALI from the ‘Existing Line Items’ table. The form
will expand to show the selected ALI.

AE MY

) RECORDS
9900-2025-28

Project Number
9900-2025-28-P1

Existing Line Items

al item, click on tf k for the line item and a
Status Scope Code

In-Progress 112-00 BUS TRANSITWAYS/LINES
In-Progress 117-00 OTHER CAPITAL ITEMS (BUS)

USER ACCEPTANCE TESTING (UAT) ENVIRONMENT H

In-Progress

Project Details v

Project Name

User Guide

n will appear belc line iterr
Custom Line Item Name
ACQUIRE - BUSWAY

MOBILITY MANAGEMENT (5302(AN1)(L))

nilesto

|

ne detail:

Activity Type Quantity FTA Amount Total Eligible Cost
Acquire Bus Transitways/lines 0 $0 $0
Other Capital ltems (bus) 0 $0 $0

SAVE LINE ITEM DELETE LINE ITEM CANCEL

|

Line Item Scope: 112-00 BUS TRANSITWAYS/LINES
Line Item #

11.2201

Standard Line Item Name

Acquire - Busway

Custom Line Item Name

ACQUIRE - BUSWAY

6) Line Item Scope: users may provide a customized name for the line item in the ‘Line Item Scope’
details section by updating the ‘Custom Line Items Name’ field or users may choose to keep the
standard line item name. Only the first 510 characters for custom line item name will save.

‘

Line Item Scope: 112-00 BUS TRANSITWAYS/LINES
Line Item #
11.22.01

Standard Line Item Name

Acquire - Busway

Custom Line Item Name

I ACQUIRE - BUSWAY I

Activity Type
Acquire Bus Transitways/lines

Line Item Details: Update the line item details section
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a) Quantity: Provide the Quantity of items that this ALl will cover in the ‘Quantity’ field. This field
must be a whole number.

b) Extended Budget Description (Required): Provide description of the ALl in the ‘Extended Budget
Description’.

c) 3" Party Contractors: Update the 3™ party contractor question with the correct answer. Click on
the radio button next to the ‘Yes, 3rd Party Contractors will be used for this line item.” or ‘No,
3rd Party Contractors will not be used for this line item’.

Activity Type

Acquire Bus Transitways/lines

Line item Details

|

Quantity
0

Extended Budget Description

|

3rd Party Details

Will 3rd Party contractors be used to fulfill this activity line item?
Yes, 3rd Party Contractors will be used for this line item.

© No, 3rd Party Contractors will not be used for this line item.

FTA Funding Information

‘

FTA Funding Source

7) FTA Funding Information: Update the FTA Funding Information Section with the requested amount
to be provided by the grant or cooperative agreement.

a) FTA Funding Source: Select a value from the drop-down menu provided under the ‘FTA Funding
Source’ field. The Funding Source selected determines whether the Application is a discretionary
or a formula Application. If a discretionary funding source (e.g. 5309 — New Starts) is selected for
one or more Budget Activity Line Items, then the Application will go through the discretionary
workflow, wherein the Pre-Award Manager and Reservationist will be able to add Discretionary
IDs to the application. If only non-discretionary funding source (e.g. 5311 — Rural Area Formula)
is selected, the application will go through the formula workflow.

b) The instructional text above the FTA Funding Source drop down informs users that the funding
sources displayed in the dropdown will be based on the Award Type selected. This means that if
the Award type selected on the Application Details is Grant then the funding sources displayed
will be associated with Grants and if the Award Type selected is cooperative agreement then the
funding sources displayed will be associated with Cooperative Agreements. Note that there are
some funding sources that could be associated with both Grants and cooperative Agreements
and will be displayed irrespective of the Award Type selected.
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FTA Funding Information

© Funding sources displayed In the dropdown below are based on Award Type selected.

FTA Funding Source

5314-Technical Assistance, Standards & Training (6C-FY 2018)

I The selected funding source could be associated with a Grant or a Cooperative agresment. Please verify you have selected the correct award type and/or funding source before proceeding I

FTA Funding Amount

$0

c) When a funding source that is associated with both grants and cooperative agreements is
selected then a warning message will be displayed informing the user that they should verify
that the correct award type is selected.

d) If the Award type of the application is updated at anytime and the selected funding source is not
associated with both Grants and Cooperative Agreements, then the funding source selected will
be removed automatically and the user will have to return to the impacted ALls and update the
funding source. A warning message stating this will be displayed on the Application Details
Related Action if the user attempts to update the Award Type.

e) FTA Funding Amount: Update the FTA Funding Amount field with the desired amount of
funding. (Note: The dollar sign and commas will auto populate once users click outside of the
field.). The FTA Funding Source selected determines whether an application is a Formula Grant
or a Discretionary Application.

8) Non-FTA Funding Information Section: Provide information concerning additional local, state or
other federal funding that will be provided for this ALl as applicable. All amounts should be entered
as whole numbers.

a) Local Share Amount: Update the ‘Local Share Amount’ field with the amount the local
government will be contributing, if applicable.

b) Local/In-Kind Share Amount: Update the ‘Local/In-Kind Share Amount’ with the value of any
local in-kind funding, if applicable.

c) State Share Amount: Update the ‘State Share Amount’ field with the amount the state will be
contributing, if applicable.

d) State/In-Kind Share Amount: Update the ‘State/In-Kind Share Amount’ field with the desired
amount, if applicable. (Note: users will be requested to upload a document to support these
funds when validating the Project.)

e) Other Federal Share Amount: Update the ‘Other Federal Share Amount’ field with the desired
amount, if applicable.

f) Adjustment Amount: Update the ‘Adjustment Amount’ field with the desired amount, if
applicable. Note: This information will not be additive to the ‘Total Eligible Cost’ of the activity
budget or Award budget.

g) Transportation Development Credit: Update the ‘Transportation Development Credit’ field with
the desired amount, if applicable. (Note: This information will not be additive to the ‘Total
Eligible Cost’ of the activity budget or Award budget. Users will be requested to upload a
document to support these funds when validating the Project.)
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The ‘Total Eligible Cost’ will be update after saving. This is the sum of the FTA Funding and Non-FTA
Funding (excluding the Transportation Development Credit and Adjustment Amount).

Non-FTA Funding Information <

Local Share Amount

30

Local/In-Kind Share Amount
$0

State Share Amount
%0

State/In-Kind Share Amount
30

Other Federal Share Amount
$0

Adjustment Amount
30

Transportation Development Credit
30

Total Eligible Cost
30

The Non-FTA Funding Information section appears differently in TrAMS Applications in comparison to
Transportation Electronic Award Management (TEAM) Applications. TEAM is the legacy system used
process and review Applications. An Application created by the legacy system is usually referred to as a
TEAM grant. There are several differences between Applications created by the TrAMS system versus
the TEAM system, but the one difference applicable to this section can be seen in the image below.

Funding Information: TEAM Application

Funding Information

FTA Funding Source FTA Funding Source

49 UsSC 5311 - (MAP 21) Formula Grants for Rural Areas (FY2013 49 USC 5311 - (MAP 21) Formula Grants for Rural Areas (FY2013 ¢
and forward)

Award FTA Funding Amount Revised FTA Funding Amount

$43,181.00 $43,181.00

Award Non-FTA Amount Revised Non-FTA Amount

$0.00 $0.00

Award Total Eligible Cost Revised Total Eligible Cost

$43,181.00 $43,181.00

Unlike TrAMS, a TEAM Application has a simpler layout when it comes to the Budget ALl page. A TEAM
Application only has one section for Funding Information, while the TrAMS Applications divide the
section into two: 1) FTA Funding information and 2) Non-FTA Funding information. Notice the difference
in the TEAM Funding information shown above versus the TrAMS Funding Information displayed below.

Funding Information: TrAMS Application
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FTA Funding Information

FTA Funding Source

5307 - Urbanized Area Formula (FY2006)
Award FTA Funding Amount

5500

Non-FTA Funding Information
Award Local Share Amount

S0

Award Local/ln-Kind Share Amount
s0

Award State Share Amount

s0

Award State/In-Kind Share Amount
50

Award Other Federal Share Amount
50

Award Adjustment Amount

S0

s0
Award Total Eligible Cost
$500

Award Transportation Development Credit

FTA Funding Source

Revised FTA Funding Amount
$500

Revised Local Share Amount

30

Revised Local/In-Kind Share Amount
30

Revised State Share Amount

50

Revised State/In-Kind Share Amount
50

Revised Other Federal Share Amount
50

Revised Adjustment Amount

50

Revised Transportation Development Credit

30

Revised Total Eligible Cost
$500

9) Rolling Stock Information: When the scope code ‘Rolling Stock’ is selected, the Rolling Stock
Information Section will display. Completing the Rolling Stock Information section is optional, based

on the selection of scope code.

a) Vehicle Condition: Select a value from the drop down ‘Vehicle Condition’ field indicating

whether the vehicles are new or used.

b) Fuel: Select a value from the drop down ‘Fuel’ field indicating the type of fuel that the vehicles

will use.

c) Vehicle Size: Provide a short text describing of the size of the vehicle in the ‘Vehicle Size’ field.

Rolling Stock Information

Vehicle Condition Fuel

Vehicle Size

40 feet

Used - Biodiesel A4
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10) Milestones: Update the Milestone section. A table will display with the minimum two milestones;
auto populated to ‘Start Date’ and ‘End Date.” Two milestones are required to pass Project
validation. A ‘Rolling Stock’ line item will have five standard milestones (RFP/IFB Issue Date, Contract
Award Date, Initial Delivery Date, Final Delivery Date, and Contract Completion Date). The Estimated
Completion Date for each milestone must be populated.

Milestones v

Name Estimated Completion Date 1 Description
Start Date 3/19/2025 test
End Date 3/31/2025 test

11) Users can update, delete, or add milestones to the default list. Details for each milestone in the grid
must be provided for the ALl to be marked as complete.
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12) Update Milestone: To update a default milestone, click the checkbox next to the milestone name.

The ‘Milestone Details’ section will open. Update the milestone name as desired. Add an estimated

completion date and input a description. A name and completion date are required for each
milestone. When done, click the ‘Save Milestone’ button.

Name Estimated Completion Date

T Description

End Date

Milestone Details

Milestone Name

(TSN GITM | DELETE MILESTONE || CAMCEL
Start Date
5/15/2025

Milestone Description

This is the description

CANCEL
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13) Add Milestone: To add new milestones click the ‘Add New Milestone’ button and the form will
expand to allow for the input of the milestone details. Add the milestone name, an estimated

completion date and input a description. A name and completion date are required for each
milestone. When done, click the ‘Save Milestone’ button.

wnooe |

Name Estimated Completion Date 1 Description
Start Date 5

This is the description
End Date

Test description

Milestone Details

Milestone Name

SAVE MILESTONE |t a2E

Estimated Completion Date

Milestone Description

14) Delete Milestone: Click the checkbox next to the milestone name. The ‘Milestone Details’ section
will open. Click on the ‘Delete Milestone’ button and a confirmation prompt is displayed. Click ‘Yes’

to delete the milestone, and collapse the form. Selecting the ‘No’ button will prevent any changes
from occurring.

Milestones v

Name Estimated Completion Date T Description
Start Date 5/15/2025 This is the description
End Date

& Test description
E test 6/7/2025

test
Milestone Details
Milestone Name
DELETE MILESTONE CANCEL
test
Estimated Completion Date
06/07/2025 L]

Milestone Description

test

CANCEL

15) Save Line Item: Once all details for the selected line item have been added, click the ‘Save Line ltem’

button. The button can be found below the ‘Existing Line Items’ grid and beneath the ‘Milestones’
section.

SAVE LINE ITEM DELETE LINE ITEM H CANCEL ‘
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16) The ‘Click Close Button to Save’ form will appear. Warning: Users must click the ‘Close’ button on
this screen to complete saving. Failure to select the ‘Close’ button will result in incorrect Control
Totals.

Line Item | Click Close Button to Save

| a Success! ) |

Click Close button to save line item and return to budget activity line items form.

CLOSE

17) Once saving is complete, the ‘Budget Activity Line Items’ form will reopen. The status for the saved
line item will change from ‘In-progress’ to ‘Completed’ after all required information has been
provided.

Existing Line Items v

To edit a line item, click on the checkbox for the line item and a new section will appear below with line item and milestone details
. - ) FTA Total Eligible
Stat S Cod Custom Line Item N Activity T tit:
atus cope Code ustom Line Item Name ctivity Type Quantity Amount Cost
n- 112-00 BUS TRANSITWAYS/LINES ~ ACQUIRE - BUSWAY Acquire Bus 0 50 50
Progress Transitways/lines

Completed 117-00 OTHER CAPITAL ITEMS MOBILITY MANAGEMENT (5302(A) Other Capital Items (bus) 1 $10 $10
(BUS) (1)(L)
£

Notice there are two fields above populated with dollar amounts based on recent updates to the
Activity Line Items: FTA Amount and Total Eligible Cost. The FTA Amount is derived from the dollar
amount entered into the ‘FTA Funding Amount’ field within the ‘Manage Budget Activity Line Items
and Milestones’ form. The Total Eligible Cost includes the FTA Amount, plus some of the Non-FTA
Funding.

The Non-FTA Funding that is included in the Total Eligible Cost includes all of the values entered into
the ‘Local Share Amount’, ‘Local/In-Kind Share Amount’, ‘State Share Amount’, ‘State/In-Kind Share
Amount’, and ‘Other Federal Share Amount’ fields. The ‘Adjustment Amount’ and ‘Transportation
Development Credit’ fields are not included in the ‘Total Eligible Cost’
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Local Share Amount
$101,360

Local/In-Kind Share Amount
$12,424

State Share Amount
$27,686

State/In-Kind Share Amount
$1,043

Other Federal Share Amount

$19,285

Adjustment Amount
$7,202

Transportation Development Credit
$1,112

Total Eligible Cost
$567,238

18) Select all remaining ALI’s and repeat the process of updating their information. All line items must
have a ‘Complete’ status in order to successfully validate the Project.

19) To delete an ALI, select the checkbox next to the ALl and then click the ‘Delete Line Iltem’ button that
appears. A prompt will display confirming that users wish to delete.

Existing Line Items Y

To edit a line item, click on the checkbox for the line item and a new section will appear below with line item and milestone details
Status Scope Code Custom Line Item Name Activity Type Quantity Amaf.l:: Total Eligci:::
:D”r'ogress 112-00 BUS TRANSITWAYS/LINES ~ ACQUIRE - BUSWAY ::;:S':EN?;;MES 0 $0 $0
Completed  117-00 OTHER CAPITAL ITEMS MOBILITY MANAGEMENT (5302A) oy o it ems (bus) ! 10 10

(BUS) (L)

SAVE LINE ITEM | DELETE LINE ITEM " CANCEL ‘

20) Once a line item is deleted the existing line items grid will no longer display the deleted line item.

21) Click the ‘Cancel’ button to exit out of the form without saving changes for the selected line item
and collapse the form to exclude the line item sections.
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Are you sure you want to delete the ALI?

22) Click the ‘Close’ button to return to the Projects Related Actions menu.

ADD LINE ITEM CLOSE

5.2.1.11.5 Related Action: Environmental Determinations

Environmental determinations must be provided to pass Project validation. Users may select to have
one environmental determination apply to the Project as a whole (and all ALls within the Project) or
select individual environmental determination for each ALI.

To update Environmental Determinations, complete the following:
1) Use the Records tab to search and open the desired Project.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click on the link ‘Environmental Determination’ related action from the menu to update
environmental determination details.
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9900-2025-5-P2 - P2

summary Project Control Totals EEEEREREta il

Narratives
Manage Project Details and Narrative

Project Loca
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone

Manage Budget Activity Line Item and Milestone

Environmental Determinations

Manage Project Environmental Determinations

View-Print Application
Generate View/Print for Application

Project D nts
Manage Project Documents

+ | | =" " =

4) The Project Environmental Review Summary form will open. The top of the form contains
information about environmental reviews.

9900-2025-29-P1 | Project Environmental Review Summary

Redipient Details

‘

Recipient ID Recipient Name
33008 TrAMS Transit Organization

‘

Application Status Information

Application Number Award Name
9900-2025-29 st
Temporary Application Number Application Status
9900-2025-29 In-Progress
Project Details v
Project Number Project Name
9900-2025-29-P1 ‘West Virginia DOT FFY 2021 Section 5310 Enhanced Mobility for Seniors and Indhiduals with Disabilities Program - Rural & Small Urban

Vehicles, Contract Services, Communication Equipment, Mobility Management and State Administration

FTA Environmental Review

‘

Priar to approving 2 grant in TrAMS, FTA must find that the action(s) complies with the Natianal Environmentz| Palicy ACt{NEPA) and related environmental laws and regulations incluging, but not limited to, Section 106 of the National Historic Preservation Act, Section 4(f) Requirements,
and the Endangered Species Act. TrAMS requires recipients to identify a NEPA diass of action (i, cist or d-ist categorical exclusion (CE), environmental assessment (EA), or environmental impact staternent (EIS)) and the associated NEPA finding (CE determination, FONSI, or ROD) at either
the Project Level or the Activity Line Item (ALI) leve), depending on haw the application is structured, Plesse upload documents (e.g, an email from FTA staff containing environmental determination(s), aperoved CE determination letter, FONS), ROD) to support the NEPA finding 25
appropriate, and enter the NEPA finding/approval dates. If you need assistance on how to enter environmental information in TrAMS, please contact your ETA regional office. Please refer to the useful resources available online, including FTA environmental regulations at 23 CFR part 771
and FTA's Categorical Exclusion guidance.

‘

Step 1: Independent Utility and Permissible: Segmentation

For most applications in TrlS, each Project wil have one NEPA class of action and finding. Some Projects, however, may require recipients to identfy the NEPA class of action/finding for each ALL Whether there is 3 NEPA finding at the Project level or for individual AL, every NEPA
finging must comply with the scope requirements of 23 CFR771.111{f) (i, have independent utility, logical termin, and not restrict consideration of alternatives). If the Project includes permissible early acquisition of real property using federal funds, that early acquisition of property
must have its own NEPA finding in TPAMS, either by including & separate Project for early property acquisition or by identifying a NEPA finding for each ALL

Identify if your Project involves either one or more than one environmental finding: *
This Project and each ALl nave separate, indivioual NEPA findings.
1 This Project and il ALIs are covered by one NEPA finding
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5) At the bottom of the form, review the text in the ‘Step 1: Independent Utility and Permissible
Segmentation’ section. Select whether this Project is covered by one or multiple NEPA findings.

a) Multiple: ‘This Project and each ALl activity have a separate, individual NEPA finding’ — select
this option when each ALI within the Project has its own environmental determination, or

b) One: ‘This Project and ALL ALls activities are covered by one NEPA determination’ — select this
option when one environmental determination applies to the Project as a whole.

Step 1: Independent Utility and Permissible Segmentation v

For mast applications in TrAMS, each Project will have ane NEPA dass of action and finding. Seme Projects, however, may require recipients to identify the NEPA class of action/finging for each ALL Wiether there is s NEPA finding at the Project level or for individual ALls, every NEPA
finding must comply with the scope requirements of 23 CFR 771.111(7) i.e., have independent utiity, logical termini, and nat restrict cansideration of alternatives). If the Project includes permissible early acquisition of real property using federal funds, that early acquisition of property
must have its own NEPA finding in TrAMS, either by including a separate Project for early property acquisition or by identifying a NEPA finding for each ALL

Identify if your Project involves either one or mare than one environmental finding: *
This Praject and each ALI have separate, individusl NEPA findings.
@ This Project and all ALls are covered by one NEPA finding

[ B

6) Click on the ‘Next’ button to move the next form. Click the ‘Close’ button on this, or any subsequent
forms, to close the form without saving changes and return to the Project ‘Related Actions’ menu.

CLOSE
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7) The ‘Step 2: Project Environmental Finding Summary’ section will appear.

a) If the answer to Step 1 was ‘This Project and each ALl activity have a separate, individual NEPA
determination,’” the form will display each ALl in the Project. A ‘NEPA Class of Action’ and its
corresponding ‘Category Exclusion’ will need to be chosen for each ALI.

9900-2024-18-P2 | Project Environmental Review Summary

Recipient Details -
Recipient ID Recipient Name
23008 TrAMS Transit Organization
Application Status Information v
Application Number Award Name
9900-2024-18 Application Test
Temporary Application Number Application Status
'9500-2024-18 In-Progress
Project Details -
Project Number Project Name
9900-2024-18-P2 test

|

Step 2: Project Environmental Finding Summary

Select NEPA Class of Action

Scope Code Scape Name Line Item Number NEPA Class of Action Category Exclusion
113-00 BUS - STATION/STOPS/TERMINALS 113203 - - A
112-00 BUS TRANSITWAYS/LINES 112201 - NA

BACK m CLOSE

b) If the value ‘This Project and ALL ALIs activities are covered by one NEPA finding’ was selected,
the form will display a single row for the entire Project. Only one ‘NEPA Class of Action’ and its
corresponding ‘Category Exclusion’ may be selected.

9900-2025-29-P1 | Project Environmental Review Summary

Recipient Details

|

Recipient 1D Recipient Name
29008 TrAMS Transit Organization

|
<

plication Status Information

Application Number Aweard Name

9900202529 test

Temporary Application Number Application Status

9300202529 In-Progress

Project Details -
Project Number Project Name

9900-2025-29.P1 ‘Wes Virginia DOT FFY 2021 Section 5310 Enhanced Mabilizy for Seniors and Individuals with Disabilities Program - Rural & Small Urban

Vehicles, Contract Services, Communication Equipment, Mobility Management and State Administration

Step 2: Project Environmental Finding Summary

|

Select NEPA Class of Action

Project Name NEPA Class of Action Category Exclusion

_ S 1°

BACK m CLOSE

8) Select a value from the drop-down menu provided under the ‘NEPA Class of Action’ field. Once users
select a class of action from the drop-down, the ‘Category Exclusion’ field will populate with
appropriate values.

a) If ‘Class ll(c) — Categorical Exclusion (C-List)’ or ‘Class Il(d) — Categorical Exclusion (D-List)’ is
selected, a new dropdown menu will appear displaying the possible categorical exclusion values.
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b) Otherwise, the value of ‘NA’ will populate.

9) To change the Step 1 answer, click the ‘Back’ button and adjust the selection. The following
validation message will display to confirm the change. Users will need to repeat steps 5 - 7.

Previously saved data will be deleted, are you sure you want to
continue?

YES NO

10) When the NEPA classes and categorical exclusions have been selected, click the ‘Next’ button to
move to the next page to provide detail information on the Environmental Findings.

11) The ‘Step 3: Budget Activity Line Items Associated to NEPA Class of Action’ section will display:

Step 3: Budget Activity Line Items Associated to NEPA Class of Action v

Scope Code Scope Name Line ftem Number Line Item Name FTA Amount Total Eligible Cost NEPA Class Categorical Exclusion
11300 BUS - STATION/STOPS/TERMINALS 11.32.03 TERMINAL, INTERMODAL (TRANSIT) $100.00 $100.00 Class | - Environmental Impact Statement (EIS) NA
112:00 BUS TRANSITWAYS/LINES 11.2201 ACQUIRE - BUSWAY $10.00 530,00 Class | - Environmental Impact Statement (EIS) A

Class | - Environmental Impact Scatement (EIS)

12) When multiple findings have been selected users will be presented with a grid to select the ALl to be
updated. Select an ALl by checking the box associated with the ALl and the form will expand to
allow the entry of the details. If only one finding was selected for the Project, selecting an ALI will
not be required and the expanded form will automatically be displayed.

Desaription Details

ﬁ ﬁ

Emvironmental Finding Dates
Finding Date Type Date
Motice of Intent (NOJ) Date
Draft Environmental Impact Statement (DEIS) Date
Final Emvironmental Impact Statement (FEIS) Date

FTA Record of Decision (ROD) Date

Documentation for NEPA Qlass of Action

‘

Document Name Document Description Date Uploaded Uploaded By Email Delete
No documents found

© Add Document

BACK m CLOSE

13) For each NEPA Class of Action selected the user will be able to:

a) Provide a description of the findings in the ‘Description Details’ field.
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b) Click on each finding date type ‘Date’ field to either type in a date or select a date from the date
picker. Date fields listed will depend on the NEPA Class of Action selected. Only FTA users with
Pre-Award Manager, Environmental Reviewer, or Director roles will be able to add/edit
Environmental Finding Dates up until the award is obligated. Note: For Class llc dates, certain
restrictions apply.

i) Users must select a date on or before today’s date. If an invalid date is selected, users will
receive a validation error and will not be able to proceed until a new valid date is selected.

Environmental Finding Dates

Finding Date Type Date

Motice of Intent (NOI) Date
Draft Environmental Impact Statement (DEIS) Date
Final Environmental Impact Statement (FEIS) Date

FTA Record of Decision (ROD) Date

c) Click on the ‘Add Document’ button to upload a document that is associated with the NEPA
Class of Action.

d) Click on the ‘Upload’ button to select the document. Provide a description for the document
selected in the ‘Document Description’ field.

Documentation for NEPA Class of Action

Document Name Document Description Date Uploaded Uploaded By Email Delete
uploap O 511402025 Annelise Recipient fra-appiantest-308@dot gov

Add Decument

BACK CLOSE

14) Click on ‘Save’ to save all information for the selected NEPA Class of Action. Then click ‘Close’ to
close the form and return to the Project ‘Related Actions’ menu.

BACK SAVE CLOSE

15) Click on ‘Back’ to return to the previous form and modify the NEPA Class of Action or Categorical
Exclusions selected.

16) For Class llc CE Approved finding dates, certain restrictions apply. This date is populated from the
completion date of the ‘Log Environmental Concurrence’ task and users will not be allowed to
add/edit this date until that task has been completed by the Environmental Reviewer:
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Environmental Finding Dates

Finding Date Type Date

MNotice of Intent (MOI) Date
Draft Enwironmental Impact Staternent (DEIS) Date
Final Enwironmental Impact Staternent (FEIS) Date

FTA Record of Decision (ROD) Date

FTA users will see informational text below this grid that reads “All Class llc Approved finding dates
are updated once the Log Environmental Concurrence task is complete.”

17) Once the ‘Log Environmental Concurrence’ task is complete, FTA users with Pre-Award Manager,
Environmental Reviewer and/or Director roles may edit this date until the award is obligated. Once
the RA completes the Obligate Award task, this field will be read-only and may only be updated
through an Amendment.

Environmental Finding Dates

Finding Date Type Date

B

Class llc CE Approved 09/28/2024

All Class lic CE Approved finding dates are updated once the Log Environmental Concurrence task is complete.

5.2.1.11.5.1 NEPA Class Actions & Category Exclusions

Within section Environmental Determinations, a submitter or developer must select the necessary
‘NEPA Class Actions’ and ‘Category Exclusions in order to complete Project validation. The NEPA Class
action column shows all of the options available for selection in the ‘NEPA Class Action’ drop down
menu. After selecting the Class Action, the corresponding Category Exclusions become available for
selection in the ‘Category Exclusions’ drop-down menu.

Step 2: Project Environmental Finding Summary v

Select NEPA Class of Action
Project Name NEPA Class of Action Category Exclusion

Rezssign Module 4 Class Ii) - Categorical Excusions (C-List) = Type 01: Utiity and Similar Appurtenance Actian -

BACK m CLOSE

The table below displays the Category Exclusion options that are available for each of the corresponding
NEPA Class Actions.

Table 3: NEPA Class Actions & Category Exclusions

NEPA Class Action Category Exclusions
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Class | - Environmental Impact Statement (EIS)

NA

Class ll(c) - Categorical Exclusions (C-List)

Type 01:
Type 02:
Type 03:
Type 04:
Type 05:
Type 06:
Type 07:
Type 08:
Type 09:
Type 10:
Type 11:
Type 12:
Type 13:
Type 14:
Type 15:
Type 16:

Utility and Similar Appurtenance Action
Pedestrian or Bicycle Action

Environmental Mitigation or Stewardship Activity
Planning and Administrative Activity

Action Promoting Safety, Security, Accessibility
Acquisition, Transfer of Real Property Interest
Acquisition, Maintenance of Vehicles / Equipment
Maintenance, Rehab, Reconstruction of Facilities
Assembly or Construction of Facilities

Joint Development of Facilities

Emergency Recovery Actions

Action Within Existing Operational Right-of-Way
Action With Limited Federal Financial Assistance
Bridge Removal and Related Activities
Preventative Maintenance of Culverts/Channels

Geotechnical and Other Similar Investigations

Class ll(d) - Categorical Exclusions (D-List)

Type 01:
Type 02:
Type 03:
Type 04:
Type 05:
Type 06:
Type 07:

Type 08:
ROW

Type 09:

Highway Modernization

Bridge Replacement or Rail Grade Separation
Hardship or Protective Property Acquisition
Acquisition of Right-of-Way

Bicycle Facility Construction

Facility Modernization

Minor Facility Realignment for Rail Safety Purposes

Facility Modernization/Expansion Outside Existing

Other

Class lll - Environmental Assessment (EA)

NA
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5.2.1.11.6 Related Action: Project Documents

Documents that are added to the Project will display in the Project Documents related action. This also
includes the documents that are added as part of Project Validation. The documents that are added to
the Project will also display at the Application level as well, within the ‘Application Documents’ Related
Action. The Project Documents related action allows users to upload new documents, remove or view

documents.

To add, view, or delete documents associated with the Project:
1) Use the Records tab to search and open the desired Project
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click on the ‘Project Documents’ related action from the menu.

Summary Project Control Totals Related Actions

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

Validate Project
Validate and Mark Project Complete

View-Print Application
Generate View/Print for Application

' " " " " -

* Project Documents
Manage Project Documents

4) The ‘Manage Documents’ form will open. Documents previously uploaded and associated with the
Project will display in a grid.
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TrAMS Transit Organization | Manage Documents
Reciplent ID Recipient Name
99008 TrAMS Transit Organization
Application Status Information v
Application Number Award Name
FL-2025-003-00 Reassign Module 4 - UAT
Temporary Application Number Application Status
9900-2024-26 Final Concurrence / Reservation
Project Details v
Project Number Project Name
FL-2025-003-01-00 Reassign Module 4
Project Documents v
Filters
Document Name and Description Document Context
Document Type
Decument Name Decument Context Document Type Document Description Date Uploaded 1 Uploaded By Email
Testl.docx Program Plan General test 5/14/2025 6:00 PM GMT+00:00 Annelise Cantrell ‘a.cantrell.ctr@dot.gov
ADD DOCUMENT CLOSE

5) View Document: To view a document, click the corresponding ‘Document File Name’ hyperlink. The
file will download to the local file system.

Filters
Document Name and Description Document Context
Document Type
Document Name Document Context Document Type Document Description Date Uploaded 1 Uploaded By Email
Test.docc Frogram Flan General test 5/14/2025 6:00 PM GMT=+00:00 Annelise Cantrell a.cantrellctr@dot gov
ADD DOCUMENT cLose

6) Add Document: Click the ‘Add Document’ button to upload a new document to the Application. The
"Add New Document" form will open. Fill in all required information as described below:

‘

Upload New Document
* Document Context 2 -
*Document Type

* Document
Description

*Select Document  ypoap [

a

) Document Context: Select a context type (“document category”) from the drop-down menu.”)
from the drop-down menu.

b) Document Type: Select a document type from the drop-down menu. The available types
depend on the selected context.

c) Document Description: Enter a description for the document.
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d) Select Document: Click the ‘Upload’ button and select a file from the local system. Users may
only upload one file at a time. After uploading a file, hover over the ‘page’ icon next to the
uploaded file and click the ‘X’ that appears to remove the file as needed.

* Select Document SiEEe s e
RTF - 34.08 KB

e) Once all details have been entered, click the ‘Save’ button to save the document.

CANCEL SAVE

f) The previous screen will open and users will see the uploaded file in the ‘Existing Documents’
grid.

Documen it Name Document Context Document Type Document Description Date Uploaded I Uploaded By Email

—
lesn .dack Program Fian General test 5/12/2025 6:00 PM GMT+00:00 Annelise Cantrell a.cantrell.cr@dot.gov I

7) Delete Document: To delete a document, select the checkbox next to the document in the ‘Existing
Documents’ table and click the ‘Remove Document’ button. More than one document can be
deleted at a time.

Document Name Document Context Document Type Document Description Date Uploaded 1 Uploaded By Email

B Testldoox Program Plan General test 5/14/2025 6:00 PM GMT+00:00 Annelise Cantrell acantrell c@dot gov

ADD DOCUMENT I REMOVE DOCUMENT I CLOSE

Note that once an application/amendment is awarded, all documents uploaded will be available under
the Award Documents related action and users will no longer be able to add or remove documents from
the project documents related action. Any modifications to the documents i.e., adding or removing will
only be done using the Award Documents related action. Also note that certain document contexts and
types cannot be uploaded or removed once an application is awarded, and users will need to do a
budget revision or amendment to modify these documents.

5.2.1.11.7 Related Action: Validate Project
All Projects must be validated before transmitting an Application to FTA for review.
To validate a Project, complete the following:
1) Search and open the desired Project
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click on the ‘Validate Project’ related action from the menu.
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Summary Project Control Totals Related Actions

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Iterm and Milestone

Environmental Determinations
Manage Project Environmental Determinations

Validate Project
Validate and Mark Project Complete

. W " " " .-

View-Print Application
Generate View/Print for Application

Project Documents
Manage Project Documents

4) The system will validate the Project to ensure all required elements for the Project are present and
will provide a summary of critical issues and warnings.
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5) If the validation results in critical issues, users will need to address them individually before the
Project will pass validation. Critical issues will result in a red box ‘Validation Error’ and the list of
errors to be corrected. Potential critical errors include missing ALls, incomplete ALls, missing
location details, and missing environmental determinations. The following screenshot shows some
of the critical errors that must be addressed: an incomplete ALI, a missing congressional district,
missing environmental determinations for ALls and FTA Amount for all line items being 0.

9900-2025-28-P1 - User Guide
Summary  Froject Control Totals

Project | Project Validation Results

|

Recipient Details

Recipient ID Recipient Name
93008 TrAMS Transit Organization

|

Application Status Information
Application Number Award Name
9900-2025-28 Create Master Agreement
Temporary Application Number Application Status
9900-2025-28 In-Progress

|

Project Details

Project Number Project Name
9900-2025-26-P1 User Guide

|

Critical Errors

o Validation Error

This project cannot pass Project Validation until these errors are corrected

Incomplete Line Items

The follewing line icems in th

‘ompleted before continuing (Bud

Sject have  status of In-Progress’. Please ensure each [ine irem ctivity Line lvems Related Action).
Scope Code Scope Name Line Item Number Custom Line Item Name FTA Funding Amount  Status
11200 BUS TRANSITWAYS/LINES 112201 ACQUIRE - BUSWAY 5000  In-Progress

Project Detail Errors
« Each line item must have a NEPA Class of Action/Environmental Determination selected (Environmental Determinations Related Action)

Please correct each of the listed errars using the correspanding relared acsicn.

CLOSE

6) Click the ‘Close’ button to return back to the available related actions for the Project and update the
Project as necessary.

7) When one or more of the ALI’s contain rolling stock, the current fleet status associated to the
recipient organization is shown. Users may add new fleet types, update the current fleet items,
delete fleet items, or bypass making any changes to the rolling stock by clicking the ‘Close’ button.
The fleet status associated with the Application will be the fleet status listed on the recipient
organization profile at the time of Application Award. Fleet information will display in the
Application view print once the Award is made. Use the Recipient Profile at any time to view or
update fleet information.
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Project Validation | Update Recipient Fleet Status

Project Number 9900-2025-28-

‘

Recipient Details

Recipient ID Recipient Name:
99005 TrAMS Transit Organization

‘

Application Status Information

Application Number Award Name

9300-2025-28 Creats Master Agresment

Temporary Application Number Application Status

9900-2025-28 In-Progress

Project Details v

Project Number Project Name

9300-2025-26-F1 User Guide

Existing Fieet v
Fleet Type Peak Reguirement Spares Spare Ratio Contingency Pending Disposal Total  Edit
Light Rail 100 10 10% 2 4 16 @
Other 0 1 10% 1 1 (ERN-
Fixed Route 2 o 0% o o 2 @
Commuter Rail 1 0 0% [ 0
Paratransit 1 0 0% [ 0
Heavy Rail 1 0 0% 0 0

m CONTINUE

8) Once all validations have passed, the confirmation screen ‘Project Validated’ will display with the
following message: ‘Project Number [Project #] has been successfully validated’. Click the Close
button to return to the ‘Related Actions’ menu.

Project | Validated

| o Success! |

Project Number 9300-2018-9-P1 has been successfully validated.

CLOSE

5.2.1.11.7.1 Project Validation Critical Errors

During Project validation, there are several errors that can occur, preventing a user from advancing
through the validation process. The following items define each of the critical errors and how to resolve
each of them.

5.2.1.11.7.1.1 TrAMS Validation Errors

The following table provides the system validation messages shown by TrAMS for the above Related
Action.

TABLE: Project Validations

Project Validation

Message Text Reason

Critical Issues - This Project cannot pass Project Validation until these errors are corrected.
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Project Validation

Message Text

Reason

“The following line items in the Project have a
status of 'In-Progress'. Please ensure each line
item has a status of 'Completed' before
continuing (Budget Activity Line Items Related
Action):

<grid of In-Progress line items>"

One or more line items within a Project are not in
the required “Completed” status (only applies for
TrAMS Applications).

The following Project details are incomplete.

“Please fill out the following details before

continuing:

e Project Title/Name (Project Details and
Narratives Related Action)”

The Project is missing the required Project title.

“The following Project details are incomplete.

Please fill out the following details before

continuing:

e Location Narrative (Project Location Related
Action)”

The Project is missing the required location
narrative.

“The following Project details are incomplete.

Please fill out the following details before

continuing:

e Project Description (Project Details and
Narratives Related Action)”

The Project is missing the required Project
description.

“The following Project details are incomplete.

Please fill out the following details before

continuing:

e Project Benefits (Project Details and Narratives
Related Action)”

The Project is missing required Project benefits.

“The Project must have at least one line item.
Please add line items to the Project before
continuing (Budget Activity Line Items Related
Action).”

The Project is missing line items.

“The Project must have at least one congressional
district selected (Project Location Related
Action).”

The Project does not have at least one
congressional district associated to it.

“The Project must have at least one UZA code /
state selected (Project Location Related Action).”

The Project does not have at least one state/UZA
associated to it.
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Project Validation

Message Text Reason

“Each line item must have a NEPA Class of The Project has been set up for one

Action/Environmental Determination selected environmental finding per ALl and at least one

(Environmental Determinations Related Action).” | ALl is missing an environmental finding
association.

“The Project must have a NEPA Class of The Project has been set up for all activities to be

Action/Environmental Determination selected covered under one environmental finding, but no

(Environmental Determinations Related Action).” | environmental finding has been selected.

“The following Project details are incomplete. All Line Items on the project have FTA Amount as
Please fill out the following details before 0.
continuing:

e Atleast one line item must have FTA
funding greater than 0 (Budget Activity
Line Items and Milestone Related Action)

5.2.1.11.7.1.2 Missing ALIs
The ‘Missing ALIs’ critical error will display with the following text:

e The Project must have at least one item. Please add line items to the Project before continuing
(Budget Activity Line Items Related Action)

@ Validation Error |

This project cannot pass Project Validation until these errors are corrected:

Project Detail Errors

[« Must have at least one line item (Budget Activity Line Items Related Action)
* A0S TV or ToTaT IStrer of Project Locanon nemated Action)
= Must have at least one UZA code / state selected (Project Location Related Action)

+ Each line item must have a NEPA Class of Action/Environmental Determination selected (Environmental Determinations Related Action)

CLOSE

5.2.1.11.7.1.3 Incomplete AlLls
The ‘Incomplete ALI’ critical error will display with the following text:

o The following line items in the Project have a status of ‘In-Progress’. Please ensure each line
items has a status of ‘Completed’ before continuing (Budget Activity Line Items Related Action)
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Critical Errors

l Q Validation Error ]

This preject cannet pass Project Validation until these errors are correcred:

Incomplete Line Items

The following line items in the project have a status of 'In-Progress'. Please ensure each line item has 2 status of ‘Completed” before continuing (Budget Activity Line Items Related Action].
Scope Code Scope Name Line Item Number Custom Line Item Name FTA Funding Amount  Status
11200 BUS TRANSITWAYS/LINES 112201

ACQUIRE - BUSWAY $000  In-Progress
Project Detail Errors
« Eachline item musz nave 3 NEPA (155 of ACTon/Environmental Determination selected (Environmental Determinztions Related Action)

Please correct each of the listed errors sing the corresponding related action.

CLOSE

5.2.1.11.7.1.4 Missing FTA Amount on all ALls

The ‘Missing FTA Amount on all ALI’s” error will display the following text:

e At least one line item must have FTA funding greater than 0 (Budget Activity Line Iltems and
Milestone Related Action)

N |
Project Detail Warnings

« The FTA amount on the project is equal to $0 (Navigate to Budget Activity Line Items and Milestone Related Action to add FTA amount)

Please correct each of the listed warnings using the corresponding related action

To resolve these issues, ensure that at least one of the ALl’s on the project has an FTA Amount more
than 0. refer to Related Action: Budget Activity Line Items and Milestone.

5.2.1.11.7.1.5 Missing Location Details

The ‘Missing Location Details’ critical errors include the following:
e The Project must have at least one congressional district selected (Project Location Related
Action.)

e The Project must have at least one UZA code / state selected (Project Location Related Action)

Critical Errors ~

@ Validation Error |

This project cannot pass Project Validation until these errors are corrected:

Project Detail Errors

= Must have at least one congressional district selected (Project Location Related Action)
+_Must have at least one UZA code / state selected (Project Location Related Action)
« Each line item must have a NEPA Class of Action/Environmental Determination selected (Environmental Determinations Related Action)

CLOSE

To resolve these issues, refer to Related Action: Project Location.

5.2.1.11.7.1.6 Missing Environmental Determinations
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The ‘Missing Environmental Determinations’ critical errors include the following:

e The Project must have NEPA Class of Action/Environmental Determination selected
(Environmental Determinations Related Action).

Critical Errors v

€) validation Error

This preject cannat pess Froject Validation until these errors are corrected

Incomplete Line Items
The following line icems in the project have a status of 'In-Progres’. Please ensure each line icem has a ssatus of ‘Compleced” before continuing (Budget Activity Ling ems Relared Action).

Scope Code Scope Name Line Item Number Custom Line Item Name FTA Funding Amount ~ Status
11200 BUS TRANSITWAYS/LINES 112201 ACQUIRE - BUSWAY $000  In-Progress

Project Detail Errors
« Each line item musz nave 3 NEPA (155 of ACTon/Environmental Determination selected (Environmental Determinations Relsted Actio)

Please correct each of the listed errars using the correspanding relared acsion.

CLOSE

To resolve this issue, refer to Related Action: Environmental Determinations.

5.2.1.11.8 Related Action: View-Print Application

Users may access the View-Print Application functionality from either the Application record or the
Project record. Refer to Related Action: View-Print Application for information regarding this action.

5.2.1.11.9 Related Action: Application Special Conditions

5.2.1.11.10 Related Action: Delete Project

Projects can be deleted from an Application by users with a submitter or developer role while the
Application is in ‘In-Progress’ status.

To delete one or more Projects from an Application:
1) Search and open the desired Application/Award.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Delete Project’ related action.
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Summary Points of Contact ~ Application Control Totals  Application Projects Related Actions

E View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

& W

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Documents
Manage Application Documents

e D

Application Review Comments
View and Manage Application / Award Review Comments

< ¢

Delete Project
Delete Associated Application Project

Application Special Conditions
Manage Application Special Conditions

» | =

Delete Application
Delete an Application

View Period of Performance Changelog

= Minnas Al Davied ~f Davfavmnanes Diats ok the Avwined T onenl

ii

4)

The ‘Application | Select Project to Delete’ form will display.
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Recipient Details

L
‘

Recipient ID Recipient Name

9900 = TrAMS Transit Organization

Application Status Information

‘

Application Number Award Name
9900-2025-28 Create Master Agreement
Temporary Application Number Application Status
9900-2025-28 In-Progress

Projects for Application

‘

Project Number Project Name Project Budget Last Updated Date Last Updated By
9900-2025-28-P1 User Guide $10 May 15, 2025 Nidhi Recipient
CARICEL hd
T T -
Recipient Details v
Recipient ID Recipient Name
99004 TrAMS Transit Organization

Application Status Information

‘

Application Number Award Name
9900-2025-28 Create Master Agreement
Temporary Application Number Application Status
9900-2025-28 In-Progress

Projects for Application

‘

Project Number Project Name Project Budget Last Updated Date Last Updated By
9900-2025-28-P1 User Guide $10 May 15, 2025 Nidhi Recipient
LARCE) b
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5) Select the check box for a Project users wish to delete from the Application and then click the
‘Delete’ button which appears. Users may only select one Project at a time.

|

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By

9900-2025-28-P1 User Guide $10 May 15, 2025 Nidhi Recipient

A

CANCEL DELETE

6) The ‘[Application ID] | Confirm Delete Project’ form will display. Click the ‘Delete’ button to confirm
Project deletion or click ‘Cancel’ to return to the Application ‘Related Actions’ menu without
deleting the Project.

9900-2025-28-P1 | Confirm Delete Project

Recipient Details

|

Recipient ID Recipient Name

99008 TrAMS Transit Organization

|

Application Status Information

Application Number Award Name

9900-2025-28 Create Master Agreement
Temporary Application Number Application Status
9900-2025-28 In-Progress

Project Details

|

Project Number Project Name
9900-2025-28-P1 User Guide

BACK || CANCEL DELETE

7) Click the ‘Yes’ button on the additional prompt message, ‘Are you sure you want to delete this
Project?’ to confirm the deletion. WARNING: Deleted Projects are not recoverable.

i

Are you sure you want to delete this project?

YES NO
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8) The ‘Project | Deleted’ success message will display with the following confirmation message:
‘[Project ID] has been successfully deleted’. Click the ‘Close’ button to return to the ‘Related Actions’
menu.

Project | Deleted

Project 9900-2018-12-P2 has been succesfully deleted

CLOSE

5.2.1.11.11 Dashboard: Project Control Totals

To view the total funding associated with the Project, select the ‘Project Control Totals’ from the left
navigation menu.
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USER ACCEPTANCE TESTING (UAT) ENVIRONMENT

A [C4 = b
WELCOME MY WORK (1) RECORDS REPORTS

9900-2025-28-P1 - User Guide

Summary Project Control Totals Related Actions

Recipient Details

|

Recipient ID Recipient Name

99009 TrAMS Transit Organization
SAM Expiration Date SAM Status

09/28/2025 ACTIVE

|

Application Status Information

Application Number Award Name
9900-2025-28 Create Master Agreement
Temporary Application Number Application Status
9900-2025-28 In-Progress

Project Information

|

Project Number

9900-2025-28-P1 Project Tasks for Completion Status
Project Name Narratives COMPLETED
User Guide

Project Created Date Line Items/Milestones MISSING
May 14, 2025 Enwironmental Findings MISSING
Last Modified Date

May 15, 2025

Last Modified By
fta-appiantest-95@dot.gov

|

Project Control Totals Summary

Funding Source Name Amount
5307 - Urbanized Area Formula Grants (2013 and forward) $10
Local 30
Local/In-Kind $0
State $0
State/In-Kind $0
Other Federal $0
Transportation Development Credit $0
Adjustment Amount $0

Total Eligible Amount $10

9items

*Local Amount may include State, Local + Other Federal Funds

5.2.1.12 Related Action: Delete Application

An application can be deleted by FTA users and Recipient users with specific roles under certain statuses
in TrAMS using the Related Action: Delete Application. This related action can be found in the
Application Record. Budget Revisions and Closeout Amendments cannot be deleted using this related
action. To delete a Budget Revision or Closeout Amendment, refer to Related Action: Delete Budget
Revision and Related Action: Delete Closeout Amendment. Only FTA users with specific roles may delete
a budget revision.

Page 254



Federal Transit Administration
TrAMS User Guide - Recipient

(A

o/

Note that once an application is deleted using this related action, it cannot be retrieved again and is
permanently deleted from TrAMS. The following table states the status of when an application or
amendment can be deleted by an FTA or Recipient user using the Related Action: Delete Application.

Table 5: Delete Application: Statuses and Users

User Role(s) with Access to
Delete

User Type Status

- In-Progress

- In-Progress / Admin Amendment

- In-Progress / Returned to Grantee

- Transmitted / Ready for FTA Review
FTA - Initial Review / Concurrence

- Review Complete / Ready for FAIN

- FAIN Assigned / Ready for Submission
- Application Submitted

- Final Concurrence / Reservation

- Pre-Award Manager

- Post Award Manager
- Operations Director

- Planning Director

- Submitter

Recipient - In-Progress
P & - Developer

To delete an application:

1. Click on the Record tab and select the Application to be deleted
2. Click on the Related Actions tab
3. Click on the link ‘Delete Application’
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Summary Points of Contact ~ Application Control Totals  Application Projects Related Actions

-

E View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

= o

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Documents
Manage Application Documents

> 1 ¥

Application Review Comments
View and Manage Application / Award Review Comments

<

Delete Project
Delete Associated Application Project

Application Special Conditions
Manage Application Special Conditions

» m

Delete Application
Delete an Application

View Period of Performance Changelog
View All Period of Performance Data at the Award Level

il

Add Project to Application
Create Project and Associate to Application

~~

Validate and Transmit Application
[ PP

The application details will be displayed along with options to cancel deletion or generate a
View/Print of the application. Click on the ‘Continue’ button.

Delete Application 9900-2025-28

|

Recipient Details

Recipient ID Recipient Name
99008 TrAMS Transit Organization

Application Status Information

‘

Application Number Award Name
9900-2025-28 Create Master Agreement
Temporary Application Number Application Status
9900-2025-28 In-Progress

CANCEL ‘ VIEW/PRINT APPLICATION | CONTINUE

A warning message will be displayed along with a confirmation checkbox. Click on the checkbox,
the ‘Delete’ button will become available. Click on the ‘Delete’ button to proceed with deletion.
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9900-2021-5 | Sample Grant

Summary  Pointsof Contact  Application Control Totals  Application Projects  Review/ Approvals  Ad-Hoc Tasks [EEEEICNEELS]

Warning | Delete Application 9900-2021-5

f

Plesse confirm that this is the 3polication you would like to delete,_and that you understand that this application cannot be recovered by TrAMS Users or by the TrAMS help desk

| understand that this application cannot be recovered once deleted

The user can click on the ‘Back’ button if they do not wish to delete the application.
6. The deletion in-progress message for the application will be displayed. Click on the ‘Close’
button.
9900-2021-5 | Sample Grant
summary  Pointsof Contact  Application Control Totals ~ Application Projects  Review / Approvals  Ad-Hoc Tasks
9900-2021-5 | Deletion In-Progress
This application is currently being deleted. This may take several minutes. During this time, please do not make any changes to this application. You will receive a task when the deletion is complete.

7. Click on the ‘My Work’ tab, a task for notification of the deleted application will appear.

Clear Filters &

7~

~ My Tasks
Task Name FAIN Application Name Application Status Recipient Id Application Cost Center Assigned To Received 1
Application Deleted 9900-2021-5 9900-2021-5 Sample Grant In-Progress 9500 Region 2 Jane TrAMS. 6/13/2023 10:38 AM EDT

8. Click on the task. A success message for the application deletion will displayed.

Application 9900-2021-5 Deleted

e

Application 9900-2021-5 has been successfully deleted.

CLOSE

9. Click on the ‘Close’ button to exit from the task. The task will no longer appear in the ‘My Work’
tab.
5.2.1.13 Related Action: Validate and Transmit Application

Once all Projects for an Application have been completed and have been successfully validated users will
be ready to send the Application to the FTA for their initial review to take place. Users will need to
return to the ‘Related Actions’ associated with the Application. Both users with the Submitter and
Developer roles can transmit an Application to FTA.

To validate and transmit an Application:
1) Search and open the desired Application/Award.

2) Click the ‘Related Actions’ link from the navigation bar. A list of available related actions will show. If
in a Project, go to the ‘Summary’ page and click on the Application Number hyperlink to return to the
Application ‘Summary’. This field will be called Award with Amendment Number for amendments.
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FL-2024-012-01-02 - Test
Project Control Totals Related Actions

Recipient Details

Recipient 1D Recipient Name

5500 TrAMS Transit Organization

Award Details

FAIN Award Name

FL-2024-012-02 5 User Guide Testing - Review/Approvals
Temporary Application Number Award Status

S000-2024-6 Active Award / Ready for Closeout

3) Click the ‘Validate and Transmit Application to FTA’ related action.

Summary Points of Contact ~ Application Control Totals ~ Application Projects Related Actions

E View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

0y

4

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

w !

View-Print Budget Change History
Generate View-Print for Budget Revision

e @

Application Documents
Manage Application Documents

Application Review Comments
View and Manage Application / Award Review Comments

< ]

Delete Project
Delete Associated Application Project

Application Special Conditions
Manage Application Special Conditions

» H

Delete Application
Delete an Application

View Period of Performance Changelog
View All Period of Performance Data at the Award Level

Add Project to Application
Create Project and Associate to Application

Validate and Transmit Application
Validate and Transmit Application to FTA for Review

- |-

4) The system will display a form with validation results. The results may contain Critical Issues and
Warning Issues. Users must resolve any critical issues to proceed with validation and transmit.
Potential critical errors include, but are not limited to, missing Application details, missing Projects,
expired period of performance end dates, and expired SAM Accounts. Potential warnings include,
but are not limited to, expired Civil Rights programs.
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Recipient ID Recipient Name

99009 TrAMS Transit Organization

Application status Information v
Application Number Award Name

9900-2025

Grants vs Coop UAT Demo

Temporary Application Number Application status

9%00-2025-38 In-Progress
Critical Issues v
Validation Error |
This application cannot pass Application Validation and be transmitted ta FTA for review until these errors are corrected
This application has not estimated indirect costs for all funding sources. Please provide the estimated indirect costs before continuing (Apply Indirect Costs Related Action).

ing Issu
oW

[ o |

This applicatio

pass Application validation with the following Issues, but they must be reviewed or

rrected a5 needed prior to Award
The funding source

d in the following projectis) could be assodated with a Grant or a Cooper:

agreement. Please verify you have selected t

e correct award type andior funding source before proceeding
Project Number Project Name
9900-2025-38-P1 project 1 Grant

9900-2025-28 | Create Master Agreement

Summary  Pointsof Contact  Application Control Totals  Application Projects [JECEREY

Application | Application Validation Results

Redipient Details v
Recipient ID Reciplent Name
99008

TraWS Transit Organization

Application Status Information v
Application Number
'9900-2025-28

Award Name
Create Master Agreement

Temporary Application Number Application Status

9900-2025-28 In-Progress

[ € validation Error ‘

This application cannot pass Application Validation and be transmitzed to FTA for review uniil these errors are corrected

- This application has not estimated indirect costs for all funding sources. Please provide the estimated indirect costs before

rinuing (Apply Inclirect Costs Related Action).

- This arganization is missing one or more of the required documents. The recipient must upload the follow
- Authorizing Resolution

<o the Recipient Documents before proceeding:

5) If only Warnings are displayed, they can be disregarded by clicking the ‘Continue with Warnings’
button.

‘Warning Issues

2 v |

This application can pass Application Validation with the following issues, but they must be reviewed or corrected as needed prior to Award

- The funding source selected in the following project(s) could be associated with a Grant or a Cooperative agreement. Please verify you have selected the correct award type and/or funding source before
proceeding.

Project Number Project Name

9900-2025-38-P1 project 1 Grant

CONTINUE WITH WARNINGS

6) Once all critical errors have been corrected, revalidate the application.
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7) If any of the projects in the application include the 5312-2 or 5312-3 funding sources, then an
additional question will be presented to the user. Select the Yes or No option to respond to the
question “If the Federal award requires a local share (match), do you need to request deferral of the
local share requirement?”.

a) If ‘Yes’ is selected, then the following statement will be displayed: “If yes, you must verify it
meets local share deferral requirements for the specific program and submit a letter with
written explanation for the deferred local share.”

A link to download the Letter Template to request for Local Match Deferral will also be
presented. The user can download and complete this letter and provide it to the pre-award
manager.

b) If ‘No’ is selected, then there will be no further action required by the user.

Once the user has answered the question the ‘Continue With Transmission’ button will become
available for the user.

9900-2023-7 | Award Name

Summary  Points of Contact  Application Control Totals  Application Projects [SEIeFNCN

Application | Deferral of the Local Share

Application Details

FAIN Application Name
9900-2023-7 5 Award Name
Temporary Application Number Application Status
9900-2023-7 In-Progress

Please answer the question below since at least one project for this application uses funding sources 5312-2 or 5312-3
If the Federal award requires a local share (match), do you need to request deferral of the local share requirement?
Yes, request of deferral of the local share requirement is needed

No, request of deferral of the local share requirement is not needed

SSION | eRel5

9900-2023-7 | Award Name

Summary Points of Contact Application Control Totals Application Projects Related Actions

Application | Deferral of the Local Share

Application Details

Application Name

3789 Award Name
Temporary Application Number Application Status
9900-2023-7 In-Progress

If the Federal award requires a local share (match), do you need to request deferral of the local share requirement?
© Yes, request of deferral of the local share requirement is needed

No, request of deferral of the local share requirement is not needed

Download Letter Template

CONTINUE WITH TRANSMISSION |IaKel33
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9900-2023-7 | Award Name

Summary Points of Contact Application Control Totals Application Projects Related Actions

Application | Deferral of the Local Share

Application Details

FAIN
9900-2023-7 (5

Application Name
Award Name

Temporary Application Number Application Status
9900-2023-7 In-Progress
Please answer the question below since at least one project for this application uses funding sources 5312-2 or 5312-3.

If the Federal award requires a local share (match), do you need to request deferral of the local share requirement?
Yes, request of deferral of the local share requirement is needed

© No, request of deferral of the local share requirement is not needed

CONTINUE WITH TRANSMISSION jaReli3

8) Click on the ‘Continue With Transmission’ button to continue. The ‘Application | Validated’ screen
will display. To proceed with submission, click the ‘Continue with Transmission’ button. If users are
not ready to transmit to FTA for initial review, click the ‘Close’ button to return to the ‘Related
Actions’ menu without transmitting.

Application | Validated

[@ = |

Application Number 9900-2018-12 has been successfully validated.

| CONTINUE WITH TRANSMISSION el

9) The ‘Application | Transmitted’ success screen will display. Click the ‘Close’ button to return to the
‘Related Actions’ menu.

Application | Transmitted

[© e |

Application Number 9900-2018-12 transmission completed.

CLOSE
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10) The ‘Summary’ page will update to show the new Application status. The status bar will be set to
‘Initial Review / Concurrence’ and the Application’s status field will have changed from ‘In-Progress’

to ‘Initial Review / Concurrence’.

Pointsof Contact  Application Control Totals  Application Projects  Related Actions

In-Progress Initial Review / Concurrence Final Concurrence

Award Name: Recip Docs #4 (Validate & Transmit)

Total FTA Amount Total Amount

$10m s10m@

Application Status

Initial Review / Concurrence

Recipient Details
Recipient ID
55008

SAM Expiration Date
09/28/2025

Application Status Information

Application Number
9900-2025-21

Last Modified On
Mar 13,2025

Last Modified By
Annelise Recipient

Qpligation Executed Active Closed

‘

‘

Pre-Award Manager

Nidhi FTA

Post-Award Manager

Nidhi FTA

Recipient Name

TrAMS Transit Organization
SAM Status

ACTIVE

Period of Performance Start Date
The start date v

& setto the date of the award
Original Period of Performance End Date

May 31, 2025

Current Period of Performance End Date
May 31,2025

Period of Performance Revision
A

z

umber

5.2.1.13.1 Validate and Retransmit Application to FTA

If deficiencies are identified in the Application by any FTA reviewers, the Application will be returned to
the recipient for updates. An email will be sent to the recipient’s Point of Contact indicating that the
Application has been returned. The status of the Application will return to the ‘In-Progress’ status or to
‘In-Progress / Returned to the Grantee’ when returned following FAIN assighment.

The recipient may then:

e View and respond to FTA comments from the Application Related Actions menu ‘Application
Review Comments’. See Related Action: Application Review Comments.
e Have users with the Submitter or Developers roles edit the Application.
o All actions available and editable during drafting of the Application will be available.
o Changes made to Projects will require Project validation prior to resubmission.
o After correcting the Application deficiencies, retransmit the Application using the
‘Validate and Transmit Application to FTA’ related action.
o WARNING: Changes to existing ALI(s) will not be permitted once the FAIN has been generated.
Projects within the Application can no longer be deleted once the FAIN is assigned (In-

Progress/Returned to Grantee).

5.2.1.13.2 TrAMS Validation Messages

The following table provides the system validation messages shown by TrAMS for the above Related

Action.
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TABLE: Application Validations

Application/Amendment Validation

Message Text

Reason

review until these errors are corrected.

Critical Issues - This Application cannot pass Application Validation and be transmitted to FTA for

“This Application has no associated Projects.
Please add at least one Project before continuing
(Add Project to Application Related Action).”

There are no Projects associated to
Application/amendment.

“The following Projects in this Application have
not passed Project Validation:

<list of incomplete Project Numbers>

Please validate all Projects in the Application
before continuing (Project Record, Validate
Project Related Action).”

The Projects associated to the
Application/amendment have not been validated.

“This application is missing award details or
descriptions (Award Name, Award Type, Purpose,
Activities to be Performed, Expected Outcomes,
Intended Beneficiaries, or Subrecipient
Activities). Please fill out all award details/award
descriptions before continuing (Application
Details Related Action).”

The Application/amendment is missing an Award
Name, Award Type, Purpose, Activities to be
Performed, Expected Outcomes, Intended
Beneficiaries, or Subrecipient Activities.

“The Estimated Indirect Cost amount may not
exceed the FTA Funding Amount”

The Apply Estimated Indirect Costs related action
has not been completed.

“Your organization's SAM registration status is
Expired (Expiration Date: <SAM expiration date>).
Please visit the SAM website to update your
organization's registration status.”

Your recipient organization’s SAM status has
expired and needs to be renewed within SAM.gov

“This application has at least one project without
FTA funding. All projects must have FTA funding
before continuing (Navigate to the Project -
Budget Activity Line Items and Milestone Related
Action)."

One or more projects of the application has the
FTA Amount 0.

"Your organization is missing one or more of the
required documents. Please upload the following
to the Recipient Documents before proceeding:

One of more of the required Legal documents
(Authorizing Resolution and/or Opinion of
Counsel) are missing from the Recipient
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- Opinion of Counsel

- Authorizing Resolution"

Organization’s Recipient Documents related
action

Warning Issues - This Application can pass Applica
must be reviewed or corrected as needed prior to

tion Validation with the following issues, but they
Award.

“SAM Account Expires 30 Days. Your organization
[org_name] SAM registration status is within 30
days of expiration. It expires on [date]. Please
visit the SAM website and update this
organization's registration status.”

Your recipient organization’s SAM Status will
expire in 30 days or less and needs to be renewed
in SAM.gov

“The funding source selected in the following
project(s) could be associated with a Grant or a
Cooperative agreement. Please verify you have
selected the correct award type and/or funding
source before proceeding.”

The funding source selected could be associated
with both Award types: Grants and Cooperative
Agreements. The user must verify and ensure
that the correct award type was selected.

“Your organization has expired or incomplete
civil rights program compliances. Please update
your civil rights programs (Recipient Organization
Record, Civil Rights Information Related Action).”

Your recipient organization has at least one Civil
Rights program whose status is not equal to
“Concur” or “N/A.”

“Your organization has not approved C&A's for
Fiscal Year <current Fiscal Year> (Recipient
Organization Record, Certifications & Assurances
Related Action).”

Your recipient organization does not have
approved C&A'’s for the current fiscal year.

“Submitting this Application will result in a
deobligation of <deobligation amount for
amendment>.”

This message will be displayed for an amendment
that will result in a deobligation amount.

5.3 Application Review, Award, and Execution

When a recipient has completed validation and transmission of an application, this marks the end of the
In-Progress phase. The application now moves to the Initial Review / Concurrence Phase. During this

phase, FTA users will conduct various reviews of the
review and submit a finalized version.

Application before it is returned to the recipient to

During the next two phases, Final Concurrence and Obligation, FTA users will conduct another series of
reviews of the application and reserve funding before returning it to the recipient again.

At this point the application is in the Execution phase. This phase begins the with a task for the recipient

to execute the award.
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Note: If the Application uses Pre-Award Authority, the recipient will receive a task to complete the initial
FFR before they receive a task to execute.

After validation and transmission, the application will be reviewed by FTA users for a few phases leading
up to execution. To learn more about how these phases and the Award Status are related, refer to
Application Phases & Application Status.

5.3.1 Initial Review / Concurrence Phase

After FTA has completed its initial concurrence reviews for the application and the FAIN has been
generated, the submitter will receive a task to formally submit the application to FTA.
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5.3.1.1 Task: Review & Submit

After the FTA has completed their initial review of the Application and has assigned a FAIN to the
Application, FTA will return the Application to the recipient for formal submission. A ‘Task’ will be
assigned to users in the recipient organization with the Submitter role group. All Submitters will receive

an email notice indicating that a task has been assigned.
To complete the submit task:
1) Click the ‘Tasks’ tab to view a list of tasks for the Recipient user.

2) Select the ‘Review & Submit’ task for the Application.

e
&~ My Tasks
Task Name FAIN Application Name Application Status
| Review & Submit | NY-2022-001-00 | Test NY-2022-001-00 Test FAIN Assigned / Ready for Submission
Review & Submit | VA-2021-010-00 | TOM-10963 VA-2021-010-00 TOM-10963 FAIN Assigned / Ready for Submission

Recipient Id Assigned To Received
9900 TrAMS G9900 Submitter 11/9/2021 10:51 AM EST
9900 TrAMS G9900 Submitter 10/22/2021 1:46 PM EDT

3) Once the Submit Application for FTA Final Review form is displayed, click on “Accept” button at the

top to proceed. Click “Go Back” to return to the task queue.

You must accept this task before completing it

Application | Submit Application for FTA Final Review

Recipient Details

Recipient ID Recipient Name
9900 &9 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 8 User Guide

Temporary Application Number Application Status

9900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/29/2020

EY eyl © GO BACK
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4) Once the “Accept” button is pressed, the user may proceed
Application | Submit Application for FTA Final Review

Recipient Details

Recipient ID Recipient Name
99008 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 8 User Guide

Temporary Application Number Application Status

9900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/29/2020

CLOSE SUBMIT TO FTA | REQUEST FTA RETURN APPLICATION H VIEW/PRINT APPLICATION

Note: If the recipient organization’s SAM account is about to expire in 30 days or less, the recipient user
will see a banner on top of this task with a warning message.

Note: If the recipient organization’s SAM account is expired, the user will see a critical error message on
the task and will not be able to continue. The recipient must update the organization’s registration status
before they can move forward.

a

Application | Submit Application for FTA Final Review

© SAM Account Expired. Your organization's SAM registration status is expired (Expiration Date: 10/14/2020), Please visit the SAM website and update your organization's registration status before continuir

Recipient Details
Recipient ID Recipient Name

- AMS Transit Organization

Application Details

FAIN Application Name
N 70049 Test TOM-10963
Temporary Application Number Application Status

0 02 FAIN Assigned / Ready for Submis: 1

Last Modified By Last Modified Date

CLOSE 9| REQUEST FTA RETURN APPLICATION || VIEW/PRINT APPLICATION

Note: If the recipient organization is missing one or more of the required Legal documents from their
Recipient Documents related action (Authorizing Resolution or Opinion of Counsel), the user will see a
critical error message on the task and will not be able to continue. The recipient must add the required
Document Types to the Recipient Documents before they can move forward.
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Application | Submit Application for FTA Final Review

@ Missing Recipient Documents: Your organization is missing one or more of the required documents. Please uplaad the required documents to the Recipient Dacuments related action

Recipient Details

Recipient ID Recipient Name
5500 TrAMS Transic Organization

Application Details

FAIN Application Name
FL-2025-013-00 5 Recip Docs #6 (Submit)

Temporary Application Number Application Status

5900-2025-22 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Annelise Canerell 311272025

CLOSE REQUEST FTA RETURN APPLICATION H VIEW/PRINT APPLICATION

From this screen, the recipient user may:

e C(Click on the “Close” button to return the task for later action.

e C(Click on the “Submit to FTA” button to Submit the Application to FTA

e Click on the “Request FTA Return Application” button to return the Application back to the Pre-
Award Manager

e Click on the “View/Print Application” to download the View/Print for the Application

5) Submit to FTA: Click on the “Submit to FTA” to see the screenshot below. Enter the PIN number and
Click “Confirm” to submit the Application to the FTA.

Application Validation | Submit Application for FTA Review

Please review the content below to confirm submission,

Recipient Details

Recipient ID Recipient Name
9900 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 9 User Guide

Temporary Application Number Application Status

9900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/29/2020

To the best of my knowledge and belief, all data entered is true and correct. Submission of this application is duly authorized by the appropriate governing efficials of the applicant and the applicant will comply with the
certifications and assurances if the federal assistance is awarded.

If you agree, click on the Confirm button to complete submission of this application to the Federal Transit Administration (FTA).

Enter User PIN

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

Name Test Email Date Dec29, 2020

Title Developer User PIN |‘

BACK

6) Request FTA Return Application”: Click on the “Request FTA Return Application” to see the
screenshot below. Add comments in the comment box to return the Application back to the Pre-
Award Manager.
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Return Application to Pre-Award Manager | Recipient Comment Entry

Recipient Details
Recipient ID Recipient Name

500 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 9 User Guide

Temp App Number Application Status

9500-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/25/2020

Comments *

Enter your comment here

Please enter your comments for review by the FTA Pre Award Manager.

BACK RETURN WITH COMMENT TO FTA

7) View/Print Application: Click on the “View/Print Application” to see the screenshot below. Click the
link under the “View/Print Document” to download the View/Print for the Application.

View/Print Application

View/Print Types:

= Historical: Document generated and saved during Application execution.
o Note: Applications that have reached Active (Executed) status prior to 4/27/2020 will show ‘Obligated / Ready for Execution’ status.
* Current: Document generated at the current time.

Printable Application(s)

View/Print Document 1 View/Print Generation Date View/Print Type

View Print Application - VA-2021-002-00 Dec 29 2020 02:24 PM Current

CLOSE

9) Once the Application is submitted, click the “Close” button on the Success screen.

(Add the success screen )

5.3.1.1.1 Recipient Return with Comments to FTA

Alternately, the Submitter may elect to return the Application to FTA with comments when completing
the Review & Submit task.
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1. The initial form of the recipient Submitter’s task will present the option to ‘Return with
Comment to FTA’.

2. Selecting the “Request FTA Return Application” option will take the Submitter to another form
to enter any comments for FTA related to the Application.

Application | Submit Application for FTA Final Review

Recipient Details

Recipient ID Recipient Name

99000 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 8 User Guide

Temporary Application Number Application Status

9900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/29/2020

CLOSE SUBMIT TO FTA | REQUEST FTA RETURN APPLICATION H VIEW/PRINT APPLICATION

Return Application to Pre-Award Manager | Recipient Comment Entry

Recipient Details

Recipient ID Recipient Name
9900 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 9 User Guide

Temp App Number Application status

9900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/29/2020

Comments *

Enter your comment here

Please enter your comments for review by the FTA Pre Award Manager.

BACK RETURN WITH COMMENT TO FTA
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3. The comments will be logged and the Application returned to the FTA Regional Pre-Award
Manager for review once again.

NY-2022-001-00 | Application Returned

kLose

5.3.2 Final Concurrence, Obligation, and Execution

After a recipient has formally submitted the application, it enters the Final Concurrence phase in which
FTA conducts another series of reviews and reserves funds as necessary.

Note: At any time during the Final Concurrence phase, the application can be returned to the
recipient. The recipient will receive an email notification that the application has been returned
and will need to transmit again after making any necessary changes. Refer to Related Action:
Validate and Transmit Application.

After the Final Concurrence phase, the application moves to the Obligation phase. During this phase,
FTA will obligate and award the application.
Finally, the application will enter the Execution phase in which a recipient user will be able to execute

the Award.

5.3.2.1 Execution Phase

5.3.2.1.1 Task: Complete Initial Federal Financial Report for Federal Award

Refer to the Federal Financial Report (FFR) section for information on how to complete the Initial FFR.

5.3.2.1.2 Task: Execute Award

After the FTA has completed their reviews of the Application and obligated the funds for the Award, a
‘Task’ will be assigned to users with the Official role to execute the Award. The Official will receive an
email notice indicating that a task has been assigned.

Once the Application is obligated / Awarded, the progress bar is updated on the summary dashboard to
reflect that it is in the ‘Executed’ phase, as shown in the image below.

tial Review / ¢ r Final er Executed Active Closed

When the Application is created, the recipient has the option to identify whether the Application uses
Pre-Award Authority or not. If the recipient chooses the ‘Yes’ option, this indicates that the Application
uses Pre-Award Authority and the next step after obligating / Awarding the Application will be for the
Recipient’s FFR reporter to complete the initial FFR. For steps on completing the initial FFR, see the
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Initial FFR section of the appendix. Once the initial FFR is completed, the Recipient’s Official user can
execute the Award.

After FTA has completed their reviews of the Application, the Initial FFR is completed (if applicable), and
the funds have been obligated, a ‘Task’ will be assigned to users with the Official role to execute the
Award. All users with the Official role in the recipient organization will receive an email notice indicating
that a task has been assigned.

To complete the execute Award task:
1) Click the ‘Tasks’ tab to view a list of tasks for the logged-in user.
2) Select the ‘Execute Award for Federal ID Number [FAIN] task.

Task Name FAIN Application Name Application Status Recipient Id Assigned To Received L

VA-2021-004-00 ser Guide Cancel Reservation Ready for RA Concurrence / Award 9900 john TrAMS 472012022 2:28 PMEDT

3) The system will prompt users to accept the task at the top of the Award Execution Summary form.
Click ‘Accept’ to accept the task within the ‘You must accept this task before completing it’ prompt.
Clicking the ‘No’ button will return the task to the group and make the task available to any other
users in the recipient organization with the Official role.

You must accept this task before completing it & ACCEPT cNe{el:TXa4

4) After accepting the ‘Execute Award’ task users will be able to:

1) View the Award Letter prior to executing
2) Execute the Award

3) Close the task to return it to the queue
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Application | Award Execution Summary

Recipient Details

Recipient ID Recipient Name

2900 Trams Transit Organization

Application Details

Application Number FL-2018-007-00 Application Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB

— - MGT & CAPITAL PROJECTS
Obligation Fiscal 2018 .

Year Application Type Grant

Award and Execution Details

Award Status Obligated / Ready for Execution Award Execution Obligated / Ready for Execution

. o Status
Awarded By regiond.administratort

o Award Execution By
Administrator
User Title

Uzer Title
Awarded Date 2/26/2018 *

Award Execution
Date

CONTINUE TO EXECUTION | VIEW AWARD AGREEMENT H CLOSE |

5) To View the Award Agreement select the ‘View Award Agreement’ button. The ‘Award | View
Award Letter for [FAIN] screen will display. Click on the ‘Award_Letter_FAIN’ hyperlink to open and
view the Award information. WARNING: Be sure to click the ‘Close’ button on the View-Print form
to be returned to the Execute Award task. Otherwise, users will have to wait 1 hour for the View-
Print form to time-out and for the Execute Award task to be returned to users.

Award | View Award Letter for VA-2021-004-00

Award Letter AwardLetter VA-2021-004-00

CLOSE

6) Click the ‘Continue to Execute’ button to execute the Award. The ‘Application | Execute Contract
Award’ screen will display. Provide the PIN number in the ‘User PIN’ field and click the ‘Execute
Award’ button to complete the Award execution. The Award status will change to ‘Active
(Executed)’ once this step has been successfully completed.
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Application | Execute Contract Award

Recipient Details

Recipient ID Recipient Name
9900 Trams Transit Organization

Application Details

Application Number Application Name
FL-2018-007-00 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL
PROJECTS

Obligation Fiscal Year

2018 Application Status

Obligated / Ready for Execution

Award Execution Details
This contract award execution sign off is being recorded under the name of:
Executed By Officiall TRAMS

Executed Date Feb 28 2018

Enter User PIN

Please note that this verification is being recorded under the name

of:
Date Feb 28,2018

Name Officiall TRAMS

User PIN
Title Official

EXECUTE AWARD CANCEL

Note: If the recipient organization is missing one or more of the required Legal documents from their
Recipient Documents related action (Authorizing Resolution and/or Opinion of Counsel), the
user will see a critical error message on the task and will not be able to continue. The recipient
must add the required Document Types to the Recipient Documents before moving forward.

Execute Award VA-2021-004-00

@ Missing Reciplent Documents: Your organization is missing one or more of the required documents. Please upload the required documents to the Recipient Dacuments related action

Recipient Details

Recipient ID Recipient Name
9900 THAMS Transit Qrganization

Award Details

FAIN Award status

VA-2021-004-00

Temporary Application Number

5500-2021-8

Awarded By

Jane TrAMS.

Awarded By Title Obligation Fiscal Year
2022

Enter User PIN

This contracs
Date Mar 25,2025

User PIN

CLOSE STV UTELN | VIEW AWARD AGREEMENT
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Once the proper PIN is entered and the ‘Execute Award’ button is clicked, the following success screen
will display.

Application Review | Executed

la Success |

Federal Award ID Number FL-2018-007-00 has been successfully executed.

CLOSE

Now that the Award was successfully executed, the Progress Bar is updated to reflect that the
Application is now in the ‘Active’ phase. To access the Progress Bar, navigate to the Summary Dashboard

within the Application record.
Points of Contact  Application Control Totals  Application Projects News Related Actions

N-Progress nitial Review Final Concurrence Dbligation Executed Active Closed

7) Click the ‘Close’ button on the ‘Application | Award Execution Summary’ screen or the ‘Cancel’
button from the ‘Application | Execute Contract Award’ page to return the task and execute at a

later date.
CONTINUE TO EXECUTION ‘ VIEW AWARD AGREEMENT CLOSE

5.3.3 Ad Hoc Related Actions for Application Review

5.3.3.1 Related Action: Execution & Award Summary

To view execution details and the Award agreement letter, select the ‘Execution & Award Summary’
from the ‘Related Action’ menu. This information is only available after an Application has been
Awarded.

1) Search and select an Award record as shown in Section 5.1 of this document,
2) Once Award record opens, click on the ‘Related Action’ tab.
3) Select ‘Execution & Award Summary’ from the list of options.
4) The ‘Award | View Execution Summary’ page will display showing:
a) Recipient Details, which includes ID and name of Recipient
b) Award Details, which includes the FAIN, reporting frequency and if there is pre-Award

authority
c) Award and Execution Details, which includes who Awarded and who executed the Award
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Award | View Execution Summary

Recipient Details

|

Recipient ID Recipient Name
9900 = TrAMS Transit Organization

Award Details

|

Award Number FL-2024-020 Award Name Test SubAllocation Docs

Obligation Fiscal 2025

Year Award Type Grant

Period of Sep 10, 2024
Performance Start
Date

Period of Dec 04, 2024
Performance End
Date
Milestone Progress Annual
Report (MPR)
Reporting Frequency

Federal Financial Annual
Report (FFR)
Reporting Frequency

Pre-Award Authority No, this application is not using Pre-Award authorit
¥ i oF € ¥ Research and/or No, this application does not include funds for research and/or development
Suballocation of Yes, my organization is the Direct Recipient of suballocated funds (from a Development activities.
Funds Designated Recipient). Activities
Indirect Costs No, indirect costs WILL NOT be applied to this application.

|

Award and Execution Details

Award Status Active (Executed) Award Execution Active (Executed)

Awarded By Alicia Clark Status

Award Execution By Alicia Recipient One
Transportation Program Analyst

er Title Test Account

er Title
Awarded Date 11/6/2024 e

Award Execution 11/6/2024
Date

VIEW AWARD AGREEMENT CLOSE

5) Click the ‘View Award Agreement’ button, which creates a hyperlink to a Word document. The
Word document shows Award information, terms and conditions along with funding information.

6) Click on the ‘AwardLetter [FAIN]' hyperlink to view the Award letter, or click the ‘Close’ button at
any time to return to the ‘Related Actions’ menu

Award | View Award Letter for FL-2018-002-00

Award Letter A-."s':ILeuer_:_-ZCl‘S-CIDE-C-D-I Hyperllnk '

CLOSE

5.3.3.2 Related Action: Project Funds Status

5.3.3.3 Related Action: Project Funds Status

Recipients may view their fund status from a Project level versus total Award level. To view the Project
fund status, the user will need to navigate to the Project record within an Application or Award. Once
users are in an Application or Award:

1) Select ‘Application Projects’ tab.
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2) A grid will populate with a list of Projects. Only several will populate, if users have additional
Projects they may need to move the grid forward using paging at the bottom right of the grid. Users
can sort information in the grid using the column headers.

3) Click on the ‘Project Number’, which is a hyperlink taking users to the Project record.

‘

LESE = ETH

Recipient ID Recipient Name

9900 5 TrAMS Transit Organization
SAM Expiration Date SAM Status

09/28/2025 ACTIVE

|

Amendment Information

Award with Amendment Number Award Name
FL-2024-020-01 Test SubAllocation Docs
Temporary Application Number Award Status
9900-2024-22 Active (Executed)

|

Projects for Application

Project Number Project Name Project Budget FTA Amount Last Updated Date Last Updated By

FL-2024-020-01-01 test project $9,120 $9,000 Jan 15, 2025 Test User 13

4) Select the ‘Related Actions’ tab.
5) Select ‘Project Funds Status’ from the menu options.

Summary Project Control Totals Related Actions

-

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

View-Print Application
Generate View/Print for Application

Project Documents
Manage Project Documents

Project Funds Status
View Project Funds Status

LI * ®* ® * ">
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6) The Project Funds page contains the following sections:
a) Recipient Details
b) Award Details
c) Project Details
d) Project Funding Summary grid
e) Project Funding - Account Class Code grid
f)  Project Funding - Financial Purpose Code (FPC) grid
g) Project Funding - Transaction History grid

FL-2024-020-01-01 - test project

|

Recipient Details

Recipient ID Recipient Name
9900 4 TrAMS Transit Organization

Amendment Information

|

Award with Amendment Number Award Name
FL-2024-020-01 Test SubAllocation Docs
Temporary Application Number Award Status
9900-2024-22 Active (Executed)

|

Project Details

Project Number Project Name
FL-2024-020-01-01 test project

Project Funding Summary

|

PO Number Funding Source Obligation Deobligation Disbursements Refund Unliquidated Balance
5307 - COVID-19 ER Res » Urbanized Area F 1

FL-90-8001 = E:Lfov') # ER Respanss Urbanized Ares Formule $9,000.00 $0.00 $0.00 $0.00 $9,000.00
rants

Project Funding - Account Class Code

|

PO Number Cost Center Scope Code / Name / Suffix Account Class Code FPC Obligation Deobligation Disbursement Refund Unliquidated Balance

FL-90-8001 65000 111-00 BUS - ROLLING STOCK A1 2024.2).90.91.2 00 $9,000.00 $0.00 $0.00 $0.00 $9,000.00

Project Funding - Financial Purpose Code (FPC)

|

FPC FPC Description Obligation Decbligation Disbursements Refund Unliquidated Balance

00 CAPITAL $9,000.00 $0.00 $0.00 $0.00 $9,000.00

Project Funding - Transaction History

Filter by:

Account Class Code

|

Choose Filter Data

PO Number Cost Center Scope Number / Name / Suffix UZA Code Account Classification Code FPC Transaction Date 1 Transaction Type Amount
FL-90-8001 65000 111-00 BUS - ROLLING STOCK A1 060000 2024.2).90.91.2 00 9/10/2024 Obligation $9,000.00
FL-90-8001 65000 111-00 BUS - ROLLING STOCK A1 060000 2024.2).90.91.2 00 9/10/2024 Authorized Disbursement $9,000.00
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5.3.3.4 Related Action: Application Fleet Status

When rolling stock (fleet of buses, trains, etc.) is included in an Application, any information associated
with the fleet can be found under the Related Actions tab, Application Fleet Status option. The
information listed in the Application is determined by the fleet status at the time of Award execution.

All users may view the read-only fleet status information associated with the Application.

1) From the Application, click the Related Actions tab, select ‘Application Fleet Status’ from the list.

View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

E © P

View-Print Budget Change History
Generate View-Print for Budget Revision

DOL Certification Details
View Details for DOL Certification

Application Documents
Manage Application Documents

@ D

Application Review Comments
View and Manage Application / Award Review Comments

< 4

Validate and Transmit Admin Amendment
Validate and Transmit Admin Amendment

r

O Application Fleet Status
View Application Fleet Status

2) ‘The Application Fleet Status’ form will display.
3) Select the ‘Close’ button to return to the ‘Related Actions’ menu.

= ™ = i
. B 70 oo s
WELCOME MY WORK (52) RECORDS REPORTS

NY-2022-003-00 | New Application

Summary Points of Contact ~ Application Control Totals Application Projects Review / Approvals  Ad-Hoc Tasks Related Actions

Application Fleet Status

This represents the fleet status at the time of FTA award

Fleets
Fleet Type Peak Requirement Spares Spare Ratio Active Total Contingency Pending Disposal Inactive Total Overall Total
Light Rail 100 10 10% 110 2 4 4 114

5.4 Post-Award Reporting

5.4.1 Overview
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Recipients of FTA funding submit Milestone Progress Reports (MPR) and Federal Financial Reports (FFR)
on a periodic basis to show the status and progress of activities and funding expenditures on their
Awards. The MPRs and FFRs are completed and submitted by the recipient within 30 days of the end of
the reporting period. The reporting period for MPRs and FFRs can be Annual, Quarterly or Monthly,
depending on the requirements for the Award and/or funding program.

Submission of both MPRs and FFRs in TrAMS is task-based, which means that recipient users in the ‘MPR
Reporter’ and ‘FFR Reporter’ role groups will receive a task to complete and submit their MPR or FFR 30
days before a report is due. Once recipients submit their reports for FTA review, FTA Regional Office
staff with the ‘Post-Award Manager’ role may complete their reviews of the reports before the next
reporting period is over. Once a new reporting period has finished, FTA staff will no longer be able to
review reports from prior periods — those reports will now be read only.

5.4.1.1 FFR/MPR Reporting Cycle Timeframes

Table 1 - Quarterly FFR/MPR Reporting Cycle Timeframes

Quarterly FFR/MPR Months Covered Task Issued Due Date Task Closes*
Reporting Cycle

Quarter 1 Oct — Nov — Dec January 1 January 30 March 31
Quarter 2 Jan — Feb - Mar April 1 April 30 June 30
Quarter 3 Apr—May—June |July1l July 30 September 30
Quarter 4 July - Aug - Sept October 1 October 30 December 31

*Tasks are launched at 7:15 AM GMT; and Task closes and the period closes for FTA staff to review at
11:59 PM GMT. Tasks may not be modified after FTA has accepted the report. FTA regional and HQ staff

will review the reports and provide approval.

Table 2 — Annual FFR/MPR Reporting Cycle Timeframes

Sept. 30, 2018

Annual FFR/MPR Months Covered Task Issued Due Date Task Closes*
Reporting Cycle
Federal Fiscal Year October 1 to October 30 of October 30 of September 30 of
September 30 the next fiscal the next fiscal the next fiscal
year year year
Example October 1, 2017 to | October 1, 2018 | Oct. 30, 2018 Sept. 1, 2016

Note: Federal Fiscal Year is October 1 to September 30;
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*Tasks are launched at 7:15 AM GMT; and Task closes and the period closes for FTA staff to review at
11:59 PM GMT. Tasks may not be modified after the report has been accepted by FTA. FTA regional and
HQ staff will review the reports and provide approval

5.4.2 Search for FFRs and MPRs

5.4.2.1 Action: Search FFR and MPR for Review
To view MPR and FFR reports (in progress, submitted or reviewed), first navigate to the ‘Welcome’ tab.
To view read-only versions of previously submitted or draft FFRs and MPRs:

1) Click ‘Search FFR and MPR for Review’.

= « [

WELCOME MY WORK (13) RECORDS REPORTS

CTrAMS

Transit Award Management System

-

¥ Actions A Quick Links

(® Coming Soon

% Create New Recipient Organization
[# Manage Earmark & Discretionary Allocations

Q Search Applications / Awards

|Q5earch FFR and MPR for Review I

Q Search Recipient Organizations

2) The ‘MPR and FFR Review | Search Criteria’ form will display. The following search fields can be used
to narrow down search for a specific report. Any required fields are marked with an asterisk.

a) The ‘Application Fiscal Year’ field will limit the search to select report years.
b) The ‘Application Status’ field will limit search based on the award status. Some example statuses
are: Active (Executed), In-Progress, or Closed.

c) Use the ‘Application Number’ field to enter a specific application/award number. User must
include the dashes and the amendment extension.

d) Use the ‘Post-Award Manager’ field to enter the Post-Award manager associated with the
report.

e) The ‘Application Type’ filter can be used to filter for Grants or Cooperative Agreements if
needed.

Page 281



Federal Transit Administration
TrAMS User Guide - Recipient

(A

o/

f) Use the ‘Application Cost Center’ Filter to display reports for a particular Application Cost
Center.

g) Use the ‘Recipient Region/Cost center’ Filter to display reports for a particular Recipient Cost
Center.

h) Use the ‘Recipient’ filter to enter a recipient ID or name to view reports for a particular
recipient.

i) Select the ‘Report Type’ field to search for FFR or MPRs only, select ‘Any’ to retrieve both types.
*This is a required field.

o If ‘FFR’ is selected, two new filters will appear. Select ‘Yes’ within the ‘Reports with Cash on
Hand?’ filter to display reports with Cumulative Federal Cash on Hand at the End of the
Period’. Select ‘Indirect Expense Type’ to search for reports that have ‘N/A’, ‘Final’, ‘Fixed’,
"Predetermined’, and/or ‘Provisional’.

j) Select the ‘Report Status’ field to search for reports that are ‘Work In Progress’, ‘Submitted’,
‘Resubmitted’ and ‘FTA Review Complete’.

k) To search for reports within a given range of dates, the user may use the ‘Period From’ field and
‘Period To’ field to enter in a date, or display a calendar picker to select a date, to display
response within the chosen date range.

I) Select one or more check boxes for the ‘Report Period Type’ field. *This is a required field.
Note: User must select “Initial” if they are searching for an initial report.
m) The corresponding report period selections will become active as the check boxes are selected.
User must select one or more report periods from the ‘Annual Period,” ‘Quarterly Period,’

and/or ‘Monthly Period’ fields once they become available for selection. All activated report
period fields will require a selection.

Note: Selecting ‘Initial” does not activate any Report Period lists. User must select the Initial box to
retrieve initial reports.

Note: The ‘Clear Filter’ button on this form can be used at any time to wipe out all entered search criteria.

3) Apply the desired search criteria along with the required fields and click the ‘Search’ button.

Page 282



Federal Transit Administration
TrAMS User Guide - Recipient

Search FFR and MPR for Review

Enter one or mare of the following search criteria

vSearch Criteria

* Report Period Quarterly

Award Fiscal Year - Award Type - * Report Type -
Monthly
Award Status 7 - Award Cost Center - Report Status - Annual
. . — Initial

Award Number Recipient - Period From &
Region/Cost Center

Post-Award Manager - Period To [
Recipient

Include Final Report

CLEAR FILTER

Search Results b

Only the first 1000 search results will be returned. Pleas: the expi

Recipient Name Award Number Report Period Type Report Type Report Period Report Status Report Last Updated By

No items available

Report Last Updated Date

If the ‘Report Type’ is selected as ‘FFR’, the two additional filters for ‘Reports with Federal Cash on
Hand?’ and ‘Indirect Expense Type’ will be available. Additional columns will appear to display this
information as well within the grid.

vSearch Criteria

Award Fiscal Year  Select a Yes . AwardType  Selects T . *Report Type | FFR . *Report Period | Quarterly
Month
Amard tatus | clect ta +| Award ContConter | clecta Cost Ceter . Report Status | Seecta S . E
Ini
Award Number Recipient  Scle Center - Period From /vy ®
Region/Cost Center
Post-Award Manager Period To &
Recipient
Indirect Expense | Selecta Type *| Reportswith Federal | Yes | No Include Final Report
Type Cash on Hand @

CLEARFILTER | ST L]

Search Results

Only the first 1000 search results will be returned. Please narrow down your search criteria If the expectad report is not listed

Recipient Award Report Period Report Report Report Report Last Updated Report Last Updated Indirect Expense Cumulative Federal Cash on Hand at
Name Number Type Type Period Status By Date Type the End of the Period

No items available

4) The ‘MPR and FFR Review | Search Results’ form will be displayed with results in grid format.
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Search FFR and MPR for Review

ter one or more of the following search criteria

vSearch Criteria
+Report Period [ Quarterly

Award Fiscal Year T - Award Type T - *Report Type  Any -
Monthly
Award Status e - Award Cost Center - Report Status - Annual
Initial
Award Number Recipient ] - Period From -]
Region/Cost Center * Quarterly Period 2019 Quarter 3 [
Post-Award Manager L Period To &
Recipient Select a Quarterly Reporting

Include Final Report

CLEAR FILTER | EiZciHay]
Search Results ~

Only the first 1000 sea

ch results will be returned. Please narrow down your search criteria if the

eport is not listed

Recipient Name Award Number Report Period Type Report Type Report Period Report Status Report Last Updated By Report Last Updated Date

r;?;;:y”““s U MA-2019-026 Quarterly FFR 2019 Quarter3  Submitted Johnita Glover 10/22/2019 4:08 PM GMT+00:00
:‘arf;(_'[‘”wm Bay Transportation MA-2019-025 Quarterly FFR 2019 Quarter3  Submitted Donna Knott Shultz 10/20/2019 7:15 PM GMT+00:00

uthority
Los Angeles County Metropolitan )
CA-2019-035 Quarterly FFR 2019 Quarter 3 Workin Progress  Brother Masterson 9/18/2019 12:45 PM GMT+00:00

Transportation Authority

Los Angeles County Metropolitan CA-2019-035 Quarterly FFR 2019 Quarter3  Submitted Brother Masterson 7/26/2019 7:52 PM GMT+00:00

Transportation Authority

Los Angeles County Metropolitan CA-2019-035 Quarterly FFR 2019 Quarter 3 Submitted Brother Masterson 7/26/2019 7:30 PM GMT+00:00

Transportation Autharity

5items

I VIEW SELECTED REPORT EXPORT TO EXCEL
CLOSE

Select the check box for a report from the list and then click the ‘View Selected Report’ button to
access a read-only version of the report.
Note: Only one report may be selected and viewed at a time. User can sort information by clicking
on the header of any column (e.g. report period).

5) Click the ‘Export To Excel’ button to export the grid to an excel report. A link will be displayed under
‘Download Document’ section above the search results. Click on the link to download the report.
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Search FFR and MPR for Review

Enter one or more of the following search criteria

vSearch Criteria

* Report Period [ Quarterly

Award Fiscal Year - Award Type - *Report Type  Any -
Monthly
Award Status - Award Cost Center - Report Status - Annual
. . — Initial
Award Number Recipient - Period From =]
Region/Cost Center * Quarterly Period 2019 Quarter 3 o~
Post-Award Manager . Period To (]
Recipient a Quarterl ting

Include Final Report

CLEAR FILTER | ]

~vDownload Document

Search FFR and MPR Export to Excel for Nidhi FTA May 30, 2025 05:18:55 PM

Search Results

|

e fi earch results will be returned. Please nar

Recipient Name Award Number Report Period Type Report Type Report Period Report Status Report Last Updated By Report Last Updated Date

Massachusetts Bay Transportation
Authority

6) Click the ‘Close’ Button to go back to the ‘Welcome’ Tab

MA-2019-026 Quarterly FFR 2019 Quarter 3 Submitted Johnita Glover 10/22/2019 4:08 PM GMT+00:00

7) The selected FFR or MPR report title will display either:
a) ‘MPR and FFR Review | Federal Financial Report (FFR)’ or
b) ‘MPR and FFR Review | Milestone Progress Report (MPR)’.

MPR and FFR Review | Federal Financial Report (FFR)

Recipient Details

|

Recipient ID Recipient Name
9800 TrAMS Transit Organization

|

Award summary
Award Number FL-2025-016 Award Name Cooperative Agresment Test
EFR Reporting Quarterly Award Status  Active (Executed)

Frequency Required Obligated Date 3/25/2025
Preaward Authority () Yes, Preaward Authority utilized

No, Preaward Authority net utllized

Period of Performance

|

@ Period of Performance Expires Within 30 Days: The Current Period of Performance End Date will expire on 9/25/2025. Please reach out to the FTA Post-Award Manager if assistance is needed.

Period of Mar 25,2025 Current Period of Sep 25,2025
Performance Start performance End
Date Date @
Original Period of Sep 25, 2025 Period of 0
Performance End Performance
Date Revision Number

Federal Financial Report Summary

|

Report Type Quarterly FFR Report Status Submitted
Report Period Quarter 3 (Apr - Jun), FY 2025 Report Due Date 7/30/2025
Report Period Begin 4/1/2025 Updated By Arun Bommakanti
Date

Updated Date 9/9/2025
Report Period End  6/30/2025
Date

Final Report? (. Yes, Final Report
No, Not Final Report
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Status Log v
Previous Status New Status Updated Date 1 UpdatedBy
Warkin Progress Submitted 9/0/2025 Arun Bemmakanti
Task Launched Workin Progress 9/9/2025 N/A
Indirect Expense v
Type | NA . Period From
Period To
Rate 0%
Amount Charged 50
Base SO
Federal Share 50
Financial Status Log -
Transactions Previous This Period Cumulative
A Faderal Cash on Hand at Beginning of Period 50 50 50
B. Federal Cash Receipts 50 50 so
C. Federal Cash Disbursements 50 50 so
D. Federal Cash on Hand at End of Period (A + B- Q) 50 50 o
. Total Federal Funds Authorized $1,000
F. Federal Share of Expenditures 50 0 50
G. Recipient Share of Expenditures 50 50 50
H. Total Expenditures (F + G) 50 50 50
1. Federal share of Unliquidated Obligations 50
J. Recipient Share of Unliquidated Obligations s0
K. Total Unliquidated Obligations (1 + J) 50
L. Total Federal Share (F +1) S0

8) To view (and print) the report, click on the link displayed within the report. This will generate an
html view/print document that users can save or open.

M. Unobligated Balance of Federal Funds (E- L) $1,000
N. Total Recipient Share Required 0
0. Remaining Recipient Share to be Provided [N - (G + )] 5}
. Faderal Program Income on Hand at Beginning of Period 0
Q. Total Federal Program Income Earned $0
R. Federal Program Income Expended in Accordance with the Deduction Alternative 0
S. Federal Program Income Expended in Accordance with the Addition Alternative 0
T. Federal Program Income Expended on Allowable Transit Capital and Operating Expenses 0
U. Federal Unexpended Program Income [(P + Q- R) or (P + Q-5) or (P+Q - T)] 0

21items

Additional Information

Disbursements and Expenditures Percent

Percentage of Federal Cash Disbursements to Federal Funds Authorized
Line C givided by Line £

0%

Percentage of Federal Expenditures to Federal Funds Authorized 0%

Current FFR FY 2025 Q3 Federal Financial Report for Application FL-2025-016-00

Recipient Comments

Remark by: Arun Bommakanti at 9/9/2025
! l

9) Clicking on the ‘Close’ button on this form returns users to the previous search results.
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Recipient Remarks o

Recipient Comments

H !

FTA Review Remarks

Prior FTA Remarks

VIEW MPR CLOSE

10) Click the “View FFR’ or ‘View MPR’ button to view the related report.

FTA Review Remarks

|

Prior FTA Remarks

Remark by: Test User 24 at 2/26/2024
submission rejecte I

VIEW MPR || CLOSE

11) If a matching report does not exist, users will be presented with the “There is no matching report”
message. Click the ‘Back’ button to return to the report view.

-] &~ Y

WELCOME MY WORK (24) RECORDS REPORTS

MPR and FFR Review

There is no matching MPR.

BACK

Note that reports submitted under TEAM can be viewed and printed by clicking on the link to the
applicable MPR or FFR document in the Document File Name column of the ‘Previous Federal Financial
Reports’ section. Both the MPR and FFR are included in a single document with a file name starting with
“MPR_Q.“ Only TEAM reports may also be found under the applicable Application Documents.
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Previous Federal Financial Reports
Document Context Document Type Document File Name Document Description Date Uploaded Uploaded By
Milestones Milestone Progress MPR_Q_718_20070200.htm Milestone Progress Report(2 Quarter, 2007) Apr 05, 2007 TEAM Doc
Milestones Milestone Progress MPR_Q_718_20050100.htm Milestone Progress Report(1 Quarter, 2005) Feb 06, 2005 TEAM Doc
Milestones Milestone Progress ~ MPR_Q_718_20050400.htm  Milestone Progress Report(4 Quarter, 2005)  Oct 30, 2005 TEAM Doc
Milestones Milestone Progress ~ MPR_Q_718_20040400.htm Milestone Progress Report(4 Quarter, 2004)  Oct 31, 2004 TEAM Doc
Milestones Milestone Progress ~ MPR_Q_718_20060400.htm Milestone Progress Report(4 Quarter, 2006)  Nov 01, 2006 TEAM Doc
5 items

5.4.3 Federal Financial Report (FFR)

5.4.3.1 Complete and Submit FFR

For initial Federal Financial Reports, when the Application is created, the Recipient has the option to
identify whether the Application uses Pre-Award Authority or not. If the Recipient chooses the ‘Yes’
option, this indicates that the Application uses Pre-Award Authority. The next step after FTA obligates
the Award is for Recipient’s FFR reporter to complete the initial FFR.

For Monthly, Quarterly, and Annual FFRs, the task to complete the FFR will be assigned 30 days prior to
the FFR’s due date. Users will receive a system-generated email notification that they have a task. The
email goes to the FFR Reporter Group; therefore, everyone with the FFR Reporter user role will receive
the task. The task will allow the FFR Reporter to complete and submit their Federal Financial Report.

A final Federal Financial Report (FFR) must be submitted to FTA before a Closeout Amendment can be
processed. A task will be generated once the Closeout amendment is created. If FTA completes the
Closeout request, any ‘Regional Post-Award Manager’ may complete the final FFR. If the Recipient
completes the Closeout request, any FFR Reporter role may complete the final FFR.

To complete the FFR task:
1) Click the ‘Tasks’ tab to view a list of tasks for the logged-in user.

2) Select the ‘Complete Federal Financial Report for Federal Award ID No. [FAIN] task.

< My Task
rs My Tasks
Task Name FAIN Application Name Application Status Recipient Id Assigned To Received i

Complete Final FFR | NY-2022-012-01 | 9900 NY-2022-019-01 SAM Status Application 3 Active Award / Ready for Closeout 9200 TrAMS G9900 FFR Reporter 10£12/2022 12:28 PM EDT

3) On the ‘Federal Financial Report | Input FFR Values’ screen, click the ‘Accept’ button to accept the
task within the ‘You must accept this task before completing it’ prompt.

You must accept this task before completing it EYlauzyl & GO BACK

Page 288



Federal Transit Administration “

TrAMS User Guide - Recipient U

The Recipient Summary, Award Summary, Period of Performance, and FFR Summary sections are read-
only. It displays information about the Application in each of the appropriate sections.

Federal Financial Report (FFR) | Input FFR Values

Recipient Details ~
Recipient ID Recipient Name
99005 TrAMS Transit Organization
Award Summary ~
Award with FL-2023-004-00 Award Name Award Agreement Test
Amendment Award Status Active (Executed)
Number

FFR Reporting Quarterly Obligated Date 12/9/2022
Frequency Required
Preaward Authority () Ves, Preaward Authority utilized

No, Preaward Authority not utilized

Period of Performance v

Period of Performance Expired: The Current Period of Performance End Date (11/30/2023) is expired. Please reach out to the FTA Post-Award Manager if assistance is needed.

Period of Dec 09, 2022 Current Period of Nov 20, 2023
Performance Start Performance End
Date Date@
Original Period of Nov 20,2023 Period of 0
Performance End Performance
Date Revision Number

‘

Federal Financial Report Summary

Report Type Quarterly FFR Report Status Work in Progress
Report Period Quarter 2 (Apr - Jun), F¥ 2025 Report Due Date 7/20/2025
Report Period Begin 4/1/2025 Updated By N/A

Updated Date 8/26/2025
Report Period End 5/20/2025
Date

Final Report? () Yes, Final Report

No. Not Final Report

The ‘Status Log’ section keeps track of the Status, Update Date and the user who last modified the FFR.

Status Log v

Previous Status New Status Updated Date | Updated By
Work in Progress Work in Progress 9/23/2025 Annelise Recipient
Task Launched Work in Progress 9/23/2025 NIA

4) The Indirect Expense section consists of the ‘Type’ field that allows the user to select the expense
type (Fixed, Final, Predetermined, Provisional, N/A), a percentage rate, base amount, the expense
period, charge amount and the Federal Share amount. Populate each field with the appropriate
values.

Indirect Expense

3

Type N/A - Period From

3

Rate 0% Period To
Base %0 Amount Charged 30

Federal Share 50

5) There are multiple editable and non-editable sections within the ‘Federal Financial Report (FFR) |
Input FFR Values’ form. Read-only fields that are automatically calculated by the system will retain a
value of ‘0’ until the ‘Calculate Totals’ button is clicked at the bottom of the form. All system
calculated values are bold. Once the user clicks on ‘Calculate Totals’, validation errors (if applicable)
will appear below each sub-section. Correct all errors present and click ‘Calculate Totals’ again. In
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order to click ‘Continue’, the form must pass all validations. There are sub-sections within the form
to input amounts for Federal Cash, Shares, and Income.

Note: For more details on FFR requirements, refer to the Circular 5010.1F

The Federal Cash section displays Line A through Line E:

Mote: The below information is captured to ensure consistency with Standard Form (SF) 425 as provided by OMB.

Federal Cash

Transactions Previous This Period Cumulative
A. Federal Cash on Hand at Beginning of Period 0 50 0
Note: Typically 50, If not please describe in Submission Remarks

B. Federal Cash Receipts S0 $0 $0

C. Federal Cash Disbursements S0 30 S0

D Fx?de:raI.Cash ?n Hla.nd_at End of Period 0 0 0
Line A pius Line B minus Line C

E. Total Federal Funds Authorized $1,000

The fields in the ‘Federal Cash’ section within the ‘Federal Financial Report (FFR) | Input FFR Values’
form include:

A) Federal Cash on Hand at Beginning of Period: Consists of the ‘Previous’, ‘Cumulative’, and
‘This Period’ fields. The ‘Previous’ field is a read-only field that is automatically populated
based on the Award’s federal cash on hand from the previous period. The ‘Cumulative’ field
is a read-only field that automatically calculates the sum of the ‘Previous’ and ‘This Period’
fields. Enter the federal cash on hand amount into the ‘This Period’ field. Note: Typically SO,
if not, please describe in Submission Remarks.

Federal Cash

Transactions Previous This Period Cumulative
A. Federal Cashlon Hand alt Be?gln.mE\g of P.erlod . 0 50 0
Note: Typically $0, If not please describe in Submission Remarks

B. Federal Cash Receipts $0 $0 S0

C. Federal Cash Disbursements $0 50 S0

D., Federal Cash on Hland at End of Period s0 %0 so

Line A plus Line B minus Line C

E. Total Federal Funds Authorized $1,000

B) Federal Cash Receipts: Includes the ‘Previous’, ‘Cumulative’, and ‘This Period’ fields. The
‘Previous’ field is a read-only field that is automatically populated based on the Award’s
federal cash on hand from the previous period. The ‘Cumulative’ field is a read-only field
that automatically calculates the sum of the ‘Previous’, and ‘This Period’ fields. Enter the

federal cash receipts amount into the ‘This Period’ field, if applicable.
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Federal Cash

Transactions Previous This Period Cumulative
A. Federal Cash on Hand at Beginning of Period
Note: Typically $0, If not please -'|'ef'rEe -'ns-g*"“-"f'o" Remarks 30 50 0
Nore: Typically $U. IT no. 2 gs€ gescrioe In SUDITNSSIon ..r..-c-J
IB. Federal Cash Receipts S0 $0 S0
C. Federal Cash Disbursements $0 $0 S0
D.. Federal Cash on Hland at End of Period s0 %0 so
Line A plus Line B minus Line C
E. Total Federal Funds Authorized $1,000

C) Federal Cash Disbursements: The ‘Previous’, ‘Cumulative’, and ‘This Period’ fields are
included in this section. The ‘Previous’ field is a read-only field that is automatically
populated based on the Award’s federal cash on hand from the previous period. The
‘Cumulative’ field is a read-only field that automatically calculates the sum of the ‘Previous’
and ‘This Period’ fields. Enter the federal cash disbursements amount into the ‘This Period’

field, if applicable.

Federal Cash

Transactions Previous This Period Cumulative
A. Federal Cashlon Hand alt Be.gln.m?g of P.erlod . $0 50 o
Note: Typically $0, If not please describe in Submission Remarks

B. Federal Cash Receipts $0 $0 S0

C. Federal Cash Disbursements $0 $0 S0

D.. Federal Cash on Hland at End of Period s0 %0 so

Line A plus Line B minus Line C

E. Total Federal Funds Authorized $1,000

D) Federal Cash on Hand at End of Period (Line A plus Line B minus Line C): Consists of the
‘Previous’, ‘Cumulative’, and ‘This Period’ fields. The ‘Previous’ field is a read-only field that
is automatically populated based on the Award’s federal cash on hand from the previous
period. The ‘This Period’ is a read-only, system-calculated field that sums the cumulative
amount of Lines A and B, minus the cumulative amount in C. The ‘Cumulative’ field is a read-
only field that automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields.
Note: The ‘Cumulative’ Amount calculated must be greater than or equal to $0.
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Federal Cash

Transactions Previous This Period Cumulative
A. Federal Cash on Hand at Beginning of Period $0 50 o
Note: Typically $0, If not please describe in Submission Remarks

B. Federal Cash Receipts S0 $0 S0

C. Federal Cash Disbursements $0 50 S0

D.. Federal .Cash on Hland at End of Period s0 %0 so

Line A plus Line B minus Line C

E. Total Federal Funds Authorized $1,000

E) Total Federal Funds Authorized: Contains the read-only, ‘Cumulative’ field that is populated
based on the Award’s total authorized federal funds.

Federal Cash
Transactions Previous This Period Cumulative
A. Federal Cash on Hand at Beginning of Period $0 50 o
Note: Typically $0, If not please describe in Submission Remarks
B. Federal Cash Receipts $0 $0 S0
C. Federal Cash Disbursements $0 50 S0
D. Federal Cash on Hand at End of Period
. ) . S0 $0 S0
epe Aol Lo S s Lol
E. Total Federal Funds Authorized $1,000
‘ ’ . . . .
The ‘Shares’ sub-section displays Line F through O:
Shares

Transactions Previous This Period Cumulative

F. Federal Share of Expenditures s0 0 s0

G. Recipient Share of Expenditures 50 50 50

H. letal Exper_!ditures 0 0

Line F plus Line G

L. Federal Share of Unliguidated Obligations 30

J- Recipient Share of Unliquidated Obligations 30

K. Total Unliquidated Obligations 0

Line ! plus Line

L. Total Federal Share 0

Line F plus Line |

M. Unobligated Balance of Federal Funds 0

Lire E mi Line L

N. Total Recipient Share Required $250

0. Remaining Recipient Share to be Provided s0

Line N minus the sum of Line G plus Line |

The lines within the ‘Shares’ section within the ‘Federal Financial Report (FFR) | Input FFR Values’ form
include:
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F) Federal Share of Expenditures: Includes the ‘Previous’, ‘Cumulative’, and ‘This Period’ fields.
The ‘Previous’ field is a read-only field that is automatically populated based on the Award’s
federal cash on hand from the previous period. The ‘Cumulative’ field is a read-only field
that automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields. Enter the
federal share of expenditures amount into the ‘This Period’ field.

Shares
Transactions Previous This Period Cumulative
F. Federal Share of Expenditures 50 30 $0
G. Recipient Share of Expenditures 50 30 ]

H. Total Expenditures

Line F pius Line G 0 $0
I. Federal Share of Unliquidated Obligations $0
). Recipient Share of Unliquidated Obligations $0

G) Recipient Share of Expenditures: Consists of the ‘Previous’, ‘Cumulative’, and ‘This Period’
fields. The ‘Previous’ field is a read-only field that is automatically populated based on the
Award’s federal cash on hand from the previous period. The ‘Cumulative’ field is a read-only
field that automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields. Enter
the recipient share of expenditures amount into the ‘This Period’ field.

Shares
Transactions Previous This Period Cumulative
F. Federal Share of Expenditures S0 $0 S0
G. Recipient Share of Expenditures s0 $0 S0
T i “ .
I. Federal Share of Unliquidated Obligations $0
). Recipient Share of Unliquidated Obligations 50
H) Total Expenditures (Line F plus Line G): Sums up the ‘Cumulative’ amounts in Lines F and G
and displays the total within Line H. Both the ‘This Period’ and ‘Cumulative’ fields in this
section are read-only, system calculated fields.
Shares
Transactions Previous This Period Cumulative
F. Federal Share of Expenditures 50 $0 S0
G. Recipient Share of Expenditures 50 $0 S0
w w
I. Federal Share of Unliquidated Obligations $0
) Recipient Share of Unliquidated Obligations S0
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I) Federal Share of Unliquidated Obligations: Enter the Award’s federal share of unliquidated
obligations amount into the ‘Cumulative’ field

Shares
Transactions Previous This Period Cumulative
F. Federal Share of Expenditures s0 $0 S0
G. Recipient Share of Expenditures S0 $0 S0
Tt By ‘ s
I. Federal Share of Unliquidated Obligations $0
). Recipient Share of Unliquidated Obligations $0

J) Recipient Share of Unliquidated Obligations: Enter the Award’s recipient share of
unliquidated obligations amount into the ‘Cumulative’ field.

Shares
Transactions Previous This Period Cumulative
F. Federal Share of Expenditures S0 $0 S0
G. Recipient Share of Expenditures S0 $0 S0

H. Total Expenditures

Line F plus Line & b b
I. Federal Share of Unliquidated Obligations $0
). Recipient Share of Unliquidated Obligations 50

K) Total Unliquidated Obligations (Line | + Line J): The amount field in Line K is a read-only
field that is system-calculated by summing up the amounts in Lines | and J.

K. Total Unliquidated Obligations "
Line | plus Line |

L. Total Federal Share s0
Line F pius Lirne !

M. Unobligated Balance of Federal Funds s0
Lire £ minus Line L

N. Total Recipient Share Required $250
0. Remaining Recipient Share to be Provided so

Line N minus the sum of Line G pius Line |

L) Total Federal Share (Line F + Line 1): Displays the Total Federal Share amount, which is
system-calculated by summing up Lines F and I.
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K. Total Unliquidated Obligations s0
Line | plus Line

L. Total Federal Share s0
Line F plus Line !

M. Unobligated Balance of Federal Funds 0
Line E minus Line L

N. Total Recipient Share Required 5250
0. Remaining Recipient Share to be Provided 0
Line N minus the sum of Line G plus Line |

M) Unobligated Balance of Federal Funds (Line E — Line L): Displays the Unobligated Balance of
Federal Funds amount, which is system-calculated by subtracting Line L from Line E. Note:
The ‘Cumulative’ Amount calculated must be greater than or equal to $0.

K. Total Unliquidated Obligations s0
Line | plus Line

L. Total Federal Share s0
Lire F plus Line /

M. Unobligated Balance of Federal Funds 0
Line E minus Line L

N. Total Recipient Share Required 5250
0. Remaining Recipient Share to be Provided so
Lire N minus the sum of Line G piu: e f

N) Total Recipient Share Required: Displays the Award’s total recipient share required in the
‘Cumulative’ field.

K. Total Unliquidated Obligations s0
Line | plus Line |

L. Total Federal Share s0
Line F pius Line !

M. Unobligated Balance of Federal Funds s0
Line £ minus Line L

N. Total Recipient Share Required $250
0. Remaining Recipient Share to be Provided so
Line N minus the sum of Line G plus Line |

0O) Remaining Recipient Share to be Provided [Line N minus the sum of Line G plus Line J]:
Contains the remaining recipient share to be provided, which is a system-calculated amount
based on the formula, Line N minus the sum of Line G and J.

K. Total Unliquidated Obligations s0
Line | plus Line |

L. Total Federal Share s0
Line F plus Line !

M. Unobligated Balance of Federal Funds s0
Line £ minus Line L

N. Total Recipient Share Required $250
0. Remaining Recipient Share to be Provided so
Line N minus the sum of Line G plus Line |
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The ‘Income’ section displays Line P through U:

Income
Transactions Previous This Period Cumulative
P. Federal Program Income on Hand at Beginning of 50
Period
Q. Total Federal Program Income Earned $0
R. Federal Program Income Expended in Accordance 50
with the Deduction Alternative
S. Federal Program Income Expended in Accordance $0
with the Addition Alternative
T. Federal Program Income Expended on Allowable 50
Transit Capital and Operating Expense
U. Federal Unexpended Program Income
Sum of Line P and Line Q minus Line R or, $0
Sum of Line P and Line Q minus Line T or,
Sum of Line P and Line Q@ minus Line §

The fields within the “Income’ section within the ‘Federal Financial Report (FFR) | Input FFR Values’
form include:

P) Federal Program Income on Hand at Beginning of Period: Enter the Award’s Federal
program income on hand at the beginning of the period.

Income
Transactions Previous This Period Cumulative
P. Federal Program Income on Hand at Beginning of $0
Period
Q. Total Federal Program Income Earned $0
R. Federal Program Income Expended in Accordance $0

with the Deduction Alternative

Q) Total Federal Program Income Earned: Enter the Award’s Total Federal Program Income
Earned 'Cumulative’ amount.

Income
Transactions Previous This Period Cumulative
P. Federal Program Income on Hand at Beginning of $0
Period
Q. Total Federal Program Income Earned $0
R. Federal Program Income Expended in Accordance $0

with the Deduction Alternative
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R) Federal Program Income Expended in Accordance with the Deduction Alternative: Enter
the ‘Cumulative’ amount for the Federal Program Income Expended in accordance with the
deduction alternative. The system will not allow users to enter values in boththe Rand T
fields. Enter a value in one or the other. If a value is entered in both, a validation will
prevent the user from advancing within the task.

Income
Transactions Previous This Period Cumulative
P. Federal Program Income on Hand at Beginning of 50
Period
Q. Total Federal Program Income Earned $0
R. Federal Program Income Expended in Accordance $0
with the Deduction Alternative

S) Federal Program Income Expended in Accordance with the Addition Alternative: This Line
contains a read-only field that is automatically populated based on the Award’s Federal
Program Income Expended in accordance with the deductive alternative.

$0

S. Federal Program Income Expended in Accordance
with the Addition Alternative

T. Federal Program Income Expended on Allowable

Transit Capital and Operating Expense $0

U. Federal Unexpended Program Income
Sum of Line P and Line Q minus Line R or,
Sum of Line P and Line Q@ minus Line T or,

$0

Sum of Line P and Line Q minus Line §

T) Federal Program Income Expended on allowable Transit Capital and Operating Expense:
Users cannot enter values in both R and T fields. Enter a value in one or the other. If a value
is entered in both, a validation will prevent the user from advancing.
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Income
Transactions Previous This Period Cumulative
P. Federal Program Income on Hand at Beginning of 50
Period
Q. Total Federal Program Income Earned $0
R. Federal Program Income Expended in Accordance $0
with the Deduction Alternative
S. Federal Program Income Expended in Accordance $0
with the Addition Alternative
T. Federal Program Income Expended on Allowable 50
Transit Capital and Operating Expense
U. Federal Unexpended Program Income
Sum of Line P and Line Q minus Line R or, $0
Sum of Line P and Line Q minus Line T or,
Sum of Line P and Line Q minus Line §

U) Federal Unexpended Program Income [Sum of Line P and Q minus Line R, Sum of Line P
and Q minus Line T, or Sum of Line P and Q minus Line S]: This is a system-calculated Line
that is based on the formula (The sum of Line P and Q minus Line R), (The sum of Line P and
Q minus Line T), or (The sum of Line P and Q minus Line S). The calculated amount depends
on the fields populated by the user. If no values are entered in Line R or Line T, the system
will calculate this value based on Line S.
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Income
Transactions Previous This Period Cumulative
P. Federal Program Income on Hand at Beginning of 50
Period
Q. Total Federal Program Income Earned $0
R. Federal Program Income Expended in Accordance $0
with the Deduction Alternative
S. Federal Program Income Expended in Accordance $0
with the Addition Alternative
T. Federal Program Income Expended on Allowable 50
Transit Capital and Operating Expense
U. Federal Unexpended Program Income
Sum of Line P and Line Q minus Line R or, $0
Sum of Line P and Line Q minus Line T or,
Sum of Line P and Line Q minus Line §

The final ‘Additional Information’ section displays read-only Disbursements and Expenditures data:

Additional Information

Disbursements and Expenditures Percent

Percentage of Federal Cash Disbursements to Federal Funds Authorized

33.33%
Line C divided by Line E

Percentage of Federal Expenditures to Federal Funds Authorized

16.67%
Line F divided by Line E

6) Click the ‘Calculate Totals’ button once all input values are entered. If the values entered do not pass
all validations, the error messages will appear within each sub-section. A red box will appear around
the input fields the user must adjust to correct the issue.
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Federal Cash

Transactions Previous This Period Cumulative
A. Federal Cash on Hand at Beginning of Period $0 $300 $300
Note: Typically $0, if not please describe in Submission Remarks

B. Federal Cash Receipts $0 $300 $300

C. Federal Cash Disbursements $0 $10,000 $10,000
D. Federal .Cash 1?n Hénd at End of Period $0 ($9.400) ($9.400)
Line A plus Line B minus Line C

E. Total Federal Funds Authorized $150

Federal Cash - Critical Errors (All validations are tied to cumulative amounts)

Line A: The Federal Cash on Hand at Beginning of Period (Line A) cannot be greater than the Total Federal Funds Authorized (Line E) value.

Line B: The Federal Cash Receipts (Line B) value cannot be greater than the Total Federal Funds Authorized (Line E) value.

Line C: The Federal Cash Disbursements (Line C) value cannot be greater than the Total Federal Funds Authorized (Line E) value.

Lines A, B, C: The calculated value of Line D cannot be negative. Confirm the values of Lines A, B, and C are correct before continuing.

Lines E & I: The Federal Share of Unliquidated Obligations (Line I) value cannot be greater than the Total Federal Funds Authorized (Line E) value.
Lines B & F: Federal Cash Receipts (Line B) value cannot be greater than Federal Share of Expenditures (Line F) value.

Below are all applicable validations. If validations appear across multiple sub-sections, the error
messages will appear below both sections. Note: On June 21, 2018, FTA made a modification to the FFR
report form rules; it no longer allows the calculated ‘Cumulative’ value of Line D to be negative. Please
be aware that FFRs submitted before this date may show negative amounts However, as of
9/25/2025, the system allows the calculated ‘This Period’ to be negative.

Federal Cash - Critical Errors (All validations are tied to cumulative amounts)

+ Line A: The Federal Cash on Hand at Beginning of Period (Line A) cannot be greater than the Total Federal Funds Authorized (Line E) value.
+ Line B: The Federal Cash Receipts (Line B) value cannot be greater than the Total Federal Funds Authorized (Line E) value.
0 + Line C: The Federal Cash Disbursements (Line C) value cannot be greater than the Total Federal Funds Authorized (Line E) value.
+ Lines A, B, C: The calculated value of Line D cannot be negative. Confirm the values of Lines A, B, and C are correct before continuing.
+ Lines E & I: The Federal Share of Unliquidated Obligations (Line I) value cannot be greater than the Total Federal Funds Authorized (Line E) value.
+ Lines B & F: Federal Cash Receipts (Line B) value cannot be greater than Federal Share of Expenditures (Line F) value.

Shares - Critical Errors (All validations are tied to cumulative amounts)

Lines E & F: The Federal Share of Expenditures (Line F) value cannot be greater than the Total Federal Funds (Line E) Authorized value.

Lines E & I: The Federal Share of Unliquidated Obligations (Line I) value cannot be greater than the Total Federal Funds Authorized (Line E) value.

Lines B & F: Federal Cash Receipts (Line B) value cannot be greater than Federal Share of Expenditures (Line F) value.

Line M: Unobligated Balance of Federal Funds (Line M) must be greater than $0. Please confirm Lines E, F, and | before continuing.

Lines G,J,N: The sum of the cumulative value of Line G + the value of Line ] must be less than the value in Line N (G+J<=N). Please confirm the values of Line G and Line ] before continuing.

(-]

Income - Critical Errors (All validations are tied to cumulative amounts)

©® . LinesR&T: Cannot input values in both Line R and Line T. Enter a value in either Line R or Line T before continuing.
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(A

TABLE: FFR Validations
FFR Validation

Message Text Correction

All validation errors must be corrected before the user clicks ‘Continue’

The Federal Cash on Hand at Beginning of Period | Correct Line A ‘This Period’ value.
value (Line A) cannot be greater than the Total
Federal Funds Authorized (Line E) value.

The Federal Cash Receipts (Line B) value cannot Correct Line B ‘This Period’ value.
be greater than the Total Federal Funds
Authorized (Line E) value.

The Federal Cash Disbursements (Line C) value Correct Line C ‘This Period’ value.
cannot be greater than the Total Federal Funds
Authorized (Line E) value.

The calculated value of D cannot be negative. Correct Line A, B, and/or C ‘This Period’ value.
Confirm the values of A, B, and C are correct
before continuing.

Federal Cash Receipts (Line B) value cannot be Correct Line B and/or F ‘This Period’ value.
greater than Federal Share of Expenditures (Line
F)

The Federal Share of Expenditures (Line F) value Correct Line F ‘This Period’ value.
cannot be greater than the Total Federal Funds
Authorized (Line E) value.

The Federal Share of Unliquidated Obligations Correct Line | ‘Cumulative’ value.
(Line 1) value cannot be greater than the Total
Federal Funds Authorized (Line E) value.

“The sum of the cumulative value of Line G + the | Line O must not be negative. Correct Line G ‘This
value of Line J must be less the value in Line N. Period’ value and/or Line J ‘Cumulative’ value
Please confirm the values of Line G and Line J
before continuing.”

Unobligated Balance of Federal Funds (M) must Correct Line | ‘Cumulative’ value.
be greater than $0. Please confirm Lines E, L, and
| before continuing

Cannot input values in both R and T fields. Enter a | Remove value from Line R or Line T.
value in either R or T before continuing.
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7) Once all corrections are made, click ‘Calculate Totals’ again. The ‘Continue’ button will be available
once the form passes all validations and no error messages appear.

CLOSE TASK CALCULATE TOTALS |[aslipy[ 1113

8) The system will display the ‘Confirm FFR Data’ form. If users wish to return to the previous ‘Input
FFR Values’ form to make changes, click on the ‘Modify FFR Values’ button. If the User navigates
away from the task, a new task to ‘Review FFR’ will be displayed on the My Work page.

Federal Financial Report (FFR) | Confirm FFR Data

Recipient Details

Recipient ID Recipient Name
1622 CALIFORNIA, DEPARTMENT OF TRANSPORTATION

Award Summary

Award with CA-2023-005-01 Award Name Bus Station Construction Grant
Amendment Award Status Active Award / Ready for Closeout
Number

FFR Reporting Quarterly Obligated Date 11/15/2022

Frequency Required

Preaward Authority () Yes, Preaward Authority utilized
No, Preaward Authority not utilized

Period of Performance

Period of Performance Expired: The Current Period of Performance End Date (12/1/2024) is expired. Please reach out to the FTA Post-Award Manager if assistance is needed,

Period of Nov 15,2022 Current Period of Dec 01,2024
Performance Start Performance End
Date Date @
Original Period of Dec 01,2024 Periodof 0
performance End Performance
Date Revision Number

Federal Financial Report Summary

Report Type Quarterly FFR Report Status Work in Progress
Report Period Quarter 4 (Jul - Sep), FY 2025 Report Due Date 9/23/2025
Report Period Begin 7/1/2025 Updated By Annelise Recipient
Date

Updated Date 9/23/2025
Report Period End  9/23/2025
Date

Final Report? () Yes, Final Report
No, Not Final Report

‘

‘

Status Log
Previous Status New Status Updated Date | Updated By
Work in Progress Work in Progress 0/22/2025 Annelise Recipient
Task Launched Work in Progress 0/22/2025 NIA

Indirect Expense

Period From

Type  N/A -
Period To
Rate 0%
Amount Charged $0
Base §0

Federal share S0

|

|
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Financial Status Log ¥

Transactions Previous This Period Cumulative

A Federal Cash on Hand st Beginning of Period 50 50 50

B. Federal Cash Receipts s0 s0 s0

C. Federal Cash Disbursements $0 $0 $0

D. Federal Cash on Hand at End of Period (A + B - C) 50 50 50

E.Total Federal Funds Authorized $150

F. Federal Share of Expenditures S0 $25 $25

G. Recipient Share of Expenditures s0 S0 50

H. Total Expenditures (F + G) s0 8§25 $25

I Federal Share of Unliquidated Obligations 50

). Recipient Share of Unliquidated Obligations 50

K. Total Unliquidated Obligstions {1 + J} 50

L Total Federal Share (F = 1) $25

M. Unobligated Balance of Federal Funds (E - L) §125

M. Total Recipient Share Required Ed

0. Remaining Recipient Share to be Provided [N - (G + ])] 50

P. Federal Program Income on Hand at Beginning of Period 50

Q. Total Federal Program Income Earned 50

R. Federal Program Income Expended in Accordance with the Deduction Alternative 50

5. Federal Program Income Expended in Accordance with the Addition Alternative $0

T. Federal Program Income Expended on Allowable Transit Capital and Operating Expenses 50

U. Federal Unexpended Frogram Income [P + Q- R} or (= Q-5 or (P~ Q- T)] 0
Disbursements and Expenditures Percent
Percentage of Federal Cash Disbursements to Federal Funds Authorized 0%
Percentage of Federal Expenditures to Federal Funds Authorized 16.67%

9) Click the ‘Continue to Submission’ button and the ‘Federal Financial Report | Save’ success form is
displayed. Clicking the ‘Close Task’ button on the ‘Confirm FFR Data’ form will lead back to the Task
tab without submitting to FTA. Clicking the ‘Modify FFR Values’ button will lead back to the ‘Input

FFR Values’ form with updated system calculated values.
‘ MODIFY FFR VALUES CLOSE TASK

The ‘Submit FFR’ screen is displayed after clicking the ‘Continue to Submission’ button.
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Federal Financial Report (FFR) | Submit FFR

Recipient Details
Recipient Name
CALIFORNIA, DEPARTMENT OF TRANSPORTATION

Recipient ID
162269

Award Summary

Award with CA-2023-005-01 Award Name Bus Station Construction Grant

Amendment
mendmen Award Status Active Award / Ready for Closeout

Number
Obligated Date 11/15/2022

FFR Reporting Quarterly
Frequency Required

Preaward Authority | Yes, Preaward Authority utilized

No, Preaward Autharity not utilized

Period of Performance
Period of Performance Expired: The Current Period of Performance End Date (12/1/2024) is expired. Please reach out to the FTA Post-Award Manager i assistance is nesded.

Current Period of Dec 01, 2024

Period of Nov 15, 2022
Performance End

Performance Start

Date Date @
Original Period of Dec 01,2024 period of 0
Performance

Performance End

Date Revision Number

Federal Financial Report Summary

|

Report Type Quarterly FFR Report Status Wark in Progress

Report Period Quarter 4 (Jul - Sep), FY 2025 Report Due Date 9/23/2025

Report Period Begin 7/1/2025 Updated By Annelise Recipient
pate Updated Date 9/23/2025

Report Period End  9/23/2025
Date

Final Report? () Ves, Final Report
Na, Nat Final Report

|

Status Log
Previous Status New Status Updated Date 1 Updated By
Work in Progress Work in Progress 9/23/2025 Annelise Recipient
Task Launched Work in Progress /2342025 N/A

10) Enter Submission Remarks into the Recipient Remarks section. Recipient Remarks are required. If
there aren’t any remarks entered, a validation error will display, preventing the Application from

advancing .

Recipient Remarks

|

Submission Remarks

When this report is submicted to FTA, the submicter and the individuals providing the information submitted to FTA, if any, certify that it is true, complete, and accurate to the best of their knowledge. They are aware that any false, fictitious, or fraudulent information may subject them to
criminal, civil, or administrative penalties. (U.S. Code, Title 18, Section 1001).

Submitted By Annelise Recipient

Submitted Date 2/23/2025

11) Click the ‘Save’ button and the ‘Federal Financial Report | Saved’ form is displayed. Clicking the Back
button will return to the ‘Confirm FFR Data’ page. The ‘Close Task’ button will return the task to the

Tasks tab without saving any changes to the Application.
BACK || SAVE || CLOSE TASK
12) Click the ‘Close’ button to return to the ‘Submit FFR’ screen
13) Click the ‘Submit to FTA’ button and the ‘Submitted’ form will be displayed with the following

confirmation message: ‘Federal Award ID Number [FAIN #] FFR for [FY] [Report Frequency] has been

submitted to FTA.'
14) Click the ‘Close’ button. The system returns users to the ‘Tasks’ tab and the task link will now be

removed from the task list.
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Federal Financial Report | Submitted

| a Success! |

Federal Award ID Number FL-2018-006-00FFR for 2018 7 has been submitted to FTA.

CLOSE

5.4.4 Milestone Progress Report (MPR)

5.4.4.1 Task: Complete and Submit MPR
To complete the Milestone Progress, Report the user must have the ‘MPR Reporter’ user role.

The task to complete the MPR will be assigned 30 days prior to their due date. Users will receive a
system generated email notification that they have a task. The email goes to the MPR Reporter Group;
therefore, everyone with the MPR user role will receive the task. The task will allow the MPR Reporter
to complete and submit their Milestone Progress Report. A task will be issued for each active Award.

The number of tasks assigned to a user will be visible next to the ‘Tasks’ tab.

1) Asan MPR Reporter, click on the ‘My Work’ tab.

™~ =] Y

MY WORK (13) RECORDS REPORTS

@TrAMS Website {"Help Page

2) Select the task ‘Complete [FY] [Report Frequency] Milestone Progress Report’ for the Application.
The form will populate; accept the task to complete the report.

VA-2020- TrAMS G9900 MPR 10/29/2021 10:40 AM
Complete 2021 MPR | VA-2020-003-00 | 9900 User Guide Project Active (Executed) 9900 !

003-00 Reporter EDT

VA-2020- 10/29/2021 10:40 AM
Complete 2021 FFR | VA-2020-003-00 | 9900 003-00 User Guide Project Active (Executed) 9900 John TrAMS DT 7 !

3) The ‘Milestone Progress Report (MPR) | Summary’ form fields will display.

4) At any point, users may click the ‘Close Task’ button to return report to the ‘Tasks’ tab without
saving any changes and retain the task.
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Milestone Progress Report Summary

Report Type Annua:

MPR Report Status Work in Progress

Report Period F¥ 2024 Report Due Date 10/30/2024

Report Period Begin 10/1/2023 Updated By N/A
Date

Updated Date £/2/2025
Report Period End  9/20/2024
Date
Final Report? (. Ys. Final Repart
No. NotFinal Report

Award Overview

MPR Overview Remarks

#
all progress of this avierd incuding al projects within the award

5) The Report Begin Date — is the date that the period for which activities being reported on begins.
Example: the beginning date for Q2 reports in FY18 would begin on January 1, 2018.

6) The Report End Date — is the date that the period for which activities being reported on ends.
Example: the end date for Q2 reports s for FY18 would end on March 30, 2018.

7) The Report Due Date —is the date that the reports are due. Example: the due date for Q2 reports in
FY18 is April 30, 2018. However, the task will still be available in TrAMS up through the date when
the task closes (in this example is June 30, 2018).

Note: TrAMS will pre-select the ‘Final Report’ radio button based on the whether the report is final or
not. The final button is auto populated once a closeout is created. Users cannot select this radio button.

8) Enter comments into the ‘MPR Overview Remarks’ field to provide details about overall progress of
the Award scope of work. This is a required field and the field length is limited to 255 characters.

Award Overview

MPR Overview Remarks

4
all progress of this award including all projects within the award

The Period of Performance section will be displayed in a read-only format.

If the Current Period of Performance End Date is within 30 days of expiration, Recipient users will see a
blue banner at the top of the section:

Period of Perform:

© Period of Performance Expires Within 30 Days: The Current Period of Performance End Date will expire on 6/28/2025. Please reach out to the FTA Post-Award Manager if assistance is needed.

Period of Jan 16,2024

If the Current Period of Performance End Date has expired, Recipient users will see a yellow banner at
the top of the section:
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Period of Performance

Period of Performance Expired: The Current Period of Performance End Date (1/1/2020) is expired. Please reach out to the FTA Post-Award Manager i assistance is needed.

Period of Jan 20, 2024 Current Period of Jan 01, 2020
Performance Start Performance End
Date Date @
Original Period of Jan 31,2024 Period of 0
Performance End
Date

Performance
Revision Number

9) Review all line items displayed under the ‘List of Line Items’ grid. Any value greater than zero under
the ‘Number of Milestones Pending’ column indicates pending milestone(s) (this means the last
estimated date passed during the reporting cycle and it must be updated). The user must provide an
appropriate ‘Actual Completion Date’ or ‘Revised Estimated Completion Date’.

List of Line Items

Project Number 1| Scope Number Scope Name Line Item Number Custom Line ftem Name Mumber of Milestones Number of Milestones Pending

€A-2024.001-01-00 115-00 ELECTRIFICATION/BOWER DIST (BUS) 115302 CONSTRUCT AC POWER/LIGHTING 5YS

SAVE ALL CHANGES

| CONTINUE TO SUBMISSION ” CLOSE TASK ‘

Note: A milestone is considered ‘Pending’ if one of the following is true:

e The ‘Original Estimated Completion Date’ expired on or before the ‘Report
Period End Date’

e Thereis no ‘Actual Completion Date’ indicated yet; and the milestone is
before the ‘Report Period End Date’

® The ‘Revised Estimated Completion Date’ expired on or before the ‘Report
Period End Date’

10) Select the check box for an activity line item with a pending milestone to display the activity
information and milestones.

List of Line Items

. . Number of
Project Scope Line [tem . Number of .

v

V| Number Number Scope Name Number Line Item Name Milestones MI'ESFOHES

Pending

FL-2018- BUS: SUPPORT EQUIP REHAB/RENOVATE -

v 114-00 11.44.11 2 1

= 006-01-00 AND FACILITIES SUPPORT VEHICLES

11) The form will expand to display the ‘Line Item Details,” ‘FTA Funding Information,” and ‘Milestones’
sections.
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Line Item Details

Line Item Number Line Item Name
11.71.11 OTHER 3RD PARTYCONTRACTUAL SERVICES
Allocation Type Activity Type

OTHER 3RD PARTYCONTRACTUAL SERVICES
Quantity
;
FTA Funding Information

FTA Funding Source
49 USC 5310 - (MAP 21)Formula Grants for Enhanced Mob of Sr. & Ind. w Disab

FTA Funding Amount

$147,734
Milestones
ADD NEW MILESTONE
Milestone Original Estimated Completion Revised Estimated Completion Actual Completion Description
Mame Date Date Date P

Initiaion of purchase order with selected
Contract Award 1/1/2016 vendor to provide transportation to
eligible voucher holders.

12) To update Pending Milestones, select the checkbox associated with milestones whose estimated
dates are in the past in relation to the ‘Report Period End Date’ (ex. if the report period end date is
3/31/2016 all milestones with estimated dates that are earlier than 3/31/2016 will be considered
pending and will need to be updated).

Milestones
ADD NEW MILESTONE
Milestone Original Estimated Completion Revised Estimated Completion Actual Completion Description
Name Date Date Date P

Initiaion of purchase order with selected
Contract Award 17172016 vendor to provide transportation to
eligible voucher holders.

Contract 6/30/2017 Completion of the provision of
Complete transportation services under this grant.

SAVE ALL CHANGES H CONTINUE TO SUBMISSION H CLOSE TASK

a) Enter either a revised estimated completion date or an actual completion date.
b) Enter Milestone Progress Comments
c) Select ‘Save All Changes’ button (this button saves information and keeps users on the page)

Each milestone can only have one date — either a new Revised Estimated Completion Date or an Actual
Completion Date.
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Original Milestone Details
Milestone Name Original Estimated Completion Date

Contract Award 1/1/2016

Milestone Detailed Description
Initizion of purchase order with selected vendor to provide transportation to eligible voucher holders.

Milestone Progress Information

Revised Estimated Completion Date Revision #
6

Actual Completion Date

Milestone Progress Comments

Enter details about milestone progress (e.g. date changes, etc.)

SAVE ALL CHANGES

Revised Estimated Completion Date must be a date in the future of the ‘Report Period End Date’; Actual
Completion Date must be on or before the ‘Report Period End Date’.

vMilestone Progress Report Summary

Report Type Quarterly MPR Report Status Work in Progress
Report Period Quarter 2 (Jan - Mar), FY 2018 Report Due Date 4/30/2018
Report Period Begin 1/1/2018 Last Update By N/A
Date

Last Update Date

eport Period End  3/31/2018
Date

Final Report? Yes, Final Report

No, Not Final Report

If users enter invalid values for Revised Estimated Completion Date (i.e. a date in the past) or for Actual
Completion Date (i.e. a date in the future), the system will display an error message indicating the issue
with the entered date.

The Revision number field on the MPR task is a system generated number that increments per milestone
per reporting cycle. For example, if the revision number field displays a “6 “, that is the sixth MPR task
for that specific grant, where an existing milestone has been present on a single ALI.

Page 309



Federal Transit Administration
TrAMS User Guide - Recipient

A Milestone Progress Information

Revised Estimated Completion Date Revision #
1

11/30/2020

You may only save revised or actual completion date. Please remove either before saving.

The revised date is before the end of the report period ( 9/30/2021 ) and will result in a pending milestone.
Please modify to a date after the period.

Actual Completion Date

01/03/2022

The actual completion date is after the report period ( 9/30/2021). Please enter a date within the report
period hefore saving.

13) To add a new milestone to the activity, click the ‘Add New Milestone’ button. The form will expand
further to display the ‘Add New Milestone’ section:

a) Enter a name for the milestone into the ‘Name’ field.

b) Click in either the ‘Estimated Completion Date’ or the ‘Actual Completion Date’ field to enter a
date or display the date picker to select a date from. Users may only enter a date in one field.

c) Enter a comment about the milestone into the ‘Detailed Description’ field. This is a required
field.

d) Once users have completed entering information in all fields, click the ‘Save All Changes’ button
and they will be returned to the ‘Milestones’ grid.

Add New Milestone

Name
Estimated Completion Date
Actual Completion Date

Detailed Description

SAVE ALL CHANGES

14) Click on the ‘Continue to Submission’ button to proceed with the next step in completing the MPR.

a) If users have made changes but wish to return to the form at a later date, they can close the
task by clicking on ‘Close Task’. When users return to the task all saved changes will display.
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Milestones
ADD NEW MILESTONE ‘
Milestone Name Original Estimated Completion Date Revised Estimated Completion Date Actual Completion Date Description
Start Date 12/20/2017 5/10/2018
End Date 9/14/2018 711/2018

SAVE ALL CHANGES CONTINUE TO SUBMISSION I| CLOSE TASK ‘

15) The ‘Submit MPR’ form will be displayed. Use the ‘Back’ button at the bottom of the form if users
wish to return to the previous form. The ‘Save’ button can be used to save the comments entered
into the ‘Submission Remarks’ field. Enter any comments for FTA into the optional ‘Submission
Remarks’ field and then click the ‘Submit to FTA’ button to proceed.

Milestone Progress Report (MPR) | Submit MPR

Recipient Summary
Recipient 1D 9900 DUNS 399939999

Recipient Name Tra rganizatior EIN Number 134146457

UEI HWAYB
Award Summary

Award Name

-For the use of Final Concurrence User Guide

MPR Reporting Quarterly
Frequency

out

Milestone Progress Report Summary
Report Type Quarterly MPR Status W

Report Period Qua:

FY 2022 Updated By John T

Report Due Date 1/1 Updated Date 2/1/2022

Recipient Submission Remarks

Submission Remarks

when th

information

sbmitted to the FTA, the submitter and the individ

ion submitted to the FTA. if any, certify that it is true, complete. and accurate to the best of their knowledge. They are aware that any false. ficticious, or fraudulent

1 to criminal, civil, o administrative p 001).

suamiT o Fra [EERIERIIETINE

16) The ‘Submitted’ form will be displayed with the following confirmation message: ‘Federal Award ID
Number [FAIN #] MPR for [FY] [Report Frequency] has been submitted to FTA for review.’

Milestone Progress Report | Submitted

I &P success! |

Federal Award ID Number FL-2018-008-00 MPR for 2018 7 has been submitted to FTA for review.
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17) Click the ‘Close’ button. The system returns users to the ‘Tasks’ tab and the task link will now be
removed from the task list.
5.4.4.2 Task: Complete and Submit MPR
To complete the Milestone Progress, Report the user must have the ‘MPR Reporter’ user role.

The task to complete the MPR will be assigned 30 days prior to their due date. Users will receive a
system generated email notification that they have a task. The email goes to the MPR Reporter Group;
therefore, everyone with the MPR user role will receive the task. The task will allow the MPR Reporter
to complete and submit their Milestone Progress Report. A task will be issued for each active Award.

The number of tasks assigned to a user will be visible next to the ‘Tasks’ tab.

1) Asan MPR Reporter, click on the ‘My Work’ tab.

= &~ [
wetcome | RRANSGIEN  RECORDS REPORTS

Brams website MHelp Page

-

ETrAMS

Transit Award Management System

2) Select the task ‘Complete [FY] [Report Frequency] Milestone Progress Report’ for the Application.
The form will populate; accept the task to complete the report.

VA-2020- TrAMS G9900 MPR 10/29/2021 10:40 AM
Complete 2021 MPR | VA-2020-003-00 | 9900 User Guide Project Active (Executed) 9900 ’

003-00 Reporter EDT
Complete 2021 FFR | VA-2020-003-00 | 9900 ;’3323020 User Guide Project Active (Executed) 9900 John TrAMS ;ngZQQON 10:40 AM

3) The ‘Milestone Progress Report (MPR) | Summary’ form fields will display.

4) At any point, users may click the ‘Close Task’ button to return report to the ‘Tasks’ tab without
saving any changes and retain the task.

Page 312



Federal Transit Administration
TrAMS User Guide - Recipient

vMilestone Progress Report Summary

Report Type Monthly MPR Report Status Work in Progress
Report Period April, 2018 Report Due Date 5/30/2018
Report Period Begin 4/1/2018 Last Update By N/A
Date

Last Update Date
Report Period End 4/30/2018

Date
Final Report? Yes, Final Report

No, Not Final Report

Award Overview

MPR Overview Remarks

Provide details about overall progress of this award including all projects within the award

5) The Report Begin Date — is the date that the period for which activities being reported on begins.
Example: the beginning date for Q2 reports in FY18 would begin on January 1, 2018.

6) The Report End Date — is the date that the period for which activities being reported on ends.
Example: the end date for Q2 reports s for FY18 would end on March 30, 2018.

7) The Report Due Date —is the date that the reports are due. Example: the due date for Q2 reports in
FY18 is April 30, 2018. However, the task will still be available in TrAMS up through the date when
the task closes (in this example is June 30, 2018).

Note: TrAMS will pre-select the ‘Final Report’ radio button based on the whether the report is final or
not. The final button is auto populated once a closeout is created. Users cannot select this radio button.

8) Enter comments into the ‘MPR Overview Remarks’ field to provide details about overall progress of
the Award scope of work. This is a required field and the field length is limited to 255 characters.

Award Overview

MPR Overview Remarks

Pravide details about overall progress of this award including all projects within the award

9) Review all line items displayed under the ‘List of Line Items’ grid. Any value greater than zero under
the ‘Number of Milestones Pending’ column indicates pending milestone(s) (this means the last
estimated date passed during the reporting cycle and it must be updated). The user must provide an
appropriate ‘Actual Completion Date’ or ‘Revised Estimated Completion Date’.
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List of Line Items

Project Scope Line Item . Number of Nl:meer of
Scope Name Line [tem Name . Milestones
Number Number Number Milestones .
Pending
FL-2018- BUS: SUPPORT EQUIP REHAB/RENOVATE -
006-01-00 11400 AND FACILITIES 11441 SUPPORT VEHICLES 2 !

SAVE ALL CHANGES H CONTINUE TO SUBMISSION H CLOSE TASK ‘

Note: A milestone is considered ‘Pending’ if one of the following is true:

e The ‘Original Estimated Completion Date’ expired on or before the ‘Report
Period End Date’

® There is no ‘Actual Completion Date’ indicated yet; and the milestone is
before the ‘Report Period End Date’

® The ‘Revised Estimated Completion Date’ expired on or before the ‘Report
Period End Date’

10) Select the check box for an activity line item with a pending milestone to display the activity
information and milestones.

List of Line Items

Project Scope < N Line Item Line It N Number of :‘Il.‘lml:er of
Number Number cope Name Number ine ftem Name Milestones : es. ones
Pending
FL-2018- BUS: SUPPORT EQUIP REHAB/REMOVATE -
hd - A4,
. 006-01-00 114-00 AND FACILITIES 11.44.11 SUPPORT VEHICLES 2 !

11) The form will expand to display the ‘Line Item Details,” ‘FTA Funding Information,” and ‘Milestones’
sections.
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Line Item Details

Line Item Number Line Item Name
11.71.11 OTHER 3RD PARTYCONTRACTUAL SERVICES
Allocation Type Activity Type

OTHER 3RD PARTYCONTRACTUAL SERVICES
Quantity
1
FTA Funding Information

FTA Funding Source
49 USC 5310 - (MAP 21)Formula Grants far Enhanced Mob of Sr. & Ind. w Disab

FTA Funding Amount

$147,734

Milestones
Milestone Original Estimated Completion Revised Estimated Completion Actual Completion Description
Name Date Date Date P

Initiaion of purchase order with selected
Contract Award 1/1/2016 vendor to provide transportation to
eligible voucher holders.

12) To update Pending Milestones, select the checkbox associated with milestones whose estimated
dates are in the past in relation to the ‘Report Period End Date’ (ex. if the report period end date is
3/31/2016 all milestones with estimated dates that are earlier than 3/31/2016 will be considered
pending and will need to be updated).

Milestones
ADD NEW MILESTONE
Milestone Original Estimated Completion Revised Estimated Completion Actual Completion Descrintion
Name Date Date Date P

Initiaion of purchase order with selected
Contract Award 111/2016 vendor to provide transportation to
eligible voucher holders.

Contract 6/30/2017 Completion of the p.rowsmn of
Complete transportation services under this grant.

SAVE ALL CHANGES H CONTINUE TO SUBMISSION H CLOSE TASK ‘

a) Enter either a revised estimated completion date or an actual completion date.
b) Enter Milestone Progress Comments
c) Select ‘Save All Changes’ button (this button saves information and keeps users on the page)

Each milestone can only have one date — either a new Revised Estimated Completion Date or an Actual
Completion Date.
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Original Milestone Details
Milestone Name Original Estimated Completion Date

Contract Award 17172016

Milestone Detailed Description
Initiaion of purchase order with selected vendor to provide transportation to eligible voucher holders.

Milestone Progress Information

Revised Estimated Completion Date Revision #
6

Actual Completion Date

Milestone Progress Comments

Enter detalls about milestone progress (e.g. date changes, etc.)

SAVE ALL CHANGES

Revised Estimated Completion Date must be a date in the future of the ‘Report Period End Date’; Actual
Completion Date must be on or before the ‘Report Period End Date’.

vMilestone Progress Report Summary

Report Type Quarterly MPR Report Status Work in Progress
Report Period Quarter 2 (Jan - Mar), FY 2018 Report Due Date 4/30/2018
Report Period Begin 1/1/2018 Last Update By N/A
Date

Last Update Date

eport Period End 3/31/2018
Date

Final Report? Yes, Final Report
No, Not Final Report

If users enter invalid values for Revised Estimated Completion Date (i.e. a date in the past) or for Actual
Completion Date (i.e. a date in the future), the system will display an error message indicating the issue
with the entered date.

The Revision number field on the MPR task is a system generated number that increments per milestone
per reporting cycle. For example, if the revision number field displays a “6 “, that is the sixth MPR task
for that specific grant, where an existing milestone has been present on a single ALI.
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A Milestone Progress Information

Revised Estimated Completion Date Revision #
1

11/30/2020

You may only save revised or actual completion date. Please remove either before saving.

The revised date is before the end of the report period ( 9/30/2021 ) and will result in a pending milestone.
Please modify to a date after the period.

Actual Completion Date

01/03/2022

The actual completion date is after the report period ( 9/30/2021). Please enter a date within the report
period hefore saving.

13) To add a new milestone to the activity, click the ‘Add New Milestone’ button. The form will expand
further to display the ‘Add New Milestone’ section:

a) Enter a name for the milestone into the ‘Name’ field.

b) Click in either the ‘Estimated Completion Date’ or the ‘Actual Completion Date’ field to enter a
date or display the date picker to select a date from. Users may only enter a date in one field.

c) Enter a comment about the milestone into the ‘Detailed Description’ field. This is a required
field.

d) Once users have completed entering information in all fields, click the ‘Save All Changes’ button
and they will be returned to the ‘Milestones’ grid.

Add New Milestone

Name
Estimated Completion Date
Actual Completion Date

Detailed Description

SAVE ALL CHANGES

14) Click on the ‘Continue to Submission’ button to proceed with the next step in completing the MPR.

a) If users have made changes but wish to return to the form at a later date, they can close the
task by clicking on ‘Close Task’. When users return to the task all saved changes will display.

Page 317



N

Federal Transit Administration
TrAMS User Guide - Recipient U

Milestones

ADD NEW MILESTONE ‘

Milestone Name Original Estimated Completion Date Revised Estimated Completion Date Actual Completion Date Description

Start Date 12/20/2017 5/10/2018

End Date 9/14/2018 7/1/2018

ELAYFARRe P20 CONTINUE TO SUBMISSION I‘ CLOSE TASK ‘

15) The ‘Submit MPR’ form will be displayed. Use the ‘Back’ button at the bottom of the form if users
wish to return to the previous form. The ‘Save’ button can be used to save the comments entered
into the ‘Submission Remarks’ field. Enter any comments for FTA into the optional ‘Submission
Remarks’ field and then click the ‘Submit to FTA’ button to proceed.

Milestone Progress Report (MPR) | Submit MPR

Recipient Summary
RecipientID 9200 . DUNS 999999995
rganization EIN Number 134146457

Recipient Name TrAMS T

UEI HW4YB

Award Summary

Award Name VA-2020-002-02

Award Name Refrain from using application - For the use of Final Coneurrence User Guide
MPR Reporting Guarterly Award Status  Active Award / Ready for Closeout
Frequency

Milestone Progress Report Summary

Report Type Quarterly MPR Status Work in Progress

jan - Mar), FY 2022 Updated By John TrAMS

Report Period Quarter
Report Due Date 1/14/2022 Updated Date 2/1/2022

Recipient Submission Remarks

submission Remarks

tted to the FTA. if any. certify that it is true, complete. and accurate to the best of their knowledge. They are aware that any false, ficticious, or fraudulen

SUBMIT TO FTA SAVE

infermation may subject them to criminal, civil, or administrative penalties (U.5. Code.

16) The ‘Submitted’ form will be displayed with the following confirmation message: ‘Federal Award ID
Number [FAIN #] MPR for [FY] [Report Frequency] has been submitted to FTA for review.’

Milestone Progress Report | Submitted

[ &P success! |

Federal Award ID Number FL-2013-005-00 MPR for 2018 7 has been submitted to FTA for review.

CLOSE
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17) Click the ‘Close’ button. The system returns users to the ‘Tasks’ tab and the task link will now be
removed from the task list.

5.5 Post-Award Management

Activity conducted after a grant is award is considered post-award management. These activities consist
of budget revision, amendment, reporting and close out.

A budget revision can be initiated by the Recipient for changes to an award, as long as the change does
not include new scope codes or funding amounts. For changes to the scope codes or funding amount,
the Recipient may initiate an amendment. When an amendment has been initiated, TrAMS will send the
request through a full cycle of FTA reviews and approvals similar to the initial grant approval process.
For a change to, modify terms and conditions or make funding adjustments, an FTA user will initiate an
Administrative Amendment.

5.5.1 Budget Revisions

A budget revision is any change to an award that has an impact on the budget allocation of the original
award. A budget revision may be a transfer of funds within a project scope or between existing ALls
within an approved award. It could also include the addition or deletion of an ALI.

The function of a budget revision is to allow the transfer of funds within or across existing project scope
codes and budget activity line items (ALIs), add additional ALIs, or make updates to Application Details
(narrative, performance end date, OMB questions).

5.5.1.1 User Roles

Users with the “Developer” or “Submitter” role can initiate a budget revision.

5.5.1.2 Budget Revision Workflow

Once a budget revision is initiated, the award status is moved to ‘Active / Budget Revision In-Progress’.
No other types of revisions (Amendments or Closeout Amendments) may be initiated until the award is
back in an ‘Active (Executed)’ status.

Budget revisions are reviewed and approved by FTA staff in the Regional Post-Award Manager user role.
FTA may reject the budget revision and return it to the recipient for additional modifications. Following
approval of the budget revision, FTA staff may need to take additional steps within TrAMS to align
obligated funds to the new budget. Upon completion of FTA actions, the award will return to the ‘Active
(Executed)’ status.

The award must be back in Active status before any additional drawdowns can be made against the
revised budget. Recipients should wait three (3) to five (5) business days after budget revision approval
to seek a drawdown.

The following is the general workflow of a budget revision:
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Recipient Creates Budget Revision

Modify and/or Add ALI

Update Award/Project Narratives and Extended Budget Description

Validate All Projects

Validate and Submit to FTA

Post-Award Manager reviews and approves Budget Revision

5.5.1.3 Budget Revision Creation and Submission

5.5.1.3.1 Related Action: Create Budget Revision

To create a ‘Budget Revision’ users must be logged on with the ‘Submitter’ or ‘Developer’ user roles and
the Award must be in the ‘Active (Executed)’ status.

1) Search for the Award on the records tab and click on the Award number to view the Award.

RECORDS

@ Applications / Awards I Recipient Organizations i Disadvantaged Business Enterprise (DBE) $ Financials
Reports

m Applications / Awards

AWARDS APPLICATIONS PROJECTS

© This tab includes obligated, active and closed awards. §* Learn more about the post-award statuses

Q Search TrAMS Contract Awards SEARCH IAWARBSIA'US Active (Executed) o~ I AWARD COST CENTER ) ~ & Y- Z
RECIPIENT | 4 v PREAWARD MANAGER /| ~  POST-AWARD MANAGER -
Award Number Award Name Award Status RecipientID  Recipient Name Award Cost Center Last Modified Date 1 Action
. 8 View-Print Award
FL-2024-016 Application for Reservation Behavior Active (Executed) 9900 TrAMS Transit Organization Region 3 5/6/2024 3:08 PM EDT
P Award Funds Status

2) Click on the ‘Related Actions’ tab then click on the ‘Create Budget Revision’ Related Actions.
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Summary  Award Funds Status Amendments and Budget Revisions Related Actions
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T Award Funds Status
View Award Funds Status - Obligations, Deobligations, Refunds and Disbursements

Create Closeout Amendment
Initiate Close for Active Executed Award

Execution & Award Summary
View Execution Summary and Award Agreement

View-Print Award
Generate View/Print for Award

Create Amendment
Initiate Amendment for Active Executed Award

Create Budget Revision
Initiate Budget Revision for Award

View-Print Budget Change History
Generate View-Print for Budget Revision

Dw | D 4 A

3) Select one or more of the following budget revision reasons (required).
a) Modify FTA Funding Across Existing Scopes
b) Modify FTA Funding Within Existing Scope
c¢) Modify Non-FTA Funding for Existing Scopes
d) Modify Quantities for Existing ALI
e) Modify Period of Performance End Date
4) Provide an explanation for the change
5) Click ‘Create Budget Revision’ to initiate the budget revision process
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Recipient Details

Recipient ID Recipient Name

Award Information

Award with Amendment Number

CA-2023-D34-00

Award Name
CIG Multi-Year
Temporary Application Number
1622.202324

Award Status

Active (Executed)

Budget Revision Guidance

Guidance on Programmatic and Award Management Requirements can be found in FTA Circulars by visiting

https:/fevew transit.dot gow/regulations-and-guidanceffta-circularsifinal-circulars

Budget Revision Information

Budget Revision Reasons*
Modify FTA Funding Across Existing Scopes
Modify FTA Funding Within Existing Scope
Modify Non-FTA Funding for Existing Scopes
Modify Quantities for Existing ALl
Modify Periad of Berformance End Date
Salect one or mare of the above choices

Budget Revision Description

The budget revision will be recorded under the name of.
Revised By Annzlize Recipient

Revised Date 6/11/2025

Review History

‘

Comments [No comments availble]

CANCEL CREATE BUDGET REVISION

If the Current Period of Performance End Date will expire in 30 days or has expired, Recipient users will
see a banner at the top of the form:

6)
7)

8)
9)

Award | Budget Revision Details

Period of Performance Expired: The Current Period of Performance End Date (3/30/2024) is expired. Please reach out to the FTA Bost-Award Manager if assistance is needed

Recipient Details

‘

Recipient ID Recipient Name

Click ‘Cancel’ to return to the ‘Related Actions’ page without creating a budget revision
A success message will be displayed following the successful initiation of a budget revision.

Budget Revision | Created

Federal Award ID Number FL-2018-002-00 budget revision has been created

CLOSE

Select the Close button to return to the Related Actions list.

Once the budget revision has been created, if the user navigates to the Summary tab, the Award
Summary will display as banner that alerts users to an active budget revision in-progress. Some of
the data reflected on the Award record is not yet approved by FTA.
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CA-2023-025 | Bus Station & Rail Rolling Stock
A budget revisssn 1o the sward i3 wntly in-progreii. Soma &n this seresn may et yet be approved snd 1 pending review by FTA. Please navagate to the View/Print Awbrd 16 view the apgroved sward agreemant

Award Overview

Award Name: Bus Station & Rail Rolling Stock

Aweard Status Pre-Award Manager Post-Award Manage

Active { Budget Revision Ebonnee deshields@dot gov

Under Review

Ebannee.deshields@dot.gov

10)

Note: To modify the period of performance end date, use the ‘Related Actions’ tab on the
Application Record and select “Application Details” from the main menu. Enter the period of
performance end date-The end date must be greater than or equal to the Period of Performance
Start Date.

FL-2024-004-00 | UZA Updates Demo
Summary  Points of Contact ~ Application Control Totals  Application Projects

B View-Print Application
Generate View/Print for Application

B Application Details
Edit/View Application Details

E Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

period of Performance a
The pericd of performance s the time during which the recipient or subrecipient may incur obligations to carry out the scope of work authorized under the Award. No costs may be incurred after the pericd of performance end date. All FTA awards must include

period of performance information as required by federal regulation.

Period of Feb 28, 2023
Performance Start

Current Period of | 06/29/20
Performance End
Date Date 5
original Period of Jun 29, 2025 The end date must be greater than or equal to the start date: 2/28/2023
performance End period of 0

Date performance
Revision Number

5.5.1.3.1.1 Error Messages while Creating a Budget Revision

1) If the recipient organization’s SAM status is about to expire in 7 days or has expired, the user will
be presented with a critical error and not be able to create a budget revision unless they renew
their SAM account in SAM.gov.

2) If the recipient organization’s SAM status is about to expire within 30 days, the user will see a
warning message to renew their SAM registration. The user will be able to move forward alt
creating a budget revision.

3) Recipient users may encounter error messages when the active Award has a pending Budget
Revision or a pending amendment. The system will populate an error message indicating the
applicable pending action. For example:
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a. For budget revisions, user can confirm if a pending action by reviewing the related action
menu option View-Print Budget Change History.

MNote: These revisions apply to this amendment only. To see revisions to previous amendments, search for those amendments on the Records tab.
Revision Revision Revision Description Revision Reason Date Created Date Approved
Number Status
S A 2/23/2016 4:20 PM 9/13/2016 2:59 PM

0 Approved New Application New Application EMT+00:00 GMT00:00

12/4/2018 Budget Revision

The purpose of this budget revision
1 pendin is to move a total of $12,000 Modify FTA Funding Within 12/4/2018 7:10 PM

& ($9.600 federal and $2,400 local) Existing Scope GMT+00:00
from ADA Construction 11.93.09 to
ADA Engineering/Design 11.51.09.

b. For amendments, users can determine if a there is a pending action by searching for the
Application without the amendment extension (-00 or 01, etc...). In the example below,
Award 00 is inactive; the active Award is 01 and amendment 02 is in review; once
amendment 02 is approved, amendment 01 will move to the “Active Award/ Inactive
Amendment” status.

@ ~ [
WELCOME MY WORK (13) RECORDS REPORTS
” % View-Print Application
TrAMS Transit 12/23/2020
VA-2021-001-00  Sample Application 9900-2021-4 Application Submitted 9900 o Region 3 e % Application Documents
¥ Application Details
% View-Print Application
VA-2020-005-00 Application for the User Guide 9900-2020-9 FAIN Assigned / 9900 TrAMS Transit Region 3 7/10/2020 2:48 % Application Documents
Screenshots Ready for Submission Organization PM EDT
% Application Details
N 4% View-Print Application
1. 131
VA-2020-004-02  User Guide Test 9900-2020-7 Active Awdrd/ Ready S foone LM Tansi Regiona: | Z2ROAIIBN o S eation Doctiments
for Closeout Organization PM EST
% Application Details
i % View-Print Application
TrAMS Transit 11/22/2021 3:07
VA-2020-004-01 User Guide Test 9900-2020-7 Active (Executed) 9900 3 tans Region 3 % Application Documents
Organization PM EST
4% Application Details
s : - % View-Print Application
VA-2020-004-00  User Guide Test 9900-2020-7 B 9900 UL SUETEL Region3 0172020650y jication Documents
Inactive Amendment Organization PM EDT
% Application Details
. § % View-Print Application
VA-2020-003-01  User Guide Project 9900-2020-5 Transmided/Ready: | .q900 TAMS Treinsic Region3  oNO021957 4 iiication Documents
for FTA Review Organization PM EDT v
% Application Details
. . % View-Print Application
VA-2020-003-00  User Guide Project 9900-2020-5 Active (Executed) 9900 TrAMS. Transl( Region 3 St20204.29 % Application Documents
Organization PM EDT . ;
4 Application Details
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4) The information in the ‘Award | Budget Revision Details’ form can be modified as several points
during the creation and during the review process. The grantee will be presented with the same
form again prior to submission and can be edited at that time.

5) Users should be aware of the below:
i) The ‘Budget Revision Reasons’ field requires at least one selected check box

ii) The Budget Revision Description field does not accept certain special characters; it is best to
avoid bullets and $ signs.

iii) The Budget Revision Description will display in the Budget Revision View Print History Grid
once created. The information should be concise. It is preferred that the detailed budget
revision information is incorporated into Executive Summary.

iv) If there is a pending action on the Award, the grantee will not be able to create a new
budget revision until the prior action is completed or deleted.

5.5.1.3.2 Related Action: Budget Revision Activity Line Items

When modifying Budget Activity Line Items (ALIs) in TrAMS, the display fields and options available vary
slightly for Applications that were originally created in TEAM or TrAMS. Separate sections are included
to address the different business rules that apply to TEAM and TrAMS Awards.

5.5.1.3.2.1 Budget Revision Activity Line Items (TrAMS Award)
To modify the budget ALIs for an Application
1) Select the Related Actions tab from the Application or Award Record.

2) Click the ‘Budget Revision Activity Line Items’ option.

Budget Revision Activity Line Items
Modify Budget Activity Line Items for Budget Revision

3) The ‘Manage Budget Revision Activity Line Items and Milestones’ form will be displayed. The AlLls
associated with the Application are shown in the ‘Existing Line Items’ section.

4) At any point, users may click the ‘Close’ button to return to the ‘Related Actions’ menu without
saving any changes.
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Application | Manage Budget Revision Activity Line Items and Milestones

Recipient Details

|

Recipient ID Recipient Name
99008 TrAMS Transit Organization

Amendment Information

|

Award with Amendment Number Award Name

FL-2024-001-01 Test Application for Talking Points/Congressional Release Date/FON & FOG
Temporary Application Number Award Status

9900-2023-40 Active / Budget Revision In-Progress

|

Funding Summary

Funding Source t FTA Amount - Award Difference FTA Amount - Budget Revision
5339 - Buses and Bus Facilities Competitive $1,000.00 $0.00 $1,000.00
) edit a line item, dlick on the checkbox for the line item and a new section will appear below with line item and milestone detail
Project Number Scope Name Custom Line Item Name Activity Type Award FTA Amount Revised FTA Amount Award Total Eligible Cost Revised Total Eligible Cost
FL-2024-001-01-01 571-00 SAFETY ~ ADMINISTRATIVE EXPENSES Safety $0 $10 $0 $10
FL-2024-001-01-01 571-00 SAFETY  TECHNICAL ASSISTANCE Safety $1,000 3990 $1,000 $990

ADD LINE ITEM |jale}3d

5) Add new AlLls to an existing Project

a) Click on the ‘Add Line ltem’ button

FL-2024-001-01| Project Selection for Add Line Item

To Which Project Should the Line item Be Added?

FL-2024-001-01-01 - Project One -

CONTINUE

<

b) The ‘Project Selection for Add Line Item’ form will be displayed. Use the provided drop-down
menu to select a Project to add ALls to and then click the ‘Continue’ button.

c) The ‘Add New Budget Activity Line Items (ALIs)’ form will be displayed.
d) Click the ‘+Add Item’ link to begin adding a new line item.

Note: The available selection of scope codes and funding sources for any new ALIs added to the
Project(s) during the budget revision will be limited to selections made in the latest approved
Award.
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Project Details
Project Number Project Name
FL-2024-001-01-01 Project One

Existing Budget Activity Line Items (ALls)

‘

Status Scope Code / Scope Name Activity Type Line Item Number / Line Item Name 1
Completed 571-00 SAFETY SAFETY 57.10.03 TECHNICAL ASSISTANCE
In-Progress 571-00 SAFETY SAFETY 57.10.02 ADMINISTRATIVE EXPENSES

New Budget Activity Line Items (ALIs)

|

Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

No items available

+Add Item

6) Clicking the ‘Cancel’ button will return users to the ‘Manage Budget Revision Activity Line Items
and Milestones’ form without saving any changes. The system will provide a warning prompt for
confirmation before returning users to the previous screen.

7) The ‘New Budget Activity Line Items (ALls)’ section will create a new grid row and display
selectable fields each time the ‘+Add Item’ link is clicked. Click the ‘DEL’ link if users wish to delete
an ALl that they added to the grid.

Existing Budget Activity Line Items (ALIs)

‘

Status Scope Code / Scope Name Activity Type Line Item Number / Line Item Name t
Completed 571-00 SAFETY SAFETY 57.10.03 TECHNICAL ASSISTANCE
In-Progress 571-00 SAFETY SAFETY 57.10.02 ADMINISTRATIVE EXPENSES

‘

New Budget Activity Line Items (ALIs)

Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

- - » DEL
‘You must select a scope, activity type and item name for each line item in the grid before saving

+Add Item

m FINISH || CANCEL

8) Select a Scope Code from the drop-down menu provided under the ‘Scope Code / Name’ field.

a) Select an activity type for the selected scope from the drop-down menu provided under the
‘Activity Type’ field.

b) Select aline item name or number from the drop-down menu provided under the ‘Line Item
Number/Line Item Name’ field

c) Click the ‘Finish’ button to add all new ALIs that have been completed to the Project and return
to the ‘Manage Budget Revision Activity Line Items and Milestones’ form.
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|

Existing Budget Activity Line Items (ALls)

Status Scope Code / Scope Name Activity Type Line Item Number / Line Item Name 1
Completed 571-00 SAFETY SAFETY 57.10.03 TECHNICAL ASSISTANCE
In-Progress 571-00 SAFETY SAFETY 57.10.02 ADMINISTRATIVE EXPENSES
Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name
< 571-00 SAFETY ~  SAFETY « 57.10.05 CONSULTANT SERVICES * DEL
+Add ltem

FINISH || CANCEL

9) To update new or existing budget ALls for a Project:

a) Select the check box for an ALl to modify from the grid under ‘Existing Line ltems’. The form will
expand below the grid to include the following sections for the selected line item:

e ‘Line Item Scope’

e ‘Line Item Details’

e ‘FTA Funding Information’

e  ‘Non-FTA Funding Information’
e ‘Rolling Stock Information’

e ‘Milestones’

b) Update the Line Items as needed

ToTveT ST oo ST SRTETT D e T e 5 o oo TTooe oo

FL-2024-001-01-01 571-00 SAFETY Safety 30 $0 $0 $0

SAVE LINE ITEM DELETE LINE ITEM CANCEL

Line Item Scope: 571-00 SAFETY

|

Line Iitem #
57.10.05

Standard Line Item Name

Consultant Services

Custom Line Item Name
CONSULTANT SERVICES

Activity Type

Safety

Line Item Details

|

Quantity

Note: There is no longer a ‘Zero Out Line Item’ button. If users need to bring an ALI down to a
zero dollar amount. Enter a ‘$0’ into the field. (Do not simply wipe out the amount, they must
replace the amount with a zero dollar amount.) To support the reduction in ALI, type a
notation in the Extended Budget Description section. The milestones can be corrected with
actual dates during the next reporting cycle referencing this revision action.

10) Update the ‘Line Item Scope’ section as needed:
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a) Update the line item’s name in the ‘Custom Line Item Name’ field, if needed.

|

Line Item Scope: 571-00 SAFETY

Line Item #

57.10.05

Standard Line Item Name

Consultant Services

Custom Line Item Name
CONSULTANT SERVICES

Activity Type

Safety

11) Update the ‘Line Item Details’ section as needed:

a) Update the quantity in the ‘Revised Quantity’ field with the desired number. This is an integer
field and must be a whole number.

b) Update the original extended budget description in the ‘Updated Extended Budget Description’
field with the desired text.

c) Select either the Yes or No option to respond to the question, “Will 3rd Party contractors be
used to fulfill this activity line item?”

Line Item Details

‘

Quantity
2
Extended Budget Description

Tcsd

3rd Party Details

‘

Will 3rd Party contractors be used to fulfill this activity line item?
Yes, 3rd Party Contractors will be used for this line item.

© No, 3rd Party Contractors will not be used for this line item.

12) Update the ‘FTA Funding Information’ section as needed:

a) Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Total Eligible
Cost’ field will update accordingly.

FTA Funding Information
FTA Funding Source
5339 - Buses and Bus Facilities Competitive -

FTA Funding Amount

$20|

13) Update the ‘Non-FTA Funding Information’ section as needed:

a) Update any existing values in fields with the desired amounts. These are all integer fields and
must be whole numbers. The ‘Revised Total Eligible Cost’ field will update automatically.
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i) If the budget revision changes the local match ratios, the overall Award level control totals
and subsequent FFR will NOT update automatically as it does on the ALl level. Consider an
Amendment.

Non-FTA Funding Information v
Local Share Amount
S0
Local/In-Kind Share Amount
50
State Share Amount
$10
State/In-Kind Share Amount
$20
Other Federal Share Amount
51
Adjustment Amount
$5
Transportation Development Credit
520

Total Eligible Cost
$51

Note: The ‘Rolling Stock Information’ section is only shown when a rolling stock line item exists in
the Project with a selected activity line item.

14) Update the ‘Rolling Stock Information’ section as needed:

a) Select a vehicle condition from the drop-down menu provided for ‘Vehicle Condition’.
b) Enter a vehicle size into the ‘Vehicle Size’ field.
c) Select the vehicle’s fuel type from the drop-down menu provided under the ‘Fuel’ field.

Rolling Stock Information
Vehicle Condition Ful

sed - Bigdiese -

Vehicle Size

15) The ‘Milestones’ section will be read-only if an existing line item is selected. Users cannot update
existing milestones during a budget revision.

ADD NEW MILESTONE

Name Estimated Completion Date 1 Description
Start Date 6/19/2025

End Date 11/1/2025

DT I | DELETE LINE ITEM || CANCEL
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16) Update the ‘Milestones’ section if users have selected a new ALl that was added to the budget
revision. Update the Milestones’ section if users have selected a new ALl that was added to the
budget revision.

17) Once users have completed all the sections related to the selected ALl from the grid, they will
have the following options:

a) Click on the ‘Save Line ltem’ button to save all information for the selected ALl and click
‘Close’ button to return to the ‘Manage Budget Revision Activity Line Items and Milestones’
form, or

ADD NEW MILESTONE

Name Estimated Completion Date 1 Description
Start Date 6/19/2025

End Date 111172025

LU S | OELETE LINE ITEM || CANCEL

Line Item | Click Close Button to Save

X |

Click Close button to save line item and return to budget activity line items form

CLOSE I

b) Click on the ‘Delete Line Item’ button to delete the selected ALl from the Project. This is only
applicable to ALls that were created during this budget revision.

ADD NEW MILESTONE

Name Estimated Completion Date 1 Description
Start Date 6/19/2025

End Date 111172025

DT IV DELETE LINE ITEM || CANCEL

c) Click on the ‘Cancel’ or ‘Close’ button to exit out of the form without saving changes for the
selected ALI. Users will be returned to the ‘Related Actions’ menu.
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You will lose your changes if you close now. Are you sure you
want to close?

NO

18) Repeat previous steps to update the remaining ALls in the grid as needed. The status for each ALI
will change from ‘In-Progress’ to ‘Complete.’ The status of ‘Complete’ is required for all ALls on the
Project in order to validate and mark the Project as ready for FTA review.

19) Any new ALl must be associated with an environmental finding.
5.5.1.3.2.2 Budget Revision Activity Line Items (TEAM Award)
To modify the budget ALls for a TEAM Award:

1) Select the Related Actions tab, and

2) Click ‘Budget Revision Activity Line Items’ from the menu options.
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Application | Manage Budget Revision Activity Line Items and Milestones
Recipient Details

Recipient D Recipient Name
0= AHGELES, CITY

BAwvard Summary

Recipient Name Award Name
LOAS AMGELES, CITY OF Bus Replacement and Sec. Lighting

Recipient D Federal Award |0 Nwmber [FAIN)

Funding Summary

Funding Saurce 1 FTA Arnount - Award Difference FTA Amaunt - Budget Revision

Existing Line Items

Frogect
Mumner

Aveard FTA Rovised FTA Awrard Tota Reyised Tota

Activity Type
T b Amaurit Amaurt Eligitile Cost Eliginle Cost

Soope Mame f Code

""" EUS - ROLLIN 1,485 4
111.00 BUS Ly £4,H01 40000 £5,001,000.00 £6,001 00000
100 ERMIM AL -

ADD LINE ITEM

3) The ‘Manage Budget Revision Activity Line Items and Milestones’ form will be displayed. The ALls
associated to the Project are listed and displayed in grid format under the ‘Existing Line ltems’
section.

Note: At any point, users may click the ‘Close’ button to return to the ‘Related Actions’ menu
without saving any changes.
4) Click on the ‘Add Line Item’ button to add ALls to this Project.

5) The ‘Project Selection for Add Line Item’ form will be displayed. Use the provided drop-down menu
to select a Project to add AlLls to and then click the ‘Continue’ button.

VA-2020-001-00| Project Selection for Add Line Item

To Which Project  VA-2020-001-01-00 - User Guide Testing -
Should the Line Item
Be Added?

CONTINUE
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6) The ‘Add New Budget Activity Line Items (ALIs)’ form will be displayed. Click the ‘+Add Item’ link to
begin adding a new line item. Note that the selection of scopes and funding sources for any new
AlLls added to the budget revision’s Project will be limited to selections made in the original Award.

Project | Add New Budget Activity Line Items (ALIs)

You can add up to ten {10} line items at a time. Click ™

to save your current line items and add more. Click "Finish" ta save your current line items and return to previous form.

vExisting Budget Activity Line ltems (ALIs)

Status Scope Code / Scope Name Activity Type Line Item Number / Line ltem Name 1
Completed 111-00 BUS - ROLLING STOCK BUY REPLACEMENT COMMUTER BUS 11.12.07 BUY REPLACEMENT COMMUTER BUS

Completed 113-00 BUS - STATION/STOPS/TERMINALS CONSTRUCT - FURNITURE & GRAPHICS 11.33.08 CONSTRUCT - FURNITURE & GRAPHICS

Completed 113-00 BUS - STATION/STOPS/TERMINALS CONSTRUCT - FURNITURE & GRAPHICS 11.32.08 CONSTRUCT - FURNITURE & GRAPHICS

Completed 111-00 BUS - ROLLING STOCK BUY REPLACEMENT COMMUTER BUS 11.12.07 BUY REPLACEMENT COMMUTER BUS

New Budget Activity Line Items (ALIs)

Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

No items available

+Add Item

FINISH || CANCEL

7) Clicking the ‘Cancel’ button will return users to the ‘Manage Budget Revision Activity Line Items and
Milestones’ form without saving any changes. The system will provide a warning prompt for
confirmation before returning users to the previous screen.

8) The ‘New Budget Activity Line Items (ALls)’ section will create a new grid row and display selectable
fields each time the ‘+Add Item’ link is clicked. Click the ‘DEL’ link if users wish to delete an ALl that
they added to the grid. (A validation message appears indicating that all three fields must be
completed before the form can be saved).

Project | Add New Budget Activity Line Items (ALIs)

You can add up ta ten (10) line items at a time. Click "Save” to save your current line items and add more. Click "Finish” to save your current line items and return to previous form.

vExisting Budget Activity Line Items (ALIs)

Status Scope Code / Scope Name Activity Type Line Item Number / Line Item Name 1
Completed 111-00 BUS - ROLLING STOCK BUY REPLACEMENT COMMUTER BUS 11.12.07 BUY REPLACEMENT COMMUTER BUS

Completed 113-00 BUS - STATION/STOPS/TERMINALS CONSTRUCT - FURNITURE & GRAPHICS 11.33.08 CONSTRUCT - FURNITURE & GRAPHICS

Completed 113-00 BUS - STATION/STOPS/TERMINALS CONSTRUCT - FURNITURE & GRAPHICS 11.33.08 CONSTRUCT - FURNITURE & GRAPHICS

Completed 111-00 BUS - ROLLING STOCK BUY REPLACEMENT COMMUTER BUS 11.12.07 BUY REPLACEMENT COMMUTER BUS

A New Budget Activity Line ltems (ALls)
Line Item Number / Line Item Name

Status  Scope Code / Scope Name Activity Type

+Add Item

You must select a scope, activity type and item name for each line item in the grid before saving

m FINISH || CANCEL
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9) Select a scope code from the drop-down menu provided under the ‘Scope Code / Scope Name’ field.

10) Select an activity type for the selected scope from the drop-down menu provided under the ‘Activity
Type’ field.

11) Select a line item name or number from the drop-down menu provided under the ‘Line Item
Number/Line Item Name’ field (The validation message disappears and a checkmark appears in the
status box which indicates that the form can be saved and the user can move forward).

12) Click the ‘Finish’ button to add all new ALls that have been completed to the Project and return to
the ‘Manage Budget Revision Activity Line Items and Milestones’ form.

To update new or existing budget ALls for a Project:

13) Select the check box for an ALl users wish to modify from the grid under ‘Existing Line Items’. The
form will expand below the grid to include the following sections for the selected line item:

a) Line Item Scope

b) Line Item Details

c) Funding Information

d) Rolling Stock Information
e) Milestones’

Note: There is no longer a ‘Zero Out Line Item’ button. If users need to bring an ALI down to a zero
dollar amount. Enter a ‘$0’ into the field. (Do not simply wipe out the amount, they must
replace the amount with a zero dollar amount.) Add notations in the extended budget
description. The milestone can be corrected with actual dates during the next reporting cycle
referencing this revision action.

14) Update the ‘Line Item Scope’ section as needed:

a) Update the line item’s name in the ‘Custom Line Item Name’ field with the desired text.

Line Item Scope: 111-00 BUS - ROLLING STOCK

Line ltem #
111207
Standard Line ltem Mame

Buy Replacerment Commuter Bus

Custom Line ltem Name
Buy Replacement Commuter Bus (lalg119)

Activity Type

Buy Replacerment Commuter Bus

15) Update the ‘Line Item Details’ section as needed:
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a) Update the quantity in the ‘Revised Quantity’ field with the desired number. This is an integer
field and must be a whole number.

b) Update the original extended budget description in the ‘Updated Extended Budget Description’
field with the desired text.

c) Select either the Yes or No option to respond to the question, “Will 3rd Party contractors be
used to fulfill this activity line item?”

Line Item Details

Quantity

Extended Budget Description

Test

Will 3rd Party contractors be used to fulfill this activity line item?
Yes, 3rd Party Contractors will be used for this line item.

@ Mo, 3rd Party Contractors will not be used for this line item.

16) Update the ‘Funding Information’ section as needed:

TEAM-created Applications will only display fields for Award FTA Funding Amount, Award Non-FTA
Amount, and Award Total Eligible Cost. Only the FTA Funding Amount and Total Eligible Cost fields are
editable in a Budget Revision for a TEAM Award.

a) Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Non-FTA
Amount’ field will update accordingly.

b) Update the original Award’s total eligible cost in the ‘Revised Total Eligible Cost’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Non-FTA
Amount’ field will update accordingly.

Funding Information

FTA Funding Source FTA Funding Source
43 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward) 9 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward)

Award FTA Funding Amount
Revised FTA Funding Amount

§1,191,762.00

Award Non-FTA Amount $1,191,964.00

5257,440.00 Revised Non-FTA Amount

Award Total Eligible Cost $297,036.00

51.489,202.00 Revised Total Eligible Cost
$1,485,000.00

17) Update the ‘Rolling Stock Information’ section as needed:

a) Select a vehicle condition from the drop-down menu provided under the ‘Vehicle Condition’

field.
b) Enter a vehicle size into the ‘Vehicle Size’ field.
c) Select the vehicle’s fuel type from the drop-down menu provided under the ‘Fuel’ field.
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Rolling Stock Information

Vehicle Condition Fuel

New - Compressed Natural Gas -
Vehicle Size
Note: The ‘Rolling Stock Information’ section is only shown when a rolling stock line item exists in

the Project and has been selected.

18) The ‘Milestones’ section will be read-only if an existing line item is selected. Update the ‘Milestones’
section if users have selected a new ALI that was added to the budget revision.

Milestones
Name Estimated Completion Date I Description
Start Date 2172018
£nd Date

Milestone Details

Milestone Name m| DELETE MILESTONE H CANCEL |
End Date

Estimated Completion Date

Milestone Description

19) Once users have completed all the sections related to the selected ALI from the grid, they will have
the following options:

a) Click on the ‘Save Line Item’ button to save all information for the selected ALl and return to the
‘Manage Budget Revision Activity Line Items and Milestones’ form, or

Line Item | Click Close Button to Save

Q suc |

Click Close button o save line item and return to budget activity line items form.

b) Click on the ‘Delete Line Item’ button to delete the selected ALI from the Project. This is only
applicable to ALls created during this Budget Revision.
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Milestones
ADD NEW MILESTONE
[l MName Estimated Completion Date 1 Description
| StartDate 27172018 Test
[] EndDate 5/1/2018 Test

ﬂi! i iﬂaﬁ. DELETE LINE ITEM | CANCEL
|

Note: There is no longer a ‘Zero Out Line Item” button. If users need to bring a ALI down to a zero
dollar amount. Enter a ‘$0’ into the field. (Do not simply wipe out the amount, they must
replace the amount with a zero dollar amount.) Add notations in the extended budget
description. The milestone can be corrected with actual dates during the next reporting cycle
referencing this revision action.

AU ANy =" | DELETE LIME ITEM || CAMCEL LSRN | JERO OUT LIMNEITEM || CAMCEL

or

c) Click on the ‘Cancel’ button to exit out of the form without saving changes for the selected ALI.
Users will be returned to the ‘Related Actions’ menu.

You will lose all changes if you cancel. Are you sure you wsnt to
cancel?

o

20) Repeat previous steps to update the remaining ALls in the grid as needed. The status for each ALI
will change from ‘In-Progress’ to ‘Complete.’ The status of ‘Complete’ is required for all ALls on the
Project in order to validate and mark the Project as ready for FTA review.
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5.5.1.3.3 Related Action: Current Budget Change Log
To view the most current Budget Change Log for a budget revision:

1) From the Application or Award record, select Related Actions tab
2) Select the ‘Current Budget Change Log’ related action from the menu

Current Budget Change Log
View Budget Change Log for Award

3) The ‘Budget Revision | Budget Change Log’ form will display in read only.
a) It will only display the individual ALIs which were modified, and the change amounts.

b) The Change log will display the cumulative amounts by Scope Code (this is not the source to
determine if it satisfies FTA guidance for a budget revision or amendment).

c¢) The Award Funding Summary must have a zero difference.
4) Click the ‘Close’ button to return to the ‘Related Actions’ menu.

Note: The Change Log only displays while the budget revision is available through FTA’s review.
Once approved, the change log is no longer visible to the recipient or FTA.
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Budget Revision | Budget Change Log

Recipient Details

Recipient ID
1844

Award Details
FAIN

C4-90-225%.01

Temp App Number

Recipient Name
LOS ANGELES, CITY OF

Award Name
Bus Replacement and Sec. Lighting

Award Status

CA-90-7255-00 Active / Budget Revision In-Progress
Award Funding Summary
Funding Source FTA Funding Amount - Award Difference FTA Funding Amount - Current
49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward) £5,061,400.00 $0.00 $5,061,400.00
Application Scope Funding Cumulative Change Log
Scope Scope Name Funding Source FTA Funding Amount - Difference FTA Funding Amount - Cur?r.ent Cumulative Percent
Code Award Revision Change
- 48 USC 5307 - (MAP 21) Urbanized Area - r 1A PP
r - N v B0 [3 B0 0.01%
11100 BUS - ROLLING STOCK Formula (FY2013 and forward) $4,801,000.00 $400.00 $4.801,400.00 0.01%
BUS- 49 USC 5307 - (MAP 21) Urbanized Area . . -
413 i 260, . 760, 015%
00 STATION/STOPS/TERMINALS Formula (FY20713 and farward) $26040000 | $-400.00 $260,000.00 e
Line Item Change Log
Project Number Scope Line Item Previous Quantity Difference Current Revision Quantity Previous FTA Amount Difference Current Revision FTA Amount

No items available

5.5.1.3.4 Related Action: View-Print Budget Change History

Recipients may review past budget revisions by selecting the ‘View Print Budget Change History’ under
the Related Actions tab.

1) Go to the Award record or Application record Related Actions tab.
2) Click ‘View-Print Budget Change History’ from the menu options.

View-Print Budget Change History
Generate View-Print for Budget Revision

=]

3) Select the checkbox for the budget revision to review and click the ‘View Print’ button.
Note: Revision number ‘0” is the original Award or the initial budget of an approved amendment.

The status will be pending until FTA approves the revision request. If the budget revision status is

approved, confirm that the latest amendment is Active (Executed) to determine if the overall Award
is in Active Status.
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Application | View/Print Budget Change History for CA-90-2259-01

Select a revision record frem the grid and click the ' View/Print ' button to View/Print the Change Histary for that revision
Mote: These revisions apply to this smendment enly. To see revisions to previeus amendments, search for those amendments on the Records tab
Revision Number 1 Revision Status Revision Description Revision Reason Date Created Date Approved
FTA Funding Within Existing Scope;Modify
a Approved Original Budget sting ALI;Modify FTA Funding Across ~ 5/6/2016 11:57 AM EDT 1/24/2017 1:36 PM EST
1 Approved Modify FTA Funding Within Existing Scope 9/5/2077 1:21 PM EDT 3/27/2018 11:34 AM EDT
2 Approved test Modifyy FTA Funding Across Existing Scopes 8/3/2018 1:21 PM EDT 5/10/2018 4:28 PM EDT
3 Approved Changing local amount Maodifyy Non-FTA Funding for Existing Scopes 8/10/20128 12:24 PM EDT 8/10/2018 3:10 PM EDT

4 Pending Test Meodify FTA Funding Within Existing Scope 5/13/2018 10:41 AM EDT

Siterns

CLOSE VIEW/PRINT

4) Click on the ‘View Print Budget Revision — [FAIN]" hyperlink to see the changes made during the
budget revision.

View/Print Budget Revision

Printable Budget ‘iew Print Budget Revision - CA-50-2255-01
Revision

CLOSE

5) Click the ‘Close’ button to return to the ‘Related Actions’ menu.
Note: The format for the view print will be dependent on the browser users are using. Users may
need to format the document to landscape and legal to more easily see information displayed.
5.5.1.3.5 Related: Action: Modify Budget Revision Details

At any point after having initiated a budget revision and while the Award status is ‘Active/Budget
Revision In-Progress’, the recipient may modify the Budget Revision Details information.

To modify the Award details as part of a budget revision:
1) Go to the Award record or Application record Related Actions tab

2) Click the ‘Modify Budget Revision Details’ from the menu options.

2 Modify Budget Revision Details
E' Allows a user to change the reason for a budget revision

3) The ‘Budget Revision Details’ form will be displayed.
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Award | Budget Revision Details

Award Summary
Recipient Name STATE OF SOUTH DAKOTA DEPARTMENT OF TRANSPORTATION

Recipient ID 1150 Award Number S

Budget Revision Guidance

regul
Budget Revision Information
-

Revised Date 5

Review History

Comments [Mo comments available

4) Edit any previously entered details for the budget revision, such as Budget Revision Information or
the Budget Revision Description section.

5) Click the ‘Submit’ button to save changes and be returned to the ‘Related Actions’ menu.

6) At any point, users may click the ‘Cancel’ button to return to the ‘Related Actions’ menu without
saving any changes.

5.5.1.3.6 Related Action: Validate and Submit Budget Revision

Before users can validate and submit the budget revision, be sure that all associated Projects have been
successfully validated. Validation checks are used to confirm all parts of the action are complete. The
system will identify what needs to be corrected when attempting to submit the budget revision.

The recipient with the ‘Submitter or Developer’ role may submit the budget revision to FTA for review
and approval.

1) Go to the Award record or Application record Related Actions tab

2) Click ‘Validate and Submit Budget Revision’

Validate and Submit Budget Revision
Validate and Submit Budget Revision to FTA for Review

3) Step 1 of the Budget Revision submission, the system will give user an opportunity to update Project
specific information (Narratives, Environmental Findings, or Documents) before proceeding to
Submission. Users can click on the hyperlink of the Project to proceed to the record and make
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changes. If users already made all corrections, click ‘Continue with Submission’ button to proceed
to the next submission step.

Records | Applications / Awards

FL-2016-003-00 | Test Application for User Guide

Summary Points of Contact  Application Control Totals Application Projects QRN Related Actions

Budget Revision | Update Project Info? (Step 1 of 3)

I you would like to updarte project-specific information before proceeding such as MNarratives, Environmental Findings, or Documents, click on the project name below to be re-directed to that project’'s Summary
page.

Ortherwise, dlick the 'Continue with Submission' button to move forward.

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By

FL-2016-003-01-00 Project 1 $1,000 Jun 16, 2016 Submitter] TRAMS

CANCEL CONTINUE WITH SUBMISSION

If any of the projects are not validated, then the validation errors will be displayed, and users will
be able to validate the project from the grid.

Budget Revision | Validation Results

Award summary <

Recipient 1D 9900 Reciplent Name TraMs Transit Organization
Award Number FL-2024-024-00 Award Name Reassign module 7

|

Critical Issues

The budget revision cannot be submitted to FTA for review until these errors are corrected:

© | - The following projects in this application have not passed Project Validation:

FL-2024-024-01.00

Please validate all projedts in the application before continuing (Project Record, Validate Project Related Action).

|

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By validated? Action

FL-2024-024-01-00 Reassign module 7 520 Nov 14, 2024 Annelise Cantrel 0

CLOSE

Click on the validate project link to validate the project without navigating to the application record.
The Project Validated screen will be displayed.
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Project | Validated

[©o= ]

Project Number FL-2024-024-01-00 has been successfully validated

Click on the ‘Close’ button to return to the Budget Revisions Validation screen

Summary  Award Funds Status  Amendments and Budget Revisions [EEEEIERFNTNY

Budget Revision | Validation Results

Award Summary
RecipientID 9200 Recipient Name TrAMS Transit Organization

Award Number FL-2024-024-00 Award Name Reassign module 7

Critical Issues

The budget revision cannot be submitted to FTA for review until these errors are corrected:

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By validated? Action
FL-2024-024-01-00 Reassign module 7 520 Nov 14, 2024 Annelise Cantrell 0 No Action Needed

CLOSE

Click ‘Close’ button to go back to the Award Related Actions. Then click on the Validate and Submit
Budget Revision related action again to return to Step 1.

In Step 2, the system asks the user if the budget revision will change the size or physical
characteristics of the activity line items. Users are confirming that this question satisfies FTAs
Circular 5010 guidelines for a budget revision. Users must select either Yes or No to the question
and click ‘Continue with Submission’.
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FL-2016-003-00 | Test Application for User Guide =P

Summary Pointsof Contact ~ Application Control Totals Application Projects WV Related Actions

Budget Revision | Change Size or Physical Characteristics? (Step 2 of 3)

Will this budget revision change the size or physical characteristics of the items in the activity line items? *
Yes

No

CAMCEL || BACK 'CONTINUE WITH SUBMISSION

5) In Step 3, the system allows the user to review the budget revision details and make final edits to
the Revision Reason and Revision Description fields. The user may enter remarks into the
‘Submission Remarks’ field. (These remarks will be viewable by the FTA Post-Award Manager when
the Budget Revision is received).

Summary  Fointsof Contact  Application Control Totals  Application Projects [l ]

Budget Revision | Submit Budget Revision (Step 3 of 3)

Award Summary

Recipient 1D 1150 Recipient Name STATE OF SOUTH DAKOTA DEPARTMENT OF TRANSPORTATION

Award Number 5D-2025-038-00 Award Name Rolling Stock App
Budget Revision Summary

Revision Status Pending Created Date May

Revision Number 1 Created By sddor.sub,

*Revision Reasons [ Modify FTA Funding Across Exising Scopes
Modify FTA Funding Within Existing Scope
Modify Non-FTA Funding for Existing Scopes
Modify Quantities for Existing AL

Wadiify Period of Performance End Date

Revislon Description  Test

£
Budget Revision Funding Summary
Funding Source FTA Amount - Original Award Difference FTA Amount - Budget Revision
5307 - Urbanized Area Formula Grants (CARES Act) $70.00 $0.00 $70.00

Recipient Remarks

subrmitted to FTA, the submitter and the individuals providing the informatian to FTA, if any, certify that it is true, complete, and sccurate ta the best of their knowledge. They are sware that any false, fictitious, or fradulent infarmation may subject them to criminal, ciil, or
Ities. (US Code, Title 18, Section 1001)

Submission Remarks

Submitted By Subritter] SDDOT

Submitted date May 8, 2023 5:40 PM
Review History

Comments

CANCEL || BACK (CONTINUE WITH SUBMISSION

5.5.1.3.6.1 TrAMS Validation Messages
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The following table provides the system validation messages shown by TrAMS for the above Related

Action.

Budget Revision Validation

Message Text

Reason

Critical Issues - The budget revision cannot be submitted to FTA for review until these errors are corrected.

“The budget revision does not have a difference
amount of S0 for the following FTA funding
sources. The FTA funding amounts included in the
Award must remain the same in a budget
revision.

<grid of FTA funding sources on Application>"

The FTA funding source amounts for the budget
revision do not equal the approved Award
amounts (difference is not equal to $0).

“The following Projects in this Application have
not passed Project Validation:

<list of incomplete Project Numbers>

Please validate all Projects in the Application
before continuing (Project Record, Validate
Project Related Action).”

The Projects associated to the budget revision
Application have not been validated.

“Your organization's SAM registration status is
Expired (Expiration Date: <SAM expiration date>).
Please visit the SAM website to update your
organization's registration status.”

Your recipient organization’s SAM status has
expired and needs to be renewed within SAM.gov

5.5.1.4 FTA Review of Submitted Budget Revisions

The FTA awarding office will review budget revisions and either approve or disapprove the request.

FTA may return the budget revision request to the recipient for additional information or corrections. If
returned, the revision will revert to ‘Active / Budget Revision In-Progress’ status in the system.

Once the revision is approved, FTA must complete either a scope code transfer (TrAMS Award) or FPC
transfer (TEAM Awards) to complete the financial transaction of the budget revision, if appropriate.

Once the FTA office has approved the Budget Revision, and completed the financial action, the award

will return to an ‘Active (Executed)’ status.

Recipients are reminded to wait at least three to five business days after approval to ensure the financial
transactions have passed through all of FTAs financial management systems (FMS).

5.5.1.5 Additional Ways to Check the Change in Period of Performance End Date

If the Budget Revision is created to modify the Period of Performance End Date, the user can check the
following sections that displays ‘Period of Performance End Date’ in the read-only format.
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From within both the Application and Award record, the user can view the Period of Performance End
Date via the:

1) Summary dashboard

FL-2024-001 | Test Application for Talking Points/Congressional Release Date/FON & FOG

ge008 TrAMS Transit Organization
SAM Expiration Date SAM status
09/28/2025 ACTIVE

Executive Summary

|

gue penatibus non. Vel quam vulputate felis tincidunt luctus ligula integer quis habitasse pellentesque, hac magna lobortis tempus tortor laoreet Neque consequat montes
nec varius eleifend, quis massa ac turpis ligula placerat, suspendisse vivamus a sociis volutpat rutrum. Class fringilla posuere cursus gravida tortor a potenti, taciti

Conubia rhoncus taciti nostra erat eget vehicula tempus aenean nullam, tempor nam fusce dis
himenaeos, varius quisque sociosqu ter mus metus massa proin lectus. Elementum malesuada vel lectus
eget pulvinar odio morbi himenaeos nec, cras ullamcorper iaculis platea venenatis ligula.

|

Award Description

Purpose
Potenti viverra dapibus orci egestas Senectus magna aliquet risus, conubia eget curae mus erat tortor dui tincidunt vulputate, porttitor fringilia bibendum fac
congue sollicitudin hendrerit nec ut mattis viverra varius, arcu netus purus pulvinar rutrum lacus tempor parta. Etiam convallis sodales parturient nam egestas. magna pulvina

fermentum eros posuere. Scelerisque habitasse urna curae pharetra magna sapien ullamcorper eleifend ante
vel commodo vulputate illa fusce pel

Activities to be performed

Dignissim ac nec vitae dapibus nisl purus ultricles condimentum vel sapien mauris, blandit accumsan feugiat aliquet cursus aenean inceptos phasellus non dictumst nam nisi, vestibulum placerat er

angue class montes hendrerit quisque habitasse velit

Expected outcomes

Auctor at laoreet fames interdum maecenas praesent cursus malesuada risus, phasellus varius libero platea tellus per aliquet nec tempus a. donec hac aliquam pellentesque volutpat dictumst senectus habitasse. Porttitor ultrices euismod primis turpis ad rutrum erat urna fusce.

imperdiet et ac tristique prasent curae interdum molestie. faucibus pharetra odic id augue scelerisque ridiculus cubilia.

Intended beneficiaries

Metus id sapien ridiculus lobortis nunc facilisis. an tempor luctus dictum eget curae, primis enim euismod quam arcu. Mus senectus suscipit per tempus dignissim erat justo ac nostra gravids euismod, ad pellentesque non mascenas quam convallis blandit scelerisque sapien

Subrecipient activities

cus primis in lobortis,

Fames aptent tellu: i luctus vel integer, dictum mi cum laoreet morbi justo praesent uma neque id eu primis, et inceptos taciti proin felis scelerisque feugiat nisi ac facilisis. Torquent vulputate aliquet suscipit mauris a
eet mauris nibh est leo elementum. aliquam felis nostra cum sapien nec interdum ullamcorper, dul proin arcu pulvinar

quat pellentesque ornare blandit fames porttitor neque nulla,

ociosqu placerat arcu est commodo
donec tempus semper augue eget cubilia ridiculus litora, ultricies facilisis tempor eros curabitur pellentesque habitant et. Consequat pellentesque orcl tacit
bibendum fusce mi purus. Penatibus id natoque lec eu metus tempus cum inceptos ullamcorper. mus curabitur nullam tincidunt laoreet diam erat taciti, con:

Period of Performance Dates

Period of Performance Start Date

Oct 03, 2023

Original Period of Performance End Date
Nov 01, 2024

Current Period of Performance End Date
Sep 18, 2025

2) MPR Details report from the ‘Reports’ tab

A B C D E T u v W

1 |Fiscal Year Milestone Progress Report - MPR

2

3 Search Criteria

4 Application Number : MD-2018-001-00

5 Post Award Manager :

6 Report Status :

7 Report Period Type :

38 Recipient Cost Center :

9 Recipient ID :

10 Repur‘tFls:aIVaar:'ZDJ.S’

1 Report Fiscal Quarter :

12 Report Fiscal Month:

13 Funding Source :

14 Most Recent : Most Recent

15

16

17

- - |Actual Completionfl Application End  [Days elapsed between estimated  Days elapsed betw
FTA Cost Center Recipient ID Recipient Name Federal Award ID  Award Type N N

18 Date Date and revised estimated dates and actual com|
10 [78300 402 Baltimore, City Of MD-2018-001-00 Grant [10-Nov-2017 450
20 [78300 402 Baltimore, City Of MD-2018-001-00 Grant [10-Nov-2017 443
A'?BSDD '1402 Baltimore, City Of MD-2018-001-00 Grant = 22017 443

From within just the Award record, the user can view the Period of Performance End Date via the:
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‘View-Print Award’ related action

Award

Federal Award ldentification Number (FAIN)
Temporary Application Number

Award Name

Award Status

Award Budget Number

SD-2023-038-00

1160-2023-57

Rolling Stock App

Active / Budget Revision In-Progress
0

5/1/2023 |

Period of Performance Start Date
Original Period of Performance End Date 7/19/2023
Current Period of Performance End Date 7/19/2023 Revision #: 0

2) ‘Execution & Award Agreement Summary’ related action

Award Funds Status

Create Administrative Amendment

Create Closeout Amendment
Initiate Close for Active Executed Award

DOL Certification Details
View Details for DOL Certification

Execution & Award Summary
View Execution Summary and Award Agreement

Obligation Details

View Obligation Details

View-Print Award

Generate View/Print for Award

View-Print Budget Change History
Generate View-Print for Budget Revision

DD W H O A A 49

FL-2024-012 | User Guide Testing - Review/Approvals
Summary  Award Funds Status ~ Amendments and Budget Revisions

-

View Award Funds Status - Obligations, Deobligations, Refunds and Disbursements

Create Administrative Amendment on Active Executed Award
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Records | Applicat Awards

MD-2018-001-00 | Funding Source Retest

Summary Points of Contact  Application Control Totals  Application Projects RV Related Actions

Award | View Execution Summary

Recipient Details
Recipient ID

1402

Recipient Name
Baltimore, City Of

Award Details

N o) L B ey

Period of 11/2/2017

Federal Award ID WMD-2012-001-00 Application Name
Number (FAIN)
Obligation Fiscal 2013
Year
Period of 10/12/2017
Performance Start Performance End
Date Date
Milestone Progress Annual ederal Financial
Report (MPR) Report (FFR)
Reporting Frequency Reporting Frequency

Funding Source Retest

Anua|

Pre-Award Authority No, this application is not using Pre-Awsrd authority. Research andfor No, this application does not include funds for research and/or development
Development activities.
Suballocation of Mo, my orgsnization is a Direct Recipient; funds were directly sllocated to my Activities
Funds organization. N ) . ; -
Indirect Costs Mo, indirect costs WILL NOT be applied to this application.
a 1 1 z o 1

From within just the Application record, the user can view the Period of Performance End Date via the:

1) ‘Application Details’ related action

FL-2024-012-01 | User Guide Testing - Review/Approvals

summary Points of Contact ~ Application Control Totals ~ Application Projects Review / Approvals Ad-Hoc Tasks Related Actions

Create New Task
Create an Ad-Hoc Task

A

View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

[~ Nl 1 ]

View-Print Budget Change History
Generate View-Print for Budget Revision

DOL Certification Details
View Details for DOL Certification

Application Documents
Manage Application Documents

W M

Application Review Comments
View and Manage Application / Award Review Comments

< 4

Validate and Transmit Admin Amendment
Validate and Transmit Admin Amendment

4

Application Fleet Status
View Application Fleet Status

(<)
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Application Details

* Application Point  official! SDDOT

of Contact
Select your organi

* Application  Test
Executive Summary

Does this application ‘Yes, this application includes funds for research and/or development activities.
include funds for

Ma, this application does not include funds for research and/or development activities.
research and/or

development
activities?
Period of Performance
Period of May 01, 2023 *Current Period of  07/19/2023 =]
Performance Start Performance End
Date Date >elect the date for which all awar will be completed
Original Period of Jul1%, 2023 Period of 0O
Performance End Performance
Date Revision Number

2)

‘View Period of Performance Changelog’ related action

Summary Points of Contact Application Control Totals Application Projects

E View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

P

Execution & Award Summary
View Execution Summary and Award Agreement

Budget Revision Activity Line Items
Modify Budget Activity Line Items for Budget Revision

@ e

View-Print Budget Change History
Generate View-Print for Budget Revision

Current Budget Change Log
View Budget Change Log for Award

@ ®

Application Documents
Manage Application Documents

=

Application Review Comments
View and Manage Application / Award Review Comments

< ]

Modify Budget Revision Details
Allows a user to change the reason for a budget revision

N

Application Fleet Status
View Application Fleet Status

Qo

* Application Special Conditions
Manage Application Special Conditions

View Period of Performance Changelog
View All Period of Performance Data at the Award Level

(i@

’ Validate and Submit Budget Revision
Validate and Submit Budget Revision to FTA for Review
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Period of Performance Changelog
Period of 2/10/2020 Original Period of 3/1/2020
Performance Start Performance End
Date Date
Application Period of Performance End Period of Performance Revision Updated Updated Approved
pplicat rror ! r st Source of Change P P Finalized? Approved By Pprov:
Number Date Number y Date Date
Closeout mta
MD-2020-032-02 2/13/2020 3 2/13/2020 Yes N/A N/A
Amendment submitter
MD-2020-032-01 4/1/2020 2 Amendment mta 2/10/2020 Yes frams 2/10/2020
submitter administrator
MD-2020-032-00 3/16/2020 1 Budget Revision mta 2/10/2020 Yes trams 201072020
submitter administrator
MD-2020-032-00 31172020 0 Initial Award ma 211072020 Yes trams 211012020
submitter administrator
MPR Details Report
A B C D E u v w
1 |Fiscal Year Milestone Progress Report - MPR
2
a Search Criteria
4 Application Number : MD-2018-001-00
5 Post Award Manager :
6 Report Status :
i Report Period Type :
8 Recipient Cost Center:
9 RecipientID:
10 Report Fiscal vear: 2013
11 Report Fiscal Quarter :
12 Report Fiscal Month:
13 Funding Source :
14 Most Recent : Most Recent
15
16
17
L - [Actual Completion§ Application End  WDays elapsed between estimated  Days elapsed betw
FTA Cost Center Recipient D Recipient Name Federal Award ID Award Type N N
18 Date Date and revised estimated dates and actual comg
19 (78300 402 Baltimore, City Of MD-2018-001-00 Grant [10-Nov-2017 450
20 [78300 402 Baltimore, City Of MD-2018-001-00 Grant [10-Nov-2017 443
3) |21 [7s300 "a02 Baltimore, City Of MD-2018-001-00 __ Grant Ro-noyv-2017 443

‘View-Print Application’ related action

9900-2024-11 | TrAMS User Guid

Summary Points of Contact ~ Application Control Totals

Create New Task
Create an Ad-Hoc Task

4

View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

P WM

View-Print Budget Change History
Generate View-Print for Budget Revision

17]

Application Documents
Manage Application Documents

ﬁ

Application Review Comments
View and Manage Application / Award Review Comments

e

Application Projects

Review / Approvals

Ad-Hoc Tasks Related Actions

-
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Application
Federal Award Identification Number (FAIN) 9900-2024-11
Temporary Application Number 9900-2024-11
Award Name TrAMS User Guide
Application Status In-Progress
Application Budget Number 0
Period of Performance Start Date N/A
Original Period of Performance End Date 6/27/12024
Current Period of Performance End Date Revision#: 0 Approved?: No

5.5.2 Amendments

An amendment may be initiated in TrAMS on an award application with ‘Active (Executed)’ status by
the recipient organization. Amendments are created to revise details of an award such as scope,
increase or decrease award funding or change the performance period end date.

User Roles: users with the ‘Submitter’ or ‘Developer’ role have the authority to create an amendment.

Once created, the amendment must go through the same FTA review cycle as an original TrAMS
application, it follows all steps from creation to award.
The general workflow is as follows:

Recipient Creates and Submits an Amendment for FTA Review

FTA Initial Review and Concurrence on Amendment

Recipients Formally Submits Amendment for FTA Final Review

FTA Final Concurrences, Reservation & Award

Recipient Executes the Award Agreement
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Refer to the Application Development section for further details on how an application is created and
submitted.

Only recipients may initiate amendments however, FTA staff may initiate Administrative Amendments.
If a recipient organization’s SAM account has either expired or will expire within 30 days, then the user

will be presented with a warning message and should renew their SAM account in SAM.gov.

5.5.2.1 Amendment

5.5.2.1.1 Related Action: Create Amendment

Note: Only a recipient organization’s Submitter or Developer roles will be able to access this action.

To create an Amendment, the user must select an Award that is in ‘Active (Executed)’ status with no
pending Amendment or Budget Revisions. See steps below:

FL-2024-012-00| User Guide Testing - Review/Approvals

summary [ECE0R

Active

Application Overview v

Application Name: User Guide Testing - Review/Approvals

tal FTA Amount Total Amount Application Status Pre-Award Manager

ssm ss5m Active (Executed Test User 7 Test User 7

Recipient Details

|

Recipient 1D Recipient Name

SAM Expiration Date SAM Status

Award Information

H h
H
‘

Award Number Last Disbursement Date
Award Name Period of Performance Start Date
uide Testing - Review/Approva

Award Status Original Period of Performance End Date
Active (Executed Ma 024

Award Date

Executed Date

Budget Period Start Date

1) Select an Award with a status of ‘Active (Executed)’. Once on the Award Summary dashboard, click
‘Related Actions’ tab and select ‘Create Amendment’ from the menu.

Create Amendment
Initiate Amendment for Active Executed Award

2) The ‘Amendment | Create Amendment’ form appears. The user must select from the Amendment
Reasons shown and submit a brief description in the Amendment Details field.
3) Click the ‘Create Amendment’ button.

Note: The Amendment details cannot be modified later, like budget revision details. The
Amendment Details is limited to 500 characters, including spaces. If the Create Amendment
does not proceed to the next step, check the word count.
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Recipient Details v
Recipient ID nmi\em Name:
Award Information v
Award with Amendment Number Award Name
CA-2023-034-00 I Multi-Yesr
Temporary Application Number Award Status
1622202324 Active (Executed)

‘

Amendment Guidance

Guidance on Programmatic and Award Management Requirements can be found in FTA Gireulars by visiting

tips:inoveve transit.dot gowiregul o dirculars/final-circulars
Amendment Information v

*Amendment [_| Change Award Scope

Reason || jncrease Award Funding

Decrease Award Funding
Change Performance Period
Other

*Amendment.
Details

Provide detailed explanation for this amendment.
This mendment will be recorded under the name of
Amended By fia-appiantest908@sor gov

Amended Date Jun 11, 2025

CANCEL | CREATE AMENDMENT

“ N

If the Current Period of Performance End Date will expire in 30 days or has expired, Recipient users will
see a banner at the top of the form:

Summary  Award FundsSttus  Amendments and Busget Revisions [EEEESER LS

Amendment | Create Amendment

Period of Performance Expired: The Current Periad of Performance End Date (8/302024) is expired. Please reach out to the FTA Past-Award Manager if assistance is needed.

Recipient Details

Recipient ID Reci ilem Name

Award Information

‘

‘

Award with Amendment Number Award Name
CA-2023-034-00 G Multi-Year
Temporary Application Number Award Status
1622202324 Active (Executed)

The Amendment Created confirmation message will be shown. The user may proceed to work on the
amendment by selecting the hyperlink, which now indicates the amendment extension (01, 02 etc.).

Amendment | Created

| @ Success! |

A new Amendment for Federal Award ID Number FL-2018-007-01 has been created.

Click the link below to view the new amendment record:
FL-2018-007-01 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS _
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4) Users can either click the ‘Close’ button to exit the page or click on the new amendment record
hyperlink.

Note: The creation of an amendment will change the Award number to include the last two digits
indicating an amendment or revision. As screen shot above shows - FL-2018-007-01

Note: If an amendment has a deobligation greater than or equal to $5 million dollars, the recipient
will see a warning banner at the bottom of the Validate and Transmit related action stating the
amendment’s deobligation will be reviewed by the Office of Budget and Policy to ensure
funds are available.

@A

WELCOME MY WORK (19)

OR-2024-013-01 | Threshold Amendment Super grant Test 7

Summary Points of Contact Application Control Totals Application Projects Related Actions

Application | Application Validation Results

Application Details

Application Number Application Name

OR-2024-013-01 Threshold Amendment Super grant Test 7
Temporary Application Number

1711-2024-7

Warning Issues

[ wer

This application can pass Application Validation with the following issues, but they must be corrected prior to Award

- Your organization has not ﬂmruwd C&A's for Fiscal Year 2023 (Recipient Organization Record, Certifications & Assurances Related Action).

Submitting this application will result in a deobligation of $12,000,000.00, which is greater than or equal to the threshold of $5,000,000.00. This deabligation is subject to review and approval from FTA. |

CONTINUE WITH WARNINGS

When viewing the amendment record, the Summary will show the reason for the amendment along
with what tasks need to be completed to proceed with submitting the amendment to FTA for approval.
Screen shot below is an example of an amendment summary screen:
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FL-2024-012-01| User Guide Testing - Review/Approvals
Poimsof Contact  Application Control Totals  Application Projects  Related Actions

In-Progress Initial Review / Concurrence Final Concurrence Obligation Executed Active Closed!

Application Overview v

Application Name: User Guide Testing - Review/Approvals

Total FTA Ameunt Total Amount Application Status Pre-Award Manager Post-Award Manager
5m $5m In-Progress N/A N/A
Recipient Details ~
Recipient ID Recipient Name
92009 TrAMS Transit Organization
SAM Expiration Date SAM Status
P — ACTIVE
Award Number Last Disbursement Date
FL-2024-01219 NA
Award Name Period of Performance Start Date
User Guide Testing - Review/Approvals Apr 10,2024
Award Status Original Period of Performance End Date
In-Progress Mar 20, 2024
Award Date Current Period of Performance End Date
N/A Mar 20, 2024
Executed Date Period of Performance Revision Number
N/A ']
Budget Period Start Date
Apr10,2024
Budget Period End Date
Mar 20, 2024

Amendment Details v

Amendment Created Date

Apr11, 2024 Application Tasks for Completion Status
Amendment Created By R P
TestUser 10

Last Updated Date Executive Summary COMPLETED
pertt 2 Project(s) Validated MISSING

Last Updated By
Test User 10
Amendment Reasons
. GOther
Amendment Remarks

Amendment Created

5.5.2.1.2 Related Action: Application Details

If the amendment is to update Application details, the ‘Application Details’ related action allows users to
edit high-level Application information. Application information can only be modified during initial
Application creation and during post-Award modifications, such as an amendment. This information will
be read-only for all other users and during all other phases of a grant’s life cycle.

To view or edit an Application record:

1) From the ‘Related Actions’ tab, click ‘Applications Details’ from the menu.

@ Application Details
Edit/View Application Details
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2) The ‘Application Details’ form will be displayed. User with Developer/Submitter role can edit
textual response and change the selected values saved for all questions except the Award Name
and Award Type.

TrAMS Transit Organization | Application Details

Recipient Details
Reciplent 1D Recipient Name
9900 TrAMS Transit Organization

Award Details
Award Name SAN Status Application &
Award Type Grant

Award Description

*Purpose  the gosl(s) of the sward

) o the 2 £. caphal project development stage. ol

*Activitiestobe  nigh-level description of activities
Performed

Provide highwievel description of activities preventative maintenance, bus procurement, planni ndertaken with swsrd funds

*Expected  the benefis
Outcomes

benefits (e.g.. reduce congestion. imprave efficiency. complian:

will be achieved through the award.

ith new regulation)

*Intended  Intended Bensficaries
Beneficiaries

&2 commuters, empl

*Subreciplent & summary of activities with number of subrecipients planned
Activities

lanned {e.g. Four rural organizations for maincenance purposes). If no subrecipients,

Application Details

Previous testsubmiter@email.com
Amendment Point O
Contact

*Application Point  Jonn TrAkS N
of Contact

Previous Szmple
Amendment
Executive Summary

*Application  szmple
Executive Summary

y
Describe the general purpose of the award.
Does this application ( Yes, this application includes funds for research andfor development ctvities.
Include funds for gy o s application does not include funds for research and/ar development activites.
research and/or
development
activities?
Period of Performance
Period of Sep 23,2022 Current Period of | 03/09/2024 &
Performance Star Performance End
Date Date 5o complesed
Original Period of Mar 09,2024 Period of 0
Performance End Performance
Date Revision Number
Application Financial Information
Is this application () Yes, this application is using Pre-Award authority.
usingpre-award oy o e sopication it not Using Pre-Award authority
authority?
Does this application (_ ‘fes, my organization is a Designated Recipient.
include - ves my organizaion is the Direct Recipient of subaliocated funds (from a Designated Recipient).
suballecation funds?
1© Mo, my arganization is & Direct Recipient, funds were directly allocated t my organization.
Will indirect costs be € Yes, indirect costs WILL be applied to this applicetion at our organization's approved rate*
aPF“'EI“ "’d"“: Yes, the de minimus indirect cast rate of 10% WILL be applied to this application.*
application?
No, indirect costs WILL NOT be applied to tris application.
*indirect documentation must be uplosded 1o your Recipien: sion Profile
*Please Provide  Sampie
Details
4

Does your (| Yes, my orgsnization has delinguent Feders| deot
organization have gy \o, my grganization does ot have delinquent Federal debt.
delinquent Federal

debr?
Does your State () Yes, our state requires E.O. 12372 review.

require E.0. 12372 @y o, ur state does not require E0. 12372 review
review?
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Note: Not all the fields can be edited for ‘Post Award” Management activities. Those that cannot be
edited will be grayed out.

3) ‘Period of Performance End Date’ can be changed without taking any financial actions.

Describe

eral purpo. ward

Does this application Yes, this n includes funds for resear:
include funds for
research and/or
development
activities?

nd/or development activities.

@ No, this application does not include funds fol

search and/or development activities.

Period of 2/26/2015 Period of  12/31/2025
Performance Start Performance End

@

Note: User cannot change Pre-Award authority question from ‘Application Financial Information’
section.

Application Financial Information

Is this application Yes, this application is using Pre-Award authority.
using pre-award g, ¢nis application is not using Pre-Award autharity.
authority?

Note: If funds are being added, the suballocation question should be updated as needed and
documents need to be added here, not in the Application Documents module

Application Financial Information

Is this application Yes, this application is using Pre-Award authority.
using pre-award Mo, this appl ard authority.
authority?

Does this application es, My organization is a Designated Recipient
~ Include gyRec my organizatian is the Direct Recipient of suballocated funds (from a Designated Recipient).
suballocation funds?
o0, my orgal n is a Direct Recipient; funds were directly allocated to my organization.

Current ¥ 2pplicable, upload a subsliocation letter, split letter, or other documentation
Suballocation
Documents [j Mame Description Delete

urLoap | G

© Add Document

4) Clicking the ‘Cancel’ button will return users to the ‘Related Actions’ tab without saving any
changes.

Does your State ° Yes, our state requires E.0. 12372 review.
require E.O. 1_2372 Nao, our state does not require E.Q. 12372 review
review?
Please Provide State
Application ID

Please Provide Date  09/28/2018

Submitted for State
Review

SAVE CANCEL

5) Click ‘Save’ button to save all the information and return to the ‘Related Actions’ tab.
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Does your State ° Yes, our state requires E.0. 12372 review.
require E.0. 12372 2372 review.
review? .

Please Provide State
Application ID

Please Provide Date  09/23/2018
Submitted for State
Review

LAY W CANCEL

Note: Projects can be added by FTA users with ‘Pre-Award Manager’ or ‘Post-Award Manager’ roles while
an amendment has a status of ‘In-Progress’.

Summary Points of Contact Application Control Totals Application Projects Mews Related Actions

"f Application Documents
Manage Application Documents

Add Project to Application

Create Project and Associate to Application

,’, Application Details
Edit/View Application Details

* View-Print Application
Generate View/Print for Application

Note: Projects with a single scope and single ALI cannot be deleted.

5.5.2.1.3 Project Related Actions

Apart from ‘Validate Project’, the following Project Related Actions are available to various user roles in
a read-only format and available during other Project statuses in the read-only format.

e Project Details and Narratives
e Project Location

e Project Plan Information

e Amendment Budget Activity Line Items and Milestone
e Environmental Determinations

e Validate Project

e View-Print Application
e Project Documents

Note: These Project related actions are also editable for FTA users with ‘Pre-Award Manager’ or
‘Post-Award Manager’ roles while an amendment has a status of ‘In Progress’

Refer to the Application Development section for additional information on how to edit a Project

5.5.2.1.3.1 Related Action: Amendment Budget Activity Line Items and Milestones
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The Application and Project Budgets are formulated by adding scopes and budget activity line items
(ALls) to a Project. In an amendment, recipients can add new scopes and ALls that were not previously
part of the Award.

To add or update the budget ALls for a Project on an amendment:

1. From the Project record ‘Related Actions’ menu, click ‘Amendment Budget Activity Line Items and
Milestones’.

Amendment Budget Activity Line ltems and Milestones
Manage Budget Activity Line ltem and Milestone for Amendment

2. The ‘Manage Budget Activity Line Items and Milestones’ form will be displayed. The ALIs associated
to the Project are listed and displayed in grid format under the ‘Existing Line Items’ section.

Project | Manage Budget Activity Line Items and Milestones

Recipient Details

Recipient ID Recipient Name

5900 Trams Transit Qrganization
Project Details
Project Number Project Name
FL-2016-003-01-01 Project
Application Details

FAIN Application Name

FL-2016-003-01 Test Application for User Guide

Temp App Number Application Status
5900-2018-7 In-Progress

Existing Line Items
To edit 2 line item, click on the checkbox for the line item and a new section will appear below with line item and milestone detsils
Status Scope Code Custom Line Item Name Activity Type Quantity FTA Amount Total Eligible Cost

Completed 131-00 NEW START - ROLLING STOCK ENG/DESIGM - BUS S5TD 40 FT Engineering & Design 1 $1,000 $1,000

ADD LINE ITEM CLOSE

3. Atany point, users may click the ‘Close’ button to return to the ‘Related Actions’ menu without
saving any changes.

4. User should be aware that existing milestones on existing ALIs cannot be modified as part of an
amendment. Use the Extended budget details to express milestone changes or additions that can
be incorporated into the next reporting cycle milestone progress report.

5. The amendment process can be used to make changes to the period of performance end date
without taking any financial actions.

6. To add a new ALl to the Project:
1. Click on the ‘Add Line Item’ button
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Existing Line ltems
To edit a line item, click on the checkbox for the line itemn and a new section will appear below with line item and milestone details
Status Scope Code Custom Line ltem Name Activity Type

Completed 131-00 NEW START - ROLLING STOCK ENG/DESIGNM - BUS STD 40 FT Engineering & Design

Quantity

1

FTA Amount

51,000

Total Eligible Cost

51,000

ADD LINE ITEM
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2. The ‘Add New Budget Activity Line Items (ALls)’ form will be displayed. Click the ‘+Add
Item’ link to begin adding a new line item. Multiple ALls can be added during this process
by clicking on +Add Item more than once.

Note: The available selection of scope codes and funding sources for any new AlLls added to the
Project(s) during the amendment will be limited to selections made in the latest approved
Award.
T

Project | Add New Budget Activity Line Items (ALIs)

You can add up to ten (10) line items at a time. Click "Save" to save your current line items and add mare. Click "Finish” to save your current line items and return to previous form.

vExisting Budget Activity Line Items (ALIs)

Status Scope Code / Scope Name Activity Type Line Item Number f Line Item Name 1

Completed 131-00 NEW START - ROLLING S5TOCK ENGINEERING & DESIGN 13.11.01 ENG/DESIGN - BUS STD 40 FT

New Budget Activity Line Items (ALIs)

Status  Scope Code / Scope Name Activity Type Line ltem Number / Line ltem Name

~Add Item

Mao items available

m FINISH CANCEL

7. Clicking the ‘Cancel’ button here will return users to the ‘Manage Budget Revision Activity Line Items
and Milestones’ form without saving any changes. The system will provide a warning prompt for
confirmation before doing so. Clicking ‘No’ will return users back to the ‘Add New Budget Activity
Line Item(ALlIs)

‘You will lose all changes if you cancel. Are you sure you want to
cancel?
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8. The ‘New Budget Activity Line Items (ALls)’ section will create a new grid row and display selectable
fields each time the ‘Add Item’ link is clicked. Click the ‘DEL’ link to delete an ALI that was added to
the grid.

Project | Add New Budget Activity Line Items (ALIs)

You can add up to ten [10] line items nt line items and add mare. Click "Finish” to save your current line items and return to previous form
vExisting Budget Activity Line ltems (ALIs)
Status Scope Code / Scope Name Activity Type Line Item Number / Line Item Name T
Completed 131-00 NEW START - ROLLING STOCK ENGINEERING & DESIGN 13.11.01 ENG/DESIGN - BUS STD 40 FT
aNew Budget Activity Line Items (ALIs)
Status  Scope Code / Scope Name Activity Type Line Item Number / Line ltem Name

You must select a scope, activity type and item name for each line item in the grid before saving

=Add ltem

FINISH CANCEL

9. Select a scope from the drop-down menu provided under the ‘Scope Code/Name’ field.

a. Select an activity type for the selected scope from the drop-down menu provided under the
‘Activity Type’ field.

b. Select a line-item name or number from the drop-down menu provided under the ‘Line Item
Number/Line Item Name’ field.

New Budget Activity Line Items (ALIs)

Status  Scope Code f Scope Name Activity Type Line ltem Number / Line Item Name

< 131-00 NEW START - ROLLING S5TOCK ¥ | MID LIFE REBUILD (RAIL) ¥ || 13.15.05 BUS SCHOOL -

+hAdd ltem

SAVE FINISH | CANCEL

Click the ‘Finish’ button to add all new AlLls that have been completed to the Project and return to
the ‘Manage Budget Activity Line Items and Milestones’ form.

10. To edit the ALl details and milestones for a Project under the amendment:

a. Select the check box for an ALl users wish to modify from the grid under ‘Existing Items’. The form
will expand below the grid to include the following sections for the selected line item:

e ‘Line Item Scope’

e ‘Line Item Details’

e ‘Funding Information’

e Non-FTA Funding Information

e ‘Rolling Stock Information’ (if applicable)
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e ‘Milestones’

Note: Update the ‘Line Item Scope’ section as needed:

b. Update the line item’s name in the ‘Custom Line Item Name’ field with the desired text.

Line Item Scope: 131-00 NEW START - ROLLING STOCK
Line Item #
12.15.05
Standard Line Item Name
Bus School
Custom Line Item Name
BUS SCHOOL
Activity Type
Mid Life Rebuild (raily

11. Update the ‘Line Item Details’ section as needed:

a. Update the quantity in the ‘Revised Quantity’ field with the desired number. This is an integer
field and must be a whole number.

b. Update the original extended budget description in the ‘Updated Extended Budget Description’
field with the desired text. This is a long paragraph field.

c. Select either the Yes or No option to respond to the question, ‘Will 3™ Party contractors be
used to fulfill this activity line item?’

Line Item Details

Original Quantity

Revised Quantity
1
Original Extended Budget Description
Extended budget description
Updated Extended Budget Description

Extended budget description

Will 3rd Party contractors be used to fulfill this activity line item?
YYes, 3rd Party Contractors will be used for this line item.

© No, 3rd Party Contractors will not be used for this line item.

12.
If this amendment is for a TEAM Application, update the ‘Funding Information’ section as needed

(otherwise, skip to Step 5 for a TrAMS Application)

a. Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Non-FTA
Amount’ field will update accordingly.

b. Update the original Award’s total eligible cost in the ‘Revised Total Eligible Cost’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Non-FTA
Amount’ field will update accordingly.
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Funding Information
FTA Funding Source

Award FTA Funding Amount
§1,191,762.00

Award Non-FTA Amount
5257,440.00

Award Total Eligible Cost
§1,489,202.00

45 USC 5307 - (MAP 21) Urbanized Area Formula (F¥2013 and forward)

FTA Funding Source

MAP 21) Urbanized Area Formula (FY
Revised FTA Funding Amount
$1,191,964.00
Revised Non-FTA Amount
5257,036.00
Revised Total Eligible Cost

$1,488,000.00

13. For TrAMS Applications update the ‘FTA Funding Information’ section as needed:

a. Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Total Eligible
Cost’ field will update accordingly.

FTA Funding Information

FTA Funding Source FTA Funding Source
49 USC 5309 - New Starts

49 USC 5309 - New Starts
Award FTA Funding Amount ) .
$1,000 Revised FTA Funding Amount

$1,000

14. Update the ‘Non-FTA Funding Information’ section if necessary:

a. Update any existing values in fields with the desired amounts. These are all integer fields and must
be whole numbers. The ‘Revised Total Eligible Cost’ field will update accordingly.

Non-FTA Funding Information
Award Local Share Amount

50

Award Local/In-Kind Share Amount

50

Award State Share Amount

%0

Award State/In-Kind Share Amount

%0

Award Other Federal Share Amount

%0

Award Adjustment Amount

50

Award Transportation Development Credit
50

Award Total Eligible Cost

$1,000

Revised Local Share Amount
30

Revised Local/In-Kind Share Amount
30

Revised State Share Amount
30

Revised State/In-Kind Share Amount
30

Revised Other Federal Share Amount
30

Revised Adjustment Amount
30

Revised Transportation Development Credit
30

Revised Total Eligible Cost
$1.000
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15. Update the ‘Rolling Stock Information’ section as needed:

a. Select a vehicle condition from the drop-down menu provided under the ‘Vehicle Condition’ field.
b. Enter a vehicle size into the ‘Vehicle Size’ field.
c. Select the vehicle’s fuel type from the drop-down menu provided under the ‘Fuel’ field.

Rolling Stock Information
Vehicle Condition Fuel
New - Gazaline -
Vehicle Size
40 ft
Note: The ‘Rolling Stock Information’ section is only shown when a rolling stock line item in the

Project has been selected. Fleet information will not display in the Application view print
until FTA has Awarded the amendment.

16. The ‘Milestones’ section will be read-only if an existing line item is selected. Update the ‘Milestones’
section if users have selected a new ALl that was added to the budget revision. Refer to Related
Action: Budget Activity Line Items and Milestones if further instructions on milestones are
needed.

17. Once users have completed all the sections related to the selected ALl from the grid, they will have
the following options:

a. Click on the ‘Save Line Item’ button to save all information for the selected ALl and click ‘Close’
button to return to the ‘Project | Manage Budget Activity Line Items and Milestones’ form, or

Milestones

ADD NEW MILESTONE

Name Estimated Completion Date 1 Description

Line Item | Click Close Button to Save

& success!

Click Close button to save line item and return to budget activity line items form.
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b. Click on the ‘Delete Line Item’ button to delete the selected ALI from the Project. This is only
applicable to ALls that were created during the amendment process, or

Milestones
ADD NEW MILESTONE
Name Estimated Completion Date T Description
Start Date 9/24/2018 Test
End Date 9/29/2018 Test

E i! ! iHHI' DELETE LIME ITEM CANCEL
CLOSE

c. Click on the ‘Cancel’ button to exit out of the form without saving changes for the selected ALI.
Users will be returned to the ‘Related Actions’ menu.

Milestones
ADD MEW MILESTONE
Name Estimated Completion Date T Description
Start Date 9/24/2018 Test
End Date 9/29/2018 Test

SAVE LINE ITEM DELETE LINE ITEM CANCEL I
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You will lose your changes if you close now. Are you sure you
want to close?

NO

d. Every time users save a line item the below screen will prompt. Users MUST select the close
button to save the changes made to the ALl added or modified.

Line Item | Click Close Button to Save

IQ Success! l

Click Close button to save line item and return to budget activity line items form.

CLOSE

18. Repeat previous steps to update the remaining ALls in the grid. The status for each ALl will change
from ‘In-Progress’ to ‘Complete.” The status of ‘Complete’ is required for all ALIs on the Project in
order to validate and mark the Project as ready for FTA review.

5.5.2.1.4 Transmit and Submit Amendment

The amendment transmission and submission process is the same as an original Award. Refer to
Application Development for instructions to transmit an amendment to FTA for initial review and to
accept the submission task to formally submit an amendment for final review.

When transmitting an amendment, users will receive similar prompts:

1. Ifrolling stock is included add fleet information. Select the Close button if no changes are
needed to proceed to the next form.

2. If TDC or In-kind local match is included, prompts to add documentation will display. Use the
skip button if no additional documentation is required.

3. If Section 5307 funds were applied, even if no additional funds were added, there will be a
prompt to respond to for the 1% security questions.

4. If the amendment is a Cooperative Agreement Award, users will be prompted to select the cost
center of the FTA office that will manage the amendment. Refer to Application Development for
more information.
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5. If the recipient organization’s SAM account is expired, the user will see a critical error message
and will not be able to continue. The recipient must update the organization’s registration status
before the user can move forward.

5.5.2.1.5 Amendment Execution

Once FTA has completed all reviews and awarded the amendment, the Recipient Official is required to
execute the award agreement for the amendment. Refer to Application Development for details on how
to execute the award.

5.5.3 Closeout Amendment

Closeout Amendment is the process by which FTA Regional Staff determines that all activities in an
award are complete and all federal funds necessary to complete the project have been expended. Either
the recipient or FTA can initiate closeout of an award when all approved activities are completed and/or
applicable federal funds expended.

5.5.3.1 Closeout Amendment Workflow

Award closeout is the term used to signify the process which completes an award after all activities for
an Award have been completed or all federal funds necessary to complete the project have been
expended.

Both the recipient and FTA may initiate a closeout; the steps are the same regardless of which user
initiates and completes the closeout.
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Initiate a Closeout Amendment

Complete and Submit Final MPR and FFR

Complete Budget Reconciliation

Validate and Submit the Closeout

FTA Reviews and Approves the Closeout

A closeout can only be performed on an award that is in the ‘Active (Executed)’ status with no pending
post award actions. The process is the same for both TEAM and TrAMS awards, any differences in the
format of the award is explained in the Guide. All parts of the closeout must be completed to validate

and submit the request to FTA.

Page 370



Federal Transit Administration
TrAMS User Guide - Recipient

5.5.3.2 User Roles for Closeouts
Recipient users with a ‘Submitter’ or ‘Developer’ role have access to initiate and submit a closeout
request.
The Recipient users with the FFR Reporter and the MPR Reporter user roles have access to complete the
final reports for the closeout amendment package.
The user roles may be assigned to one or more individuals; therefore, coordination may be required.
FTA users with the Post-Award Manager role have access to initiate and submit a closeout request.

If FTA initiates the Closeout, then the Post-Award Manager will submit the Closeout and complete the
final reports for the closeout amendment package.
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5.5.3.3 Related Action: Create Closeout Amendment

Note: Only the FTA Regional Post-Award Manager role or the Recipient will be able to access this
related action to initiate and submit the closeout request.

Ensure the record has an Application status of ‘Active (Executed)’. A Closeout cannot be initiated if
there are any pending amendments or budget revisions. ‘Create Closeout Amendment’ will not be
displayed as one of the menu options within Related Actions tab if there are pending actions.

If a recipient organization’s SAM account has either expired or will expire within 30 days, then the user
will be presented with a warning message and should work with the recipient to renew their SAM account
in SAM.gov.

1) Steps to create Closeout Amendment:
a) Search and Select the Award Record either using the Records Tab or locating the record under
the recipient profile ‘Application/Awards’ tab.
b) From the Award Record, click on Related Actions
c) Toinitiate Click ‘Create Closeout Amendment’ from the menu options.

FL-2024-012 | User Guide Testing - Review/Approvals
Summary  Award Funds Status  Amendments and Budget Revisions

Award Funds Status
View Award Funds Status - Obligations, Deobligations, Refunds and Disbursements

Create Administrative Amendment
Create Administrative Amendment on Active Executed Award

Create Closeout Amendment
Initiate Close for Active Executed Award

DOL Certification Details
View Details for DOL Certification

Execution & Award Summary
View Execution Summary and Award Agreement

Obligation Details
View Obligation Details

View-Print Award
Generate View/Print for Award

Modify Award Managers
Modify Application Pre-Award and Post-Award Managers

View-Print Budget Change History
Generate View-Print for Budget Revision

D+ D 4 |A|JA 4
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2) The ‘Unliquidated Balance Warning’ form will be displayed if there are any unliquidated balances on
the Application’s existing account class codes (ACCs). The unliquidated balances will be deobligated
from the Award as part of the closeout process.

Records / Applications / Awards

FL-2018-007-00 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS (=]
Summary Points of Contact Application Control Totals Application Prajects Rewview / Approvals News

Closeout Amendment | Unliquidated Balance Warning

Recipient Details

Recipient ID Recipient Name

9900 Trams Transit Organization

Award Information

Award Number Award Name

FL-2018-007-00 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS
Award Status Executed Date

Active (Executed) Feb 28,2018

Award Funds Status
Unliquidated Balance

This Application/Award has unliquidated funds of $471,563. This amount does not include pending disbursements requested within the past twe business days. Unliquidated funds shall be deobligated in the ful
amount specified above.

PO Number Project Number Scope Code / Suffix Account Class Code / FPC Obligation Deobligation Disbhursement Refund Unliquidated Balance
FL-03-3003 FL-2018-007-01-00 300-00 / A3 2018.25.03.5B.2 / 02 $43,023 $0 50 50 $43,023
FL-03-2003 FL-2018-007-02-00 112-00/ A2 2018.25.03.58.2 /02 $23.100 $0 50 50 $23.100
FL-03-3003 FL-2018-007-02-00 117-00 / A1 2018.25.03.5B.2 / 02 3405,440 $0 50 50 3405,440

CONTINUE WITH CLOSEOUT REQUEST CANCEL CLOSEOUT REQUEST

3) To continue, click the ‘Continue with Closeout Request’ button to proceed with the closeout and the
deobligation of the unliquidated balances on the Award.

4) Click the ‘Cancel Closeout Request’ button to return to the ‘Related Actions’ menu without closing
the Award.
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Award | Close Out Amendment

Recipient Summary
Recipient ID 9200 Recipient Name Trams Transit Organization
Award Summary

Award Number FL-2018-007-00 Award Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

Award Date 2/26/2018 5:39 PM EST Award Status Active (Executed)
Close Out Guidance
Guidance on Programmatic and Award Management Requirements can be found in FTA Circulars by visiting

https:/

w.transit.dot.gov/regulations-and-guidance/fta-circulars/final-circulars

Close Out Amendment Information

*Close Qut Reasons All approved activities are completed and/or applicable Federal funds expended
All applicable Federal funds expended
Funds are no longer needed to accomplish the grant purpose
Determined that the project has been essentially completed and/cr approved funds have been substantially drawn down
Failure by the grantee to make reasonable progress to complete approved grant activities
Continuation of the project would not produce results commensurate with further expenditure of funds
Grantee failed to comply with the terms or conditions of the Grant Agreement or other Federal requirements

Select one or more options

e
5) The ‘Closeout Amendment’ form will be displayed. Complete the following under the ‘Closeout
Amendment Information’ section:
a) Select one or more check boxes under the ‘Closeout Reasons’ section. At least one closeout
reason must be provided.
Close Out Amendment Information
*Close Out Reasons All approved activities are completed and/or applicable Federal funds expended
All applicable Federal funds expended
Funds are no longer needed to accomplish the grant purpose
Determined that the project has been essentially completed and/or approved funds have been substantially drawn down
Failure by the grantee to make reasonable progress to complete approved grant activities
Continuation of the project would net produce results commensurate with further expenditure of funds
Grantee failed to comply with the terms or conditions of the Grant Agreement or cther Federal requirements
Select one or more options
4
Provide detailed explanation for this close-out

This Grant Close out will be recorded under the name of:
Close Out By Post-Award Manager2 Region 4

Close Out Date 1/3/2019

CREATE CLOSE OUT AMENDMENT

b) A validation error message will appear if no ‘Closeout Reasons’ are selected.
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A Close Out Amendment Information
* Close Out Reasons All approved activities are completed and/or applicable Federal funds expended
All applicable Federal funds expended
Funds are no longer needed to accomplish the grant purpose
Determined that the preject has been essentially completed and/or approved funds have been substantially drawn down
Select one or more options

Awvalue is reguired

¢) The user may enter a comment into the ‘Closeout Remarks’ field, however it is not required.
Users can modify this information during the closeout process.

Note: Information for the Close Out summary should be updated as necessary. For more information
refer to Related Action: Closeout Details.

d) Click the ‘Create Close Out Amendment’ button.

Close Out Amendment Information
*Close Out Reasons All approved activities are completed and/or applicable Federal funds expended
All applicable Federal funds expended
Funds are no longer needed to accemplish the grant purpose
Determined that the project has been essentially completed and/cr approved funds have been substantially drawn down
Failure by the grantee to make reasonable progress to complete approved grant activities
Continuation of the project would not produce results commensurate with further expenditure of funds
Grantee failed to comply with the terms or cenditions of the Grant Agreement or other Federal requirements

Select one or more options

Provide detailed explanation for this close-out
This Grant Close out will be recorded under the name of:

Close Out By Post-Award Manager2 Region 4

Close Qut Date 1/3/2019

CREATE CLOSE OUT AMENDMENT CANCEL

e) Error messages that prevent creating CloseOuts:
i) If the FTA user has a pending MPR/FFR report not yet submitted to the recipient, the
closeout cannot be created.
ii) Ifthe FTA user has a pending budget revision or amendment, the closeout cannot be
created.
f) The ‘Closeout Created’ form will display with the following confirmation message: “A new
closeout amendment for Federal Award ID Number [FAIN #] has been created.” It will provide an
active new amendment record link to the closeout amendment.
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Amendment | Closeout Created

[@ |

A new closeout amendment for Federal Award ID Number FL-2018-007-01 has been created.

Click the link below to view the new closeout amendment.
FL-2018-007-01 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

CLOSE

g) The link will take the user to the Application Summary where the Details are listed in the
following sections:
1) Application Overview
2) Recipient Details
3) Award Amendment Information
4) Closeout Details
5) Award Details
6) Award Description

In-Progress nitial Review / Concurrence Final Concurrence Obligation Executed Active Closed

Application Overview

Application Name: User Guide Testing - Review/Approvals

Total FTA Amount Total Amount Application Status Pre-Award Manager Post-Award Manager

ss@ ssm Active Award / Ready for Closeout NIA N/A

Recipient Details v

Recipient ID Recipient Name

99005 TriMS Transit Organizatian
SAM Expiration Date SAM Status

03/ 5 ACTIVE

Award Amendment Information v

Award Number Last Disbursement Date
FL-2024-01269 A

Award Name

Period of Performance Start Date

User Guide Testing - Re

Award Status

Active Award / Ready for Clossout

Award Date Current Period of Performance End Date
Apr 18,2024 Mar 26, 2026

Executed Date Period of Performance Revision Number
Apr 18,2024 1

Budget Period Start Date

Apr10,202

Budget

Mar 4

Close Out Details ~
Close Out Created Date Close Qut Status
Apr 18,2024
Close Out Completion Status
Close Out Created By
TemtUserT Budger Reconcliation INCOMPLETE
Last Updated Date sl R INCOMPLETE
Apr 18,2024
Last Updated By Final MPR INCOMPL
Test User 7
. Submirced to FTA for Review INCOMPLETE
Close Out Reasons
= Al applicable Federal funds expended
Close Out Remarks
Award Details ~
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5.5.3.3.1 Related Action: Closeout Details

To view or edit closeout details for a closeout amendment:

1) Search and select the applicable Application on the Application Record.
amendment should be ‘Active Award / Ready for Closeout’.

@ Applications / Awards

The status of the closeout

AWARDS APPLICATIONS PROJECTS
This tab includes in-progress applications and post-award amendments. Click here to learn more about the appication workflow
Q SEARCH  APPUCATIONSTATUS | Active Award / Ready for Closeout @~ APPLICATION COST CENTER - rearent R P
PREAWARD MANAGER ~ rostAmARD MANAGER -
T Applicati R t
Application Number  Application Name Ny Appiication Application Status 1o e Recipient Name Application Cost Center LastModified Date | Action
B Application Details
Active Award / Ready for ]
FL-2024.012-02 User Gide Testing - Review/Approvals 9500-2024-6 (E‘_’:ﬂuf = 2000 TrAMS Transit Organization Region3 4/18/2024 12:05PMEDT B Application Documents
= & View-Print Application

Users will land on the Application Summary; click on the ‘Related Actions’ tab.
3) Click ‘Closeout Details’ From the menu options.

% Closeout Details
Manage Details for Closeout Amendment

4)

The Close Out Amendment ‘Summary’ form will display with the information entered or selected

during the create closeout amendment steps. Users can modify the ‘Closeout Details’ reasons or

remarks as needed.
5)

saving any changes.
6)

At any point, users may click the ‘Cancel’ button to return to the ‘Related Actions’ menu without

Click the ‘Save and Close’ button to save all changes and return to the ‘Related Actions’ menu.
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Close Out Amendment | Summary

Recipient Details

Recipient ID

9900

Award Status Information

Award Number

FL-2018-

Application Name

2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS
Award Status

Active Award !/ Ready for Closeout

Recipient Name

Trams Transit Grganization

Award Date

NiA

Executed Date

Feb 28, 2018

Last Disbursement Date

NI&

Close Out Amendment Information
* Close Out Reasons All approved activities are completed and/or applicable Federal funds expended
All applicable Federal funds expended
B Funds are no longer needed to accomplish the grant purpose
Determined that the project has been essentially completed and/or approved funds have been substantially drawn down

ctivities

Fallure by the grantee to make reascnable progress to complete approved grant
Continuation of the project would not produce results commensurate with further expenditure of funds
Grantee failed to comply with the terms or conditions of the Grant Agreament ar other Federal requirements

Close Out Remarks

[ CANCEL

SAVE AND CLOSE
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5.5.3.4 Related Action: Closeout Budget Reconciliation

Before submitting a closeout amendment for approval, the FTA Regional Staff or the Recipient should
reconcile the final Award budget and modify budget activity line item (ALI) amounts accordingly. This is
done via the ‘Closeout Budget Reconciliation’ selection under the Related Action tab on the Application
Record.

1) Click on ‘Related Actions’ tab of the application record
2) Click on the ‘Closeout Budget Reconciliation’ from the related actions menu

E Closeout Budget Reconciliation
Manage Budget Reconciliation for Closeout Amendment

3) The ‘Closeout Budget Reconciliation’ form will be displayed. The ALls associated to all Projects
display in grid format under the ‘Existing Line Items’ section. (TEAM Awards only have one Project)

4) At any point, users may click the ‘Close’ button to return to the ‘Related Actions’ menu without
saving any changes.

Application | Step 1 of 3 - Closeout Budget Reconciliation
Recipient Details

Recipient 1D Recipient Name

Trams Transit Organization

Award Summary

Recipient Name Award Mame

Trams Transit Organization 2311 FORMULA FFF1T & FFY1B PUNDS FOR MOB MGT & CAPITAL PROJECTS
Recipient 1D Federal Award ID Numbaer [FAIN}

9900 FL-2018-007-01

Funding Summary

Funding Source L oOrlginal Amount Difference Fimal Amaunt

53049 - New Starts §471,563.00 §0.00 $471,563.00

Existing Line Items

Project Aviard FTA Revised FTA  Award TotalEligible  Revised Total Eligibl
roe Scope Name Custom Line Itermn Name Activity Type e e ward Toral e visec Toral =gl e
Number Amaunt Amaunt Cost Cost
FL-2018-007-  112-00 BUS Acquire Bus

ACQUIRE - BUSWA' $23,100 23,1 $25,991 25,991
02-01 TRAMSITWAYS/LINES N SR Transitways/lines : il - .

THER CARITAL \‘:.'.',G,L T MARAGEMENT Ofner Capital lvems $405,440 $405,440 £567.238
SI02LAKTNLY (bus)
L 300-00 OPERATING
1-0 " STANC UPTO 0% FEDERAL SHARE QOperating Assistance §43.023 $43.023 $58,700 $58,100

5) Select the check box for the ALl users wish to modify from the grid. The form will expand below the
existing line items grid to include the following sections for that selected line item:

a) ‘Line Item Scope’
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b) ‘Line Item Details’

c) ‘FTA Funding Information’

d) ‘Non-FTA Funding Information’

e) ‘Rolling Stock Information’ (if applicable)
f) ‘Milestones’

6) Clicking the ‘Cancel’ button will return users to the ‘Closeout Budget Reconciliation’ form without
saving any changes. The system will provide a warning prompt for confirmation before returning
users to previous screen.

7) Update the ‘Line Item Scope’ section as needed:

a) Update the line item’s name in the ‘Custom Line Item Name’ field with the desired text.

Line Item Scope: 112-00 BUS TRANSITWAYS/LINES

Line Item #

11.22.01

Standard Line Item Name
Acquire - Busway

Custom Line Item Name

ACQUIRE - BUSWAY12345#

Activity Type

Acquire Bus Transitways/lines

b) Update the ‘Line Item Details’ section as needed.

¢) Update the quantity in the ‘Quantity’ field with the desired number. This is an integer field and
must be a whole number.

d) Update the original extended budget description in the ‘Updated Extended Budget Description’
field with the desired text. [FTA requests users add narrative ‘on top of’ any previously existing
narrative, do not delete narrative history.]

e) Update the Yes or No option to respond to the question, ‘Will 3™ Party contractors be used to
fulfill this activity line item?’, if applicable.

Line Item Details

Original Quantity
2

Quantity

5

Original Extended Budget Description
Funding Fiscal Year 2018 Small Urban capital funding has been requested to be transferred to Statewide for capital bus procurement s. The needs of seniors and individuals with disabilities in the State of New
Hampshire’s Small Urbanized areas are adequately being met. This transfer will provide funding for the procurement of up to four (4)

Updated Extended Budget Description

Test for user guide purpose

Will 3rd Party contractors be used to fulfill this activity line item?

Yas, 3rd Party Contracters will be used for this line item.

@ No, 3rd Party Contractors will not be used for this line item.
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f) Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number.

g) The ‘Revised Total Eligible Cost’ field will update automatically.

FTA Funding Information

FTA Funding Source FTA Funding Source
5318 - Bus Testing Facility
Award FTA Funding Amount

550

5318 - Bus Testing Facility
Revised FTA Funding Amount
550

8) For a TrAMS closeout amendment, update the ‘Non-FTA Funding Information’ section as needed:

a) Update any existing values in fields with the desired amounts. These are all integer fields and
must be whole numbers.

b) The ‘Revised Total Eligible Cost’ field will update automatically.

Non-FTA Funding Information

Award Local Share Amount Revised Local Share Amount
$2,801 $2.801

Award Local/In-Kind Share Amount

$0

Revised Local/In-Kind Share Amount

<0

Award State Share Amount
30 Revised State Share Amount
Award State/In-Kind Share Amount
50

50
Revised State/In-Kind Share Amount
Award Other Federal Share Amount
$0 S0

Award Adjustment Amount Revised Other Federal Share Amount
50

w

Award Transportation Development Credit

0 Revised Adjustment Amount

w

Award Total Eligible Cost

$25.991 Revised Transportation Development Credit

w

Revised Total Eligible Cost

$24,991

9) Once users have completed all the sections related to the selected ALl from the grid, users will have
the following options:

a) Click on the ‘Save Line Item’ button to save all information for the selected ALl and return to the
‘Closeout Budget Reconciliation’ form; users must click the Close Button on the second form to
save all changes.

b) Click on the ‘Cancel’ button to exit out grid without saving changes for the selected ALI. The
form will collapse.
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Milestones

Name Original Estimated Completion Date Revised Estimated Completion Date Actual Completion Date | Description

Operating Assistance for Region 3 - Mid-State RCC
Start Date 2/28/2018 12/31/2026 (Lead Agency is Community Action Program Belknap-
Merrimack Counties, Concord )

Operating Assistance for Region 3 - Mid-State RCC

End Date 3/9/2018 1/3/2026 (Lead Agency is Community Action Program Belknap-
Merrimack Counties, Concord )

Line Item | Click Close Button to Save

[ @ success ‘

Click Close button to save line item and return to budget activity line items form.

CLOSE

10) Repeat previous steps to update the remaining ALls in the grid as needed.

Click the ‘Close’ button to return to the ‘Related Actions’ menu.

5.5.3.5 Task: Complete Final FFR
Refer to and follow all instructions in Federal Financial Report (FFR) for information on how to complete
a final FFR.

5.5.3.6 Task: Complete Final MPR

Before submitting a Closeout Amendment for approval, the FTA Regional Staff or the Recipient must
submit a Final Milestone Progress Report (MPR) to FTA. The task to complete the final FFR is initiated as
soon as the closeout amendment is created.

User Roles Required: The FTA Regional Post-Award Manager role or the Recipient can complete the
final MPR. This may require coordination with other users to complete the closeout.

The Final MPR task is assigned to the ‘Regional Post-Award Manager’ role as soon as the closeout
amendment is created. To complete the final MPR:

1) Log on as the ‘Regional Post-Award Manager’ and click on the ‘Tasks’ tab

2) Select the “Complete Final Federal Financial Report for Federal Award ID No. [FAIN]’ task for the
Application.

3) The MPR form will populate

Complete Final MPR | NY- -01 | 8900 NY-2022-003-01 New Application Active Award / Ready for Closeout 9900 John Trams 1114/2022 11:45 AM EST

01 | 9900 NY-2022-003-01 New Application Active Award / Ready for Closeout 9200 John Trams 1/14/2022 11:45 AM EST
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Milestone Progress Report (MPR) | Summary

Recipient Details

Recigient 10 Recipient Name

9500 Trams Transit Orgamization

v Award Summary

Federal Award 1D Nurmber (FAIN) Awiard Name
1 1 2311 FORMULA FFY17 & FFYTS FUNDS FOR MOB MGT & CAPITAL PROJECTS
MPR Reporting Frequency Required Award Status
Annual Actree dward f Ready for Closeout
Preaward Authority Utilized? Obligation Date
s, Preaward Authority

Wo, Preaward

~Milestone Progress Report Summary

Report Type Annual MPR Report Status Wark in Progress
Report Period FY 2019 Report Due Date 1/3/2073
Report Period Begin 10/1/2018 Last Update By hin
Date

Last Update Date
Report Period End  1/3/20149
Diate

Final Repert? (0 Yes. Final Report

Award Overview

MPR Overview Remarks

ot o f this award |
List of Line Items
Hrl)jl'! t Mumber | Scope Number Scope Name Line Item Number Custom Line item Name Number of Milestanes Mumber of Milestones Pes ucling

1.7L00 MOBILITY MAMAGEMENT [5

-2018-007-02-0 112-00 BUS TRANSITWAYS/LINES nazm ACQUIRE - BLSWA

FL-201 B007-01-0 00-00 OPERATING ASSISTANCE 40.09.01 IP TO S0% FEDERAL SHARE

SAVE ALL CHANGES FINALIZE FOR CLOSESUT CLOSE TASK |

4) At any point, users may click the ‘Close Task’ button to return to the ‘Tasks’ tab without saving any
changes and retain the task (Note that an email notification is sent when returned to group).

5) Enter comments into the ‘MPR Overview Remarks’ field to provide details about overall progress of
the Award. Note that this is a required field.

6) Verify all line items displayed under the ‘List of Line Items’ grid. Any value greater than zero under
the ‘Number of Milestones Pending’ column indicates pending milestone(s) that must be provided
with an appropriate ‘Actual Completion Date ‘to pass validation.

Note: A milestone is considered ‘Pending’ if one of the following is true:

e The ‘Original Estimated Completion Date’ (when no revised milestone is provided) expired
on or before the ‘Report Period End Date’ which is the date the closeout was created
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e There is no ‘Actual Completion Date’ indicating the milestone was successfully achieved on
or before the ‘Report Period End Date’

o The ‘Revised Estimated Completion Date’ expired on or before the ‘Report Period End Date’
o All milestone must have an actual completion date to have a complete closeout request

e Zeroed out milestone are not considered pending

Award Overview
MPR Overview Remarks

Test

Provide details about overall progress of this award including all projects within the award

List of Line Items

Project Number 1 Scope Number Scope Name Line Item Number Custom Line Item Name Number of Milestones Number of Milestones Pending
FL-2018-007-02-01 117-00 OTHER CAPITAL ITEMS (BUS) 11.7L.00 MOBILITY MANAGEMENT (5302(A)(1)(L)) 2 1
FL-2018-007-02-01 112-00 BUS TRANSITWAYS/LINES 11.22.01 ACQUIRE - BUSWAY 2 2
FL-2018-007-01-01 300-00 OPERATING ASSISTANCE 30.09.01 UP TO 50% FEDERAL SHARE 2 2

SAVE ALL CHANGES ‘ FINALIZE FOR CLOSEQOUT H CLOSE TASK |

7) Select the check box for a line item with a pending milestone. The form will expand to display the
‘Line Item Details,” ‘FTA Funding Information,” and ‘Milestones’ sections.

a) Select the check box for a pending milestone.

b) The form will expand again to display the ‘Original Milestone Details’ and ‘Milestone Progress
Information’ sections.

c) Clickin either the ‘Revised Estimated Completion Date’ or ‘Actual Completion Date’ field to
enter a date or display the date picker to select a date from.

Note: Actual Completion Date must be on or before the ‘Report Period End Date’; for closeouts, this is
the date of closeout creation.

8) If users enter invalid values for Revised Estimated Completion Date (i.e. a date in the past) or for
Actual Completion Date (i.e. a date in the future), the system will display an error message
indicating the issue with the entered date.
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Original Milestone Details
Milestone Name Original Estimated Completion Date

Start Date 2/28/2018

Milestone Detailed Description

Requested funds will be used to support mobility management activities for the following five (5) Regional Coordinating Councils located in rural areas: Region 1 - Grafton-Coos RCC (Lead Agency is Upper Valley Lake
Sunapee Regional Planning Commission, Lebanon) Region 2 - Carroll County RCC (Lead Agency is Mount Washington Valley Economic Council, Conway)

AMilestone Progress Information

Revised Estimated Completion Date Revision #
2

Actual Completion Date

01/04/2019 /

The actual completion date is after the report period ( 1/3/2019). Please enter a date within the report period
before saving.

Milestone Progress Comments

Enter details about milestone progress (e.g. date changes, etc.)
Existing Comments

No Comment for this Milestone

SAVE ALL CHANGES

9) Each milestone can only have one date — either a new Revised Estimated Completion Date or an
Actual Completion Date. For a closeout, user must complete all Actual Completion Dates.

a) Enter comments into the ‘Milestone Progress Comments’ field to provide details about
milestone progress. This is a required field

b) Click the ‘Save All Changes’ button after users have completed entering all dates. The form will
collapse the ‘Milestone Details’ section and the value under the ‘Number of Milestones Pending’
column will update accordingly.

Milestone Progress Information

Revised Estimated Completion Date Revision #
2

Actual Completion Date

01/03/2019

Milestone Progress Comments

Test

Enter details about milestone progress (e.g. date changes, etc.)
Existing Comments
No Comment for this Milestone

SAVE ALL CHANGES |

10) If users wish to add a new milestone to the Project, click the ‘Add New Milestone’ button. The form
will expand further to display the ‘Add New Milestone’ section:

a) Enter a name for the milestone into the ‘Name’ field.
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b) Click in either the ‘Revised Estimated Completion Date’ or ‘Actual Completion Date’ field to
enter a date or display the date picker to select a date from. Users may select only one type of
date.

c) Enter a comment about the milestone into the ‘Milestone Progress Comments’ field. This is a
required field.

d) Click the ‘Save All Changes’ button after users have completed entering information in all fields.
Users will be returned to the ‘Milestones’ grid.

Add New Milestone
Name

New Milestone for User Guide update

Estimated Completion Date

Actual Completion Date

01/03/2019

Detailed Description

Test

SAVE ALL CHANGES

Original Milestone Details

Milestone Name original Estimated Completion Date
Start Date 2/28/2018

Milestone Detailed Description
Operating Assistance for Region 3 - Mid-State RCC (Lead Agency is Community Action Program Belknap-Merrimack Counties, Concord )

Milestone Progress Information

Revised Estimated Completion Date Revision #
2

Actual Completion Date

Milestone Progress Comments

Enter details about milestone progress (e.g. date changes, etc.)

Existing Comments
No Comment for this Milestone

SAVE ALL CHANGES
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Original Milestone Details
Milestone Name original Estimated Completion Date

Start Date 2/28/2018
Milestone Detailed Description

Operating Assistance for Region 3 - Mid-State RCC (Lead Agency is Community Action Program Belknap-Merrimack Counties, Concord )
AMilestone Progress Information

Revised Estimated Completion Date Revision #

12/3172018 2

You may only save revised or actual completion date. Please remove either before saving

The revised date is before the end of the report period ( 1/3/2019 ) and will result in a pending milestone. Please
modify to a date after the period.

Actual Completion Date

01/31/2025

The actual completion date is after the report period { 1/3/2019). Please enter a date within the report period
before saving.

Milestone Progress Comments

Test

Enter details about milestone progress (e.g. date changes, etc.)

Please add comment on the changes to the dates before saving.
Existing Comments
No Comment for this Milestone

SAVE ALL CHANGES

Note: Enter the Actual Completion Date, which is found in the ‘Period of Performance End Date’
within the Application Summary page.

11) Repeat the previous step until all line items display a ‘0’ under the ‘Number of Milestones Pending’
column. The system will not allow users to proceed with an MPR submission should any pending
milestones remain.

Award Overview
MPR Overview Remarks

Test

Provide details about overall progress of this award including all projects within the award

List of Line Items

Project Number | Scope Number Scope Name Line Item Number Custom Line Item Name Number of Milestones Number of Milestones Pending
FL-2018-007-02-01 117-00 ‘OTHER CAPITAL ITEMS (BUS) 11.7L.00 MOBILITY MANAGEMENT (5302(A)(1)(L)) S| 1]
FL-2018-007-02-01 112-00 BUS TRANSITWAYS/LINES 11.22.01 ACQUIRE - BUSWAY 2 0
FL-2018-007-01-01 300-00 'OPERATING ASSISTANCE 30.09.01 UP TO 50% FEDERAL SHARE 2 [}

12) Users can save changes in progress by using the ‘Save All Changes’ button and stay on the page.
13) Users can save and then close task to complete at a later time. Changes will be saved.

14) Once users have finished entering dates for pending milestones, enter a comment into the ‘MPR
Overview Remarks’ field; this is a required field
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15) Click the ‘Finalize for Closeout’ button.
16) The ‘Milestone Progress Report (MPR) | Submit MPR’ form will be displayed.
a) Use the ‘Back’ button if users wish to return to the previous form.

b) The ‘Save’ button can be used to save the comments entered the ‘Submission Remarks’ field
and stay on the page.

c) Enter comments for FTA into the ‘Submission Remarks’ field.

d) Click the ‘Submit to FTA’ button to proceed with submission.

Milestone Progress Report (MPR) | Submit MPR

Recipient Summary

Recipient 1D 9200 DUNS 999999999

EIN Number 134146467

Recipient Name TraMS
UEI HW4YE|

Award Summary

Award Name VA-2020-002-02 Award Name Refrain from using application - For the use of Final Concurrence User Guide

MPR Reporting Quarterly Award Status Active Award / Ready for Closeaut

Frequency
Milestone Progress Report Summary
Report Type Quarterly MPR Status ‘Work in Progress

Report Period QU 3 - Mar), FY 2022 Updated By ¢

Report Due Date 1/14/20) Updated Date 2/1/2022

Recipient Submission Remarks

submission Remarks

if any. certify that it s true, complete. and accurate ta the best of their knowledge. They are aware that any false, ficticious, or fraudulent

SUBMIT TO FTA SAVE

17) The ‘Submitted’ form will be displayed with the following confirmation message: “Federal Award ID
Number [FAIN #] MPR for [FY] [Report Frequency] has been submitted to FTA for review.

18) Click the ‘Close’ button. The system returns users to the ‘Tasks’ tab and the task link will now be
removed from the task list.

Milestone Progress Report | Submitted

| &P success! |

Federal Award ID Number FL-2018-007-01 MPR for 2019 has been submitted to FTA for review.

CLOSE

Note: FTA cannot mark the Final MPR reviewed or return the final MPR for changes until the completed
closeout has been submitted to FTA.

5.5.3.7 Related Action: Validate and Submit Closeout

Once users have completed the final FFR, final MPR and budget reconciliation steps, the Closeout
Amendment is ready for submission.
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To validate and submit a completed closeout request:

1) Go to the ‘Related Actions’ tab of the application record and click ‘Validate and Submit Closeout’.

Validate and Submit Closeout
V Validate and Submit Closeout for FTA Review

2) The ‘Final Budget’ form will be displayed. Select either the Yes or No option to respond to the
guestion, “Is this budget final?” and then click the ‘Continue’ button to proceed.

Application | Final Budget for Closeout

Recipient Summary
Recipient ID 9900 Recipient Name TrAMS Transit Organization
Award Summary

Award Number Award Name Mew Application

Award Status

Closeout Question

# Is this budget final? | ¥es, this budgat

3) Users must select close to return to the Related Actions menu where users can return to review the
budget and make any additional changes

4) Follow prior steps to validate and submit when ready to select the ‘Yes, this budget is final’ and
proceed with the closeout.

5) If users selected ‘Yes, this budget is final’, users may continue to the next step.

Application | Award Close Out Validation Results

Recipient Summary

Recipient ID 9200 Recipient Name Trams Transit Organization

Award Summary
Award Number FL-2018-007-01 Award Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

Award Date Award Status Active Award / Ready for Closeout

Critical Issues

o Validation Error

These items have not passed Award Closecut validations:

- The End Date must be less than or equal to the clese cut Creation Date: 1/3/2019

Refer to Task: Complete Final FFR and Task: Complete Final MPR for the appropriate instructions on
completing these reports.

6) The ‘Submit Closeout Request’ form will display if there are no errors. This form will display any
unliquidated funds that remain on the Award; these funds will deobligated once the Closeout is

approved.
a) Click on the ‘Cancel’ button on this form to return to the ‘Related Actions’ menu.
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b) Click the ‘Submit to FTA’ button to proceed.

Closeout Amendment | Submit Closeout Request

Recipient Details
Reclpient ID 950 Reciplent Name Trams Transt Organzation
Award Summary
Award Number F 18 ) Award Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS
Award Status  Active Award / Ready tor Closeout
Closeout Details

Created Date 1/3/2012

Created By |anerams

Cleseout Reason Al appicable Feceral funds expended

Funds are no longer needed to accomplish the grant purpose

Determ ne ect has been essentiaty completed and/or appr s t 1 subst. al awn down

Fa byt €0 1O Mmake reasonable progress to cor ate app ct

Continuation of the project would not produce results commensurate with further expendture of funds

tee falled to comply with the terms or conditions of the Grant Agreement or other Federal requirement:
Closeout Remarks
Award Funds Status
Unliquidated Tris Application/An ) atex 463 This amount does not include pending disbursemaents requested within the past two business days, The funds shal be deobligate
Balance Inthe full am specified In the "Unliquidated Batan: n

PO Number Project Number Cost Conter Scope Code / Suffix Account Class Code FPC Obligation Deobligation Disbursement Refund klﬁ\lll.l dated Balance
FL-03-3003 FL-2018-007-01-04 6500 300-00 / A 2016.25.0358.2 /02 02 $43.02 50 $¢ $0 $43.02
F 3 02 ( C B ( §c $0 ¢ $ )
F ) 13 07-02-0% 650C 0 1 ( a0 {1 $0 §C 4 440

\cant and the

ion of this ag ation to

Submitted By Post-Award Manager2 Regon 4

Submission Date 1/4:2019

‘ CANCEL ’ SUBMIT TO FTA

7) The ‘Confirmation’ form will be displayed with the following confirmation message: “The closeout
amendment for Award Number [FAIN #] has been submitted to FTA for review.”

8) Click the ‘Close’ button to return to the ‘Related Actions’ menu.

Close Out Amendment | Confirmation!

{ e Success! |

The close out amendment for Award Number NY-2022-017-01 has been submitted to FTA for review.

CLOSE

5.5.3.7.1 TrAMS Validation Messages

The following table provides the system validation messages shown by TrAMS for the above Related
Action.
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Closeout Amendment Validation

Message Text

Reason

Critical Issues

“FTA Budget for this Award has not been
finalized.

Finalize the budget before submitting the
Closeout request to FTA.”

The user has not indicated that the budget is final
for the closeout amendment.

“FTA Budget is larger than the approved budget
for one or more funding sources.

Decrease the budget before submitting the
Closeout request to FTA.”

The FTA funding source amounts for the closeout
amendment are greater than the approved
Award amounts.

“Final Federal Financial Report (FFR) for this
Award has not been submitted.

Complete a Final FFR before submitting the
Closeout request to FTA.”

The Final FFR has not been completed and
submitted to FTA for review.

“Final Milestone Progress Report (MPR) for this
Award has not been submitted.

Complete a Final MPR before submitting the
Closeout request to FTA.”

The Final MPR has not been completed and
submitted to FTA for review.

“This application is missing award details or
descriptions (Award Name, Award Type, Purpose,
Activities to be Performed, Expected Outcomes,
Intended Beneficiaries, or Subrecipient
Activities). Please fill out all award details/award
descriptions before continuing (Application
Details Related Action).”

The amendment is missing an Award Name,
Award Type, Purpose, Activities to be Performed,
Expected Outcomes, Intended Beneficiaries, or
Subrecipient Activities

This organization's SAM registration status is
expired (Expiration Date: date). Please work with
the recipient to visit the SAM website and update
the organization's registration status. Send
Notification to Recipient

The recipient organization’s SAM status has
expired and needs to be renewed within SAM.gov

5.5.3.8 Dashboard: Summary

e The user can track the status of the closeout process by looking at the ‘Closeout Status’ table
listed on the Summary page. See screen shot below. The table is automatically updated as each

of the closeout steps is completed.
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e All elements must be complete to validate and transmit the closeout amendment.
e Thereis no required order to complete each step of the closeout.

Close Qut 5tatus
Close Qut Completion Status
Budget Reconciliation NCOMPLETE
Final FFR NCOMPLETE
Final MPR NCOMPLETE
6 Reports

Updates to the content of this section are in progress.

6.1 Overview

TrAMS includes a suite of reports that support Application management and financial activities to
include activities such as reviewing Application statuses and budget information at various levels of
detail. Most TrAMS reports are accessible by both recipient organization users and FTA users although
the level of detail each user type can see may vary by report. This document describes reports available
to both recipient and FTA users. TrAMS reports are downloadable as Microsoft Excel formatted files.

All TrAMS reports can be categorized into one of two groups:

1. User Generated Dynamic Reports
Dynamic reports allow the user to select report filter criteria and are found using the ‘Reports’
tab. Dynamic reports include both ‘Reports’ and ‘Excel Reports’, with the main difference being
that the former may include visualizations such as charts. For dynamic reports, recipient users
will only be able to see data specific to their recipient organizations. Recipients who belong to
more than one organization, will be able to see data for each of those organizations. FTA users
will be able to see data across all Cost Centers.

2. Historical Static Reports

Historical (static) reports are generated each night by the TrAMS system and stored on the
‘Reports’ tab. Static reports provide a daily snapshot of the same information available in the
dynamic reports. Static report data is cumulative, beginning on the first day of the Federal Fiscal
Year (October 1%) and ending on the day prior to the report generated date. For example, a
static report dated May 30, 2018 will contain data for October 1, 2017 through May 29, 2018.
Static reports have no filter criteria applied and will contain data for all Cost Centers and all
recipient organizations. Static reports are useful for comparing information across time periods.
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The current TrAMS report suite includes 20 reports accessible FTA users. These reports are listed in
Table 1: TrAMS Reports below. The remainder of this document describes the available reports, how to
access them, and what filters can be applied when generating the reports.

Report Name

Table 1: TrAMS Reports

Report Content Dynamic

Report
Available

Historical
Report
Available

1) ACC Operating Budget
Reconciliation Report

Display change/difference Yes
of amounts between Total
Operating Budgets and
apportionment records by
Account Class code.
(printable)

No

2) Application Budget by
ALI Report

Budget activity line item Yes
data for original awards and
amendments with
application status, budget
details (project, scope, line
item), application submit,
transmit, and obligation
dates.

Yes

3) Application Budget
Report

Budget details, Yes
disbursement amounts, and
key dates at the
application/award level.

Yes

4) Application by Status
Report

Application and Award Yes
statuses for grants and
cooperative agreements

Yes

5) Cumulative Formula
Apportionment Report

Complete cumulative Yes
apportionment details
according to the funding
fiscal year with
appropriation codes,
section codes, and
limitation codes by UZA.

Yes

6) Deobligation by
Funding Source Report

Deobligations to awards by Yes
fiscal year with project and
PO Number, recipient, cost
center, ACC, UZA, and
amounts included.

Yes
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Report Name

Report Content Dynamic Historical

Report Report
Available Available

7) Disbursement Report

Individual disbursements Yes -N/A-
and/or refund amounts for
an award.
8) Dlsc_retlonary Allocation Application/Awards of Yes Yes
Detail Report di .
iscretionary and/or

earmark allocations with
award status and funds
amount.

9) Discretionary and
Earmark Allocations

Discretionary programs by Yes -N/A -
Discretionary ID with fiscal
year, lapse year, allocation
amount, obligated balance,
and Application Numbers
associated.

10) FFR Detail Report

Federal Financial Report Yes Yes
status, submitter, and
financial information
reported by the recipient.

11) General Discretionary
and Earmark Allocation
Report (Excel Report)

Discretionary program Yes Yes
allocations and earmarks
per Congressional
appropriation, with status,
allocations reserved, and
unobligated allocations

12) Indirect Costs Claimed
Report

Information on awards that Yes -N/A -
include Indirect Costs

13) MPR Detail Report

MPRs submitted for awards Yes Yes
(by FAIN) with submission
dates, frequency, review
status, and milestones
reported by a recipient (by
Recipient ID and Recipient
Name).
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Report Name Report Content Dynamic Historical

Report Report

Available Available

14) Obligation by Funding
Source Report (FYOBL2)

Obligation by Funding
Source Report on
application/award with
project, recipient, scope
code, ACC, funding UZAs,
cost center, and obligation
amounts presented.

Yes

Yes

15) Obligations /
Deobligations Fiscal
Year Report

Obligation and deobligation
transactions for comparison
with Delphi.

Yes

-N/A -

16) OPERBUD Report

Program operating budgets
by funding fiscal

year, formula/discretionary
type, ACC, cost center,
budget authorized,
obligated, and available
balance amounts.

Yes

Yes

17) Project Budget Report

Budget details for
applications, original
awards, and amendments
on a project level with FTA
funds awarded and
disbursed.

Yes

Yes

18) Project Scope Budget
Report

Budget details by
application/award on a
scope level with project,
section code, award fiscal
year, award type, award
status, and FTA grant
manager details.

Yes

Yes

19) Recipient Detail Report

Recipient profile and
payment code information
that existed in TEAM or
TrAMS.

Yes

Yes
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Report Name Report Content Dynamic Historical

Report Report
Available Available

20) Recipient POC Details

Points of Contact for a Yes Yes
Report

recipient organization with
title, address, contact
information,
responsibilities, and contact

type.

21) User Details Report See the FACES User Guide for -N/A- Yes

more information about the
User Details Report.

6.1.1 User Generated Dynamic Reports

User generated reports or “dynamic” reports are accessed from the ‘Reports’ tab and listed under the
‘Reports’ and ‘Excel Reports’ columns. Dynamic reports allow the user to apply search criteria to limit
report results.

6.1.1.1.1 How to Generate a Dynamic Report

Each report available on the ‘Reports’ tab is generated in a similar fashion. The following set of steps can
be applied generically to generate any dynamic report on the ‘Reports’ tab:

1) Go to the ‘Reports’ tab and click on the report link (e.g. ‘Application Budget Report’).

l~ Reports Excel Reports [x] Static Reports
W FY 2021
i~ Certifications & Assurances Application Budget by ALI Report B FY 2020
Completion Status
. P mFY 2019
Appllcatlun Budget Report
l# Disadvantaged Business mFY 2018
Enterprise (DBE) Semi-Annual Application by Status Repart
Uniform Report = FY 2017
Cumulative Formula
#~* Dishursement Renart A i e 0 " mFY 2016

2) Wait for the report form to open and then enter any applicable search criteria. Depending on the
report, select search fields may require inputs before the report can be generated.
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WELCOME MY WORK (18) RECORDS REPORTS

Reports | Application By Application-Level Budget Report

Report Search Criteria

Recipient Name/ID ‘ | ‘ Application/Award -

Fiscal Year
Hold ctrl to select multiple.

* Recipient -
Region/Cost Center

Hold ctrl to select multiple. ApplicationfAward  Flease Select a Type A
Type
Federal Award ID S
Application/Award -
Status
Section Code Hold ctrl to select multiple.

FTA Pre-Award
Manager

FTA Post-Award
Manager

CLEAR FILTER GENERATE REPORT @Kol

3) Click the ‘Generate Report’ button. Report generation time will vary depending on the report type
and the amount of underlying data.

4) Once the report has generated, a report link will appear at the top of the report form. The date and
timestamp shown in the link title will match the time zone specified by the user in the user’s profile
settings (e.g. “Application By Original Award Report for [User] [Date] [Time]”).

[ &~ i

WELCOME MY WORK (18) RECORDS REPORTS

Reports | Application By Application-Level Budget Report

Generated Excel Report

IAppI\cation By Original Award Report for Jane TrAMS Mar 10, 2021 02:33 PM I

Report Search Criteria

Recipient Name/ID 9900 - TrAMS Transit Organization ApplicationfAward 2017 -

Fiscal Year

- - Held ctrl to select multiple.
*Recipient 62000 - Office of Administration -

Region/Cost Center

Annlicatinnifward | Dinoco Calnee o Tima -

5) Click on the report link to download the report. The report will be Microsoft Excel formatted. The
search criteria applied will be listed in the header section of the report.
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Home Insert Page Layout Farmulas Data Review View Add-ins Team
AB18 = Jx
A B C D
1 |Application-Level Budget Original Award Report
2
3 Search Criteria _
4 Recipient ID: 9900
o Recipient Cost Center:
6 Application/Award Fiscal Year: 016
7 Federal Award ID:
8 Application Status: In-Progress, Active (Executed)
2] Application Type: Grant
10 FTA Pre-Award Manager:
11 FTA Post-Award Manager:

6.1.1.1.2 Standard Form Buttons
The dynamic report forms may contain one or more of the following standard buttons:

1) Clear Filter: Click the ‘Clear Filter’ button to clear all search criteria entered in the search filters.
2) Generate Report: Click the ‘Generate Report’ button to run the report.
3) Close: Click the ‘Close’ button to close the report form.

CLEAR FILTER GENERATE REPORT [ Keiy4

6.1.1.1.3 Search Criteria Types

Each dynamic report form will contain one or more search criteria. Required search criteria will be
indicated on the form by a blue asterisk “*’. Search criteria filters may be of the following types:

1) Checkbox: Checkboxes are used when zero, one or more items can be selected from a small list
(usually <5 items). Each item has its own checkbox that can be selected or deselected independent
of the other items in the list. On the ‘FFR Detail Report’, the ‘Report Period Type’ search criterion is
an example of a checkbox field.
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WELCOME

Report Search

Recipient Name/ID

Recipient
Region/Cost Center

Application/Award
Number

Application/Award
Fiscal Year

Report Status

MY WORK (18)

RECORDS

Criteria

i

REPORTS

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Application/Award
Type

Application/Award
Status

Report Period
Annual

Report Period
Quarterly

Please Select a Type

d >[alUus

Hold ctrl to select multiple.

Hold ctrl to select multiple.

* Report Period Type Quarterly Report Period
Monthly
"
4 monthly Hold ctrl to select multiple.
Annual
Initial

Report Final Yes, Final Report

No, Not Final Report

2) Date Picker: Clicking on a date picker field will open a calendar from which a single date can be
selected. Users may also directly type in a date in the field’s entry box. On the ‘FFR Detail Report’,
the ‘Period To' filter is an example of a date picker.

‘Yes, Final Report

TCPUTT TeTTOw

Monthly
Hold ctrl to select multiple.

Report Final
No, Not Final Report

Period From

August 2017 >

Period To €
SUN MON TUE WED THU FRI  SAT

1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 28 30 31

. = E 12

GENERATE REPORT |eKsiiS

3) Drop Down (Single-Select): A single-select drop down field is list of items that expands when the
user clicks in the field. Only one item can be selected from the list. The selected item will be visible
in the form field box. On the ‘FFR Detail Report’, the ‘Application/Award Type’ filter is an example of
a single-select drop down list.
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Enter one or more of the following search criteria

Report Search Criteria

Application/Award
Number

Application/Award
Fiscal Year

Reports | Federal Financial Report Details (FFR)

Application/Award
Type

- Application/Award
Status

Please Select a Tvpe
Grant

Cooperative Agreement

Enter cne or more of the following search criteria

Report Search Criteria

Application/Award
Number

Application/Award
Fiscal Year

Reports | Federal Financial Report Details (FFR)

Application/Award
Type

- Application/Award
Status

[Gra nt - I

4) Drop Down (Multi-Select): A multi-select drop down field also appears as a list of items that
expands when the user clicks in the field. In this case, multiple items can be selected from the list
(click an item to select it). Selected items will appear to be highlighted within the drop down and will
be listed in the field box. On the ‘FFR Detail Report’, the ‘Report Period Monthly’ filter is an example

of a multi-select drop down list.

No, Not Final Report

Period From

Period To

LU . 5017 Quarter 2

Annual
* Report Period Type Quarterly Hold ctrl to select multiple.
Monthly Report Period | 2017 Quarter 1, 2017 Quarter 2 - |
Annual Quarterly
Any
Initial
: + 2017 Quarter 1
Report Final ' Yes, Final Report Report Period

2017 Quarter 3
2017 Quarter 4
2016 Quarter 1

2016 Quarter 2

Application/Award
Fiscal Year

Report Status

* Report Period Type Quarterly
NMonthly
Annual
Initial

Report Final Yes, Final Report

Blo Mlceriooin

- Application/Award
Status

- Report Period
Annual

Report Period
Quarterly

Report Period
Monthly

Hold ctrl to select multiple.

[2017Quarter1,2017Quarter2 - I

Haold ctrl to select multiple.

ool ceel & Lozt Li

5) Radio Button: Radio button groups are used when a user can select only one (1) item from a short
list (usually <5 items). The selected radio button will appear highlighted. On the ‘FFR Detail Report’,
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the ‘Report Final’ filter is an example of a radio button group.

Annual
* Report Period Type Quarterly Hold ctrl to select multiple.
Monthly Report Period -
Annual Quarterly
Hold ctrl to select multiple.
Initial
" Report Period -
R t Final Yes, Final Report
eport Final @ p Monthly
No, Not Final Report Hold ctrl to select multiple.
Period From
Period To

6) Text: A text field search filter allows the user to enter free text. On the ‘FFR Detail Report’, the
‘Application/Award Number’ filter is an example of a text field.

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Report Search Criteria

Application/Award I1 012- I Application/Award -
Number Type

Application/Award - Application/Award -
Fiscal Year status

Report Status - Report Period -

7) Type Ahead: Type-ahead fields are similar to text fields but search for matching inputs as the user
types. The user will then be prompted to select from search results that match what was typed. A
matching item that was selected can be unselected by clicking the “x”. Type ahead fields will be
more common for FTA user views of the report forms where a recipient ID may need to be selected
from the full list of recipients. On the FTA version of the ‘FFR Detail Report’, the ‘Recipient Name/ID’
filter is an example of a type-ahead field. Typing the number ‘9900’ prompts the user to select the
recipient with ID 9900.

(] ™~ o

WELCOME MY WORK (18) RECORDS REPORTS

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Report Search Criteria

Recipient Name/ID | 2900] Application/Award  Flease Select 2 T -
. . Type
. 9900 - TrAMS Transit Organization
Recipient Application/a d 2ca Sta -
Region/Cost Center Pplication/Awar ‘ e
Status
Application/Award .
Number Report Period -
Annual
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WELCOME MY WORK (18) RECORDS REPORTS

Report Search Criteria

Recipient Name/ID

9900 - TrAMS Transit Organization %

Recipient
Region/Cost Center

Application/Award
Number

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Application/Award
Type

Application/Award
Status

Report Period
f

6.1.2 Historical Static Reports

Static reports are accessed from the ‘Reports’ tab. Static reports are stored by fiscal year, report name,
month, and day. Reports are generated on a nightly basis and are cumulative starting with the first day
of the fiscal year (October 1). Static reports have no filter criteria applied and show data for all Cost

Centers and recipient organizations.
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To access a historical static report:

1. Goto the ‘Reports’ tab and select the fiscal year for the static report users wish to view. Archived
data from TEAM is available for fiscal years prior to 2016 (e.g. click folder “FY 2015 Archive”).

|~ Reports Excel Reports (x) Static Reports

= FY 2021

L Certifications & Assurances Application Budget by ALI Report W FY 2020
Completion Status

. P W FY 2019

l#* Disadvantaged Business ®FY 2018

Enterprise (DBE) Semi-Annual A

Uniform Report mFY 2017

Cumulative Formula
i~ Disbursement Report Apportionment Report W FY 2016

2. Alist of all available static reports will display. Click on the desired report name (e.g. ‘Application
Budget Report’).

M Back to Reports
[£) Static Reports FY 2021

s Application Budget by ALl Report >

— FYZDZM{\J I s Application Budget Report > I
mFY 2020 s Application by Status Report >
mFY 2019 s Cumulative Formula Apportionm... >
= Deobligation by Funding Report >
mFY 2018
@ Discretionary Allocation Detail R... >
WY 2017

s Discretionary and Earmark Alloc... >

P VYL = cronasnil D . LY

3. Alist of months will display in federal fiscal year order (October — September). Click on the desired
month.
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Static Reports FY 2021

&= Application Budget by ALI Report > & 01. October >
®FY 2021 5 = Application Budget Report > I s 02. November > I
W FY 2020 i Application by Status Report > = 03. December >
-,FY 2019 # Cumulative Formula Appertionm... » @ 04. January >

s Decbligation by Funding Report > i 05. February >
mFY 2018

@ Discretionary Allocation Detail R.. » & 06. March >
lpyZly @8 Discretionary and Earmark Alloc... » & 07. April >
B OV IN1E == EER Notail Pannrt S == 0% hAaw 3

4. The list of available reports by day will display. Click a report link to download a copy and save to the
local environment. All reports are Microsoft Excel formatted.

M Back to Reports
[x] Static Reports FY 2021

:port > @m 01.October > 11f1f2020 Application By Origina...
& FY 2021 0 > = 02. November > |11f10.f2020AppMcation By Origin... I
W FY 2020 [ > i 03.December > 11f1 1/2020 Application By Origin...
= FY 2019 onm... » @m 04.January > ‘I1f‘|2.f2020 Application By Origin...

Jort > m 05. February > ‘I1f‘|3.f2020 Application By Origin...
mFY 2018

) ail R.. » i@ 06.March > ‘I‘If‘l4.f2020 Application By Origin...

= FY 2017 dloc.. > @m 07. April > ‘I1f‘|5f2020 Application By Origin...
S OV ON1E 3 == N2 Aoy b3 |:| 11/1R2020 Annlicatinn By Oirigin

6.2 Available Reports

This section describes each of the TrAMS reports including a short description of the report data
generated, search criteria available for dynamic reports, and file links and names. Search criteria fields
annotated with a ‘FTA Only’ indicate criteria only visible to FTA users and, in some cases, recipient users
associated with multiple Recipient organizations. Within this document, required search criteria on
dynamic reports are annotated by bolded font and an asterisk ‘*’ (e.g. Fiscal Month*).

When reviewing report data, note that some report fields may not be populated for Applications or
Awards migrated from TEAM. For example, Pre-Award and Post-Award information is only available for
TEAM Awards amended in TrAMS if managers have been assigned. This information is not available for
Applications or Awards migrated from TEAM without an additional activity.
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6.2.1 Application Budget by ALI Report

6.2.1.1 Description

The ‘Application Budget by ALI Report’ displays budget activity line item (ALI) data for original Awards
and amendments. The report allows users to view and track ALl level budget details and key milestone
dates for an original Award and amendments on those Awards.

6.2.1.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘Application Budget by ALI Report’:

D FTAOnly

1) Recipient Name/I
2) Recipient Region/Cost Center
3) Federal Award ID

4) Project Number

5) Section Code

6) Scope Code/Name

7) Activity Line Item (ALI) Name/Code
8) Application/Award Fiscal Year*

9) Application/Award Type

10) Application/Award Status

11) FTA Pre-Award Manager

12) FTA Post-Award Manager

13) Custom Line Item Name

FTA Only

* Indicates required search criteria.

6.2.1.3 Reports Tab Report View
The ‘Application Budget by ALI Report’ form appears as follows:
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Reports | Application By Activity Line Items (ALIs) Report (Original and
Amended)

Report Search Criteria

Recipient Name/ID * Application/Award -

Fiscal Year
. Held ctrl to select multiple.
Recipient hd

Region/Cost Center icati o ol : -
Haold ctrl to select multiple. Appllcatlonmv;;;zl o i

Federal Award ID .
Application/Award -

Status

Project Number Hold ctrl to select multiple.

Section Code FTA Pre-Award
Manager
Scope Code/Name FTA Post-Award
Manager

Activity Line Item
(ALI) Name/Code Custom Line Item
Name

CLEAR FILTER GENERATE REPORT |eKel33

6.2.1.4 Dynamic Report Link

Report Link Text: ‘ALl Budget Report for [User] [Date]’

Reports | Application By Activity Line Items (ALIs) Report (Original and
Amended)

Generated Excel Report

IAL Budget Report for Jane TrAMS Mar 15, 2021 08:48 PM I

Report Search Criteria

6.2.1.5 File Names for Downloaded Reports

e Dynamic Report: “Application By Original Award Report for [User] [Date].xIsx”
e Static Report: “[mm]-[dd]-[yyyy] Application Budget by ALl Report.zip”

6.2.1.6 TrAMS Report Fields

ID Column Name Description

1) Recipient ID 4-digit system identifier for recipient Number
organization/applicant
2) Recipient Acronym for recipient organization/applicant Text
Acronym
3) Recipient Name | Legal Business Name for recipient Text
organization/applicant
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ID Column Name Description Data
Type
4) Recipient Cost | Cost center for recipient organization/applicant Number
Center
>) Application/Aw | Fiscal Year in which the original Application was Number
ard Fiscal Year |created
6) Federal Award |Federal Award Identification Number (FAIN); the | Text
ID permanent Application number for the latest
“Active (Executed)” amendment
7) Amendment 2-digit number indicating the amendment on the Number
Number Award
8) Application Application title for the latest “Active (Executed)” | Text
Name amendment
%) Application Application status for the latest “Active (Executed)” | Text
Status amendment
10) Application Type of financial assistance for Application: Text
Type Cooperative Agreement or Grant
11) Application Latest Date that latest “Active (Executed)” Date
Transmitted amendment was transmitted to FTA.
Date
12) Application Latest Date that latest “Active (Executed)” Date
Submitted Date | amendment was submitted to FTA. each time an
Application is re-transmitted, this field is
overwritten
13) Recipient Point | Recipient Application POC for latest “Active Text
of Contact (Executed)” amendment
14) FTA Pre-Award | Pre-Award Manager for latest “Active (Executed)” | Text
Manager amendment
15) FTA Post- Post-Award Manager for latest “Active (Executed)” | Text
Award Manager | amendment
16) Project Number | Permanent Project number to identify one Project | Number
within an Award
17) Project Name Project title for the latest “Active (Executed)” Text
amendment
18) Funding Source | Short code for funding source name (e.g., “5307- Text
Name 2A” for “Section 5307 Urbanized Area Formula”)
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ID Column Name Description Data
Type
19) Section Code Two-digit code that indicates the funding source of | Number
a Project (e.g. “90” is the section code for “Section
5307 Urbanized Area Formula”)
20) Scope Name Description of scope for a given scope code (e.g., Text
scope code 114-00 has a scope name of “Bus
Support Equipment and Facilities”)
21) Scope Code 5-digit code to indicate a scope or category of Text
activities (e.g. “114-00")
22) Budget ALI Name of budget activity line item (ALI) Text
Name
23) Budget ALI 6-digit code to identify the activity line item within | Number
Code a scope of activities (e.g. “11.11.01")
24) Budget ALI User-defined quantity for an ALI Number
Quantity
25) Fuel Type Code | Fuel type description; only displays for rolling Text
stock ALIs
26) Total Budget Cumulative FTA amount for an ALI within the Number
ALIFTA Award; amount is cumulative up to the latest %)
Amount “Active (Executed)” amendment
27) Total Budget All non-FTA funding for an ALI within the Award; | Number
ALI Non-FTA amount is cumulative to latest “Active (Executed)” | ($)
Amount amendment
28) Total Budget Sum of FTA and non-FTA funding for an ALI within | Number
ALI Eligible the Award; amount is cumulative to latest “Active | ($)
Amount (Executed)” amendment
29) Total Budget Total FTA obligation amount for an ALI on the Number
Original ALI original Application (%)
FTA Amount
30) Total Budget Total non-FTA obligation amount for an ALl on the | Number
Original ALI original Application €))]
Non-FTA
Amount
31) Total Budget Sum of ALI’s FTA and non-FTA amounts on the Number
Original ALI original Application €))]
Eligible Amount
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ID Column Name Description

32) Obligation Date | Date Award was obligated

33) Third Party Yes (Y)/ No (N) indicator of whether Award has a

Contract (Y/N) | third party contract

6.2.2 Application Budget Report

6.2.2.1 Description

The ‘Application Budget Report’ allows users to view and track Application-level budget details,
disbursement amounts, and key Application milestone dates for original Awards and amendments at an
Award level.

6.2.2.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘Application Budget Report’:

1) Recipient Name/ID FTA0nly

2) Recipient Region/Cost Center
3) Federal Award ID

4) Section Code

5) Application/Award Fiscal Year
6) Application/Award Type

7) Application/Award Status

8) FTA Pre-Award Manager

9) FTA Post-Award Manager

FTA Only*

* Indicates required search criteria.

6.2.2.3 Form View

The ‘Application Budget Report’ form appears as follows:
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Report Search Criteria

Reports | Application By Application-Level Budget Report

Recipient Name/ID

* Recipient
Region/Cost Center

Federal Award 1D

Section Code

Hold ctrl to select multiple.

Application/Award
Fiscal Year

Application/Award
Type

Application/Award
status

Hold ctrl to

Hold ctrl to

select multiple.

select multiple.

CLEARFILTER

FTA Pre-Award
Manager

FTA Post-Award
Manager

GENERATE REPORT CLOSE

6.2.2.4 Dynamic Report Link

Report Link Text: ‘Application By Original Award Report for [User] [Date]’

Generated Excel Report

Reports | Application By Application-Level Budget Report

Application By Original Award Report for Jane TrAMS Mar 15, 2021 08:52 PM

Report Search Criteria

6.2.2.5 File Names for Downloaded Reports

Static Report: “[Date] Application By Original Award Report.xlsx”

6.2.2.6 TrAMS Report Fields

Dynamic Report: “Application By Original Award Report for [User] [Date].xlsx”

ID Column Name Description Data
Type

D Federal Award ID Federal Award Identification Number (FAIN); | Text
the permanent Application number for the
latest “Active (Executed)” amendment

2) Recipient ID 4-digit system identifier for recipient Number
organization/applicant

3) Recipient Acronym Acronym for recipient organization/applicant | Text

4) Recipient Name Legal Business Name for recipient Text
organization/applicant
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ID Column Name Description Data
Type
5) Recipient Cost Center | Cost center for recipient Number
organization/applicant
6) Application/Award Fiscal Year in which the original Application Number
Fiscal Year was created
7) Amendment Number | 2-digit number indicating the amendment on | Number
the Award
8) Application Name Application title for the latest “Active Text
(Executed)” amendment
%) Number of Budget Number of budget revisions on the latest Number
Revisions “Active (Executed)” amendment
10) Application Status Application status for the latest “Active Text
(Executed)” amendment
11) Application Type Type of financial assistance for Award: Text
Cooperative Agreement or Grant
12) Recipient Point of Recipient Application POC for latest “Active Text
Contact (Executed)” amendment
13) FTA Pre-Award Pre-Award Manager for latest “Active Text
Manager (Executed)” amendment
14) FTA Post-Award Post-Award Manager for latest “Active Text
Manager (Executed)” amendment
15) Application Latest Date that latest “Active (Executed)” Date
Transmitted Date amendment was transmitted to FTA.
16) Application Latest Date that latest “Active (Executed)” Date
Submitted Date amendment was submitted to FTA. each time
an Application is re-transmitted, this field is
overwritten
17) Section Code Two-digit code that indicates the funding Number
source of an Award (e.g. “90” is the section
code for “Section 5307 Urbanized Area
Formula”). If there are multiple funding
sources/PO numbers for an Award (e.g. “Super
Grant”), there will be multiple rows in this
report for that Award
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ID Column Name Description Data
Type
18) Total Eligible Cost Sum of FTA and non-FTA funding on Award; Number
amount is cumulative to latest “Active (%)
(Executed)” amendment
19) Total Non-FTA All non-FTA funding on Award; amount is Number
Amount cumulative to latest “Active (Executed)” (%)
amendment
20) Current Amendment | FTA obligation amount of the latest “Active Number
Amount (Executed)” amendment €3]
21) Total FTA Obligation |Cumulative FTA obligation amount up to the Number
Amount latest “Active (Executed)” amendment %
22) Total Deobligation Cumulative FTA deobligation amount up to the | Number
Amount latest “Active (Executed)” amendment (%)
23) Total Disbursement | Cumulative disbursement amount up to the Number
Amount latest “Active (Executed)” amendment (%)
24) Total Refund Amount | Cumulative refund amount up to the latest Number
“Active (Executed)” amendment %
25) Total Unliquidated Cumul“atlv.e unhquldated"amount up to the Number
latest “Active (Executed)” amendment.
Amount (%)
Calculation: Cumulative Obligations -
Cumulative Deobligations - Cumulative
Disbursements + Cumulative Refunds
26) Percent Disbursed Percentfige .Of funds disbursed from cumulative Number
FTA obligation amount (%)
Calculation: Cumulative Disbursements /
Cumulative Obligations
27) Obligation Date Obligation Date for the latest “Active Date
(Executed)” amendment
28) Last Disbursement Date on which the last disbursement occurred | Date
Date on this Award
29) Closeout Date Date this Award was closed Date
30) Is Discretionary Flag to show if Application uses discretionary | Text
Grant funding sources
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6.2.3 Application by Status Report

6.2.3.1 Description

The ‘Application by Status Report’ lists the status of grant and cooperative agreements for Applications
and Awards. This report can be used to determine reviews that have taken place and reviews still
required.

6.2.3.2 Dynamic Report Search Criteria

The following search criteria can be applied to the ‘Application by Status Report’:

1) Recipient Name/ID FTA0n

2) Recipient Region/Cost Center
3) Federal Award ID

4) Application/Award Fiscal Year
5) Application/Award Type

6) Application/Award Status

7) FTA Pre-Award Manager

8) FTA Post-Award Manager

FTA Only%

* Indicates required search criteria.

6.2.3.3 Form View

The ‘Application by Status Report’ form appears as follows:

Reports | Application By Status Report

Report Search Criteria

Recipient Name/ID Application/Award -

Fiscal Year
L. Hold ctrl to select multiple.
* Recipient -
Region/Cost Center - e .
Hold ctrl to select multiple. Application/Award ‘
Type

Federal Award ID L
Application/Award -

Status
Held ctrl to select multiple,

FTA Pre-Award
Manager

FTA Post-Award
Manager

CLEAR FILTER GENERATE REPORT CLOSE

6.2.3.4 Dynamic Report Link

Report Link Text: ‘Application by Status Report for [User] [Date]’
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Generated Excel Report

Reports | Application By Status Report

IAppI\cation By Status Report for Jane TrAMS Mar 15, 2021 08:58 PM I

Report Search Criteria

6.2.3.5 File Names for Downloaded Reports

e Dynamic Report: “Application by Status Report for [User] [Date].xIsx”
e Static Report: “[Date] Application by Status Report.xlsx”

6.2.3.6 TrAMS Report Fields

ID Column Name Description Attribute
Type
D Recipient ID 4-digit system identifier for recipient Number
organization/applicant
2) Recipient Acronym for recipient organization/applicant Text
Acronym
3) Recipient Name | Legal Business Name for recipient Text
organization/applicant
4) Recipient Cost Cost center for recipient organization/applicant Number
Center
>) Application/Awa | Fiscal Year in which the Application was created Number
rd Fiscal Year
6) Federal Award ID | Federal Award Identification Number (FAIN), or Text
temporary Application ID if not yet assigned, for
the current amendment
7) Amendment 2-digit number indicating the amendment on the | Number
Number Award
8) Application Application title for current amendment Text
Name
9 Number of Number of budget revisions on the current Number
Budget Revisions | amendment (not cumulative to the Award).
10) Application Application status for the current amendment Text
Status
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ID Column Name Description Attribute
Type
11) Application Type | Type of financial assistance for Application: Text
Cooperative Agreement or Grant

12) Recipient Point of | Recipient Application POC for current amendment | Text
Contact

13) FTA Pre-Award | Pre-Award Manager for current amendment Text
Manager

14) FTA Post-Award | Post-Award Manager for current amendment Text
Manager

15) Total Obligation | Cumulative FTA obligation amount up to the latest | Number
Amount “Active (Executed)” amendment %

16) Total Cumulative FTA deobligation amount up to the Number
Deobligation latest “Active (Executed)” amendment %
Amount

17) Current FTA obligation amount of the latest “Active Number
Amendment (Executed)” amendment %
Amount

18) Application Latest Date that current amendment was Date
Transmitted Date | transmitted to FTA

19) Application Latest Date that current amendment was Date
Submitted Date | submitted to FTA

20) FAIN Assigned Date that current amendment was assigned a FAIN | Date
Date

21) DOL Submission | Date when application was sent to DOL Date
Date

22) DOL Certification | Date when DOL certified the application Date
Date

23) DOL Review Date | Date when DOL completed the review task in Date

TrAMS

24) Technical Latest Technical Concurrence date for current Date
Concurrence amendment (each time a concurrence is logged
Date again for the same amendment, this field is

overwritten).
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ID Column Name Description Attribute
Type
25) Civil Rights Latest Civil Rights Concurrence date for current Date
Concurrence amendment (each time a concurrence is logged
Date again for the same amendment, this field is
overwritten).
26) Environmental Latest Environmental Concurrence date for Date
Concurrence current amendment (each time a concurrence is
Date logged again for the same amendment, this field is
overwritten).
27) Planning Latest Planning Concurrence date for current Date
Concurrence amendment (each time a concurrence is logged
Date again for the same amendment, this field is
overwritten).
28) Operations Latest Operations Concurrence date for current Date
Concurrence amendment (each time a concurrence is logged
Date again for the same amendment, this field is
overwritten).
29) Legal Latest Legal Concurrence date for current Date
Concurrence amendment (each time a concurrence is logged
Date again for the same amendment, this field is
overwritten).
30) RA Concurrence | Latest RA Concurrence date for current Date
Date amendment (each time a concurrence is logged
again for the same amendment, this field is
overwritten).
31) Reservation Date | Date that funds were reserved for current Date
amendment
32) Obligation Date | Date that funds were obligated for current Date
amendment
33) Deobligation Date that funds were deobligated for current Date
Date amendment
34) Executed Date Date that current amendment was executed by the | Date
recipient
35) Closeout Date Date that Award was closed out Date
36) Is Discretionary | Flag to show if Application uses discretionary Text
Grant funding sources
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ID Column Name Description Attribute
Type
37) Application Date that the Application was created for current | Date
Created Date amendment

6.2.4 Disbursement Report

6.2.4.1 Description

The ‘Disbursement Report’ allows users to query individual disbursements and/or refunds for an Award.
While other reports in TrAMS show a single, cumulative disbursement amount per grant or Project, this
report displays each disbursement and refund processed. Search fields include account class code,
financial purpose code, and section code.

For grants Awarded in TrAMS, users can also query for disbursements on individual Projects within the
Award and on individual budget scope codes within the Projects. For reports run on grants Awarded in
TEAM, the fields for budget scope code, scope name, and scope suffix will be blank as this information is
only tracked for Awards made in TrAMS. Additionally, the report will only generate data for grants
where disbursements have taken place. If an Application has not reached ‘Awarded/Executed Status’ or
if no disbursements have occurred, the report will not return any information for that Award.

Note: It may take several minutes to generate a report when the search criteria entered are broad and
produce large amounts of data.

6.2.4.2 Dynamic Report Search Criteria

The following search criteria can be applied to the ‘Discretionary Allocation Detail Report’: Recipient
Name/ID FTA Only

1) Federal Award ID

2) Project Number

3) Account Class Code

4) Financial Purpose Code

5) Section Code

6) Recipient Region/Cost Center FTAOnY
7) Award Status

8) Budget Scope Code/Name
9) Scope Suffix

10) Transaction Type

11) Transaction Date

6.2.4.3 Form View

The ‘Disbursement Report’ form appears as follows:
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Disbursement Report
Search Criteria

Recipient @ Award Status @ L -
Award with Budget Scope
Amendment Code/Name
Number
Scope Suffix x -

Project Number
Transaction Type -
Account Class Code
Date Comparison Between
Financial Purpose - Up to 5 years will be used in the report if usec
Code

3

* Start Date
Section Code -

[ 3

* End Date
Region / Cost Center -

Fiscal Year -

ji3138 EXPORT TO EXCEL

6.2.4.4 Dynamic Report Link

Report Link Text: ‘Download Excel Report Disbursement Report for [User] [Date]’

Download Disbursement Report

I Download Excel Report: Disbursement Report for Jane TrAMS Mar 15, 2021 03:09 PM |

Only the first 10,000 search results will return. Please narrow your search criteria if the desired result does not appear.

CLOSE

6.2.4.5 File Names for Downloaded Reports

e Dynamic Report: “Disbursement Report for [User] [Date].xlsx”

6.2.4.6 TrAMS Report Fields

ID | Column Name Description Data
Type

D Project Number | Project ID under the Application Text

2) Project Title Project title Number

3) FAIN Federal Award Identification Number (FAIN); the Text

permanent Application number for the latest “Active
(Executed)” amendment

4)

Recipient ID 4-digit system identifier for recipient Number
organization/applicant
>) Recipient Name | Legal Business Name for recipient Text

organization/applicant
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ID Column Name Description Data
Type
6) Award Status Current status of the Award (e.g. ‘Active (Executed)’) Text
7) Cost Center Cost center for recipient organization/applicant Number
Code
8) Account Class Code indicating the source of the funding; formatted as | Text
Code <funding fiscal year>.<appropriation code>.<section
code>.<limitation code>.<type authority> (e.g.
2017.25.91.90.2).
%) FPC Financial Purpose Code -2-digit code representing the | Text
financial purpose of the funds.
10) Financial Description of the FPC Text
Purpose
11) Scope Code 5-digit code to indicate a scope or category of activities | Text
(e.g. “114-00")
12) Scope Name Description of scope for a given scope code (e.g., scope | Text
code 114-00 has a scope name of “Bus Support
Equipment and Facilities”)
13) ' 2-digit code that distinguishes two scope codes within
Scope Suffix the same Award (e.g. if scope code 111-00 exists twice Text
within the Award, the first 111-00 scope has a suffix of
A1 and the second has a suffix of A2)
Each unique scope in an Award has a suffix; they are
comprised of a letter and a number 1-9 (e.g. A1-A9, B1-
B9, C1-C9, etc)
14) Section Code Two-digit code that indicates the funding source of a Number
Project (e.g. “90” is the section code for “Section 5307
Urbanized Area Formula”)
15) Transaction Refund or Disbursement Text
Type
16) Transaction The date the transaction occurred Date
Date
17) Transaction The amount of the transaction Number
Amount
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6.2.5 Discretionary Allocation Detail Report (or Application Discretionary
Allocation Detail Report)

6.2.5.1 Description

The ‘Discretionary Allocation Detail Report’ provides Application/Award information for grants and
cooperative agreements that contain discretionary and/or earmark allocations, including status and if
the funds have been Awarded.

6.2.5.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘Discretionary Allocation Detail Report’:

1) Recipient Name/ID FTA0n

2) Recipient Region/Cost Center
3) Federal Award ID

4) Project Number

5) Discretionary ID

6) Application/Award Fiscal Year*
7) Application/Award Type

8) Application/Award Status

9) FTA Pre-Award Manager

10) FTA Post-Award Manager

FTA Only

* Indicates required search criteria.

6.2.5.3 Form View
The “Discretionary Allocation Detail Report’ form appears as follows:

(] =] 0

WELCOME MY WORK (13) RECORDS REPORTS

Reports | Application Discretionary Allocation Details

Report Search Criteria

Recipient Name/ID *Application/award  Flzase Selact 5 vesr -
Fiscal Year
Recipient  Flease Select 3 Cost Cente - licati d ) ) o
Region/Cost Center Application/Awar ease Select a -
Type
Federal Award ID L
Application/Award -
Status
Project Number Hold ctrl to select multiple.
Discretionary ID FTA Pre-Award
Manager

FTA Post-Award
Manager

CLEAR FILTER GENERATE REPORT |eRekis
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6.2.5.4 Dynamic Report Link
Report Link Text: ‘Discretionary Allocation Detail Report for [User] [Date]’

Reports | Application Discretionary Allocation Details

Generated Excel Report

I Discretionary Allocation Detail Report for Jane TrAMS Mar 15, 2021 09:15 PM I

Report Search Criteria

6.2.5.5 File Names for Downloaded Reports

e Dynamic Report: “Discretionary Allocation Detail Report for [User] [Date].xIsx”
e Static Report: “[Date] Discretionary Allocation Excel Report.xlsx”

6.2.5.6 TrAMS Report Fields

ID Column Name Description Data ID
Type

D Recipient ID 4-digit system identifier for recipient Number |Yes
organization/applicant (FTA)

2) Recipient Acronym Acronym for recipient Text No
organization/applicant

3) Recipient Name Legal Business Name for recipient Text Yes
organization/applicant (FTA)

4) Recipient Cost Center Cost center for recipient Number |Yes
organization/applicant (FTA)

>) Application/Award Fiscal |Fiscal Year in which the Application was Number |Yes

Year created

6) Federal Award ID Federal Award Identification Number Text Yes
(FAIN); the permanent Application number
for the current amendment

7) Application Name Application title for current amendment Number |No

8) Application Status Application status for the current Text Yes
amendment

9 Application Type Type of financial assistance for Award: Text Yes
Cooperative Agreement or Grant

10) Project Number Project ID under the Application Text No

11) Project Name Project title Number |Yes
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12) Discretionary ID ID string to identify a specific discretionary | Text Yes
Project
13) Discretionary Title Title of discretionary Project Text No
14) Discretionary Fiscal Year | Fiscal year of discretionary allocation Number | No
15) Discretionary ID Amount | Amount of discretionary allocation applied | Number |No
Applied to the discretionary Application
16) Application Reservation | Date that funds were reserved for current Date No
Date amendment
17) Application Obligation Date that funds were obligated for current Date No
Date amendment
18) Deobligation Date Date that funds were deobligated for current | Number |No
amendment
19) Closeout Date Date that Award was closed out Number | No
(%)
20) Total Reservation Amount | Total amount reserved for the discretionary | Number |No
Application
21) Total Obligation Amount | Total amount obligated to the discretionary | Number |No
Application
22) Total Deobligation Total amount deobligated from the Number |No
Amount discretionary Application
23) Recipient Point of Contact | Recipient Application POC for current Text No
amendment
24) FTA Contact TEAM Application’s listed FTA contact (TEAM Number |No
Application only)
25) FTA Post-Award Manager | Pre-Award Manager for current amendment | Text Yes
26) FTA Pre-Award Manager |Post-Award Manager for current amendment | Text Yes

6.2.6 FFR Detail Report

6.2.6.1 Description

The ‘FFR Detail Report’ provides information on Federal Financial Reports (FFRs) submitted for Awards,
including the submission or review status of the report and the financial information as reported by the
recipient. This report can be used to determine whether an FFR has been submitted and/or reviewed by
FTA. FFRs display with their latest status, saved comments, recipient information, and Award details
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relevant to the entered search criteria. Users can input search criteria to filter reports by report period
type and report period date ranges.

Note: Most financial information populated in the report is recipient-reported. The exceptions are
disbursement, deobligated, and unliquidated obligation amounts which are generated by
FTA’s financial systems.

6.2.6.2 Dynamic Report Search Criteria

The following search criteria can be applied to the ‘FFR Detail Report’:

1) Recipient Name/ID F/A0n

2) Recipient Region/Cost Center
3) Application/Award Number
4) Application/Award Fiscal Year
5) Report Status

6) Report Period Type*

7) Report Final

8) Period From

9) Period To

10) Application/Award Type

11) Application/Award Status

12) Report Period Annual

13) Report Period Quarterly

14) Report Period Monthly

FTA Only

* Indicates required search criteria.

Note: Depending on the Report Period Type selected either the ‘Report Period Annual’, the ‘Report
Period Quarterly’, or the ‘Report Period Monthly’ field will become required.

6.2.6.3 Form View

The ‘FFR Detail Report’ form appears as follows:
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WELCOME MY WORK (19) RECORDS REPORTS
Reports | Federal Financial Report Details (FFR)
Enter one or more of the following search criteria
Report Search Criteria
Recipient Name/ID Application/Award ease Select a T -
Type
Recipient Flease Select a Cost Cente - Application/A d - §
Region/Cost Center pplication/Awar lease Select g Statu:
Status
Application/Award .
Number Report Period -
Annual
P - Hold ctrl to select multiple.
Application/Award lease Select r -
Fiscal vear Report Period -
- Quarterly
Report Status ease Select a Status - Hold ctrl to select multiple.
* Report Period Type Quarterly Report Period -
Monthly
Monthly Hold ctrl to select multiple.
Annual
Initial
Report Final ‘Yes, Final Report
No, Not Final Report
Period From
Period To

6.2.6.4 Dynamic Report Link
Report Link Text: ‘FFR Details Report for [User] [Date]’

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Generate Excel Report

FFR Details Report for Jane TrAMS Mar 15, 2021 09:46 PM

Report Search Criteria

6.2.6.5 File Names for Downloaded Reports

J

e Dynamic Report:: “FFR Details Report for [User] [Date].xlIsx”
e Static Report:: “[Date] FFR Detail Report.zip”

Application-Level Fields

'ID Column Name Description Data Type
1)

Recipient ID 4-digit system identifier for recipient Number
organization/applicant
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ID Column Name Description Data Type
2) Recipient Abbreviated form of the organization/applicant Text
Acronym
3) Recipient Name Legal Business Name for recipient Text
organization/applicant
4) Recipient Cost Cost Center for recipient organization/applicant Number
Center
5) Application State | State in which the application is for Text
6) Application Fiscal | Fiscal Year in which the Application was created Number
Year and/or Awarded
/) Application Federal Award Identification Number (FAIN) Text
Number
8) Amendment Number of amendments created for the Number
Number application
%) Application Name | Application title for the latest “Active (Executed)” | Text
amendment
10) Application Status | Application status for the latest “Active (Executed)” | Text
amendment
11) Application Type | Type of application submitted Text
12) Application Cost | Cost Center managing the application Text
Center
13) Application Application includes discretionary funds Text
Includes
Discretionary
Funds?
14) Recipient Point of | Point of contact for the recipient responsible for Text
Contact the application
15) FTA Post-Award FTA Post-Award Manager responsible for the Text
Manager application/award
16) FFR Status Status of the FFR Details Report Text
17) FFR Fiscal Year Fiscal Year corresponding to the FFR Details Report | Number
18) FFR Fiscal Period | Corresponds to the FFR Period Type selected Text
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ID Column Name Description Data Type
19) Final Report Indicates the Final FFR Details Report for the Text
application (ie. Completed during the closeout
process)
20) FFR Submitted Submitted date of the FFR Details Report by Date
Date Recipient
21) FFR Submitted By | Recipient submitting FFR Details Report Text
22) Federal Cash On Federal cash on hand at the beginning of the Number
Hand at Beginning | period. Refer to line A on the FFR Report.
of Period
Cumulative
Amount
23) Federal Cash Federal cash receipt cumulative amount. Refer to Number
Receipt line B of the FFR Report.
Cumulative
Amount
24) Federal Cash Federal cash disbursements. Refer to line C of the | Number
Disbursement FFR Report
Cumulative
Amount
25) Federal Cash On Federal cash on hand at the end of the period. Number

Hand at End of Refer to line D of the FFR Report
Period Cumulative

Amount

26) Total Federal Total federal funds authorized. Refer to line E of Number
Funds Authorized |the FFR Report.
Amount

27) Federal Share of | Federal share of expenditures. Refer to line F of the | Number
Expenditures FFR Report.
Cumulative
Amount

28) Recipient Share of | Recipient share of expenditures. Refer to line G of | Number
Expenditures the FFR Report.
Cumulative
Amount
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ID Column Name Description Data Type

29) Total Expenditures | Total expenditures. Refer to line H of the FFR Number
Cumulative Report.
Amount

30) Federal Share of | Federal share of unliquidated obligations. Refer to | Number
Unliquidated line | of the FFR Report.
Obligations
Amount

31) Recipient Share of | Recipient share of unliquidated obligations. Refer | Number
Unliquidated to line J of the FFR Report.
Obligations
Amount

32) Total Unliquidated | Total unliquidated obligations. Refer to line K of Number
Obligations FFR Report.
Amount

33) Total Federal Total federal share. Refer to line L of the FFR Number
Share Amount Report.

34) Unobligated Unobligated balance of federal funds. Refer to line | Number
Balance of Federal | M of the FFR Report.
Funds Amount

35) Total Obligation Total amount obligated for an application/award Number
Amount

36) Total Total amount disbursed for an application/award Number
Disbursement
Amount

37) Total Unliquidated | Total unliquidated amount Number
Amount

38) Obligation Date Date the application/award was obligated Date

39) Last Disbursement | Date of the most recent disbursement on the Date
Date application

40) Deobligation Date | Date the application/award was deobligated Date

41) Indirect Expense Indirect Expense Type Text
Type

42), . ,
Indirect Expense | Rate approved by the cognizant agency Number

Rate

Page 427



Federal Transit Administration
TrAMS User Guide - Recipient

ID Column Name Description Data Type

43) Indirect Expense | Total base amount from which the indirect cost Number
Base Amount rate is determined

44)

Indirect Expense | Total amount of indirect expenses charged to the Number
Amount Charged | Award on a cumulative basis

45) Indirect Expense | Federal share of the indirect expenses charged Number
Federal Share

46) Indirect Expense | Period covered by the approved rate Date
Period From

47) Indirect Expense | Period covered by the approved rate Date
Period To

6.2.6.6 Form View
The ‘FFR Detail Report’ form appears as follows:

-] =] 0

WELCOME MY WORK (19) RECORDS REPORTS

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Report Search Criteria

Recipient Name/ID Application/Award ease Select a T -
Type
Recipient Flease Select o Cost Cent - . . i
Application/Award ease Select a 5 : -

Region/Cost Center
Status

Application/Award

Number Report::'::::: T
. B Hold ctrl to select multiple.
Application/Award ase Select r -
Fiscal vear Report Period -
- Quarterly
Report Status ase Select g Status - Hold ctrl to select multiple.
*Report Period Type Quarterly Report Period -
Monthly
Monthly Hold ctrl to select multiple.
Annual
Initial
Report Final ‘Yes, Final Report
No, Not Final Report
Period From
Period To

6.2.6.7 Dynamic Report Link
Report Link Text: ‘FFR Details Report for [User] [Date]’
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Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Generate Excel Report

FFR Details Report for Jane TrAMS Mar 15, 2021 09:46 PM

Report Search Criteria

6.2.6.8 File Names for Downloaded Reports

e Dynamic Report:: “FFR Details Report for [User] [Date].xIsx”
e Static Report:: “[Date] FFR Detail Report.zip”

6.2.7 MPR Detail Report

6.2.7.1 Description

The ‘MPR Detail Report’ provides information on Milestone Progress Reports (MPRs) submitted for
Awards, including the MPR submission dates and review status and the milestones reported by the
Recipient. The report will also include basic grant (e.g. FAIN) and recipient information (e.g. Recipient ID,
Recipient Name). Users can also search by report type (e.g. Quarterly), reporting period, or for reports
submitted in a particular date range. Recipients may use this report to determine which MPRs have
been submitted and whether FTA has reviewed the reports.

6.2.7.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘MPR Detail Report’:

1) Recipient Name/ID FTA0nl

2) Recipient Region/Cost Center FTAOnl
3) Application/Award Number
4) Application/Award Fiscal Year
5) Application Type

6) Application Cost Center

7) Report Period Type*

8) Report Final

9) Period From

10) Period To

11) Application/Award Type

12) Application/Award Status

13) Report Period Annual

14) Report Period Quarterly

15) Report Period Monthly

* Indicates required search criteria.

Note: Depending on the Report Period Type selected either the ‘Report Period Annual’, the ‘Report
Period Quarterly’, or the ‘Report Period Monthly’ field will become available and is required.
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6.2.7.3 Form View

The ‘MPR Detail Report’ form appears as follows:

MPR Details
Application/Award Number Recipient Region/Cost Center Funding Source Report Period Type P
Post-award Manager Recipient Name/ID Most Recent @ Include Final
1O Most Recent 1 only Cyclical
Cyclica or

Application Type Application Cost Center Both

ReseT

No data available No data available

Reciplent ID Recipient Name Application Number Application Type Application Cost Center MPR Status Report Type Report Period Details

Mo items available

6.2.7.4 Dynamic Report Link
Report Link Text: ‘MPR Details Report for [User] [Date]’

MPR Details
Download Document

MPR Details Report for Test User 7 May 10, 2024 12:34:16 PM I

Application/Award Number Recipient Region/Cost Center Funding Source Report Period Type EXPORT TO EXCEL

Post-award Manager Recipient @ Most Recent @ Include Final
© Most Recent © Only Cyclical
Cyclical Only Final
Application Type Application Cost Center Both
Ol

6.2.7.5 File Names for Downloaded Reports

e Dynamic Report: “MPR Details Report for [User] [Date].xlsx”
e Static Report: “[Date] MPR Details Report.zip”

6.2.8 Project Budget Report
6.2.9 Project Scope Budget Report

6.2.9.1 Description

The ‘Project Scope Budget Report’ allows recipient users to view and track budget details for
Applications, original Awards, and amendments on a scope level. Users will be able to filter on their data
by Awards, Projects, section codes, scope codes, Award fiscal years, Award types, Award status, and FTA
grant manager details.

Note: This report only shows Applications that originated in TrAMS.

6.2.9.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘Project Scope Budget Report’:

1) Recipient Name/ID FTA0n
2) Recipient Region/Cost Center F™ Only
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3) Federal Award ID

4) Project Number

5) Section Code

6) Scope Code/Name

7) Application/Award Fiscal Year

8) Application/Award Type

9) Application/Award Status

10) FTA Pre-Award Manager

11) FTA Post-Award Manager Form View

The ‘Project Scope Budget Report’ form appears as follows:

[ ™~ =] (.

WELCOME MY WORK (19) RECORDS REPORTS

Reports | TrAMS Generated Applications By Project-Scope-Level Budget
Mote this report is only available for TraMSs generated applications.

Generated Excel Report

Project Scope Budget Report for Jane TrAMS Mar 15, 2021 10:08 PM

Report Search Criteria

Recipient Name/ID Application/Award -

Fiscal Year

. Held ctrl to select multiple.
* Recipient 61000 - Office of Administrator -
Region/Cost Center featt Ploaca Calort 5 . -
Held ctrl to select multiple. Application/Award o T
Type
Federal Award ID o

Application/Award -

Status

Project Number
Section Code

Scope Code/Name

CLEAR FILTER

FTA Pre-Award
Manager

FTA Post-Award
Manager

Held ctrl to select multiple.

GENERATE REPORT |eiNek]3

6.2.9.3 Dynamic Report Link

Report Link Text: ‘Project Scope Budget Report for [User] [Date]’

Generated Excel Report

IDroject Scope Budget Report for Jane TrAMS Mar 15, 2021 10:08 PM I

Report Search Criteria

Reports | TrAMS Generated Applications By Project-Scope-Level Budget

Mote this report is only available for TrAMS generated applications.

6.2.9.4 File Names for Downloaded Reports

e Dynamic Report: “Project Scope Budget Report for [User] [Date].xlsx”
e Static Report: “[Date] Project Scope Budget Report.xlsx”
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6.2.9.5 TrAMS Report Fields

ID Column Name Description Data
Type
D Recipient ID 4-digit system identifier for recipient Number
organization/applicant
2) Recipient Acronym | Acronym for recipient organization/applicant Text
3) Recipient Name Legal Business Name for recipient Text
organization/applicant
4) Recipient Cost Cost center for recipient organization/applicant Number
Center
>) Application/Award | Fiscal Year in which the Application was created Number
Fiscal Year
6) Federal Award ID |Federal Award Identification Number (FAIN); the Text
permanent Application number for the latest “Active
(Executed)” amendment
7) Amendment 2-digit number indicating the amendment on the Number
Number Award
8) Application Name | Application title for current amendment Text
%) Application Status | Application status for the current amendment Text
10) Application Type | Type of financial assistance for Award: Cooperative | Text
Agreement or Grant
1) Application Date that latest “Active (Executed)” amendment was | Date
Transmitted Date |transmitted to FTA
12) Application Date that latest “Active (Executed)” amendment was | Date
Submitted Date submitted to FTA
13) Recipient Point of | Recipient Application POC for current amendment Text
Contact
14) FTA Pre-Award Pre-Award Manager for current amendment Text
Manager
15) FTA Post-Award Post-Award Manager for current amendment Text
Manager
16) Project Number Permanent Project number to identify one Project Text
within an Award
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ID Column Name Description Data
Type
17) Project Name Project title for the latest “Active (Executed)” Text
amendment
18) Funding Source Short code for funding source name (e.g., “5307-2A” | Text
Name for “Section 5307 Urbanized Area Formula”)
19) Section Code Two-digit code that indicates the funding source ofa | Number
Project (e.g. “90” is the section code for “Section 5307
Urbanized Area Formula”)
20) Scope Name Description of scope for a given scope code (e.g., Text
scope code 114-00 has a scope name of “Bus
Support Equipment and Facilities”)
21) Scope Code 5-digit code to indicate a scope or category of Text
activities (e.g. “114-00")
22) Total Scope FTA Cumulative FTA amount for a Project-scope within Number
Amount the Award; amount is cumulative up to the latest %
“Active (Executed)” amendment
23) Total Scope Non- | All non-FTA funding for a Project-scope within the Number
FTA Amount Award; amount is cumulative to latest “Active %
(Executed)” amendment
24) Total Scope Sum of FTA and non-FTA funding for a Project-scope | Number
Amount within the Award; amount is cumulative to latest %
“Active (Executed)” amendment
25) Total Reservation | Total funds reserved for a Project-scope within the Number
Amount Award; amount is cumulative to latest “Active %
(Executed)” amendment
26) Total Obligation Cumulative FTA obligation amount for a Project- Number
Amount scope within the Award up to the latest “Active %)
(Executed)” amendment
27) Total Deobligation |Cumulative FTA de-obligation amount for a Project- | Number
Amount scope within the Award up to the latest “Active %
(Executed)” amendment
28) Total Cumulative disbursement amount for a Project-scope | Number
Disbursement within the Award up to the latest “Active (Executed)” | ($)
Amount amendment
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ID Column Name Description Data
Type
29) Percent Disbursed Per.cen.tage of funds disburseq from cumulative FTA Number
obligation amount for the Project-scope (%)

Obligations

Calculation: Cumulative Disbursements / Cumulative

30)

Date Award

Last Disbursement | Date on which the last disbursement occurred on this | Date

6.2.9.6 Description

The ‘Project Budget Report’ allows recipient users to view and track budget details for Applications,
original Awards, and amendments on a Project level. Users will be able to filter on their data by Awards,
Projects, section codes, Award fiscal years, Award types, Award status, and FTA grant manager details.

The following search criteria can be applied to the ‘Project Budget Report’:

1)
2)
3)
4)
5)
6)
7)
8)
9)

6.2.9.7 Dynamic Report Search Criteria

Recipient Name/ID FTA0nly
Recipient Region/Cost Center
Federal Award ID

Project Number

Section Code
Application/Award Fiscal Year*
Application/Award Type
Application/Award Status

FTA Pre-Award Manager

FTA Only

10) FTA Post-Award Manager

* Indicates required search criteria.

6.2.9.8 Form View

The ‘Project Budget Report’ form appears as follows:
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(] ~ 0

WELCOME MY WORK (19) RECORDS REPORT>

Reports | Application By Project-Level Budget Report

Report Search Criteria

Recipient Name/ID * Application/Award -
Fiscal Year
. Hold ctrl to select multiple.
Recipient -
Region/Cost Center icati a5e Select 3 Tvne -
Hold ctrl to select multiple. Application/Award -
Type
Federal Award ID o
Application/Award -
Status
Project Number Hold ctrl to select multiple.

FTA Pre-Award

Section Code
Manager

FTA Post-Award
Manager

CLEAR FILTER GENERATE REPORT [eeli3

6.2.9.9 Dynamic Report Link

Report Link Text: ‘Project Budget Report for [User] [Date]’

Reports | Application By Project-Level Budget Report

Generated Excel Report

Project Budget Report for Jane TrAMS Mar 15, 2021 09:58 PM

Report Search Criteria

6.2.9.10 File Names for Downloaded Reports

e Dynamic Report: “Project Budget Report for [User] [Date].xIsx”
e Static Report: “[Date] Project Budget Report.xlsx”

6.2.9.11 TrAMS Report Fields

ID  Column Name Description Data
Type
D Recipient ID 4-digit system identifier for Number
recipient

organization/applicant

2) Recipient Acronym Acronym for recipient Text

organization/applicant
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ID

3)

Column Name

Recipient Name

Description

Legal Business Name for
recipient
organization/applicant

Text

4)

Recipient Cost Center

Cost center for recipient
organization/applicant

Number

5)

Application/Award Fiscal Year

Fiscal Year in which the
Application was created

Number

6)

Federal Award ID

Federal Award Identification
Number (FAIN); the permanent
Application number for the
latest “Active (Executed)”
amendment

Text

7)

Amendment Number

2-digit number indicating the
amendment on the Award

Number

8)

Application Name

Application title for the latest
“Active (Executed)”
amendment

Text

9)

Application Status

Application status for the latest
“Active (Executed)”
amendment

Text

10)

Application Type

Type of financial assistance for
Award; two values --
Cooperative agreement or grant

Text

11)

Application Transmitted Date

Date that latest “Active
(Executed)” amendment was
transmitted to FTA

Date

12)

Application Submitted Date

Date that latest “Active
(Executed)” amendment was
submitted to FTA (each time an
Application is re-transmitted,
this field is overwritten)

Date

13)

Recipient Point of Contact

Recipient Application POC for
current amendment

Text

14)

FTA Pre-Award Manager

Pre-Award Manager for current
amendment

Text
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15)

Column Name

FTA Post-Award Manager

Description

Post-Award Manager for
current amendment

Text

16)

Project Number

Permanent Project number to
identify one Project within an
Award

Text

17)

Project Name

Project title for the latest
“Active (Executed)”
amendment

Text

18)

Section Code

Two-digit code that indicates
the funding source of a Project
(e.g. “90” is the section code for
“Section 5307 Urbanized Area
Formula”)

Note: If there are multiple
funding sources/PO numbers for
a Project (e.g. “Super Grant”),
there will be multiple rows in
this report for that Project

Number

19)

Total Project FTA Amount

Cumulative FTA obligation
amount for a Project within the
Award; amount is cumulative
up to the latest “Active
(Executed)” amendment

Number

(%)

20)

Total Project Non-FTA Amount

All non-FTA funding for a
Project within the Award;
amount is cumulative to latest
“Active (Executed)”
amendment

Number

(%)

21)

Total Project Eligible Cost

Sum of FTA and non-FTA
funding for a Project within the
Award; amount is cumulative to
latest “Active (Executed)”
amendment

Number

(%)

22)

Total Reservation Amount

Total funds reserved for a
Project within the Award;
amount is cumulative to latest
“Active (Executed)”
amendment

Number

(%)
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ID Column Name Description Data
Type

23) Total Obligation Amount Cumulative FTA obligation Number
amount for a Project within the | ($)
Award up to the latest “Active
(Executed)” amendment

24) Total Deobligation Amount Cumulative FTA deoobligation | Number
amount for a Project within the | ($)
Award up to the latest “Active
(Executed)” amendment

25) Total Disbursement Amount Cumulative disbursement Number
amount for a Project within the | ($)
Award up to the latest “Active
(Executed)” amendment

26) Is Discretionary Grant “Yes” or “No” to show if Text
Application uses discretionary
funding sources

27) Is New Start Grant “Yes” or “No” to show is
Application is a New Start grant

28) Last Obligation Date Obligation Date for the latest Date
“Active (Executed)”
amendment

29) Project Start Date Earliest date on the milestones |Date
for this Project

30) Project End Date Latest date on the milestones Date
for this Project

6.2.10 Recipient POC Detail Report

6.2.10.1 Description

The ‘Recipient POC Details Report’ lists individuals who are a recipient organization's Points of Contacts
(POC). The list may be filtered by ‘Recipient POC Contact Types’ and/or ‘Recipient POC SAM Contact
Types’. The report includes details for each POC such as their title, address, contact information, and
contact type.

6.2.10.2 Dynamic Report Search Criteria

The following search criteria can be applied to the ‘Recipient POC Detail Report’:

1) Search
2) Recipient Name/ID
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3) POC Contact Type
4) Office/Cost Center

6.2.10.3 Form View

The ‘Recipient POC Detail Report’ form appears as follows:

- ~ (e
WELCOME MY WORK (18) RECORDS REPORTS
Search @ POC Contact Type TrEeT T T
Recipient Name/ID Office/Cost Center

Clear Filters

6.2.10.4 Dynamic Report Link
Report Link Text: ‘Recipient POC Detail Report for [User] [Date]’

Generated Excel Report

Recipient POC Detail Report for Jane TrAMS Mar 15, 2021 10:23 PM

Search @ POC Contact Type

Recipient Name/ID Office/Cost Center

6.2.10.5 File Names for Downloaded Reports

e Dynamic Report: “Recipient POC Detail Report for [User] [Date].xIsx”
e Static Report: “[Date] Recipient POC Details Report.xlsx”

6.2.10.6 TrAMS Report Fields

ID Column Name Description Data Type
1 Recipient ID 4-digit system identifier for recipient Number
organization
2) L , . o Text
Recipient Name Name of POC’s associated recipient
organization
3) o . . ) . Text
Recipient Cost center associated with POC'’s recipient
Office/Region organization
4) Union Name Name of POC’s union (if union POC) Text
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‘ Description

ID Column Name Data Type
5) Title POC’s title as displayed in SAM.gov profile (SAM | Text
POCs) or Recipient POCs module
6) ) . . . Text
Full Name POC’s full name as displayed in Recipient POCs
module (not available for SAM POCs)
7) POC’s street address as displayed in SAM.gov Text
Street Address profile (SAM POCs) or Recipient POCs module
8) Cit POC’s city as displayed in SAM.gov profile (SAM | Text
Y POCs) or Recipient POCs module
9) State POC’s state as displayed in SAM.gov profile Text
(SAM POCs) or Recipient POCs module
10) 71P Code POC’s ZIP code as displayed in SAM.gov profile | Number
(SAM POCs) or Recipient POCs module
11) POC’s phone number as displayed in SAM.gov | Number
Phone Number profile (SAM POCs) or Recipient POCs module
12) Alternate Phone POC’s alternate phone number as displayed in Number
Number Recipient POCs module
13) Fax Number POC’s fax number as displayed in SAM.gov Number
profile (SAM POCs) or Recipient POCs module
14) . POC’s email address as displayed in SAM.gov Text
Email Address profile (SAM POCs) or Recipient POCs module
15) ) . . . Text
Web Address POC’s web address as displayed in Recipient
POCs module (not available for SAM POCs)
16) Contact Type Flag to indicate if contact is Union POC: Yes or Text
UNION no (not available for SAM POCs)
17) o . . Text
Contact Type CEO Flag to indicate if contact is CEO: Yes or no (not
available for SAM POCs)
18) Contact Type MPO | Flag to indicate if contact is for MPO concerns: Text
Yes or no (not available for SAM POCs)
19) Contact Type EEO Flag to indicate if contact is for EEO issues: Yes Text
or no (not available for SAM POCs)
20) Contact Type DBE Flag to indicate if contact is for DBE issues: Yes Text
or no (not available for SAM POCs)
21) Contact Type Title | Flag to indicate if contact is for Title VI issues: Text
VI Yes or no (not available for SAM POCs)
22) Contact Type Flag to indicate if contact is for Section 504 Text
Section 504 issues: Yes or no (not available for SAM POCs)
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ID Column Name Description Data Type
23) Contact Type ECHO | Flag to indicate if contact is for ECHO: Yes or no Text
(not available for SAM POCs)
24) Contact Type Grant | Flag to indicate if contact is for grants issues: Text
Yes or no (not available for SAM POCs)
25) Contact Type Flag to indicate if contact is for general FTA Text
General FTA Issues |issues: Yes or no (not available for SAM POCs)
26) Statewide Flag to indicate if Union has statewide Text
Application Application: Yes or no (not available for SAM
POCs)
27) Created Date Date when POC was created (not available for Date
SAM POCs)
28) Created By User responsible for creating the POC (not Text
available for SAM POCs)
29) Updated Date Last date logged for updates made on the POC'’s Date
information (not available for SAM POCs)
30) Updated By Last user responsible for updating the POC (not Text
available for SAM POCs)

6.2.11 User Details Report

See the FACES User Guide for more information about the User Details Report.
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6.2.12 Tasks for Recipients Report

6.2.12.1 Description:

All Recipient users can access the ‘Tasks for Applications’ report from the ‘Tasks for Applications’ link
under the ‘Reports’ column. The ‘Tasks for Applications’ report consists of one tab that provides
Recipient users a view of the ‘Tasks for Recipients’ list. The ‘Tasks for Recipients’ report enables all
Recipient users to filter the list of existing TrAMS applications that have active tasks assigned to
recipients. The report can be accessed by all Recipient users in TrAMS to view details of application and
task assignment details, such as the task status, task start time, and work duration

1. After successfully logging on to TrAMS as a Recipient user, navigate to the Reports section. Under
the Reports column, locate and select Tasks for Applications.

2 Reports [ Excel Reports [ Static Reports

o UPR Detads @

it Reciprent POC Detads &

2 118 Detall Repoet D

I 2 Tatks for Apphications I -
) Project Budget fepart 3

2. The system will redirect the user to the Tasks for Recipients screen. The ‘Tasks for Recipients’ list
all applications with incomplete assigned to Recipient users under the filter fields.
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vFilters

Application/Award with
Amendment Number

Application/Award
with Amendment

Number

Recipient @

Assigned To /
Claimed By

Clear Filters.

Tasks for Applications

Active Tasks for recipients

Task Name

Execute Award | FL-
FL-2025-008-00 2025-008-00 | pop

test for 1716

Review FFR - Initial
Federal Financial

FL-2025-017-00 Report for Federal

Award 1D No. FL-
2025-017-00

Complete 2025

FL-2023-008-00 Quarter 2 FFR | FL-

2023-008-00 | 9900

Assigned To / Claimed
By

TrAMS G9900 Official

Annelise Recipient

leslie.thomas@dot.gov

Enter the partialsfull Application or Award with Amendment Number to filter

Status

Assigned

Accepted

Assigned

Application Cost
Center

Application/Award
Status

Type Of Task

Application/Award

Award Name
Status

Obligated / Ready for

test for 1/16
pop testior Execution

Add Calculations to
FFRs as Warnings
Test

Obligated / Ready for
Execution

TTO 5307 System
Preventive Active (Executed)
Maintenance

Recipient
Id

9900

9900

9900

Application
Cost Center

Region 3

Region 3

Region 3

EXPORT TO EXCEL

Task Start  Work
Time Duration

6/10/2025 1:44
PM GMT+00:00

6/5/2025 3:53

pMGMT+0000 9

4/10/2025 4:53
PM GMT+00:00

3. To filter the selected list, the user can enter filter criteria in one or more of the following filter

fields:

FAIN: The user will be able to enter a partial FAIN number to filter results using
typeahead feature.

Recipient ID

Assigned to/Claimed By
Application Cost Center

Application Status

Type of Task: Can be narrowed down by selected: FFR, MPR, Submit Application,
or Execute Application from the drop-down list.

4. Upon selection, the list will refine, showing only applications that match any of the filter criteria
provided.
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Application/Award Application Cost -

with Amendment Center

Number ENter the partial/full Application or Award with Amendment Number to filter

Application/Award -

Recipient@ Status
Assigned To / Annelise Reci Type Of Task -

Claimed By

Clear Filters EXPORT TO EXCEL

Tasks for Applications

Active Tasks for recipients

Application/Award with Assigned To / Application/Award i Application . Work
Task N. . Stat! Award N v Task Start Ti .
Amendment Number askName Claimed By atus ward Name Status Id Cost Center 4 TaskStart Time Duration

Review FFR - Initial
Federal Financial

FL-2025-017-00 Report for Federal Anﬁe!\se Accepted Add Calculations to Obhga?ed / Ready for 9900 Region 3 6/5/2025 3:53 l.'—'M 7 days
Recipient FFRs as Warnings Test  Execution GMT+00:00
Award ID No. FL-
2025-017-00
Review & Submit |
FL-2025-013-00 | Annelise Recip Docs #6 FAIN Assigned / Ready for 3/20/2025 8:44
FL-2025-013-00 A ted 9900 Ri 3 79d
Recip Docs #6 Recipient ceepte (Submit) Submission eelon PM GMT+00:00 i
(Submit)

A« ™ lda

WELCOME MY WORK (0) Rl S REPORTS

vFilters

FAIN Application Cost elect -

Center
Enter the partial/full FAIN number to filter

Application Status

Recipient 1D 1401 - MARYLAND TRANSIT ADMINISTRATION, 7109 - FEDERAL AVIATION AL = @ ¥

. Type Of Task

Claimed By

Tasks for Applications

Assigned To / . - Recipient Application Cost . Waork
FAIN Task Name Claimed By Status Application Name ~ Application Status d Center 1 Task Start Time Duration
Execute Award | MD-2022- '
MD-2022 07,00 | TOM-12075 VAT Qfficiall MTA Arcepted P T CUATR O 2 e ety 1401 Region 3 Atz s
007-00 DEMO 2 Execution EDT
DEMO 2
MD-2020- Execute Award | MD-2020- Ready for RA 3/30/202012:21
Officiall MTA Acce d  UAT for TOM-6119 1401 R 3 1144 day:
008-00 008-00 | UAT for TOM-6119 o coepte o Concurrence / Award eglon AM EOT il
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vFilters
Application/Award

with Amendment
Number

Claimed By

Clear Filters

Active Tasks for recipients

Application/Award with
Amendment Number

FL-2025-017-00

AssignedTo/ [ Annclise Reclpient X

Tasks for Applications

Task Name

Review FFR - Initial
Federal Financial
Report for Federal
Award ID No. FL-
2025-017-00

Recipient@ 9900 - TrAMS Transit Organization X

Assigned To /
Claimed By

Annelise
Recipient

Status.

Accepted

Application Cost
Center

Enter the partial/full Application or Award with Amendment Number to filter

Application/Award | Obligated / Ready for Execution . ‘

Status

Type Of Task

Application/Award
Status

Award Name

Add Calculations to Obligated / Ready for
FFRs as Warnings Test  Execution

Recipient
Id

9900

EXPORT TO EXCEL

Application ) Work

Cost Center } Task Start Time Duration
6/5/2025 3:53 PM

Region 3 7 days

GMT+00:00
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7 Appendices
7.1 Appendix A — Abbreviations, Acronyms, and Terms

7.1.1 Acronym Table

Acronym Definition
ACC Account Classification Code
ALl Activity Line Item
ARRA American Recovery & Reinvestment Act
C&As Certifications & Assurances
CE Categorical Exclusion
DBE Disadvantaged Business Enterprise
DOL Department of Labor
DOT Department of Transportation
EA Environmental Assessment
EEO Equal Employment Opportunity
EIS Environmental Impact Statement
E.O. Executive Order
FAIN Federal Award Identification Number
FFR Federal Financial Report
FONSI Finding of No Significant Impact
FTA Federal Transit Administration
MPR Milestone Progress Report
NEPA National Environmental Policy Act
RA Regional Administrator
ROD Record of Decision
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Acronym Definition

SAM System for Award Management

STIP Statewide Transportation Improvement Program

TIP Transportation Improvement Plan

TrAMS Transit Award Management System

UPWP Unified Planning Work Program

UZA Urbanized Area

7.1.2 Glossary of Terms

Appian Web-based Business Process Management (BPM) software used to
development the FTA Platform that houses TrAMS.

Application A request for financial assistance in TrAMS through federal grants and
cooperative agreements.

Award An application that has been awarded in TrAMS (the application can be a
grant or cooperative agreement)

Buttons Used to perform actions such as saving data, deleting data, or leaving the

form.

Cost Center

A term used to represent an FTA regional or Headquarters office within
TrAMS.

Dashboard A user interface that organizes and presents information in a way that is
easy to view and read.

Field A user input element on a form for entering data (e.g. a checkbox or
textbox).

Form A web-page where a user enters data or information.

Grid The Appian term to describe a table. Grids have records (rows) and fields

(columns).
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Group A collection of TrAMS users. All users with the same role in the same
Recipient Organization will belong to a group (e.g. Transit CO ABC
Submitters).

Menu A list of options displayed on screen either in a list, dropdown list, or
toolbar (top to bottom or across the top of the page).

Navigation Menu A series of links specific to the type of record.

Navigation Tabs Displays FTA-platform and system-specific information to all users. Tabs
are used to navigate through the system.

Page A web-page or web-enabled screen.

Project Is a single activity or group of related activities that comprise a project
within an application; and has a defined budget and schedule.

Recipient Organization | A recognized recipient, that has been assigned a unique FTA identification
number (4 digits), which is also referred to as a Recipient ID Number.
Recipient Organizations are tied to FTA Cost Centers.

Role A set of privileges and responsibilities within TrAMS assigned to a user.
Users can be assigned one or more roles.

System A software application (e.g. TrAMS). The term “system” is used throughout
this user guide instead of “application” to avoid confusion with TrAMS
grant applications.

Task An assigned step within a workflow. Appian can assign tasks to individual
users or groups. Users can assign tasks to other users within the TrAMS
system.

User An individual with a TrAMS account that has at least one assigned user role

and has logged into the FTA Appian Platform.

Workflow A series of steps in a pre-defined process that must be completed in order.
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