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TEAM-Web User Guide

EWEAM 'W Eb Federal Transit Administration « U.5. DOT

Welcome to TEAM-Web! SECURITY NOTICE

LOGIN You are accessing a U.5. Government information system.
This information system, including all related equipment,
networks, and network devices, is provided for U.S.
Government-authorized use only. Unauthorized or
Paszword: improper use of this system is prohibited, and may result
- in civil and criminal penalties, or administrative disciplinary
Database: | Production action. The communications and data stored or transiting
' ' this system may be, for any lawful Government purpose,
[] Change Password monitored, recorded. and subject to audit or investigation.

: By using this system, you understand and consent to such
[ Login ] [ Reset ] iy

User
Mame:

The following Change History table shows any changes or inclusions to the TEAM-Web User Guide at the “compilation” chapter
level. This serves to notify those users who may want to download and/or print out the most current version, should they have a copy
that is out of date. A more detailed change history is included within each chapter version.

Note: Print Dates noted throughout the header of each chapter are MS Word “print date” features — for the purposes of Adobe PDF,
they can be referenced as a “conversion date” since the date becomes locked thereafter.
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Compilation Change History

Version Date Description Change By
1.0 07/13/2007 | First Compilation — combines the following chapter versions: 2007_04 30 _CHO01_v2.02, Travis Klein
2007_04_23 CH02_v2.0, 2007_05_03_CH03_v2.01, 2007_05_10 _CHO04_v2.01,
2007_05_11 CHO5 v2.01, 2007_05_24 CHO06_v2.02, 2007_05 30_CHO07_v2.01,
2007_06_06_CH08_v2.02, 2007_06_13 CHO09 v2.02,2007_06_21 CH10 v2.02,
2007_06_26_CH11 v2.02,2007_06 27 CH12 v2.01, and 2007_07_13 CHApx v2.03
1.1 03/11/2008 | All chapters have been modified. Reservation screen changes for split regions are covered | Travis Klein
in Chapter 6, and the new charter registration reporting is in Chapter 13 — all other chapters
have minor changes or reference updates. This version combines the following Chapter
versions: 2008_02_27_CHO01_v2.03, 2008 02 27 _CH02_v2.01,
2008_02_28 CHO03 v2.02, 2008_02_28 CHO04_v2.02,2008 02 29 CHO05 v2.02,
2008_02_27_CHO06_v2.04, 2008_02_29 CHO07_v2.02, 2008 02_29 CHO08 v2.03,
2008_02_29 CH09 v2.03, 2008 _02_29 CH10 v2.03,2008 02 29 CH11 v2.03,

2008 02 29 CH12 v2.02,2008 03 11 CH13 v1.1,2008 02 29 CHApx_ v2.04

1.2 04/29/2008 | Chapter 6 and the Appendix have been updated. A note for the reservation screen in Travis Klein
Chapter 6 was updated regarding account class codes from previous amendments and a
Change Password figure and guidance were updated in Appendix A. This version combines
the following Chapter versions: 2008 02_27_ CHO01_v2.03, 2008_02_27_CHO02_v2.01,
2008_02_28 CHO03 v2.02,2008_02_28 CHO04 _v2.02,2008 02 29 CHO05 v2.02,
2008_04_29 CHO06_v2.05, 2008_02_29 CHO07_v2.02, 2008 02_29 CHO08 v2.03,
2008_02_29 CH09 v2.03, 2008 _02_29 CH10 v2.03,2008 02 29 CH11 v2.03,

2008 02 29 CH12 v2.02,2008 03 11 CH13 v1.1,2008 04 29 CHApx_v2.05

1.3 07/10/2008 | The following have been updated for release 4.1.000: Chapter 4, Chapter 7, Chapter 8, Travis Klein
Chapter 9, Chapter 10, Chapter12, and Appendices. This version combines the following
Chapter versions: 2008_02_27 CHO01 v2.03, 2008 02_27 CH02_v2.01,

2008_02_28 CH03_v2.02, 2008_05_02_CHO04_v2.1, 2008_02_29 CHO05_v2.02,

2008 04 29 CHO06_v2.05, 2008_07_01_CHO07_v2.2, 2008_07_02_CHO08_v2.1,
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2008_07_08_CH09_v2.2,2008 06 _30_CH10_v2.1,2008 02 29 CH11l v2.03,

2008 06 _27 CH12 v2.1,2008 03 11 CH13 v1.1,2008 06 26 CHApx v2.1
1.4 03/04/2009 | The following have been updated for release 4.2.001: Chapter 7. This version combines the | Travis Klein
following Chapter versions: 2008 02 _27 CHO01 v2.03, 2008 02 27 CHO02 v2.01,
2008_02_28 CH03_v2.02, 2008_05_02_CHO04_v2.1, 2008_02_29 CHO05_v2.02,
2008_04_29 CHO06_v2.05, 2009 03_04_CHO07_v2.3,2008_07_02_CHO08_v2.1,
2008_07_08_CH09 v2.2,2008 06 30 CH10 v2.1,2008 02 29 CH11l v2.03,
2008 06 27 CH12 v2.1,2008 03 11 CH13 v1.1,2008 06 26 CHApx v2.1
1.5 03/26/2009 | The following has been updated for release 4.2.002: Chapter 4 (Project Information security | Travis Klein
text updates). This version combines the following Chapter versions:
2008_02_27_CHO01 v2.03, 2008_02_27_CHO02_v2.01, 2008 02_28 CHO03 v2.02,
2009 03 26_CHO04 v2.2,2008 02 29 CHO05 v2.02,2008_04 29 CHO06_v2.05,
2009_03_04_CHO07_v2.3,2008_07_02_CH08_v2.1, 2008 _07_08_CH09_v2.2,
2008_06_30_CH10 v2.1,2008 02 29 CH11 v2.03,2008 06 27 CH12 v2.1,
2008 03 11 CH13 v1.1,2008 06 26 CHApx v2.1
1.6 05/20/2009 | The following has been updated for release 4.2.005: Chapter 11 (Static Reports included), Travis Klein
Chapter 13 (TEAM Reports screenshot), and Appendix E system directory. This version
combines the following Chapter versions: 2008 02 27 CHO01 v2.03,
2008_02_27_CH02_v2.01, 2008_02_28 CHO03_v2.02, 2009 03 26 CH04 v2.2,
2008_02_29 CHO05 v2.02,2008_04 29 CHO06_v2.05, 2009 03 04 CHO07_v2.3,
2008_07_02_CH08_v2.1,2008_07_08_CH09_v2.2,2008 06_30_CH10_v2.1,
2009 05 19 CH11 v2.1,2008 06 27 CH12 v2.1,2009 05 20 CH13 v1.2,
2009 05 20 CHApx v2.2
1.7 07/27/2009 | Contains a new chapter for the ARRA 1201 Reporting features (chapter 14). This version Travis Klein
combines the following Chapter versions: 2008 _02_27 CHO01_v2.03,
2008_02_27_CH02_v2.01, 2008_02_28 CHO03_v2.02, 2009 03 26 CH04 v2.2,
2008_02_29 CHO05_v2.02, 2008_04_29 CHO06_v2.05, 2009 03 04 CHO07_v2.3,
2008_07_02_CHO08_v2.1,2008 _07_08_CH09 v2.2,2008 06 _30_CH10 v2.1,
2009 _05_19 CH11 v2.1,2008 06 27 CH12 v2.1,2009 05 20 CH13 v1.2,
2009 05 20 CHApx_v2.2,2009 07 27 CH14 v1.1
1.9 6/15/2010 | Federal Financial Report: update notes for Line N for Release v.4.4.1: Chapter 8. This Mei Sum
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version combines the following Chapter version: 2010 06 15 CHO08 v2.40. Lee(Yvonne)

2.0 11/05/2010 | The following has been updated for release v.5.0: Contains new DBE Reporting Mei Sum Lee
Functionality for Release: Chapter 12. This version combines with (Yvonne)
2010 11 02_CHO02_v2.02,2010_11 05 CH10 v2.2,2010 11 05 CH11 v2.2,
2010 11 05 CHApx v2.30,2010_11 05 CH12 v2.2

2.1 11/05/2010 | The following has been updated for release v.5.0: Contains new DBE Reporting Mei Sum Lee
Functionality for Release: Chapter 12. This version combines with (Yvonne)
2010 11 02_CHO02_v2.02,2010 11 05 CH10 v2.2,2010 11 05 CH11 v2.2,
2010 11 05 CHApx v2.30,2010 11 05 CH12 v2.2

2.2 02/11/2011 | The following has been updated for release v.5.1: Screen shot and text updates. This version | Mei Sum Lee
combines the following Chapter version: 2011 02_10 CHO02_v2.03, (Yvonne)
2011 02 10 CH10 v2.3,2011 02 10 CHApx v2.4

2.3 4/29/2011 | The following has been updated for release v.5.3: Screen Shot update for View/Modify Mei Sum Lee
Recipient. This version combines the following Chapter version: 2011 04 19 CHO02 v2.04 | (Yvonne)
and 2011 04 18 CH12 v2.3.

2.4 08/25/2011 | The following has been updated for release v.5.3.1: Screen shot and text updates. This Mei Sum Lee
version combines the following Chapter version: 2011 _08 22 CHO01 v2.2, (Yvonne)
2011 08_25 CHO04 v2.3,2011 08 22 CHO08_v2.5,2011 08 24 CH10_v2.4,
2011 08 22 CH11 v2.3.

2.5 11/30/2011 | The following has been updated for release v.5.3.5: Screen shot and text updates. This Naeem Ashraf
version combines the following Chapter version: 2011 11 30 CH10 v2.5.

2.6 12/08/2011 | The following has been updated for release v.5.4: Screen shot and text updates. This version | Mei Sum Lee
combines the following Chapter version: 2011 11 30 CHO1 v2.3. (Yvonne)

2.7 01/30/2012 | The following has been updated for release v.5.4.1: Screen shot and text updates. This Mei Sum Lee
version combines the following Chapter version: 2012_01 30 _CHO08 v2.5.1, (Yvonne)
2012 01 24 CH10 v2.5.1,2012 01 27 CH12 v2.4.

2.7.1 3/21/2012  [The following has been updated for release of v5.4.3: 2012 03 21 CH14 v5.3.3 Marbella Merlo
2.8 5/11/2012  |The following has been updated for release of v5.5. Screen shot and added text. This version [Marbella Merlo
combines the following Chapter versions: 2012 05 11 CHO01 v2.4,
2012 05 10 CH_Appendices_v2.6
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2.8.1 6/25/2012  |Minor update to Security question Data Fix. Chapter Version 2012_06_25_ Appendices_v2.6.1{Marbella Merlo

2.8.2 8/13/2010 [The following has been updated for release of v5.6 Screen shots and added text. This version |Greg Feldman
combines the following chapters: 2012_08 13 CHO08 v2.5.1, 2012 08 13 CHO09 v3.0,
2012 08 13 CH10 v2.5.2,2012 08 13 CH11 v2.4,2012 08 13 CH12 v2.5,

2012 08 13 CH14 v1.2.2 2012 08 13 CH_Appendices v2.6.2

2.8.3 10/15/12 The following has been updated for release of v5.6.1 Screenshots and added text. This version |Greg Feldman
combines the following chapter: 2012_10 15 CH12 v2.6 and 2012_10_15 CHO02_v

2.8.4 11/21/12 The following has been updated for release of v5.6.3 Screenshots. This version combines the
following chapter: 2012_11 21 CH10 v2.5.2
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Introduction

The TEAM-Web User’s Guide provides detailed information on how to access and use the Federal Transit Administration’s online

TEAM-Web system. It covers the entire development and administration process of federally assisted projects, from submission of
applications to project management and close-out. It also gives a step-by-step procedure for each stage of the project management

process.

The TEAM-Web User’s Guide covers the creation, submission, award, and execution of an application, quarterly reporting, close-out,
Recipient information, and User administration functions. It can be used in two ways: as a reference manual for Recipients and FTA

officials and staff who wish to create or manage a project, or as a tutorial for Recipients and FTA staff who are following the training

scenario.

When using the TEAM-Web User’s Guide as a reference manual for creating or managing a project, choose the Quality Assurance
database from the drop-down list in the Login window. After you have successfully logged in and entered the TEAM-Web system,
turn to the appropriate section of the TEAM-Web User’s Guide and follow the instructions. The pictures are there to guide you
through the various processes, but the entry text displayed in the pictures is meant to serve only as an example. You should enter
information specific to your application.

Two of the top priorities for the TEAM-Web development group are to create an efficient, accurate environment for managing Federal
Transit Administration and Department of Transportation projects, and to document every aspect of the system for maximum
usability.

As the TEAM-Web system continues to grow and change with the new requirements and system updates, some aspects of how to
enter and display information in TEAM-Web may be modified. Unfortunately, with new functionality being added to the TEAM-Web
system, certain sections of this guide may become outdated. As changes are made, the online TEAM-Web User’s Guide will be
revised.

The development group will maintain the TEAM-Web User’s Guide to supplement updates to TEAM-Web. We encourage you to

check the online version of this User’s Guide frequently. This will ensure that you are reading the most current documentation
available for the system.
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In the User’s Guide Appendix, you will find a glossary of terms used within TEAM-Web. The table of contents and an index exist
within each module of the guide and the Compilation Overview contains a quick reference for the contents of each module.

For information on Federal requirements for processing your applications, please contact your local FTA regional office. For
assistance with logging in or using the TEAM-Web system, please contact the TEAM Helpdesk at: Toll Free (888) 443 — 5305, or

online at TEAM.Helpdesk@fta.dot.gov
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Login Procedure and TEAM-Web Navigation

Overview

This chapter explains how to log in to the TEAM-Web system from your computer and how to navigate through the TEAM-Web
screens.

Login Procedure
Note: For non-FTA Users or for FTA users accessing the application from outside of the DOT network:

The following steps refer to TEAM Public/External Login:

1.
2.

3
4.
5

10.
11.
12.

Go to the following website by entering this into your web browser, https://ftateamweb.fta.dot.gov/teamweb//TeamLogin.asp.
When the TEAM Login window displays (see Figure 1), enter your user name and password in the appropriate text boxes.
(NOTE: To change your password, select “Change Password” button)

. The system defaults the Database field to “Production”.

Click on the Login button to login to TEAM.

. All TEAM-Web users (internal & external) will be directed to a new Security Questions & Answer page (refer to next section

for Security Questions/Answers) first time login.

A username is required prior to clicking on the “Forgot Password” button if Security Questions/Answers have been setup (refer
to next section for Security Questions/Answers).

The “Password Reset Request” screen (see Figure 2) will display the security questions/answers that were selected once user
has entered a valid User Name and clicked the “Forgot Password” button.

Once the user has successfully answered his security questions, the “Password Reset Request” (see Figure 3) screen with the
New Password and Retype New Password text fields shall display for resetting a password.

When a valid password is entered in “New” and “Retype New Password” text field, click “Submit™ and you will be directed to
TEAM system.

Click on the Reset button to clear the password(s) entered.

Click on the Password Help button for instructions on how to build a valid password.

If Security Questions/Answers have not been setup and user has forgotten his/her password, when he/she clicks on “Forgot
Password” button with a username entered, a message will appear “You have not created Security Questions and
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Answers. Please contact the TEAM HelpDesk for assistance”. The user can contact the TEAM HelpDesk at 1(888) 443-5305
to have a temporary password issued. Accounts with certain lock types or suspensions will be directed to the user’s Regional

LSM (Local Security Manager).

=@QFTEAM-Web rederai Transit Administration » U.S. DOT

Welcome to TEAM-Web!
LOGIN

User
Name:

Password:
Database.  Production -
[[] Change Password
[ Login | | Reset | | Forgot Password |

SECURITY NOTICE

“'ou are accessing a U.S. Government information system.
This information system, including all related equipment,
networks, and network devices, is provided for U.5.
Gowvernment-authorized use only. Unauthorized or improper
uze of this system iz prehibited, and may result in civil and
criminal penalties, or administrative dizciplinary action. The
communications and data stored or transiting this system may
be, for any lawful Government purpose, monitored, recorded,
and subject to audit or investigation. By using this system, vou
understand and consent to such terms.

12/02/2011 Notice: Attention FTA TEAM-Web
users accessing the application through the DOT
Network

@& Regions @& Links @ TEAM Reports

[If vou're having trouble logging into TEAKM-Web, Click Here.]

Figure 1
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0 Password Reset Request - SARKARA

* = Required
Allow me to see my Security Answers
Question: | | What is your favonte color?

Answer: *

Question: | | What is your favorite movie?

Answer: *

Question: | |What is the color of your first vehicle?
Answer: *

Submit ] Resot | Cancol

Figure 2

ePassword Reset Request - SARKARA

* = Required

New Password: *

Retype New Password: *

(o] Submit I Reset | Passwora elp |

Figure 3

Print Date: 8/21/2012
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Security Questions/Answers

1.

2.

©Co~No O

All TEAM-Web users (internal & external) will be directed to Security Questions \ Answers page (see Figure 4) the first time
he\she successfully login.

All TEAM-Web users are required to set up his\her Security Questions\Answers by selecting three unique questions and
provide answers for the selected security questions.

The created Security Questions\Answers will be used for when the user forgot his\her password and to reset the password by
themselves by going through “Forgot Password”.

The created Security Questions will be prompted for the user to enter his\her Security Answers when “Forgot Password” is
selected.

It is the user’s responsibility to protect the answers to his\her security questions.

Each question selected must be unique and will be removed from the drop-down list once it has been selected.

Answers must be a minimum of three (3) characters and shall not be more than twenty (20) characters in length.

Answers are not case-sensitive.

Users can view their answers while typing them if they click the “Allow me to see my Security Answers” check box.

10 All TEAM users should not allow other people to see their computer screens while his\her answers are displayed on the screen.
11. Clicking on the Submit button when all three answers are entered will take users to TEAM-Web Main page.
12. Clicking on the Reset button will clear the selected questions and the corresponding answers.

Chapter 1 Page: 9



TEAM-Web User Guide

Print Date: 8/21/2012

answers. For further assistance, please click Help.

1 Question:
Answer:
2 Question:
Answer:
3 Question:
Answer:

Security Questions/Answers - SARKARA

* = Required

Please select your three questions from the three dropdownlists provided. Each question selected must be unigue. The application will
enforce this by removing a Question from the dropdown lists once one has been selected. After you have selected your set of TEAM-Web
security questions, enter the corresponding Answer under the Question selected; all fields are required.

It is your responsibility to protect the answers to your Security Questions. Asterisks automatically mask Security Answers but if you choose,
you can view your answers while typing them if you click the “Allow me to see my Security Answers"” check box. Do not allow someone else
to see your computer screen while your answers are on the screen. If someone sees your responses, the person can change or reset your

cﬁ Allow me to see my Security Answers

E

*

=

=

| What is the color of your first vehicle?
|VWhat is your favorite color?

|What is the name of your favorite teacher?
|What city did you meet your spouse?

—Select- ﬂ
-Select

What is your pet’s name?

What is your favante movie?
What is the name of your high school?

Figure 4

Note: For FTA Users:

The following steps refer to TEAM Internal Login:

13. Go to the following website by entering this into your web browser, http://ftanet.ad.dot.gov/addotteam/.

14. TEAM Login window displays.
15. The system defaults the Database field to “Production”.

16. Click on the Database drop-down to select a different database if desired (see Figure 5).
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17.
18.
19.

20.

21.
22,
23.
24,

Click the Login button to login to TEAM.

Click on the “Public TEAM Login” hyperlink to login through the public site if desired.

All TEAM-Web users including internal users will be directed to Security Questions & Answer page the first time they access
TEAM (refer to section for Security Questions/Answers).

User will be redirected to Change Password screen (see Figure 6) when the Change Password box is selected on the Login
page (see Figure 5).

Click on Change button when all three passwords entered and you will be redirected to TEAM-Web Main page (see Figure 6).
Click on Cancel button and you will be redirected to the Login page (see Figure 6).

Click on the Password Help button for instructions on how to build a valid password (see Figure 6).

Click on the Forgot Password button and you will be redirected to the Security Questions/Answers (see Figure 6).
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EQ‘TEAM'WEb Federal Transit Administration « U.S. DOT

Welcome to TEAM-Web! SECURITY NOTICE

You are accessing a U.S. Government information system.
This information system, including all related equipment,
networks, and network devices, is provided for U.S.
Governmeni-authorized use only. Unauthorized or
improper use of this system is prohibited, and may result

LOGIN

ADDOT account verified: meisum.lee

TEAM-Web account verified. in civil and criminal penalties, or administrative disciplinary
action. The communications and data stored or transiting
Database- Production ] this system may be, for any lawful Government purpose,
monitored, recorded, and subject to audit or investigation.
(¥|:Change Password By using this system, you understand and consent to such

@ Regions @ Links @ TEAMReports @¥ Public TEAM Login

[If you're having trouble logging into TEAM-Web_ Click Here ]

Figure 5
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Change Password

User Name: LEEMS

0ld Password:

Hew Password:

Repeat Password: a

6 Change | ‘Ecel | | Password Help || Forgot Password |

Figure 6 6

Change Password

Change Current or Temporary Password

1. From the Login Screen enter in user name and password, and then make sure that the Change Password box is checked (see
Figure 8). If entering a temporary password in the “Password” entry field, TEAM will automatically identify the temporary
password and take you to the “Change Password” screen once you click Login without having to check off Change Password
box.

2. A new window will open displaying the user name and asking for the old password, new password, and a repeat confirmation
of that new password.

3. Clicking on the Password Help button will display the current password complexity requirements below the Change Password
form (if desired, this form can be closed again by clicking on the “Close Help” button).

4. Temporary Passwords are valid only for 14 days. Passwords must be updated every 60 days in TEAM.
If password is to expire in two weeks or less, TEAM will automatically route the user to the change password feature. You
will have the option of hitting cancel to continue accessing the system without changing your password until your existing
password has reached it expiration date.
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Forgot Password

5.

If current password is unknown or invalid, you will need to create a new password. There are two options to changing your
password.
Option 1: Request a temporary password from the Helpdesk. The user can contact the TEAM HelpDesk at 1(888)
443-5305 to have a temporary password issued. Accounts with certain lock types or suspensions will be directed to the
user’s Regional LSM (Local Security Manager). A temporary password will be sent to the accounts email address.
Option 2: If username is known, you can change your password by clicking on the “Forgot Password” button.
a) Enter user name then click on “Forgot Password” button, leave blank the password entry field. (see Figure
1).
b) TEAM will prompt you to answer the security questions that were established prior (see Figure 2). See
section Security Questions/Answers for further information)
c) Once the user has successfully answered his security questions, the “Password Reset Request” (see Figure
3) screen will display the “New Password” and “Retype New Password” text fields for resetting a password.
d) When a valid password is entered in “New” and “Retype New Password” text field, click “Submit” and you
will be directed to TEAM system.
e) Click on the Reset button to clear the password(s) entered.
f) Click on the Password Help button for instructions on how to build a valid password.

Update Security Questions/Answers

1.

2.

O No gk

To change your security questions or update answers click on Security Questions/Answers in the Main Menu (see Figure 7).
You must already be logged into TEAM.

All TEAM-Web users are required to set up their Security Questions\Answers by selecting three unique questions and provide
answers for the selected security questions.

The Security Questions\Answers will be used for: when the user has forgotten their password, and for the user to reset the
password by themselves by going through “Forgot Password” (see section Change Password)

It is the user’s responsibility to protect the answers to his\her security questions.

Each question selected must be unique and will be removed from the drop-down list once it has been selected.

Answers must be a minimum of three (3) characters and shall not be more than twenty (20) characters in length.

Answers are not case-sensitive.

Users can view their answers while typing them if they click the “Allow me to see my Security Answers” check box.
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9. All TEAM users should not allow other people to see their computer screens while his\ner answers are displayed on the screen.
10. Clicking on the Submit button when all three answers are entered will take users to TEAM-Web Main page.
11. Clicking on the Reset button will clear the selected questions and the corresponding answers.

Main Menu - (Home)
Recipients
Applications

Review and Approval
Execution

Project Management
Funds Control
Funding Adjustments
Civil Rights

TEAM Administration

Dhynamic Cluery

Charter Registration

Static Reports

TEAM Documentation

ARRA Reporting: 1201

Security Questions/Answers
1 Help Desk Information

= Exit

Security Questions/Answers - SARKARA

* = Required

Please select your three questions from the three dropdownlists provided. Each question selected must be unique. The application will
enforce this by removing a Question from the dropdown lists once one has been selected. After you have selected your set of TEAM-Web
security questions, enter the corresponding Answer under the Question selected; all fields are required.

It is your responsibility to protect the answers to your Security Questions. Asterisks automatically mask Security Answers but if you choose,
you can view your answers while typing them if you click the “Allow me to see my Security Answers” check box. Do not allow someone else
to see your computer screen while your answers are on the screen. If someone sees your responses, the person can change or reset your

answers. For further assistance, please click Help.

° [7] Allow me to see my Security Answers

1 Question:
Answer:
2 Question:
Answer:
3 Question:

Answer:

—-Select—

What is your pet's name?

| What is the color of your first vehicle?
What is your favorite color?

| What is your favorite movie?

What is the name of your high school?
|What is the name of your favorite teacher?
|What city did you meet your spouse?

Qm@

Figure 7
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| ’ﬁ
Welcome to TEAM-Wab!

LOGIN You are currently using a temporary password.

User You must change your password to continue.

Name

Password
Change Password
Database: | Praduchon »

——» [ Change Password User Name: YLTEST
Current Password:
New Password:
Repeat:

[ Change ] [ Password Help ]

Password Help:

1. Password length may not be less than twelve (12) characters and not exceed
twenty (20} characters

Password is case sensitive; “smiths” is not equal to “Smiths”™

Password cannot contain more than two (2) consecutive letters from the

associated user name_ For example, if a user name is “person”, the following
characters are mvalid:

T

[ ]

(¥

Figure 8
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Main Menu - (Home)

@ Recipients

@ Applications

& Review and Approval
@ Execution

Project Management
& Funds Control

Funding Adjustments
& Cwmil Rights
TEAM Administration
Dynamic Query
TEAM Documentation
= Help Desk Information

=] Exit

U g i Tiste e 112 61 g ot P o GLAD PRCOUN TION 74D T4 TDG200F 40 TUDC 14970 000L% . Wi hows hstwareet Explarer IE‘E.,E

=IOTEAM-WoD reters Tanst sdsinistration + U, 0OT

03202007 Notice = TEAM Open for FY 2007 Business

O February, 15, 2007, Ceapress paided the T L isas Resoletion, 2007, that makisg avadable fincal
wltm'FdnilTnth-uhhum.Mmhlﬁuum levels awiborived ander the Safe, Lccomstable,
Flexvible, Efficiest Transpertation Equity Act: A Legacy for Users, SAFETEA-LL. FTA kas iined the sannal
mm“mﬂm“hwﬁhhﬂm.ﬂ‘u‘:q:Irrmnhhml.‘lr
remain b Bar allecaton. The are iy svadlable oa FTA's welbriite 51
iﬁl:ﬂ“tl'?gfu F-dulm wgranhy_fisancing §546 baml and will be pablivhed @ the Federal Regier
o , 2007,

The Tramspartstica Ele ie Award ned Manag (TEAM) system is now ogen far FY D007 basisess with fusds
avadable @ arcerdance with the federal register amsosscemest foa 2l lormels programs, isdeding Metropolitas and
Stwiewide Plaasing, Urbasired Area Formels, Nos-srbasired Ares Formals, Reral Trasspertatos Assitaace Program,
Fived Guideway Modernization, Elderly and Persoss with Dizabilities, Job Accers and Beverve Commate, and New
Freedom. Specili prejects ieatified in SAFETEA-LL for the Clean Fosls Program, Alerastives Analysts snd the Bes
and bas clities programs are abo avalable, Fusds for New S2arty projicts idestilied i the Federal Register are ahe
avaduble.

03/06/2007 Notice — Opening Attachments:
I vow are kaviag troable spening stischmeaty, please bold dewn on fhe Coatred <Cirls Key prior to chcking on the
anschmenr liak sid coanawe bolding the Comirel ~Cobe Koy amtil the anachment s rither opes o 1376 depeading apes

the option o select 1 yoa kave guestion or are costissisg Io have 3 prablem, please coatact e Helpdenk- |85 441
S50,

IMPORTANT TEAM USER NOTICES:

S420:2007: TEAM v 3.0.003 wan sacdesafally pablished 1o PRODUCTION
S40UI007: TEAM v 10,002 was secessalully pablished 1o PRODUCTION

o Tnmtec oy o, e -

Figure 9
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The TEAM-Web Main Menu (Home) page contains a list of TEAM-Web areas of functionality, located in the top, left-hand corner of
the screen (see Figure 9). To the right of the blue Main Menu list, you will also find links to various TEAM-Web related areas as
well as current system notifications as necessary. The links will be discussed on the next few pages. Navigation of TEAM-Web via the
Main Menu will follow.

TEAM-Web Related Links

The main menu contains a variety of links to pertinent data that is updated as necessary. Information may include, but is not limited
to: notices on a recent software release, Master agreements, ALI information, TEAM user access forms and instructions, Regional
contact information, etc. Please feel free to visit the main menu for ascertain information from its system messages and various links.

Shortcut to Dynamic Query by State

Clicking on this link will bring you to a map of the US and its territories. To the right of the map you will find a list of data types. To
query a certain data type for your state, perform the steps outlined below and refer to Figure 10:
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ZMap for TEAM Report - Microsoft Internet Explorer 5 =ioix|| E ol x|
Select Data Select Data
I™ Project Status Data ™ Project Status Data
I Disbursements and Refinds ™ Disbursements and Refunds
™ Deobligations ™ Deobligations
¥ Pending Obligations ¥ Pending Obligations
I” Projects Ready For Award ™ Projects Ready For Award
™ Active Projects [ Active Projects
I” Financial Status Report Data LAl ‘mancial Stats Report Data
™ Project Budget 5 oject Budget
™ Current FY Obligations by Amendme ent FY Obligations by Amendme
I™ Current FY Obligations by Funding £ Current FY Obligations by Funding

™ Teard Crap ™ Teamd Crap

Irstruction Instruction

1. Select data on the right 1. Select data on the right

2. Click on a regional area 2. Click on a regional area

2. Click on a Aate for data. 3. Click on 2 sAate for data.

il | _>|_I il | _'l_l
A

[&7 Done [ [ @ nternet | [&1one [ [ [ nternet
Figure 10

=

Select the data you would like to query by clicking in the check box next to it.

2. Move your cursor over the state/territory in which you are interested. This will highlight your state/territory as well as its
Region. Click anywhere within the highlighted region to enlarge the selected area.

When the area is enlarged, click on your state/territory of choice.

4. This will result in the selected data being queried and formatted for viewing. You will then be instructed to click on a link to
view your data (see Figure 11)

w
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/3 Pending Obligations Data - Microsoft Internet Expl 10l x|

Pending Obligations Data

Data Submission Time: 8/15/2001 12:20:39 PI 0

Setting up Data formathing enviromment

Total Steps in Data formatting Process = 1

Processing Step #1

TWriting formatted Data to web accessible location
Data Format creation fimshed: 8/15/2001 12:20:40 P

You can retretve your formatted Data by clicking on the link below

Pending Obheations Data

a

|&] pone I_E|0 Inkernet
Figure 11

Regional Contact Link

The Regional Contacts link will take you to a dynamic map. Click on any part of a Region to access that Region’s contact information.
The information will display to the right of the map (see Figure 12).
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E http:{iftateamweb.fta. dot.gov/ - frames - Windows Internet Explorer

File Edit Mew Favorites Tools  Help

W o @- & @'@Eﬁge'@ﬁmlsvgvﬁ,ﬁ

Region 7

Regional Office Address:
901 Locust Street

Suite 404
Kansas City, MO 64106

Telephone:
(816) 329-3920

Fax:
(816) 523-3921

Email:
Shannon.Graves@dot.gov;
Cathy.Monroe@dot.gov

Contacts:
Shannon Graves, Cathy
Monroe

Areas Served:

Iowa, Kansas, Nebraska,
Missouri
Dane J Trusted sikes F00% v

Navigating through TEAM-Web

Figure 12

Print Date: 8/21/2012

Use the TEAM-Web Main Menu to navigate through the TEAM-Web system. Note that plus (+) signs appear next to each of the
menu items. By clicking on these plus signs, you will be able to view sub-menu items that fall under the Main Menu items (see the

steps below and refer to Figure 13:
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1. Todisplay the sub-menu items under the Review and Approval area of TEAM-Web, click on the plus sign to the left of the
words “Review and Approval” and a list of options will appear, including: “Comments/Concurrence,” “Review/DOL Dates,”
“Reservations,” “Obligation/Award,” and “Deobligation.” The plus sign will then be replaced by a minus sign.

2. To hide the sub-menu, click on the minus sign.
3. The menu will return to its original appearance

Main Menu - (Home)

@ Recipients

= Applications

1 Review and Approval
1 Execution

# Project Management

@ Funds Control

® Funding Adjustments
3 Cril Rights
@ TEAM Administration
2 Dynamic Query
@ TEAM Documnentation
(= Help Desk Information

[= Exit

Main Menu - (Home}
Cipeents
Apphcations
1 Review and Approval

ONCUrmence

OL Dates

= Obligation/Awsard
= Dieobligation
gement
Funding Adjustments
& Chal Fight:
= TEAM Administration

@ Dynamic Query

¢ Information

Main Menu - (Home)
@ Recipients
= Applications
1 Review and Approval
1 Execution
® Project Management
B Funds Control
® Funding Adjustments
-l Rights
AM Administration
Dynamic Query
& TEAM Deocumentation

(= Help Desk Information

[= Exit

Figure 13

Important: Depending on which area of TEAM-Web you are trying to access, you may be required to query a specific
project/projects or Recipient 1D, before proceeding. This will be discussed in Chapter 2.
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Chapter 2: Retrieving Records

Overview
This chapter explains how to retrieve information about Recipients, Applications, and Projects from the TEAM-Web system.

Access Recipient Information

Follow these steps to retrieve Recipient data:
1. From the Main Menu, click on Recipients. The Query Recipients page will appear.
2. Enter the search criteria. The more search criteria you enter, the more specific your search results will be.
3. Click on the Submit Query button. The Recipient Query Results page will appear.

Recipient Query Results Page

The Recipient Query Results page displays summary information for each Recipient queried through the Query Recipients
functionality described above.

If your search has returned several results the system will default to selecting the first item, but you may choose the Recipient for
which you would like to see specific Recipient information. To do so, highlight the name of the Recipient within the Results box by
clicking on some of the words or numbers within that Recipient ID record line. The selected item will highlight blue.

The selected Recipient information will display in the Recipient Details portion at the bottom of the screen.
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Next : If your search result

yields multiple pages of

information, use the Next
button to display the list of

a TEAM-Web ( Quality Assurance Database } - Microsoft Internet Explorer = - Dlﬂ

Recipient Query Results & [EEd 4 Recipients, page by page.
Recipi D Recipient City State  Cost Center| When not on the first page,
Recql)lent Quf:'yb F28  THIS VENDOR 10 BE SELECIED BY CITY NANE ST 62000 | - use the Previous button to
esults: Use this button COMEETETIE SID N\ previous pages.
to manually Re-query the 1000 ALABAMA DEPARTMENT OF MOMNTGOMERY AL 78400
TRANSPORTATION
database based on the 1001 FLORIDA DEPARTMENT OF TALLAHASSEE FL 78400
search criteria you TRANSPORTATION
tered in th YQ 1002 GECRGIA DEPT. OF TRANSFORTATION ATLANTA GA 78400 Query Results
entered in the Quety - OFFICE OF INTERMODAL PROGRAMS . ;
Recipients box. This 1003 KENTUCKY TRANSPORTATION FRANKFORT Ky 78400 Tal?lg. Identlﬁes t'he
pient : CABINET >. Recipient information
b}ltton Wlu be further 1005 ?SENTQPCOAST?ALT‘% DEPARTMENT OF RALEIGH NC 78400 retrieved from the
discussed in subsequent 1008 SOUTH CARQLINA DEPARTMENT OF COLUMBIA SC 78400 database using your
chapters. TRANSPORTATION .
1007 TEMNESSEE DEPARTMENT OF NASHVILLE TN 78400 search criteria.
TRANSPORTATION
1008 MISSISSIPPI DEPARTMENT OF JACKSON MS 78400
TRANSPORTATION
1011 CITY OF COLUMBIA COLUMBIA SC 78400 S/
1016 CITY OF GADSDEN GADSDEN AL 78400
1018 CITY OF MONTGOMERY -Montcomery MONTGOMERY AL 78400 | =

Recipient Details Ry

Recipient ID: I?’ZB— N

Recipient Name: [THIS VENDOR TO BE SELECTED BY COMPETETIVE BID

Address: |STREET ADDRESS ReCiPient
| Information: Displays
I > the contact information
ICITY NAME S TR for the Recipient you

Phane: Jo0o-000-0000 Ext: [00000 Fax: [000-000-0000 have highlighte d.

Internet Address: | L/

[E]ante [ 2 | mteme: 4
Figure 1

Attach Additional Files

1. To attach any additional information which cannot be filled in the form, use the attach button (paper clip icon) on top of the
menu bar

2. When you click the attach button a new window will pop up with a list of folders. Select the folder according to the subject
of the attachment.
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3. Once the required folder is selected, enter a Description and then either type in the complete name of the file (including the
path) to be attached or click Browse to locate and input the exact path of the file.
4. Click the “Upload” button to attach the file

Note: for more details on attachments, see Appendix F

=) Wiew ;/ Modify Recipient { ;Iglil
Wiew [ Modify Recipient E :a‘é ﬁ:J
} attachments =101 x| ks Codes |Payment Codes| Civil Rights |
ERecipient Id: I 728 ...I COMPETETIWE BID |
— General ] NTDB Code: [0 |
1 Contact Persons :I S [Tarey =]
[ Cert & Assurances . L
1 Codes :l Cert's & Assur's:
1 Payment Codes :l Mztr Agmt lss"d-
[0 Ciwil Rights :l Aszziztance: ez I Mo
1 Otrack Designated © es © Mo
[ Triennial Review —| Recipient- D
/3 Upload File - Microsoft Internek E 18Ol =+ Mo
Description:
I L Contractor ;l
" ko
File TTame: I Browse. t Organization ;l
Lpload I Cancel I B
E |4 tnternet L
& | Done Inkernet
[ ERC) y
@' | |ﬂ Inkernet L

Figure 2
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Modify Recipient

View/Modify Recipient

To View/Modify Recipient Information, follow the query instructions stated on the previous pages and click on View/Modify
Recipient from the Main Menu Bar as illustrated in Figure 3.

‘A TEAM-Web { Quality Assurance Database ) - Microsoft Internet Explorer =10] x|

Recipient Query Results &
P Ol "l-l'. IR TOB II. OMP ‘-i‘ll: Mic _I—_IDEI
728 '
000 Yiew } Modify Recipient H Eﬁé ﬁ
1001 General |Cuntact F'ersnns|CBr1'S & Assuranl:es| Codes |F'a\,rmem Cndes| Civil Rights |

1002|  Drganization: 728 |THIS VENDOR TO BE SELECTED BY COMPETETIVE BID |

1003
Acronym: T0 BE SELECTED NTDBCode: [0 |
1005 STREET 4DDRESS FY Stait: [Januay =]
1006 Street: Cert's & Assur's:
007 Mstr Agmt Iss'd:
e | C¥/StatedZin: ICITY NAME |57 [l20s30 Jo | Assistance: " Yes & No
oy Phone Number: 0000000000 |+|00000 | Designated " Yes & No
1016|  Fax Number: | 0000000000 Recipient: ]
Internet Addr_: " ves ™ Mo
MPO:
Reciff  Cost Center: E2000 EI
Bech Geog. Location: Type: IF‘livate, Contractor ;I
Addr
Last Updated: 124174200 State DOT: [ ol T
Active: * vas T Mo 05T Type: IFar Profit Organization =]
DBE: " Yes & No DUNS Number: |:|
Phon
Inter &) EREN 4
@ 1016 || [=] [ Intermet 7%

Figure 3

Chapter 2 Page: 7



TEAM-Web User Guide Print Date: 10/22/2012

‘General Tab

Note: Only FTA users are allowed to make changes to the fields on General tab. Read only for grantees.

The View/Modify Recipient window has six tabs (see Figure 4). When opened, the system defaults to the General tab, which
displays detailed data about the selected Recipient. Below are some common tasks that you may need to perform:
= To update the entry fields, place the cursor in the appropriate entry field and type in the new information. (Entry fields are
white text boxes with a black border, and include fields for the Recipient’s street address, phone number, and Internet address.)
= To save the new data and close the screen, click on the OK icon (green “OK” checkmark).
= To return to the previous data and close the screen, click on the Cancel icon (red “X” mark).
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) ¥iew / Modify Recipient  THIS YENDOR TO BE SELECTED BY COMPE -0l x|
View / Modify Recipient &l‘ @\ﬁ"ﬁl
General  |Contact Persons|Cert's & Assurances|  Codes  [Payment Codes| Civil Rights |
Organization: 720 |THIS WEMDOR TO BE SELECTED BY COMPETETIE BID |
Actonm: T0 BE SELECTED NTDBCode: [0 |
STREET ADDRESS FY Start: IJanuary "I
Stieet: Cert's & Assur's:
Mstr Agmt Iss"d:
City/State/Zip: [CITY NAME Is7 [oosa0fo | Assistance: O ves G hg
Phone Number: 0000000000 il Designated " Yes & No
Fax Number: | 000000000 Recipient: [
Internet Addr.: " ey & No
MPO:
Cost Center: 2000 EI
Geog. Location: Type: |F‘rivate, Contractar j
Last Updated: ~ 12A17/2002 State DOT: " Y * Na
Active: * vee U Na OST Type: |For Prafit Organization J
DBE: £ Vs & Ho DUNS Number: :
& |_ |_ |E|_ @ Internet Y
Figure 4

Contact Persons Tab

1. Click on the Contact Persons tab to update information concerning the Recipient’s Officers and participating Unions (See
Figure 5).
2. When you select Officer Titles from the dropdown menu, names and titles of the Recipient’s officers will be displayed in the
table.
a. To display information about an Officer, click on the Officer’s name. The fields to the right of the table will become
populated with that Officer’s contact information. (Continue to Figure 6 illustration)
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/3 https://ftateamweb.fta.’ * - ¥iew / Modify Recipient { BUTTE -0 x|

[0 [ [ | | [ I [E72 2
3 https:/ /ftateamweb.fta.dot.goy - ¥iew / Modify Recipient { BUTTE - |EI|5|

4
General  Contact ':'ErSD']S'CE’rts b A View / Modify Recipient % ADD || DELETE E :ﬁ:‘fel “\fl

Organization: 1152 |BUTTE-SILVEF|BDW,EITY[

Yiew / Modify Recipig

General Contact Persons|Cert's &Assurance5| Codes |F'a\-'rnent Cudes| Civil Rights |
Organization: 1152 |EL|TTE-S|L'\-"EHBEIW, CITY OF |
Dfficer Titles =] Tith
[AddNew | 4| Las Title: =
ADMINISTRATOR Firs g T i
| i ast Hame:
[ Add Mew ADMIMISTRATOR | Fontac First Name/l nitial-
CHAIRMAN OF THE BOARD tre |MPO Officer Tites GE
[ Add Mew CHAIRRMAN OF THE BOARD ] MPO Officer Contacts RD )
CHIEF EXECUTIVE OFFICER Disig. Frecip't Officer Tites Street:
City Dizig. Recip't Contacts For HE BOARD ]
SHEA. MICHAEL o CHIEF EXECUTIVE OFFICER i
[dd New CHIEF EXECUTIVE OFFICER ] © [L_SHEA MICHAEL < P—
CITY MAMAGER Alte [ &dd Mew CHIEF EXECUTIVE OFFICER ]
F CITY MANAGER Alternate Phone:
[Add New CITY MANAGEF | e ET P AT Fax Numbor.
Em: el . :
COMMISSIONER COMMISSIONER Email:
Eéﬁcﬁ;‘fiimﬁismﬂ ] Wel [ e COMMISSIONER | Wehsite:
T T R COUNTY EXECUTIVE [T cED T Grants [~ MPO [T EED
[ ew ] Con [ Add Mew COUNTY EXECUTIVE ] Contact For I pBe I Titlevl I 504 I Echo
DIRECTOR DIRECTOR i
[ A hlman DIDCCTOD 1 LI T AAdd hlma HIDCCTOD 1 LI General FTA Issues
|@ 2] Done |_|_|_|_|—é_|a Inkernet A
I [T A |
Figure 5

b. The Recipient may add new titles by selecting Add New Title at the bottom of the list. When the dialog box appears,
enter the new title. Click on the OK icon.

c. The Recipient may also add a name to any title by selecting the “Add New” line below the title and typing the name in
the entry fields to the right.

d. To update previously entered information, select the person’s name in the table and make changes in the entry fields to
the right.
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_ ||:|| ahttps Jftateamweb.fta.dot.gov - ¥iew / Modify Recipient { BL! N Eﬂi_l

e. To retain changes, click on the Save icon.
f. To delete changes, click on the Discard icon.

2R Y | views oty recpien & fefnr | DIl
Script Prompt:
=1 i E tDN Titl DK odes| Civil Rights General Contact Persons|Cent's & Assurances| Codes |F'a\,rment Codes| Civil Rights |
e3ze Cnter Mew |Ite: Cance|
Organization: 1152 [BUTTE-SILVEREDW, CITY OF |
Officer Titles Title: E Officer Titles | Title: E
e el Loet e T — [T
MLT;:EW GENERAL MANAGER | First Name/lnitial ADMINISTRATOR First Name/lInitial:
[ 4dd New ADMINIST RT OF |
N%‘L‘j g;";:":\é?m Steet CHAIRMAN OF THE BOARD Sheet: Changes may be
{2 Now NTDE CONTACT] ’ [ &dd New CHAIRMAN OF THE BOARD | made to the Data
CHIEF EXECUTIVE OFFICER Cite/Statarbio: :
PRIMARY GRANT CONTACT SHER MICHBEL iw/State/Fip:  fields here.
mmidcﬁe]w PRIMARY GRANT [Add New CHIEF EXECUTIVE DFFICER | Pone N":J ber:
SECRETARY OF TRANSPORTATI ate Phone: CITY MANAGER Alternate Hhane
[Add Mew SECRETARY OF [ Add Mew CITY MANAGER | Fax Numbey:

TRARNSPORTATION ]
SECTION 5310 CONTACT

[ Add Mew SECTION 5310 CONTACT ]
SECTION 5311 CONTACT

[ Add Wew SECTION 5311 COMTALT |

COMMISSIONER Email:
Website: [ Add New COMMISSIONER ] Website:
COUNTY EXECUTIVE

[ CE0 [T Grants I~ MPD I EED
DBE I Tile¥l ™ 504 [T Eghb

" cE0 I Grants I MPO I EED [Add Mew COUNTY EXECUTIVE |
Contact For: I pBe I” Tilewl ™ 504 [ Echo DIRECTOR

Contact For:

[ Add New Title] I~ General FTA Issues Traa T EEeToE Ad| r tal FTA lssues
2] Dore I_I_I_I_E|@ Internek €] I_I_I_I_E|e Inkernet A
Figure 6

3. When you select Unions from the dropdown list (see Figure 7), names of the unions and their contact persons are displayed.
NOTE: All Recipients must ensure that the information displayed is correct and update it to maintain accuracy.

a. If there are no unions, enter that information in the first field to the right. The “Last Name” field must be populated to
save a new Contact record.

b. To add new Unions to this list, click in the Add New Union field at the bottom of the list, or click on the ADD icon.
When the dialog box appears, type in the name of the new Union. Click on the OK icon.

c. To add the name of a Union’s contact person, select the Add New line below the Union name and type in that name in
the entry fields to the right.
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d. To update previously entered information, select the person’s name in the table and make changes in the entry fields.
4. Click on the OK or Cancel icon to retain or delete your changes.

3 https:/ /ftateamweb.fta.dot.gov - ¥iew / Modify Recipient [ b

View / Modify Recipient

00 || DELETE

General Cantact F'ersunleerT'S & Assurances| Codes |Payment Codes| Civil Rights
Organization: 1152 |BUTTE-SIL\-"EF|BD‘-.-\-", CITY OF |
Union: E
riers. Title:
[4ddMew] w Last Hame:
ATU \ First Name/Initial:
Malyevac, Ma
[Add Mew & Street:
CitySStateSZip:
Phone Mumber:
Alternate Phone:
Fax Humber:
Email:
‘Webzite:
Statewide Appl T Yes T Mo
;E[ Darne E|% Internet v

Cert’s and Assurances Tab

Figure 7

This window permits users to review the current status of a Recipient’s annual certifications and assurances. To access the text of a
specific certification or assurance, click on the yellow icon in the row that contains that certification or assurance.
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If no certification date appears in the “Cert Date” fields, the Recipient’s authorized official and attorney must electronically attest to
the appropriate certifications and assurances by pinning the Certification Agreement on this window. (NOTE: In some cases, the

Recipient’s authorized official may pin the document on behalf of the attorney.) See Figure 8 for an example.

3} view / Modify Recipient ( THIS YENDOR TO BE SELECTED BY COMPE

=10l x|

Yiew / Modify Recipient

LY

Gener

al Contact Persaons Cert's &Assurances|

Codes

Orgamization: 723 |THIS YENDOR T0O BE SELECTED By COMPETETIVE BID

[«

Affirmation of Certifications and Assurances

AFFIRMATION OF &PPLICANT

Mame and Relationzhip of Authorized Representative:

Official's Mame:

Attorney's Name:

Marne of Applicant: THIS YEMDOR TO BE SELECTED BY COMPETETIVE BID

PIM: CERTIFY |

FEDERAL Fy" 2004 CERTIFICATIONS AMD ASSURANCES FOR FTA ASSISTAMCE

|Eat| Description IAppIicahIe N!Al Cert Date |Text|

01 |REQUIRED OF EACH APPLICANT r r E -
02 |LDEEYING r - =]

03 |PRIMATE MASS TRANSPORTATION COMPAMIES r r E

04 |PUELIC HEARING r [ E

e larminciTioy neen e cTary — — =l ll

|Payment Codes| Civil Rights |

€

Codes Tab

= Urbanized Areas Table: This table lists all the Urbanized Areas by name and ID that apply to this Recipient. It is a read-only

table for all, but a select nu

= Standard Metropolitan Statistical Area Codes Table: A Recipient with the proper authority may add new SMSA codes.

Figure 8

mber of FTA users.

I_ l_ E |4 Inkernet

Print Date: 10/22/2012
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. = Congressional Districts Table: Recipients may add districts to this table with a State ID number and a District Code number.

3 view / Modify Recipient { THIS ¥ENDOR TO BE SELECTED BY COMPE i ] 4
i i ini |
View / Modify Recipient % AOD | DELETE E | E%‘[(El Tﬂ:‘f“
General  Contact Persons Cert's & Assurances Codes |F'a\|rment Codes| Civil Rights |
Organization: 723 |THIS YEWMDOR TO BE SELECTED BY COMPETETIVE BID |
Urbanized Areas SM5A Codes Congreszional Districts
I M arme Code State 1D | Distict Code
110080 [wAaSHIMGTON, DEAA-MD 8840 1 oo
000000 0000 1] an
&] I_ ’_ E |4 Internet 4
Figure 9

Payment Codes Tab

This window displays the method of payment FTA will use and the Recipient’s Electronic Clearing House Operations (ECHO) control
numbers used by FTA for internal accounting purposes. See Figure 10 below.

Chapter 2 Page: 14



TEAM-Web User Guide Print Date: 10/22/2012

. /3 view / Modify Recipient { THIS YENDOR TO BE SELECTED BY COMPE -0l x|

View f Modify Recipient &J@n@‘ \@@\u—f“

General Contact Persons Cert's & Assurances Codes Payment Cndes| Civil Rights |

Organization: 724 |TH|S WVEMDOR TO BE SELECTED BY COMPETETIVE BID |

REQU ? 7 ‘vee 1+ g ECHO Mumbers
OPAC?  Yes O No 00000000

WCF? e 0 Ng
TSC? O VYex & Nao

|:éi| javascript:selectTab{s) l_ l_ ré_ |@ Internet 4

Figure 10

Civil Rights Tab

This read-only page (see Figure 11) displays information entered by FTA staff reflecting FTA’s understanding of the Recipient’s status
with respect to various Civil Rights requirements, including:
= EEO Program = Equal Employment Opportunity
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‘ = Title VI Program = prohibits discrimination on the basis of race, color, and national origin in programs and
activities receiving Federal financial assistance
= DBE Program = Disadvantaged Business Enterprise
= With Recipient privileges, Read-only data maintained in this form can be viewed in the Civil Rights tab of the
View/Modify Recipients screen
= There are three cycle groups depending upon when the organization is associated with FTA and depending upon
that group will dictate when the three-year DBE goal cycle expires
= The next Expiration for goals will be available prior to the turn of the coming fiscal year so that those
organizations with goals that are expiring may enter new goals in advance. The new Expiration will become
available on August 1* of each year.
NA displays as default in the “Due Date” and “Expiration” columns fields for the DBE Program

If the term ““ Concur” is missing from any “Status” field, the Recipient must contact a Civil Rights officer to discuss the matter.
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Civil Rights Status

Print Date: 10/22/2012

S8 | B 25

Reciplnt: 10159 CITY OF MONTGOMERY -Montgomery Area Transt System
Status D= Date Submisslen Expiration Concur
EEOFropEm Concur -~ | tonseon2]  en7moto|  tomzo13|  1ommot0
Titis Wi Program: Expired - | 222012 6172010 " 172013 | 4282011
DEEPOgEM:  |nReview v | NIA, || 5/2/2012 NIA |
DBE Goals: Mot Applicable ™ 292010 93002013 &M/2010
Cycle Group  Expiration Raca Consclous Racs Mawtral Overall Goals
DBE Goal Valuss: - X i
Group1 ™ 203 - 1.00 %% 0.00 %4 %o
Naotes:
FY04 DEE 22._8%, BRN=22_A%, RC=0% FE, F¥05 DBE Goal 25.03%; BN=15%, RC=14._03% A
FB, FY0& DBE Goal 15% (RAN=15%, RC=0%} FB FY09/10 DBE Goal 1.20% BN=0.0%
RC=1_2% FB Group & 3 year DBE Goal FY10/13 1.0% BN=0% RC=1.0% FB

Figure 11

NOTE: The term “Concur”, appearing in any window, merely reflects FTA’s belief that there are no apparent, significant deficiencies
in the Recipient’s compliance with the given requirements. FTA reserves the right to rescind the “Concur” designation (or other
designation) if circumstances so demand.

Access Applications

See Figure 12 Below:
1. To query applications, click on the word Applications from the Main Menu. The Query Applications page will appear. Note:
Clicking on the plus sign next to the word Applications instead of clicking directly on Applications will also expand the sub-

menu but will not bring up the Query Applications page. To query an Application, you must click directly on the word

“Applications.”
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‘ 2. Query by any or all of the following search criteria: Year, Active/Closed, Recipient ID, Project Number, Amend., ALI, and
Project Status. Entering only the first part of a project number will yield search results of all projects that begin with the partial
number entered in the Project Number query field.

3. Click on the Submit Query button.

3 TEAM-Web { Quality Assurance Database ) - Microsoft Internet Explorer — |E| il

G Query Applications
/-Year: Any 'I

ActivelClosert: [ Acive v

RecipientiD: |

Project Number: l—
Amend: W

AL [

Project Status: |AII j
\_ SubmilQue"

\@ https:fiftateamweb, fta, dot.goviteamweb/ProjectiManagementiQueryProject asp ,_ ,_ ’—é_ ,Wé
Figure 12
Continue with Figure 13 Below:

4. The Project Query Results page will appear. The page is organized much like the Recipients Query Results page. A list of
results matching your search criteria will appear at the top while Project Details for the highlighted project will appear in the
gray portion of the page at the bottom of the screen.
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5. To view Project Details for a specific project, highlight that project in the Results table by clicking on it. The details will
populate in the Project Details portion of the screen.

6. The Project Details include the following: Project Number, Application Type, Entered (Date), Recip. Type, FTA Manager,
Status, Description, Recipient, Cost Center, Submitted, Awarded, Executed, FTA Amount, Total Elig. Cost

'eb { Quality Assurance Database ) - Microsoft Internet Explorer =8l x|
Project Query Results & [Next |
Project Number Description Rev.
B Query
0 Results:
Carsharing/Carpooling 0 .
2 REQUESTED WHAT Terminal Projsct 0 Displays all
03 Bus and Bus-Related Equipment 0 : :
1 Cherokes County Yanpool Program 0 aPPhcaUOﬁS
100903 Operating Funds 0 5
1171 OVER THE ROAD BUS ACCESSBILITY o | TN retrieved from
1174 Trolley, Shelters, Fuel System, Paving 0
16602 Community marketing and public education 0 the database
2 Purchse Rolling Stock and Related Equip. ] usmg your
2003-04 CAPITAL Capital projects 0 . .
2003CA-1 5309 Capital Grant ] search criteria.
2004 5307 Operations and Capital 0 .
2004 5307 OPER. Operating Expenses for 2004 0 Click on an
2004 5309 Purchase of Rolling Stock 0 11 .
2004PROJREMEWAL JARC - Project Renewal Grant 0 application to
2116-04 Operating assistance 0 :
5555 FY 2004 OPERATING ARD CAPITAL ASSISTANCE ] SeleCt 1t.
B362-2004 wheelchair lift 0
999999 F 2004 Operating Assistance - Bus 0 /
AK-03-0037.07 Port Mackenzie Const Ferny | ndasTrml (1 =
Project Details @
Project Number: | [Frenna Cost Center: 789-00 N Project
Application Type: |E\ectmnic Submitted: l— Inform ation:
Entered: 10/20/2003 Awarded: : :
nere Iy warde This area is
Recip. Contact:  [\ILMA WARNER Executed: .
FTA Manager: | FTA Amount: $0.00 >_ used to dlSplay
Status: [Pending SubmissianfApp. in Develapment Total Elig. Cost: $0.00 lﬂformatloﬂ fOf
Description: | the application
Recipient: G264 - |CITY OF MADERAL = .
! -~ 7 selected in the
|@ 1242 recard(s) retrieved. Project to select: 999999 ’_,_‘é |° Internet 4 Query RCSultS
Table.
Figure 13

Note: Use the scroll bar at the side of the Query Results list to scroll through the projects returned through your query. If a “next”
button appears above the list, click on it to view the results page-by-page.
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Chapter 3: Developing a New Project

Overview
This project will outline the lifecycle of the project and give details regarding creating a new project with the Create Project feature
and the Copy Project feature.

Life Cycle of a Project
Please review the diagrams below to gain a general concept of the life cycle of an FTA grant project/application in the TEAM-Web
system.
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Diagram 1

Print Date: 8/21/2012

v Copy a Project

Create a Project

Project Information Project Budget

N

Project Milestones

Project Fleet Status

Project Environmental
Findings

_

\/

Application Reviewer

¢

View/Print the
Application

v

FTA Comments

Modity Application

!

FTA Assigns a Project Number

FTA Awards Funds for Project o
(Pins/signs an Agreement)

l

Milestone Progress Report

l

Financial Status Report (FSR)

O

Execute

Submit Project\A

FTA Adds Comments

l

Modify Application and Re-Submit
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Diagram 2 Recipient Executes Award
(Pins/signs Agreement)

A 4

Recipient enters FSR

Amendments are created .
and Milestone/

Budget Revision Requests if necessary. Progress Reports
are made if necessary v
Recipient submits Amendment. l
(TEAM automatically assigns a new, sequential
project number when an amendment is created) FTA Review
FTA reviews Budget Revision l
(Approves of rejects) :
FTA reviews the Amendment

! !

FTA approves Amendment. FTA adds comments
(Pins/signs Amendment to Agreement) \

l \ Recipient modifies Amendment

Recipient executes Amendment.
(Pins/signs Amendment to Agreement)

!

Recipient enters Financial Status Reports
and Milestones/Progress Reports

v

Recipient Requests
Closeout
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Create a New Project

You may create a new project by either entering original data or by copying another application. The next few pages will go through

the process of creating a new project by entering original data (Create Project feature), followed by instructions on copying a project
(Copy Project Feature).

Create Project

1. From the Main Menu, click on the plus sign next to Applications. This will open the sub-menu, displaying the following

choices: Create New Project, Copy Project, Assign Project Number, Application Reviewer, Submit Application, Create
Amendment and View/Print (see Figure 1).

Click on Create New Project.

3. The Create New Project screen will appear. The screen will default to the New Project Detail tab. Note that there is also a
Project Description tab.

N

'€ hitps: /Hftateamweb. fta. dot.gov/? dbname=-Production&GUID-PRODUCTION_FAZF56473E9542D01ACCT 3ETFBEDYT - Windows Internet Explorer

| Create New Project [gﬂ ﬁ“
: MNew Praject Detail | Project Description
New Project
oject -
) Recipient ID:‘ ‘6688— LEECH LAKE BAND OF QJIBWE hd
‘ SEIT HIEL T LEECH LAKE BAND OF DUIBWE

[= Application Reviewer
2 = Submit Application TS SIKTH ST, N

[ Create Amendment STEE

= View/Print CaS5 LAKE _MN 56633 _ O

Modify Applicati
. odify Application Enter a requested Project Number (FTA will approve or reassign):
view and Approval

ecution Project
jject Management 5”‘"?""" r
Funds Control ection of [\ o e .
Funding Adjustments Stat-ute: | p [ ]
Civil Right: Brief
TEAM Adi ation Description:
Dynamic Query Program
TEAM Documentation Date: -
[ Help Desk Information Fiscal Year:

[ Exit

Proposed Envir | Classifi E
Class | [EIS): ®No O Yes Class Il [CE) ®No OYes
Class Il [EA): @No O Yes Other [4(1).106}: ®No O Yes

Figure 1
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4. Begin by selecting your Recipient ID from the Drop-down menu (see Figure 2). Your Recipient Information will
automatically be populated in the read-only area below the drop-down menu.
5. Enter a temporary Project Number in the Project Number field. The FTA will later approve or re-assign the Project Number.
The number may consist of letters, numbers, symbols, or a combination of each. The FTA will assign your project an official

project number upon reviewing the application.

6. Next, select the Section of Statute from the drop-down menu.

[ Assign Project Number
1 Application Reviewer

=1 Submit Application

[ Create Amendment

=1 View/Print

Modify Application
ew and Approval

nta
[ Help Desk Infarmation
[ Exit

= https://ftateamweb.fta. dot.gov/? dbname=Production®GUID=PRODUCTION_FAZF56473E954 2D1ACC1 3ETFBED?7 - Windows Internet Explorer

| Create New Project

Mew Project Detail | Project Description |

Recipient ID:| |6688* LEECH LAKE BAND OF OJIBWE

O

LEECH LAKE BAND OF DJIBWE

TG SIKTH ST, Nw!
STEE
CASS LAKE . MM BEE3Z  _ 0

Enter a requested Project Number (FTA will approve or reassign);
Project
Number:

Section of .
M | Not Specified

Brief
Description:
Program
Date:
Fiscal Year:

Proposed Environmental Classifications:

Class | [EIS): ®No O Yes
Class Il (EA): ®No O Yes

Class Il (CE): @No O Yes
Other [4(f).106]: @No O Yes

Figure 2

Note: This window contains mandatory fields that must be completed before proceeding to the next phase of the Application process.

7. Enter a Brief Description (up to 40 characters — see Figure 3) for the project. You will later be able to enter an extended
description in a text area on the Project Description tab.

Chapter 3 Page: 8



TEAM-Web User Guide

Print Date: 8/21/2012

8. Type in the date of the most recent FTA- approved STIP in the Program Date field. (If the project is not on a STIP, type in the
UPWP or the FTA Program Plan approval date.)

9. Next, select the Fiscal Year from the drop-down.

10. Complete filling out the page by selecting one or more of the Proposed Environmental Classifications. To do so, click in the

“Yes’ radio-button next to each Classification.

'_@ https:{/ftateamweb.fta. dot.gov/?dbname =Quality& GUID =QUALITY _81251FCEEDSF4FFDAB5C264E403DBACC - - Windows Internet Explorer

Main Menu - (Home)
Recipients
= Applications

= Create New Project

= Copy Project
[= Assign Project Number
= Application Reviewer
[ Submit Application
= Create Amendment
= View/Print
Modify Application

Project Management

Rig
M Administration
Dynamic Query
TEAM Documentation
[ Help Desk Information

[ Exit

| Create New Project

Mew Project Detal | Project Description

Recipient ID: | | 6696 - COQUILLE TRIBE OF OREGON &%

COGUILLE TRIBE OF OREGON

FOBOX 783
3050 TREMONT 5T
MORTH BEND

Enter a requested Project N

Project
Number:

ber (FTA will approve or reassign):

. OR gr453 0

Section of -
Statute: ‘ Not Specified

Brief
ription:

Program

Date:

Fiscal Year:

Proposed Environmental Classifications:

o

Class | (EIS): ®No O Yes
Class Il (EA): ®No O Yes

Class Il [CE): ®No O Yes
Other [4(f).106]: ®No O Yes

Figure 3

11. Next, click on the Project Description tab (see Figure 4).

12. Enter an extended Project Description in the white text-area.

13. If you are satisfied that all fields have been correctly filled in, click on the ‘OK” icon to save your information. If you need to
make a change, you may do so before clicking on ‘OK"’.
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14. If any of the required information has not been filled in/selected, a message box will appear, informing you of the necessary

input (see Figure 5).

15. Click on the ‘OK” button to go back and add any required information.

'€ https: /ftateamweb . fta. dot.gov/? dbname =Quality&GUID=QUALITY 81251 FCEEDSFAFFDABSC 264E403DBACC - - Windows Internet Explorer

Main Menu - (Home)
Recipients
Bl Applicati

[ Create New Project

[ Copy Project

[ Assign Project Number

| Create New Project
Mew Project Detail Project Description

Recipient 1D: | | 6696 - COQUILLE TRIBE OF OREGON

COGQUILLE TRIBE OF OREGON

[ Application Reviewer

[ Submit Application PO BOX 783
[ Create Amendment
= View/Print

Modify Application
wview and Approval

3050 TREMONT 5T
NORTH BEND . OR 97453

Project Description

_a

tion
Project Management
Funds Control
Funding Adjustments
il Rights
EAM Administration
Dynamic Query
TEAM Documentation
[ Help Desk Information

[ Exit

Figure 4

Microsoft Internet Explorer x|

Flease type in Brief Descripkion,
Please type in Program Date,
Please select at lzast one Environmental Class code,

A\

Figure 5

Note: The Project Description text-area will
accommodate significantly more text than is visible in
the white display area. If your text is longer than the
display area, a scroll bar will appear to the right of the
box, allowing you to later scroll through the text.
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As shown in Figure 6, the Project Query Results page will open, with the new project selected. Information that you have entered
about the project will appear in the Project Details section of the screen. To begin modifying the application, see Chapter 4 of this
User’s Guide. The remainder of Chapter 3 focuses on copying an application.
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/€ https:/iftateamweb. fta. dot.gov/? dbname=Quality&GUID-QUALITY__81251FCEEDSF4FFDAS5C 264E403DBACC - - Windows Internet Explorer =)<
Project Query Results &
Project Number Description Rev.
fTEST PROJECT NO Test Project Desc 0|

1 Submit Application

Amendment

TEAM Administration
Query

EHelp D
[ Exit

Project Details

Project Number: TEST PROJECT NO FY2007 Cost Center: 790-00
Application Type: Electronic Submitted:
Entered: 5/3/2007 Awarded:
Recip. Contact: Executed:
FTA Manager: FTA Amount: $0.00
Status: Pending Submission/App. in Development Total Elig. Cost: 50.00
Description: TestProject Desc
Recipient: 6696 - COQUILLE TRIBE OF OREGON
1 record(s) retrieved. o Trusted sites 00 v

Figure 6
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Copy Project
From the Main Menu, click on Applications (see Figure 7).

1.
2.
3.

The Query Applications page will appear.

Print Date: 8/21/2012

Enter the Project Number of the application you wish to copy. If you do not know the project number, you may enter any of
the search criteria to select from a list of results returned by the query.

Click on the Submit Query button.

Main Menu - {(Home)

e Mew Project

[ Assign Project Number
[=1 Application Reviewer
(=1 Submit Application

1 Create Amendment

[ View/Print

Madify Application

= https:/fftateamweb . fta. dot.gov/? dbname=Cuality& GUID =QUALITY_81251FCEEDOF4FFDABSC264E403DBACC - - Windows Internet Explorer

N1

Query Applications

/

vear:
Je—
Recipient ID:

Project Number:

ament: | Curent ]

ALL

Project Status: | Al

Submit Query

Figure 7

The Project Query Results page will appear (see Figure 8).
If your query has returned multiple results, highlight the application that you would like to copy. If only one application is

displayed, continue to the next step.

Click on Copy Project in the Applications sub-menu.

4
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€ hittps: iftateamweb. fta. dot. gov/? dbname=Cualityd GUID ~QUALITY _01 251 FCEEDOFATFDADSC 264E401DBACC - - Windaws Internet Explorer =&

Project Query Results &
Project Number Descriptlon 5

AS0-X103-06 Main 5L Slation Renovabons
[VA-90-X106-01 SCOPE CHANGE
[VA.90.X144.02 OPERATING ASSISTANCE
(WA-90-X161-03 CAPITAL ASSISTANCE

AS0-K113-00 OPERATING AND CAPITAL ASSISTANCE
VA0 X181.00 FY 19949 Caplal & Operahing Assisla
[VA-90.X189.04 STP far LRT PE
(VA-00-X196-02 capitalloper asst

A-D0-K2 FY06 Formula Capital Projects VRE/PRTC

'A90-X2007 FY "0/ Operaling and Capital Grant

VA-90-X201.01 Vehicles, equip, fac improvements
(VA-90-X204-00 FY01 Oper/Capital Asst
VA-00-X206-00 FY00 Cap/Oper/Ping Asst

coonc| B

VAD0-X207-02 Amendment lor FY02 monies for System
[VA-80-X212.01 CLOGE OUT AMENDMENT
[VA-90.X214.02 Scope Chg-Plng
[WA-90-X217-00 FY02 OPERATING & CAPITAL ASSISTANCE
A-90-X218-00 FY 2002 Capilal Assislance
AG0.X223.00 CAPITAL AND OPERATING ASSISTANCE
[VAG0.X226.00 Capital Assistance FY 03
(VA-90-X227-00 FY 2003 Capital Assistance
AD0-X228-00 FY03 CapitalPlng Asst
AD0-X231-00 Operating and Capilal
(VA-90.-X232.00 FY03 Bus & Rail Projects
[WA-90-X233-00 CAPITAL AND OPERATING ASSISTANCE
[WA-90-X234-00 FY03-04 OPERATING & CAFITAL
AS0-X236-00 FY04 Capilal
[VA-80-X237-01 CLOGE OUT AMENDMENT
(VA-90-X239.00 Congestion Relief Projects
(VA-90-X240-00 VRE Formula Capital Projects
A-90-X241-00 Slalford sve expansion

AG0.X242.01 Capital Assisliance
(VA-90-X243-00 FY 2004 Capital Assistance
[VA-D0-X244.00 Capital STEEY 04

M O AN OSSO WO O aAA S A O aS RO WSO RND

Praject Number: A0 - FY2002 Cost Cantar; TR0

Application Type: ST Submitted: B0
Entered: 2B/ Awarded: 11122002
Recip. Contact: Hubsy Miassie Executad: 11122002
FTA Manager: Elauri: Bunck FTA Amount: 834,136 204 (0
Status: Actve Total Clig. Cost: 20547452 DO
ipti FYI nones: lor Systom
Recipient: B34E |- POTCMAC IND RAPPAHANNOCE TRANSPORTATICH
u7 Propsct b selact o Tnusted skee s -
Figure 8

8. The Create New Project screen will appear (see Figure 9), with certain entry areas automatically populated with information
copied over from the selected application. You may edit these fields to reflect the correct information for your new project.

9. Note that the Recipient ID field defaults to the highest number available to you in your profile. Begin by selecting your
Recipient ID from the drop-down. Your corresponding Recipient information will appear below the drop-down.

10. The Project Number field will automatically be populated with the next available project number for the state of the project
that is being copied. For example, if copying a Virginia project, your new, temporary project number will be the next available
project number for Virginia. You may change this number to an alternate, temporary number. The FTA will later approve or
re-assign the project number.
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& https://ftateamweb.fta. dot.gov/?P1ojID-VA-90-X207-0 2&erantee_id-5348&app... |- || 054

Create New Project (Copying from VA-90-X207-02) 6 &JD_W?I

Copy Project | Project Description |

Recipient ID: 6696 - COQUILLE TRIBE OF OREGON -

COQUILLE TRIBE OF OREGON v\e

FO BOX 783
3050 TREMONT 5T
WORTH BEND _0OR 97453 _ 0

Enter a requested Project Number (FTA will approve or reassign):
Project _an
Humber- || YA-90-X000

Section of
Statute:

Brief
Deszc:

Program
Date:

Fizcal
Year: 2007 |~

Amendment for FY02 monies for System

Proposed Environmental Classifications:

Clazs | [EIS): #No O Yes Clazs Il [CE): (I No &) Yes
Class Il (EAL ONo @ Yes Other [4(f.106]: | () No () Yes

Dane ‘,-" Trusted sites H100% -

Figure 9

11. Next, enter the Program Date (see Figure 10). This is the date of the most recent, FTA-approved STIP. If the project is not on
a STIP, enter the UPWP or the FTA Program Plan Approval date. This information will not be copied from the selected

application.
12. If necessary, change the Brief Description, Section of statute, Fiscal Year and Proposed Environmental Classification.
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13. Click on the Project Description tab to change or update the copied information.
14. Click on the “OK” icon to save your changes.

€ hitps: /iftateamweb. fta. dot.2ov/?ProjID=VA-90-X 207-02&erantee_id=5348&app... |~ |0

Create New Project (Copying from VA-90-X207-02) E%‘él E‘ff
Copy Project | Project Description
Recipient 1D: 6696 - COQUILLE TRIBE OF OREGON h

COQUILLE TRIBE OF OREGON

PO BO 783
3050 TREMOMT ST
MORTH BEMD ~0OR 37453 _ O

Enter a requested Project Number (FTA will approve or reassign):
Proiect {/y/a.90-x000

MNumber:
Section of
Statute: b
B?;::i Amendment far FY02 manies for System
Program
D ate:
Fiscal 2007 |+
Year:
Proposed Environmental Classifications:
Clas= | [EIS): = No O Yes Class Il [CE): (O No & Yes
Clasz 1l [EA): I No & Yes Other [4(f).106]: = No O Yes
Done S Trusted sites T100% -
Figure 10

Print Date: 8/21/2012
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The Project Query Results page will open, with the new project selected (see Figure 6 for an example of how the results may look).
Information that you have entered, as well as the information copied over from the previous project will appear in the Project Details
section of the screen. To begin modifying the application, see Chapter 4 of this User’s Guide.
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. Modifying an Application

Overview

This chapter will go through the process of modifying an application that is in a development stage. Features that it will detail
include: Project Information, Budget, Milestones, Environmental Findings, Fleet Status, and Comments/Concurrence.

Modify Application

1. To modify an Application, begin by accessing that Application through the Query Applications screen and highlighting it (see
Figure 1). For instructions on accessing applications, please see Chapter 2. Note: If you have just completed creating a new
project, either by copying an existing project or entering original information, skip this step and proceed to #2 (your project
should already be highlighted on your screen).

2. Click on the plus sign next to Modify Application to expand the Modify Application sub-menu. The sub-menu will open,
displaying the following options: Project Information, Budget, Milestones, Environmental Findings, Fleet Status and
Comments/Concurrence.

3. Select the area that you would like to begin modifying by clicking on the corresponding sub-menu item. You may choose to
start with any of the listed options, however, this User’s Guide will give instructions on how to modify each section in the
order of the sub-menu list, beginning with Project Information and ending with Comments/Concurrence. To continue, click on
Project Information.
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7 TEAM Web Yersion 1.0 - Microsoft Internet Explorer =@ x|
Project Query Results &

Project Number Description

[VA80-X211 Hybrid Elsctric Bus Project

Project Details

Project Number:  [vA-30-x217 [Frzn0 CostCenter:  [res00
Application Type: [Electronic Submitted: l—
Entered: [s/27/2001 Awarded: [
Recip. Contact:  [Audrey Bredehott Executed: l—
FTA Manager:  |Sheila Byme FTA Amount: lm
Status: IPenqu SubmissionfApp. in Development Total Elig. Cost: lm
Description: |Hybmd Eleciric Bus Project

Recipient: 2049 .INORTHERN VIRGINIA TRANSPORTATICH COMMIZSION :I

‘a 1 record(s) retrigved, | ,7‘0 Internet
Figure 1

Project Information

All users have access to the Project Information screen until the Reservations screen is completed, at that point only FTA users will
have access to open this screen.

General Tab

1. The Project Information screen will default to the General tab (see Figure 2 below). The Project Information screen also
contains the Control Totals, UZA/Cong Dist., Earmarks and Security tab pages.
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v 2. All information in the General tab with the exception of the Recipient information and Recipient Type field may be edited
(Note: editable fields are also dependent upon the status of the project and what project parameters have been set).
3. To change the Brief Project Description (appearing next to the project number), click in the field and replace the existing
description with a new one.
4. From the Project Type drop down menu, select the type of award that applies to your project (Grant, cooperative Agreement,
Interagency Agreement, Intra-Agency Agreement, Loan, General Working Agreement, Other Transaction/Agreement or

Procurement).
iC - [o]x]
IProject Information ‘DELEIEH%‘%J@ | [ﬁﬁl Té’f.jl
General | Control Totals | UZA/Cong Dist | Earmarks | Security
mn7i ILLINOIS DOT
_ Recipient:
/ STATE OF ILLINOIS DEPARTMENT OF TRANSPORT
Project: ‘ | Operating/ Cggital Assistance
Project Type: | Grant Award Rec by State: I:I
I o ONA
Amend Reason: | Initial Application % | Contract No: I:I
Recip. Type: State Agency Rev Date: l:l
Sec of Statute: v
Research Project () Yes () No
Fed Dom Asst#: Planning Grant: ) Yes & No
FTA Proj Mar: | | Program Date: l:l
Recip Contact: | | Program Page: l:l
State Appl ID: L
e Appl : | | | Application Type: (O Paper = Elect
Est Start/End: -
Supplemental
Agreement: Yes No
_;_II Project Description
Done &) Lacal intranst 00% <

Figure 2
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The New/Amendment drop-down permits you to indicate whether the project is a new project or an amendment to an existing

TEAM-Web User Guide Print Date: 8/21/2012
|
project (see Figure 3 below).

6.
7.

oo

The Amend. Reason drop-down allows you to display the reason for changing (amending) the project.

From the Sec. of Statute drop-down, select the statute from which the funding for the project will be derived. The Federal
Domestic Assistance Number (Fed Dom Asst#) will automatically be populated upon your selection.

Specify an FTA Project Manager as well as a Recipient Contact.

Enter the State Appl. ID, Estimated Start/End Date and date when the state received the application (Rec by State).
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Project Information

i Rl ¢

Earmarks | Security

Print Date: 8/21/2012

General | Control Tatals |  UZAfCong Dist |
177 | ILLINOISDOT |
Recipient:
|STATE OF ILLINOIS DEPARTMENT OF TRANSPORTATION |
Project: || | ||Cl;:ueratir1g;r Capital Assistance I"ﬂ
Project Type: Grant Award 5 M Rec by State:
E0 12372 ®Yes ONo
New/Amendment: Review: ONA
Amend Reason: || Initial Application €7+ Contract No: |:|
Recip. Type: State Agency | e I:l
Sec of Stafute: | v
Research Project: () Yes () No
Fed Dom Asst#: | Planning Grant: O Yes & No
FTAProjMgr: | Program Date: [ ]
Recip Contact: | Program Page: |:|
State Appl ID: < _—
e Appl | Application Type: (O Paper (*)Elect
Est StartEnd: | |- ‘T/ Supplemental ¥ N
Agreement: &S @
= Project Description
IDnne ‘:J Local inkranet H1o0% -

Figure 3

10. Indicate where E.O. 123727 applies by selecting either “Yes’, “No’, or ‘N/A’ (see Figure 4 below).

11. Enter the Contract No.

12. Enter the date the application was reviewed (Rev Date).
13. Indicate if this is a Planning Grant by selecting either “Yes’ or ‘No’
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v 14. Next enter or modify the Program Date and Program Page.

15. Indicate the Application Type by selecting either ‘Paper’ or ‘Elect’ (Electronic) and whether or not there is a Supplemental
Agreement (if applicable). Note: see Execution Chapter 7 for additional information concerning Supplemental Agreement
parameters.

Chapter 4 Page: 9



TEAM-Web User Guide

Print Date: 8/21/2012

16. If necessary, modify the Project Description. Figure 5 displays the expanded view of the Project Description field. Changes
can be made directly to the expanded View Text by directly typing into the window and then clicking on the Save Button. The
Save, Cancel, or “x” buttons within the expanded view box will close the View Text window.

Project Information DELETE %‘%@ | :gél ‘u{“
Genaral |  Control Totals | UZA/Cong Dist | Earmarks | Security
1177 | ILLINOISDOT |
Recipient:
|STATE OF ILLINOIS DEPARTMENT OF TRANSPORTATION |
Project: ” | ||O;:|eratir1g|;r Capital Assistance ||
Project Type: || Grant Award b ” LELI SRR
R et
Amend Reason: || Initial Application v || ntract No:
Recip. Type: State Agency | Rev Date: I:’—@
Sec of Statute: | |
Research Project: () Yes () No
Fed Dom Asst#: | lanning Grant: O Yes ® No
FTAProjMgr: | Program Date:
Recip Contact: | Program Page:
State Appl ID: L
e Appl : 7 pplication Type: (' Paper ) Elect
Est Start/End: -
Supplemental
R Yes No
= @ Project Description
IDnne & Local intranet H100% T

Figure 4
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v {= TEAM-Web ( PRODUCTION Database ) IL-18-X027-01 - Windows Internet Explorer
e 0 S | B ] 28]

tProject Information
General | Contraol Totals | UZA/Cong Dist | Eatmarks | Security
177 ILLINQIS DOT
Recipient:
STATE OF ILLINOIS DEPARTMENT OF TRANSPORTATION
Project: | | Operating/ Capital Assistance ‘
Yiew Text =1 E3
El Project Description
%) Local intranet +100% v
Figure 5

Control Totals Tab
1. Click on the Control Totals tab to open that tab screen (see Figure 5 above). Enter the FTA and Local Amounts (shares of
project costs), as well as any Adjustment Amount, State Amount, Other Federal Amounts, or Special Condition Amounts
in the Amendment column. For Amendments, type in the amendment amounts in the Amendment column. The amounts in
the Project column will be updated when you save your changes press the “tab” key.
2. TEAM-Web will calculate the Total Eligible Cost and Gross Project Cost for you

Chapter 4 Page: 11



TEAM-Web User Guide Print Date: 8/21/2012

V*Note: The Control Totals must be consistent with the Project Budget in the Budget part of the Application. The Project Budget
must balance against the Control Totals you enter.

; http:,//63.91.83.73 - TEAM-Web ( Quality Assurance Database ) - Microsoft Inte - |D|1|
Project Information |DELEIE|‘%‘%J@ | [aél ‘iufjl
General Control Totals UZA/Caong Dist | Earmarks | Security
[5661 |CNT
Recipient:
|CENTER FOR NEIGHBORHOOD TECHNOLOGY
Project: || ||Carsharingf0arpoo|ing
Amendment Project
6ross Project Cost: | | $0.00 Special Condition: | None  »

—

(] Adjustment Amt: I $0.00

Total Eligible Cost:

Total FTA Amount: | $0.00 || 301,00 Est Oblig Date:
c< Total State Amount: | $0.00| $0.00
Pre-Award Authority:  Yes
Total Local Amount: | $0.00 || 00 ot ¢ s Mo
Fed Debt Delinguent: ¢ Yez & 1o
Other Federal Amt:
el redera | 3000 000 il Budget: £ Yes & No
\|_Special Cond Amount: [ $0.00 || $0.00

Federal Deht Delinquency Detail

$0.00 Spec Cond Tyt Date:

$0.00 Spec Cond Eff Date:

LR

-

[-|

& T [ et Y
Figure 6

3. Adropdown list is attached to the Special Condition field (see Figure 6). The Special Condition field defaults to “None”.
To request FTA defer the local share, the recipient selects “Deferred”. To request FTA waive all or part of the local share
(permitted for certain R&D projects), the recipient should select “Waived”. A recipient seeking a deferral or waiver must type
the justification in the Project Description text box on the General tab of the Project Information window. FTA’s decision
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to deny, defer or waive a project will appear in the FTA comments in the Conditions of Award (Comments/Concurrence
screen). FTA’s decision will also be reflected in the text of the Grant or Cooperative Agreement.

4. Enter the Special Condition Target Date (Spec Cond Tgt Date), Special Condition Effective Date (Spec Cond Eff Date) as
well as an Estimated Obligation Date (Est Oblig Date).

3 http://63.91.83.73 - TEAM-Web { Quality Assurance Database ) - Microsoft Inter; - | Dlﬂ
Project Information DELETE %‘%J\H | E%l Tgfjl
General Contral Totals UZA/Cong Dist | Earmarks | Securty
[5581 cnT
Recipient:
|CENTER FORMEIGHBORHOOD TECHNOLOGY
Project: || ||Carsharingf0arp00ling ‘
Amendment Project
Gross Project Cost: | $0.00 | $0.00 Special Condition:
Adjustment Amt; | $0.00 | $0.00 Spec Cond Tyt Date: |
Total Eligible Cost: | 5000 | $0.00 Spec Cond Eff Date: |
Total FTA Amount: | $0.00/| $0.00 Est Oblig Date: |

Total State Amount: | $0.00|| $0.00
Pre-Award Authority: ~ Yes =
Total Local Amount: | $0.00/| soo0 o ¢ Tes Mo
Fed Debt Delinguent: ¢ Yez & Mo
Other Federal Amt:
erredera | 3000 3000 Einal Budget: " Tes Mo
Special Cond Amount: | $0.00/| $0.00

Federal Debt Delinguency Detail

-

[

] T [ et /
Figure 7

5. Select either “Yes” or ‘“No’ for each of the following categories (see Figure 7):
a. Pre-Award Authority
b. Fed Debt Delinquent
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6.

C.
If you selected “Yes’ under the Federal Debt Delinquent category, enter details of the delinquency in the Federal Debt
Delinquency Detail text-area.

Final Budget

7. Next, click on the UZA/Cong Dist Tab.

/3 http://63.91.83.73 - TEAM-Web { Quality Assurance Database ) - Microsoft Intern

=10.%|

w3 IR ]

Security

Project Information
General Cantrol Tatals UZA/Cong Dist Earmarks |
[ |oNT
Recipient:
|CENTER FORMNEIGHEORHOOD TECHNOLOGY
Project: || ||CarsharinngarpooIing ‘
Amendment Project
Gross Project Cost: | $0.00 | $0.00 Special Condition: INonevl
Adjustment Amt: | $0.00 | $0.00 Spec Cond Tyt Date: |
Total Eligible Cost: | 5000 | $0.00 Spec Cond Eff Date: |

Total FTA Amount:

| $0.00||

#0.00 Est Oblig Date:

|

Total State Amount: | $0.00 |

$0.00
" Tes & Mo

Total Local Amount: | $0.00/ |

Pre-Award Authori
$0.00

" Tes & Mo

Other Federal Amt: | $0.00 |

Fed Deht Delinquent:
$0.00

Final Budget: " Tes = Ho

Special Cond Amount: | $0.00{|

Federal Debt Delinguency Detail

$0.00

€l

l_ l_l_l_ |_|Q Inkernet

Figure 8

Print Date: 8/21/2012
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MZA/Cong Dist Tab

1.

43 http://63.91.83.67 - TEAM-Web ( Quality Assurance Database ) AK-04-0002-

Print Date: 8/21/2012

The Urbanized Areas and Congressional Districts information on the UZA/Cong Dist tab can be updated as long as it exists
in the recipient’s profile (see Figure 9). Existing entries in the Urbanized Areas and Congressional Districts tables may be

deleted.

Deleting an Urbanized Area — click the UZA Name or UZA ID then click the DELETE icon.
Deleting Congressional District information — click on the row that needs to be deleted, then click the DELETE icon.

43 http://63.91.83.67 - TEAM-Web { Quality Assurance Database ) AK-04-0002-

=10l x|

| 'Pro ject Information

R

Genaral

o
( |DELEIE||%|§_"@ E
|

UZA/Cong Dist /L

Control Totals arrarks

J1707 JANCHORAGE

IProject Information

( |nfmm&_"@|ﬁl|o_ﬁl

| Security

General Control Totals UZA/Cong Dist armatks

X

Recini {1707 JANCHORAGE

Project:

[MUNICIPALITY OF ANCHORAGE /

l<-04-0002-00 | [j06 HPP for ets” Wheelchair Gémes F
Urbanized Areas /

Congressional Districts

IMUNICIPALIT'Y OF ANCHORAGE

N\
N\
AN

Congressional Distri

Project:  [[4K-04-0002-00 | J[06 HPP far vets” Wheelchair Games F

Urbanized Areas

|D21?DD

State

I

Dist
Code

District
Official

UZA
D

State

I

Dist
Code

District
Official

UZA Name

2 1 Don Young

S
021700||ANCHOFRAGE, AK IE 1 Don T oung]

UZA Name
ATTCHORAGE, AR

il

[rrrri=

|@j This UZ4 id is either invalid or already present in your contract.,

([ [ [ @wee

Figure 9

4. To manually add a UZA (see Figure 9) click on the bottom row of the Urbanized Areas table in the UZA 1D column and a
white entry box appears, while the UZA Name box highlights yellow; type in a UZA that exists in the Recipient profile and hit

<tab> and TEAM-Web will populate the UZA Name.

To manually add a Congressional District click on the bottom row of the Congressional District table in the State ID

column and a white entry box appears (with the remain

ing row yellow); type in the 2-digit state code (do not hit <tab>); next
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v click in the Dist Code field and type in the new district number in the white entry box; click or <tab> out of the field and
TEAM-Web will populate the District Official field with the representative for the district.
6. Next, Click the Earmarks tab.

i 2} http://63.91.83.67 - TEAM-Web { Quality Assurance Database ) AK-04-0002-00 -0l x|
/| Project Information DELETE N‘% H\ﬁl ﬁ’ Jl
Genetal Control Totals UZA/Cong Dist Earmarks | Security
[1707 |ANCHOPAGE
Recipient:
IMUNICIPALITY OF ANCHORAGE

Project:  [}-04-0002-00 [[06 HPP for Vets' Wheelchsir Games F

TUrbanized Areas Congressional Districts
UZA State|| Dist ||District
D UZA Name D |Code|Official
[021700]| ANCHORAGE, 4K | 2 |1 [Don Young
L | L] |
G J

o

| |:Ej This UZA id is either invalid o already present in vour conkract, ’_ ’_ ’_ l_ ’_ |O Inkernet 4
Figure 10
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armark Tab

1. When the Earmark tab opens the Recipient information is not editable. The Project number cannot be changed, but the
description next to the project number may be adjusted. (See Figure 11 below)

2. The Talking Points Overview, Talking Points, Place of Performance and Congressional Interest Expressed by fields are

available for editing

Earmarks are selected by clicking on the magnifying glass icon next to Earmark Details.

4. Once the Earmark screen has been opened, an Earmark is selected by clicking on the box by the desired Earmark and clicking
the OK icon. The details for the Earmark selected can be viewed in the Earmark Details section

w

2 TEAM-Web lity A —.
/} select Earmark - Microsoft Internet Explore o ]
tPro ject Information
Select Earmark ‘(l ®| xl Wf)l
General Control Totals ‘ ILIL Tzl |) i
Recipient: |1459 [VDR&PT | E2005.8USP-411 / Vi / Burke Centre VRE Stalion Parking E pansion
WIRGINA DEPARTMEMNT OF F /] [ E2005-BUSP-414 /A / GRTC Bus Facilty, Richmond, Virginia

Project: |—VA-03-><>¢¢< W [T E2005-BUSP-415 / WA / Hampton Roads Transt New Maintenance Facilities |
4 [T E2005-BUSP-416 /WA / 1-86/Mienna Metrorail Accessibilty Improvements, Yingi

[T E2005-BUSP-417 /W4 / James City Caunty natural gas buses, Virginia

\

Talking Points l—
Overview: [T E2005-BUSP-418 /WA / Petersburg Multi-Modal Transportation Center, Yirginia
Talking Points: ™ E2005-BUSP-419 / WA / Patomac Yard Transit Way, Yirginia

[T E2005-BUSP-420 /WA / PRTC Bus Acquizsitions, Virginia
[T E2005-MwWST-055 / VA / Dulles Coridar Fapid Tranzit Project, Wirginia

[T E2005-MwWST-086 /WA / Marfalk, Yirginia, Light Fiail Transit Project
Place of Performance: | ™ E2006-MwST-062 / VA / Dulles Corridor Rapid Transit Prject, Virgiria
Congressional Interest Ii [T E2008-MwWST-063 /YA / Gainesvile-H aymarket WRE Service Extension

\ Expressed n:
Earmark Details: <_°

[ Earmark ID [ Earmark

rs| L | d

=R |@j l_ ’_ ’_ ’_ ré_ |‘_§ Local inkranet )
Figure 11
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5.

S

selecting the save or OK icon (see Figure 12).

Print Date: 8/21/2012
An amount can be applied to the Earmark by highlighting it and entering an amount in the Amount Applied field then

Number of Earmarks and Total Amount Applied are displayed for added earmarks.
Earmark Applied Amounts will be compared with Reservation amounts during FTA reservation process. The Earmark and

FTA amounts must match in order to complete the reservation process.

The GNS Release button (Send through Release Process) is disabled. The release process will become available after the

project is reserved.
Next, Click the Security tab

; TEAM-Web { Quality Assurance Database ) ¥A-03-XXXX - Microsoft Internek Expl

X

—loj
e B0 % | 20 £

Earmarks | Security °

Project Information
Seneral Control Totals LUZA/Cong Dist
1458 [VDR&PT
Recipient:

I\/IRGINIA DEPARTHMENT OF RAIL AND PUBLIC TRAMSPORTATION

Project:  |[VA-03:X¢¢  f|Dulles Comidor Metrorall Final Des

Talking Points I
Overview:
Talking Points: d

Place of Performance: |

Congressional Interest I

Expressed by /
Earmark Details: Number of Earmarks: | 2 Total Amount Applied: I $54,203,000.00
| Earmark ID | Earmark Name | Orig. Balance | Unreserved | Amount Applied |
E2005-MWST-055 Dulles Corridor Rapid Transit $24 500,000.000 $24 500,000.0 |$24,EDU,UDD_DI
E2006-MWEST-062 Dulles, t Rapid Transit $29.403 000.00) 52 .00 I$29,4D3,DDU_DI
Send through Release Process
[&] [T [ [ |5 N3 iocalintranet A

Figure 12
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o/

Security Tab

The Security Tab is only used for 49 USC 5307 - Urbanized Area Formula projects. *Note — Sec. of Statue is selected on the
General tab and can only be adjusted until a project number is assigned. There may be several 5307 Section of Statutes to select from
—action is required on the Security tab for any one of them.

1. If your project does not meet the criteria mentioned above, you will see the information on the security screen grayed out (see

the left side of Figure 13 below).

2. If your project meets the criteria mentioned above, you are allowed to enter information (see the right side of Figure 13).

3. You must select the “Yes’ or “No’ below the Project number and description. If you select ‘No’ you will see a message “At
least one check box must be selected”

4. Click the OK button and the message disappears.
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{2 TEAM-Web ( TEST Level 3/Quality Assurance Database ) 1234 TEST - {= TEAM-Web ( TEST Level 3/ Quality Assurance Database ) 1234 TEST - Windows Internet Explorer

rProject Information 'Project Information |DELETE||%&"@@|K"

General Control Totals UZA/Cong Dist General Caontrol Totals UZA/Cong Dist Earmarks Security |
728 TOBE SELECTED 728 TO BE SELECTED
Recipient: Recipient:
THIS VENDOR TO BE SELECTED BY COMPETITIVE BID THIS VENDOR TO BE SELECTED BY COMPETITIVE BID
Project: 1234 TEST Test Project: 1234 TEST Test
( Please select Yes or No below.
O Yes — We will expend 1% or more of the 5307 funds in this grant application for security purposes.
Please list security-related projects in the project budget and summarize them in the non-add scope code 991.
NOTE: Non-add scopes do not apply to ARRA grants.
< () No — We will not expend at least 1% of the 5307 funds in this grant application for security purposes.
[JT\No Deficiency found from threat/vulnerability assessment.
Windows Internet Explorer g|
\J

' At least one check box must be selected,
ey

v

,r" Trusted sites Ho100% v

Figure 13

5. If you highlight number 1. No Deficiency found from threat/vulnerability assessment (see Figure 14); you will see the
message “Grant applicant has conducted a threat and vulnerability assessment and finds there are no deficiencies that require
additional investment in security projects at this time.”, above the comments box.

6. If you check number 1 you will see the message above plus a message in blue that states: “Please use textbox below for
comments (optional)”
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= TEAM-Web { TEST Level 3 Quality Assurance Database ) 1234 TEST - Windows Internet Ex) = TEAM-Weh { TEST Level 3 Quality Assurance Database ) 1234 TEST - Windows Internet Exploren E]@El
'Project Information ‘IJELET#% % | 'Project Information |DELET4|% % IE | [gél ‘S)’;)l
General Contraol Totals UZA/Cong Dist Earmarks General Contral Totals UZAS/Caong Dist Earmarks Security ‘
728 TOBE SELECTED 728 TOBE SELECTED
Recipient: Recipient:
THIS VENDOR TC BE SELECTED BY COMPETITIVE BID THIS VENDOR TQ BE SELECTED BY COMPETITIVE BID
Project: 1234 TEST Test Project: 1234 TEST Test
Please select Yes or No below. Please select Yes or No below.
() Yes — We will expend 1% or more of the 5307 funds in this grant application for security|| ' Yes — We will expend 1% or more of the 5307 funds in this grant application for security purposes.
Please list security-related projects in the project budget and summarize them in the nony Please list security-related projects in the project budget and summarize them in the non-add scope code 991.
NOTE: Non-add scopes do not apply to ARRA grants. NOTE: Non-add scopes do not apply to ARRA grants.
© No —We will not expend at least 1% of the 5307 funds in this grant application for securf ) No — We will not expend at least 1% of the 5307 funds in this grant application for security purposes.
[1. No Deficiency found from threat/vulnerability assessment. 1. No Deficiency found from threat~ulnerability assessment.
[J2. FTA/TSA Security Action Items met. [J2. FTA/TSA Security Action Items met.
[]3. Other, please describe below. []3. Other, please describe below.
Please use textbox below for comments (optional).
[MGrant applicant has conducted a threat and vulnerability assessment and € Grant applicant has conducted a threat and vulnerability assessment and finds there are no deficiencies that require
additional investment in security projects at this time_ additional investment in security projects at this time_
4" Trusted site: ;9 Trusted sites *100% -
Figure 14

7. If you highlight number 2. FTA/TSA Security Action Items met; you will see the message “Grant applicant can answer
affirmatively to each of the FTA/TSA Security Action Items set out by FTA, and, hence, no additional investment in security
projects is required at this time. [Those items are described at http://transit-
safety.volpe.dot.gov/Security/SecurityInitiatives/Actionltems/actionlist.asp]”, above the comments box (see Figure 15)

8. If you check number 2 you will see the message above plus a message in blue that states: “Please use textbox below for
comments (optional)”
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f:” TEAM-Web ( TEST Level 3 Quality Assurance Database ) 1234 TEST - W f:‘ TEAM-Web ( TEST Level 3 Quality Assurance Database ) 1234 TEST - Windows Internet Explorer g@@l
'Project Information 'Project Information |DELET4|% % |@ | ERE([I Tof:“
General Control Totals UZACong Dist General Control Totals UZACong Dist Earmarks Security |
728 TO BE SELECTED 728 TO BE SELECTED
Recipient: Recipient:
THIS VENDOR TO BE SELECTED BY COMPETITIVE BID THIS VENDOR TO BE SELECTED BY COMPETITIVE BID
Project: 1234 TEST Test Project: 1234 TEST Test
Please select Yes or No below. Please select Yes or No below.
O Yes — We will expend 1% or more of the 5307 funds in this grant appf O Yes — We will expend 1% or more of the 5307 funds in this grant application for security purposes.
Please list security-related projects in the project budget and summa Please list secunity-related projects in the project budget and summarize them in the non-add scope code 991.
NOTE: Non-add scopes do not apply to ARRA prants. NOTE: Non-add scopes do not apply to ARRA grants.
% No — We will not expend at least 1% of the 5307 finds in this grant 4 & No — We will not expend at least 1% of the 5307 funds in this grant application for security purposes.
[J1. No Deficiency found from threatvulnerability assessment. [J1. No Deficiency found from threat~mulnerability assessment.
by (]2 FTA/TSA Security Action Items met. (12 FTA/TSA Security Action Items met.

[13. Other, please describe below. []3. Other, please describe below.
PDicase use textbox below for comments (optional).
ant applicant can answer affrmatively to each of the F Securir}mGiant applicant can answer affirmatively to each of the FTA/TSA Security Action Items set out by FTA . and. hence.

no additional investment in security projects is required at this time. [Thosq| no additional investment in security projects is required at this time. [Those items are described at hitp-//transit-
safety volpe.dot. gov/Security/SecurityInitiatives/A ctionltems/actionlist aspl|  safety volpe dot gov/Security/SecurityInitiatives/Actionltems/actionlist asp]

S Trusted sies o0 -

Figure 15

9. If you highlight number 3. Other please describe below; you will see the message “If 1 or 2 is not selected, select Other and
provide explanation below:” (see Figure 16)

10. If you check number 3 you will see the message above plus a message in red that states: “Explanation is mandatory. Please
use textbox below.”

11. If you select the OK icon without filling in the comments box you receive a pop-up message: “Text cannot be blank if No and

Other is selected.”

Chapter 4 Page: 22



TEAM-Web User Guide Print Date: 8/21/2012

(= TEAM-Web ( TEST Level 3 Quality Assurance Database ) 1234 TEST - (= TEAM-Web ( TEST Level 3 Quality Assurance Database ) 1234 TEST - Windows Internet Explorer (=17
rProject Information rProject Information |DELE14|%§ ||@ I :%I Vo“f:ll
General Control Totals UZA/Cong Dist General Control Totals UZA/Cong Dist Earmarks Security |
728 TO BE SELECTED 728 TO BE SELECTED
Recipient: Recipient:
THIS VENDOR TO BE SELECTED BY COMPETITIVE BID THIS VENDOR TO BE SELECTED BY COMPETITIVE BID
Project: 1234 TEST Test Project: 1234 TEST Test
Please select Yes or No below. Please select Yes or No below.
O Yes — We will expend 1% or more of the 5307 funds in this grant af O Yes — We will expend 1% or more of the 5307 funds in this grant application for security purposes.
Please list security-related projects in the project budget and sums Please list security-related projects in the project budget and summarize them in the non-add scope code 991.
NOTE: Non-add scopes do not apply to ARRA grants. NOTE: Non-add scopes do not apply to ARRA grants.
%) No — We will not expend at least 1% of the 5307 funds in this granf| ) No — We will not expend at least 1% of the 5307 funds in this grant application for security purposes.
[J1. No Deficiency found from threat/vulnerability assessment. [J1. No Deficiency found from threat/vulnerability assessment.
[[12. FTA'TSA Security Action Items met. [[12. FTA'TSA Security Action Items met.

[13. Other, please describe below. 3. Other, please describe below.
Explanation is mandatory. Please use textbox below.
If 1 or 2 is not selected. select Other and provide expl 3 If 1 or 2 is not selected. select Other and provide explanation below:

Windows Internet Explorer

! E Text cannot be blank if Mo and Other is selected,
.

1

J Trusted sites H100% -

Figure 16

Maintaining the Approved Project Budget

In carrying out the project, the Recipient agrees to comply with the constraints of the Approved Project Budget incorporated by
reference in its grant agreement or cooperative agreement. Furthermore, the Recipient must carry out project activities in a manner
consistent with the terms of the grant agreement or cooperative agreement through which Federal funding is provided.

The manner in which a budget is initially structured can facilitate or impede project management, particularly when unforeseen events

require changes in the project. Whether a simple budget revision may be permitted (with or without prior FTA approval) or whether a
formal amendment to the project will be necessary depends on the effect of the proposed change on the scope of the project.
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MEAM-Web Budgets

The FTA will use the TEAM-Web system to prepare budgets for various purposes.

As illustrated on the following pages, the TEAM-Web Budget screen contains a table in which entries for Scope and Activity Line
Item numbers, descriptions, quantities, amounts of FTA contributions, and Total Eligible Costs are shown.

The TEAM-Web system establishes two separate budgeting categories:

1. Project Budget (PRJBUD) - This category consists of information used to form the Project Budget that, when the award is
made, will constitute the “Approved Project Budget” for grants and cooperative agreements and will serve as the primary
budget for other FTA awards.

2. OTHER - This category consists of a variety of related or secondary budgets associated with the Project. In calculating totals
for the Primary Budget described above, the TEAM-Web system does not include amounts entered for Activity Line Items in
OTHER budgets. “OTHER” budgets can reflect Activity Line Items within the parameters of the Project that are not yet
included in the Project Budget. When forming the Project Budget, it is important to add OTHER Activity Line Items you
believe desirable. They can be moved to the Project Budget if funding becomes available.

Budget

1. After selecting your project, click on Budget on the Modify Applications sub-menu (see Figure 17).

2. The Budget screen will open displaying a list of Project Budget and OTHER Scopes and Activity Line Items, as well as a
table containing entries for Scope and Activity Line Item numbers, descriptions, quantities, amounts of FTA contributions, and
Total Eligible Costs. Notice that the Project Control Totals— Total FTA Amount and Total Eligible Cost — have carried
over from the Project Information screen and appear in the upper right of the Budget screen. Below them is a Difference line
where any differences between these totals and the cumulative amounts of activity line items (ALIs) are calculated. These
calculations are updated as Scopes and ALIs are added, deleted, or changed in the budget. A valid budget must show $0 in
differences, and have at least one Scope with one ALI.
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Main Menu - (Home)
Recipients
= Applications

[ Create Mew Project

[ Copy Project

[ Assign Project Number

=1 Application Reviewer

[ Submit Application

[ Create Amendment

1 View/Print

B Modify Application

[ Project Information
[ Budget

1 Milestones

1 Environmental Findings

[ Fleet Status
1 Application Reviewer
[ Comments/Concurrence

Review and Approval
Execution
Project Management
Funds Control
Funding Adjustments
Civil Rights
TEAM Administration
Dynamic Query
TEAM Documentation

[ Help Desk Information

= Exit

/€ https:/iftateamweb . fta. dot. gov/? dip==s==a = 0.4 TONEDA A0 A0 4 4 indorie Intosna S
'€ https:/iftateamweb.fta. dot.gov/?applndex=10&amendment_id=223356&project_id=fcontract_id=22... E]@

tBU]]GET( -1) 6 AOD | DELETE & | @B Ql%l@ I [g‘él \D{“
(1 PRJBUD
C1OTHER PROJECT CONTROL TOTALS: 0 $1,481.8633.00 $1,481,833.00
DIFFERENCE: 0 $1.481.833.00 $1.481.833.00
Scope/ALI: Details:
Std. Dese:
User Desc: | ‘
Fuel: ‘ |
. This budget has no scopes. It must hawve at least one
Reviewer
scope.
Messages:
Done J Trusted sites o 100% T
Figure 17

3. To add a Scope, first highlight either PRIBUD or OTHER, depending on what part of the Budget the Scope should fall under.
A list of Scopes and their corresponding ALIs appears in the left part of the screen. Scopes are denoted by a yellow “folder”
icon. (see Figure 18 below)

ok~

If you know the Scope number of the Scope to be added, click on the ADD icon at the top of the screen.
A blank row will appear. Click in the Scope part of the blank row and type in a new Scope number. When you press the tab

key or click out of the row, the Scope Description will automatically populate in the Scope Description field. To edit the
Scope Description, click in the field and replace the text, as appropriate.
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v 6. You can also add Scopes and ALIs by accessing the Budget Details screen and selecting from the Dropdowns. To do so,

begin by clicking on the Details icon at the top of the screen. (The Details icon is the magnifying glass.)

€ https:fiftateamweb.fta. dot.sov/7appindex=10&amendment_id=223356&project_id=kgpntract_id=22... [Z]@

QJLBUDGET( 1) a—> aon s B | 4 | 8| QQ @mﬂﬁ"

_1 PRJBUD
SIOTHER PROJECT CONTROL TOTALS: 0| $1481.833.00] $1.481.833.00

DIFFERENCE: 0 $1.481,833.00 $1.481,833.00

Scope Scope Description | Qity | FTA Amount | Total Elig. Cost |
[ o 50.00] 50.00|

Scope/ALL: Details:
Std. Desc:
User Desc: ‘ ‘
Fuel: | |
Reviewer This budget has no scopes. It must have at least one

Messages: SCODE

J Trusted sites +100% -

Figure 18

7. When the Budget Details window opens, select the new Scope by clicking on the drop-down menu. Scope MUST be selected
by clicking on the Scope dropdown list, located just above the list of folders. (see Figure 19 below)

8. The displayed set of folders can be opened to reveal sub-folders and/or ALIs. As you select a Scope and AL, use the top
arrow (pointing to the right) to build a budget that appears to the right in table form.
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v 9. When you have finished building the Budget Details, click on the OK icon to save your selections and return to the Budget

window.

; Budget Detail Lookup Window - Microsoft Internek Explorer

rBudget Details

&l

CRAMLE]

0K

1]

Scopes [ 4411 - UNIVERSITY RESEARCH °_;ﬂ@

C1100000-CAPTTAT -
C1300000-OPERATING ASSISTANCE
C1400000-PLANNING
C1430000-RURAL TRANSIT ASST PROGESA
S 435000-EURAL TRAMSIT ASST PROG.
P 435001-TRATNING
P 435002-TECHNICAT ASSISTANC
P 435003-TRANSIT RESEARCH
P 435004-RELATED SUPPORT SERVICT
P 435005-PROGEAM RESERVE
1 440000-PLANNING
1 500000-FEESEARCH/OVERSIGHT TRATNIN
1 600000-OTHER PROGRAN COSTS
23 700000-UNIVERSITY EESEARCH GEANT: |
1 200000-OTHER | _|;‘
>

Scope

Activity

Description

44110

435003

TRANSIT RESEARCH

|I=I£

|@ Cone

I_E|Q Inkernet

Figure 19

Print Date: 8/21/2012

**Note: ALI selections are not limited to those that match the first three digits of the Scope; however, they usually do match.

Following the Budget Detail instructions, continue by adding the following Scope and ALI combinations:

Scope ALI(s)
11100 111201, 111301
11400 114302
11700 117101
11900 119303
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v = Click the OK icon to return to the Budget screen.

The Scopes and ALIs selected in the Budget Details screen now form the basis of your budget, and appear on the left side of the
Budget page (see Figure 20 below). You now must add the FTA Amount and Total Elig. Cost for each ALI.

‘& https:fiftateamweb fta. dot.gov/?appIndex=%&amendment_id=232953& project_id=fcontract_id=232... [Z]@

BUDGET(-1) AOD DELHE” B (= Q&J@@J@l

C1PRJBUD
311100 PROJECT CONTROL TOTALS: 0  $1481.333.000 $1.481.833.00
P 111201 DIFFERENCE: 0 $1.481,833.00 $1,481,833.00
P 111301
£3 11200 | Actvity | ActivityLine tem Descripion | aty | FTaAmount | Total Elig. Cost |
P 114302 | 119303 [JCONSTRUCT LANDSCAPING / SCENIC BEAJD Js0.00 Js0.00 |
211700
P 117101
411900
P 119303
[ 1OTHER
11900  TRANSIT ENHANCEMENTS (BUS) | u| $0.00 $0.00
Scope/ALL: 119303 Details:

Sid Dese: | -ONSTRUCT LANDSCAFING / SCENIC

|CON5THLICT LANDSCAPING ISCENIC|
User Desc:

Fuel: ‘ v ‘

EReviewer
Messages:

Daone

J Trusted sites # 100% -

Figurve 20
1. Highlight ALI item 111201 (under Scope 11100) on the left side folder list. (see Figure 21 below)
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2.
3.
4.

o o

Click the FTA Amount field and enter $500,000.
Click the Total Elig. Cost field and enter $500,000.

Add the following amounts in the corresponding ALI lines:

Scope ALl FTA Amount Total Elig. Cost
11100 111301 $771,833 $771,833
11400 114302 $100,000 $100,000
11700 117101 $60,000 $60,000
11900 119303 $50,000 $50,000

Enter in an ALI justification, if required, in the Details text area.

Click the Save (diskette) icon to save your work.

If a scope or ALI is entered under the OTHER folder the totals are not deducted from the DIFFERENCE.

Print Date: 8/21/2012
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@https:Hftateamweh.fta.dot.govl?appIndex=Q&amendment_id=232953&project_id=&contr 2. E]@ﬁ
BUDGET(-1) oo | 4 [ 2| QS IR ‘%’f{’“
1 PRJBUD

T S911100 PROJECT CONTROL TOTALS: 0 $1.481.833.00 $1.481.833.00

» 1112014.0 DIFFERENCE: ] $0.00 $0.00
P 111307
—111400 Activity Activity Line Item Description CQity FTA Amount Total Elig. Cost
°< P 114302

— 11700

111301 JBUY 40-FT BUS FOR EXPANSION 0 $771,833.00 $771,833.00

B 117101
— 11900
~ P 119303
_1OTHER
11100 BUS-ROLLING STOCK | Ul $1,271,833.00 $1,271,833.00
Scope/ALL: 111201 Details:
Std. Desc: BUY REPLACEMENT 40-FT BUS
BUY REPLACEMENT 40-FT BUS
User Desc:
Fuel: ‘ w ‘
. Line item code 111201 requires that a quantity be ~
Reviewer i s
Messages: specified.
Line item code 111201 requires that a Alternative w
J Trusted sites 100% -
Figure 21

**Note: Each time an FTA or Total Elig. Cost Amount is added, the corresponding Difference amount will decrease (or increase).
After all ALI amounts are entered, the Difference amount should be zero in all three fields. If not, TEAM-Web will issue an error
message and prevent submission of the project.
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v 8. As you review the budget (see Figure 22), notice on two ALIs — 111201 and 111301 - that the Reviewer Messages area has

some entries. Not only is there a “balanced budget’ check in TEAM-Web, but there are Scope and ALI checks as well. For the
two problem ALIs do the following:

9. For Scope 11100/ ALI 111201 enter a quantity of 5 in the Qty field and select an alternative fuel code (AFC) of Diesel Fuel
from the Fuel dropdown.

10. For Scope 11100/ ALI 111301 enter a quantity of 10 in the Qty field and select Compressed Natural Gas as the AFC from the
Fuel dropdown.

11. The Budget page will then display $0 for the Difference amounts and have no Reviewer Messages — a valid application budget
that allows it to be submitted.
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‘€ https:/iftateamweb_fta. dot.govi?applndex=%&amendment_id=232953&project_id=&contract_id=232... E]@ﬁ

BUDGET(-1) oo B & | | QIS BRI E 2 "‘?Il
_IPRJBUD
111100 PROJECT CONTROL TOTALS: 0 $1.481.833.00 $1.481.833.00
P 111201 DIFFERENCE: 0 %0.00 50.00
P 111301
Sl | Activity | Activity Line ltem Description | aty | Frasmount | Total Eiig. Cost
P 114302 111201 IEUY REPLACEMENT 40-FT BUS 0 $500,000.00 $500,000.00
— 11700 111301 IBUYdDLFI’BUS FOR EXPANSION 0 £%21,833.00 5771,833.00
P 117101
—1 11900
P 119303 0
_1OTHER
11100  BUS - ROLLING STOCK | Dl $1,271,833.00 $1,271,833.00
Scope/ALL: 111201 Details:
Std Dese: | BUY REPLACEMENT 40-FT BUS
|BUY REPLACEMENT 40-FT BUS ‘
User Desc:
Fuel: ‘ il ‘
Reviewer ]'_ine_it_:em code 111201 require= that a guantity be |
Messages: specified.
Line item code 111201 reguires that a Alternative ]
J Trusted stes +100% T

Figure 22

12. Click the OK icon to continue with the next project application component, Milestones (see Figure 23 for illustration of

completed Budget screen).
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ghttps fiftateamweb.fta. dot.govi?appindex=%amendment_id=232953&project_id=tcontract_id=232.. E

BUDGET( 1) @IIEILIULH_I&J@UM@

1 PRJBUD
B 11100 PROJECT CONTROL TOTALS: 15|  $1481383300  $1.481.833.00
P 111201 DIFFERENCE: ] $0.00 $0.00
P 111301
411400 Activity Activity Line Item Description Qity FTA Amount Total Elig. Cost
P 114302
11700 111301 [BUY 40-FT BUS FOR EXPANSION 10 $771,833.00 5771,833.00
P 117101
2411900
P 119303
1 OTHER
11100  BUS-ROLLING STOCK | 15| $1,271,833.00 $1,271,833.00
Scepe/ALL: 111301 Details:

Std. Desc: BUY 40-FT BUS FOR EXPANSION

BUY 40-FT BUS FOR EXPANSION
User Desc:

Fuel: ‘ Compressed Natural Gas v ‘

Reviewer
Messages:

J Trusted sites +100% -

Figure 23
**Note on manual budget entries: For manual Scope entries in the Budget screen, click PRIBUD or an existing Scope, and then click

the Add icon. The Scope field in the budget table opens with an entry box. Click in the box and manually enter your Scope. Click in
another area, or <tab>, and the new Scope appears in the budget.

Chapter 4 Page: 33



TEAM-Web User Guide Print Date: 8/21/2012

Manual ALLI entries are similar. Click on a Scope that has no ALI, and then click the Add icon. A pop-up window appears, stating

‘Click OK button to add Scope or Cancel button to add Activity Line Item’. Click Cancel and the budget table provides an entry box
in the Activity field. Click in this box and type in the ALI. Click in another area or <tab> and the new ALI appears in the budget.
For a Scope with existing ALI(S), click on an ALI and then the Add icon. The Activity entry box appears without a prompt. Add the
new ALI.

There is also a Delete icon in this screen. After selecting a Scope or an AL, click on this icon to delete a Scope (and all of its ALISs)
or an individual ALI.

Milestones

1. From the main menu under Modify Application, click on Milestones (see Figure 24). Here you develop the initial Milestones
schedule for tracking budget activities. TEAM-Web will pre-populate five standard Milestones for rolling stock ALIs and a
Milestone or group of Milestones for other ALIs. You may add Milestones for other ALIs. You cannot delete standard
Milestones. Before a project application can be submitted, every Milestone, pre-populated or added, must have an estimated
completion date.

2. To complete Milestones, click in the Estimated Comp. Date field for each Milestone and provide a date. As a rule,
Milestones are meant to be chronological — 1 happens before 2, 2 before 3, etc. Fill in all estimated completion dates.

3. You may also provide text in the Milestone Detailed Description text area.
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3 TEAM Web Version 1.0 - Microsoft |

| CaR O [ [ 1 [ R O R O

/3 VA-90-0032 - Microzoft Internet Explorer

&] VA-a00032

Milestones @l@lﬁllﬁl@@m
Scope-ALT Seq Milestone Description Estimated | =
No Comp. Date
111201 1 |RFRIFE QUT FOR BID a
2 |CONTRACT AvWARDED
3 |FIRST BUS DELIWERED
4 |ALL BUSES DELIVERED
5 |CONTRACT COMPLETE =
11900 1 |RFPIIFB Issued
2 |Contract Award
3 |contract Complete
11120-111301| 1 |RFPIFB OUT FOR BID
2 |CONTRACT AWARDED -
Line Item: |1 11201 buy replacement 40-t bus

FTA Amount: |$1,4DD,DDD.DD Total Eligible Cost: |$1,?ED,DDD.DD CJuantity: |5

Milestone Detailed Description

[ |

=

& l_ E |4 Intemet A

Figure 24

Print Date: 8/21/2012

** Note: New Milestones are entered by clicking the ADD icon. You can then pick the activity for which you wish to add a
Milestone — project budget, Scope, or ALI level — from the ALI Key (dropdown/expandable field). Once added, enter a Milestone
Description and Estimated Completion Date. Click the Add Milestone button to complete the entry (see Figure 25).

4. Click the OK icon to save your changes and move onto the next application component, Environmental Findings.
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2} VA-90-0032 - Microsoft Internet Explorer

tMilestones

Scope-Al 3 Add Milestone - Microzoft Intemet Explorer —

EAEUSS R A dd Milestone

MMilestone Description I

Estimated I—
Completion Date

11900 ALI Eey ( Click to Expand — }lPrDjem Budget
O Tl
C Add Milestone |
11120-1113
Line Ttem: |@ Dane |_|T§|g It i

FTA Amount: [$1,400,000.00 Total Eligible Cost: [$1.750,000.00 Quantity: |5
MMilestone Detailed Description

B

|

/@] Done l_Elﬂ Internet é
Figure 25
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nvironmental Findings

From the Main Menu under Modify Application, click on Environmental Findings (see Figure 26). When this application was first
initiated (using the Create New Project feature), you needed to pick at least one of the four Environmental Finding Classifications as a
guide for the whole project. In this section, you now are required to provide findings at the activity level. A project application must
have at least one finding in order to allow submission. Based on the activity in the budget, and in federal regulations and guidelines,
you may need to add findings for certain activities. As with Milestones, Environmental Findings can be entered at the project budget,
Scope, and ALI levels.

<2} TEAM Web Version 1.0 - Microsoft Internet Explorer

a Environment Finding - Microzoft Internet Explorer =
I L
d| va-90-0032 @] oo s [ B 26
o i Line ltem: [PRJBUD  [ProjectBudget
m s
i HAchwty Line ltem ||# EFs || L !—B?BDDDD Total Higible Cnst:IWUQ?SDDD Quanﬁty:|15
= C1PRJBUD 1 —
i ¥ : Env. Findings Table | ppyironmental Finding #1 for ALT PRIBUD (Other)
@ ‘211100 0 J
&y » 111301 0 T||Other -]
411400 0
i > 114302 0
‘11700 0
| EFail 0 Environmental Finding D etails/Justification
2l 11800 0 =
s B P 119303 0
1 0THER 0
=
@ W4-90-0032 - |§1 |avascriptAppR eviewer) . — - l_Elg Internet -
Figure 26

1. Selectan ALI (111201 for example — see Figure 27) from the budget outline on the left.
2. Click the ADD icon, which displays an Env. Findings Table dropdown option.
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From the dropdown list, choose Class I, Class 11(c), Class 11(d), Class 11, or Other. Class I allows three EIS and ROD date
entries; Class Il(c) allows selections from twenty Categorical Exclusion Types; Class 11(d) allows selections from twelve
Categorical Exclusion Types; Class Il allows three EA and FTA Action date entries; and Other permits entry of an
Environmental Finding Details/Justification (as do the preceding four findings).

3.

No ok

For ALI 111201, choose finding Class I1(c), and then select type 17 from the Categorical Exclusions list.

If applicable, type in an Environmental Finding Details/Justification.

Repeat steps 2-5 as necessary.
Click the OK icon to save your changes and move onto the next application component, Fleet Status.

VA-90-0032

3 Environment Finding - Microsoft Internet Explorer

[ 0 et R 2

Line Item: [111201

[Activty Line hem ][ EFs]|

_I PRJBUD
P 111201
—111100
P 111301
11400
P 114302
111700
P 117101
11900
b 119303

_1 OTHER

1
1
0
1]
0
0
0
0
0
1}
0

|EIUY REFPLACEMENT 40-FT BLIS

FTA Amum:|1 400000 Total Eligihle cm:|1 760000 Qu.a.utity:|5

aEnv. Findings Tahle

Environmental Finding #1 for AT 111201 (Class I{c))

Select Categorical Exclusion Type

Ill}flass lig) =

™ Type 15: Alteration for elderly & persons w/f disabilities 2l
™ Type 16; Program Admin, & Operating Assistance
W Type 17; Purchase of wehicles

ﬁ ™ Type 18; Track & railbed mamtenancefimprovements
™ Type 19; InstallPurchase maintenance equipment

™ Type 20: Promulgation of rules and regulations

The purchase of vehicles by the applicant where the use of
these vehicles can be accommodated by exsting facilities
ot by new facilities which themaehes are within a COF

Ll flel

Environmental Finding Details/Justification

Justification.. e

L

’_ E |48 Internet 4
Figure 27

Print Date: 8/21/2012
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Fleet Status

Print Date: 8/21/2012

From the Main Menu under Modify Application, select Fleet Status (see Figure 28). You only need to complete Fleet Status if your
application for funding affects your fleet(s), such as when buying new, replacement, or spare buses, rail cars, or ferries. You can enter
up to seven Fleet Status reports for an application, one for each possible fleet type — Fixed Route, Paratransit, Light Rail, Commuter
Rail, Heavy Rail, Waterborne, and Other. You provide Before and Change figures for all Active and/or Inactive Fleets that will be

affected by this project. TEAM-Web then makes computations to complete the report(s).

Main Menu - (Home)
Recipients
B Applications

[ Create Mew Project

[ Copy Project
[ Assign Project Mumber
= Application Reviewer
= Submit Application
= Create Amendment
[ View/Print
B Modify Application
[ Project Information
[1 Budget
[ Milestones
=1 Enviranmental Findings
[ Fleet Status
=1 Application Reviewer
1 Comments/Concurrence
Review and Approval
Execution
Project Management
Funds Control
ing Adjustments
Civil Rights
M Administration
lynamic Query

TEAM Documentation
[ Help Desk Information

= Exit

= https:/iftateamweb.fta. dot.gov/? dbname =0nalitvG GUID=0LIAL ITY B96A790905R148RF3994R49CF4663DFA -

4} VA-90-0032 - Microsoft Internet Explorer

- Windows Internet Fxnlorer

Fleet Status

N> A

Fleet Status

Fleet Type:

% Fixed Route

Fleet Details

I. Active Fleet

A, Peak Reguirement

Before Change After

| -

" Pparatransit B. Spares || ] ||| ] | | 0
" Light Rail
Ao oy L | o | o | o
" Heavy Rail 0. Spare Ratio (B/A) [ 0% | 0% | 0%
" wWaterbourne .
 Other II. Inactive Fleet
A, Contingency || 0 ||| 0 | | 0
B. Pending Disposal (I ||| 0 | | 0
C. Total (A+5) [ o | o | o
Il Total (LC and ILC) | ] | ] | 0
|@ Dane |_|—é_|ﬂ Internet A
Figure 28

1. Choose a Fleet Type - Fixed Route for example (see Figure 29).
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v 2. Online A, in the Before column, enter your value — 200 for example. In the Change column, enter your value — 15 for
practice purposes. This respectively represents a current fleet of 200 buses and the 15 additional buses that will be purchased

if the application for funding is approved.

On line B, in the Before column, enter 40.

4. Lines C and D are calculated based on the previous entries. Note that if line D, Spare Ratio, has a resulting computation that is
greater than 20 percent, you should provide qualifying text in the Fleet Details tab.

5. Click the OK icon to save your changes and move onto the next application component, Comments/Concurrence.

w
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/4§ ¥A-90-0032 - Microsoft Internet Explorer

~ EE

Fleet Status %l @ E%ﬁl\f“
Fleet Status Fleet Details
Fleet Type: I. Active Fleet Before Change After
| A. Peak Requirement 2o0 | 15 || 215
¥ Fixed Route
" Paratransit B. Spares 40 I 0 I 40
" Light Rail
C o antar Pl © ol AR | 240 | 15 | e
" Heavy Rail D. Spare Ratio (B/A) | 200% | 0% [186%
" YWaterhbourne _
 Other II. Inactive Fleet
A, Contingency I 0 I 0 I 0
B. Pending Disposal | o |l o |] o
C. Total (A+B) | o | o | o
I, Total {1.C and ILC) | 2400 | 15 | @5
&] I_Elﬂ Internet

Figure 29

i

Print Date: 8/21/2012

** Note: The entire Fleet Status page may not appear in your browser window. If it does not, use the scroll bar on the right side of
your browser window, as you would on any standard Internet site.
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vleet Details Tab

Print Date: 8/21/2012

6. Click on the Fleet Details tab and you will see a memo text field. The user has the option to supplement the Fleet Status data
with additional information in this area (see Figure 30).

/2§ AK.-03-0034-00 - Microsoft Internet Explorer

Metsens & |EERE]

Fleet Status FleetDetailsa

[ -

l_l_ 25 Local intranet i

Figure 30
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&om ments/Concurrence

= From the Main Menu under Modify Application, select Comments/Concurrence (see Figure 31).

= At this point, five of the six sections under the Modify Application portion of TEAM are complete. The last option in this
section is ‘Comments/Concurrence’. As a Recipient user in building an application for submission to FTA, upon completion
of the application (or even before that time) you can mark your application ‘Ready for Proj # Assignment’ in the Application
Status section of the screen. An FTA-assigned project number is a requirement for submission.

= Another use a Recipient user will have for the Comments/Concurrence screen is that, at any time during work-up of the
application, FTA staff may provide comments on the application. Here the comments may be reviewed, and any suggested
additions or modifications may be made to the appropriate application section(s).
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enu - (Home)

reate New Project
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1. Mark the Application Status ‘Ready for Project # Assignment.” (See Figure 32)
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2. Click the OK icon to save and exit the screen.

Print Date: 8/21/2012

3. TEAM-Web returns to the Project Query Results screen and you will notice that the Status is now ‘Pending
Submission/Project No. Requested’ in the Project Details section. Note that in the future this may have an e-mail notification

option.

& https://ftateamweb. fta. dot.gov/?project_id=2007 STP GRANT&applndexﬂﬁ.%

Comments/Concurrence

BRecipient: 1422 BEAVER COUNTY TRANSIT AUTHORITY
Project: 2007 STP GRAN  FY2007 PREVENTATIVE MAINTENAMNCE FLE
Amendment:
Comments Concurrencelifpproval | Summary |
Select Comment Type #
General Review 0 Brief Desc:
FTA Internal 0 - -
Conditions of Award 0 mment Ln:
DoL 0 Activity:
FTA Project Description 0
Comment | Application Status
™ | Ready For Proj #Assignmem<_°
Return to Recipient
Ready for FTA Review
Application Complete
Entered: _—_ﬂ Comment Text
Updated:
Comment By:
Done ,r'p Trusted sites FI00% T
Figure 32

Project Details

Project Number: [\/4-90-0032 [Fzoo1 CostCemter:  [e20-00
Agplication Type: [Paper Submitted: [
Entered: [ar2372001 d: I
Recip. Contact: | cuted: [
FTA Manager:  [JIM MUIR: FTaAmount: [ 1451833
Status: |Pendinq Submission/Project Mo. Reguested Total Elig. Cost: Im
Description: [tk

Recipient: |5523 _|PUSINESS MANAGEMENT RESEARCH ASS0, INC =
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Version Date Description Change By
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3.0 8/24/2011 | Expanded Project Description text(SCR 3363) | Marbella Merlo

e Instruction for expanded text view in
Project Description

Print Date: 8/21/2012
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Application Tools

Overview

This chapter will detail the following system parameters and features: Application Submission Requirements, Assign Project Number,
Application Reviewer, View/Print, Final Review/ Changes to the Application, Submit Application, and Create Amendment.

Application Submission Requirements

Within the TEAM-Web system, the term “submit an application” means that the Applicant’s authorized official has presented the
application to FTA through the TEAM-Web system.

An application is ready for submission when it:

(1) Has been assigned a Project Number by FTA,

(2) Accurately reflects your funding request, and

(3) Satisfies the TEAM-Web Application Reviewer requirements.

Assign Project Number

The Assign Project Number feature is an FTA-user-only feature. FTA assigns an official project number after receiving notification
from a Recipient of a request for one, or having noticed the request in the database. Once assigned, the Status of the project changes
to “Pending Submission/Project No. Assigned” in the Project Details. The application may now be submitted by the Recipient
(assuming all Application Reviewer checks are met).

The Assign Project Number window has several entry fields that may be updated. (The Recipient ID, Name, and Address fields may
not be updated in this window, however.) See Figure 1 below.

1. Check the Project Number, Section of Statute, Program Date, and Fiscal Year entry fields. Also, Check the Env.
Classification(s) displayed. Type in or select from the dropdown any changes for the appropriate fields.

2. For the Cost Center, the TEAM System defaults to “Not Selected.” For the OST Purpose, the TEAM System defaults to
“Undefined.” Select the appropriate Cost Center and OST Purpose from their respective dropdown menus.
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‘& https:/fftateamweb . fta. dot.gov/?ProjlD=1234 TESTazrantee_id=728&appindex... E]@
Assign Project Number [g‘él fl
Froject Detalil | Froject Description |
Recipient 1D: 728 THIS VEMDOR TO BE SELECTED BY COMPETETIVE BID
STREET ADDRESS
CITY MAKE _ 5T 20890 _ 0
Project Specifications: Env. Classification(s):
Project Number: | 1234 TEST Class | [EIS): NO  |w»
Program Date: || 12/12/2005 Class Il [CE): YES |+
Fizcal Year: 2007 [» Class 11l [EA]: NO
Cost Center: Mot Selected |» Other [4(f.106): | MO
OST Purpose: Undefined A
Sechtion of Statute: || 45 USC 5305 - Planning Programs/5303/5313b) hal
Action: State: 5T
) Input Specific Project Mumber Section 1D: ]
) Override with Mext Available Activity:
) Assign As Requested Sequence Number: | 0
Done (-'} Trusted sites o100% T
Figure 1
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v 3. There are three choices for assigning Project Numbers (see Figure 1 above). Click in the radio buttons to select the Action
you request and type in the requisite numbers and letters. The Section ID field indicates the account in which FTA maintains
funding for the Project. The Activity field indicates the type of project. Note: In all cases, the assigned Project Number must
be unique within the TEAM database. The options are as follows:

a. Input Specific Project Number - this assigns the number you enter in the Project Number entry fields (State, Section ID,
Activity and Sequence Number). Only certain Section ID’s are acceptable for the Section of Statute selected — the
system will prevent an improper entry and notify the user of the acceptable alternatives.

b. Override with Next Available - Finds the next available Sequence Number for the project, then assigns the project
number using your entries for the State, Section ID, and Activity entry fields.

c. Assign as Requested - Assigns the number displayed in the Project No. entry field. TEAM verifies that the project
number con