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Date Version Description Author 
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1.​ FTA Categorical Exclusion e-Worksheet Overview 

The Categorical Exclusion e-Worksheet (CEW) application is the official FTA web-based tool for  
completing, submitting, and obtaining an FTA Categorical Exclusion (CE) determination or approval. 
Project sponsors submit data via the interface. 

The FTA CEW application is the National Environmental Policy Act (NEPA) compliance tool for project 
sponsors to provide documentation to support CE  determinations  for certain construction projects.   

FTA owns and operates the CEW application. Access is provided via the Transit Integrated Appian 
Development (TrIAD) suite at https://faces.fta.dot.gov/suite/. 

 

Figure 1: FTA TrIAD Homepage 

2.​ Logging in 

Accessing the system requires navigating to the official CEW website: 
https://faces.fta.dot.gov/suite 
 

https://faces.fta.dot.gov/suite/
https://faces.fta.dot.gov/suite


2.1​Logging in as FTA Staff 
Initial login directs users to a Warning screen (Figure 2). Selection of I Agree is mandatory to 
proceed. 
 

 

 

Figure 2: Initial Login Screen 

 

Following acceptance of terms, the user selects the appropriate login link (Figure 3). 

 

 



Figure 3: Login Screen 
 
 
FTA employees and contractors select the link: "If you are an FTA employee or FTA contractor, click this 
link to log in." Successful authentication redirects to the TrIAD Homepage. Access to the CEW 
application is initiated by selecting the FTA CE e-Worksheet tile (Figure 4). 

 

 

 

 

 

Figure 4: FACES Homepage  

 

2.2​Logging in as non-FTA Staff 
 
The system displays the Warning screen detailing the FTA software usage policy (Figure 5). 



 

Figure 5: Initial Login Screen 

Post-agreement, the system facilitates sign-in to the FACES application (Figure 6). 

 

 

Figure 6: Login Screen 

Initial login for non-FTA users requires selection of the link: "If you are a non-FTA User, click this link to 
log in." The system redirects to Login.gov. Access requires an active Login.gov account, which may be 
established at https://secure.login.gov/sign_up/enter_email. 

https://secure.login.gov/sign_up/enter_email


 
Figure 7: Login.gov Screen 
Users provide the registered email address and password, then select the Sign In button. 

 

Authentication redirects to the TrIAD Homepage. Users select the FTA CE e-Worksheet tile to access 
the application (Figure 8). 

 

 

Figure 8: TrIAD Homepage 

 



3.​ Roles 

System access and functional permissions are governed by assigned roles. Submitters initiate and manage 
organization-specific worksheets. FTA Reviewers verify data accuracy within their assigned regions. FTA 
Approvers provide final authorization. TPE HQ Read-Only Users maintain cross-regional visibility 
without edit capabilities. 

Submitter (Project Sponsor): Initiates, completes, and submits e-Worksheets. Responsible for 
responding to revision requests. 

FTA Reviewer: Executes initial reviews, modifies field values, and provides comments. Advances 
worksheets for approval or returns them for revisions. 

FTA Approver: Performs final validation. Grants approval or returns worksheets for additional 
revisions. 

TPE Read-Only (FTA HQ): Provides read-only access to all worksheets across all regions. No 
editing or commenting capabilities. 

Role and region assignment occurs outside this application through the FACES application. The 
application enforces access based on those assignments but does not provision or manage them. 

Regional Reviewers and Approvers access worksheets within their assigned regions, and Submitters 
access worksheets belonging to their own organizations. 

  

4.​Quick Start: Submission Process Summary 

Process Overview & Lifecycle Steps 

1. Authenticate and select the FTA CE e-Worksheet application from the TrIAD portal. 

2. Select New Submission, verify regional coordination, and provide core project data. 

3. Navigate sections using the Next button or the Table of Contents. 

4. Complete all mandatory fields, denoted by asterisks (*), and upload necessary PDF attachments. 

5. Select Save frequently. The Quit action does not automatically trigger a save. 

6. Re-open worksheets from the dashboard and select Edit Submission to resume data entry. 

7. Access Review and Submit, confirm data integrity, and select Submit. Omissions trigger 
validation errors. 

8. Monitor for email notifications regarding Request for Revisions or final Approved status. 



5.​ Getting Started 

5.1 Accessing the Application Dashboard 
1. Sign in to the TrIAD portal (Refer to Section 2). 

2. Select the FTA CE e-Worksheet tile. 

 

3. The dashboard displays active e-Worksheets and lifecycle statuses. 

  

5.2 User Interface & Navigation Layout 
Edit Submission: Located in the upper right quadrant. Unlocks a read-only worksheet for data entry. 

Save and Quit: Located in the lower left quadrant of the interface. 

Next: Located in the lower right quadrant to facilitate sequential navigation. 

Table of Contents: Facilitates direct navigation to specific sections or the Review and Submit 
screen. 

Comments: Right-side panel for workflow communication. 



6.​For Submitters 

6.1 Pre-Submission Verification & Prerequisites 
Prior to creating a new worksheet, Submitters must complete the following verification steps: 

Coordinate with the FTA regional office point of contact to confirm CE e-Worksheet requirements. 

Collaborate with the FTA regional office regarding technical studies (e.g., traffic, biological, historic 
resources) and inter-agency coordination. 

The verification screen defines the document's purpose: 

“The CE e-Worksheet is a compliance and concurrence tool, not a planning tool. It serves 
as the final documentation demonstrating compliance with NEPA and other 
environmental requirements.” 

6.2 Creating a new e-Worksheet 
1. Select New Submission from the dashboard. 

 

2. Review prerequisites and select the confirmation checkbox regarding FTA regional coordination. 

 



3. Provide Project Name, Project Sponsor Name, Project Location, and STIP/TIP ID. 

 

4. Select Start New Submission. Data populates into Section I of the worksheet. 

6.3 Opening an in-progress e-Worksheet 
 

PROCEDURAL NOTE: Worksheets opened from the dashboard default to a read-only 
state. Data entry requires selection of Edit Submission in the upper right quadrant. 

  

1. Select the target e-Worksheet from the dashboard. The system displays a read-only view. 

2. Select Edit Submission in the upper right quadrant. 

 

3. The worksheet transitions to an editable state. 



6.4 Navigating the e-Worksheet Interface 
Users select Next to proceed sequentially through worksheet sections. 

The Table of Contents facilitates non-linear navigation to any section. 

Selecting Review and Submit from the navigation menu displays the full worksheet in a single 
scrollable view for centralized data entry. 

 

6.5 Data Entry & Form Completion 
Worksheet sections reflect Federal requirements. 

Selection Controls: Interaction with specific options may conditionally enable or disable secondary 
fields based on relevance. 



 

Text Inputs: Fields accommodate a maximum of 2,000 characters. Drafts exceeding this limit require 
modification prior to saving. 

Date Inputs: Users specify required dates via standard system formats. 

Mandatory Fields: Denoted by an asterisk (*). While draft saves allow empty mandatory fields, the 
system enforces completion during the final submission process. 

 

Reference Materials: Links to official guidance open in secondary browser tabs to maintain the 
active session. 

6.6 Adding attachments 
Each screen facilitates the upload of supporting documentation. The system requires all attachments 
to be in PDF format. 

Section VII serves as a repository for general supplemental documentation not associated with a 
specific worksheet question. 

Uploaded documents are accessible via file name hyperlinks. 



 

6.7 Save and Quit Functionality 
 

PROCEDURAL REQUIREMENT: Selecting Quit does not automatically save progress. 
Users must select Save prior to exiting to prevent data loss. Users should select Save 
prior to exiting to ensure data persistence. 

  

1. Select Save and verify the completion of the visual save indicator. 

 

2. Select Quit. A system prompt initiates a verification of data persistence. 

3. Select Quit to return to the dashboard or Go Back to perform a manual save. 

 

Saved data persists across sessions. Upon re-authentication, the worksheet state reflects the most recent 
saved version. 

System sessions expire after 24 hours of inactivity, which terminates the active draft session and requires 
re-authentication. 



6.8 Reviewing and submitting 
1. Select Review and Submit from the Table of Contents. The consolidated view allows for final 

validation of data and attachments. 

 

2. Utilize browser print functions to generate a PDF archive of the submission. 

3. Select Submit. A confirmation dialog indicates that subsequent modifications are prohibited. 

 

4. Confirm by selecting Yes. The system executes validation checks. Omitted mandatory fields or 
character limit violations are flagged with red error indicators. 



 

5. Users remediate validation errors prior to re-initiating the submission. 

6. Post-submission, the status transitions to Submitted, the worksheet record is locked, and regional 
FTA Reviewers are notified. 

6.9 Post-Submission Review Lifecycle 
The worksheet progresses through defined review stages. Automated email notifications inform 
Stakeholders of required actions or status changes. 

Submitted: Regional reviewers receive notification of the new submission. 

Under Review: An FTA Reviewer performs validation and may edit values or add comments 
directly. From here, the Reviewer either returns the worksheet to the Submitter as Request for 
Revisions, or advances it to Pending Approval. 

Request for Revisions: The system returns the worksheet to the Submitter for remediation, 
accompanied by reviewer comments. 

Pending Approval: The Reviewer promotes the worksheet to the regional Approver group. 

Approved: Final authorization is granted. The record becomes a permanent read-only document. 

NOTE: There is no restriction on the number of revision cycles an e-Worksheet may undergo. 

6.10 Reopening and Modifying Returned Submissions 
1. The status transitions to Request for Revisions and the system issues an email notification. 

2. Access the worksheet and review comments in the right-side panel. 



 

3. Select Edit Submission. The status transitions to In Progress (Revisions) and fields are 
unlocked. 

4. Execute requested modifications and initiate re-submission via Review and Submit. 

6.11 Monitoring Submission Status 
The dashboard displays active organization-specific e-Worksheets. Status definitions are provided in the 
Status Reference section. 

7.​Comment Management & Communication 

Comments facilitate communication between FTA Reviewers/Approvers and the Submitter. Comments 
reside in the right-side panel. Reviewers and Approvers possess write and resolution permissions; 
Submitters possess read-only permissions. 

7.1 Reading comments (all roles) 
Section-specific screens display relevant comments. The Review and Submit consolidated view 
displays all worksheet comments. 

Selecting a comment displays detailed pop-ups, including section and specific question associations. 

Comments include author metadata and timestamps, presented in chronological order. 

 

FILTERING RULE: The All Comments header functions as a toggle filter between all 
records and Only Open Comments. 

 



 

7.2 Adding and resolving comments (reviewers and approvers) 
Reviewers select the comment panel to initiate feedback. Associating comments with specific 
questions improves remediation efficiency. 

Comment statuses are categorized as Open or Resolved. Resolution is executed upon completion of 
required modifications. 



8.​For FTA Reviewers 

8.1 Initiating Review & Assigning Worksheets 
1. Post-submission, the system issues email notifications to all regional reviewers. The regional team 

assigns the submission to a specific individual. 

2. The Reviewer selects the worksheet from the regional dashboard. Opening the record transitions 
the status to Under Review. 

3. Select Edit Submission to enable modification of values or addition of comments. 

8.2 Reviewing 
Submitter data, selections, and PDF attachments are accessible for validation. 

Reviewers may modify field values directly to resolve minor errors without returning the worksheet. 

Reviewers add comments detailing required Submitter modifications via the comment panel. 

8.3 Requesting revisions or advancing 
1. Return for Revisions: The Reviewer adds comments and submits the return request. The status 

updates to Request for Revisions and the system notifies the Submitter. 

2. Advance for Approval: The Reviewer promotes the worksheet. The status updates to Pending 
Approval and the system notifies regional Approvers. 

NOTE: Resubmissions by a Submitter trigger re-notification to regional reviewers and restart the 
review cycle. 

9.​For FTA Approvers 

1. Approvers receive email notifications upon regional worksheets status change to Pending 
Approval. 

2. Open the record and select Edit Submission to execute modifications or add feedback. 

3. Approve: Grant final authorization. Status transitions to Approved and the record becomes 
read-only. 

4. Request Revisions: Add comments and initiate return. Status transitions to Request for 
Revisions. Alternatively, Approvers may coordinate with Reviewers to execute returns. 

10.​ For FTA HQ Read-Only Users 

The FTA HQ Read-Only role maintains visibility of worksheets across all regions. Permissions are 
limited to viewing content; editing and commenting functions are disabled. 



11.​ Printing an e-Worksheet 

1. Navigate to the Review and Submit consolidated view. 

2. Utilize standard browser print shortcuts (e.g., Ctrl+P) to print to PDF. 

NOTE: Exact print formatting can vary slightly between browsers. 

12.​ Status Reference 

In Progress: The worksheet record is active and resides with the Project Sponsor for completion. 

Submitted: The worksheet has been formalized and awaits assignment to an FTA Reviewer. 

Under Review: Initial validation is being performed by an FTA Reviewer. 

Pending Approval: Initial review is complete; the worksheet awaits final FTA authorization. 

Request for Revisions: The system has returned the worksheet to the Submitter for required 
modifications. 

In Progress (Revisions): The Submitter has re-opened the worksheet for remediation of requested 
changes. 

Approved: The worksheet has received final authorization and is locked as a read-only record. 

13.​ Email Notifications 

New Submission: Notification distributed to all regional reviewers post-initial submission. 

Revisions Requested: Notification distributed to the Submitter when a worksheet is returned from 
review or approval stages. 

Resubmission: Notification distributed to regional reviewers post-remediation by a Submitter. 

Ready for Approval: Notification distributed to regional approvers post-initial review completion. 

Approved: Notification distributed to the Submitter upon final authorization. 

14.​ Getting Help 
Technical inquiries should be directed to the FTA Application Helpdesk: FTAITHelpdesk@dot.gov. 

Accessibility: Alternative file formats are available to meet disability requirements. Contact 
FTAWebAccessibility@dot.gov for assistance. 

 

 



 

 

15.​ Appendix: Acronyms 

 

CE Categorical Exclusion 
CEW FTA CE e-Worksheet 
FACES FTA Access Control and Entry System 
FTA Federal Transit Administration 
HQ Headquarters 
NEPA National Environmental Policy Act 
STIP State Transportation Improvement Program 
TIP Transportation Improvement Program 
TPE Office of Planning and Environment 
TrIAD Transit Integrated Appian Development 
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