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Disclaimer 

Information and screenshots are 
subject to change and/or 

clarifications 
 

Thank you for your understanding 
and cooperation 
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Session Overview 
1. TrAMS Basics 
2. TrAMS User Roles 
3. Civil Rights Module 
4. DBE Report Submission 
5. DBE Report – Search Function 
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TrAMS Basics 
1. Appian Platform 
2. What is a workflow 
3. User Roles 
4. Tasks and notifications 

4 
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TrAMS and Appian 
• TrAMS uses a platform called Appian. 
• The Appian platform is also being used for 

FTA’s National Transit Database (NTD) 
reporting requirements.  

• The Appian platform is workflow based; this 
changes how you and FTA manage activities 
associated with financial awards, reporting 
and other compliance requirements. 
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Workflow & User Roles 

The system uses workflows 
and User Roles; meaning 
there is a sequence of 
actions, the user roles 
define who takes the action, 
and “Tasks” are used to let 
the user know something 
must be completed in the 
system. 
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Workflow Notifications/Tasks  
• Notifications: are emails to identify an action 

that must be completed and does not 
necessarily have an complimentary task. 

• Tasks: are emails associated with a Task 
function, and will also be listed in the Task Tab. 

• Tasks and notifications go to User Groups; if 
you have multiple people assigned to a group, 
you may need to coordinate outside of the 
system before claiming a task.  



Recipient User Roles 
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TEAM Recipient/Grantee 
"Functions“ seen on  TEAM 
Request Form 

Equivalent TrAMS Recipient User 
Group/Role 

LSM Review   
PIN 

Required 

NA User Manager NA 
NA Developer NA 
Submit Submitter Yes 
Civil Rights/DBE Reporting Civil Rights NA 
Execute Official Yes 

Certify as Official Official Yes 
Certify as Lawyer Attorney Yes 

Certify as Both Assign Both Attorney and Official Yes 
NA FFR Reporter NA 
NA MPR Reporter NA 
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Civil Rights User “Group” 
Individuals with the TEAM Civil Rights and DBE Reporter 
roles will receive the “Civil Rights” role in TrAMS. 
Individuals assigned the Civil Rights User Role belong to 
a “group.”  
There is not a role specifically for DBE Reporting.  This 
means when a task is issued to complete the DBE 
Report, every individual in the Civil Rights group will 
receive the associated task. Coordination may be 
required. 
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Civil Rights Responsibilities 
Individuals in the Civil Rights user group are 
responsible for: 
• Developing and submitting Civil Rights program 

information to FTA. 
• Developing and submitting triennial DBE goals 

and methodology (if applicable). 
• Developing  and submitting DBE goal reports. 
• There is no required delegation of authority 

letter for this user role. 



YOUR USER PROFILE 
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2 ways to Check Your User Roles 

Option 1 - Use the Records Tab and select the Users 
option from the menu. 
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Enter your name in the search field 
…then “enter” on your keyboard.  The results will 
populate.  Select your name which is a “hyperlink” to 
access your profile record. 



Option 2 - Your User Account & Sign Out 
• In the Navigation Bar top 

right side of the screen 
you will find a Profile Icon 
and your User Name.   

• Click on your name/or 
the drop arrow, and a 
menu will populate.  

• Select “Profile” to be 
directed to your user 
account information. 
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Your User Account Profile 
Managing your user profile will be discussed in other presentations.  Note 
that if you add a Photo (smiley) it populates in the newsfeed related to 
actions you take in the system and messages/posts you send in the system.  
Keep in mind everything is FIOA’able. 
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Your User Account Profile 
Your profile identifies the organizations you are assigned to and 
your user roles. 
 

 



CIVIL RIGHTS PROGRAMS 
MODULE – DBE PROGRAM 
AND GOAL INFORMATION 
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Quick Ref. Find Recipient Profile 

From the Records Tab 
1) Recipient Organizations 
2) Your associated organization(s) will populate 
3) Select Name (hyperlink to Record) 
You will be redirected to the record and land on 
the summary page 
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Find Your Recipient Organization  
Civil Rights Information 

Use the Related Action option in the sidebar menu and 
select Civil Rights Information in the main menu.  
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Civil Rights Module & User Roles Views 

• Only the Civil Rights User Role can modify 
information, add comments and upload 
documents in the civil rights modules 

• All other users have a “read only” view.  
• All documents added in the civil rights module 

populate in the specific module and in the 
recipient profile documents.  And can be viewed 
in both locations.   

• Note: you can only delete new documents added in 
the CR Modules. 
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To View/Modify a Program: Select a box and the 
continue button. 

Select Box in Grid then 
Select Continue 
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DBE Goal Module 
Screenshots in this presentation are the view of the Civil Rights User Role 

 
The first section of the DBE Goal Module identifies the Program 
Status, the next date an updated goal is “due”, when the current 
program expires, and the cycle group.  
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What is the Status Date? 
The “status date” will update each time an action is 
taken either by the recipient or FTA. 
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DBE Goal Module 
The first section of the module provides the migrated 
goals from TEAM.  Only the Civil Rights User role has 
editable fields to update their DBE Goals.  
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Documents 
• All Migrated TEAM Documents will reside only under the 

Recipient Documents – including the Civil Rights Documents. 
• Any New Documents should be added in the specific CR 

module. 
• Only new documents added in the CR module can be deleted 

by the recipient. Recipients cannot delete migrated documents. 
Follow up with FTA if a documents must be deleted. 
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DBE Goal Module 
Initially your comments information will be blank.  Only the CR 
User Role may enter comments all other users have a read only 
of existing comments.   
Note when adding comments, once saved they will reside in the 
existing comments box and cannot be edited.  
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TEAM Migrated Documents 
Once you are in the Recipient Organization Profile 
you can use the Related Actions to select the 
“Documents” to view documents migrated from 
TEAM to TrAMS. 
 



DBE REPORT AND REVIEWS 
MODULE 
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Notifications/Tasks Example 
• DBE Reports are Task Based; you will receive 

an email task notification.  
• Anyone who is assigned the Civil Rights User 

Role will receive the email.  Anyone in the 
group can claim the task(s). Once claimed it is 
no longer in the queue. 



Notifications/Tasks Example 

We realize some individuals 
wear many hats and 
therefore may have many 
roles.  Consider using rules 
to manage your incoming 
TrAMS emails (a quick 
reference guide to set rules 
in Outlook will be posted to 
the TrAMS page).  
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Task Launch and Reminders 
• The task is launched 60 days prior to due date (for the 

report due June 1st is launched on April 1) 
• The system does have reminders, which are currently set at 

10, 5, and 1 day prior to the final due date and 10 days 
following the due date. (Reminders may be adjusted after we 
understand more about the impact on our end users.)*** 

• The task remains available to complete until you have 
submitted the report and both the regional and 
Headquarters representative have provided their review 
concurrence. 

*** Note that after April 1st FTA modified the system 
to remove the reminder notices. 
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Basic Workflow 

DBE Task Issued to 
Recipient 

Recipient 
Completes and 
Submits Report 

FTA Regional Office 
Completes Review 

HQ Office 
Completes Check 

and Marks 
Reviewed 
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Reviews and Resubmissions 
• RCRO can return a report to the recipient 

after initial review; and the recipient must 
resubmit the report. 

• HQ conducts a secondary review and can 
also return a report to the recipient. The 
recipient must resubmit the report back to 
the RCRO for review again before a final 
HQ review can be finalized. 
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DBE Reporting Resources 
If you need more information about what information to 
include in each field please visit the FTA Civil Rights DBE page 
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DBE Reports 
Recipients receive a notification and task to 
complete their reports – 60 days in advance of the 
due date. 
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Accept the Task 
You can preview the information before you accept the task, 
and if you are not prepared to continue use the “go back” 
button to return the task to the queue.  Once you accept the 
task the form will become editable to complete the report.  
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DBE Report Module 
The module currently shows all active awards associated with 
your organization; you may select the hyperlink if you need to 
review a specific award agreement. 
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DBE Report Module 
The report will auto populate the goals currently listed in the 
Civil Rights Module for your DBE Goal; if you need to update 
information, return to your recipient organization record. The 
Updated by and date will populate once your information is saved.  
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DBE Semi-Annual Report 
The form is consistent with the last format in TEAM.  A limited 
number of fields are editable, and the rest will auto-populate 
based on the rules applied to the form.  
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DBE Semi-Annual Report 
As you work through the form the rules will be validated. 
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Example of an Error 
Message.  Rules 
have been applied 
to certain fields to 
help guide the user 
when the rules do 
not align.   
Here 17 c is $1,000 
dollars more than 
10 c 
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View/Print Report 
Once you have completed your report, you may want to 
view/print the report to review, or have other review it prior 
to submission.  
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View/Print DBE Report 
The view/print format is browser specific. Once you select the 
document hyperlink it will open in an .rtf file that may be 
saved as a word document or pdf.  
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Report Submission 
When you are ready to submit, enter remarks as part of your 
submission to FTA.  You may also add a document to your 
submission, if necessary.  Once ready select the “Submit to FTA 
Region” button.   You can also save and return to the task later 
to update and submit.   
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Report Submission 
Once submitted you will receive a confirmation screen.  
Select the close button to complete the action 
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Understanding the DBE Task 
If you save your information and move on to 
other work, or walk away from your task, 
you can return to the Task Tab, and reclaim 
your task – it will be assigned as to “Me”  
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Returned Report 
The Civil Rights Users will receive an email notification and 
Task associated with the returned report.  
The below is an example task if your report is returned for 
corrections. 
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Returned Report 
To review FTA remarks; accept the task and under the 
remarks section click on the hyperlink to populate the 
remarks below.  



SEARCH FOR DBE 
REPORTS 
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Search and View Reports 
1) Go to Actions Tab 
2) Select from Main Menu “Search DBE Reports” 

(you can filter options by selecting TrAMS is sidebar) 

3) Enter Criteria and Select Search 
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Search DBE Reports 
From the search results; select the box for the report to be 
viewed, and select the View Report Button. The report will 
populate.  You can review comments or view/print a version of 
the report.  



APPLICATIONS 
SEARCH, VIEW/PRINT 
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Steps to find an Application/Award 
Search Option 1 – From the Records Tab 

1) Applications/Awards 
2) Use Filters or Enter the Temp Number/FAIN 

(w/dashes), or the Award Name in the search field 
3) Select Name (hyperlink to record) 
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Steps to find an Application/Award 
Search Option 2 – From the Actions Tab 

1) Search Applications/Awards (TrAMS 1.0) 
2) Enter criteria to narrow search and continue 
3) Select Record from Results in Grid 

 



View/Print 
Once you select the 
record; use the related 
actions in the sidebar 
menu and select 
View/Print Application 
from the main menu.  
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FTA’s TrAMS Page 
Please bookmark the page, this will be FTA’s location 
for posting information available to our stakeholders 
and notices regarding TrAMS. 
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Need Help? 
Help Desk:  (877) 561-7466 

FTA.TrAMS.Help@DOT.GOV 
 

General Questions about DBE Reporting 
Please contact your FTA Civil Rights Officer 

 

mailto:FTA.TrAMS.Help@DOT.GOV
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