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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 
regarding TrAMS. 
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Please be advised information is subject to change and 
enhancements may be incorporated post deployment.  
Please refer to the FTA TrAMS website for guidance, 

updates and corrections related to TrAMS.   
 

Thank you for your understanding and cooperation. 
www.fta.dot/TrAMS 

 



Expectations….Questions? 
The system will be evolving… 

FTA is learning something 
new too! 

I will try to answer questions 
as time allows. 

 



Reporting Errors/Issues to the Help Desk 
Help Desk:  (877) 561-7466 

FTA.TrAMS.Help@DOT.GOV 

1. Your Name 
2. Your Email/Phone Number 
3. Incident Number (if you called 

the Helpdesk and already have 
one) 

4. Date/Time incident occurred 
5. Environment (Production vs. 

Training) 
6. Browser and Version (Chrome 

vs Internet Explorer vs Firefox 
vs Safari vs Tablet vs Other?) 

 

7. Brief Description of Issue (steps 
of what you were trying to do) 

8. Screenshots of forms/error 
messages 

9. User Type (FTA vs. Recipient) 
10. Cost Center/Region 
11. User Roles 
12. Recipient ID (if applicable) 
13. Application Number (if applicable) 
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How long will TEAM remain available? 

TEAM will remain open in a “Read Only Status” 
through August 2016. 

 
This will allow users to review and to view/print 

information that resides in TEAM.   
All other functions (create, modify, reporting, etc…) 

will continue to be disabled.  
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Presentation Overview 
1. Access to TrAMS 
2. TrAMS and the Appian Platform – overview 

on workflow, tasks, and user roles 
3. Steps to Complete the Milestone Progress 

Report (MPR) in TrAMS 
4. Milestones in TrAMS 
5. Steps to Complete the Federal Financial 

Report (FFR) in TrAMS 
6. Search and View reports 
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Obtaining Access to TrAMS 
• All prior active TEAM users with a valid email 

address should have received an email notice to 
set up a new password. The email address used 
was associated with the user’s TEAM account, not 
the POC listed email. 

• New users can be added by the organizational 
User Manager; need help, contact your FTA Local 
Security Manager (LSM) (list is posted on the FTA 
website). 
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TrAMS and Appian 
• TrAMS uses a platform called Appian. 
• The Appian platform is currently being used 

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

• The Appian platform is workflow based; this 
changes how you apply for and manage your 
grants or cooperative agreements (“grants”). 



Workflow & User Roles 

Workflow is a sequence of 
actions. 

A Specific User (Roles) is 
responsible to complete 
the action. 

The User Role identifies 
who can do what (actions). 
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Workflow & User Roles 
The system workflow 
identifies which User 
Role takes the next 
action in the sequence, 
and uses “notifications” 
or “Tasks” to let the 
user know something 
must be completed. 
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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.  
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Notifications/Tasks Example 
• Milestone/Financial Reports are Task Based; 

you will receive an email task notification.  
• Anyone who is assigned the MPR or FFR 

Reporter Role (this is a new function) 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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Workflow Example  
1. The system will generate tasks to the 

MPR reporter group 
2. Recipient completes tasks and submits 

MPR/FFR to FTA 
3. FTA will query and complete review 
4. FTA can return the MPR/FFR and re-task 

the recipient to update and resubmit 
5. FTA will be notified it was resubmitted 

for review and mark review complete 
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First Tasks Issued 
Your first report will be a “catch-up” report to cover the period 
since TEAM closed to the end of the current reporting cycle.  
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Reporting Reconciliation 
Monthly reporters: In March, your report should include 
sufficient information to cover the months of November, 
December, January, and February.   
 
Quarterly Reporters: In April, your Quarter 2 report 
should include sufficient information to cover FY 2016 
Quarter 1 and Quarter 2. (Include updates from 
October 2015 Quarter 4 if you did not report) 
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Task and Notification 
Email notification with Task Link. 
 
 
 
 
Task in the  
Task tab…  
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MPR and FFR Submissions 
Current Practice:  Either submit electronically OR 
attach (paperclip) to TEAM.  Allowances have been 
made for both options. 

Going Forward:  Must be submitted electronically; 
no exceptions.  Supplemental information may be 
attached to TrAMS, but it does not substitute for 
the electronic submission. 
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MPR & FFR Modifications 

Current Practice:  Allows for reports to be 
returned corrected, multiple times within the 
reporting period.   

Going Forward:  Reports may be returned for 
corrections, however after the report is marked 
reviewed, it may not be returned for further 
corrections.  It must be reconciled in the next 
report. You cannot correct past reports. 
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MPR & FFR Modifications 
1. Quarterly reports may be returned for 

corrections and resubmitted, up until the day prior 
to the next Task is issued (provided it is not 
marked reviewed).  

2. Monthly reports may not be returned after 
submission. Task is issued on the 1st of each month.  

3. Annual reporters must submit on time, there are 
no extensions for annual reporters (they have the 
same timeline as the quarterly reports for Q4th).  
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Example… 
Quarter 2 Report (Jan, Feb, March) 
• Task is issued on April 1 
• Report is Due on April 30 
• Task remains available until June 30 for 

approved late submissions or corrections 
and final FTA review; up until the next task 
is issued.  

• Applies to quarterly reports, not monthly 
reporters.  
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FAQ’s and other Stuff you need to Know 
Q: Is there an Order to Complete the MPR and FFR 
Tasks? Nope! They are independent actions. 
Q: Will I get reminder notifications to finish my task?  
Yep! And frequently 20, 10, 5, 0 days until due… this 
may be adjusted in the future.  
Q:  I forgot to submit my report, why do I see what I 
started in the current cycle task?  If you start to work 
on a report, or your report is returned and you do not 
resubmit it…WHATEVER is there last is captured and 
moved forward to the next cycle to be updated.  
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How do I know my reporting cycle? 
The reporting cycle is indicated in each application it is not at the 
recipient level. Once on your Award Record, on the summary 
page under application details you will see the frequency. 
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What about Initial FFRs? 
If your application indicated use of pre-award 
authority; the workflow will include a Task to 
the FFR Reporter to complete the “initial” 
FFR.  Once the initial FFR is submitted, then 
the task to Execute the award will launch for 
the Official to complete their action. 
You can query for initial FFRs in the Actions Tab 
Excel Reports 
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Close Out Amendment Tasks 
The same process is used during a Close Out Amendment to 
complete the final reports. Coordinate with your grants 
manager particularly to confirm the FFR is consistent with the 
reconciled budget information.  
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Close Out Amendments 
• Once the Close Out Amendment is initiated the 

Final FFR and Final MPR Report Tasks are 
generated.  

• Note that the Close Out Amendment cannot be 
validated and submitted until both reports are 
submitted to FTA. 

• If different users are working on the closeout it is 
advised to coordinate. 
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Close Out Amendments 
Q:  Can you do a close out in the middle of 
a reporting period?  

 

A: YES, the system allows the recipient to 
initiate a closeout at any time. However…. 
Additional policy guidance is needed given 
the system flexibility.  In the interim, here is 
an example of the options you could take… 
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Closeout Task Example 
On April 1, the task will launch for FY 2016 Q2; it will remain 
open until the next task is launched.   

If Recipient determines the award can be closed and initiates the 
closeout amendment on April 20th, the system will generate the 
Final Report Task.  You now have 2 tasks available to complete. 
The recipient could either 1) complete the Quarter 2 task to 
cover the prior reporting period, and then complete the final 
reporting task to cover April 1 to 20th …. OR 2) simply ignore 
Quarter 2 and cover the prior reporting period and the time 
leading up to close out.  Additional guidance will be needed.  
Suggest go with option 1 for now!  
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MPRs Let’s Demo then Recap 

1. First Show you in TrAMS 
2. Second recap with Slides 
3. Then take Questions! 
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The MPR Task 
The format allows you to review the summary level information 
of the MPR before you accept the task. You can use the “Go 
Back” to return the task to the group. You can also return to 
group even if you do accept the task – we will show you.   
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Report Task 

Q: Once the Task launched does it ever 
disappear?  
A: The Task remains available until the next 
reporting cycle task is launched.  Or until 
the report is submitted and 
FTA marks it reviewed.  



MPR Summary Page Overview 
Summary has a 
hyperlink to your 
Recipient ID.  
Has a hyperlink to the 
award agreement if 
you need to review 
the award information.  
Identifies if you 
selected pre-award 
authority. 
 

 



MPR Summary Page Overview 
1) Dates associated 

with the Report 
Period. 

2) Who took last 
action (any new 
TrAMS actions). 

3) States if the 
report final or 
not. 
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Can I save and come back later to finish? 

• As you are working on the MPR you can Save 
Changes and stay on the page, or 

• Once you save you can use the “Close the Task” 
and return to it later (just save first!), or 

• Once you have made all necessary updates you 
can continue with submission and continue to 
the next step in the MPR submission… with an 
option to return the task to the queue.  
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MPR Summary Page Dates 
• MPR Reporting Status:  “Work in Progress” is the default once 

the Task is launched.   
• Report Due Date:  This is the date you are expected to submit 

your report to FTA.  
• Final Report:  Your report will only switch to final report when 

you initiate the close out amendment, and the system generates 
the final MPR.  
 



37 

Updating Pending Milestones 
• Reporting Period: Will be the 

cycle begin and end dates 
(annual, quarterly, monthly) 

• Reporting Begin Date:  Is the 
first date of the cycle. 

• Reporting End Date: Is the last 
date of the cycle.  

• These dates help guide the 
rules for updating pending 
milestones.  
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Updating Milestones 
• TrAMS is looking to make sure that you have at least 

updated those milestones that have pasted in the last 
quarter.  TrAMS is not checking for compliance with 5010 
or your specific funding program associated with your 
activities.  

• Refer to program guidance regarding the level of 
information and what to include in the status. 

• Also, you may find that your updated milestone impacts 
other milestones which should also be updated.  You can 
update any milestone during an open reporting period. 

• You may also want to refer to your FTA office which may 
have requirements to “touch” each ALI and enter a status.  
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MPR Award Level Remarks 
Prior Remarks carry forward from each cycle.  You 
cannot return to edit prior remarks. Any corrections 
should be reconciled in the next report. 
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MPR Award Level Remarks 
Include remarks that address the overall award and the status of 
your project(s).  Remarks are required for submission.  
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Breaking Down the Summary Page 
Listing of Activity Line Items and total number of associated 
Milestones and the total number of milestones that must be 
updated (referred to as “Pending”).  
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How to Update Milestones 
This Activity Line Item has one (1) pending milestone, select 
the ALI (box) and wait for information associated with the 
ALI to populate below… 
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How to Update Milestones 
Milestones associated with the Line Item will display. Here 
one milestone has passed in the past quarter; and requires 
updating. To update, select (click the box) for additional 
information to populate below... 



How to Update Milestones 
1) Enter either a revised 

estimated completion 
date (must be after the 
reporting period end 
date), OR 

2) Enter an Actual 
Completion Date (must 
be prior to the 
reporting end date) 

3) Enter Milestone 
progress comments for 
FTA to review. 

4) Click “Save All Changes” 
(green) Button! 
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Updating Pending Milestones 
Use the Reporting Period 
information to help with updating 
your milestones 
The “Revised Estimated 
Completion” must be a date after 
the cycle end date. 
The “Actual Completion Date” 
must be a date before the cycle 
end date. 
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Sample error messages 
The system applies rules based on the reporting cycle. If you 
enter an invalid value an error message will display. Only one 
field should have a value.  



How to Add a New Milestone 
You can also ADD 
new Milestones as 
required. 
Select the “Add 
Milestone” button 
and complete the 
form and save all 
changes.  
Cancel will close the 
form and not save 
changes. 
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Add a New Milestone 
• Currently in TrAMS you can ONLY ADD 

milestones to existing Activity Line Items 
during an open MPR task.  

• Milestone may not be added to existing 
Activity Line Items during a budget 
revision or an amendment.  

48 
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Zero Out a Milestone 
The button to zero out will become active once you select a 
milestone. If you select Zero Out, you will be prompted to 
confirm.  
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Zero Out a Milestone 
• Default language will populate: “Milestone Zeroed out 

on [Date].” 
• You will see that the original estimated completion 

date is blank; an enhancement has been logged so we 
don’t lose that original date. You can, in the interim 
refer to the prior MPR for the date if needed.  
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When to use zero out? 
• You zero out a milestone when the action is no 

longer anticipated. Zero out the milestone since you 
are no longer reporting on the action. For example if 
you intended to procure a 3rd party contact but did 
not award and instead proceeded with in-house 
forces to complete the work, you may want to zero 
out the remaining milestones for that ALI. 

• If you zero out an ALI budget in budget revision or 
amendment it will zero out the milestones 
automatically.  
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MPR Submission 
Provide any additional submission remarks to aid FTA in their 
review of your MPR.  If you have the authority to submit you 
can Select the “Submit to FTA” (green) button…. OR…. 
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Other Options…. 
You can enter submission remarks and 
select the “Save” button and return back to 
the prior screen and close task.  You may 
need this option if someone else in your 
organization wants to review information 
prior to final submission. 
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Submission Complete 

If you receive the green success screen, your 
task is complete. Select the close button. 



TEAM AWARDS IN TRAMS & 
MILESTONES 
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Milestones 
• In TrAMS, the view print only shows the 

Original Estimated Completion Dates. 
• In TrAMS the MPR will display the 

Original. Revised Estimated Completion 
Dates and the Actual Completion Dates. 
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Milestones:   If new milestones were populated during a post 
award action in the revised estimated completion date column 
and did not populate an original date, you may see incomplete 
information displayed (MM/DD/YYYY).  (TEAM Above/TrAMS 
Below) 
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Milestones at the Scope Level 
• Modifications were required to TEAM Awards to 

accommodate to capture milestones entered at the Project 
Scope level in addition to the ALI level.  

• Note: Going forward, milestones will only be entered and 
associated with the ALI.  

• Milestones added at the Scope Level have been established 
as a separate activity line item within the budget. This was 
to provide a one to one relationship with the milestone.  
You cannot modify these activity line items in post award 
actions. They were created to specifically capture the 
milestones.  You can modify the milestones in MPRs. 

• What to expect in view/print… 
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What is PRJBUD? 
PRJBUD ALIs and their Milestones were added to your TEAM 
awards to be able to address milestones that recipients added at 
the scope code level.  The next few slides portray the format as 
they will display in your award.  
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The PRJBUD Line Items 

 

PRJBUD will not have an associated 
ALI number, Type, or Allocation, 
Amounts. You can only modify the 
associated milestone of a PRJBUD 
Line Item 
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The Scope will not have amounts associated. Will not have associated 
ALI Information. Only the Milestone will make sense and must be 
updated in the MPR during the reporting cycle.  



SEARCH & VIEW PRINT 
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TEAM MPR/FFR Documents 
In TEAM, your FFR/MPRs were “paper clipped” to 
your Award documents.   
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Actions Tab: Search & View MPR 
From the Actions Tab; filter menu using TrAMS and select 
“Search FFR and MPR for Review” from the menu.  A form will 
populate. 
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Actions Tab: Search & View MPR 
Select the appropriate criteria to narrow down your search. 
Note the asterisk is required information. Select the “search” 
button. A grid will populate the results. 
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Actions Tab: Search & View MPR 
To view, select the box to the appropriate report and 
select the  “View Selected Report” button.  



Actions Tab: Search & View MPR 
TEAM Awards…. 
You will see the same listing 
as under the Application 
Documents Related Actions.  
This is a result of the best 
way to manage migration of 
information.  Select the link 
to view and or print out the 
MPR – migrated MPR/FFR 
will be the same TEAM 
document format. 

 



Actions Tab: Search & View MPR 

All future MPRs 
completed in TrAMS 
will include a link to 
the specific MPR/FFR. 
Note: the link for the 
FFR, it is after the FFR 
information. 
Select link to view 
and print the report. 

 



Toggling between FFR&MPR 
When you are using 
the VIEW of a Report 
you can toggle 
between the two 
reports.  Look for the 
button at the bottom 
of the report.  
If you are viewing the 
FFR, you will see a 
button to “View 
MPR”  (or vice versa). 
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FEDERAL FINANCIAL 
REPORTS (FFRS) 
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FFR Module 
Current Practice:  TEAM allows the user to 
enter either the current Period or the 
Cumulative. 

Going Forward: TrAMS allows the user to only 
enter “current period” information. The 
system will auto calculate the cumulative. 
Format / Lines to be completed remain the 
same as TEAM.  No changes to requirements. 



Award Fund Status  
(Disbursement Information) 

Before starting your 
FFR, you may consider 
reviewing your fund 
status to ensure it 
comports with your 
agency’s financial 
system. 
Go to the award in 
question and select 
Related Actions; and 
Award Fund Status. 
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Award Fund Status Information 
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Complete FFR Task 
• Tasks all go to the FFR Reporter Group. 
• Select the blue hyperlink to be taken to the task. 
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Complete FFR Task 
You can review the information to determine if you 
want to accept the task for “go back” to return the 
task to the queue.  Once you “accept” the fields 
become editable.  
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Complete FFR Task 
• The Summary will identify the Quarter and 

reporting period dates. 
• The report is automatically populated to “Work in 

Progress once the task is launched.  
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Complete FFR Task 
Add indirect Expenses as applicable. If you are 
applying a rate you must identify the allocable 
expenses.  The rate must be consistent with your 
approved rate on file with FTA. 



Complete FFR Task 
Each line of the FFR is 
consistent with the 
TEAM format.   

You can enter negative 
number in the form. 

The exception is you 
must enter the amount 
of “This Period” and the 
system calculates the 
cumulative.   
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Complete FFR Task 

• Once you have completed all fields of the FFR; 
select the calculate totals.   
 

• If you information produces valid results you 
will be taken to the second screen to review 
and confirm your information. You can use the 
back button to return the fields if adjustments 
are needed.  
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Complete FFR Task 
If you are still on the form, it is likely that you have 
errors that require attention 
 
 
 
 
 
Scroll to the top of the form to review the 
directions TrAMS has provided.  
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Second Screen 
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Finalize for Submission 

Once on the second screen you have three 
options: 
 
1) Return to prior screen to modify 
2) Close the Task and Return to it later to 

submit 
3) Continue to Submit the Report to FTA 
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Finalize for Submission 
• You may choose to “Close the Task and Return to it 

later to submit” when… 
• You prepare the report but it must also be reviewed 

by another individual, and or submitted by another 
individual.  
Note that the submission remarks are on the next 
screen of the workflow. If you must also complete 
the remarks, continue with submission.  

• No worries – there is a save and close task option!  
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Finalize for Submission 
Complete submission remarks to FTA. Include any 
information to help explain entries on the FFR, 
reconciliations, etc…If you need to, you can save and 
finalize later – use the back button or close task button.  
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FFR Submission 
• If you Save and Return later – You will find the FFR 

in your Task in the Queue under the Task Tab. 
• You must complete the Calculate totals, return to 

the review form and select continue with 
submission to return to the remarks page and 
modify comments if necessary.  

• Select Continue with Submission, and submit! 
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FTA Review of FFRs 
• If FTA returns the report, the FFR Reporter Group will 

receive a notification with a Task. Note that the task states 
“Update” in the title.  
 
 
 

Note, that FTA’s remarks to the grantee display on the second 
screen so you must click calculate totals to progress to the next 
screen.  You go back one screen using the modify values button. 
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Need Help? 
Help Desk:  (877) 561-7466  (8 to 8 EST) 

 FTA.TrAMS.Help@DOT.GOV 
General Questions contact your FTA 

representative or Local Security Manager 

mailto:FTA.TrAMS.Help@DOT.GOV
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