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Overview

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

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

1.1 Recipients in TrAMS

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

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

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

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

1.2 Grant Life Cycle in TTAMS

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

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

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

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

Once all activities of a grant have been completed or all Federal funds expended the recipient must
request a ‘Closeout’ of the grant using the TrAMS application. The recipient will be required to submit
within TrAMS a final version of their FFR and MPR reports. Any unexpended balance of Federal funds

Version 1.1 Information in this document is proprietary to FTA Page 10

Unclassified — For Official Use Only



A

Federal Transit Administration
TrAMS User Guide - Recipient Organization

will automatically deobligated by TrAMS upon closing of the grant. The grant closeout process may also
be initiated by FTA in the event that the FTA determines that there is a failure to comply with the terms
and conditions, failure of the recipient to make progress, or if they determine the funds are no longer
needed for various reasons.

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

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

1.3 TrAMS System Interfaces

The TrAMS system interacts directly or indirectly with other FTA and government systems in the
awarding and executing of grants.

Recipient information in TrAMS is obtained from the System of Award Management (SAM). TrAMS
performs a nightly update and syncs any organizational information such as name, address, phone
numbers, emails, DUNS, TIN, Cage Numbers and organization contact information with the information
in SAM. Changes to organizational information must therefore be made in SAM. Designated Users
within the recipient organization may sync with SAM on an ad hoc basis.

Applications to be funded from non-formula grant programs and discretionary funds are required to go
through the Congressional Release Process. An XML file is transmitted to the Grant Notification System
‘GNS’ when these applications are ready to be reviewed and awarded by the FTA Administrator.

Awarded Grant information is transmitted nightly to the Financial Management System (FMS). The FMS
system is the tracking system which ensures that funds are properly utilized.

Requests to draw down grant funds are made through the use of the Electronic Clearing House Operation
(ECHO) Web 2.0 application. ECHO Web 2.0 interacts with FMS to ensure that only approved funds are
distributed.

As mandated through the Federal Funding Accountability and Transparency Act, awarded grant
information shall be available for public access on the usa.spending.gov website. TrAMS transmits a file
on a weekly basis to provide awarded grant information to the site.
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2 Getting to know TrAMS

The following section provides a high level view of the TrAMS system and how to navigate, find, and
work with data in TrAMS.
2.1 Navigation and Views

After logging in users see the TTAMS homepage. The homepage and all other TTAMS pages contain four
distinct areas as shown in the figure below:

News Tasks Records Reports Actions D John Smith - Appii n

1)
wdamllmnsiVAdmmaslmhon / \
B ) D ‘Grant Management Application: NC-90-X999-00 has bden created
3 T Sep9, 2014 Comment
All » TrAMS Grant Management Application 1064-HIGH PQINT CITY-2014-50 FY13 Operating
Updates - Capital & Planning has been fransmitted to the}FTA Pre-Award Manager for Initial
Participating Review and Initial Concurrence Review Routing|
Starred 1 Yesterday 2:44 PM

‘.D ‘Grant Management Application: 1064-HIGH POINT CIJY-2014-1 has been created.

S Aug7, 2014 Comment
TrAMS 4
yd N
< v
T h ‘Grant Management Application: 1064-HIGH POINT CI§Y-2014-1 has been created
S Aug7, 2014 Comment
TrAMS

Figure 2-1 Navigation
1) Navigation Tabs: located at the top left corner of the TrTAMS screen with the following five tabs:

a) News
b) Tasks
¢) Records
d) Reports
e) Actions

The tabs are used to navigate through the system. All TrAMS users regardless of the User Roles
assigned will see these five tabs.

2) Account Information: located at the top right corner of the TrAMS screen provides quick access
to the logged in users profile, their user settings, and provides sign-out from TrAMS.

3) Left Navigation Menu: located in the leftmost middle portion of the TrAMS screen. The
contents of the navigation menu will vary depending on the Main Content area. It will either
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provide additional ways to search and filter the contents of the main area or it will provide a menu
of options to see more detailed information about the currently selected data.

4) Main Content: This area will be where additional menus, forms, and reports display.

2.1.1 Navigation Tabs

The navigation tabs comprise your primary method of navigating in TrTAMS. Each of the five tabs
represents a different data type to work with in TrAMS.

2111 News

The ‘News’ tab is where users go to receive application and system news, and to collaborate with other
TrAMS users through messaging. News feeds and messages may be targeted to specific users, groups, or
to all users. This tab is the default tab that is selected when initially logging into the TrAMS application.

As an example, TrAMS automatically posts news feeds to the recipient’s organization when:

Applications are created

When Applications are returned to the recipient for comments and changes
When Applications are transmitted to FTA for initial review/concurrences
When Applications are submitted to FTA for final review/concurrences

These messages will be grouped by application and are viewable by members of the recipient
organization and FTA users.

Users may also use this tab add their own comments to the news feeds, communicate with other TrAMS
user or groups using the post or message options, assign a social task, or to provide kudos.

Feeds will appear with the most recent posting found at the top of the list. The left hand navigation may
be used to search for specific events or to filter down to a selected view. Users may manage their feeds
further by following specific users or groups.

Mews Tasks (3) Records Reparts Actions

& Beparrren o Fransporialion

Fodasnl Tranall Admiridinaion
g=m [CIEETY Jane Trams received kudos from Submitter! TRAMS

m Grest Job, thanks for all your help!
All - 21 minutes ago Comment
Updates
Participating
Kudos 5 . Tomm Trams Application S500-2016-3 - teset titel has been created.
Starred - Mar 3, 2018 Comment
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21.1.2 Tasks

The ‘Tasks’ tab shows specific work items that have been assigned to the user or a group of users to
complete. It lists by default all process tasks assigned to the user or the group they belong to and any
social tasks assigned to them or by them. By clicking the task it opens the form that needs to be filled
out. The number of open tasks assigned to the user (both process and social tasks) displays next the
‘Tasks’ tab title.

TrAMS will assign a task to a specific user or group when a certain step in a grants life cycle needs to be
performed. As an example, users that have been assigned the ‘Official’ user role will receive a task when
an award is ready for execution. By accepting the task the ‘Official” will be able to review the awards
information and sign their acceptance.

Social tasks are derived from other users and not directly from TrAMS, they do not have forms and can
be commented on or closed directly from the task list.

News Tasks (2) Records Reports Actions

U.5. Deporiment ol Transporiation
Fe-deral Transit Administration

Assigned to Me » + TrAMS G9800 FFR Reporter
sent by Me J Complete 2016 Quarter 2 Federal Financial Report for Federal Award ID No. FL-2016-
starred 1 001-00
Mar 30, 2018
Grantee Tasks by
Category
+ TrAMS G9900 MPR Reporter
Status J Complete 2016 Quarter 2 Milestone Progress Report for Federal Award 1D No. FL-2016-
Open * 001-00
_ Mar 30, 2018
Deadline
Overdue
Today
Within 7 days

2.1.1.3 Records

The ‘Records’ tab provides a way to access and work on records that already exists in the system.
Records are comprised of all the information that makes up a specific type of data, such as all the
information about the recipients organization. Clicking on the ‘Records’ tab gives the user a list of the
types of records that they have viewer rights to. All users should see following record types,

e Application/Awards — provides access to application and awards associated with the recipients’
organization

e Projects — provides direct access to the individual projects that make up applications and awards
e Recipient Organization — provides access to recipients’ organization records
e Static Reports — provides access to nightly generated reports and archived reports from TEAM
e Users — provides access to the users within the recipients’ organization.
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Selecting a type displays a listing of the first one hundred records associated with that type. Clicking on a
record displays the detailed information associated to the selected record. Additional high level
information about the record may be selected by choosing from the menu items found in the left hand
navigation section of the screen. Choosing the ‘Related Action’ item provides a menu of more detailed
data views and actions that may be performed on the record such as editing the record or transmitting an
application to FTA.

News Tasks Records Reports Actions

U.5. Department of Transporfation

Federal Transit Administration Reco rds

All » Applications | Awards

]

List of All Applications / Awards for Your Organization
Projects
List of All Projects for Your Crganization
& Recipient Organization
= View Profile Information for Your Organization
& static Reports
" List of TrAMS Excel Reports and Archived Reports from TEAM
= Users
=u

Directory of users

21.1.4 Reports
The ‘Reports’ tab is currently not in use in TrAMS.

Previously generated reports (Static Reports) are accessible from the Records tab.

Ad hoc Excel reports can be generated from the Actions tab.

Previously created MPR and FFR reports may be searched for and viewed from the Actions tab.
Tasks are assigned to create the MPR and FFR reports.

News Tasks (2) Records Reports Actions

U.5. Deportment of Transportation
Federal Transit Administration No reportS available

All
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2.1.1.5 Actions

The activities available under this tab are always available to the user to execute at any time. The
‘Actions’ tab provide a way to create new records, create and view excel reports, and perform searches
for specific records. Visibility of the allowable actions for each user is controlled by the user roles that
have been assigned to them.

News Tasks Records Reports Actions

U.5. Deportment of Transportation
Federal Transit Administration Application Budget by ALI Report

Generate Application Budget by ALl Report

All »
Starred 17 Application Budget Report
Applications Generate Application Budget Report
TrAMS 1.0 -
TrAMS Excel Reports Application by Status Report

Generate Application by Status Report

Create Application
Create New Application Record

Deobligation by Funding Source Report
Generate Deobligation by Funding Source Report

2.1.2 Account Information

The account information area provides access to information that is specific to the user. It lists the logged
in users first and last name. By clicking on the user name the user will be presented with the following
three options:

1) Profile - provides a means for the user to update and view their profile information, including editing
of user information and setting the users Personal Identification Number (PIN). Refer to the ‘User
Access and User Management’ section for full details.

2) Settings - opens the users Settings Page. From here the user can subscribe to Group Feeds and
recipients may change of passwords (not for FTA use).

3) Sign Out - signs the user out of TrAMS.
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D Jane Trams - ,qn;:a” Click on your Name

Profile
Settings
Sign Out

2.1.3 Left Navigation Menu

The left navigation menu allows you to filter for specific data within the tab that is being viewed or
contains a menu of additional information that is viewable for the data selected. Filters and menu items
will vary depending on the tab and data type selected.

In some instances a search bar exists that allows the user to search for specific records. As an example
after navigating to the Application/Awards from the record tab, the user may search for an award number
or partial award number using the search box.

2.1.4 Main Content

The Main Content is where news items, tasks, forms, data, record specific menus, and search results are
displayed in TrAMS.

1) The information displayed is specific to the tab you are working in (for example, only tasks will
display when working in the ‘Tasks’ tab).

2) When printing within a web browser, only content within the Main Content area will be included.

2.2 Searching and Viewing TrAMS Information

Users may find specific applications, awards, users, reports, and organizations by using either the
‘Records’ tab or from the ‘Actions’ tab.

2.21 Searching from the Actions Tab

Users may search for a variety of information from the ‘Actions’ tab through the use of pre-defined data
type searches. After selecting the type of data to search for the user will be presented with a search screen
that will allow them to define filters for their search. The data that each user will be allowed to search on
will depend on their user role.

To search for records using the ‘Actions’ tab the user selects the type of data he is searching for from the
menu of available search options shown in the Main Content area of the Page. After selecting the search
type the user will be presented with a search form to filter the data down to either the specific data they
would like to see or to a smaller subset to choose from.

To search for records in the system using this tab:

1) Click on the ‘Actions’ tab on the navigation bar.
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2) Select from one of the Search options. Search options will vary depending on the user roles assigned
to you.

News Tasks Records Reports Actions

L.5. Department of Transportation
Federal Transit Administration Create Application

Create New Application Record

All »

Starred ¥ Search Applications / Awards

Applications Search and View Existing Application / Awards
TrAMS 1.0 *

Search DBE Report
Search Existing DBE Reports

Search FFR and MPR for Review
Search Federal Financial and Milestone Progress Reports for Review

Search Recipient Organizations
Search and View Existing Organization Profiles

2.2.2 Searching from the Records Tab

Users may also search for data using the Records Tab, the record types that the user will see and have
access to will depend on their user role.

To search for records using the ‘Records’ tab, the user selects the type of data he is searching for from the
menu of available options shown in the’ Main Content’ area of the page. After selecting the data type, the
user will be shown a list of the first 100 available records. A search box and additional filters will be
available in the left hand navigation section of the page to help find a specific record.

To search for records in the system using this tab:

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

2) Select from one of the record types available.
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News Tasks Records Reports Actions

U.5. Department of Transporfation

Federal Transit Administration Reco rd s

All - & Applications / Awards
= List of All Applications / Awards for Your Organization
E Projects
List of All Projects for Your Organization
&5 Recipient Organization
= View Profile Information for Your Organization
E Static Reports
List of TrAMS Excel Reports and Archived Reports from TEAM
B users
=xa

Directory of users

2.2.3 Viewing and Acting on Records

After having located the record you wish to view, you will be shown a high level summary of the data in
the main content area of the screen. The left hand navigation will allow you to select different high level
views of the data item selected, this often will include a ‘Related Actions’ option. By choosing the
‘Related Actions’ option the user will be provided additional options to view more detailed record
information.. The ‘Related Action’ menu is also where the user will find options that will allow for the
updating of the record. Updating of record information will depend on the users role as well as the
current state of the data (ex. recipients may not edit applications that currently being reviewed).

Summa
Y Recipient Documents
New,

Manage Recipient Documents

Applications/Awards
TrAMS Users
Locations
Designated Recipient
Suballocations

Civil Rights Information
Manage Civil Rights Information

Certifications & Assurances
Manage Certifications and Assurances

Fleat Status
Manage Fleet Status Information

2.3 Understanding Workflows

The TrAMS system automates the workflow (steps in a pre-defined process) associated with creating and
administrating the FTA awards. Each step in creating, awarding, and administrating awards has been
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defined and associated with a user role to perform it. Workflows may be initiated by the system such as
the yearly recertification of users or by a user such as when an application is transmitted for FTA review.

Workflows are initiated from the ‘Actions’ tab or from the ‘Related Actions’ menu associated with a
record. After the user initiates the process other users that are part of the workflow will be notified of
steps they need to complete. Steps in a workflow must be completed in the order defined.

2.3.1 Understanding Tasks

Tasks are part of workflows and are assigned when a user needs to perform a specific action as a part of
the workflow. Users will be notified by email when tasks are assigned to them.

Tasks may be assigned to an individual user or to a group of users. When tasks are assigned to a group of
users any user within the group may pick up the task to perform the necessary action. Once the task has
either been picked up and/or performed by one of the user, the task becomes unavailable to the other users
in the group. If a user selects a task and then decides that they cannot complete the task they may return
the task to the group.

When tasks are assigned as part of workflows then the workflow stops and waits until the task is
completed prior to assigning or completing the next step in the process. In some instances multiple users
may be assigned a task concurrently, in these instances all users may perform their task simultaneously
and the process will wait to proceed until all users have completed their required step.

2.3.1.1 Task Notifications

When a ‘Task’ is created, all users that have been assigned the task will receive a task notification email
from the system. This is a system generated message and will not accept any responses.

Task notifications will have the following characteristics

e From: Appian for Federal Transit Administration (PROD)
e Subject: New Task [Type of Task that has been assigned]

Subject: Mew Task: Initial Review Results for Application # 1396-2016-5
Initial Review Results for Application # 1396-2016-5

This task was assigned to you on Mov 3, 2015 8:48 AM EST
The task priority is Normal

To view the task, please follow this link

This message has been sent by Appian &

Note: If you believe you should have received a task notification and cannot find it in your email make
sure to check your Junk folder.
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2.3.1.2 Accepting Tasks

When a user receives a Task notification email in his inbox the user may click on the link provided. This
will bring the user to the TTAMS log on screen. After logging into the system you will need to check
your task queue.

1) Click on the ‘Tasks’ tab.

2) You may use the filters provided in the left hand navigation to filter and find the task that you would
want to work on.

3) Click on the link provided for the task you wish to accept.

News Tasks (2) Records Reports Actions

U5, Deportment of Transporiation
Federal Transit Administration

Assigned to Me » + TrAMS (3900 FFR Reporter
Sent hy Me J Complete 2016 Quarter 2 Federal Financial Report for Federal Award ID No. FL-2016-
Starred 17 001-00
Grantee Tasks by Mar 20, 2me
Category
+ TrAMS G9900 MPR Reporter
Status J Complete 2016 Quarter 2 Milestone Progress Report for Federal Award 1D No. FL-2016-
Open x 001-D0
Mar 30, 2018
Deadline
Overdue
Today
Within 7 days

4) A form will open for the task selected and you will need to click the ‘Accept’ button prior to being
able to work with the form.

You must accept this task before completing it Go Back ‘

Federal Financial Report (FFR) | Input FFR Values

Recipient Summary

Recipient ID 2200 Recipient DUNS 202000000
Recipient Name Trams Transit Organization EIN Number 2892000000
Award Summar}' =2
Federal Award |ID FL-201&-001-00 Award Name RC - Application for MPR. and FFR for user guide
Mumber {FAIN) purposes only

5) The Task will be closed once the user completes the required work.
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Note: If the form you are trying to work with appears to be in read-only mode, scroll to the top of the
form to verify that you have accepted the task.
2.3.1.3 Returning Tasks

If a user decides that they have selected the wrong task or that they would prefer to work on the task at
another time the user can simply return the task. Returned tasks will be available to all users that initially
had the task assigned.

To return a task that you selected, but have not yet accepted.

1) Click the ‘Go Back’ button.

You must accept this task before completing it Go Back

2) Once a task has been assigned the user may return the task by using the ‘Return to Group’ button or
similarly phrased button.

Select Pre/Post Award Manager

Pre-Award  Select the Pre-Award Manager ﬂ Post-Award | Sglect the Post-Award Manager ﬂ

Manager: Manager:
Continue { Return to Group

3) Or they may click the link ‘Return task to all assignees’ on the top of the page.

You have accepted this task. Return task to all assignees. ‘

Note: If you have returned the task but do not immediately see the task back in your task queue, refresh
the task queue by clicking on the ‘Task’ tab again.

2.3.2 Emails

In addition to tasks users may receive emails from the system indicating that they need to perform some
action as part of a TrAMS workflow. After receiving an email and logging on, the user will not find any
corresponding tasks to perform instead they will need to navigate to the appropriate record and required
action on their own.

As an example a user may receive an email indicating that an Application has been returned by the pre-
award manager and that they should review the comment.
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Hello,

Application 1707-2016-1 has been returned by region10.preawardmanager! (Pre-Award Manager) for review of the FTA comment. Please login to TrAMS to review the FTA
comment for this application.

Thank you

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

It is expected that the user will:

Log into the system

Navigate to the application record indicated in the email

Select the related actions menu

Click on the ‘Application Review Comments’ and review the comments made by FTA.
Make the necessary changes as indicated and re-transmit their application.

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

o ‘New Task’ will be at the beginning of the subject line for emails associated with tasks.
e Emails not associated with a Task ‘From’ line will be listed as ‘TrAMS Admin’.

In both cases the workflow will not continue until the required actions have been completed.

2.4 Working with TrAMS Forms

241 Browsers
The following web browsers are supported by TrAMS:

Internet Explorer 9, 10, and 11
Safari 5.x

Firefox

Chrome

Although all of the listed browsers are all compatible with TrAMS some items may look and behave
differently depending on the browser you are using.

Note: The instructions and screen shots shown in this guide have been created using Internet Explorer 11.
Sample browser differences include:
When selecting documents to upload

e Internet Explorer and Firefox
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Upload New Document

“Document . Sglect Document Context -
Context

“Document Type | — Select Document Type —

*Document
Descriptign

@ument | Browse... >

Cancel

e Chrome & Safari

Upload New Document

“Document | Comments
Context

“Document Type | FTA Comments

*Document ||

scription
*Select Document | Choose File | No file chosen >

Cancel

2.4.2 Buttons

Buttons on forms allow the user to perform some sort of action on the form such as saving, or deleting
data and also provide a way to leave the form. When no buttons exist on a form you may simply click on
another item from the left hand navigation menu or on another tab in order to close the form.

2.4.21 Back Button

A ‘Back’ button is provided when multiple forms are part of a workflow and should be used when you
want to move to a previous form to either verify the data entered or make changes to the data. You must
use the ‘Back’ button provided on the form not the browser back button. When applicable the ‘Back’
button will appear on the bottom left side of the form.
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Narrative

*Location ||
Narrative

| Mext Step . Cancel

Note: Using the Browser back button exits you from the workflow and will not return you to the
previous form as expected. The browser back button should not be used to navigate in TrAMS

2.4.2.2 Cancel Button

A ‘Cancel’ button on forms closes the current action without saving changes made. When using the
‘Cancel’ button within a workflow, the ‘Cancel’ action will only apply to the current form; data from
previous forms will have already been saved.

As an example, when initially adding a project there are three pages that are part of the workflow, the
project details and narratives, project location, and project plan information. If you select the ‘Cancel’
button on the project location page, you exit the form and return to the related actions menu. Data entered
on the location page will not be saved. Information from the ‘Project Details and Narratives’ page, the
first form in the workflow is saved.

Narrative

*Location ||
Narrative

Back | Mext Step @

2.4.2.3 Close Button

The ‘Close’ button completes an action or a workflow and returns the user to the menu that they initiated
the action from. You will most often see this button presented on read-only types of forms where saving
is not warranted such as a success screen indicating the end of a step in a process.

On some forms you may see both a ‘Cancel’ and a ‘Close’ button this is usually on a form that has
expanded after you have made a selection from a grid. In these instances the ‘Cancel” will close the
expanded portion of the form without saving the information and the ‘Close’ button will close the entire
form without saving.
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Application | Created

|_a Success! |

Application Number 1707-2016-3

Click the link below to open the new Application record.
1707-2016-3 | application 1

&

Note: Clicking the ‘Close’ button on success screens will completes the process and will eliminate stray
tasks appearing in the task list. Best Practice is to use to always use the ‘Close’ button.

2.4.2.4 Save Button

The ‘Save’ button on a form, saves the changes that have been made to the form. ‘Save’ buttons are often
located on forms that expand after selecting an item from a grid and allows for the user to save data
intermittently for the expanded section.

If a form has both a ‘Save’ button and a ‘Cancel’ button, then changes made and saved are not affected
when the ‘Cancel’ button is selected. Only the changes made after the ‘Save’ button was clicked are not
saved.

Project | Add New Budget Activity Line Items (ALIls)

You can add up to ten (10) line items at a time. Click "Save" to save your current line items and add more. Click "Finish” to save your current line items and return to previous
form.

New Budget Activity Line Items (ALIs)

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

(/] 113-00 BUS - STATIONJ’STOPSJ’TERMII’ﬂ CONSTRUCTION OF BUS STAT'ONSﬂﬂ 11.33.02 CONSTRUCT - BUS STATION DEL

@ Finish Cancel

You will see a variety of other button labels, many of these buttons will provide a method to commit to
the changes or the request being made. They will save the data and either close the form or move to the
next appropriate form.

+Add Item

2.4.2.5 Additional Buttons

These buttons have been labeled to help you identify what will happen by clicking them.

Examples include:

e Next — shown when workflow steps you through a series of forms. It will save the data on the
current form and move to the next form in the workflow.
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e Generate Report — Shown when creating excel reports. Initiates the creation of the report after

selecting the search criteria.
e Submit — Saves the data and closes the current form.

2.4.3 Calendars

When entering dates into TrAMS system, users may either type the date directly into the field or they can
use the calendar function to pick a date. Dates will display in ‘m/d/yyyy’ format and should be entered

this way.
To select a date:
1) Click in the Date field.

Long-Range Plan Documents

Upload Long- | Browse...

Range Plan
Document

Long-Range Plan | M/dfyyyy K
Date
Long-Range Plan
Document
Description

Provide details about the uploaded Long-Range Plan docur

2) The current month calendar will be displayed. Use the arrows (< and >) to navigate to the correct

month and year.

Midfyyyy
{ Feb 2016 @
s T w T F 3 { Mar 2016 »

M 5
1 2 3 4 5 6 S | M| T T F|S
1 2 3 4 5

7 8 9 10 11 12 13
14 15 16 17 18 19 20 6 7 8 9 10 11 12
24 22 23 24 95 95 97 13 14 15 16 17 18 19
28 29 FRang 20 21 22 23 24 25 26 ~
27 28 29 30 31 }

3) Click on the date to select it.

Long-Range Plan |3/17/2016
Date
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2.4.4 Grids

Grids in the TrAMS system are used to display data and allow users a way to select a specific item(s) to
perform some other action on.

2441 Selecting Records
Checkboxes are shown when a user is allowed to select a specific record from a grid to work with.

1) To select one record from a grid, click the check box associated with it and then click the appropriate
action button (ex. Remove Document).

Existing Documents

Date

Document Document Document File A
[} Context Type Name Document Description Uploaded Uploaded By
[  Comments ggrnnmlnls Jellyfish.jpg J:élgggg document s always Jun 07, 2016 jane.trams@yahoo.com
[ Fleet Other Fleet Koala koala C Jun 07, 2016 jane h
Details Jrg oala Cars un 07, jane trams@yahoo.com

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

Existing Documents

Document Document Document File A Date
[ Context Type Name Document Description Uploaded Uploaded By
[  Comments ggrnnmlnls Jellyfish.jpg Jlfélgggg document is always Jun 07, 2016 jane trams@yahoo.com
Other Fleet :
[  Fleet Details Koala.jpg koala Cars Jun 07, 2016 jane.trams@yahoo.com

| Add Document . Remove Document Close

24.4.2 Expanding and Collapsing Data

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

1) Click the checkbox next to the item to expand.
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Existing Line ltems

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

. Total
[0  Status Scope Name / Code h?:létem Number / T Activity Type Quantity Am;JTrﬁ Eligible
Cost
n- o 11.22.01 ACQUIRE - Acquire Bus
O Progress 112-00 BUS TRANSITWAYS/LINES BUSWAY Transitways/lines 0 30 $0
In- 115-00 11.52.01 PURCHASE o
[l Progress ELECTRIFICATION/POWER DIST TRACTION POWER Aquisition 0 50 50
g (BUS) EQUIP

Add Line ltem Close

2) The page will expand below the current grid to show the additional information.

Existing Line Items

To edit a line item, click on the checkbox for the line item and a new section will appear below with line item and milestone details
[0 Status Scope Name / Code Line Item Number / T Activity Type Quanti FTA EIiT'i:'I:‘IaeI
P Name ty Typ: ty Amount !(;Iost
In- o 11.22.01 ACQUIRE - Acquire Bus
O Progress 112-00 BUS TRANSITWAYSI/LINES BUSWAY Transitways/lines 0 0 30
In- 115-00 11.52 01 PURCHASE
Wl ELECTRIFICATICN/POWER DIST TRACTION POWER Aquisition 0 30 50

Progress  gys;) EQUIP

Save Line ltem Delete Line ltem Cancel

Line Item Scope: 115-00 ELECTRIFICATION/POWER DIST (BUS)

Line ltem #
11.52.01

Standard Line Item Name
Purchase Traction Power Equip

Custom Line ltem Name

Purchase Traction Power Equip

Activity Type
Agquisition

Line Item Details

3) To collapse the item, simply uncheck the selection box, or click the appropriate action buttons that are
present on the form.
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2443 Sorting

A red arrow within a grid header field indicates that he table may be sorted by this field either ascending
or descending.

1) Click in the header field to view the red arrow and sort. If no red arrow displays then the table cannot
be sorted by this field.

Account . .
UZA Cost Classification FPC Transaction Transactio Amount
Code Center Date Type
Code
Authorized
020000 65000 20152590912 00 11262016 Disbursement $100.00
Authorized
020000 &5000 20152590912 00 11282016 Disbursement £100.00
020000 65000 201526590912 00 112812016 Obligation £100.00
020000 65000 20152590912 00 11282016 COhbligation $100.00

2) Click in the header field again, to sort the other direction.

Account . .
UZA Cost Classification rPC Transaction Transaction Amount
Code Center Date Type

Code
020000 65000 20152590912 0D 11282016 Obligation £100.00
020000 5000 20152550912 0D 112872016 Obligation £100.00
020000 65000 20152590912 00 112812016 Authorized $100.00

Disbursement

2.4.4.4 Navigating Records

Each grid on a page is limited to the number of records that it will display at a time. When the number of
records exceed the number of rows that will display comfortably on a page you may navigate to see
additional records using the navigation arrows on the bottom of the grid.

1) Click on the arrow (>) to show the next set of records.

2) Click on the arrow and bar (>|) sign to move to the last record.
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3) Click on the arrow (<) to move to the previous page.

4) Click on the bar and arrow (|<) to move to the first record.

AK-90-X076 *3‘5""3”'}(“?5'

4 4 1100f22 » M

245 Drop Downs

Drop downs are used for fields that have a pre-determined list of allowable values. The drop down field
ensures that only valid values are selected. In many instances the values allowed in a field may depend
on the values selected in other fields. In these instances the other fields must be selected first. The drop
down lists for the dependent fields will be populated with the appropriate values following the initial

selection.

1) Click on the drop down value for the left-most field.

2) Select a value from the picker, and then move to the dependent field to see the correct subset of

values.

New Budget Activity Line ltems (ALIls)

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

121-00 RAIL - ROLLING STOCK ﬂ
ENGINEERING/DESIGN (RAIL)
You must select a scope, activity type and item name f{LEASE - EXPANSION - CAPITAL RAIL
LEASE - REPLACEMENT - CAPITAL RAIL
+Add ltem MID-LIFE OVER/REBUILD - RAIL ROLL STOCK
PURCHASE - RAIL SERVICE EXPANSION

PURCHASE - REPLACE RAIL ROLLING STOCK

RAIL - ROLLING STOCK
REHAB/REBUILD - RAIL ROLL STOCK

3) Ifyou select a different value from the first picker list a different subset of data will be displayed in

the next picker list.
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New Budget Activity Line Items (ALIs)

Status Scope Code / Scope Name Activity Type Line ltem Number / Line ltem Name
127-00 OTHER CAPITAL ITEMS (RAIL) ﬂ Item ﬂ DEL
3RD PARTY CONSULTANT SERVICES (RAIL)
You must select a scope, activity type and item name f{FORCE ACCOUNT
OTHER CAPITAL ITEMS {RAIL)
+Add ltem REAL ESTATE (OTHER)
REAL ESTATE (RIGHT-OF-WAY)
Save \ Finish Cancel

2.4.6 Viewing and Printing

Records that may be viewed and printed have been formatted as ‘Rich Text Format’ (.rtf). These files
will need to be opened using a program that is compatible with this type of file. The most common used
program to open this type of file is Microsoft Word.

After selecting the ‘View/Print’ action, you will be prompted on how to open this type of file. Variations
will exist depending on the browser that you are working with and the program you have defined to be the
default program to open rtf files.

Example: Internet Explorer 11 and Microsoft Word

Do you want to open or save View Print Application - 1707-2016-3.rtf (23.7 KB) from ftatestl.appiancloud.com? Open Save | ¥ Cancel

2.4.7 Working with News Items

The TrAMS system allows you to openly communicate with other users and stay informed with events
occurring within the TTAMS system. You may communicate with other users through:

Posts

Messages

Kudos

By assigning Tasks

In the ‘News’ tab you can view an ongoing list of entries created by fellow users, system administrators,
and internal business processes.

2.4.8 Posts

A post is an entry that displays on the ‘News’ tab. The post may be from your followers and/or any users
and groups you specify. Followers are users who have selected the ‘Follow’ option (button) on the user
business card of your User Profile page. You can see the number of people following you from your
profile page; however, the names of your followers will not be displayed.

Recipient users will receive system posts automatically whenever a grant application from their
organization is created or updated. FTA users will receive system posts automatically whenever any
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application is created or updated for all regions. Both recipient and FTA users will see any posts or
messages directly sent to their username.

Posts will be visible from the respective ‘News’ tabs of the sender and recipient(s) of the post. The post
will also be visible to users added later to a post after it has been published. The post will then appear in
their ‘News’ tabs automatically, even if they are not following you. If a user is added to the post, that user
will receive an email notification that they were added, along with a link to the post. You can select the
‘Participating’ filter on the ‘News’ tab to only display the posts that you have participated in.

All posts can be searched irrespective of author and recipient(s).

2481 Create Post
To create a new post:

1) At the top of the ‘News’ tab, click inside the field which displays ‘Click here to post...”, the ‘Post’ tab
will be initially selected by default.

News Tasks (2) Records Reports Actions

U.5. Department of Transportafion
Federal Transit Administration

Mar 13, 2016 Comment  Delete

[EIEE) Bob Trams received kudos from Jane Trams
You are employee of the week. Great jobl
All
Updates
Participating
2) Enter the post’s text into the ‘Type post here’ prompt. At a minimum, you must enter at least one
character which is not a space. Posts can be a maximum of 4,000 characters including spaces.

Post Message Task & Kudos

Post a Message from herg|

3) To add users or groups to the post:
a) Click the person icon in the bottom-left of the entry box.
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b) Type the name of a user in the text field or click the button with a group icon to the right of the
field. This is a type-ahead field; names will auto-populate under the field as you type, from which
you can then select the recipient(s).

c) Select the user from the drop-down menu that appears. The selected user will display as a button
in the text field. To remove a participant, select the ‘x” which appears in each participant’s button.

d) Repeat as needed for any other users that the post is intended for.

Post Message Task Kudos

Posting a Message

TrAMS TEAM —
tramsteam@gmail.com
Attorney1 TRAMS

Mo trams.attorney1

Attorney?2 TRAMS
trams.attorney2

4) To attach files to the post:
a) Click the paperclip icon below the entry box.
b) Select the file that you want to attach using the file browser and then open it for upload.
c) Repeat as needed for any additional files you would like to attach to the post.

d) You can remove any attached files before posting by clicking on the ‘x* which appears to the
right of the file’s name.

5) Once finished, click the ‘Post’ button.

= Post | ™= Message @ Task ¥ Kudos

Post a Message

/
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Note: Any attachments added to posts may be deleted by the sender. However, any attachments
added to comments replying to a post cannot be deleted after the comments have been
published.

6) The post will display on your ‘News’ tab, the ‘News’ tabs of your followers, and the ‘News’ tabs of
any users and groups that you added to the post. By default, you will receive an email notification
every time a user comments on the post.

.".:. y Jane Trams
m Posting a message

A moment ago Comment Delete

2.4.9 Messages

Messages are entries you can send to a single user or group, multiple users and/or groups, or all users in
the system. Only the recipients you send the message to and any users and groups added to the message
can view it. The message will not show up in the search results of other users.

FTA users can send messages (as well as posts, tasks, or kudos) to all other FTA users or any recipient
users. Recipient users can only send messages to users within their organization, for example, those found
within their TrAMS “Users’ dashboard. Recipient users cannot send messages to FTA users.

The message you send can be "locked" or "unlocked":

e Locked Messages: Can only ever be seen by the target audience. Additional users and groups
cannot be added after you send the message.

e Unlocked Messages: Can only be seen by the target audience and any users and groups added
after you create the message.
2491 Create Message
To send a message to a single user or group or a list of users and/or groups:

1) At the top of the ‘News’ tab, click inside the field which displays ‘Click here to post...” and then
select the ‘Message’ tab.
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Post 4 Task ¥ Kudos

To: o

2) To add a user to the recipients list, type the name of the user in the ‘To:’ field and select it from the
drop-down that appears. The selected user will display as a button in the ‘To:’ field. You can remove
any selected recipients by clicking on the ‘x” which appears in each recipient’s button.

Post Message d Task Kudos

To: | ot

Bob Trams
test@fake2.com

3) Repeat previous steps in this section as needed for any other users intended for the message.

4) To lock the message to only the original list of recipients and prevent any other recipients from being
added to the message, click the lock icon to the right of the recipient list. This configures the message
as a locked message and the lock icon changes to a locked state. Clicking it again will return it to an
unlocked state. Note that only the message’s sender can lock and unlock the message before it gets
published. After a locked message has been published, a lock icon shown in a locked state will always
be displayed under the message and cannot be unlocked—this is to indicate that once you have posted
your message, you cannot unlock the message to add additional participants.
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Participants may be added

No new participants 5) Enter the message’s text
into the ‘Type message

here’ prompt. At a minimum, you must enter at least one character which is not a space. Messages
can be a maximum of 4,000 characters including spaces.

6) To attach files to the message:
a) Click the paperclip icon below the entry box.
b) Select the file that you want to attach using the file browser and then open it for upload.
c) Repeat as needed for any additional files you would like to attach.

d) You can remove any attached files before sending the message by clicking on the ‘x” which
appears to the right of the file name.

7) Once finished, click the ‘Send Message’ button.

8) The message will display on the ‘News’ tabs of your selected recipients. By default, recipients will
receive an email notification that the message was created, and you will receive an email notification
whenever a user comments on your message. If one of the message’s original recipients adds
additional users and groups to your unlocked message, you (the original author of the message) will
also receive an email notification by default.

ecords

Reports Actions

Jane Trams % Bob Trams
Bob, Can you see if what | did was right?

A moment ago Comment Delete

2.4.10 Kudos

Kudos is a way to publicly show your praise for another user's work. Kudos are displayed on the ‘News’
tabs of the recipient who received the Kudos and their followers. Kudos can also be viewed by all users
when they are visiting the user’s profile. You can only give kudos to a single user with which you have
viewer rights to. Recipients cannot give kudos to FTA users, but only to other users within their own
organization. FTA users are able to give kudos to any other FTA users and recipients, regardless of region
separations.

Note: You cannot send kudos to yourself, deactivated users, or users you do not have viewer rights to.

2.4.10.1 Give Kudos

To give kudos to another user:
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1) At the top of the ‘News’ tab, click inside the field which displays ‘Click here to post...” and then
select the ‘Kudos’ tab.

® Post ™ Message @ Task

To:|

2) Begin typing the name of the user you want to give kudos to. This is a type-ahead field; names will
auto-populate under the field as you type, from which you can then select the recipient(s).

3) Enter text for your kudos. At a minimum, you must enter at least one character which is not a space.
Kudos can be a maximum of 4,000 characters including spaces.

4) To attach files to the kudos:
a) Click the paperclip icon below the entry box.
b) Select the file that you want to attach using the file browser and then open it for upload.
c) Repeat as needed for any additional files you would like to attach.

d) You canremove any attached files before giving the kudos by clicking on the x which appears to
the right of the file name.

5) Once finished, click the ‘Give Kudos’ button.

News Tasks (1) Records Reports Actions

U.5. Department of Transportation

. PR Post Message Task ¥ Kudos
Federal Transit Administration

To: |

H TJane Trams

jane trams@yahoo.com
All

Updates

Participating

Kudos & »

Starred 7

6) The kudos will display on the ‘News’ tabs of any users currently following you as well as for the user
you gave the kudos to.
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[EE) vane Trams received kudos from Civil Rights1 TRAMS
Thanks for helping out, Job well donel

A moment ago Comment  Delste

[ZCRE) Bob Trams received kudos from Jane Trams
You are employee of the week. Great job!
Mar 13, 2016 Comment

By default, the kudos recipient will receive an email notification that the kudos was created and you will
receive an email notification whenever a user comments on the kudos given by you.

2.4.10.2 Post Comment on Post, Message, or Kudos
To post a comment on a published posting:

1) Click the ‘Comment’ link shown under the entry.

[IERE) vane Trams received kudos from Civil Rights1 TRAMS
Thanks for helping out, Job well donel

A moment ago Comment | Delete

[ILEE) Bob Trams received kudos from Jane Trams
You are employee of the week. Great jobl
Mar 13, 2016 Comment

2) Enter the comment’s text into provided text field. Comments can be a maximum of 4,000 characters
including spaces.

3) To attach files with the comment:
a) Click the paperclip icon below the entry box.
b) Select the file that you want to attach using the file browser and then open it for upload.

c) Repeat as needed for any additional files you would like to attach to the comment.
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d) You can remove any attached files before posting by clicking on the ‘x” which appears to the right
of the file’s name.

4) Once finished, click the ‘Comment’ button.

[[TEE) vane Trams received kudos from Civil Rights1 TRAMS
Thanks for helping out, Job well donel

A moment ago Comment  Delete

5) The comment will be posted and associated with the original Post, Message, or Kudo.

[CTEEE) vane Trams received kudos from Civil Rights1 TRAMS
Thanks for helping out, Job well donel

3 minutes ago Comment

Civil Rights1 TRAMS Ditto
A moment ago

2.4.10.3 Delete Post, Message, or Kudos

A post, message, or kudos’ author will be able to delete his/her posting only if no comments have been
entered and saved for it yet.

Note: You cannot delete a post, message, or kudos after it has been published with comments; only
the Help Desk will have the ability to delete them from the ‘News’ tab.
To delete a post, message, or kudos that has not had any comments added to it:

1) Ensure you are logged on as the post, message, or kudos author. All recipients will not be allowed to
delete postings.

2) Find your posting on the ‘News’ tab and then click the ‘Delete’ link.
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[CIRE) Jane Trams received kudos from Civil Rights1 TRAMS
Thanks for helping out, Job well done!

A moment ago Comment | Delete

[ILRE) Bob Trams received kudos from Jane Trams
You are employee of the week. Great job!
Mar 13, 2016 Comment

3) A prompt message will be displayed: “Delete this entry?” Click the ‘Yes’ button to remove the
posting.

D Delete this entry? Se
n R

2.4.10.4 Follow/Unfollow User

The option to ‘follow’ a user lets you select whose posts can be viewed from your ‘News’ tab. If you
follow a user, any post created by that user will automatically display in your ‘News’ tab. The ‘Follow’
option will be displayed for a user if you position your cursor over a sender’s hyperlinked name from the
‘News’ tab. Note that this option is displayed as ‘Unfollow’ if the user is someone you are already
following.

1) From the ‘News’ tab, click on the person name that you want to follow

2) Click the ‘Follow’ button.
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Submitte created.

Yesterday,

region10.postawa - 0T Y15 TWiwWalKie Light Rail
Project has been created.
May 25, 2016 13 Comment

If the user you wish to follow is not shown in your ‘News’ tab:
1) Click on the ‘Records’ tab.
2) Click on ‘Users’.

News asks Records i Actions

U.5. Department of Transportafion

Federal Transit Administration Reco rd s

All » &= Applications / Awards
= List of All Applications / Awards for Your Crganization
&  Projects
== List of All Projects for Your Organization
B Recipient Organization
= View Profile Information for Your Organization
B static Reports
== List of TrAMS Excel Reports and Archived Reports from TEAM
&  static Reports
®="  Excel Reports Generated Each Day
E Users
Directory of users
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3) Find the record of the user you wish to follow and then select the name to view its ‘Summary’
dashboard.

4) Click the ‘Follow’ button. The button will turn gray and change to ‘Unfollow’.

Records / Users

Trams, Jane

Jane Trams

Jane. frams@yanhoo.com
202-555-1234 €)
1234 Main St
QOrlando, Florida 12345

Followers Following Kudos
1 0 1 e Kues

Note: These same steps may be repeated to unfollow a user that you are already following.
Records / Users

Trams, Jane

Orlando, Florida 12345

T ——
2 0 1 g Lvtow [} Sve ke
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Any posts that this user creates will now show up in your ‘News’ tab. In order to view posts previously
created by the user, refresh your browser. A post will remain on the ‘News’ tab after it has been published
until it is deleted, which can only be done by the Help Desk.

If you unfollow a user, posts created by the user will stop automatically showing up in your ‘News’ tab.
You can continue to receive messages from them (refer to previous section, Messages), but you will no
longer see posts published by them unless they add you or one of your groups as a participant to the post.
You may still continue to search for a post (or posts) made by the user.

2.4.11 Tasks

Sending a task is a way to create a task for another user or yourself through TrAMS.

e Tasks can only be completed through TrAMS.

e Tasks are not based on a process, but instead are only based on the text you enter.

Note: You cannot send a task to multiple users, deactivated users, or users you do not have viewer
rights to.

Note: A task cannot be deleted after it has been created and launched—it can only be closed after
that.

24111 Assign Task
To assign out a task:

1) At the top of the ‘News’ tab, click inside the field which displays ‘Click here to post...” and then
select the ‘Tasks’ tab.

I Post = Message| & Task & Kudos

To: |

2) Inthe ‘To:’ field, begin typing the name of the user you want to assign the task to. This is a type-
ahead field; names will auto-populate under the field as you type, from which you can then select the
recipient(s). You will also be allowed to select your own name if you wish to create the task for
yourself.

3) Enter a description for your task. At a minimum, you must enter at least one character which is not a
space. The task description can be a maximum of 4,000 characters including spaces.

Version 1.1 Information in this document is proprietary to FTA Page 44
Unclassified — For Official Use Only



A

Federal Transit Administration
TrAMS User Guide - Recipient Organization

4) To attach files to the task:
a) Click the paperclip icon below the text box.
b) Select the file that you want to attach using the file browser and then open it for upload.
¢) Repeat as needed for any additional files you would like to attach.

d) You can remove any attached files before sending the task by clicking on the x which appears to
the right of the file name.

5) Once finished, click the ‘Send Task’ button.

P Post Message Task # Kudos
To: Jane Trams =

Could you look over the civil rights report for me|

Send Task

6) The recipient of the Task will now receive the Task in their ‘Task’ list under the ‘Task tab.

ews Tasks (3) Records Reports Actions

U.5. Departrment of Transportafion
Federal Transit Administration

Assigned to Me » Civil Rights1 TRAMS # Me
Sent by Me Could you look over the civil rights report for me
Starred ir Amomentago ir Comment Close
Tasks by Grantee
Category
Status * TrAMS G9900 Submitter
Open x J Review and Submit Application FL-2016-001-00
Deadline Mar 14, 2016 7
Overdue
Today » TrAMS G300 Civil Rights
Within 7 days J Complete FY 2016 Semiannual DBE Report for TRAMS
Mar 14, 2016 17
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2.4.11.2 View and Close Assigned Tasks

A task will be added to the assigned recipient’s “Tasks” tab and can be filtered by selecting ‘Assigned to
Me’ after logging in as that recipient. You can also view tasks that you had previously assigned out by
selecting ‘Sent by Me’ under your ‘Tasks’ tab.

News Tasks (3) Records Reports Actions E| Jane Trams - /lppian

U.S. Deportment of Transportation
Federal Transit Administration

Assioned to Me Me =# Roy Trams

| Sent by Me »| Task for you to do
Starred 7 Mar 14, 2016 Comment Close Delete
................

From here, you can also comment on, close, or delete the task while it is still alive. Tasks cannot be sent
to more than one recipient; therefore, only the sender and the recipient of the task are able to view the task
itself.

Newest ~

By default, you will receive an email notification when the assignee comments on or closes a task
assigned by you.

To close a task as the assignee:

1) Click ‘Tasks’ from the navigation bar and then select your task. The full description of the task will
be displayed under the sender’s name.

News Tasks (3) Records Reports Actions

U.5. Department of Transportation
Federal Transit Administration

Assigned to Me » Civil Rights1 TRAMS # Me

Sent by Me Could you look aver the civil rights report for me
Starred v 11 minutes ago Comment  Cf

Tasks by Grantee

Category

2) Click the ‘Close’ link under the task. A text entry box will be displayed where you will be given the
option to enter a comment regarding the task.
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News Tasks (3) Records Reports Actions

U.S. Department of Trensportation
Federal Transit Administration

Assigned to Me » Civil Rights1 TRAMS + Me

Sent by Me Could you look over the civil rights report for me

Starred 7 11 minutes ago Comment  Close

Tasks by Grantee
Category Looks good|
Status

x
Open Close

Deadline
3) Once finished, click the ‘Close’ button.

4) A notification will be emailed to the task’s sender, letting him/her know that the task has been closed
by the assignee. The notification will include your message if one had been entered.

News Tasks (2) Records Reports Actions

U.5. Department of Transportation
Federal Transit Administration

Assigned to Me » Civil Rights1 TRAMS # Me

Sent by Me Could you look over the civil rights report for me
Starred 17 13 minutes ago Comment

Tasks by Grantee

Category ﬂ Jane Trams Looks good

A moment ago
Status

Open Add your comment here...

Note: Comments can be added both before and after you complete a task.

2.4.12 Search News

Any user with view permissions to a post can search for it. View permissions for posts, messages, and
kudos are granted only to the sender and his/her intended recipient users/groups. This includes all current

followers. Tasks cannot be searched from the ‘News’ tab, but can be filtered from the ‘Tasks’ tab as
needed.

2.412.1 View Options

On the left navigation menu of the “News’ tab, you can select from the provided viewing options to filter
entries and change their sort order depending on the view selected.
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News Tasks (3) Records Reports Actions

e U.5. Department of Transportation
Fed | Transit A It i

[ZIEEY) Jane Trams received kudos from Civil Rights1 TRAMS
g Thanks for helping out, Job well done!

All » 21 minutes ago Comment
Updates Civil Rights1 TRAMS Ditto
Participating 18 minutes ago

Kudos &
Starred i Add your comment here

o Al
This view lists all the following entries by the most recently added:
o Posts added by you.
o Posts added by users you follow.
o Messages sent by you.
o Messages sent to you or a group in which you're a member.
o Kudos given by you.
o Kudos given by users you follow.
o Events added to feeds in which you are subscribed.
o Entries that a user added you to or that include a group in which you're a member of.
e ‘Updates’

This view lists the same entries you see in the All view but sorts them by those with the most-recent
activity. Activity includes both the initial creation of an entry and comments added to it. For example,
if a user adds a comment to an entry created yesterday, it now becomes the first on the list.

e ‘Participating’

This view lists any News entries that you are a part of, which include the following:
o Entries created by you.
o Entries created by the system on your behalf.

= For example, events created by a process where you are the user associated with the
“event,” such as after you create a new application, the “Application #XxXx-XXXX-X
has been created” event will appear alongside your name in the ‘News’ tabs of users
subscribed to those events.

o Entries targeted to you.

= For example, a message targeted to a list of users including yourself or a kudos given
to you.

= This does not include entries targeted to a group you are a part of.
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o Entries you comment on.
o Entries you are added to.

Note: If, at any time, you are removed from a group and in turn lose viewer rights to a locked
message, the entry no longer displays in your “Participating” view, even if you have
commented on it. If it is an open message, however, that post continues to appear in your
“Participating” view regardless of your group membership status.

e ‘Starred’

This view lists favorite feed items that you have starred by clicking the star icon for the entry. The
star is similar to using the flag feature in MS Outlook. Once the star has been selected, it will become
yellow to highlight the selection.

2.412.2 Search Options

Each time you perform a search, you can narrow down your results in one or more of the ways described
below. The search bar is displayed at the top of the left navigation menu while the ‘News’ tab is selected.

News Tasks (3) Records Reports Actions

U.5. Department of Transpertation
Federal Transit Administration

[ZT5E) vane Trams received kudos from Civil Rights1 TRAMS
{  Thanks for helping out, Job well done!

All » 21 minutes ago Comment
Updates Civil Rights1 TRAMS Ditto
Participating 18 minutes ago

Kudos

Starred 7 Add your comment here

e ‘ByKeyword’

Enter a word, the first part of a word, or multiple words into the search box and then press ‘Enter’ on
your keyboard (note that the magnifying glass icon in the search bar is simply an image and has no
function). The ‘News’ tab will return posts, messages, kudos, and events that contain the search
term(s) either in the main entry or within a related comment.

To search for a specific phrase, enclose the phrase in quotation marks (" ").
e ‘By Author’

Enter the text from: followed by all or part of a name, and then press ‘Enter’. The ‘News’ tab will
return entries attributed to a user with a partially or fully matching first name, last name, or username.
For example, from: Smith might return entries by John Smith, Matt Smithers, Smith Jordan,
Smithe Company, or robert.smith.

It does not search through comments attributed to the user.
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To include both a first and last name, enclose the name in quotation marks. For
example, from: "John Smith" will only return entries attributed to John Smith.

e ‘By Keyword and Author’

By combining the two tactics above, you can search for entries that contain a specific keyword and
were attributed by a specific author.

For example, contract from:"John Smith" only returns entries authored by John Smith that
contain the word "contract." Entering from: "John Smith" contract returns the same results
since contract is outside the quotes.

e ‘By Star Status’

Enter the text i s: starred along with your other search requirements to narrow down results to
only those you had previously starred.

For example, is:starred contract only returns entries containing the word "contract" that
were starred by you. Entering contract from:"John Smith" is:starred only returns
entries authored by John Smith, containing the word "contract", and had been starred by you.
2.4.13 Subscribe/Unsubscribe News Feeds
To view all of your available subscriptions and subscribe/unsubscribe:

1) While logged on, click on your username at the top right corner of the page and then select ‘Settings’.

News Tasks (3) Records Reports Actions Jane Trams -
Profile
U.S. Deportment of Transportation
Federal Transit Administration m

Sign Qut
1 TR vane Trams received kudos from Civil Rights1 TRAMS

s,
st Thanks for helping out, Job well done!
All » 23 minutes ago Comment

2) From the left navigation menu, select ‘News’.
3) To subscribe to a feed, click either the ‘All’ or ‘Personalized’ link below the feed’s name.

a) Clicking ‘All’ subscribes you to all events added to that feed. A check mark will indicate that you
have subscribed to ‘All’.

b) Clicking ‘Personalized’ subscribes you to only events added to that feed and targeted specifically
to a group in which you're a member. Check with your system administrator before enabling it as
they will need to configure this option. A person icon will indicate that you have subscribed to
‘Personalized’.
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Records Reports Actions

L.5. Department of Transporation
Federal Transit Administration - .
The following feeds are available

Regional Use the links below each feed to manage your subscription
News »

Password

Third-Party Credentials TrAMS 1.0

TrAMS Grant Management
Contains general news and updates for the TrAMS Application
l Subscribe to: All + Personalized l

4) To unsubscribe from a feed, click the ‘Unsubscribe’ link below the feed’s name. Once you
unsubscribe, you will no longer see events in your ‘News’ tab from that specific feed.

News Tasks Records

Reports Actions

U.5. Depariment of Transporiation
Fedaral Transit Administration - -
The fellowing feeds are available

Regional Use the links below each feed to manage your subscription
News »

Password

Third-Party Credentials UL L

TrAMS Grant Management +
Contains general news and updates for the TrAMS Application

Unsubscribge

5) You can also unsubscribe from a feed from the ‘News’ tab directly by positioning your cursor over an
event and then clicking the ‘Unsubscribe’ button that appears.

Note: If you do not wish to see the system’s automatic posts about grants, you can unsubscribe from
the ‘TrAMS Grant Management’ news feed.
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3 User Access and User Management
3.1 Accessing TrAMS

3.1.1 Logging into TrAMS

The TrAMS web system may be accessed through a web browser.

To access TrTAMS:

1) Open a web browser and enter the TrAMS web address, https://faces.fta.dot.gov/suite/.

U.5. Department of Transporiation
Federal Transit Administration

WARNING WARNING WARNING
You have accessed a U.S. Government information system, which includes (1) this
computer, (2) this network, (3) all computers connected to this network, and (4) all
devices and storage media attached to this network or to a computer on this
network. U.S. Government information systems are provided for the processing of
official U.S. Government information only. Unauthorized or improper use of this
information system is prohibited and may subject you to disciplinary action, as well
as civil and criminal penalties. All data contained on U.S. Government information
systems is owned by the U.S. Government and may, for the purpose of protecting
the rights and property of the U.S. Government, be monitored, intercepted,
recorded, read, searched, copied, or captured in any manner and disclosed or used
for any lawful government purpose at any time. THERE IS NO RIGHT TO
PRIVACY IN THIS SYSTEM. System personnel may give to law enforcement

afficiale anu natantial Avdidancn af cricna faund an 1L S Cavarnmant infarmatinn

| AGREE

2) Read the security policy and select ‘I AGREE’

3) Enter the appropriate Username and Password

U.5. Department of Transportation
Federal Transit Administration

Remember me on this computer

Forgot your password? SIGN IN

Click ‘Sign In’
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For more detailed information on accessing TrAMS refer to Section 4 User Access, and Section 4.3.3
New User Login within the FACES User Guide.

3.1.2 User Name and Password

In order to log into TrAMS, users need a user name and password. A user’s email address is used in
TrAMS as their user name. TrAMS user names and passwords are case sensitive.

New users should contact their organizations ‘User Manager’ in order to obtain access to TrAMS. After
the User Manager has added the users contact information into TrAMS the user will receive an email
from TrAMS indicating that the account has been created. Users will need to use the ‘Reset Your
Password’ option to initially set their password.

For more detailed step-by-step instructions on the login process (including screenshots) refer to Section
4.3 Logging In within the FACES User Guide.

Note: All users that had access to TEAM will be automatically added into TrAMS. The users email
address from TEAM will be the users TrAMS user name. Their user name will be created
using lower case. The system will send an email notification to all new recipient users with
their username and instructions to set their new password.

3.1.3 Passwords

TrAMS will allow you to update or change your password or request a password reset from the login
screen. Both new users and users that have forgotten their password should use this option.

For more detailed step-by-step instructions on the login process (including screenshots) refer to Section
4.5 Passwords within the FACES User Guide.

3.2 User Records

3.2.1 Introduction

A User Record includes all information directly related to the user’s Profile (e.g., name, address, title, and
role(s), audit history). It also includes all news items specific to the user and any Kudos received. Users
may see other staff members’ User Summary page and User Details within their organization.

Each user may manage their own Profile information. Some user information may be edited by the
individual user and some user information must be managed by a user’s User Manager(s), Supervisor(s),
Local Security Manager(s) (LSMs), and Global Security Manager(s) (GSMs).

For more information on the User Record, refer to Section 3 User Records within the FACES User Guide.

3.2.2 TrAMS User Roles

Each recipient organization will have a User Manager assigned to them and it will be the User Manager’s
responsibility to assign roles to each user within their organization. Recipient users will be assigned one
or multiple roles. The roles assigned to a user control the ‘Actions’ that a user will have access to and the
‘Tasks’ that the system assigns to the user. Recipient users are limited to viewing the data for the
recipient organizations that the user belongs to.
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The following table lists the available user roles that may be assigned to recipient users and the system
actions that these roles provide access to (Refer to ‘Appendix B - TEAM vs. TrAMS’ for equivalent

TEAM roles).

User Role & Description

Available Actions

Tasks Assigned

Read Only - View only

Note: * The Read Only role cannot be
assigned at the same time as any other
recipient roles within a single recipient
organization.

Search Applications/Awards
Search Recipient
Organizations

Search FFR and MPR for
Review

Search DBE Reports
Application Budget by ALI
Report

Application by Status Report
Application Budget Report
Application Discretionary
Allocation Detail Report
TrAMS User Detail Report
FFR Detail Report

Recipient POC Detail Report
MPR Detail Report

Project Scope Budget Report
Project Budget Report

N/A

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

ALL Read-Only role actions
Add New System User
Deactivate System Users

N/A

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

ALL Read-Only role actions
Create Application

e Submit and
Transmit
Application

e Re-Submit
Application

e Complete Sub-
Allocations

Developer - Creates and edits
applications and their details; creates,

ALL Read-Only role actions
Create Application
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User Role & Description Available Actions Tasks Assigned

edits, and deletes applications’ projects
and their details; validates draft
applications (but CANNOT transmit or
submit); creates and edits post-award
activities (amendments, budget revisions,
and closeouts)

Official - Executes grant/cooperative ALL Read-Only role actions e Execute
agreements; certifies (PINs) the annual Application
Certifications & Assurances; adds, edits,
and deletes direct recipients and formula
program sub-allocations (if designated
recipient)

Attorney - Prepares and submits/uploads | ALL Read-Only role actions N/A
recipient legal documents; certifies
(PINs) the annual Certifications &

Assurances

Civil Rights - Updates civil rights ALL Read-Only role actions e Submit DBE Report
program compliance and documents; e Update DBE Report
completes and submits DBE reports

FFR Reporter - Prepares and submits ALL Read-Only role actions e Complete FFR
Federal Financial Reports e Update FFR

MPR Reporter - Prepares and submits ALL Read-Only role actions e Complete MPR
Milestone Progress Reports e Update MPR

3.2.3 Searching for User Records

Users may view and edit their own profile information and view other users within their organization.
You may access your own user record by selecting the ‘Profile’ option from the account information at
the top right hand corner or by searching within the ‘Users’ from the ‘Records’ tab.

3.2.3.1 Profile access from Account Information
You can access your profile information from the Account Information area.
For more detailed step-by-step instructions on accessing your profile information (including screenshots)
refer to Section 4.3.4 Accessing Your Record within the FACES User Guide.

3.2.3.2 Searching from the Records Tab

)

You may find your own or to find other users profile(s) from within your organization from the ‘Records
tab in TrAMS.
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For more detailed step-by-step instructions on finding other user profiles (including screenshots) refer to
Section 6.1 Locating a User Profile from the Record Tab within the FACES User Guide.

3.3 Working with your own Record

3.3.1 Users Summary Page

The Users summary page is the landing page when a user either selects the ‘Profile’ option from their
account information at the top right hand corner or they choose themselves or another user from the’
Records’ tab. This page consists of the users’ business card and news items related to the user. Users
may customize their page by uploading a background, adding a profile picture, or adding some brief text
such as their business title.

When viewing others users summary pages, users will have the option to select to follow them or to
provide them with kudos.

3.3.1.1 Customize Summary Page
Users may customize their business card by adding a profile picture, a background, and/or text.
For more detailed step-by-step instructions on customizing your summary page (including screenshots)
refer to Section 5.1 Customizing the User Summary Page within the FACES User Guide.

3.3.1.2 Adding/Changing Profile Picture

Users may select to add or update their profile picture. This profile picture will be associated with the
user and will be displayed alongside any posts attributed to them.

For more detailed step-by-step instructions on adding/changing your profile picture (including
screenshots) refer to Section 5.1.1 Adding/Changing Profile Picture within the FACES User Guide.
3.3.1.3 Adding/Changing Background

Users may modify the background of their business card. This image will be seen when other users view
your summary page.

For more detailed step-by-step instructions on adding/changing the background of their business card
(including screenshots) refer to Section 5.1.2 Adding/Changing Profile Background within the FACES
User Guide.

3.3.1.4 Follow Users

To automatically see posts attributed to other users, a user may choose to follow others. By following a
user their posts will automatically appear in their News feeds. Users may select to follow users from the
News tab (Refer to Follow/Unfollow User) or from selecting their Profiles.

For more detailed step-by-step instructions on following a user (including screenshots) refer to Section
6.2 Following Another User within the FACES User Guide.

Version 1.1 Information in this document is proprietary to FTA Page 56
Unclassified — For Official Use Only



A

Federal Transit Administration
TrAMS User Guide - Recipient Organization

3.3.1.5 Provide Kudos

Kudos is a way to praise another user's work. Kudos will display for a user under their business card on
the Users Summary page. Kudos may be provided from the News tab (Refer to Kudos) or by locating
the users profile from the ‘Records’ tab. Kudos will be visible to all users that visit the user’s profile

page.
For more detailed step-by-step instructions on following a user (including screenshots) refer to Section
6.3 Provide Kudos to Another User within the FACES User Guide.

3.3.2 Viewing User Details

This is a ‘view only’ page; users are able to see their own profiles and the profiles of other users within
their organization. User Details are split between multiple pages for legibility: the User Details page, the
User Roles page, and the History page.

3.3.2.1 User Details Page

The User Details page consists of two groups of essential information about the user: account information
and contact information.

For more detailed step-by-step instructions on viewing the User Details page (including screenshots) refer
to Section 6.4.1 User Details Page within the FACES User Guide.
3.3.2.2 User Roles Page

The User Roles page consists of two main parts: a Roles section, and, if applicable, a section listing User
Managers for the selected user.

For more detailed step-by-step instructions on viewing the User Roles page (including screenshots) refer
to Section 6.4.2 User Roles Page within the FACES User Guide.
3.3.2.3 History Page

The History page contains user audit information. It consists of three sections: Role History, Account
History, and Profile History.

For more detailed step-by-step instructions on viewing user’s audit history (including screenshots) refer to
Section 6.4.3 History Page within the FACES User Guide.
3.3.3 Related Actions

By selecting ‘Related Actions’ users will be provided with additional options that can be performed on
their User Record.

For more detailed step-by-step instructions on viewing a user’s Related Actions (including screenshots)
refer to Section 5.2 Related Actions within the FACES User Guide.

3.3.3.1 Related Actions: Edit User Profile

All recipient users can edit their own user profile (name, contact information, and business address) using
a profile related action.
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For more detailed step-by-step instructions on editing a user profile (including screenshots) refer to
Section 5.2.1 Related Action: Edit Profile within the FACES User Guide.

3.3.3.2 Manage User PIN

TrAMS employs a PIN-based system to add security to some of its functions. A four-digit numeric
Personal Identification Number (PIN) code, as set by the users themselves, will be required to complete
specialized actions only available to specific user roles (Submitter, Attorney, and Official). For a recipient
organization, these actions include formally submitting an application to FTA for review as the Submitter,
executing an application as the Official, and signing off on Certifications and Assurances as either the
Official or Attorney.

3.3.3.3 Create/Update PIN

If the User Manager for your organization elects to add one or more of the PIN-based roles (Submitter,
Attorney, and/or Official) to your user record, you will gain access to a new Related Action to set your
personal four-digit PIN code.

For more detailed step-by-step instructions on creating or updating your PIN (including screenshots) refer
to Section 5.2.4 Related Action: Creating a PIN and Section 5.2.5 Related Action: Changing the PIN
within the FACES User Guide.

3.3.3.4 Related Action Set Security Questions/Answers

New user accounts are automatically assigned a ‘Task’ to set up an initial set of Security Questions and
Answers (Q&As) to ensure the security of the account and to provide a mechanism to re-establish access
when lost due to a lockout, etc.

For more detailed step-by-step instructions on setting up security questions and answers (including
screenshots) refer to Section 5.2.2 Related Action: Set Security Questions/Answers within the FACES
User Guide.

3.3.3.5 Related Action: Manage Security Questions/Answers

Users can update or change their security questions/answers from the Related Action: Manage Security
Questions/Answers.

For more detailed step-by-step instructions on changing security questions and answers (including
screenshots) refer to Section 5.2.3 Related Action: Manage Security Questions/Answers within the
FACES User Guide.

3.3.1 A Locked Account

Users with locked accounts can still log onto the FTA platform but they will be unable to complete any
actions on their account or specific to their roles. The standard tabs (News, Tasks, Records, Reports, and
Actions) will contain a limited amount of data and security-related actions. For example, no tasks will be
available.

Locked users can unlock their accounts using one of two methods: (1) correctly answering their existing
security questions; or (2) submitting an unlock request. Both methods are available via a single action on
the Actions tab. It is preferred that all users attempt to self-unlock their accounts by answering their
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previously setup security questions before submitting an unlock request; this is the quickest and most
efficient route to unlocking an account. Once an account is unlocked, the user’s access privileges will be
fully restored.

3.3.1.1  Answer Security Questions

If the account is locked and security questions were previously set up, the user can attempt to unlock the
account by answer their security questions through the Unlock Account link on the Actions tab.

For more detailed step-by-step instructions on unlocking your account by answering your security
questions (including screenshots) refer to Section 5.3.1 Answer Security Questions within the FACES
User Guide.

3.3.1.2 Submit Unlock Request

If a user has not set up security questions or cannot remember their answers, they can submit an unlock
request by selecting Unlock Account on the Actions tab.

For more detailed step-by-step instructions on unlocking your account by submitting an unlock request
(including screenshots) refer to Section 5.3.2 Submit Unlock Request within the FACES User Guide.

3.4 User Manager Responsibilities

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

Create new users

Deactivate users

Reactivate users

Assign new roles to users
Edit user profile information
Recertify users

For more detailed information about user management responsibilities refer to Section 7.1 User
Management Responsibilities within the FACES User Guide.
3.4.1 Action: Create New User

User Managers have access to the Action ‘Create New User’. This action allows the User Manager to add
new users for their recipient organization(s).

For more detailed step-by-step instructions on creating a new user (including screenshots) refer to Section
7.2.1.1 Organization and External Users within the FACES User Guide.
3.4.1.1 Assigning User Roles

Users are assigned roles during the user creation process. The User Manager adds roles based on a user’s
access and permissions. Security rules govern which types of roles can be added or removed from a user.

For more detailed step-by-step instructions on assigning and managing user roles (including screenshots)
refer to Section 7.3.2. Related Action: Manage User Roles within the FACES User Guide.
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3.4.2 Action: Create Multiple Users

If more than one user needs to be created for a recipient organization the User Manager may “bulk load”
users into the system through the use of a CSV (Comma Separated Values) file.

For more detailed step-by-step instructions on the bulk upload process (including screenshots) refer to
Section 7.2.3 Create Multiple Users within the FACES User Guide.
3.4.3 Action: Review Role Requests

Some roles added by User Managers require elevated approvals (Submitter, Official, and Attorney).
When these roles are added, a role request is generated.

For more detailed step-by-step instructions on reviewing role requests (including screenshots) refer to
Section 7.3.5 Action: Review Role Requests within the FACES User Guide.
3.4.4 Action: Manage Role Documentation

Some roles require justification for their assignment to a specific user. The TrAMS Submitter, Attorney,
and Official roles require a Delegation of Authority letter from the agency’s CEO justifying the
assignment of the role to the specific user. Justification documentation can be uploaded in advance of role
assignment via the Manage Role Documentation action or uploaded at the time the role is added on the
Manage Roles form.

For more detailed step-by-step instructions on uploading role documentation (including screenshots) refer
to Section 7.2.2 Action: Manage Role Documentation within the FACES User Guide.
3.4.5 Action: Review Unlock Requests

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

For more detailed step-by-step instructions on reviewing unlock requests (including screenshots) refer to
Section 7.3.6 Action: Review Unlock Request s within the FACES User Guide.
3.4.6 Updating Existing User Records

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

For more information on managing user records refer to Section 7.3 Managing User Records within the
FACES User Guide.

3.4.6.1 Related Action: Edit User Profile
User Managers may edit the user profile using the Related Action: Edit User Profile.

For more detailed step-by-step instructions on editing the user profile (including screenshots) refer to
Section 7.3.1 Related Action: Edit User Profile within the FACES User Guide.
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3.4.6.2 Related Action: Deactivate User
User Managers may deactivate a user using the Related Action: Deactivate Users.
For more detailed step-by-step instructions on deactivating users (including screenshots) refer to Section
7.3.3 Related Action: Deactivate Users within the FACES User Guide.

3.4.6.3 Related Action: Reactivate User
User Managers may reactivate users using the Related Action: Reactivate Users.
For more detailed step-by-step instructions on reactivating users (including screenshots) refer to Section
7.3.4 Related Action: Reactivate Users within the FACES User Guide.

3.4.6.4 Related Action: Manage User Roles

User roles must be assigned at the time of user creation and may be updated at any time by selecting the
‘Manage User Roles’ related action. Each user may be assigned multiple roles.

For more detailed step-by-step instructions on managing user roles (including screenshots) refer to
Section 7.3.2 Related Action: Manage User Roles within the FACES User Guide.
3.4.6.5 Related Action: Unlock User

If a locked user has submitted an unlock request, an additional related action will become available on the
user’s record, Unlock Account. This related action allows a User Manager to unlock a user directly from
the user’s profile. It is intended as a backup method of unlocking an account.

For more detailed step-by-step instructions on unlocking a user (including screenshots) refer to Section
7.3.7 Related Action: Unlock User within the FACES User Guide.
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4 Recipient Organization Management

The Recipient Organization module is where you can search, view, update, and perform reviews on
recipient organization details in TrAMS. User must be part of an organization or FTA in order to view or
update information for a recipient organization. New organization may be created by the FTA regional
Supervisors providing that they have an active record in the System for Award Management (SAM).

4.1 Search Recipient Organization Records

Users may find their recipient information by either searching from the ‘Actions’ tab ‘Search Recipient

Organization’ or by selecting the ‘Recipient Organization’ record from the ‘Records’ tab. Additionally,
you are able to navigate to your organization record from any application or awards ‘Summary’ page by
simply clicking the Recipient ID hyperlink located on that page (Refer to “Working with Applications’).
411 Searching Recipient Organization from Records Tab

Users may search for recipient organizations using the ‘Actions’ tab.
1) Click ‘Search Recipient Organizations’.
News Tasks (3) Records Reports Actions

L.5. Department of Transportafion
Federal Transit Administration Search Applications / Awards

Search and View Existing Application / Awards

All ~

Starred 7 Search DBE Report

Applications Search Existing DBE Reports
TrAMS 1.0 =

Search FFR and MFPR for Review
Search Federal Financial and Milestone Progress Reports for Review

Search Recipient Organizations
Search and View Existing Organization Profiles

2) The “View Recipient Profile | Search Recipients in TrAMS’ form will be displayed with search
criteria fields. Note that none of these fields are required. You will be able to complete the following:

a) Enter the recipient organization’s ID into the ‘Recipient ID’ field.

Note: Recipients that are associated with only one organization will not be able to choose a ‘Recipient
ID’; your recipient ID will be automatically selected for you.

b) Enter the recipient organization’s name in the ‘Recipient Name’ field.

c) Select the recipient organization’s status in TTAMS from the drop-down menu provided under the
‘TrAMS Status’ field.

d) Select the recipient organization’s status in SAM.gov from the drop-down menu provided under
the ‘SAM Status’ field.
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e) Select a cost center from the drop-down menu provided under the ‘Cost Center’ field.

3) Once all desired search criteria have been entered, click the ‘Continue’ button.

View Recipient Profile | Search Recipients in TTAMS
Enter Search Criteria

Recipient ID
9900

Recipient Name

Input all or part of a recipient organization’s name (e.g. "Washington™)
TrAMS Status

Active

SAM Status

Any

Cost Center

Any

Cancel Continue

IIIIIIIIII

4) The “View Recipient Profile | Search Results’ form will be displayed. To access the recipient record,
click on the ‘Recipient ID’ hyperlink of the desired recipient organization.

View Recipient Profile | Search Results

Select a recpient to navigate to its dashboard

Recipient . Recipient Recipient Recipient Cost SAM TrAMS

1D T Recipient Name Acronym DUNS Center Status Status
; Trams Transit -

9900 \ Organization TRAMS 959999599 78400 ACTIVE Active

Hyperlink

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

1) Click on the ‘Recipient Organization’ record type to view the record for your recipient organization.
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Records Reports Actions

L.5. Department of Transportation

Federal Transit Administration Records

All » & Application Help Records
"= iew Help Material for Specific Applications
& Applications / Awards
"= List of All Applications / Awards for Your Organization
E Projects
List of All Projects for Your Organization
& Recipient Organization
| — |

Wiew Profile Information for Your Organization

2) The recipient organizations that you belong to will be displayed.

3) If multiple organizations are displayed you may filter using the search box and typing the
organization name in full or in part, or simply scroll down the page to find the organization you want
to view.

4) Click on your recipient organization’s name, which is a hyperlink which will take you directly to your
recipient organization record’s ‘Summary’ page.

News Tasks (1) Records Reports Actions D Submitterl TRAMS - Appian

U.5. Beporiment of Transpertation

resemont acmmnaion. | RECipient Organization
Trams Transit Organization | TRAMS <————— Hyperlink

Recipient ID:9300
TrAMS Status: Active
All» SAM Status: ACTIVE

5) To view additional details for the recipient organization select an item from the left hand navigation
or select the ‘Related Actions’ tab if you need to make modifications.

6) To return to the list of organization records click the ‘Recipient Organization’ hyperlink at the top of
the ‘Summary’ page.
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[] submitter1 TRAMS -

News Tasks (1) Records Reports Actions

Hyperlink

U.5. Department of Transportation Records / Recipient Organization
Federal Transit Administrati i H i
ealtansit Adminstaion — Trams Transit Organization | TRAMS
Summary » - .
News i TrAMS Profile Information
Related Actions Recipient ID TrAMS Status
Applications/Awards 9900 Active
TrAMS Users Recipient Acronym Geographic Location Code
Locations TRAMS
Designated Recipient Recipient Alias NTD Code
Suballocations TrAMS Transit
Recipient Cost Center Is MPO?
75400 No
Is State DOT? Recipient ID of MPO

No

4.2 Viewing Recipient Organization Records and Related Actions

421 Summary

The ‘Summary’ page is the landing page after selecting an organization to view. It contains high level
information concerning the organization including:

TrAMS Profile Information
SAM Profile Information
Payment Information
Locations

The ‘Summary’ page is in read-only format for all users. To make updates to the TrAMS profile,
payment, or location information contact your FTA regional representative or grant manager.

SAM profile information changes must be made directly in SAM and is synced nightly with SAM.
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Trams Transit Organization | TRAMS

TrAMS Profile Information
Recipient ID
go0o0

Recipient Acronym
TRAME

Recipient Alias
TraAMS Transit
Recipient Cost Center
TE400

Is State DOT?

Mo

Recipient 05T Type
Transit Authority

Is Designated Recipient?
Mo

SAM Proefile Information

Legal Business Name
Trams Transit Onganization

DEA Mame

DUNS
BopoRGEED

Website
Mo Website in profile

Payment Information

ECHO Mumber
123458782

REGU?
Mo

OPALC?
Mo

Locations

Name Address Line 1
Headguarters 1224 Main 5t
Physical Address. 1234 Main S5t

Mailing Address 1224 Main 5t

4.2.2 News

This feature has not yet been implemented. In the future users will use this feature to see news feeds that

are related to their organization.

Version 1.1

Address Line 2

Information in this document is proprietary to FTA

TrAMS Sfatus
Artive
Geographic Location Code

NTD Code

Is MPO?
Mo

Recipient |0 of MPO

Is DEE?
Mo

Assistance®
Mo

S5AM Status
ACTIVE

5AM Expiration Date

120172017

SAM Website

Click here to update the organization's Profile in SAM

FY End Date
12031

WCF?
Mo

T5C?

City State

Crando FL 12345
Orlando FL 12
Crlando FL 12245
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4.2.3 Applications/Awards

You may see a list of all applications and awards that are associated with your organization both current
and past. Along with the application / award FAIN it will display the name, last updated by, last update
date, and the current status of the application /award. Each amendment associated with an award will be
displayed separately. A FAIN will be displayed as a hyperlink to provide easy access to the details of
each application / award.

To view the ‘Applications/Awards’ for a recipient organization:

1) Click on the ‘Applications/Awards’ from the left navigation menu.

News Tasks (1) Records Reports Actions m Submitterl TRAMS ~
U.5. Department of Transportation Records / Recipient Organization
Fesermanstaamesraton— Trams Transit Organization | TRAMS
Summary » . .
News it TrAMS Profile Information
Related Action Recipient ID TrAMS Status
Applications/Awards 9900 Active
TrAMS Users Recipient Acronym Geographic Location Code
Locations TRAMS
Designated Recipient Recipient Alias NTD Code
Suballocations TrAMS Transit
Recipient Cost Center Is MPO?
78400 No
Is State DOT? Recipient ID of MPO

No

2) The applications/awards associated to the recipient are listed and displayed in grid format under the
‘Applications’ section. If there are no applications associated, the grid will be empty.

3) Click on the ‘FAIN’ of the desired application/award to move the application record.

Records / Recipient Organization

Trams Transit Organization | TRAMS EES

Recipient Information

Recipient ID Recipient Name

2800 Trams Transit Organization
Recipient DUNS Acronym

SE2E59528 TRAME

Applications

FAIN Apglication Name Last Updated By Last Updated Status
FL-2016-001- icati i . i [
- 2 ganrl?rple TrAMS Application for User Guide Purposes jane.trams@yahoc.com  Mar 14, Z0HE Eﬁ]brl\_.lnf\;isé%nedf Ready for
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4) When more than 25 application / awards exist, use the arrows on the bottom of the page to display the
additional applications.

FL-85-X001-00 KeyWest Sep 10, 2015 Aclive Award / Inactive Amendment

FL-16-X008-01  Elderly and Persons with Disabiliti Sep 08, 2015 Active (Executed)
4 4 1-250f373 » M

4.2.4 TrAMS Users

You may view all users that are associated with your organization from the ‘TrAMS Users’ page. For
each user it will display their name, contact information (email and phone), and the user roles that have
been assigned to them. Refer to User Manager Responsibilities section to add or modify users to your
organization.

To view TrAMS users associated with the organization:

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

News Tasks (1) Records Reports Actions D Submitterl TRAMS -

U.5. Depariment of Transportation Records / Recipient Organization

Federal Transit Administrati i H i
eaitansit Adminisieton— Trams Transit Organization | TRAMS
Summary » " .
i TrAMS Profile Information
News
Related Actions Recipient ID TrAMS Status
Applications/iwards 9900 Active
Recipient Acronym Geographic Location Code
Locations TRAMS
Designated Recipient Recipient Alias NTD Code
Suballocations TrAMS Transit
Recipient Cost Center Is MPO?
78400 No
Is State DOT? Recipient ID of MPO

No

2) The TrAMS users associated to the recipient are listed and displayed in grid format under the ‘Users’
section. If there are no TrAMS users associated, the grid will be empty.
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Records [ Recipient Organization

Trams Transit Organization | TRAMS

Recipient Information

Recipient ID Recipient Name
ga0o0 Trams Transit Organization
Recipient DUN S Acronym
el ] TRAMS
Users
First Name Last Name Email Phone User Roles
Submitier, 2200
Adtorney, 8900
Orfficial, 2800
Jane Trams jane.trams@yshoo.com 202-555-1234 MPR Reporter, BE00
FFR Reporter, 2200
Civil Rights, 2800
User Manager, 2200
Johm Trams dmi_mark2{@yahoo.com 123453788 Developer, 8200
Roy Trams mark_schoii@yahoo.com 123458750 VD pes \HENH]

Civil Rights, 2800

4.2.5 Locations

Each organization may be associated with multiple urbanized areas and/or multiple congressional
districts. The Locations page displays all the UZA’s that the recipient is associated with and
congressional district that they belong to. Congressional districts may be added from the ‘Related
Actions’ menu associated UZA’s are managed by FTA.

To view the ‘Locations’ for a recipient organization:

1) Click on the ‘Location’ from the left navigation menu.

News Tasks (1) Records Reports Actions D Submitterl TRAMS -
U.5. Depariment of Transportation Records / Recipient Organization
Fessrainansitaaminsiaten — Trams Transit Organization | TRAMS
s - " .
ummary TrAMS Profile Information
News
Related Actions Recipient ID TrAMS Status
Applications/Awards 9900 Active
= a Recipient Acronym Geographic Location Code
w TRAMS
Designated Recipient Recipient Alias NTD Code
Suballocations TrAMS Transit
Recipient Cost Center Is MPO?
75400 Mo
Is State DOT? Recipient ID of MPO
No
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2) The ‘Urbanized Areas (UZA) and States’ section displays the UZAs and states associated with the
recipient organization. If there are no UZAs and states associated, the grid will be empty.

3) The ‘Congressional Districts’ section displays all Congressional Districts associated with the recipient
organization. If there are no Congressional Districts associated, the grid will be empty.

Records / Recipient Organizafion
Trams Transit Organization | TRAMS [EE8
Recipient Details

Recipient ID Recipient Mame
2800 Trams Transit Orgenizstion

Urbanized Areas (UZA) and States

States and UZAs

Area Name UZA Code
Orlando, FL 120660
Florids 120000

Congressional Districts

Congressional District State Representative Name

5 Florida Corrine Brown

4.2.6 Designated Recipient

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

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

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

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

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

If your organization is a designated recipient, you will see the funding programs and UZA’s that you are
associated with on the ‘Designated Recipient’ page.

Designated recipient details information may be updated by the FTA after verifying that organizations
have the appropriate documentation for the requested changes

All recipient users have view access only to the ‘Designated Recipient’ information. To view the
Designated Recipient details for your recipient organization:

1) Click on the ‘Designated Recipient’ from the left navigation menu.
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News Tasks (1) Records Reports Actions D Submitterl TRAMS -
U.5. Department of Transportation Records / Recipient Organization
Federal Transit Administrati i H i
eaitansit adminstation —— Trams Transit Organization | TRAMS
Summary » ) .
¥ TrAMS Profile Information
News
Related Actions Recipient ID TrAMS Status
Applications/Awards 9900 Active
TrAMS Users Recipient Acronym Geographic Location Code
Locatig TRAMS
Designated Recipient Recipient Alias NTD Code
ubanotato TrAMS Transit
Recipient Cost Center Is MPO?
75400 No
Is State DOT? Recipient ID of MPO
No

2) The formula programs associated with the Designated Recipient(s) are listed and displayed in grid
format under the ‘Designated Recipient Details’ section. If your recipient organization is not a
designated recipient, the grid will be empty.

Trams Transit Organization | TRAMS B8

Recipient Information
Recipient ID Recipient Name
9500

Recipient DUNS Acronym
99050XX TRAMS

Trams Transit Crganization

Designated Recipient Details

Funding Program UZA Code Area Hame
5307-24 120000 Flanda
531014 120000 Flarida
5337 120690 Ovlando, FL
5307-24, 120690 Owlando, FL

View Suballocations

Select Fiscal Year
2016 -
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3) Suballocations will be populated after the Submitter has finalized the apportionment allocations.
4) You may click on the ‘Split Letter’ Document hyperlink to view the split letter.

View Suballocations

Select Fiscal Year

2016 B

Suballocations for FY2016
Select a suballocation to see further details

[[1  UZA Code Funding Program Initial Allocation Current Suballocation Remaining Suballocation Split Letter

[ 120690 5307-2A $108,000.000 $50,000,000 $58.,000,000 Split letter

4.2.7 Suballocations

If your organization is a ‘Direct Recipient’ organization you may view the amount of funds that has been
suballocated to your organization by selecting ‘Suballocations’. All recipient users have view access only
to the ‘Suballocations’ information.

To view the ‘Suballocations’ for a recipient organization:

1) Click on the ‘Suballocations’ from the left navigation menu.

News Tasks (1) Records Reports Actions D Submitterl TRAMS - |
U.5. Department of Trensportation Records / Recipient Organization
Federal Transit Administrati H H H
eaitansit Adminstaion — Trams Transit Organization | TRAMS
Summary » - .
i TrAMS Profile Information
News
Related Actions Recipient ID TrAMS Status
Applications/Awards 9900 Active
TrAMS Users Recipient Acronym Geographic Location Code
Locations TRAMS
Designated Recipient Recipient Alias NTD Code
TrAMS Transit
Recipient Cost Center Is MPO?
75400 No
Is State DOT? Recipient ID of MPO

No

2) The suballocations amount associated with your recipient organization is listed and displayed in grid
format under the ‘Suballocations’ section. If there are no suballocations associated, the grid will be
empty. By default all fiscal year information is displayed, you may elect to use the Fiscal Year drop
down box to select a single year to display.

3) You may click on the ‘Split Letter Document’ hyperlink to view the split letter

Records / Reciplient Organization

Trams Transit Organization | TRAMS 8
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Fiscal Year

All

Suballocations

Fiscal Year UfA Code Funding Program Suballocation Amount Split Lener Documant

2018

120690 5307-24 550,000,000

4.3 Managing Recipient Organization Details

4.3.1

Recipient Organization Record Related Actions

Updates to recipient organization information may be made from the ‘Related Actions’ available from the
left hand navigation. The following actions are available to all recipient users.

e Recipient Documents

e Civil Rights Information

e (ertifications & Assurances

e Fleet Status

e Congressional Districts

e Direct Recipients

e POC and Union Information

e Sync Recipient Organization With SAM

e Formula Suballocations

Note: All recipients may view and also may update recipient information, with the exception of ‘Civil
Rights Information” which must be submitted by users with the ‘Civil Rights’ user role, POC
information is managed by users with the ‘User Manager’ role. ‘Certifications & Assurances’
must be pinned by user with the ‘Official’ and those with the ‘Attorney’ role.
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U.5. Department of Transpertation Records / Recipient Organization

Federal Transit Administration

Summary

News

Related Actions »
Applications/Awards
TrAMS Users
Locations
Designated Recipient
Suballocations

Recipient Documents
Manage Recipient Documents

Civil Rights Information
Manage Civil Rights Information

Certifications & Assurances
Manage Certifications and Assurances

Fleet Status
Manage Fleet Status Information

Congressional Districts
Manage Recipient's Congressional Districts

Direct Recipients

Manage Direct Recipients Associated with Designated Recipient

POC and Union Information

Manage Recipient's Points of Contact and Union Information

Sync Recipient Organization With SAM

Sync with SAM System to Update Organization's SAM Information

Formula Suballocations
Manage Formula Program Suballocations

4.3.2 Related Action: Recipient Documents

A

Trams Transit Organization | TRAMS

All recipient users have the ability to manage documentation for their organization. Users may add or
view documentation from the ‘Recipient Documents’ related Action. Documents may not be deleted by

recipients once saved.

1) Click ‘Recipient Documents’.

2) The ‘Recipient Organization | Document Summary’ page will display.

3) Click ‘Add Document’ button to upload a document for your organization.
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Recipient Organization | Document Summary
Recipient Profile Information

RecipientID 9900 Recipient Name Trams Transit Organization

Existing Documents

Document Date

[} Context Document Type Document File Name Document Description Uploaded Uploaded By
[0 Legal Iﬁz%ilmﬁ\:rt‘l{lority Hydrangeas y::é ?g%gustiﬁcation for Mar 09, 2016 regiond Ism1
[0 Legal lﬁ%%ilm‘é‘:;'{'mty Chrysanthemum y::é ?g%iustiﬁcaﬁon for Mar 09, 2016 regiond. lsm1
Legal Authority User Role Justification for :
[0 Legal et Desert e Mar 09, 2016 regiond. lsm1
[ General General sample word demo purposes Jun 07, 2016 jane trams@yahoo.com

document.docx

Add Document Close

5) The ‘Recipient Organization | Add Documents’ page will display.
a) Select the ‘Document Context’ from the drop down list of values.

b) After selecting the ‘Document Context’ the ‘Document Type field will populate. Select a
‘Document Type’ value from the drop down.

¢) Provide a description of the Document in the ‘Document Description’ field.
d) Use the ‘Browse’ button to select a document to upload from your local drive or server.
e) Use the ‘Save button to complete the document upload process
6) To delete a document that you just uploaded prior to the save, click the ‘Remove’ link associated with

the newly uploaded document or select the ‘Cancel’ button to return to the ‘Recipient Organization |
Document Summary’ page.
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Recipient Organization | Add Documents
Recipient Information

Recipient ID 9900 Recipient Name Trams Transit Organization

Upload New Document

*Document | Select Document Context — |
Context

"Document Type | — Select Document Type —
*Document
Description

* Select Document I Browse. ..

Cancel Save

7) To view a previous uploaded document on the ‘Recipient Organization | Document Summary’ page,
click on the ‘Document File Name’ hyperlink.

Recipient Organization | Document Summary
Recipient Profile Information

RecipientID 9900 Recipient Name Trams Transit Organization

Existing Documents

[} Egﬁ?:;fm Document Type Document File Name Document Description B:}gaded Uploaded By
[0 Legal If}%%ilm,&;r:ll'lority Hydrangeas y::é ?g%iustiﬁcaﬁon for Mar 09, 2016 regiond. lsm1
[0 Legal lﬁ%%ilm‘é‘:;'{'mty Chrysanthemum y::é ?g%iustiﬁcaﬁon for Mar 09, 2016 regiond. lsm1
[0 Legal If}%%ilm,&;r:ll'lority Desert y::é ?g%iustiﬁcaﬁon for Mar 09, 2016 regiond. lsm1

[ General General zta)?frl:e\:ﬁ;icx demo purposes Jun 07, 2016 jane trams@yahoo.com
Add Document Close

4.3.3 Related Action: Civil Rights Information

To be eligible for FTA program funds all recipients agree to comply with all civil rights statutes and
regulations. Compliance is subject to FTA review prior to awarding of awards.

All recipient users are able to view their civil rights program status information. Users with the ‘Civil
Rights’ role assigned to them will be responsible for updating their civil rights compliance information.
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@

Compliance information submitted to the FTA will undergo a review process prior to being accepted.
Refer to the Civil Rights Management section for additional information.

To view civil rights compliance information for your recipient organization:

1) Click ‘Civil Rights Information’.

2) The ‘[Recipient Name] | Civil Rights Compliance’ form will be displayed for your recipient
organization. The form will contain a grid that contains:

a) The 4 programs that recipients must adhere to

b) The current status each of the programs

¢) Submission of compliance information for each of the programs

d) The date the FTA completed their review and concurred

e) Due date for the next compliance submission

f) Expiration date of the compliances.

3) To view additional information about each of the programs check the checkbox associated with the
Program and the ‘Continue button.

Trams Transit Organization | Civil Rights Compliance

Recipient Details

Recipient ID
9900

Status History

Program Name
EEQ Program
DBE Program

DBE Geal

R OO O 0O

Title W1 Program

Cancel

4) The ‘Civil Rights Compliance | [Program Name]’ form will be displayed showing the

Recipient Name
Trams Transit Organization

Program Status Submitted Date Concur Date
In Review - Returned to Grantee 2112/2016 2i1/2016
In Review - Returmed to Grantee 212016 2172016
In Review - Returned to Grantee 2172016 2i1/2016
In Review - Returned to Grantee 21112016 2i1/2016

a) Current status of the Program

b) History of the program Status

¢) Uploaded Documents

d) Comments provided for the program.
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5) Document contents may be viewed by clicking the ‘Document Name’ hyperlink.

6) Click the ‘Cancel’ button to return to the ‘[Recipient Name] | Civil Rights Compliance’ page and
select another program to view.

Civil Rights Compliance | Title VI Program

Recipient Details

Recipient ID
gaoo

Program Status

Status Date
Feb 1, 218

Program Status
In Review - Retumed to Grantee

Status History
Status
Caoncur
In Review - Submitted to FTA

Incomplete

Recipient Name
Trams Transit Organization

Due Date

Jam 1, 2017
Expiration Date
Dec 21, ZM8

Date

2112016 8:13 PM GMT+00:00

2112016 4:18 PM GMT+00:00

21112016 2:55 PM GMT+00:00

Existing Document Details

User

regiond.civilnights1

Jullie Anne Trams

regionS.supervisor

?:::mnt Document Name Program Begin and Date Uploaded Uploaded By
§ Sample document uploaded by FTA Regional Civil Rights 2/1r2016 8:04 PM . A o
Title VI T T T S e GMT+00:00 regiond.civilights1
i 5 o r User Gui rooses Onkv 2/12/2018 2:20 PM _ _
Title V1 Sample document for User Guide Purposes Only GMT+00:00 Usar Trams
Comments
Existing Comments
Remark by: Jullie Anne Trams at 2/1/2016 4:18 PM GMT+00:00
Recipient civil ights officer comments are opliona
P croll within the box to s2e all existing comments.
Cancel

7) When the ‘DBE Goals’ program is selected an additional section listing the DBE Goals will be shown
for the ‘Civil Rights Compliance | [Program Name]’ page.
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Program Status
Status Date Due Date
Aug 1, 2015 Aug 1, 2015
Program Status Expiration Date
In Review - Under FTA Review Sep 20, 20M5
Cycle Group
Group 1
DBE Goals
DEE Race Conscious Goal DEE Race Neutral Goal
0% 03
Owverall Goal

0%

Status History

4.3.4 Related Action: Certifications & Assurances

Recipients must annually certify that they are in compliance with Federal transit law as well as Federal
cross cutting requirements. When the annual Certification & Assurances are made available by FTA, the
system will send an email to the recipient’s Grants Point of Contact (POC), as well as users with the
‘Official’ and ‘Attorney’ roles in the organization. Recipients have 90 days to review and sign to approve
the Certification & Assurances. Reminder emails will be sent at 30, 10, and 5 days prior to the
Certification & Assurances due date.

To select and approve the set of Certifications & Assurances applicable to your recipient organization for
the current fiscal year:

Note: Both the recipients official and the recipients attorney will need to perform this action in order for
the Certifications & Assurances to be marked as approved. All other users may view.

1) Click ‘Certifications & Assurances’.

2) The ‘[Recipient name] | Certifications and Assurances’ form will be displayed for your recipient
organization.
a) Use the provided drop-down menu under ‘Select Fiscal Year’ to select the current fiscal year to
approve or if viewing to select the appropriate year to view.

b) Click the ‘Continue’ button.

Trams Transit Organization | Certifications and Assurances

Select Fiscal Year 2016 ﬂ
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3) If the Certifications & Assurances have not yet been published for the year, you will receive a
Warning message.

Certifications and Assurances | C&As Not Published

Warning

. Warning
|l warnine

The Certifications and Assurances have not been published by FTA for P 2018, Click the Close button to return to the prewvious screen and
select another fizcal year.

4) Otherwise you will be taken to the ‘Certifications & Assurances | FY [current FY] C&A
Affirmations’ form for the selected fiscal year.

a) As the Official and the Attorney you will be able to select any check boxes for required
certifications and assurances. To select all checkboxes at once check the checkbox next to
‘Category’.

Certifications & Assurances | FY 2016 C&A Affirmations

Recipient Profile Information

Recipient ID 9900 Recipient Name Trams Transit Organization

Certification and Assurance Information

Fiscal Year 2016 Assigned Date Feb 25 2016
Due Date May 25, 2016
Certified Date
Published Certifications and Assurances Document

FTA FISCAL YEAR 2016 CERTIFICATIONS AND ASSURANCES
534.5 KB

Certifications and Assurances

[ cCategory Title
O o REQUIRED FOR EACH APPLICANT
0 o LOBBYING
O o3 PROCUREMENT AND PROCUREMENT SYSTEMS
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b) As the Official you will be able to insert your 4 digit PIN number to approve the Certificates and
Assurances.

Affirmation of Applicant

Affirmation of
Applicant

Official's Name

Certification Date

BY SIGNING BELOW, on behalf of the Applicant, | declare that it has duly authorized me to make these Certifications and Assurances and
bind its compliance. Thus, it agrees to comply with all Federal statutes and regulations, and follow applicable Federal guidance, and comply
with the Certifications and Assurances as indicated on the foregoing page applicable to each application its Authorized Representative
makes to the Federal Transit Administration (FTA) in Federal Fiscal Year 2016, irrespective of whether the individual that acted on his or her
Applicant's behalf continues to represent it.

FTA intends that the Certifications and Assurances the Applicant selects on the other side of this document should apply to each Project for
which it seeks now, or may later seek FTA funding during Federal Fiscal Year 2016.The Applicant affirms the truthfulness and accuracy of
the Certifications and Assurances it has selected in the statements submitted with this document and any other submission made to FTA,
and acknowledges that the Program Fraud Civil Remedies Act of 1986, 31 U.S.C. 3801 et seq., and implementing U.S. DOT regulations,
“Program Fraud Civil Remedies,” 49 CFR part 31, apply to any certification, assurance or submission made to FTA. The criminal provisions
of 18 U.5.C. 1001 apply to any certification, assurance, or submission made in connection with a Federal public transportation program
autherized by 49 U.S.C. chapter 53 or any other statute

In signing this document, | declare under penalties of perjury that the foregoing Certifications and Assurances, and any other statements
made by me on behalf of the Applicant are true and accurate.
NOT SIGNED

INIA

Certify Affirmation

Official's Name

Title

Please note that this verification is being recorded under

the name of:
Certification Date 6/7/2016

Jane Trams
PIN
None

¢) Click the ‘Certify’ button to officially sign the Certificates & Assurances.
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Certify Affirmation

Please note that this verification is being recorded under

the name of:
Certification Date 6/7/2016

Official's Name Jane Trams
PIN |1234]
Title None

Affirmation of Attorney

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

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

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

Attorney’s Name
NOT SIGNED

Certification Date N/A
Certify Affirmation

Please note that this verification is being recorded under

the name of:
Certification Date 6/7/2016

Attorney's Name Jane Trams
PIN

Title None

d) A confirmation message will display after the official has pinned the Certificates & Assurances
indicating that the process is not complete until the Attorney has also logged his approval.

Certifications & Assurances | FY 2016 C&As Not Final

Confirmation Message

.- Notification

You have successfully logged the Afirmation of Applicant.

However, the Affirmation of Attorney has not been logged for FY 2016 C&As. The Attorney must also log approval for the C&As before they
are final.

Close

5) The attorney must repeat the above steps or if the attorney preceded the official then the official will
need to repeat the above steps in order for the C&A’s to be considered approved.
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Affirmation of Attorney

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

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

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

Attorney’'s Name
NOT SIGNED

Certification Date N/A

Certify Affirmation

Please note that this verification is being recorded under
the name of:
Certification Date 6/7/2016
Attorney's Name Jane Trams
PIN |4555
Title None

6) A success Message will be received when both the Attorney and the Official have successfully pinned
the Certifications and Assurances.

Recipient Organization | Certs & Assurances Executed

| a Success! I

Certifications and Assurances for FY 2015 have besn executed

4.3.5 Related Action: Fleet Status

Fleet information associated with your organization may be managed from the ‘Fleet Status’ related
action. Fleet Status may also be adjusted during the application transmission process when ‘Rolling
Stock’ budget activity line items are included in the application. The fleet information associated with an
organization at the time of award execution will be the fleet information associated with that award.

To view and manage fleet details applicable to your recipient organization:
1) Click ‘Fleet Status’.

2) The ‘Fleet Status | Recipient Fleet Summary’ form will be displayed.
3) Click the ‘Add’ button if you wish to add a new ‘Fleet Type’.
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Fleet Status | Recipient Fleet Summary

Recipient Profile Information
Recipient ID 9900 Recipient Name Trams Transit Organization

Existing Fleet

Fleet Type Peak Requirement Spares Spare Ratio Contingency Pending Disposal Total
[ Light Rail 5 2 40% 1 1 9
[ Heavy Rail 1 0 0% 1] 1] 1

@ Update Delete Close

4) The ‘Fleet Status | Recipient Fleet Summary’ form will be displayed. Complete the following under
the ‘Update Fleet Details’ section:

a) Use the drop-down menu provided under the ‘Fleet Type’ field to select the appropriate fleet
type. You will not be able to save more than one fleet type.

b) Enter a brief description of your fleet in the ‘Fleet Details’ field.
¢) Enter a positive number in the ‘Peak Requirement’ field.

d) Enter a positive number in the ‘Spares field’.

e) Enter a positive number in the ‘Contingency field’

f) Enter a positive number in the ‘Pending Disposal’ field’

5) Once all data has been entered.

a) Click the ‘Save’ button to return to the ‘Recipient Fleet Summary’ form. The new information
should now display in the grid.

b) Or click ‘Cancel’ to return to the summary form without saving
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Fleet Status | Fleet Details
Recipient Profile Information

Recipient ID 9900 Recipient Name Trams Transit Organization

Update Fleet Details

Fleet Type \Waterbourne
Select the Fleet Type to be added

Fleet Details  sail boats - for a pleasant commuting experience

Please provide a brief description of your fleet
Active Fleet

Peak Requirement 60

Please enter the number of Peak Requirements

Spares 6

Please enter the number of Spares
Inactive Fleet

Contingency |3

Please enter the number of Inactive Contingency Fleet

Pending Disposal |0| x

Flease enter Inactive Fleet thai are pending disposal

Save Cancel

6) To make updates to fleet information displayed, select the checkbox next to the ‘Fleet Type’ and click
the ‘Update’ button.

Fleet Status | Recipient Fleet Summary
Recipient Profile Information

Recipient ID 9900 Recipient Name Trams Transit Organization

Existing Fleet

Fleet Type Peak Requirement Spares Spare Ratio Contingency Pending Disposal Total
[  Light Rail 5 2 40% 1 1 9
[0 Heavy Rail 1 0 0% 1] 1] 1
[ Waterbourne 60 6 10% 3 ] 69

Add Update Delete Close
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7) An editable ‘Fleet Status | Fleet Details’ form will be displayed. The form will display the existing
fleet information for reference.

a) Click the ‘Save’ button after you have finished making all changes or

b) Click ‘Cancel’ to return to the Fleet Summary screen without making any changes.

Fleet Status | Fleet Details
Recipient Profile Information

Recipient IO 2300 Recipient Mame Trams Transit Organization

Existing Fleet Summary

| Existing Actve Fleat Il Existing Inactive Fleet
A_Peak G0 A_ Contingency 3
Requirement
B. Pending 0O
B. Spares §© Disposal
C. Total Active &8 C. Total Inactive 2
Flest (A + B} Flest (A + B}

. Spare Ratio (B/ 10%
A)

Total Fleet (I.C and G0
I.C)

Update Fleet Details

Fleet Type ‘\Waterbourne

Fleet Details  sail boats - for 2 pleasant commuting experience

Please provide 3 brief deseription of your fizet
Active Fleet

Peak Requirement 60

Please enter the number of Peak Reguiremeants

Spares B

i
=
o
]
i

Please enter the number of

Inactive Fleet

Contingency |r3|

Please enter the number of Inactive Contingency Fleet

Pending Disposal 0

Please enter Inactive Flest that are pending disposal
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8) If you wish to delete an existing fleet type, select the check box for the fleet type from the ‘Existing

Fleet’ grid and then click the ‘Delete’ button.

Fleet Status | Recipient Fleet Summary

Recipient Profile Information

Recipient I 8200

Existing Fleet
Fleet Type Peak Requirement Spares
[0 Light Rail 5 z
¥ Heawy Rail 1 ]
[0 ‘Waterbourne ao 5]

Recipient Mame Trams Transit Organization

Spare Ratio Contingency Pending Disposal Total
40% 1 1 &

0% ] 1] 1
10% 2 i} 74

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

4.3.6 Related Action: Congressional Districts

The Congressional District information associated with your recipient organization may be managed by
users in the recipient organization. Users may add and delete congressional districts. To update existing
district information, you will need to delete and add the district again.

To view and manage congressional districts applicable to your recipient organization:

1) Click ‘Congressional Districts’.

2) The ‘[Recipient Name] | Manage Congressional Districts’ form will be displayed. To add a new

Congressional District:

a) Use the provided drop-down menu under the ‘Congressional District’ field to select a

congressional district number.

b) Use the provided drop-down menu under the ‘State’ field to select the state that the congressional

district is located in.

¢) Enter the appropriate representative name for the new congressional district into the

‘Representative Name’ field.

d) Click the ‘Add’ button. The system will show the newly added district in the ‘Current

Congressional Districts’ grid.
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@

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

3)

4)

function on the U.S. House of Representatives website.

If you wish to delete a congressional district from the grid, select the check box for the congressional
district you wish to remove and then click the ‘Delete’ button. The system will remove the

congressional district from the grid.

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

Trams Transit Organization | Manage Congressional Districts

Current Congressional Districts

Congressional District State
O 1 Florida
O =2 Florida

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

U.5. House of Representatives Search
hittp:iwnweer house. gowrepresentatives find

Add New Congressional District

* Congressional | -- Select District # -
District

* State  -- Salect Siste —

* Representative
Name

Fields marked with * are required.

4.3.7 Related Action: Direct Recipients

Representative Mame

Mark Kelly

Hevin Lowe Il

Celste

Close

For organizations that are Designated Recipients, recipient users can view and manage the Direct
Recipients that are associated to the organization and available for apportionment suballocations.

To view and manage direct recipients applicable to your recipient organization:

)

Click ‘Direct Recipients’.

2) You will be taken to the ‘[Recipient Name] | Manage Direct Recipients’ form for the selected
recipient organization. The direct recipients associated with the recipient organization are listed and

Version 1.1
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Trams Transit Organization | Manage Direct Recipients

The following Direct Recipients are currently associated with this organization:

Direct Recipient Name DUNS
[0 Trams Transit Organization fixiea e o]
O Transportation, Florida Depariment Of 20a357102

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

4) Click the ‘Add’ button if you wish to add a direct recipient.
Trams Transit Organization | Manage Direct Recipients
The following Direct Recipients are currently associated with this organization:

Direct Recipient Name DUNS

No items available

ﬁ Delete Cancel

5) The ‘[Recipient Name] | Search for Direct Recipients’ form will be displayed.
a) Enter an organization’s 4 digit recipient ID into the ‘Recipient ID’ field and then
b) Click the ‘Search’ button.

¢) Clicking the ‘Cancel’ button on this form returns you to the ‘[Recipient Name]| Manage Direct
Recipients’ page.

Trams Transit Organization | Search for Direct Recipient
Enter a Recipient ID to search TrAMS for a direct recipient organization

Recipient ID

6) The ‘[Recipient Name] | Add New Direct Recipient’ form will be displayed.
a) Click the ‘Add’ button to add the recipient as a direct recipient.
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Trams Transit Organization | Add New Direct Recipient
Direct Recipient Organization Details

Name Trams Transit Organization
Grantee ID 9900
DUNS 999999999

Organization Type Transit Authority

Direct Recipient Locations

Location Type Address Address Line 2 City State ZIP

Headquarters 1234 Main St Orlando FL 12345
Physical Address 1234 Main St Orlando FL 12345
Mailing Address 1234 Main St Orlando FL 12345

b) Click the ‘Cancel’ button to return to the ‘[Recipient Name]| Manage Direct Recipients’ page.

7) After adding the system will return you to the ‘[Recipient Name] | Manage Direct Recipients’ form.
The newly added direct recipient will be added to the direct recipients grid.

8) To remove an existing direct recipient from the grid, select the check box for the direct recipient you
want to remove and then click the’ Delete’ button. The recipient will be removed from the grid.

Trams Transit Organization | Manage Direct Recipients

The following Direct Recipients are currently associated with this organization:

Direct Recipient Name DUNS

[]  Trams Transit Organization 999999999

ﬁ Delete Cancel

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

4.3.8 Related Action: POC and Union Information

The Point of Contact and Union information for your organization will be used to populate award POC
and Union information. The system also uses POC information to send email notifications about certain
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system activities (e.g. email reminders for C&A’s or notifications of award execution tasks). All users of
a recipient organization will have access to view POC and Union information.

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

To view and manage POC and union information applicable to your recipient organization:
1) Click ‘POC and Union Information’.

2) The ‘[Recipient Name] | Recipient Point of Contact/Union Information Search’ form will be displayed
for your recipient organization.

3) Click the ‘Add’ button to add a new point of contact.

Trams Transit Organization | Grantee Point of Contact/Union
Information Search

Grantee Information
Grantee ID 9900 Grantee Name Trams Transit Organization
Search Criteria

Tao view POC/Union Information, select a Contact Type from the list below and click on the "Search’ button.

Contact Type — All - ﬂ

Note: You must be logged on as your recipient organization’s User Manager to be able to add new POC
as shown in the following steps. All other users will see a read-only view of the screens. If you
are not a User Manager you will only see the ‘Search’ and ‘Cancel’ buttons.

4) The system will check to see if you are adding Union or POC not associated with a Union.
5) Select a radio button option:
a) Select ‘Yes, I want to create a new Union Point of Contact’ for Union Contacts
b) Select ‘No, I want to create a new Point of Contact not associated with a Union’, for all other type

of Contacts.

Will the new Grantee Point of Contact be entered for a Union?

Yes, | want to create a new Union Point of Contact
@' No, | want to create a new Point of Contact not associated with a Union

m Cancgl
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6) If ‘Yes, I want to create a new Union Point of Contact’ was selected the system will direct you to the
‘Recipient Points of Contact | Add New Union Details’ form. Complete all required fields as
indicated by the * and then click the ‘Add’ button.

Grantee Points of Contact | Add New Union Details
Grantee Information

Grantee ID 9900 Grantee Name Trams Transit Organization

Point of Contact (POC) Information

Please Note: An asterisk (*) denotes a required field. *Phone
*Union Name FAX Number
*Title *Email Address
*First Name Alternate Phone
Number
*Last Name
Website Address
*Street Address
*City
*State  Select State . [v]
“ZIP
ZIP (4-digit
extension)

Statewide () Yes, Statewide Application
Application? @ No, not a Statewide Application

7) 1If ‘No, I want to create a new Point of Contact not associated with a Union’ is selected, the system
will direct you to the ‘Recipient Points of Contact | Add New Contact Details’ form.

8) Complete all required fields as indicated by the asterisks (*). For non-union information select all
‘Contact Types’ that apply and then click the ‘Add’ button.
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Grantee Points of Contact | Add New Contact Details
Grantee Information

Grantee ID 8200 Grantee Mame Trams Transit Organization

Point of Contact (POC) Information

Please Mote: An asterisk () denotes a required fisld. *Phone

“Title FAX Number

*First Name *Email Address

*Last Name Alternate Phone

Number
t5trect Address

Website Address
*City
*State  Select State .. ﬂ
ZIP

ZIP (4-digit
extension)

Contact Type (Please select at least one applicable checkbox below):

[ Chief Executive Oficer (CEO) [ Section 504

[J Metropolitan Planning Organization (MPO) [ ecHo

[ Equsal Employment Opportunity (EED) [ Grants

[ Disadvantaged Business Enterprises (DBE) [] General FTA Issues
O mitle w1

:anoal

9) The system will save all details and return you to the ‘Recipient Name | Recipient Point of
Contact/Union Information Search’ form.

10) To search for an existing recipient POC, select the appropriate contact type from the drop-down menu
provided under the ‘Contact Type’ field and then click the ‘Search’ button.
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Trams Transit Organization | Grantee Point of Contact/Union
Information Search

Grantee Information
Grantee ID 8200 Grantee Name Trams Transit Organization
Search Criteria

Tao view POC/Union Information, select a Contact Type from the list below and dlick on the 'Search’ button.

Contact Type ([~ |

Bearch Add Cancel
11) Depending on the ‘Contact Type’ selected, either the ‘Grantee Points of Contact | Recipient Contact
information’ or the ‘Grantee Points of Contact | Grantee Union Information’ form will be displayed.

12) Select the checkbox for a POC in the list and then click the ‘Modify’ button if you wish to modify its
details. Users without the ‘User Management’ role will see a ‘View’ button instead.

Grantee Points of Contact | Grantee Contact Information
Grantee Information

Grantee ID 8200 Grantee Mame Trams Transit Organization

Union Information

Union Name Title Contact Mame Phone Email

Florida Teamsters for FTA Uniom Leader Martin Kafka 58E-328-0000 fakai@fake.com

13) The ‘Grantee Points of Contact | Contact Details’ or the ‘Grantee Points of Contact | Union Details’
form will be displayed. Modify all applicable fields as needed and then click the ‘Save’ button. Users
without the ‘User Manager’ role will see a read-only form and will need to click ‘Cancel’.
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Grantee Points of Contact | Contact Details
Grantee Information

Grantee 1D #0000 Grantes Hame Trams Transa Organization

Foint of Contact (FOC) Information

Pigasa MNote: An psiernisk [~ cenctes 8 requirgd Seid "Phone ESS-800.@000
*Title DEE Ambassador FAX Number
*First Hame  Mag ‘Email Address  fake@iake com
*Last Name Ay Alternate Phone

MNusmiber
*Street Address 1500 Independence Avenue
Website Address
"City  Oriando
"State  Flonds ~|

*IP POSEB

TP (4-digit
extension)

Contact Type (At least one checked Contact Type below is required):

[] Cniaf Exeeutive Oficer (CEC) [] Section 504

] Metropoiitan Planrng Organzabon (MB0) C EcHD

[ Equal Empicyment Cppartunity (EEC) [ Grant

& Disadvantaged Business Enterprises (DBE) ] Genwral FTA Issuas
1 Tise

m :Jl-l:‘.

14) The system will save the information entered and return you to ‘[Recipient Name] | Recipient Point of
Contact/Union Information Search’ form.

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

4.3.9 Related Action: Sync Recipient Organization with SAM

Some recipient organization details, such as addresses and DUNS information, are brought into TrAMS
via a nightly sync with SAM. If the recipient has updated organizational information in SAM, recipient
users have the option to sync with SAM immediately or wait for the nightly sync to occur.

To sync your recipient organization’s system record with information in the SAM.gov website
immediately:

1) Click ‘Sync Recipient Organization with SAM”.

2) The system will update its information from SAM and show you a success message.
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3) Click on the *Close’ button to return to the ‘Related Actions’ menu.
SAM Sync | Trams Transit Organization
19

Your organzaton has successiully been synosd weth SAM

4.3.10 Related Action: Formula Suballocations

Suballocations allow designated recipient organizations to distribute formula funds among their direct
recipients. After the formula apportionments are published by the FTA, designated recipient organizations
will need to allocate the funds for a given state or UZA to direct recipients. Users with the ‘Submitter’
role for the designated recipient organizations will receive a task to perform the initial suballocation. The

‘Formula Suballocation’ related action may be used to view and make changes after the initial
suballocation has been finalized.

1) Click ‘Formula Suballocations’.

a) Ifno finalized suballocations exist for your recipient organization, the ‘No Finalized

Suballocations’ form will be displayed with the following message: “Your organization has not
finalized any suballocations yet.’

No Finalized Suballocations

“our onganizstion has not finalized sny subsllocations yet.

b) If the ‘Submitter’ has finalized the suballocations, the ‘Modify Suballocated Funds’ form will be
displayed.
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Suballocations | Modify Suballocated Funds
Suballocation Details

UZA Code 120630 Fiscal Year 2016

Area Name Orlando, FL Original $31,192,399
Apportionment

. . Current $20,000,000
Designated Trams Transit Organization Suballocation

Recipient Name

Funding Program 5307-2A

Remaining $11,192,399
Suballocation

Suballocate Funds to Direct Recipients

As the Designated Recipient, FTA requires you to indicate any subapportionments of UZA/State funds for this formula program that will be made to other
organizations.

MNote: These organizations will now become Direct Recipients for FTA funds and will be able to apply directly for these funds in TrAMS.
Direct Recipient Suballocations

[C]  RecipientID Recipient Name Suballocation Amount

[ 9900 Disneyland Transit Organization $20,000,000

Add New Suballocation

Direct Recipient Name Suballocation Amount

Select.. |Z| 50

Add Suballocation

Split Letter
Upload Split Letter (New Version) Existing Split Letter
No file selected. Split letter

Document Name

Finalize Cancel

2) To add a new suballocation:

a) Use the drop-down menu provided under the ‘Direct Recipient Name’ field to select the recipient
of the new suballocation.

b) Enter the suballocation amount into the ‘Suballocation Amount’ field.

c) Click the ‘Add Suballocation’ button. The new suballocation will be added to the grid.
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3)

4)

5)

6)
7)

Add New Suballocation

Direct Recipient Name Suballocation Amount
Transportation, Florida Department Of E| $43,000,000|
Split Letter
Upload Split Letter (New Version) Existing Split Letter
Split letter

Browse... | Mo file selected.

Document Name

Click the ‘Browse...” button under the ‘Upload Split Letter’ field to select a local file to upload as the
split letter. The split letter uploaded will replace the previous uploaded split letter.

If you wish to delete an existing suballocation from the grid, select the check box for the
suballocation to remove and then click the ‘Delete Selected’ button.

Suballocate Funds to Direct Recipients

As the Designated Recipient, FTA requires you to indicate any subapportionments of UZA/State funds for this formula program that will be made to other
arganizations.

Mote: These organizations will now become Direct Recipients for FTA funds and will be able to apply directly for these funds in TRAMS.
Direct Recipient Suballocations

Recipient ID Recipient Name Suballocation Amount

9900 Trams Transit Organization 520,000,000

Delete Selected

To modify the Suballocation amount for a direct recipient.
a) Select the ‘Direct Recipient’ in the grid
b) Delete the ‘Direct Recipient’ by clicking the ‘Delete Selected’ button.

¢) The ‘Direct Recipient ‘is removed from the grid and is now available from the ‘Direct Recipient
Name’ drop down box. Select the recipient

d) Allocate the new amount to the recipient and click ‘Add Suballocation’.
Click on the ‘Finalize’ button to accept the changes.

A success message is shown click the ‘Close’ button to return to the related actions menu.
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Recipient Organization | Suballocation re-Finalized

l &) success! l

Subsallocations re-finalized for 3307-24 for Alaska for 2016

4.3.11 Task: Allocate Apportionments

If your organization is a Designated Recipient, after FTA has published the formula apportionments for
the fiscal year, users with the role of ‘Submitter’ will receive a Task to ‘Allocate Apportionment’ for each
funding program designated. This task will allow the designated recipient to finalize the initial
suballocation for the given funding program.

=+ TrAMS G9900 Submitter

J Allocate Apportionment (UZA: 120690, Section: 80)
Amoment ago 1

To finalize a suballocation as a Submitter:

1) Accept the Task.

You must accept this task before completing it Go Back

Suballocations | Suballocate Funds to Direct Recipients

Suballocation Details

UZA Code 120690 Fiscal Year 2016

Area Name Orlando, FL Original $108,000,000
Apportionment

2) The ‘Suballocate Funds to Direct Recipients’ form will be displayed.
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Suballocations | Suballocate Funds to Direct Recipients
Suballocation Details

UZA Code 120690 Fiscal Year 2016
Area Name Orlando, FL Original $108,000,000

Apportionment
Funding Program 5307-2A

Current $93,000,000
Designated Trams Transit Organization Suballocation

Recipient Name
Remaining $15,000,000

Suballocation

Suballocate Funds to Direct Recipients

As the Designated Recipient, FTA requires you to indicate any subapportionments of UZA/State funds for this formula program that will be made to other
organizations.

MNote: These organizations will now become Direct Recipients for FTA funds and will be able to apply directly for these funds in TPAMS.
Direct Recipient Suballocations

You may complete the ‘Task’ in part and return it to the ‘Task’ queue with your changes saved
using the ‘Save and Continue Later’ button.

3) To add a new suballocation:

a) Use the drop-down menu provided under the ‘Direct Recipient Name’ field to select the recipient
of the new suballocation.

b) Enter the suballocation amount into the ‘Suballocation Amount’ field.

Add New Suballocation

Direct Recipient Name Suballocation Amount
Transportation, Florida Department Of |Z| $43,000,000|

=

Split Letter

Upload Split Letter (New Version) Existing Split Letter

Split letter

Browse... | Mo file selected.

Document Name

c) Click the ‘Add Suballocation’ button. The new suballocation will be added to the grid.
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Suballocations | Suballocate Funds to Direct Recipients
Suballocation Details

UZA Code 120630 Fiscal Year 2016

Area Name Orlando, FL Original $108,000,000
Apportionment

Current $93,000,000
Designated Trams Transit Organization Suballocation

Recipient Name
Remaining $15,000,000
Suballocation

Funding Program 5307-2A

Suballocate Funds to Direct Recipients

As the Designated Recipient, FTA requires you to indicate any subapportionments of UZA/State funds for this formula program that will be made to other
organizations.

MNote: These organizations will now become Direct Recipients for FTA funds and will be able to apply directly for these funds in TP AMS.
Direct Recipient Suballocations

[ Recipient ID Recipient Name Suballocation Amount
[ 9900 Trams Transit Organization $50,000,000
1 1001 Transportation, Florida Department Of 543,000,000

4) Click the ‘Browse...” button under the ‘Upload Split Letter’ field to select a local file to upload as the
split letter. The split letter uploaded will replace the previous uploaded split letter.

5) If you wish to delete an existing suballocation from the grid, select the check box for the
suballocation to remove and then click the ‘Delete Selected’ button.

Suballocate Funds to Direct Recipients

As the Designated Recipient, FTA requires you to indicate any subapportionments of UZA/State funds for this formula program that will be made to other
organizations.

MNote: These organizations will now become Direct Recipients for FTA funds and will be able to apply directly for these funds in TP AMS.

Direct Recipient Suballocations

[ Recipient ID Recipient Name Suballocation Amount
1 9900 Trams Transit Organization $50,000,000
1001 Transportation, Florida Department Of 543,000,000

Delete Selected

6) To modify the Suballocation amount for a direct recipient:
a) Select the ‘Direct Recipient’ in the grid
b) Delete the ‘Direct Recipient’ by clicking the ‘Delete Selected’ button.

¢) The ‘Direct Recipient ‘is removed from the grid and is now available from the ‘Direct Recipient
Name’ drop down box. Select the recipient
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d) Allocate the new amount to the recipient and click ‘Add Suballocation’.

7) Click on the ‘Finalize’ button to accept the changes and finish the suballocations task

Split Letter
Upload Split Letter (New Version) Existing Split Letter
Browse... | Mo file selected. Split letter

Document Name

Save and Continue Later
8) A success message is shown. Click the ‘Close’ button to finish and return to the Tasks tab.
Recipient Organization | Suballocation Finalized

| o Success! ) |

Suballocations finalized for 5307-2A for Orlando, FL for 2016

Close

I
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5 Civil Rights Management

5.1 Civil Rights Compliance Requirements

A recipient must maintain its compliance with FTA civil rights programs in order to remain in a fundable
status. FTA will be responsible for ensuring that the required documentation and submissions concerning
Civil Rights are completed by the recipient. If the FTA Regional Civil Rights Officer identifies a civil
rights compliance issue, the recipient will be in non-fundable status, in which case FTA will work toward
fixing the non-compliance through coordination with internal parties. FTA’s determination that a
recipient is in non-fundable status on the basis of non-compliance with civil rights requirements,
including non-compliance in addressing any outstanding compliance deficiency findings or resolving any
outstanding concerns, is made at the recipient level, not on the basis of a particular application. There is
the chance that a particular application could raise new compliance issues, in which case FTA will work
with the recipient to resolve them.

5.2 Overview of Programs

To ensure continued fundable status of recipients, the FTA Regional Civil Rights Officer will be
responsible for ensuring that the required documentation and submissions concerning the four main Civil
Rights programs are completed by recipients and recorded in TrAMS.

e Equal Employment Opportunity (EEO)
e Disadvantaged Business Enterprise (DBE) Program
e DBE Goal
e Title VI of the Civil Rights Act of 1964
Civil Rights information is viewable and updatable from the Recipient Records.
To update or view your civil rights information
1) Find your recipients Record and then click the ‘Related Actions’.
2) Click ‘Civil Rights Information’.

Records | Recipient Organization

Trams Transit Organization | TRAMS [EES

Recipient Documents
Manage Recipient Documents

Civil Rights Information
Manage Civil Rights Information

Certifications & Assurances
Manage Cerifications and Assurances
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3) The “Civil Rights Compliance’ form will be displayed. The four civil rights programs with their
current statuses for the selected recipient are listed and displayed in grid format under the Status
History’ section.

4) To view additional details or make updates select the program to view and click ‘Continue’

5) To leave the form and return to the ‘Related Actions’ menu, click the ‘Cancel’ button.

Trams Transit Organization | Civil Rights Compliance
Recipient Details

Recipient D Recipient Name
2600 Trams Transit Organization
Status History
O Program Mame Program Status Submitted Date Concur Date Due Date Expiration Date
[0 EECProgram In Review - Submitted to FTA &8/2018 /372018 102016 THROT
[0 DBE Program Concur 5/8/2018 w2018 452017
[0 DBE Goal Conecur 67852018 GME52016 Bl30v2016
[0  Title VI Program Caoncur /372018 202016 Gravaiise

Carlml ﬁ

Note: Only recipient users with the Civil Rights role will be able to modify and submit civil rights
information for their organization other user will have view only rights. Information may only
be edited when the Program Statuses are ‘In-Review — Returned to Grantee’, ‘Expired’ or
‘Concur’.

5.2.1 EEO Program

The Equal Employment Opportunity (EEO) provides that "no person in the United States shall on the
grounds of race, color, religion, national origin, sex, or age be excluded from the participation in, be
denied the benefits of, or be subjected to discrimination under any project, program or activity funded in
whole or in part through financial assistance under this Act." This applies to employment and business
opportunities and is considered to be in addition to the provisions of Title VI of the Civil Rights Act of
1964.

Recipients must demonstrate that they have developed, implemented, and maintained an effective Equal
Employment Opportunity Program to ensure that they do not discriminate against any employees or
applicants for employment because of race, color, religion, sex, disability, age or national origin.
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To update your organization’s Equal Employment Opportunity (EEO) program information:

1) From the ‘Civil Rights Compliance’ page select the check box for ‘EEO Program’ and then click the

2)

Version 1.1

‘Continue’ button.

a) To discard any changes made,

The ‘Equal Employment Opportunity (EEO) Program’ form will be displayed.

b) Click the ‘Cancel’ button to return to the ‘Civil Rights Compliance’ form.

¢) Click the ‘Save Changes’ button at any time to save all information entered on the form.

Civil Rights Compliance | Equal Employment Opportunity (EEO)

Program
Recipient Details

Recipient ID
ga00

Program Status

Status Date
Jun &, 2016

Program Status
Concur

Status History
Status
Concur
In Rieview - Submitied to FTA

Incompilete
Existing Document Details

Document Type Document Mame

Recipient Name
Trams Transit Organization

Due Date
Jum 10, 2018

Expiration Date
Jul 1, 2017

Date
G/8/20148 &:14 AM EDT
B/8/2018 8:01 AM EDT

3/9/2018 738 PM EST

Program Begin and End Dates

Mo itemns awailable

I User

regiond.civilrights1

regiond.civilrights 1

regiond.supenvisori

Date Uploaded
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Comments

Civil Rights Program Comments

Existing Comments

Please scroll within the box to see all existing comments.

Sawe Changes Cancel

3) Click the ‘Manage Documents’ button to add or delete any related documents.

4) To delete any existing documents,

a) Select the check box for the document from the ‘Existing Document Details’ grid and then click

the ‘Delete’ button

Manage Civil Rights Documents: EEO Program

Grantee Details
Grantee ID Grantee Name
2800 Trams Transit Organization

Existing Document Details

[0 Document Type Document Name Program Begin and End Dates Date Uploaded
O EED Program EED test document Jure 2015 - June 2016 BI82018 223 AM EDT
E EEC Program EED Document Delate Bi8/2018 5:24 AM EDT

5) To add a document,

Uploaded By

Civil Rights1 TRAMSE

Civil Rights1 TRAMS

Delete

a) Use the drop-down menu provided under the ‘Document Type’ field to select a document type.

b) Enter the name for the document into the ‘Document Name’ field.

c) Enter the date range for the program’s duration into the ‘Program Begin and End Dates’ field.

d) Click the ‘Browse...” button under the ‘Civil Rights Document’ field to select a local file to

upload.

e) Click the ‘Remove’ link which appears after upload if you wish to remove your uploaded file.
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6) Once finished, click the ‘Save’ button to add the document. The document will be added to the grid
under ‘Existing Document Details’.

7) Click the ‘Close’ button to return to the ‘EEO Program’ form.

Note:

At a minimum, the ‘Document Type’ field must be completed and a document must be
uploaded in order to save a new document to the program.

Manage Civil Rights Documents: EEO Program

Grantee Details

Grantee 1D
2800

Existing Document Details

[0 Document Type Drocument Mame

[0 EEOProgram

Upload Document

Document Type

Please Sslect s Document Type
Document Name

Program Begin and End Dates

Ciwvil Rights Document

Program Begin and End Dates

EEQ test document June 2015 - June 2018

Grantee Name
Trams Transit Organization

Date Uploaded

G/8/2016 9:23 AM EDT

Uploaded By

Chvil Rights1 TRAMS

Delete

8) Enter any comments into the optional ‘Civil Rights Program Comments’ field and then click the
‘Submit’ button to submit the program for FTA review.
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Comments

Civil Rights Program Commenits
Comments to FTA go herel

Existing Comments

ﬁ Save Changes Cancel

9) You will be returned to the ‘Civil Rights Compliance’ form and the submitted program will now
show in the grid the updated status of ‘In Review - Submitted to FTA’ and an updated ‘Submitted
Date’.

5.2.2 DBE Program

Disadvantaged Business Enterprise (DBE) Program _is an affirmative action program designed to combat
discrimination and its continuing effects by providing contracting opportunities on Federally-funded
highway, transit, and airport projects for small businesses owned and controlled by socially and
economically disadvantaged individuals. If required, the recipient must have an approved DBE program.

To update your organization’s DBE Program information:

1) From the Civil Rights Compliance’ page, select the check box for the ‘DBE Program’ and then click
the ‘Continue’ button.

2) The ‘Disadvantaged Business Enterprise (DBE) Program’ form will be displayed.

a) To discard any changes made, click the ‘Cancel’ button and return to the ‘Civil Rights
Compliance’ form.

b) Click the ‘Save Changes’ button at any time to save all information entered on the form.
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Civil Rights Compliance | Disadvantaged Business Enterprise (DBE)

Program

Recipient Details

Recipient ID Recipient Name

ga00 Trams Transit Crganization

Pro-gram Status

Status Date Due Date

Jun 8, 2018 Jum 3, 2018

Program Status. Expiration Date

Concur Apor 52017

Status History
Status Date L User
‘Concur 82016 8:13 AM EDT region4. civilrights1
Incomplete 382016 T:38 PM EST region4.supervisori

Existing Document Details

Document Type Document Mame Program Begin and End Dates Date Uploaded Uploaded By

DEBE Program Jellyfish S/82016 8:12 AM EDT regiond.civilights1

Manage Documents

Comments

Civil Rights Program Comments

Exisfing Comments

Please scroll within the box to see all existing comments.

m Save Changes Cancel

3) Click the ‘Manage Documents’ button to add or delete any related documents.
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4) The ‘Manage Civil Rights Documents: DBE Program’ form will be displayed.

Manage Civil Rights Documents: DBE Program
Grantee Details

Grantee ID Grantee Name
2200 Trams Transit Organization

Existing Document Details

[0 Document Type Document Mame Program Begin and End Dates Date Uploaded Uploaded By

[0 DBEProgram Jellyfish Bi5/2016 12 AM EDT regiond.civilrights1

Delete

Upload Document

Document Type
[PesseselectaDocoment ype ™

Document Name

Program Begin and End Dates

Civil Rights Document

M Browse.

5) To delete any existing documents,

a) Select the check box for the document from the ‘Existing Document Details’ grid and then click
the ‘Delete’ button

b) To discard any changes made, click the ‘Close’ button to return to the ‘Disadvantaged Business
Enterprise (DBE) Program’ form.

Manage Civil Rights Documents: DBE Program

Grantee Details
Grantee [0 Grantee Name
2800 Trams Transit Organization

Existing Document Details

M  Document Type Document Mame Program Begin and End Dates Date Uploaded Uploaded By
¥l DBE Program Jellyfish B/5/20M6 8-12 AM EDT region4 civilrights 1
Delet=
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6) To add a document,
a) Use the drop-down menu provided under the ‘Document Type’ field to select a document type.
b) Enter the name for the document into the ‘Document Name’ field.
c) Enter the date range for the program’s duration into the ‘Program Begin and End Dates’ field.
d) Click the ‘Browse...” button under ‘Civil Rights Document’ field to select a local file to upload.
e) Click the ‘Remove’ link which appears after upload if you wish to remove your uploaded file.

7) Once finished, click the ‘Save’ button to add the document. The document will be added to the grid
under ‘Existing Document Details’.

8) Click the ‘Close’ button to return to the ‘Disadvantaged Business Enterprise (DBE)’ form.

Note: At a minimum, the ‘Document Type’ field must be completed and a document must be
uploaded in order to save a new document to the program.

Upload Document
Document Type

DEE Program ﬂ
Document Name

Sample Document for Guide purposes
Program Begin and End Dates

June 2016- June 2017

Civil Rights Document
Tulips.jpg (E08.24 KB)

9) Enter any comments into the optional ‘Civil Rights Program Comments’ field and then click the
‘Submit’ button to submit the program for FTA review.
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Comments

Civil Rights Program Comments

Add your comments harel|

Existing Comments

ﬁ Save Changes Cancel

10) You will be returned to the ‘Civil Rights Compliance’ form and the submitted program will now be
seen in the grid with an updated status of ‘In Review - Submitted to FTA” and an updated ‘Submitted
Date’.

5.2.3 DBE Goal

When recipients have a DBE program, recipients must set an overall goal for DBE participation in their
DOT-assisted contracts. Goals must be based on demonstrable evidence of the availability of ready,
willing and able DBEs relative to all businesses ready, willing and able to participate on the recipient’s
DOT-assisted contracts. The goal must reflect the recipient’s determination of the level of DBE
participation the organization would expect absent the effects of discrimination.

If your organization has a DBE program, you must ensure that annual goals have been submitted to FTA
for review as required.

Note: If your DBE Goals are set to NA or blank the task to complete your semiannual DBE report will
not be generated.

To update a recipient’s DBE Goal information:

1) From the ‘Civil Rights Compliance’ page, select the check box for ‘DBE Goal’ and then click the
‘Continue’ button.

2) The ‘Disadvantaged Business Enterprise (DBE) Goal’ form will be displayed.

B

a) To discard any changes made, click the ‘Cancel’ button to return to the ‘Civil Rights Compliance
form.

b) Click the ‘Save Changes’ button at any time to save all information entered on the form.
3) Enter a Percentage value for your DBE Goals

a) DBE Race Conscious Goal

b) DBE Race Neutral Goal
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4) The Overall Goal will be automatically calculated by combining the DBE Race Conscious Goal and
the Race Neutral Goals.

5) Click the ‘Manage Documents’ button to add or delete any related documents.

Civil Rights Compliance | Disadvantaged Business Enterprise (DBE)
Goal

Recipient Details

Recipient ID Recipient Name
200 Trams Transit Crganization

Program Status

Status Date Due Date
Jun 8, 218 Jun 15, 2018
Program Status Expiration Date
Concur Sep 30, 2014
Cycle Group
Group A
DBE Goals
DEE Race Conscious Goal DEE Race Neutral Goal
10% 15%
Overall Goal
25%
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Status History
Status Date User
Coneur BI8/2016 8:18 AM EDT region4 civilrights 1
Incomplete JW2016 7:28 PM EST region4.supervisori
Existing Document Details
Document Typs Document Mame Program Begin and End Dates Date Uploaded Uploaded By
Mo items avsilsble
Manage Documants
Comments
Civil Rights Program Comments
Existing Comments
Pleasa soroll within the box to see all existing comments.
Save Changes Cancel
6) The ‘Manage Civil Rights Documents: DBE Goal’ page will be displayed
Version 1.1 Information in this document is proprietary to FTA Page 114

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient Organization

Manage Civil Rights Documents: DBE Goal
Grantee Details

Grantee ID Grantee Name
2800 Trams Transit Organization

Existing Document Details

[0 Document Type Document Name Program Begin and End Dates Date Uploaded Uploaded By

Mo items available

Delets
Upload Document
Document Type
HEEEE Select a Document Type
Document Mame

Program Begin and End Dates

Ciwvil Rights Document

I Browse.

7) To delete any existing documents,

a) Select the check box for the document from the ‘Existing Document Details’ grid and then click
the ‘Delete’ button

b) To discard any changes made, click the ‘Close’ button to return to the ‘Disadvantaged Business
Enterprise (DBE) Program’ form.

Manage Civil Rights Documents: DBE Goal

Grantee Details
Grantee ID Grantee Name
2800 Trams Transit Organizstion

Existing Document Details

[0 Document Type Document Name Program Begin and End Dates Date Uploaded Uploaded By
[J DBE Gosl DBE sample document Jan 2016 - Jan 2017 6872016 10:13 AM EDT Civil Rights1 TRAMS
Delet=
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8) To add a document,
a) Use the drop-down menu provided under the ‘Document Type’ field to select a document type.
b) Enter the name for the document into the ‘Document Name’ field.
c) Enter the date range for the program’s duration into the ‘Program Begin and End Dates’ field.
d) Click the ‘Browse...” button under ‘Civil Rights Document’ field to select a local file to upload.
e) Click the ‘Remove’ link which appears after upload if you wish to remove your uploaded file.

9) Once finished, click the ‘Save’ button to add the document. The document will be added to the grid
under ‘Existing Document Details’.

10) Click the ‘Close’ button to return to the ‘Disadvantaged Business Enterprise (DBE) Goal’ form.

Note: At a minimum, the ‘Document Type’ field must be completed and a document must be
uploaded in order to save a new document to the program.

Upload Document

Document Type
DBE Goal |
Document Name

DBE Sample Document 2016

Program Begin and End Dates
June 2016 - June 2018

Civil Rights Document
Desertjpg (826.11 KB)

11) Enter any comments into the optional ‘Civil Rights Program Comments’ field and then click the
‘Submit’ button to submit the program for FTA review.
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Comments

Civil Rights Program Comments
DEE Goals Comments go here|

Existing Comments

m Save Changes Cancel

12) You will be returned to the ‘Civil Rights Compliance’ form and the submitted program will now
show in the grid with an updated status of ‘In Review - Submitted to FTA’ and an updated ‘Submitted
Date’.

5.2.4 Title VI

Title VI of the Civil Rights Act of 1964: Title V1 is a Federal statute and provides that no person shall, on
the grounds of race, color, or national origin, be excluded from participation in, be denied the benefits of,
or be subjected to discrimination under any program or activity receiving Federal financial assistance.

The recipient must maintain the status of its Title VI program.
To update your organization’s Title VI program information:

1) From the ‘Civil Rights Compliance’ page, select the check box for ‘Title VI Program’ and then click
the ‘Continue’ button.

2) The ‘Title VI Program’ form will be displayed.

a) To discard any changes made, click the ‘Cancel’ button to return to the ‘Civil Rights Compliance’
form.

b) Click the ‘Save Changes’ button at any time to save all information entered on the form.
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Civil Rights Compliance | Title VI Program

Recipient Details

Recipient ID Recipient Name
9900 Trams Transit Organization

Program Status

Status Date Due Date

Jun 8, 2016 Jun 30, 2016
Program Status Expiration Date
Concur Jun 30, 2018

Status History

Status Date 1 User
Concur 6/8/2016 9:16 AM EDT regiond.civilrights1
Incomplete 3/9/2016 7:36 PM EST regiond.supervisori

Existing Document Details

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

Title V1 Document sample June 2014 - June 2016 6/8/2016 10:23 AM EDT Civil Rights1 TRAMS

Manage Documents

Comments

Civil Rights Program Comments

Existing Comments

Flease scroll within the box to see all existing comments.

Save Changes Cancel

3) Click the ‘Manage Documents’ button to add or delete any related documents.

4) The ‘Manage Civil Rights Documents: Title VI Program’ form will be displayed.
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Manage Civil Rights Documents: Title VI Program

Grantee Details

Grantee ID Grantee Name
9900 Trams Transit Organization

Existing Document Details

[1 Document Type Document Name Program Begin and End Dates Date Uploaded Uploaded By
No items available

Delete

Upload Document

Document Type

T |

Document Name

Program Begin and End Dates

Civil Rights Document

l— Browse...

Save Close

5) To delete any existing documents,

a) Select the check box for the document from the ‘Existing Document Details’ grid and then click
the ‘Delete’ button

b) To discard any changes made, click the ‘Close’ button to return to the ‘Disadvantaged Business
Enterprise (DBE) Program’ form.

Existing Document Details

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

M Title VI Document sample June 2014 - June 2016 6/8/2016 10:23 AM EDT Civil Rights1 TRAMS

Delete

6) To add a document,

a) Use the drop-down menu provided under the ‘Document Type’ field to select a document type.

b) Enter the name for the document into the ‘Document Name’ field.

Version 1.1 Information in this document is proprietary to FTA Page 119

Unclassified — For Official Use Only



A

Federal Transit Administration
TrAMS User Guide - Recipient Organization

c) Enter the date range for the program’s duration into the ‘Program Begin and End Dates’ field.

d) Click the ‘Browse...” button under the ‘Civil Rights Document’ field to select a local file to
upload.

e) Click the ‘Remove’ link which appears after upload if you wish to remove your uploaded file.

7) Once finished, click the ‘Save’ button to add the document. The document will be added to the grid
under ‘Existing Document Details’.

8) Click the ‘Close’ button to return to the ‘Title VI Program’ form.

Note: At a minimum, the ‘Document Type’ field must be completed and a document must be
uploaded in order to save a new document to the program.

Upload Document

Cocument Type
[Please Select s Document type &

Coocument Name

Program Begin and End Dates

Civil Rights Document

[ Browse.

9) Enter any comments into the optional ‘Civil Rights Program Comments’ field and then click the
‘Submit’ button to submit the program for FTA review.

Comments

Civil Rights Program Comments

Title VI information here]

Existing Comments

Flease scroll within the box to see all existing comments.

Save Changes Cancel
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10) You will be returned to the ‘Civil Rights Compliance’ form and the submitted program will now
show in the grid with an updated status of ‘In Review - Submitted to FTA’ and an updated ‘Submitted
Date’.

5.3 Submitting to the FTA

Once you have submitted each of the programs to the FTA for review the submitted the Civil Rights
program will have the status of ‘In Review — Submitted to FTA’ and may not be modified until the review
is complete. The FTA Regional Civil Rights Officer will review and update civil rights information for
recipient within their region. Each of the statuses that the Civil Rights Officer will be able to set for a
recipient’s civil rights program represents a stage of the review process that the program is currently in.

5.3.1 Overview of Statuses

5.3.1.1 In Review - Under FTA Review

The FTA Regional Civil Rights Officer can set the ‘Program Status’ of a civil rights program to the ‘In
Review - Under FTA Review’ status to indicate that the FTA Regional Civil Rights Officer is currently
reviewing the recipient’s submission of a civil rights program. While the civil rights program is under this
status, the recipient’s Civil Rights user will be unable to modify any details for the program.

5.3.1.2 In Review - Returned to Grantee

The FTA Regional Civil Rights Officer can set the ‘Program Status’ of a civil rights program to the ‘In
Review — Returned to Grantee’ status to return the civil rights program to the recipient for updates.
During this status, the recipient Civil Rights user can make edits to the returned program.

5.3.1.3 Concur

The FTA Regional Civil Rights Officer can set the ‘Program Status’ of a civil rights program to the
‘Concur’ status to signify that the program has been reviewed and approved by FTA.

When setting the ‘Concur’ status for the very first time for the DBE Goal, Title VI and EEO programs,
FTA will enter a ‘New Due Date’ and ‘New Expiration Date’.

If the Due Date and Expiration Date had been set previously, the dates will automatically move forward
three years from the previous dates that were saved to the civil rights program. The FTA Regional Civil
Rights Officer can change the due date and expiration date if needed.

5.3.14 Expired

The FTA Regional Civil Rights Officer can set the program status of a civil rights program to the
‘Expired’ status to signify that the validity of a civil rights program has expired and that the recipient’s
Civil Rights user needs to resubmit the corresponding program to FTA.

53.1.5 N/A

This status is a default status set for a new recipient. The FTA Regional Civil Rights Officer can set this
status after review of any civil rights program if the program does not apply to a recipient organization.
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6 Application/ Award Overview and Application Development

Application detail records include both applications that are in progress and applications that have been
awarded. Available application record details will be displayed in the left navigation menu after selecting
an application record. The Related Actions menu will display actions relevant to the selected application.
Actions displayed will vary based on the user’s role and the current status of the application.

Refer to the Working with Applications/Awards section for more detailed information on common
application / award details and actions. Refer Application Development section for information on how
to create applications and projects. Additional actions may be found in the Post award section (Refer to
Managing Existing Awards - Post-Award Management).

6.1 Application / Award Status

The status of an application / award reflects the different phases within the grant lifecycle. Recipients
may view an application at any time however the actions that they may perform on an application will
vary depending on the application award status. Both FTA and the recipient may view the application at
any time but modification of the application will be restricted depending on the status. Only users with
the Submitter or Developer role will be able to edit the application, other user roles will see a read-only
version of the forms.

The following table lists available statuses of applications prior to award:

TrAMS Pre-Award Status Description

In-Progress Application is in draft mode, either after the initial
application was created by the recipient or after the
application has been returned to recipient prior to FAIN
assignment. Recipient Developers and Submitters, as well
as FTA Pre-Award Managers, may edit.

In-Progress / Returned to Grantee Application has been returned to the recipient from FTA
after FAIN assignment. Recipient Developers and
Submitters, as well as FTA Pre-Award Managers, may edit.
Funding sources for existing line items cannot be updated.
New projects cannot be added.

Transmitted / Ready for FTA Review Application has been transmitted to the FTA for review, but
initial reviews have not yet begun. Only FTA may edit the
application.

Initial Review / Concurrence FTA initial review is in progress. Only FTA may edit the
application. FTA inputs congressional release details for
discretionary applications.

Review Complete / Ready for FAIN FTA has completed their initial review of the application.
Only FTA may edit the application.

FAIN Assigned / Ready for Submission | The FAIN number has been assigned and the application
has been sent to the recipient for formal submission.
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TrAMS Pre-Award Status

Description

Submitter will have a Task to submit the application but
will not be allowed to edit. The Submitter may return to
FTA for editing.

Application Submitted

Application has been submitted to the FTA by the recipient.
FTA may edit the application, except for ALI

Final Concurrence / Reservation

Application is undergoing final concurrence reviews. FTA
completes reservation and sends application to DOL if
required for certification or review. FTA adds discretionary
allocations as needed. FTA Pre-Award Managers may edit
the application, except for ALI.

Ready for RA Concurrence / Award

Final concurrences are complete and application is awaiting
concurrence by the RA and/or the obligation/award of the
application. Discretionary applications are sent for
Congressional Release. Editing is not available for any role
groups.

Obligated / Ready for Execution

Application has been sent to the recipient for execution of
the award agreement. Official will have a Task to execute
the award. Editing is not available for any role groups.

The following statuses are applicable Post Award.

TrAMS Post-Award Status

Description

Active (Executed)

Active award or Active Amendment. Budget revisions,
Amendments, and Closeouts may be initiated by Developers
and Submitters. FTA may initiate Administrative
Amendments or Closeouts.

Active / Budget Revision In-Progress

A budget revision has been initiated, but it has not been sent
to FTA for approval. Developers and Submitters, as well as
FTA Post-Award Managers, may edit project narratives and
line items. Overall funding amount, funding sources, and
scopes on award cannot change.

Active / Budget Revision Under Review

Recipient has submitted budget revision for approval. FTA
is reviewing the budget revision and updates funds (via FPC
or scope transfer financial action) if necessary.

In-Progress / Admin Amendment

FTA has initiated an amendment on this award.

Active Award / Inactive Amendment

The award is active; however there is a newer active
amendment for this award. All information is read-only.
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TrAMS Post-Award Status Description

Active Award / Ready for Closeout Either Recipient or FTA Post-Award Manager has created a
Closeout amendment. Closeout is still in progress and has
not been submitted to FTA for approval.

Active Award / Closeout Requested Closeout request has been forwarded to FTA for approval.

Closed Award is complete and has been closed. All information is
read-only; no additional actions can be taken on the award.

6.2 Searching for Applications/Awards

Users may find specific applications or awards to either view or work with by either searching for them
from the ‘Records’ Tab or by searching for them from application search action available from the
‘Actions’ Tab. Projects associated with applications, may be searched on independently from the
application using the ‘Records’ tab.

6.2.1 Action: Search Application/Awards

You can navigate to an Application or an Award by using the search option that is available under the
Actions tab.

1) Navigate to the ‘Actions’ tab and choose the ‘Search Applications / Awards’ option.

News Tasks Records Reports Actions

U.5. Department of Transportation
Federal Transit Administration Search Applications / Awards

Search and View Existing Application / Awards

All »

Starred Search DBE Report

Applications Search Existing DBE Reports
TrAMS 1.0 x

2) Click ‘Search Applications/Awards’.

3) The ‘Application | Search Applications’ form will be displayed with search criteria fields. You may
choose to complete any combination of the following fields:

a) Select a fiscal year from the drop-down menu provided under the ‘Fiscal Year’ field.

b) Enter an application number into the ‘Federal Award ID Number (FAIN)’ field. Entering only the
first part of an application number will yield search results for all applications that begin with the
partial number that is entered.
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c) A two digit section code for the application funding source of the application / award.
d) The name or partial name of the application.
e) The state abbreviation for the application.

f) Select an application status from the drop-down menu provided under the ‘Application Status’
field.

4) Once all search criteria have been entered, click the ‘Search’ button.

Application | Search Applications

Enter one or more of the following search criteria to find an existing application.

Application Search Criteria

Fiscal Year | any ﬂ Application Name
Select obligation fiscal year for application Enter all or part of an application name
Federal Award 1D Application State
Number (FAIN)
Enter federal award 1D number Enter state abbreviation for application
Section Code Application Status | pny ﬂ
Enter two-digit section code for application funding source Select application status

Note: None of the search criteria fields on this form are required. Search results will be limited to
applications and awards for the recipient organization.

5) A grid containing the awards and applications that meet the selected search criteria will be provided
in the ‘Application Search Results’ screen.

6) Click on the FAIN of the application, which is a hyperlink that will take you directly to the
application record ‘Summary’, where you can then view or manage the record.

Trams Transit Organization | Application Search Results
Applications

FAIN Application Name Last Updated By Last Updated Date Status

EID_—201 6-001- (I;{I%r— Application for MPR and FFR for user guide purposes jane.trams@yahoo.com %ﬂ?r%%%[: 7PM ?Ecyt(i;futed}
9900-2016-2 Demo Application jane trams@yahoo.com é‘ﬁﬁ—%%g[ﬂ opPM In-Progress
9900-2016-3 User Guide Application jane trams@yahoo.com %‘%’?%%Ega [P In-Progress
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6.2.2 Records: Searching for Applications/Awards

Application records are available from the ‘Records’ tab.

)

2)

3)

Click on the ‘Applications/Awards’ record type to view a listing of application records in the system.
A list of applications and awards (including closed awards) that are associated with your organization
will be displayed.

News Tasks Records Reports Actions

U.5. Department of Transportation

Federal Transit Administration Reco rds

All » E@caﬂons | Awards >
=x

List of All Applications / Awards for Your Organization

Projects
List of All Projects for Your Qrganization

You may use either the search box or filters from the left navigation menu to narrow down the list and
find the application you want to select.

a) Use the ‘Left Hand Navigation’ to narrow the presented list to a smaller subset. Application
/Awards may be filtered by the application or awards status. By selecting one or more Pre-Award
statuses or Post-Award statuses the list will be shortened to only include those awards or
applications that currently have that status.

b) The search box on the left hand side may be used to directly type in an award or application
number in order to find a specific award or application. Searches may be performed on partial
award or application numbers including temporary application numbers and also by typing in the
Application /Award name in whole or in part.

Click on the name of the application, which is a hyperlink that will take you directly to the application
record’s ‘Summary’ dashboard. The hyperlink includes either the temporary or final FAIN and
application name.

Version 1.1 Information in this document is proprietary to FTA Page 126

Unclassified — For Official Use Only



Federal Transit Administration ‘
TrAMS User Guide - Recipient Organization

Records Reports Actions

U5, Department of Bamgeriation

raamessomesce— Applications / Awards

A FL-2016-001-00 | RC - Application for MPR and FFR for user guide purposes only
2 B B Grantee Mame: Trams Transit Organization

Al o d Current Status: Active (Executed)
Pre-Award Status Last Updated Date: Jun 07, 2018
In-Progress .
In-progress / Returned to A, 9900-2016-3 | User Guide Application<— Hyperlink
Transmitted / Ready for FTA B P Grantes Mame: Trams Transit Organization
Review 7  Cument Status: In-Progress
Mors... Last Updated Date: Mar 03, 2016
Post-Award Status
Active [Crecuted) 9900-2016-2 | Demo Application
Deobligation Required Grantee N l T _I:p <it Oraznizai
Active / Budget Revision In- rantee Mame: Trams Tran rganization
Progress T Current Status: In-Progress
Mare... Last Updated Date: Feb 05, 2016

4) The Applications/Awards Summary page will be displayed.

5) To navigate back to the previous application/award list click the ‘Application /Award’ hyperlink on
the top of the page.

Records / Applications / Awards <————— Hyperlink

FL-2016-001-00 | Sam pplication for User Guide
Purposes Only

Initial Review / Final Concurrence Obligation Executed Active
Concurrence

Recipient Details

Recipient ID Recipient Name

9300 Trams Transit Organization

6.2.3 Records: Searching for Projects
You may find Project records directly from the ‘Records’ tab.

1) Click on the ‘Projects’ record type to view a listing of projects.
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Records Reports Actions

tation
ition

Records

Application Help Records
View Help Material for Specific Applications

& Applications / Awards
= List of All Applications / Awards for Your Organization
=

List of All Projects for Your Organization

2) To filter the list of displayed projects, use the search box in the left hand navigation to type in either a
project number or project name in full or in part.

3) Click on the name of the desired project record from the list to view the ‘Summary’ page for the
project.

Records

Actions

QUSWNW

e e | PTOjJOCLIS

Hyperlink

9900-2016-2-F3 - Project name 3

Grantee Mame: Trams Transit Organization
All - I asf | Ipdate Nate: Feh N4, 2046

9900-2016-2-P2 - project 2

Grantes Mame: Trame Traneit Organization
Last Update Date: Feb 04, 2016

Q900-20168-2-P1 - Project nne of Nemo Application

Grantee Mame: Trams Transit Organization
Last Update Date: Feb 03, 2016

FL-2016-001-01-00 - RC - Application for MPR and FFR for user guide purposes only

Grantes MName: Trame Trangit Organization
Last Update Date: Feb 01, 2016

6) To navigate back to the project list click the ‘Projects’ hyperlink on the top of the page.
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Records | Projects Hyperlink
9900-201 G'E:F 3 - —royooc—rrd T e 3 @
Recipient Details

Recipient ID Recipient Mame
gano Trams Transit Crganization

Application Details

FAIN Application Mame
Ba00-20168-2 Diemo Application

6.3 Working with Applications/Awards

Once an Application/Award has been selected from one of the search options, the ‘Summary’ page will
be displayed. The left hand navigation will contain more options to select and view additional
application/award information. Available options will vary depending on your user role and the current
status of the application/award.

The following left hand navigation options are available to all user roles and for all application/award
statuses.

Summary

News

Related Actions

Points of Contact
Application Control Totals
Application Projects

6.3.1 Summary

The Summary page of an application will be the landing page after selecting a specific application /award
to view or work with. It contains high level information about the application/award including,

A timeline showing the current status of the application/award,
Basic recipient information with a hyperlink to the recipient record,
Application/Award status information,

The executive summary of the application/award,

Application details.

The ‘Summary’ page is in read-only format for all users at all times, the ‘Executive Summary’ and the
‘Application Details’ information can be edited from the ‘Related Action’ Application Details.

1) Click the ‘Recipient ID’ hyperlink to move to the recipient record to see or edit detailed recipient
information.
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2) Click on the ‘Application/Award’ hyperlink to navigate back to list of application records.

Records / Applications / Awards

FL-2016-001-00 | Sample TrAMS Application for User Guide
Purposes Only [EES

Initial Review / Final Concurrence Obligation Executed Active Closed
Concurrence

Recipient Details

Recipient ID Hyperlink Recipient Name

9300 < — Trams Transit Organization

Application Status Information

Application Number
FL-2016-001-00

Application Name
Sample TrAMS Application for User Guide Purposes Only

6.3.2 News

This feature has not yet been implemented. In the future users will use this feature to see news feeds that
are related to the Application.

6.3.3 Related Actions

By selecting the ‘Related Actions’ from Application records the user will be shown a menu of options
that are associated to the Application record. These will include additional details about the
application/award that may be viewed and actions that may be taken on the record. The menu items
shown depend on the logged in users’ role and the status of the application/award.

The following detailed ‘Related Actions’ are visible regardless of the user role or status of the application.

Application Documents
Application Details

View-Print Application
View-Print Budget Change History
Application Review Comments

These actions are described in the following sections. Additional related actions that are available are
described under Application Development and the Post-Award Management section.
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Records / Applications / Awards

FL-2016-002-00 | Sample TrAMS Application for User Guide
Purposes Only

Application Documents

Manage Application Document

Application Details
Manage Application Details

View-Print Application
Generate View/Print for Application

View-Print Budget Change History

Generate View-Print for Budget Revision

Application Review Comments

View and Manage Application / Award Review Comments

6.3.3.1 Related Action: Application Documents

The ‘Application Documents’ action allows users to add, delete, or view documents associated with the
application.

To add, delete, or view documents for an application record:

1) Click ‘Application Documents’. You will be taken to the "[Application ID] | Manage Application
Documents" form for the selected application. You will be able to upload a new document or delete
existing ones displayed in the grid.

2) Click the ‘Add Document’ button to upload a new document for the application.
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FL-2016-001-00 | Manage Application Documents
Recipient Details

Recipient ID 9900 Recipient Name Trams Transit Organization
Application Details

Application ID FL-2016-001-00 Application Name Sample TrAMS Application for User Guide Purposes
Only

Existing Documents

[ ([:Jgﬁ?:;?nt Document Type Document File Name Bg;g:?pet?gn B?Jtlgaded Uploaded By

O m@gﬁ%ﬂ%ﬁ General EFIBEEH_zpDr ;nstggg)lic 2 ;g%"ﬁi%r:igtnog 11 Mar 14, 2016 jane trams@yahoo.com
O B?Cpu?ﬁigl'lts FTA Comments test document.docx Demo documents Mar 14, 2016 jane trams@yahoo.com
[0 Comments General Comments Chrysanthemum.jpg Mar 14, 2016 jane trams@yahoo.com
O Eir;\girﬁgg‘lental E)I(acsljslilécn]s(fét_eﬁg{)ical Chrysanthemum.jpg Mar 14, 2016 jane trams@yahoo.com
[ Project Budget In-Kind Funding Chrysanthemum.jpg Mar 14, 2016 jane trams@yahoo.com
[ Project Budget Activity Line ltem Details Chrysanthemum.jpg Mar 14, 2016 jane trams@yahoo.com

M 4 16of6 » M

Add Document Close

3) You will be taken to the "Application | Add New Documents" form.

a) Use the provided drop-down menu under the ‘Document Context’ field to select from one of the
predefined context types.

b) Use the provided drop-down menu under the ‘Document Type’ field to select from one of the
predefined document types.

¢) Enter a description for the document into the ‘Document Description’ field.

d) Click the ‘Browse...” button under the “Select File” field to select a local file for upload. You may
upload only one file at a time. Click the ‘Remove’ link which appears after upload if you wish to
remove your uploaded file.

e) Click the ¢Save’ button once all details are complete and a file has been uploaded.
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Application | Add New Documents
Recipient Profile Information

RecipientID 9900 Recipient Name Trams Transit Organization

Application Details

Application Sample TrAMS Application for User Guide Purposes Application Name Sample TrAMS Application for User Guide Purposes
Number Only Only

Upload New Document

*Document | Select Document Context — |
Context

*Document Type |— Select Document Type —
*Document
Description

* Select Document I Browse ..

Cancel Save

4) To delete any existing documents, select the check box for one or more documents in the grid and
then click the ‘Remove Document’ button.

FL-2016-001-00 | Manage Application Documents
Recipient Details

Recipient ID 9900 Recipient Name Trams Transit Organization

Application Details

Application ID FL-2016-001-00 Application Name Sample TrAMS Application for User Guide Purposes
Only

Existing Documents

Document Date

O Egﬁ;‘gfm Document Type Document File Name Description Uploaded Uploaded By
Application View-print application View/print of .
O Information General 03012016 docx application 3/1 Mar 14, 2016 jane.trams@yahoo.com
O EE%%?@LE FTA Comments test document.docx Demo documents Mar 14, 2016 jane.trams@yahoo.com
[0 Comments General Comments Chrysanthemum.jpg Mar 14, 2016 jane.trams@yahoo.com
] E'mlrﬁg? ental gacﬁslilgﬁ)s(%étegggca\ Chrysanthemum.jpg Mar 14, 2016 jane.trams@yahoo.com
[ Project Budget In-Kind Funding Chrysanthemum.jpg Mar 14, 2016 jane.trams@yahoo.com
W Project Budget Activity Line ltem Details Chrysanthemum_jpg Mar 14, 2016 Jjane trams@yahoo.com
H 4 160f6 » M
Add Document Close
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5) To view documents simply click on the ‘Document File Name’ for the document that you want to

view.
]  Comments General Comments Chrysanthemum.jpg Mar 14, 2016 jane.trams@yahoo.com
E%\g:'gg;nental E)I(acsljslilécn]stfgtegg{;cal Mar 14, 2016 jane.trams@yahoo.com
Project Budget In-Kind Funding Chrysanthemum jpg Mar 14, 2016 jane.trams@yahoo.com

6.3.3.2 Related Action: Application Details

The ‘Application Details’ will allow users with the roles of ‘Submitters’ or ‘Developers’ to edit high level
application information during initial application creation and during post-award modifications. This
information will be read-only for all other recipient users and during other phases of a grants life cycle.

To edit an application record:
1) Click ‘Application Details’.
2) You will be taken to the ‘Application Name | Application Details’ form for the selected application.

You will be able to edit text saved in fields and change the values saved for drop-down menus. Refer
to Action: Create Application for information that will be expected for each field.

3) Once you have completed your changes, click the ‘Save’ button. All changes will be saved and you
will be returned to the ‘Related Actions’ menu. You can verify changes by clicking the ‘Summary’
dashboard to view application details.
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Trams Transit Organization | Application Details

Recipient Information

Recipient ID

9900 Recipient Name Trams Transit Organization

Application Details

Application Name

Application Type

Application
Executive
Summary

Application Point
of Contact

Sample Application

Create a name for this application. Note that this name will be used to reference the grant elsewhere, so create a name as you would like this grant to be

seen by the public. For example, New York Wilson Bridge Construction Grant.

Grant

Select the type of FTA financial assistance you are applying for

Summary information for the application is placed here

Describe the general purpose of the award.

Jane Trams

Select your organization's primary contact for this application

Application Executive Order (E.Q.) Information

Click link for
details about E.O.
12372 review:

Does your State
require E.O. 12372
review?

If Yes, Provide
State Application
D

If Yes, Provide
Date Submitted for
State Review

a http:/fwww.whitehouse.goviombl/grants_spoc
X http:/fwww. whitehouse goviomb/grants_spoc

() Yes, our state requires E.0. 12372 review
®) No, our state does not require E.O. 12372 review

Midfyyyy

Application Financial Information

Does your
organization have
delinquent Federal
debt?

If yes, provide
details

Is your application
using pre-award
authority?

Version 1.1

() Yes, my organization has delinquent Federal debt
®) No, my organization does not have delinquent Federal debt

() Yes, my application is using pre-award authority
®) No, my application is not using pre-award authority

Information in this document is proprietary to FTA
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6.3.3.3 Related Action: View-Print Application

To view or print the application as a document use the ‘View-Print Application’ related action. This will
generate a document in html format that may be viewed, saved, and/or printed.

1) Click ‘View-Print” Application.

2) The “View/Print Application’ form will be displayed. Click on the provided ‘View Print
Application [Application number] link to open or save application details in html format.

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

View/Print Application

Printable Application
|View Print Application - FL-2016-002-00 |

Close

6.3.3.4 Related Action: View-Print Budget Change History

To view or print budget changes that were made to the application during a budget revision select the
‘View-Print Budget Change History’ related action. This will generate a document in RTF format that
shows changes for a selected revision number that may be viewed, saved, and/or printed.

1) Click ‘View-Print Budget Change History’
2) The ‘View/Print Budget Change History for [FAIN #]’ form will be displayed.

3) Select the checkbox for a revision to view, and then click the ‘View/Print’ button.

News Tasks Records Reports Actions . Meg Smith -

usmparmentttensponaten - A pyplication | View/Print Budget Change History for FL-2016-001-00

Federal Transit Adminisiration

Select a revision record from the grid and click the " View/Print * button to View/Print the Change History for that revision.

Summary

News Mote: These revisions apply to this amendment only. To see revisions to previous amendments, search for those amendments on the Records tab

Related Actions - Revision Revision Revision Revision

Points of Contact Number Status Description Reason Date Created Date Approved
Application Control Totals

Application Projects g o Approved New Application New Application gﬁ%%gg;g FL gﬂ#%ggﬁm PM

Review / Approvals

Note: Revision number 0 indicates that it is the budget for the initial award for this amendment and
revision numbers are incremented by 1 for each subsequent budget revision in the amendment.

4) The ‘View/Print Budget Revision’ form will be displayed. Click on the provided link to view or save
budget revision details.
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View/Print Budget Revision

Printable Budget . |'\.I'iew Print Budget Revision - AK-95-X007-02
Revision | " TZRE

5) Click the ‘Close’ button to return to the ‘View/Print Budget Change History for [FAIN #]* form.

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

6.3.3.5 Related Action: Application Review Comments

The ‘Application Review Comments’ related action allows recipients to view FTA comments logged for
the application and to add comments to the application as it is going through development and reviews.
FTA personnel will be able to add review comments to an application or any of its post-award
modifications as they progress toward execution, while recipient users may only add review comments
when the application has statuses of ‘In-Progress’, ‘In-Progress / Returned to Grantee’ or ‘FAIN Assigned
/ Ready for Submission’. All recipient roles may view the comments added. The roles of ‘Submitter’ and
‘Developer’ have the option to add comments.

To add or view a history of all review comments made on an application:
1) Click ‘Application Review Comments’.

2) The “[Application ID] | [Application Name]” form will be displayed. Comments logged are show in
a grid format and include

e Comment Type
e The name of the user who made the comment

e The date the comment was made
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EL-IZNE-{]DZ-OU | Sample TrAMS Application for User Guide Purposes
niy

Recipient Details
Recipient ID Reciplent Name

T3z
Trams Transit Organizabion

Application Details

Application Number Application Name

FL-2016-002-00 Sampie TrAMS Appication for User Guide Purpases Only
Temp App HumBber

T312-2016-2

Application Review Comments

act B commant bo vive the detals

Comment Type | Comment By Comment Date
Apphcaton Dedails regiond preawardmanager lan 25, 2016
Envircnmental Fingngs regiond enironmenialreyiewer Jan 25, 2016
Cancel
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3) Click on the ‘Comment Type’ link of a comment to expand and see the details.

Review Comments Details
Comment Type
Application Details

Comment By
regiond.preawardmanager1

Comment Text

This application related comment is Optional and is entered here for User guide Purposes only.

4) Click the ‘Cancel’ button to return to the ‘Related Action’ menu.

If you are a ‘Submitter’ and/or ‘Developer’, you have the option to add comments for FTA to review
during the application development and post-award modification phases. The ‘Add New Comment’
button will appear above the ‘Application Review Comments’ grid.

5) Click ‘Add New Comment’ button and a new section of the form will be displayed to allow

comments.

7312-2016-4 | Sample TrAMS Application for User Guide Purposes

only

Recipient Details

Recipient ID
732

Application Details

Application Number
T312-20164

Temp App Number
T312-20164

Application Review Comments

Select a comment to view the details

Comment Type

T Comment By

Recipient Name
Disneyland Transit Organization

Application Name
Sample TrAMS Application for User Guide Purposes only

Add New Comment

Comment Date

Mo items available

Cancel

6) Selecta ‘Comment Type’ from the drop down menu and provide your comments in the ‘Comment

Text’ box.
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7) Click the ‘Save’ button to save your comments or the ‘Cancel’ button next to the ‘Save’ button to
close the comment box without saving,.

8) Use the ‘Cancel’ button on the bottom of the form to return to the ‘Related Actions’ menu without
saving.

Add New Review Comment

Save Cancel

Comment Type
Please select one |Z|

Comment Text

Comment By
Tomm Disney

Comment Date
Jan 26, 2016

Cancel

6.3.4 Points of Contact

The ‘Points of Contact’ dashboard displays FTA points of contacts and the recipient point of contact for
the application/award. The recipient point of contact is set during the initial application development and
may be updated on the ‘Application Details’ screen. The FTA points of contacts will be established after
initial transmission of an application (Transmitted / Ready for FTA Review phase). The point of contacts
name, user role, email, and phone number will be displayed. Updates to names, roles, and phone
numbers must be done from the users profile page.

To view the “Points of Contact” for an application/award:

1) Click on the ‘Points of Contact’ from the left-side navigation to view points of contact associated
with the application/award. The points of contact associated to the application are listed and
displayed in grid format. If there are no points of contact associated, the grid will be empty.
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2) To move away from the ‘Points of Contact’ dashboard simply click on another item from the left
hand navigation or select a new tab.

Records [ Applications / Awards
FL-2016-001-00 | RC - Application for MPR and FFR for user guide
purposes only

Recipient Details

Recipient ID Recipient Name
2000 Trams Transit Organization

Award Status Information

FAIN Award Name

FL-2018-001-00 RC - Application for MPR and FFR for user guide purposes only
Temp App Number Award Status

2e00-2018-1 Active (Executed)

Point Of Contacts

Name Role Email Phone

Jane Trams Grantes faces. ftafakeacount1234@gmail .com 202-565-1234
region4.postawsardmanager] Post-Award Mansger

region4.preswardmanageri Pre-fward Manager

6.3.5 Application Control Totals
The ‘Application Control Totals’ displays the total funding associated with an application/award.
To view the ‘Application Control Totals’ for an application/award:

1) Click on the ‘Application Control Totals’ from the left-side navigation to view the dollar totals
associated with the application/award. The application/award totals are listed in a grid and itemized
by their funding source name. If no funding sources have been defined for an application the grid
will not be displayed.

2) To move away from the ‘Application Control Totals’ simply click on another item from the left hand
navigation or select a new tab.
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Records [ Applications f Awards
FL-2016-001-00 | RC - Application for MPR and FFR for user guide
purposes only

Recipient Details

Recipient ID Recipient Name
ga0n Trams Transit Crganization

Award Status Information

FAIN Award Name

FL-2018-001-00 RC - Application for MPR and FFR for user guide purposas only
Temp App Number Award 5tatus

Bo00-2016-1 Active (Executed)

Application Control Totals Summary

Funding Source Name Amount
49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and foraard) 5210678
Local $.25.000
Localiln-Hind 50
Siate 314,221
Staten-Kind 30
Other Faderal 30
Transportation Development Credit i
Adjustrnent Arnount S0
Tatal Eligible Amount 5250000
" " 1-Sofd »

“Local Amount may include State, Loeal + Other Federal Funds.

6.3.6 Application Projects

The ‘Application Projects’ dashboard displays the list of projects associated with an application/award.
Projects contain the details associated with each grant including

Scope of work to be performed
Location where work will be performed
Funding sources and associated amounts
Project milestones

Environmental findings

Version 1.1 Information in this document is proprietary to FTA Page 142
Unclassified — For Official Use Only




A

Federal Transit Administration
TrAMS User Guide - Recipient Organization

e Specific project documentation

Projects allow the overall application/award to be divided into multiple pieces. Each application/award
must have at least one project associated with it. Awards migrated from TEAM will only have one.

To view Projects associated with an application/award:

1) Click on select ‘Application Projects’ from the left hand navigation. The list of projects associated
with the application/award will be displayed in a grid.

2) Click on the ‘Project Number’ for the project information that you want to view.

Records |/ Apphcations | Awards

FL-2016-002-00 | Sample TrAMS Application for User Guide
Purposes Only 8

Recipient Details

Recipiant 10 Recipient Mame

T3z Trams Transit Organization

Application Status Information

FAIN Application Name

FL-2016-002-00 Sample TrAMS Application Tor User Guide Puposes Only
Temp App Humber Application Status

TI2-2016-2 Applicaticn Submitted

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By

Sample TrtAMS Project - For USer Guide Purposes Only 5162 500 Jan 21, 2016 Tomm Disney

3) The project ‘Summary’ page will be displayed.

4) To return to the application ‘Summary’ page click on the application ‘FAIN’ hyperlink.
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9900-2016-2-P1 - project 2 of sample IEES

Recipient Details

Recipient ID
ga00

Application Details

AIN
pano-2018-2

Temp App Number
pono-2018-2

Project Information

Project Number
g200-2018-2-P1

Project Title
project 2 of sample

Project Created Date
Jun 13, 2018

Last Modified Date
Jun 13, 2018

Last Modified By
trams.submitteri

Project Details/Narrative

Project Start Date
Jun 02, 2018

Project End Date
Jun 28, 2018

Project Description
Project description

Project Benefits
Benefits of the Project

Project Locations
Happyland

Version 1.1

Hyperlink

Information in this document is proprietary to FTA
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Recipient Name
Trams Transit Organization

Application Mame
Sample Application

Application Status
In-Progress

Project Tasks for Completion

Marratives
Line ltems/Milestones,

Environmental Findings

Status

COMPLETED

COMPLETED

COMPLETED

Will 1% or more of the 5307 funds in this application be expended for

security purposes?

“fes - our organization will expend at least 1% of the 5307 funds in this

application for security-related projecis

Select one or more of the following reasons and provide a detailed

explanation below:
MIA

Explanation

MIA

Additional Information
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5) Select the ‘Project Control Totals’ to displays the total funding associated with the project.
6) To see additional information about the project select the ‘Related Actions’ from the left hand
navigation.

Records / Projects

FL-2016-002-01-00 - Sample TrAMS Project - For USer Guide
Purposes Only

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/UPWR/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

View-Print Application
Generate View/Print for Application

Project Documents
Manage Project Documents

For additional information on ‘Related Actions’ for projects, refer to the Projects section under
‘Application Development’.
6.4 Application Development

The processes outlined under this section include the steps leading up to the submission of a formal
application and the subsequent awarding of an award. These processes are designed to ensure that once an
application is transmitted it can be processed by the FTA Regional Office in a timely manner for a formal
submission by the recipient.

To Create an Application a user within the Submitter or Developer group will need to:
e Complete Application Details
e Add one of more projects to the application by:
o Adding project details and narratives, project locations, and project plan information.
o Adding budget line items and milestones
o Adding environmental findings

o Validating the project
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e Validate and Transmit Application

Once the application has been transmitted to the FTA, the FTA’s Pre-award Manager will review the
application for completeness. The Pre-award Manager will have the option to return the application to the
recipient or assign reviewers (civil rights, environmental, and technical reviewers). If no changes are
necessary the Pre-Award manager will assign the FAIN and the application will be returned to the
recipient for formal submission of the application. After submission the FTA will conduct any additional
reviews and then reserve and award the grant. The Recipient will receive a Task and will have 90 days to
execute the award.

Recipient creates and submits an application for FTA review

FTA Concurrence on Initial Draft Application & Assigns FAIN

Recipients Formally Submits Application for FTA Final review

FTA Final Concurrences, Reservation & Award

Recipient Executes the Award Agreement

This section will cover the additional ‘Related Actions’ available during the application development
phases in order to complete the above steps.

The following related actions will only be seen by users with the Developer or Submitter roles.
e Add Project to Application
e Validate and Transmit Application
e Delete Project

Additionally this section includes the project records and related actions associated with projects.

6.5 Action: Create Application

Note: Only your recipient organization’s Submitter or Developer roles will be able to access this action.
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To create a new application:
1) Click the ‘Actions’ tab to display a list of available user actions.

2) Click ‘Create Application

Records  Reports  Actions

ition
ion Create Application
Create New Application Record

Search Applications / Awards

Search and View Existing Application / Awards

Search DBE Report
Search Existing DBE Reports

3) Once selected, an editable ‘Application Details’ form will be displayed. You will need to complete
the following fields under the ‘Application Details’ section:

a) Enter a name to associate with the application and future award in the ‘Application Name’ field.

b) Select the type for the new application from the drop-down menu provided under the ‘Application
Type’ field. Choose one of the following:

i) Grant
ii) Cooperative Agreement

c) Enter an executive summary for the new application in the ‘Application Executive Summary’
field.

d) Select a point of contact from the drop-down menu provided under the ‘Application Point of
Contact’ field.
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Trams Transit Organization | Application Details
Recipient Information

Recipient ID 9900 Recipient Name Trams Transit Organization

Application Details

Application Name

Create a name for this application. Note that this name will be used to reference the grant elsewhere, so create a name as you would like this grant to be
seen by the public. For example, New York Wilson Bridge Construction Grant
Application Type - Please Select an Application Type — ﬂ
Select the type of FTA financial assistance you are applying for
Application
Executive
Summary

Describe the general purpose of the award.

Application Point  Jane Trams ﬂ
of Contact

Select your organization's primary contact for this application
4) You will need to complete the following fields under the Application Executive Order (E.O.)
Information’ section:

a) Select either the Yes or No option as applicable to respond to the question, ‘Does your State
require E.O.12372 review?’ If you select the Yes option, complete the next two fields:

b) Enter the state application ID in the ‘If Yes, Provide State Application ID’ field, when the answer
was ‘Yes’ to ‘Does your State require E.O 12372 review?’

c) Click on the ‘If Yes, Provide Date Submitted for State Review’ field to either type in a date or to
select a date from the calendar presented.

Application Executive Order (E.Q.) Information

Click link for | 5 | http:/iwww.whitehouse.goviomb/grants_spoc
details about E.0. | | http:/Awww.whitehouse goviomb/grants_spoc
12372 review:

Does your State © Yes, our state requires E.Q. 12372 review

require E.0. 12372 © Np, our state does nof require E.O. 12372 review
review?

If Yes, Provide
State Application
ID

If Yes, Provide  M/dlyyyy
Date Submitted
for State Review

5) You will need to complete the following fields under the ‘Application Financial Information’ section:

a) Select either the Yes or No option to respond to the question, ‘Does your organization have
delinquent Federal debt?’ If you selected the ‘Yes’ option, provide an explanation into the ‘If yes,
provide details’ field.
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b) Select either the Yes or No option to respond to the question, ‘Is your application subject to pre-
award authority?’ Selecting ‘Yes, my application is subject to pre-award authority’ will generate
a task for an initial Federal Financial Report (FFR) to be completed by your recipient
organization’s FFR Reporter.

Application Financial Information

Does your ' Yes, my organization has delinquent Federal debt

organization have ) No my organization does not have delinquent Federal debt
delinquent
Federal debt?

If yes, provide
details

Is your application @ Yes, my application is using pre-award authority

using pre-award ) No, my application is not using pre-award authority
authority?

Save Cancel

6) Once all details have been entered for the new application, click the ‘Save’ button. Click the ‘Cancel’
button to discard the application.

7) The new application record will be created and saved. A confirmation message will be displayed:
‘Click on the link below to view the new Application record.” You may either click on this hyperlink
to automatically be redirected to the new application record and continue developing your
application, or

8) Return to the record later by clicking the ‘Close’ button to return to the ‘Actions’ tab.

Application | Created

| a Success! |

Application Number 9900-2016-3
Click the link below to open the new Application record.
9900-2016-3 | Sample Application for User Guide Demo
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6.6 Related Action - Add Project to Application

Each application/award will be comprised of one or more projects (all previous TEAM applications are
limited to one project). The related action ‘Add Project to Application’ will be visible to developers and
submitters when an application or award is in the status of ‘In-Progress’.

Once the initial application has been created using the action ‘Create Application’ the user will need to
add projects to provide the details.

To add a new project to an application, find the application and select the ‘Related Actions’.

1) Click ‘Add Project to Application’.

Records / Applications / Awards

7312-2016-2 | Sample TrAMS Application for User Guide Purposes
Only

Application Documents
Manage Application Document

Add Project to Application
reate Project and Associate fo-Application

Application Details
Manage Application Details

View-Print Application
Generate View/Print for Application

Validate and Transmit Application
Validate and Transmit Application to FTA for Review

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

Application Review Comments
View and Manage Application / Award Review Comments

Delete Project
Delete Associated Application Project

The system will direct you to an editable form titled ‘Create Project | Step 1 of 3 - Add Project Details
and Narratives.’

e This is the first step of a three-step wizard and will prompt you for the project’s description,
benefits, any additional notes, and capital investment project details.

e Step 2 will prompt for project location (State/UZA and Congressional Districts).

e Step 3 will allow you to upload any project documents (STIP/TIP, UPWP, and Long-Range
Plan). For initial transmission of the project’s application, you will be required to complete fields
in the wizard’s Steps 1 and 2.

2) For Step 1 you will need to complete the following fields under the ‘Project Overview’ section:

a) Enter the project’s name into the ‘Project Name’ field. This is a required field.
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b) Enter a project description into the ‘Project Description’ field. This is a required field.
¢) Enter the project’s benefits into the ‘Project Benefits’ field. This is a required field.

d) Enter any additional notes into the ‘Additional Information’ field (optional).

Create Project | Step 1 of 3 - Add Project Details and Narratives

Project Overview

*Project Name
Please create a project name. For example, Wilson Bridge Construction. You may rename this project at a kater time
“Project
Description
Please describe the scope of this project and how it impacts the associated grant application
*Project Bensfits
Please destribe the expected resulls of your project. Include who will benefit from this project and how they will benefit (i.2. what is expected to be
achiewed as a result of this project
Additional
Information
f needed, please provide additional information about this project that hasn't been included above

3) You will need to complete the following fields under the ‘Capital Investment Project Details’ section:

a) Select either the Yes or No option to respond to the question, ‘Is this a New Starts, Small Starts,
or Core Capacity project funded through the FTA Capital Investment Grant Program?’ The ‘No,
this is not a Capital Investment Grant project’ response will be initially selected by default.

b) If you select the Yes option, select an option to identify the program and respond to the question,
‘If yes, what type of major capital investment project?’ Your options will consist of the
following:

e New Starts
e  Small Starts

e Core Capacity

Version 1.1 Information in this document is proprietary to FTA Page 151
Unclassified — For Official Use Only



A

Federal Transit Administration d
TrAMS User Guide - Recipient Organization

Capital Investment Project Details

Is this a New Starts, Small Starts or Core Capacity project funded through the FTA Capital Investment Grant Program?

The Capital Investment Grant Program funds locally planned, implemented and operated transit capital projects, including rapid rail, light
rail, streetcars, bus rapid transit, commuter rail, and ferries. Please see the following link for more information about this program:

Capital Investment Program

ta.dot.govi12304.him

() Yes, this is a Capital Investment Grant project. If you select "yes", the project(s) included in your application will use the 13 or 14 scope
series and cost categories of FTA's Activity Line ltem tree.
(®) No, this is not a Capital investment Grant project.

If yes, what type of major capital investment project?

New Starts
Small Starts
Core Capacity

4) Once all required project details have been entered, click the ‘Next Step’ button.

5) The system will take you to an editable form titled ‘Create Project | Step 2 of 3 - Add Project
Location’.

a) Select one or more checkboxes from the grid for the Area Name.
b) Select one or more Congressional District that will be applicable to the project.

Note: Although the selection of Area Name and a Congressional District are not enforced on this form,
they are required for the project to be successfully validated.

¢) Enter a location narrative into the ‘Location Narrative’ field, which is a required field, and then
click the ‘Next Step’ button.
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Create Project | Step 2 of 3 - Add Project Location

Place of Performance

UZAs, States and Territories associated with your organization's grantee profile:

[ Area Name | UZA Code
[[]  Florida 120000
[ oOrlando, FL 120690

Select the Congressional District(s) from your organization's grantee profile that apply to this project:

If the desired congressional district is not listed, go to your organization's grantee profile to modify the list of congressional districts for your organization
[[1 congressional District State [ Representative Name
- | Florida Ted Brown
Visit the following site to View Congressional Districts by ZIP code:
House.gov Search

http-/hwww.house. govirepresentatives/find/

Narrative

*Location
Narrative

Back Next Step Cancel

Note: Clicking the ‘Back’ button returns you to the previous steps of the project wizard. Any input
entered or selections made by the user before clicking this button will be saved to the form.

6) The system will take you to an editable form titled ‘Create Project | Step 3 of 3’ to complete related
program plan information. Depending on the funding program(s) associated with the project, you can
include your approved STIP/TIP, Unified Work Program, or Long-Range Plan information.

In each section, you may perform the following:

a) You may add documents by clicking on the ‘Browse’ button under the respective program and
then selecting a document to upload from your computer. Once you have selected a document,
click the ‘Open’ button to upload.

b) Click on the date field to either type in a date or display a date picker to select dates from.
7) Once all details have been entered for the new project, click the ‘Finish’ button.

a) Enter a description into the document description field.
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Create Project | Step 3 of 3
STIP/TIP Documents

Upload STIFTIP | Browse...

Document

STIFTIP Date | Midiyyyy

STIPTIP
Document
Description

Provide details about the uploaded STIP document (e.g., page number where the project is mentioned in the document)
UPWP Documents
Upload UPWP I Browse....

Document

UPWP Date | Midiyyyy

UPWP Document
Description

Provide details about the uploaded UPWP document (e.3., page number where the project is mentioned in the document)
LOI'IQ-RG.HQE Plan Documents

Upload Long- I Browse...

Range Plan
Document

Long-Range Plan | Midiyyyy
Date

Long-Range Plan
Document
Description

Prowide details about the uploaded Long-Ranpe Plan document (e.g., page number where the project is mentioned in the document)

Finish Back Caneel

8) The new project record will be created and saved. A confirmation message will be displayed: with a
hyperlink to the project record. You may either click on this hyperlink to automatically be redirected
to the new project record and continue developing your project, or

9) Return to the record later by clicking the ‘Close’ button to return to the ‘Related Actions’ tab.
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Project | Created

I a Success!

Project Mumber 8200-2018-3-P1 has been created.

Click the link below to view the new Project record.
2800-208-3-P1 | Project 1 for Sample applicstion

6.7 Projects

The following related actions are available from the project dashboard related actions and editable for
Developers and Submitters while an application has a status of ‘In Progress’. With the exception of
‘Validate Project’ these actions are also available to other user roles in a read-only format and available
during other project statuses in the read-only format.

Project Details and Narratives

Project Location

Project Plan Information

Budget Activity Line Items and Milestone
Environmental Determinations

Validate Project

View-Print Application

Project Documents
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Records / Projects

7312-2016-2-P1 - Sample TrAMS Project - For USer Guide Purposes
Only

Project Details and Narratives
Manage Project Details and Narrative

Project Location

Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project's Program Plan Information (STIP/JUPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Item and Milestone

Environmental Determinations

Manage Project Environmental Determinations

Validate Project
Validate and Mark Project Complete

View-Print Application

Generate View/Print for Application

Project Documents
Manage Project Documents

6.7.1 Project Details and Narratives

The ‘Project Details and Narratives’ form allows the user to update the information initially entered
during step 1 of the ‘Add Project to Application’ wizard.
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Trams Transit Organization | Project Details and Narratives
Project Details

Project Number Project Title Date Created

0e00-2018-3-P1 Project 1 for Semple application /o208 824 AM EDT

Project Overview

* Project Mame |F'mjec1 1 for Sample application

Please create a project name. For examgle, Wilsen Bridge Construction. You may rename this project at a later time

“Project | This is where you describe the project
Description

Please describe the scope of this project and how it imgacts the associated grant application.

*Project Benefits | \Will show how to create a project

Please describe the expected results of your project. Include who will benefit from this project and how they will benefit {i.e. what is expected to be
achieved as a result of this project)

Additional
Information

f needed, please provide additional information about this project that hasn't been included above.
Capital Investment Prcject Details
Is this & Mew Starts, Small Starts or Core Capacity project funded through the FTA Capital Investment Grant Program?

The Capital Investment Grant Program funds locslly planmed, implemented and operated transit capital projects, including rapid rail, light
rail streetcars, bus rapid transit, commuter rail, and ferries. Please see the following link for more information about this program:

Capital Investment Program
hietpciiwnane_fta.dot. gow'1 2304 html

() Yes, this is a Capital Investment Grant project. If you select "yes", the project(s) included in your application will use the 13 or 14 scope
series and cost categories of FTA's Activity Line ltem iree.
(®) Mo, this is not & Capital investment Grant project.

If yes, what type of major capital investment project?

Mew Starts.
Small Starts
‘Core Capacity

6.7.2 Project Location

The ‘Project Location’ form allows the user to update the information initially entered during step 2 of the
‘Add Project to Application” wizard.
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Trams Transit Organization | Project Location

Project Details
Project Number Project Title Date Created
2000-2016-3-P1 Project 1 for Sample application G/9/2018 224 AM EDT

Place of Performance

UZAs, States and Territories associated with your organization's grantee profile:

&  Area Name I UZA Code
I Florda 120000
Oriande, FL 120680

Select the Congressional District{s) from your organization's grantee profile that apply to this project

f the desired congressional district is not Ested, go to your organization’s grantee profile to modify the list of congressional districts fior your organization
&  Congressional District State I Representative Name
M 5 Florida Corrine Brown

isit the following site to “iew Congressional Districts by ZIP code:

House.gov Search
Ittp:ffwnaner house gov/representstivesfind!

Narrative

*Location | This is a mandatory fiald|
Marrative

m :ancEI

6.7.3 Project Plan Information

The ‘Program Plan Information’ form allows the user to update the STIP/TIP, UPWP or Long-Range
Plan information initially entered during step 3 of the ‘Add Project to Application’ wizard.
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Trams Transit Organization | Program Plan Information

Project Details

Project Number

8000-2018-2-P1

Project Title Diate Created

Project 1 for Sample application Ber2015 824 AM EDT

STIP/TIP Documents

Upload STIFTIP
Document

STIPTIP Date
STIFTIP

Document
Description

Tulips jpg (508 KE) 3

Gra02016

description information|

Provide details about the uploaded STIP document {e.g., page number where the preject is mentioned in the document)

UPWPF Documents

Upload UPWP
Document

UPWP Date

UPWP Document
Description

[ Browse.

Midfyyyy

Prowide details about the uploaded UPWP document {e.g., page number where the project is mentioned in the document)

Long-Range Plan Documents

Upload Long-
Range Plan
Document

Long-Range Plan
Date

Long-Range Plan
Document
Description

I Browse.

Midyyyy

Provide details about the uploaded Long-Range Plan document (e.g., page number where the project is mentioned in the document)

Save Cancel

6.7.4 Budget Activity Line Items and Milestones

The Application and Project Budgets are formulated by adding scopes and budget activity line items
(ALISs) to a project. To create and update ALIs for a project, complete the following:
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1) Click on the link ‘Budget Activity Line Items and Milestone’ related action to update the budget
activity line items.

2) The ALIs associated to the project are listed and displayed in grid format under the ‘Existing Line
Item’ section. If there are no ALIs associated, the grid will be empty.

3) Click on the ‘Add Line Items’ button to add the ALIs to this project. Click on ‘Close’ to leave the
form without saving any changes. If you selected this, you are navigated back to the related actions
dashboard.

Project | Manage Budget Activity Line Items and Milestones
Recipient Details

Recipient |0 Recipient Name

2800 Trams Transit Organizstion
Project Details

Project Number Project Name

2800-2018-3-P1 Project 1 for Sample application

Application Details

FAIN Application Name

2000-2018-2 Sample Application for User Guide Demo
Temp App Number Application Status

2800-2016-3 In-Progress

Existing Line Items

Mo Activity Line tems hawve been added to this project.

4) Click on ‘Add Item’ for each ALI that will be required for the Project.
Project | Add New Budget Activity Line ltems (ALIs)

You can add up to ten (10) line items at a time. Click "Save” to save your current line items and add maore. Click "Finish” to save your current line items and return to previous
form
New Budget Activity Line ltems (ALls)

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

No items available

+Add Item

‘Save Finish Cancel
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5) After choosing ‘Add Item’, select values from the drop-down menu provided for each line item in the
grid. For each ALI select:

a) Scope Code/Scope Name
b) Activity Type

¢) Line Item Number / Line Item Name

Project | Add New Budget Activity Line Iltems (ALIls)

You can add up to ten (10} line items at a time. Click "Save” to save your current line items and add more. Click "Finish" to save your current line items and return to previous
form

New Budget Activity Line Items (ALls)

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

Select Scope B 2 B . E| DEL

You must select a scope, activity type and item name for each line item in the grid before saving

+Add Item

Save Finish Cancel

Note: The ‘Activity Type’ drop down list will be populated based on the ‘Scope Code/Scope Name’
selected. The ‘Line Item Number / Line Item Name’ will be populated based on the ‘Activity
Type’ selected.

The scopes/ALls available to the user depend on whether the project is a Major Capital Investment
project. This is selected at the project level on the “Project Details and Narratives” form:

Capital Investment Project Details

Is this a New Starts, Small Starts or Core Capacity project funded through the FTA Capital Investment Grant Program?

The Capital Investment Grant Program funds locally planned, implemented and operated transit capital projects, including rapid rail, light
rail streetcars, bus rapid transit, commuter rail, and ferries. Please see the fallowing link for more information about this program:

Capital Investment Program

http:/ v.fta.dot. gow1 2304 . himl

@ Yes, this is a Capital Investment Grant project. If you select "yes", the project(s) included in your application will use the 13 or 14 scope
series and cost categories of FTA's Activity Line ltem tree.
) Mo, this is not a Capital investment Grant project.

If the user selected ‘Yes, this is a Capital Investment Grant project’ on the Project Details form, the user
will see the 13/14 series scopes and ALIs from the FTA Scope/ALI tree when adding new line items.
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New Budget Activity Line Items (ALlIs)

Status Scope Code / Scope Name Activity Type
| Select Scope :I -
You must sellladies i Il
131-00 NEW START - ROLLING STOCK
+Add ltem

132-00 TRANSITWAY LINES - NEW START

133-00 STATION/TERMIMALS - NEW START

134-00 SUPPORT EQUIF/FACIL - NEW START

135-00 ELECTRIFICATION/POWER DISTRIB - NEW START
136-00 SIGNALS/COMMUMICATION - NEW START
137-00 OTHER CAPITAL ITEMS - NEW START

139-00 New Start Associated Transit Improvements
140-00 NEW START

140-10 GUIDEWAY & TRACK ELEMENTS

140-20 STATIONS, STOPS, TERMINALS, INTERMODAL
140-30 SUPPORT FACILITIES

m

Line Item Number / Line Item Name

[=] - [-] e

h in the grid before saving

Finish Cancel

If the user selected ‘No, this is not a Capital Investment Grant project’ on the Project Details form, the
user will see the standard capital, planning, operating, etc. scopes and ALIs from the FTA Scope/ALI tree
when adding new line items.

New Budget Activity Line Items (ALlIs)

Status Scope Code [ Scope Name Activity Type Line Item Number [ Line ltem Name
|Se|ect Scope :I - |E| - |E| DEL
You must selSiiieit & *lem in the grid before saving
111-00 BUS - ROLLING STOCK
+Add ltem

112-00 BUS TRANSITWAYS/LINES

113-00 BUS - STATION/STOPS/TERMINALS
114-00 BUS: SUPPORT EQUIP AND FACILITIES
115-00 ELECTRIFICATION/POWER DIST (BUS)
116-00 SIGNAL & COMM EQUIPMENT (BUS)
117-00 OTHER CAPITAL ITEMS (BUS)

119-00 Bus Associated Transit Improvements
121-00 RAIL - ROLLING STOCK

122-00 RAIL TRAMSITWAY LINES

123-00 RAIL - STATION/STOPS/TERMINALS
124-00 SUPPORT EQUIP/FACILITIES (RAIL)
125-00 ELECTRIFCATION/POWER DISTRIE (RAIL)
126-00 SIGNAL/COMMUNICATION (RAIL)

127-00 OTHER CAPITAL ITEMS (RAIL)

129-00 Fixed Guideway Associated Transit Improvements
300-00 OPERATING ASSISTANCE

435-00 RURAL TRANSIT ASST PROGRAM

441-00 STATE PLANNING & RESEARCH

Finish Cancel

6) Click ‘Save’ to add the desired ALI or ‘Cancel’ to exit without saving the changes and return to ALI
summary page.

7) After saving, you may continue to add additional ALI’s. Select ‘Add Item’ to add additional items.
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8) Click ‘Finish’ to exit once all ALIs have been entered and return to the ALI summary page.

9) To add detail information for each line item, select the check box against the desired ALI from the
grid. The form will expand below the existing line items grid to include the following sections for the
selected line item.

e Line Item Scope,

e Line Item Details,

e FTA Funding Information,

e Non-FTA Funding Information,

e Rolling Stock Information, when the scope code of ‘Rolling Stock’ has been selected,

e Milestone Information.

Project | Manage Budget Activity Line Items and Milestones
Recipient Details

Recipient [ Recipient Name

2000 Trams Transit Organization
Project Details

Project Number Project Name
2000-2018-2-P1 project 2 of sample

Application Details

FAIN Application Name
2000-2018-2 Sample Application
Temp App Number Application Status
2800-2018-2 In-Progress

Existing Line Items

To edit a line iem, click on the checkbox for the Bne item and a new section will appear below with Ine item and miestone detals
5 N I - : - - FTA Total Eligibl
[0 Sstatus Cz?j';e ame Line ltem Number | Name Activity Type Guuantity Amount @ I%Iu:t
0 In- 111-00 BUS - 11.12.02 BUY REPLACEMENT 25-  Buy Replacements - o 50 =0
Progress ROLLING STOCK FT BUS Capitol Bus
In- 111-00 BUS - 11.17.00 VEH OVERHAUL (UP TO =
U Progress  ROLLING STOCK 20% VEH MAINT) Bus - Ralling Stock o 0 30

Note: For a line item to have a status of ‘Complete’, it must have: a quantity, an extended budget
description, an FTA funding source selected, at least 2 milestones, and all milestone estimated
completion dates filled out.
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10) You may provide a customized name for the line item in the ‘Line Item Scope’ details section by
updating the ‘Custom Line Items Name’ field or you may choose to keep the standard line item name.

11) Update the line item details section

a) Provide the Quantity of items that this ALI will cover in the ‘Quantity’ field. This field must be a
whole number.

b) Provide description of the ALI in the ‘Extended Budget Description’.

¢) Update the 3™ party contractor question with the correct answer. Click on the radio button next to
the “Yes, 3rd Party Contractors will be used for this line item.” or ‘No, 3rd Party Contractors will
not be used for this line item’.

Line Item Scope: 111-00 BUS - ROLLING STOCK

Line ltem #
11.12.02

Standard Line ltem Name
Buy Replacement 35- Bus

Custom Line ltem Name

Buy Replacement 35-ft Bus

Activity Type
Buy Replacements - Capitol Bus

Line Item Details

Quantity
0

Extended Budget Description

Will 3rd Party contractors be used to fulfill this activity line item?
() es, 3rd Party Confractors will be used for this line item.
@) Mo, 3rd Party Contractors will not be used for this line item.
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12) Update the FTA Funding Information Section with the requested amount to be provided by the grant
or cooperative agreement.

a) Select a value from the drop-down menu provided under the ‘FTA Funding Source’ field.

b) Update the FTA Funding Amount field with the desired amount of funding.

FTA Funding Information

FTA Funding Source
- Select One - B

FTA Funding Amount
50

13) Non-FTA Funding Information Section — provide information concerning additional local, state or
other federal funding that will be provided for this ALL

a) If applicable update the ‘Local Share Amount’ field with the amount the local government will be
contributing.

b) Ifapplicable update the ‘Local/In-Kind Share Amount’ with the value of any local in-kind
funding.

c) If applicable update the ‘State Share Amount’ field with the amount the state will be contributing.

d) If applicable update the ‘State/In-Kind Share Amount’ field with the desired amount.

e) If applicable update the ‘Other Federal Share Amount’ field with the desired amount.

f) If applicable update the ‘Adjustment Amount field” with the desired amount.

g) If applicable update the ‘Transportation Development Credit’ field with the desired amount.
Note: All amount fields reflect whole dollars and must be entered as a whole number.

The ‘Total Eligible Cost” will be updated after saving.
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Non-FTA Funding Information

Local Share Amount

50

Locallln-Kind Share Amount
50

State Share Amount

50

State/ln-Kind Share Amount
30

QOther Federal Share Amount
30

Adjustment Amount

30

Transportation Development Credit
50

Total Eligible Cost
30

Note: Transportation Development Credit and Adjustment Amount will not be additive in the Total

Eligible Cost

14) When the scope code ‘Rolling Stock’ is selected the Rolling Stock Information Section will display.

a) Select a value from the drop down ‘Vehicle Condition’ field indicating whether the vehicles are

new or used.

b) Select a value from the drop down ‘Fuel’ field indicating the type of fuel that the vehicles will

use.

¢) Provide a short text describing of the size of the vehicle in the “Vehicle Size’ field.

Rolling Stock Information

Vehicle Condition Fuel
NA v NA
Vehicle Size
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15) Update the Milestone section - A grid will be displayed with all applicable milestones.

Note: A ‘Rolling Stock’ line item will have five standard milestones as shown below.

[ Name Estimated Completion Date [ Description

[Vl  RFP/FB Issue Date

[ Contract Award Date

[T Initial Delivery Date

[ Final Delivery Date

[[]  Contract Completion Date
Milestone Details

Mistons Hane . Save Milestone Delete Milestane Cancel

RFP/IFB Issue Date

Estimated Completion Date

Midiyyyy

Milestone Description

Note: A non ‘Rolling Stock’ line item will have two standard milestones as shown below.
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Milestones

Add New Milestone

] Name Estimated Completion Date T Description
[ Start Date

[ EndDate

Save Line tem Delete Line ltem Cancel

Close

16) You may select to update the listed milestones, delete selected milestones, or add additional
milestones. Details for each milestone in the grid must be provided for the ALI to be marked as
complete. Milestones that are not applicable should be deleted.

Note: A minimum of 2 milestones are required for an ALI to be complete.

17) To add new milestones click the ‘Add New Milestone’ button and the form will expand to allow for
the input of the milestone details.

Milestone Details

Milestone Name Save Milestone. | Cancel

Estimated CBI‘I‘IP|E“OI‘I Date
Midiyyyy

Milestone Description

18) To update or delete a milestone from the grid, select the checkbox associated with the desired
milestone and the form will expand to display the milestone details.

19) Once the form has expanded you can choose to update the details associated with the milestone
selected or choose to delete the milestone.

a) Update the ‘Milestone Name’ with a name of your own choosing or keep the provided name.
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b) Click on the ‘Estimated Completion Date’ field to either type in a date or select a date from the

c)

date picker.

Optionally, provide additional information concerning the milestone in the ‘Milestone
Description’ field.

d) Click on ‘Save Milestone’ to save all information for the selected milestone and collapse the form

to hide the selected milestone details.
Click on the ‘Delete Milestone’ button to delete the milestone, and collapse the form, or

Click on ‘Cancel’ to exit out of the milestone details form without saving any changes made to
the milestone and collapse the form to hide the milestone details.

Milestone Details

Milestone Name

RFP/IFB Issue Date

| Save Milestone Deleta Milestone Cancel

Estimated Completion Date

Wahyyyy

Milestone Description

20) Once all the sections related to the selected line item have been completed, you have the following

op
a)

b)
c)

tion. The buttons can be found below the ‘Existing Line Items’ grid.

Click on ‘Save Line Item’ to save all information for the selected line item and collapse the form
to hide the line item sections, or

Click on ‘Delete Line Item’ button to delete the selected line item from the project, or

Click on ‘Cancel’ to exit out of the form without saving changes for the selected line item and
collapse the form to exclude the line item sections.
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Milestones
Add New Milestone

[ Name Estimated Completion Date T Description

[C1  RFP/IFB Issue Date 3/31/2016 The detailed information about the sample milestone should be documented here
[l Contract Award Date 4/30/2016 The detailed information about the sample milestone should be documented here
[T1  Initial Delivery Date 5/31/2016 The detailed information about the sample milestone should be documented here
[]  Final Delivery Date 6/30/2016 The detailed information about the sample milestone should be documented here
[C1  Contract Completion Date 7/31/2016 The detailed information about the sample milestone should be documented here

Save Line ltem Delete Line ltem Cancel

21) Click on the ‘Save Line Item’ button to save changes to your ALI and milestones. The ‘Click Close
Button to Save’ form will appear.

Line Item | Click Close Button to Save

| a Success! |

Click Close button to save line item and return to budget activity line items form.

Note: You must select the ‘Close’ button on this screen. Saving of line items is not complete unless the
‘Close’ button has been selected. Failing to select the ‘Close’ button will result in incorrect
Control Totals.

22) Click the ‘Close’ button to finish saving the line item and return to the ‘Budget Activity Line Items’
form

23) The status for each line item will change from ‘In-progress’ to ‘Complete’ after all sections have been
filled out and saved.
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@

Note: All line items must have a ‘Complete’ status in order to successfully validate the project.

Existing Line ltems

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

Scope Name /

[ Status g
11100 BUS -
I Completed  poy NG STOCK
11100 BUS -
- InProgress  poy NG STOCK

Line ltem Number / Name T Activity Type Quantity AmoFuTrﬁ
11.12.03 BUY REPLACEMENT Buy Replacements -

30T BUS Capitol Bus 1 §100,000
11.17.00 VEH OVERHAUL (UPTO o Rolling Stock 0 50

20% VEH MAINT)

Total
Eligible Cost

$135,000

0

Note: For a line item to have a status of ‘Complete’, it must have: a quantity, an extended budget
description, an FTA funding source selected, at least 2 milestones, and all milestone estimated
completion dates filled out.

24) To delete a line item, select checkbox of the line item to be deleted and click on the ‘Delete Line
Item’ button.

Existing Line ltems

To edit a line item, click on the checkbox for the line item and a new section will appear below with line item and milestone details
[l  status g;:;;e Name Line Item Number / Name T Activity Type Quantity Am;l;ﬁ EIigibIeT(?tt)z:
o comus I8k  JERRYFEACHET g foparomens 1 smow  ssom
[¥]  In-Progress ESLUL?NBGUS'I:OCK ;E]blTQPgHVNEqiﬁ%ERHAUL UPTO | Bre. Rolling Stock 0 50 50

Delete Line ltem Cancel

25) The system will display a message asking to confirm the deletion of the line item.

Are you sure you want to delete the ALI?

Mo Yes

26) Once a line item is deleted the existing line items grid will no longer display the deleted line item.
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Existing Line ltems

To edit a line item, click on the checkbox for the line item and a new section will appear below with line item and milestone details
= Scope Name / F S : FTA Total Eligible
[ Status G Line ltem Number / Name T Activity Type Quantity RiGiaT Cost
- 111-00 BUS - 11.12.03 BUY REPLACEMENT  Buy Replacements -
[ Completed ROLLING STOCK 30-FT BUS Capitol Bus 1 $100.000 $135.000

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

6.7.5 Environmental Determination

Environmental findings must be provided for each Project. You may select to have one environmental
finding apply to the project as a whole (and all ALIs within the project) or select individual environmental
findings for each ALI.

To update Environmental Determination, complete the following:

1) Click on the link ‘Environmental Determination’ related action to update environmental findings
details.

Records / Projects

FL-2016-002-01-00 - Sample TrAMS Project - For USer Guide
Purposes Only

Project Details and Narratives
Manage Project Details and Marrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Project Plan Information
Manage Project’s Program Plan Information (STIR/UPWR/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line ltem and Milestone

Environmental Determinations

wanage Project Environmental-Bieterminations

View-Print Application
Generate View/Print for Application

Project Documents
Manage Project Documents

2) Update ‘Step 1’ the project ‘Independent Utility and Permissible Segmentation’ section by identifying
if your project involves one or more environmental findings by either selecting:

a) ‘This Project and each ALI activity have a separate, individual NEPA finding’ — select this option
when each ALI within the project has its own environmental finding, or
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b) ‘This Project and ALL ALIs activities are covered by one NEPA finding’ — select this option
when one environmental finding applies to the project as a whole.

3) Click on the ‘Next’ button to move the next form or ‘Close’ to close the form without saving changes
and return to the project ‘Related Actions’ menu.

9900-2016-3-P1 | Project Environmental Review Summary
Recipient Details

Recipient ID Recipient Name
ga00 Trams Transit Organizafion

Application Details

FAIN Application Name

£a00-2016-3 Sample Application for User Guide Demo
Temp App Number Application Status

g200-2016-3 In-Progress.

Project Details

Project Number FProject Name
8a00-2016-3-P1 Project 1 for Sample apphicstion

FTA Environmental Review

Prior to approving a grant in TrAMS, FTA must find that the action comgplies with the Nationsl Environmental Palicy Act (MEPA) and any other applicable
environmental laws and regulstions including, but not limited to, Section 106 of the Mational Historic Preservation Act, Section 4(f). and the Endangered Species
Act. TrAMS requires you to enter MEPA classes of action (whether the project qualifies as a o-list or d-list categorical exdlusion (CE), environmental assessment
(EAL or environmental impact statement (E15]) and identify a NEPA finding (CE, FONEI, or ROD) at either the Project Level or the Activity Line lkem (ALI) level,
depending on how the application is structured.

“ou are requested to upload documents related to environmenial reviews, as sppropriste, and identify MEPA finding dates (post and upcoming) to help FTA
manage or conduct an emvironmental review. If you need assistance on how to enter environmental information into TrAMS, please contact your regional office.

Useful resources to identify the appropriate NEPA class of action and other environmentsl review requirements include: your FTA regional office, FHWATFTA
environmental regulations at 22 CFR 771, and FTA's Categorical Exdlusion Guidance. Links to these documents and other relevant materials are on FTA's public:
website.

hitp:/havars fta dot gonl

Step 1: Independent Utility and Permissible Segmentation

For most entries in TrAMSE, there will be one NEFA finding per "Project” in TrAMSE. In some casas, it may be desirable for one "Project” to have multiple NEPA
findings, and in that instance, there would be ona NEPA finding identified per AL| {e.g., large formula grants covering multiple independsnt sctivities or Projects that
involve permissible early scquisition of real property where the earfy property acquisition has not been s=t up as its own "Project”) rather than at the Project level.
Whether a MEPA finding is made at the Project level or for individusl ALls, every NEPA finding must comply with the scope requirements of 23 CFR 771.111(f)
(imdependent wtility, logical termini for inear projects, not resirict considerstion of alternatives for reasonably foreseeable transportstion projects).

If your Project includes permissible early acquisition of real property, that esrly acquisition of property must hawe its own MEPA finding if Federal funds may be
used for the acquisifion. That can be done through either including a separste "Project” for early property acquisifion or by entering MEPA findings at the ALl level.

Identify if your Project involves one or more than one environmental finding (e.g., multiple NEPA findings at the ALl level).®
(_) This Project and each ALl activity have a separate, individusl MEPA finding.
() This Project and ALL ALls activities are covered by one NEPA finding.

m :losa
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4) Next, the ‘Step 2: Project Environmental Finding Summary’ section will appear.

a) If the value ‘This Project and ALL ALIs activities are covered by one NEPA finding’ was
selected, the grid will display one row for the whole project and only one ‘NEPA Class of Action’
and its corresponding ‘Category Exclusion’ may be selected.

9900-2016-3-P1 | Project Environmental Review Summary
Recipient Details

Recipient ID Recipient Hame
2000 Trams Transit Organizstion

Application Details

FAIN Application Name

2000-2018-2 Sample Applicafion for User Guide Dema
Temp App Mumber Application Status

2800-20158-2 In-Progress

Project Details

Project Number Project Mame

2800-2018-2-P1 Project 1 for Sample application

Step 2: Project Environmental Finding Summary

Select NEPA Class of Action

Project Mame NEPA Class of Action Category Exclusion
Project 1 for Sampla application Class | - Environmnental Inpa:lﬁtahm‘rt{ MA
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b) If ‘This Project and each ALI activity have a separate, individual NEPA finding.” was selected,
the grid will display with each ALI associated to the project. A ‘NEPA Class of Action’ and its
corresponding ‘Category Exclusion’ will need to be chosen for each ALL

9900-2016-3-P1 | Project Environmental Review Summary
Recipient Details

Recipient ID Recipient Name
2800 Trams Transit Organization

Application Details

FAIN Application Name

2800-20M8-2 Sample Application for User Guide Demo
Temp App Number Application 5tatus

2800-2018-3 In-Frogress

Project Details

Project Number Project Name

2000-2018-2-P1 Project 1 for Sample application

Step 2: Project Environmental Finding Summary

Select NEPA Class of Action

Scope Code Scope Name Line ltern Humber MEPA Class of Action Category Exclusion
111-00 BUS - ROLLING STOCK  11.17.00 Selectone [ IV
111-00 BUS - ROLLING STOCK 11.12.03 Select One ﬂ [

5) Select a value from the drop-down menu provided under the ‘NEPA Class of Action’ field.

a) Once you select a class of action from the drop-down, the ‘Category Exclusion’ field will
populate with appropriate values.

i) If “Class II(c) — Categorical Exclusion (C-List)’ or ‘Class II(d) — Categorical Exclusion (D-
List)’ is selected, a new dropdown menu will appear displaying the possible categorical
exclusion values.

i1) Otherwise, the value of ‘NA’ will populate.

6) To modify the answer selected in Step 1 for the number of environmental findings associated with the
project, click on the ‘Back’ button. When changing the selection of the question in Step 1, the
following validation message will be displayed to confirm that you want to change the environmental
finding associations:

Version 1.1 Information in this document is proprietary to FTA Page 175
Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient Organization

Previously saved data will be deleted, are you
sure you want to confinue?

-

7) Repeat steps 2 through 4.

8) Click on the ‘Next’ button to move to the next page to provide detail information on the
Environmental Findings.

9) Click on ‘Close’ to close the form without saving and return to the project ‘Related Actions’ menu.

10) Next, the ‘Step 3: Budget Activity Line Items Associated to NEPA Class of Action’ section will
display:

9900-2016-3-P1 | Project Environmental Review Summary
Recipient Details

Recipient ID Recipiznt Name
oann Trams Transit Organizafion

Application Details

FAIN Application Name

£a00-2016-3 Sample Application for User Guide Demo
Temp App Number Application Status

ga00-20168-3 In-FPrograss

Project Details

Project Number Project Name
8a00-2018-3-P1 Project 1 for Sample application

Step 2: Budget Activity Line Items Associated to NEPA Class of Action

Total

Scope Scope Line ltem . FTA - Categorical
g Code Name Number Line ltem Name Amount Eg‘z'thle NEPA Class Exclusion
BUS - - Class l{c) - Type 08: Maintenance,
® 11100 Rowne 11700 YEROWERHAULIUR  corpoonon  se7s00n00  Categancal Rehsb, Reconstrugtion
STOCK & E=clusions (C-List) of Facilities
BUS - = = T Class Il -
O 11100  ROLUNG 111203 SUYREFLACEMENT 510000000  $15500000  Emvironments! N,
STOCH = Assessment (EA)
Class Il{c) - Categorical Exclusions [C-List) - Type 02: Maintenance, rehabilitstion, and reconstruction of fecilities that occupy substantislly the same geographic

footprint and do not result in & change in functional use, such as: improvements to bridges, tunnels, storage yards, buildings, stations, and terminals; construction
of platform extensions. passing track. and retaining walls: and improvemsnts to fracks and railbads.

11) When multiple findings have been selected you will be presented with a grid to select the ALI to be
updated. Select an ALI by checking the box associated with the ALI and the form will expand to
allow the entry of the details. If only one finding was selected for the project, selecting an ALI will
not be required and the expanded form will automatically be displayed.
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12) For each NEPA Class of Action selected the user will be able to:
a) Provide a description of the findings in the ‘Description Details’ field.

b) Click on each finding date type ‘Date’ field to either type in a date or select a date from the date
picker. Date fields listed will depend on the NEPA Class of Action selected.

c) Click on the ‘Browse’ button to upload a document that is associated with the NEPA Class of
Action.

Description Details

The detailed information about the associated NEPA class of action is optional and can be entered here

Environmental Finding Dates

Finding Date Type Date

Class llc CE Approved 1/21/2016

Documentation for NEPA Class of Action

Decument Name Date Uploaded Uploaded By

Mo items available

Chrysanthemum jpg (858 .78 KB)

Back | Save Close

13) Click on ‘Save’ to save all information for the selected NEPA Class of Action and collapse the form.
Click on ‘Back’ to return to the previous form and modify the NEPA Class of Action or Categorical
Exclusions selected. Click on ‘Close’ to close the form and return to the project ‘Related Actions’
menu without saving.

6.7.6 Related Action: Validate Project

All projects must be validated before transmitting an application to FTA for review. To validate a project,
complete the following:

1) Click on the ‘Validate Project’ related action to verify that the project is complete.
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2) The system will run validation on your project to ensure all required elements for the project are
present and will provide a summary of critical issues and warnings. If the validation results in critical
issues, you will need to address them individually before the project will pass validation.

Project | Project Validation Results

Project Number Project Name Date Created

7312-2016-2-P1 Sample TrAMS Project - For USer Guide Purposes Only 1/21/2016 3:43 PM GMT+00:00

Critical Issues

| Validation Error

This project cannot pass Project Validation until these errors are corrected:

- The following line items in the project have a status of 'In-Progress'. Please ensure each line item has a status of 'Completed' before
continuing (Budget Activity Line ltems Related Action):

Scope Line ltem = FTA Funding Line Item

Number Scope Name Number Ling: ftem:Name Amount Status
BUS - ROLLING VEH OVERHAUL (UP TO 20% VEH

111-00 STOCK 11.17.00 MAINT) 50 In-Progress

Close

Note: For a line item to have a status of ‘Complete’, it must have: a quantity, an extended budget
description, an FTA funding source selected, at least 2 milestones, and all milestone estimated
completion dates filled out.

3) Click on ‘Close’ button to return back to the available related actions for the project and update the
project as necessary.

If the project passes initial validation, you will be taken through a series of questions/forms based on the

ALISs in your project:

e Section 5307 Funding Security Question
e Transportation Development Credit or In-Kind Funding Document Upload
e Fleet Status Update for Rolling Stock ALIs

The forms will only appear if the criteria apply to your project.
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4) Update the Section 5307 Funding Security Question. This question will only appear if you have

5)

selected 5307 funding for this application
a) Click on the desired radio button next to the ‘Yes’ and ‘No’ choices.

b) If you selected ‘Yes, our organization will expend at least 1% of the 5307 funds in this
application for security related projects,” then you be confirmation screen after you complete the
step d below.

¢) Ifyou selected ‘No, our organization will NOT expend at least 1% of the 5307 funds in this
application for security related projects,” then you will need to explain why on the next form.

d) Click on ‘Continue’ to save the information.

Project | Section 5307 Funding Security Question
Project Details

Project Number 8800-2018-3-P1 Project Name Project 1 for Sample applicstion

This project includes Section 5307 funds. Answer the following question:

Will 1% or more of the 5307 funds in this application be expendad for security purposes?

() Yes -- our organizstion will expend st least 1% of the 5307 funds in this spplication for security-relsted projects
) Mo — our organization will MOT expend at least 1% of the 5307 funds in this application for security-related projects

Continus

Update Security Question Details. This will only appear if you have selected ‘No’ to the 5307 funding
security question in step 3.a.

a) Click on desired reason. This is a multi-select choices
b) Update the ‘Explanation’ field with the desired text. This is a long paragraph text field.

c¢) Click on ‘Continue’ to save the information.
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Project | Security Question Details
Project Details

Project Number B900-20168-3-P1 Project Mame Project 1 for Sample applicstion

Your organization will not expend at least 1% of the Section 5307 funds for security purposes

Select one or more of the following reesons and provide a detsiled explanation below:

[ We have conducted a threat and vulnersbility sssessment and found that there are no deficiencies that require additional investment in
security projects at this time.

[J &1l FTAITSA Security Action lems* have been met. We can answer each action item affirmatively, and no additional investment in
security projects is required st this time.

[ other. Detsiled explanation is provided in comments below.

Explanation

Comments are requirsd to explain your sedection

TSA/FTA Security and Emergency Management Action Items for Transit Agencies

Guidance Link 3 http:/itransit-safety. vol pe.dot. gow Securityl SecuritylnitiativesiActionltems/actionlist.asp
| http:fitransit-safety.volpe.dot.goviSecurity Securitylnitiatives/Actionltems/sctionlist. asp

6) When one or more of the ALI has an In-Kind funding source, documentation will be required. The
‘Upload In-Kind Funding Document’ page will be displayed when a budget ALI contains In-Kind
funding.

a) Click on the ‘Browse’ button and select a document to upload.

b) Click on the ‘Save’ button to continue.

Project Validation | Upload In-Kind Funding Document

Project Details
Project Number Project Title Date Created Status
9B00-2016-3-P1 Project 1 for Sample application B/8V2018 624 AM EDT In-Progress

Document Details

This project includes = budget activity line tem that uses an In-kHind Funding source. Uplosd documentation for this sdditional funding.

Upload Document I Browse...

Uplead documentation.
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¢) If In-Kind documentation has already been uploaded during previous validations of a project, you
can skip uploading a document by clicking on the ‘Skip’ button.

Project Validation | Upload In-Kind Funding Document
Project Details

Project Number Project Title Date Created Status

7312-2016-2-P1 Sample TrAMS Project - For USer Guide Purposes Only 1/21/2016 3:43 PM GMT+00:00 Ready for FTA Review

Document Details

This project includes a budget activity line item that uses an In-Kind Funding source. Upload documentation for this additional funding.

Upload Document | Browse... | Mo file selected.

Upload documentation

Current In-Kind Chrysanthemum
Funding 856.8 KB
Document

7) When one or more of the ALI’s contain Transportation Development Credits as a Non-FTA funding
source, you will be required to upload documentation. The ‘Upload Transportation Credit Document
page will be displayed.

b

a) Click on the ‘Browse’ button and select a document to upload.

b) Click on the ‘Save’ button to continue.

Project Validation | Upload Transportation Credit Document

Project Details
Project Mumber Project Title Date Created Status
2800-2018-3-P1 Project 1 for Sample application B22018 8:24 AM EDT n-Progress

Document Details

This project includes a budget activity line item that uses an Transportation Credit source. Upload documentation for this additional funding.

Upload Document I Browse...

Uplead documentation.

c) If Transportation Credit Documentation has already been uploaded during previous validations of
a project, you may skip uploading a document by clicking on the ‘Skip’ button.
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Project Validation | Upload Transportation Credit Document
Project Details

Project Number Project Title Date Created Status

7312-2016-2-P1 Sample TrAMS Project - For USer Guide Purposes Only 1/21/2016 3:43 PM GMT+00:00 Ready for FTA Review

Document Details

This project includes a budget activity line item that uses an Transportation Credit source. Upload documentation for this additional funding.

Upload Document Mo file selected.

Upload documentation

Current Chrysanthemum
Transportation 858.8 KB
Credit Document

8) When one or more of the ALI’s contain rolling stock, the current fleet status associated to the
recipient organization is shown. You may add new fleet types, update the current fleet items, delete
fleet items, or bypass making any changes to the rolling stock by clicking the ‘Close’ button.

Refer to Related Action: Fleet Status for additional information regarding updates to fleet status.

Project Validation | Update Grantee Fleet Status

Recipient Information

@ rotiication

Project Mumber 9800-2018-2-P1 includes a Rolling Stock line item. Plesse update your organization's fizet status before continuing with the
project validation.

Recipient Profile Information

Recipient ID 8900 Recipient Mame Trams Transit Organization

Note: The fleet status associated with the application will be the fleet status in effect for the recipient
organization at the time of application award.

9) Once all validations have passed, the confirmation screen ‘Project Validated’ will be displayed with
the following message: ‘Project Number [project #] has been successfully validated’

a) Click the Close button to return to the ‘Related Actions’ menu.
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Project | Validated

\@ Success! ]

Project Mumber 82800-2018-3-21 has been successfully validated.

6.7.7 View-Print Application
Users may access the View-Print Application functionality from either the application record or the
project record. Refer to View-Print Application for information regarding this action.

6.7.8 Project Documents
To add, view, or delete documents associated with the project.

1) Click on the ‘Project Documents’ from the project related actions to display the ‘Manage Documents’
page.

Records / Projects

9900-2016-3-P1 - Project 1 for Sample application [EE8

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Informafion (Congressional District and UZA Codes)

Project Plan Information
Manage Project’s Program Plan Information (STIFAUJPWRILER)

Budget Activity Line fem= and Milestone
Manage Budgst Activity Line ltiem and Milestone

Environmental Determinations
Manage Project Environmental Determinations

Validate Project
“alidate and Mark Project Complets

View-Print Application
Generate WView/Print for Application

Project Documents
Manaqge Project Documents
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2) Documents previously uploaded and associated with the project will be displayed in a grid. To view
a document click on the hyperlink in the ‘Document File Name” field.

Trams Transit Organization | Manage Documents

Project Details
Project Number Project Name
2600-2018-2-P1 Praoject 1 for Sample application
Current Documents
O Document Document Type Document File Name Dacument Date Uploaded By
Context Description Uploaded
QoD0- i -P -
[0 Program Fian STIPMP ;'.ﬁg ZE:E S =T Jun 02, 2016 trams.submitteri
Project Budget n-kind Funding Chrysanthemum Jun 10, 2016
Project Budget == Penguins Jun 10, 2018
Add Document Close

3) Select the ‘Add Document’ button to upload additional documentation for the project. The ‘Add New
Document’ form will display. To add a new document you will need to:

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

b) After the document context has been selected the ‘Document Type’ will be available and will be
populated based on the document context selected.

¢) Provide a description of the document that will be uploaded in the ‘Document Description’ field.
d) Click the ‘Browse’ button to select a document to be uploaded.
e) Click the ‘Save’ button to complete the process.

f) To discard the uploaded document, click the ‘Cancel’ button.

Version 1.1 Information in this document is proprietary to FTA Page 184
Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient Organization

Trams Transit Organization | Add New Document

Project Details
Project Number Project Name
2e00-2018-2-P1 Project 1 for Sample application

Upload New Document

QUL Select Document Context —
Context

* Document Type |-— Select Document Type —
* Document
Description

* Select Document I Browse._.

= ==

2) To remove a document, click on the checkbox associated with the document on the ‘Manage
Documents’ page. Click on the ‘Remove Document’ button.

Trams Transit Organization | Manage Documents

Project Details
Project Number Project Name
2800-2018-2-P1 Praoject 1 for Sample application

Current Documents

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

2800-2018-2-P1 - Program Plan -

STIF_TIP Jun 08, 2016 trams.submitter1

[0 Program Fian STIRTIP

Project Budget In-Kind Funding Chirysanthermum Jum 10, 2016

Activity Line ltem

ject Budget Detaila Penguins Jun 10, 2016
Add Document Close

6.7.9 Project Control Totals

To view the total funding associated with the Project select the ‘Project Control Totals’ from the left hand
navigation.
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L.5. Departrent of Tanspostation Records / Projects
Federal T it Administrafi H H 1
reitensit Adminishion §9(00-2016-3-P1 - Project 1 for Sample application [EES
Summary R -
News Project Information
Related Aotions Project Number
Project Control Totals = £800-2018-2-P1 Project Tasks for Completion Status
Project Title Narratives COMPLETED
Project 1 for Sample application
Project Created Date Line ltems/Milestones COMPLETED
Jun 08, 2016 Environmentsl Findings COMPLETED
Last Modified Date
Jun 09, 2016

Last Modified By
frams.submitter1

Project Control Totals Summary

Funding Source Name Amiount
48 USC 5307 - (MAP 21) Urbanized Area Formula (F¥2013 and forwsard) $350,000
Local 575,000
Localfin-Kind $5.000
State 50
State/In-Kind 30
Other Federal 30
Transportation Development Credit $1,000
Adjustment Amount 30
Total Eligible Amount $420,000
4 4 19of8 » M

“Local Amount may include State, Local + Other Federal Funds

6.8 Related Action: Validate and Transmit Application

Note: Only users with the ‘Submitter’ role will be able to ‘Transmit’ the application to FTA. Developers
can only ‘Validate’ the application.

Once all projects for an application have been completed and have been successfully validated you will be
ready to send the application to the FTA for their initial review to take place. You will need to return to
the ‘Related Actions’ associated with the application.

1) If on the Project select the ‘Summary’ from the left hand navigation and click on the FAIN hyperlink
to return to the Application ‘Summary’.

2) Click ‘Related Actions’ on the left-hand side of the screen.

3) Click ‘Validate and Transmit Application to FTA’. The system directs you to the ‘Application
Validation Results’ screen.
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Records / Applications [ Awards

7312-2016-2 | Sample TrAMS Application for User Guide Purposes
Only

Application Documents
Manage Application Document

Add Project to Application
Create Project and Associate to Application

Application Details
Manage Application Details

View-Print Application
Generate View/Print for Application

Validate and Transmit Application

Validate and CAppication to FTA for Review

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

Application Review Comments
View and Manage Application / Award Review Comments

Delete Project
Delete Associated Application Project

4) The system will display a form with project validation results. You must resolve any critical issues
that are displayed before attempting to proceed.

Application | Application Validation Results
Application Details

Application 8200-2018-2 Application Name Sample Application
Number

Temporary 8200-2016-2

Application
Number

Critical Issues

|9 Validation Error

This application cannot pass Application Validstion and be transmitted to FTA for review until these errors are corrected:

- The following projects in this application have not passed Project Walidation:
gan0-2018-2-P1

Please validate all projects in the application before continuing {Project Record, Validate Project Related Action).
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5) If the system displays a warning for the application, you may disregard the message and continue
validating the application by clicking the ‘Continue with Warnings’ button.

Application | Application Validation Results
Application Details

Application 28900-2018-3 Application Name Sample Application for User Guide Demo
Number

Temporary DO00-2018-3

Application
Number

Warning Issues

Py Warning

This application can pass Applicstion Validation with the following issues, but thay must be comected prior to Award:

- Your organization has expired or incomplete civil nghts program compliances. Please update your civil ights programs (Recipient
Crrganization Record, Civil Rights Information Related Action)

- Your organization has not sporoved CEA's for Fiscel Yesr 201G (Recipient Organization Record, Certifications & Assurances Relsted
Action).

Continue with Warnings Close

6) The ‘Application | Validated’ screen will be displayed.

7) Ifyou are logged in as a user with the ‘Submitter’ role, the ‘Continue with Transmission’ button will
be displayed. Users with the ‘Developer’ role will not see this button at all.

a) If you are not ready to transmit to FTA for initial review, click the ‘Close’ button to return to the
‘Related Actions’ menu without transmitting.

8) Click on the ‘Continue with Transmission’ button.

Application | Validated

I G Success! I

Application Mumber 2800-2015-2 has been successiully validated.

‘Continue with Transmission Close

Note: Only users with the ‘Submitter’ role will be able to ‘Transmit’ the application to FTA. Developers
can only ‘Validate’ the application.
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9) The ‘Application | Transmitted’ success screen will be displayed. Click the ‘Close’ button to return to
the ‘Related Actions’ menu.

Application | Transmitted

‘ a Success! I

Application Mumber 2800-2018-2 transmission completed.

10) Click ‘Summary’ on the left-hand side of the screen if you wish to confirm that the application’s
status has been updated. The application’s status will have changed from ‘In-Progress’ to
‘Transmitted/Ready for FTA Review’.

Records | Applications [ Awards

9900-2016-3 | Sample Application for User Guide Demo

Initial Review | Final Concurrence Oibligation Executed Active Closed
Concurrence

Recipient Details

Recipient ID Recipient Name

oaoo Trams Transit Organization

Application Status Information
Application Number
8200-2016-3

Application Name
Sample lication for User Guide Demao

Last Modified On
Jun 10, 2018

Last Modified By
Submitier1 TRAMS

6.8.1 Validate and Retransmit Application to FTA

If deficiencies are identified in the application through any of the reviews conducted during initial review,
initial concurrence, or final concurrence, an email will be sent to users in the recipients indicating that the
application has been returned. The status of the application will return to the ‘In-Progress’ status or to
‘In-Progress / Returned to the Grantee’ when returned following FAIN assignment.

When the application has been returned to the recipient, you may:
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e View FTA comments from the Application Related Actions menu ‘Application Review
Comments’. Refer to Related Action: Application Review Comments.

e Respond to FTA comments.
Submitters and Developers will be able to edit the application. All actions available and editable
during drafting of the application will be available. Scope changes to existing ALI will not be

permitted once the FAIN has been generated (In-Progress/Returned to Grantee).
e Changes made to projects will require project validation prior to resubmission.

e After correcting the application deficiencies you will need to retransmit the application using the
‘Validate and Transmit Application to FTA’ related action.

6.8.2 Related Action: Delete Project

To delete one or more projects from an application, select the ‘Delete Project’ from the applications

‘Related Action’ menu:

1) Click ‘Delete Project’.

2) The ‘Application | Select Project to Delete’ form will be displayed. Select the check box for a project
you wish to delete from the application and then click the ‘Delete’ button which appears.

Application | Select Project to Delete

Recipient Details

Recipient ID

2800

Application Details

FAIN
2000-2018-2

Temp App Number
2p00-2018-2

Projects for Application

|:| Project Number
F  oooo-201E-2-P2

O sooo-2016-2-P1

Cancel

Note: You may only select one project at a time.

Version 1.1

Project Name

project to delete

project 2 of sample

Project Budget

Recipient Name
Trams Transit Organization

Application Name
Sample Application

Application Status
In-Progress

Last Updated Date

Jun 12, 2016

Jun 12, 2016

Information in this document is proprietary to FTA
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3) The ‘[Application ID] | Confirm Delete Project’ form will be displayed. Click the ‘Delete’ button to
confirm project deletion or click ‘Cancel’ to return to the application ‘Related Actions’ menu without
deleting the project.

9900-2016-2-P2 | Confirm Delete Project

Project Details
Project Number Project Title Date Created
2000-2016-2-P2 project to delete 61372016 8:30 AM EDT

4) Click the ‘Yes’ button on the additional prompt message, ‘Are you sure you want to delete this
project?’ to confirm the deletion.

Are you sure you want to delete this project?

Mo wes
Note: Deleted projects are not recoverable.

5) The ‘Project | Deleted’ success message will be displayed with the following confirmation message:
‘[Project ID] has been successfully deleted’. Click the ‘Close’ button to return to the ‘Related
Actions’ menu.

Project | Deleted

\ a Success!

Project 9800-2018-2-P2 has been succesfully deleted
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6.8.3 Submit Application to FTA

After the FTA has completed their initial review of the application and they have assigned a FAIN
number, FTA will return the application for formal submission. A ‘Task’ will be assigned to users with
the Submitter role. The Submitter will receive an email notice indicating that a task has been assigned.

1) Click the ‘Tasks’ tab to view a list of tasks for the logged on user.

2) Select the ‘Review and Submit Application’ task. The system provides you with an ‘Accept Task’
window that inquires ‘Do you want to accept the task?’

News Tasks(2) Records Reports  Actions Tomm Disney - prmn

S—

US DeparimentcTomsporofon ; ; Newest»
FederalTians't Adminishafion ' :

Assigned to Me » % TIAMS G7312 Submitter

Sent by Me J Review and Submit Application FL-2016.002.00
Starred

Grantee Tasks by
Category

1) minutes ago

3) Click the ‘Yes’ button. The system directs you to the ‘Application | Submit Application to FTA’
screen. Clicking the ‘No’ button will return the task to the group.

Accept Task
Do yvou want to accept the task?

No Yes

4) After accepting the submission task you will be able to:

Submit the application to FTA

Review the application prior to submission

Provide comments to FTA without submitting the task
Return the task for later action.

Note: Only the Submitter role is able to submit applications to FTA
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5) To review the Application prior to submission, click the ‘View/Print” button. The ‘View/Print’
Application’ form will be displayed. Click on the ‘View Print Application — [Application Number]’
to view the application.

Application | Submit Application to FTA

Recipient Profile Information

Recipient ID 3 | 5800 Recipient Name Trams Transit Organization
| https:iffacestest] fta.dot. gowsuite'tempoirecords/ty. .

Application Details

Application 3 | FL-2016-002-00 Application Name Sample Application for User Guide Demo
Number (FAIN) | https:ifacestest] fta.dot. gowsuvitetlempo/recordsty. .
Application Status FAIM Assigned / Ready for Submission
Ti Applicati Ba00-2016-3
e Last Modified Date 8/13/2018 12:27 PM EDT

Submit o FTA @ Return with Comment to FTA Cancel

6) The application will be displayed when the ‘View Print Application’ link is clicked.

Last Modified By regiond presawsrdmanageri

View/Print A

Printable Application
View Print Application - FL-2016-002-00

plication

Close

Note: If you View-Print the application during the submission process, be sure to click the ‘Close’ button
on the View-Print form to be returned to the Submit task. Otherwise, you will have to wait 1
hour for the View-Print form to time-out and for the Submit task to be returned to you.
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7) To provide the FTA with a comment click ‘Return with Comment to FTA”.

Application | Submit Application to FTA
Recipient Profile Information

Recipient ID a 3900 Recipient Mame Trams Transit Crganization
¥ | https:/facestest! fta.dot gowsuitetempo/recondsity..

Application Details

Application = | FL-2016-002-00 Application Name Sample Application for User Guide Demo
Number [FAIN) | hitps:ifacestest] fta.dot. gowsuitetempo/recordsity..
Application Status FAIM Assigned / Ready for Submission
Temp Application 8200-20158-3

Mumber Last Modified Date &/12/2018 12:27 PM EDT

Last Modified By regiond.preswsrdmanageri

Return with Comment to FTA Cancel

Submit to FTA View/Print

a) The ‘Return Application to FTA Pre-Award Manager | Recipient Comment Entry’ form will be
displayed. Enter your comment in the ‘Comment’ field and click ‘Return to FTA for Comment
Review’.

Return Application to FTA Pre-Award Manager | Recipient Comment
Entry

Recipient Profile Information

Recipient ID d 3500 Recipient Name Trams Transit Crganizafion
¥ | hitps:Macestest]. fta.dot gowisuitetempoirecordsity. .

Application Details
Application | 5 | FL-2018-002-00 Application Name Sample Application for User Guide Demo
Humber (FAIN} = https:/ffacestest] fta.dot gowsuitetempo/recondsity.

Application Status FAIN Assigned / Resdy for Submission

Temp Application B8200-2015-3

Number Last Modified Date 8122018 12:27 PMEDT

Last Modified By regiond.preswsrdmanageri

Comment
Please enter your comments for review by the FTA Pre-fward Manager.
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8) Click the ‘Close’ button to return to the application to the ‘Tasks’ tab, and submit the application at a
later time. The system will display a confirmation message that the task has been returned. If the task
does not immediately reappear in the ‘Task’ tab, click the tab again to refresh the list.

Application | Cancel Submission of Application FL-2016-002-00

Confirmation

The submission of Application FL-2016-002-00 to the FTA Pre-Award Manager has been cancelled.

Return to the Task listto submit Application FL-2016-002-00 to the FTA Pre-Award Manager at a later time.

9) To submit the application, click the ‘Submit to FTA’ button. The ‘Application Validation | Submit
Application for FTA Review’ Screen will be shown.

a) You will need to provide your 4 digit User PIN number in the ‘User PIN” field. Refer to Related
Actions: TrAMS Manage User PIN, if you do not know your PIN number.

b) Click ‘Confirm’ to continue to submit, or ‘Cancel’ to return the submission task to the ‘Task’ tab.

Application Validation | Submit Application for FTA Review
Please review the content below to confirm submission

To the best of my knowledge and belief, all dats entered are true and comect. Submission of this apolication is duly suthorized by the sppropriste govemning
officials of the applicant and the applicant will comply with the cerifications and assurances if the federal assistance is awarded.

If you agree, click on the Confirm button o complete submission of this application to the Federsl Transit Administrafion (FTA).

Enter User PIN
Please note that this verification is being recorded under the name of:
Name Submitter! TRAMS Date Jun 13,2018
Title Submitier UserPIN ||

W :anoal

10) Click the ‘Confirm’ button. The following message will be displayed: ‘Federal Award Number has
been successfully submitted to the FTA for Final Concurrence review’.
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V-\pplication Review | Submitted

| a Success! |

Federal Award ID Number FL-2016-002-00 has been successfully submitted to FTA for Final Concurrence review.

11) Click the ‘Close’ button. The system returns you to the ‘Tasks’ tab and the review link will now be
removed from the task list.

6.8.4 Execute the Award

After the FTA has completed their reviews of the application and obligated the funds for the award, a
‘Task’ will be assigned to users with the Official role to execute the award. The Official will receive an
email notice indicating that a task has been assigned.

1) Click the ‘Tasks’ tab to view a list of tasks for the logged on user.

2) Select the ‘Execute Award for Federal ID Number [FAIN]’ task. The system provides you with an
‘Accept Task” window that inquires ‘Do you want to accept the task?’

#* TrAMS G9900 Official
J Execute Award for Federal Award ID Number FL-2016-002-00

A moment ago

3) Click “Yes’ to accept the task; click ‘No’ to return the task to the queue.

Accept Task
Do you want to accept the task?

-

4) After accepting the ‘Execute Award’ task you will be able to:
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e View the Award Letter prior to executing
e Execute the Award
o Close the task to return it to the queue

Application | Award Execution Summary

Recipient Information

Recipient ID 3 9900 Recipient Name Trams Transit Organization
X hitps:/facestest! fia.dot.govisuiteftempo/recordsfty..

Application Details

Application - | FL-2016-002-00 Application Name Sample Application for User Guide Demo
Number k hitps:/facestest! fta.dot.gov/suiteftempo/recordsfty..
Application Type Grant
Obligation Fiscal 2016
Year

Preaward Authority Information

Was Preaward Yes, Preaward Authority utilized
Authority Utilized? @ No, Preaward Authority not utilized

Reporting Information

Federal Financial Quarterly Milestone Quarterly
Report (FFR) Progress Report
Reporting (MPR) Reporting
Frequency Frequency

Contract Award and Execution Details

Contract Award Obligated / Ready for Execution Award Execution Not Executed
Status Status

Contract Awarded Administrator! Region 4
BY uUser Name

Administrator
User Title

Contract Awarded Jun 13, 2016
Date Date and Time

Continue to Execution View Award Agreement Close Task

5) To View the Award Agreement select the ‘View Award Agreement’ button. The ‘Award | View
Award Letter for [FAIN]’ screen will display. Click on the ‘Award Letter FAIN’ hyperlink to open
and view the award information.

Version 1.1 Information in this document is proprietary to FTA Page 197
Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient Organization

Award | View Award Letter for FL-2016-002-00

Award Letter | AwardLetter_FL-2016-002-00
10.1 KB

Note: If you View-Print the award agreement during the execution process, be sure to click the ‘Close’
button on the View-Print form to be returned to the Execute Award task. Otherwise, you will
have to wait 1 hour for the View-Print form to time-out and for the Execute Award task to be
returned to you.

6) Click the ‘Continue to Execute’ button to execute the award. The ‘Application | Execute Contract
Award’ screen will be displayed. Provide your PIN number in the ‘User PIN’ field and click the
‘Execute Award’ button to complete the award execution. The award status will change to ‘Active
(Executed)’ once this step has been successfully completed.

Application | Execute Contract Award

Recipient Details

Recipient ID Recipient Name
9900 Trams Transit Organization

Application Details

Application Number Application Name

FL-2016-002-00 Sample Application for User Guide Demo
Obligation Fiscal Year Application Status

2016 Obligated / Ready for Execution

Award Execution Details

This contract award execution sign off is being recorded under the name of:
Executed By Officiall TRAMS

Executed Date Jun 13, 2016

Enter User PIN

Please note that this verification is being recorded under the name of:
Name Officiall TRAMS Date Jun 13, 2016
Title Official User PIN

Execute Award Cancel

7) Click the ‘Close Task’ button on the ‘Application | Award Execution Summary’ screen or the
‘Cancel’ button from the ‘Application | Execute Contract Award’ page to return the task and execute
at a later date.
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7 Managing Existing Awards - Post-Award Management

7.1 Existing Awards

Once an award is executed recipient users will have access to additional ‘Related Actions’ available from
the awards record, this includes:

1) Viewing execution details and the Award Letter

2) Viewing of Funds status on both the award level and the on a project level

3) Viewing of Fleet status of the award

Additionally, recipients with the appropriate user roles may initiate ‘Budget Revisions’, ‘Amendments’

and ‘Closeouts’ from the ‘Related Actions’ menu.

Records / Applications / Awards

FL-2016-002-00 | Sample Application for User Guide Demo

Application Documents
Manage Application Documents

Application Details
Manage Application Details

View-Print Application
Generate View/Print for Application

Execution & Award Summary
View Execution Summary and Award Agreement

Create Budget Revision
Initiate Budget Revision for Award

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

Create Amendment
Initiate Amendment for Active Executed Award

Create Closeout Amendment
Initiate Close for Active Executed Award

Application Review Comments
View and Manage Application / Award Review Comments

Award Funds Status
View Award Funds Status - Obligations, Deobligations, Refunds and Disbursements

Application Fleet Status
View Application Fleet Status
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7.1.1 Related Action: Execution & Award Summary

Recipient Users may view Execution Details and the Award Summary Letter by selecting the ‘Related
Action’ ‘Execution & Award Summary’. This information is only available after an application has been
awarded.

1) From the awards Record, select the ‘Related Action’ menu.
2) Select ‘Execution & Award Summary’
3) The ‘Award | View Execution Summary’ page will be displayed with
a) Recipient section
b) Award Details section
¢) Pre-Award Funding Information section
d) Reporting Information section
e) Contract Award and Execution Details

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

Version 1.1 Information in this document is proprietary to FTA Page 201

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient Organization

Award | View Execution Summary

Recipient Information

Recipient ID 9900

Award Details

Federal Award ID  FL-2016-002-00
Number (FAIN)

Preaward Funding Information

Was Preaward Yes, Preaward Authority utilized
Authority Utilized? @ No, Preaward Authority not utilized

Reporting Information

Federal Financial Quarterly
Report (FFR)
Reporting
Frequency

Contract Award and Execution Details

Contract Award Awarded
Status

Contract Awarded regiond.administrator1
by User Name

Administrator
User Title

Contract Awarded 6/13/2016
Date pate

5) Click the ‘View Award Agreement’ button

Recipient Name

Application Name

Milestone
Progress Report
(MPR) Reporting

Frequency

Award Execution
Status

Award Execution
By

Award Execution
Date

Trams Transit Organization

Sample Application for User Guide Demo

Quarterly

Executed

trams.officiall
User Name

Official
User Title

6/13/2016
Date

View Award Agreement

6) The ‘Award| View Award Letter for [FAIN]’ page will be displayed.
7) Click on the ‘AwardLetter [FAIN] hyperlink to view the Award Letter.

Award | View Award Letter for FL-2016-002-00

Award Letter | . | AwardLetter FL-2016-002-00

10.2KB

7.1.2 Related Action: Award Fund Status

Close

The Related Action ‘Award Fund Status’ allows recipients to view the status of their awards including
Obligations, Deobligations, Refunds, and Disbursements that have been made. All recipients’ user roles
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may view this action and during all post-award statuses. The ‘Award Fund Status’ page is read-only for
all users.

To view ‘Award Fund Status’ information:
1) Click the ‘Award Funds Status’ from the ‘Related Actions’ menu.
2) The ‘[FAIN]| [Application Name]’ page will display and includes
a) Recipient Details information
b) Award Details information
¢) Award Funding Summary grid
d) Award Funding — Account Class Code grid
e) Application Transaction History grid

Note: Each grid will only display a small number of rows at a time, use the arrow keys on the bottom of
the grid to view additional records. Arrows only appear when there are additional rows.

FL-2016-001-00 | RC - Application for MPR and FFR for user guide
purposes only

Recipient Details

Recipient ID Recipient Hame

PR00

Trams Transil Organization

Award Details

FAIN fuward Mame

FL-20r8-001-00 RC - Applicaton for MPR and FFR for usar gusde purposes only

Temp App NMumber Aoward Status

FR00-2018-1 Auctive (Executed)

Award Funding Summary
o Funding Source Obligation  Decblip Disbursements  Refund i it
= e A0 USE 8307 . (MAP 21) Urbanized Area £ : = LI
L0077 e o 1R st i) s210.870.00 £0.00 50.00 50.00 S$210.876.00
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Award Funding - Financial Purpose Code (FPC)

PO Number FPC FPC Deseription Obligation Deobligation Disbursement Refund Unliquidated Balance

FL-80-0077 00 CAPITAL 5210.678.00 30.00 30.00 30.00 $210,679.00

Award Funding - Account Class Code

PO Project . Cost Scope Code / Name [ Account

Mumber Mumber Center Suffix Class Code FPC Obligation Deobligation Disbursement F
1
FLan- FL201&  gs000  ELECTRIFICATIONFOWER 201425080912 00 $35,670.00 50.00 50.00
i DIST (BUS) A2
FLED-  FL20M6- 111-00 BUS - ROLLING , . “n .
s FL20G  gsopn LB 0152580812 0O $125,000.00 50.00 soon
< >

3) Application Transaction History may be filtered, to filter select one of the four Filters
a) FPC
b) Project
c) Scope
d) Transaction Type

4) Start typing in the appropriate value and select from the list of values that becomes available.

Application Transaction History

Filter by:
Aecount Class Code ﬂ

Choose Filter Data

Award Funding - Transaction View

Account

PO Project Scope Number [ Name | UZA Cost - - Transaction . Transaction
Number Mumber Suffix Code Center E::::Iﬁ“hon FPC Date Type Amount
FL-80- FL-2016-  111-00 BUS - ROLLING . - ot P )
e ol e 120000 65000 20152580912 00 212016 Obligation $125,000.0
FLoD- FLooqs. 11500
a ELECTRIFICATIONPOWER 120000 65000 20142580812 00 2172016 Ohbligation $35.670.00
0077 001-01-00 1
DIST (BUS)
FL-80- FL-2016-  111-00 BUS - ROLLING . 2 | - Authorized )
e ol e 120000 65000 20152580912 00 212016 pomparized 4 51250000
FL-an- FL2D6- L ERlnrcATIONPOWER 120000 85000 20142580812 0O 2H/2016 Autharized $85.670.00
aoTT 001-01-00  Sery il sl = Disbursement Ere
DIST (BUS)
< >
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7.1.2.1 Project Related Action: Project Funds Status

Recipients may view their funds status on a Project level. To view fund status on a project level you will
need to navigate to the project record. Users may go directly to a project record by searching for the
project under the ‘Record’ tab or select a project from their awards record.

1) Select ‘Application Projects’ from the left hand navigation
2) Click on the ‘Project Number’ Hyperlink

Records / Applications / Awards

FL-2016-002-00 | Sample Application for User Guide Demo

Recipient Details

Recipient ID Recipient Name
9900 Trams Transit Crganization

Award Status Information

FAIN Award Name

FL-2016-002-00 Sample Application for User Guide Demo
Temp App Number Award Status

9900-2016-3 Active (Executed)

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By

FL-2016-002-01-00 Project 1 for Sample application $430,000 Jun 09, 2016 Submitter! TRAMS
3) Select the ‘Related Actions’ for the Project

4) Select ‘Project Funds Status’

View-Print Application
Generate View'Print for Application

Project Documents
Manage Project Documents

Project Funds Status
“igw Project Funds Status

5) The Project Funds page contains
a) Recipient Details section
b) Award Details section

¢) Project Funding Summary
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d) Project Funding Account Class Code grid
e) Financial Purpose Code information

f) Transaction History grid

FL-2016-001-01-00 - RC - Application for MPR and FFR for user guide
purposes only

Recipient Details

Recipient ID Recipient Mame

w0 Trams Transi Organization

Award Details

FAIN Arared Wasme

FL-2018-001-00 RC - Agplicaton for MPR and FFR for ubar guide purpases anly
Temp App Number Award Status

ER00-2018-1 Asuve (Txecuted)

Project Details

Project Number Project Mame

FL-2018-001-01-00 RC - Applicazon dor MPR and FFR for user guide purposes anly

Project Funding Summary

:G Funding Source Obligation Deobligation Disbursements Refund Urdiq;‘.idllld
7y 49 USC 5307 - (MAP 21) Urbanized Acea =
BT | T e i mact 5210.879.00 0.0 000 5000 5210.879.00
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Project Funding - Account Class Code

PO Cost Scope Code | Name /
Number Center Suffix
FL-c0- 115-00
onT7 85000 ELECTRIFICATIOMNPOWER
DIST (BUS) A2

FL-20- . 111-00 BUS - ROLLING
077 83000 grocKad

<

Account
Class Code

20142500812 00

2015.25.80.81.2

Project Funding - Financial Purpose Code (FPC)

FPC Obligation

$25,670.00

0o $125,000.00

Decbligation

$0.00

$0.00

FPC FPC Description Obligation Deobligation Disbursements
ao CAPITAL $210.876.00 30.00 30.00
Project Funding - Transaction HiS'lOF}F
Filter by:
Account Class Code
Choose Filter Data
Project Funding - Transaction View
PO Cost Scope Mumber / Mame | Uz gfcmf';i“ & EPC Transaction
Number Center Suffix Code assincaten Date
Code
EB?%G' 65000 111-00 BUS - ROLUNG STOCK 120000 2 2M5.258081.2 0o 2102016
FL-00- 115-00 _
Qo077 65000 ELECTRIFICATIONPOWER 120000  2014.25.90.81.2 oo 212016
! DIST (BUS)
EIEST%G_ 65000 111-00 BUS - ROLUNG STOCK 120000 2 2015.25.90.01.2 0o 212016
FL-O0- 115-00 i i
o7 65000 ELECTRIFICATIONPOWER 120000 20142590812 i) 2102016
! DIST (BUS)
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Refund

50.00

Disbursement

50.00

50.00

Refund

$0.00

$0.00

en

Unliguidated Balance

Transaction
Type

Obligation

Obligation

Authorized
Disbursement

Authorized
Disbursement

$210,672.00

Amount
$125,000.00
$85.670.00
$125,000.00

$85.670.00
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7.1.3 Related Action: Application Fleet Status

When Rolling Stock is selected the Fleet Status that is associated with the award is determined by the
fleet status at the time of award execution. All recipient users may view the Fleet status associated with
the award. This form is read-only for all users.

1) Recipients may view the status of fleet by choosing the ‘Related Action’ Application Fleet Status’.
2) Select the ‘Close’ button to return to the ‘Related Actions’ menu.

Application Fleet Status

‘fiew the application’s flest status at the point of award execution
Fleets
Fleet Peak 5 Spare Active Conti Pending Inactive Dwverall
Type Reguirement pares Ratic Total Ontingenty  pisposal Total Total
Light Rail 5 2 40% 7 1 1 z &
Hesavy Rail 1 0 0% 1 0 o o 1
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7.2 Budget Revisions

A budget revision is any change to an award that has an impact on the budget allocation of the original
award. A budget revision may be a transfer of funds within or across existing project scopes and budget
activity line items (ALIs) within an approved award. It could also include the addition or deletion of an
ALI within an existing project scope.

Budget revisions are initiated by the recipients. Once they have initiated a budget revision, the award is
moved to the ‘Active / Budget Revision In-Progress’ status. No other types of revisions (Amendments or
Closeout Amendments) may be initiated until the award is back in an ‘Active (Executed)’ status.
Recipients may either adjust their ALI’s or add additional ones. Projects that have had their ALI’s
adjusted must be validated. Following project validation, the recipient validates and submits the award
for FTA review and approval. Budget revisions are reviewed and approved by Regional Post-Award
Managers. Post-Award managers may reject the budget revision and return it to the recipient for
additional modifications. Following approval of the budget revision, FTA staff may need to take
additional financial actions to align obligated funds to the new budget. Upon completion of the FTA
financial actions, the award will return to the ‘Active (Executed)’ status.

Recipient Creates Budget Revision

Modify and/or Add ALI

Validate the Project

Validate and Submit to FTA

Post-Award Manager reviews and approves Budget Revision

7.2.1 Related Action: Create Budget Revision

To create a ‘Budget Revision’ you must be logged on with the ‘Submitter’ or ‘Developer’ user roles and
the award must be in the ‘Active (Executed)’ status.

1) Locate your award and select the associated ‘Related Actions’ menu

2) Click ‘Create Budget Revision’

3) Select one or more of the following budget revisions reasons (required).
a) Modify FTA Funding Across Existing Scopes
b) Modify FTA Funding Within Existing Scopes

Version 1.1 Information in this document is proprietary to FTA Page 209
Unclassified — For Official Use Only



Federal Transit Administration ‘
TrAMS User Guide - Recipient Organization

¢) Modify Non-FTA Funding for Existing Scopes
d) Modify Quantities for Existing ALI

Award | Create Budget Revision
Grantee Summary

Grantee ID 8200 Grantee Name Trams Transit Crganization

Award Summary

Bward Number FL-2018-002-00 Award Name Sample Application for User Guide Demo

Budget Revision Guidance

What is a Budget Revision?

Per FTA Circular 5010.10: A budget revision is any change within the scope that has impact on budget allocation of the original grant. A
budget revision may be a transfer of funds within a project scope or betwesn existing activity line items (ALIs) within an approved grant. it
could also include the addition or defetion of an ALL

Additions! guidance can be found st the following webpages:

FTA Circular 3 hittp:ifwww. fta.dot. govilegislation_law/ 12343 _2640 himnl
sS0404D | | hitp/iwee fta.dot. gowlegislation_law12349_2640.him
Budget Revision 3 hittp:fwww fta.dot. govidocuments/Budget_Revision_Examples.docx

Examples hittp:/iwmwew fta.dot. gow/documents/Budget_Revision_Examples.docx

Budget Revision Information

Budget Revision [] Modify FTA Funding Across Existing Scopes
Reasons [] Modify FTA Funding Within Existing Scops
[ Medify Mon-FTA Funding for Existing Scopes
] Modify Quantities for Existing ALl

Select one or more

Revision
Description

The budget revision will be recorded under the name of:
Revised By Submitter! TRAMS

Revised Date 8/12/2018 10:36 PM EOT

Create Budget Revision Cancel

4) Provide an explanation for the change.

5) Click ‘Create Budget Revision’ to initiate the Budget Revision Process

6) Click ‘Cancel’ to return to the ‘Related Actions’ page without creating a Budget Revision.

7) A success message will be displayed following the successful initiation of a Budget Revision.
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Budget Revision | Created

| a Success! |

Federal &wsard |0 Mumber FL-2016-002-00 budget revision has been created.

7.2.2 Related Action: Budget Revision Activity Line Iltems

When modifying Budget Activity Line Items (ALIs) in TrAMS, the display fields and options available
vary slightly for applications that were originally created in TEAM or TrAMS. Since each application
type has different business rules that apply, they will each have a separate section in this User Guide.

7.2.3 Budget Revision Activity Line Items (TrAMS Application)
To modify the budget ALIs for an application:
1) Click ‘Budget Revision Activity Line Items’.
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2)

3)

4)

Version 1.1

Application | Manage Budget Revision Activity Line Items and

Milestones

Recipient Details
Recigient ID

Award Summary

Recigient Hame
Trams Transd Organcation

Ricipinnt iD
Taz2

Funding Summary

Funding Source
49USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and fonward)

Existing Line ltems

#4505 b be i - a #§ Wi B A § Rl Rl

Line e
Progect Mumber Scope Mame | Code Murmbser |
ey
112:00 BUS 1i202
FL-2016-001-01-00 ACCLRRE -
TRANSITWAYSUNES  TRanvart MALL

Recipsent Hams

Trars Transa Organcration

iwrard Namae
1084 Capitsd s PLAAMAG

Federal Award i) Humiber (FARE)
FL-2018-001-00

FTA Armdint - Award Defference

£50,000.00 20,00
Avward Rgriid
)y FTA FIA
AN Aumsagnd
$50,000 $50,000

FTA Amcunl . Badget Revision

Awaid

E bigibly
o5l

F55,000

550,000 00

Tetal
E
=1

B55,000

Cirir

The ‘Manage Budget Revision Activity Line Items and Milestones’ form will be displayed. The ALIs
associated to the application are listed and displayed in grid format under the ‘Existing Line Items’

section.

At any point, you may click the ‘Close’ button to return to the ‘Related Actions’ menu without saving

any changes.

Click on the ‘Add Line Item’ button to add ALIs to this project.

Information in this document is proprietary to FTA

Unclassified — For Official Use Only

Page 212



A

Federal Transit Administration
TrAMS User Guide - Recipient Organization

FL-2016-001-00 | Project Selection for Add Line Item

To Which Project = FL-2016-001-01-00 - Project One B
Should the Line
Item Be Added?

5) The ‘Project Selection for Add Line Item’ form will be displayed. Use the provided drop-down menu
to select a project to add ALIs to and then click the ‘Continue’ button.

6) The ‘Add New Budget Activity Line Items (ALIs)’ form will be displayed.
7) Click the ‘“+Add Item’ link to begin adding a new line item.

Note: The available selection of scopes and funding sources for any new ALIs added to the project(s)
during the budget revision will be limited to selections made in the latest approved award.

Existing Budget Activity Line Items (ALIs)

M

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

Completed 112-00 BUS TRANSITWAYSILINES ACQUIRE BUS TRANSITWAYSILINES 11.22.02 ACQUIRE - TRANSIT MALL
New Budget Activity Line Items (ALls)
Status Scope Code | Scope Name Activity Type Line item Number / Line Item Name

No items available

+Add ltem

| Saye Finish Cancel

8) Clicking the ‘Cancel’ button here will return you to the ‘Manage Budget Revision Activity Line Items
and Milestones’ form without saving any changes. The system will provide a warning prompt for
confirmation before doing so.
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9) The ‘New Budget Activity Line Items (ALIs)’ section will create a new grid row and display
selectable fields each time the ‘+Add Item’ link is clicked. Click the ‘DEL’ link if you wish to delete
an ALI that you added to the grid.

Project | Add New Budget Activity Line Items (ALIs)

Existing Budget Activity Line Items (ALIs)

m

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

Completed  112-00 BUS TRANSITWAYS/LINES ACQUIRE BUS TRANSITWAYSILINES 11.22.02 ACQUIRE - TRANSIT MALL
New Budget Activity Line Iltems (ALls)

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

Select Scope =] - ] - [¢] o=

You must select a scope, activity type and item name for each line item in the grid before saving

+Add ltemn

ﬁ Finish Cancel

10) Select a scope from the drop-down menu provided under the ‘Scope Code / Name’ field.

e Select an activity type for the selected scope from the drop-down menu provided under the
‘Activity Type’ field.

e Select a line item name or number from the drop-down menu provided under the ‘Line Item
Number/Line Item Name’ field

e Click the ‘Finish’ button to add all new ALIs that have been completed to the project and return
to the ‘Manage Budget Revision Activity Line Items and Milestones’ form.

To update new or existing budget ALIs for a project:

11) To update new or existing budget ALIs for a project: Select the check box for an ALI you wish to
modify from the grid under ‘Existing Line Items’. The form will expand below the grid to include the
following sections for the selected line item:

a) ‘Line Item Scope’

b) ‘Line Item Details’

¢) ‘Funding Information’

d) ‘Rolling Stock Information’
e) ‘Milestones’

f) Update the line items as needed
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Note: The ‘Zero Out Line Item’ button can be used at any time to wipe out all previously entered
ALI values and milestones information from the selected ALI. This button replaces the ‘Delete
Line Item’ button when an original ALI on the award has been selected.

12) Update the ‘Line Item Scope’ section as needed:

a) Update the line item’s name in the ‘Custom Line Item Name’ field with the desired text.

Line Item Scope: 112-00 BUS TRANSITWAY S/LINES

Line ltem #
112202

Standard Line Item Name
Acquire - Transit Mall

Custom Line ltem Name
Acquire - Transit Mall

Activity Type
Acquire Bus Transitways/lines

13) Update the ‘Line Item Details’ section as needed:

a) Update the quantity in the ‘Revised Quantity’ field with the desired number. This is an integer
field and must be a whole number.

b) Update the original extended budget description in the ‘Updated Extended Budget Description’
field with the desired text.

c) Select either the Yes or No option to respond to the question, “Will 3rd Party contractors be used
to fulfill this activity line item?”

Line Item Details

Original Quantity

12

Revised Quantity

12

Original Extended Budget Description
50 buses

Updated Extended Budget Description
50 buses

Will 3rd Party contractors be used to fulfill this activity line item?

Yes, 3rd Party Contractors will be used for this line item.
9@ No, 3rd Party Contractors will not be used for this line item.
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14) Update the ‘FTA Funding Information’ section as needed:

a) Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Total Eligible

Cost’ field will update accordingly.

FTA Funding Information

FTA Funding Source

49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward)

Award FTA Funding Amount
$50,000

FTA Funding Source

- (MAP 21) Urbanized Area Formula (FY2013 and forward
Revised FTA Funding Amount

$50,000

15) Update the ‘Non-FTA Funding Information” section as needed:

a) Update any existing values in fields with the desired amounts. These are all integer fields and
must be whole numbers. The ‘Revised Total Eligible Cost’ field will update accordingly.

Non-FTA Funding Information

Award Local Share Amount
80

Revised Local Share Amount

$0
Award Localln-Kind Share Amount . :
30 Revised Locallin-Kind Share Amount
Award State Share Amount s0
$0 Revised State Share Amount
Award Statefln-Kind Share Amount 50
$15,000
Award Other Federal Share Amount Revised State/In-Kind Share Amount
$0 $15,000
Award Adjustment Amount Revised Other Federal Share Amount
$0
50
Award Transportation Development Credit
$0 Revised Adjustment Amount
Award Total Eligible Cost s0
g Revised Transportation Development Credit
$0
Revised Total Eligible Cost
$65,000
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Note: The ‘Rolling Stock Information’ section is only shown when a rolling stock line item exists in
the project and has been selected.

16) Update the ‘Rolling Stock Information’ section as needed:
a) Select a vehicle condition from the drop-down menu provided for ‘Vehicle Condition’.
b) Enter a vehicle size into the ‘Vehicle Size’ field.

¢) Select the vehicle’s fuel type from the drop-down menu provided under the ‘Fuel’ field.

Rolling Stock Information

Veehicle Condition Fuel

NA . NA

Vehicle Sire

17) The ‘Milestones’ section will be read-only if an existing line item is selected. Update the ‘Milestones’
section if you have selected a new ALI that was added to the budget revision. Refer to Related
Action: Budget Activity Line Items and Milestones if further instructions on milestones are needed.

18) Once you have completed all the sections related to the selected ALI from the grid, you will have the
following options:
a) Click on the ‘Save Line Item’ button to save all information for the selected ALI and return to
the ‘Manage Budget Revision Activity Line Items and Milestones’ form, or

b) Click on the ‘Delete Line Item’ button to delete the selected ALI from the project. This
button is replaced by the ‘Zero Out Line Item’ button if the selected ALI is from the original

award.

c) Click on the ‘Cancel’ button to exit out of the form without saving changes for the selected
ALIL You will be returned to the ‘Related Actions’ menu.

19) Repeat previous steps to update the remaining ALIs in the grid as needed. The status for each ALI
will change from ‘In-Progress’ to ‘Complete.” The status of ‘Complete’ is required for all ALIs on the
project in order to validate and mark the project as ready for FTA review.
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7.2.4 Budget Revision Activity Line Items (TEAM Application)

To modify the budget ALIs for an application:

1) Click ‘Budget Revision Activity Line Items’.

Application | Manage Budget Revision Activity Line Items and

Milestones

Recipient Details
Recigseat ID

Award Summary

Recigeent Hama
Trams Transd Organabon

Riecipinnt i
7312

Funding Summary

Funding Source

49'USC 5307 - (MAP 21) Urbanized Ated Formula (Fr2013 and fonward)

Existing Line Items

Lin® Ihém
ProjectMumber  Scope Mame | Code Hurmtser
Hame
112-00 BUS 14202
FL-2016-001-01-00 ACCHLRRE -
TRANSITWAYSUNES  TRanverr MALL

Recipsent Mams
Tearrs Transd Organerabon

Awrard Name

1084 Capitad and Planning
Federal Award i) Humiber [FARE)
FL-2016-001-00

FTA Armdisnt - Award Difference
$50,000.00 20.00
. Activity Aveard Rewised
T FTA FTA
AN fumsgaani
350,000 0000

FTA Amcaunt . Badgel Revsion

£50,000 00
Award Revried
Total Toital

E gl E
o5l ol
345,000 65,000

Add Ling Beem Gt

2) The ‘Manage Budget Revision Activity Line Items and Milestones’ form will be displayed. The ALIs
associated to the project are listed and displayed in grid format under the ‘Existing Line Items’

section.

Note: At any point, you may click the ‘Close’ button to return to the ‘Related Actions’ menu without

saving any changes.

3) Click on the ‘Add Line Item’ button to add ALIs to this project.
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FL-2016-001-00 | Project Selection for Add Line Item

To Which Project  FL-2016-001-01-00 - Project One B
Should the Line
Item Be Added?

4) The ‘Project Selection for Add Line Item’ form will be displayed. Use the provided drop-down menu
to select a project to add ALIs to and then click the ‘Continue’ button.

5) The ‘Add New Budget Activity Line Items (ALIs)’ form will be displayed. Click the ‘+Add Item’
link to begin adding a new line item. Note that your selection of scopes and funding sources for any
new ALIs added to the budget revision’s project will be limited to selections made in the original
award.

Project | Add New Budget Activity Line Items (ALIs)

Existing Budget Activity Line Items (ALls)

=
Status Scope Code /| Scope Name Activity Type Line Item Number / Line Item Name
Completed 112-00 BUS TRANSITWAYSILINES ACQUIRE BUS TRANSITWAYSILINES 11.22.02 ACQUIRE - TRANSIT MALL
New Budget Activity Line Items (ALIls)
Status Scope Code | Scope Name Activity Type Line item Number / Line Item Name
No items available
+Add Iltem
| Save | Finish Cancel

6) Clicking the ‘Cancel’ button here will return you to the ‘Manage Budget Revision Activity Line Items
and Milestones’ form without saving any changes. The system will provide a warning prompt for
confirmation before doing so.
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7) The ‘New Budget Activity Line Items (ALIs)’ section will create a new grid row and display
selectable fields each time the ‘+Add Item’ link is clicked. Click the ‘DEL’ link if you wish to delete
an ALI that you added to the grid.

Project | Add New Budget Activity Line Items (ALIs)

Existing Budget Activity Line Items (ALIs)

m

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

Completed  112-00 BUS TRANSITWAYS/LINES ACQUIRE BUS TRANSITWAYSILINES 11.22.02 ACQUIRE - TRANSIT MALL
New Budget Activity Line Iltems (ALls)

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

Select Scope =] - ] - [¢] o=
You must select a scope, activity type and item name for each line item in the grid before saving

+Add ltemn

ﬁ Finish Cancel

8) Select a scope from the drop-down menu provided under the ‘Scope Code / Name’ field.

9) Select an activity type for the selected scope from the drop-down menu provided under the ‘Activity
Type’ field.

10) Select a line item name or number from the drop-down menu provided under the ‘Line Item
Number/Line Item Name’ field

11) Click the ‘Finish’ button to add all new ALIs that have been completed to the project and return to the
‘Manage Budget Revision Activity Line Items and Milestones’ form.

To update new or existing budget ALIs for a project:

12) Select the check box for an ALI you wish to modify from the grid under ‘Existing Line Items’. The
form will expand below the grid to include the following sections for the selected line item:

a) ‘Line Item Scope’

b) ‘Line Item Details’

¢) ‘Funding Information’

d) ‘Rolling Stock Information’
e) ‘Milestones’

Note: The ‘Zero Out Line Item’ button can be used at any time to wipe out all previously entered ALI
values and milestones information from the selected ALI This button replaces the ‘Delete
Line Item’ button when an original ALI on the award has been selected.
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13) Update the ‘Line Item Scope’ section as needed:
a) Update the line item’s name in the ‘Custom Line Item Name’ field with the desired text.

Line Item Scope: 112-00 BUS TRANSITWAY S/LINES
Line ltem #
11.22 02

Standard Line Item Name
Acquire - Transit Mall

Custom Line item Name
Acquire - Transit Mall

Activity Type
Acquire Bus Transitways/lines

14) Update the ‘Line Item Details’ section as needed:

a) Update the quantity in the ‘Revised Quantity’ field with the desired number. This is an integer
field and must be a whole number.

b) Update the original extended budget description in the ‘Updated Extended Budget Description’
field with the desired text.

c) Select either the Yes or No option to respond to the question, “Will 3rd Party contractors be used
to fulfill this activity line item?”

Line Item Details

Original Quantity

12

Revised Quantity

12

Original Extended Budget Description
50 buses

Updated Extended Budget Description
50 buses

Will 3rd Party contractors be used to fulfill this activity line item?

Yes, 3rd Party Contractors will be used for this line item.
@ No, 3rd Party Contractors will not be used for this line item.
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15) Update the ‘Funding Information’ section as needed:

Note: TEAM-created applications will only display fields for FTA Funding Amount, Non-FTA Amount,
and Total Eligible Cost. The FTA and Total Eligible Cost fields are editable.

a) Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Non-FTA
Amount’ field will update accordingly.

b) Update the original award’s total eligible cost in the ‘Revised Total Eligible Cost’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Non-FTA
Amount’ field will update accordingly.

Funding Information

FTA Funding Source FTA Funding Source
49 USC 5312 - Research, Development, Demonstration, Deployment 49 USC 5312 - Research, Development, Demanstration, Deployment
Award FTA Funding Amount . .
56.611.111.00 Revised FTA Funding Amount
Award Non-FTA Amount 56,751,111.00
$1,186.667.00 Revised Non-FTA Amount
Award Total Eligible Cost $1,166,667.00
ST.177.778.00 Revised Total Eligible Cost
$7.917,778.00

16) Update the ‘Rolling Stock Information’ section as needed:

a) Select a vehicle condition from the drop-down menu provided under the ‘Vehicle Condition’
field.

b) Enter a vehicle size into the ‘Vehicle Size’ field.

¢) Select the vehicle’s fuel type from the drop-down menu provided under the ‘Fuel’ field.

Rolling Stock Information

Vehicle Condition Fuel
Vehicle Size
Note: The ‘Rolling Stock Information’ section is only shown when a rolling stock line item exists in

the project and has been selected.

17) The ‘Milestones’ section will be read-only if an existing line item is selected. Update the ‘Milestones’
section if you have selected a new ALI that was added to the budget revision.

18) Once you have completed all the sections related to the selected ALI from the grid, you will have the
following options:
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a) Click on the ‘Save Line Item’ button to save all information for the selected ALI and return to the
‘Manage Budget Revision Activity Line Items and Milestones’ form, or

b) Click on the ‘Delete Line Item’ button to delete the selected ALI from the project. This button is
replaced by the ‘Zero Out Line Item’ button if the selected ALI is from the original award.

c) Click on the ‘Cancel’ button to exit out of the form without saving changes for the selected ALL
You will be returned to the ‘Related Actions’ menu.

19) Repeat previous steps to update the remaining ALIs in the grid as needed. The status for each ALI
will change from ‘In-Progress’ to ‘Complete.” The status of ‘Complete’ is required for all ALIs on the
project in order to validate and mark the project as ready for FTA review.

7.2.5 Related Action: Current Budget Change Log

To view the most current Budget Change Log for a budget revision:

1) Click ‘Current Budget Change Log’.

2) The ‘Budget Revision | Budget Change Log’ form will be displayed. The change logs for the selected
budget revision’s individual ALIs as well as the cumulative amounts associated to its projects are
listed and displayed in grid format.

3) Click the ‘Close’ button to return to the ‘Related Actions’ menu.
Budget Revision | Budget Change Log

Award Summary

Recipient I 7312 Recipient Hame Trams Transi Organizabion

Awrand Mumber FL-2016-001-00 Award Hame 1064 Capital and Planning
Budget Revision - Award Funding Summary

Funding Source FTA Amount - Award Difference FTA Amount - Current Revision

49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward)  5500000.00 50.00 550.000.00

Budget Revision - Application Scope Funding Cumulative Change Log

FTA Armbunt -
SCop FTA Amdant Cumulame
Code Scope Hame Fuading Source - Award Difference E’LR::::I'SH Percent Chanpe

BUS 43 LISC 5307 - (MAP 21) -
11200 TRANSITWAYSILINES E“P\??u“?ﬂn‘éﬁpﬁ%’r?{"' £50,000.00 £0.00 $50.000.00 0%

Budget Revision - Line ltem Change Log

Curmen
Current Previous
Project Humber Scope Line fem ET"%“ Difterence  Revision  FTA Difference ff:'“
ANy CQuantity  Amount Ao
112-00 BUS 11.22 02 ACOUIRE -
FL2016-001-01-00 JIZ00BLE @ ES e ML 12 o 12 $50.000 (5150000 3500
FL-2016-001-01-00 112-008US ENCOESIGH-LNE 12 12 50 $15,000 $15,00
TRANSITWAYSILINES  ENGIDESIGH - LINE !
’ :
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7.2.6 Related Action: View-Print Budget Change History
Recipients may review past Budget Revisions by selecting the ‘View Print Budget Change History’
1) Select the Related Action © View-Print Budget Change History’.

2) Select the checkbox for the budget revision to review and select the ‘View Print’ button.

Application | View/Print Budget Change History for FL-2016-002-01

Select a revision record from the grid and elick the * ViewPrint ' button to View'Print the Change History for that revision.

Mote: These revisions apply to this amendment only. To S22 revisions to previcus amendments, search for those amendments on the Reconds tab.
Revision Revision Revision Revision R Date Created D A d
Mumber Status Description evision Reason ate Create ate Approve
Modify Quantities for Existing 6/16/2018 3:17 PM G6/16/2016 2:20 PM
O o Approved L EDT EOT

iewn'Print Close

3) Click on the ‘View Print Budget Revision — [FAIN]’ hyperlink to see the changes made during the
budget revision.

View/Print Budget Revision

Printable Budget o Wiew Print Eudget Revision - FL-2016-002-01
Revision 129 KB

7.2.7 Related Action: Modify Budget Revision Details

At any point after having initiated a Budget Revision and while the Award status is ‘Active/Budget
Revision In-Progress’ you may modify the initially entered Budget Revision Details information.

To modify an existing budget revision’s details:
1) Click ‘Modify Budget Revision Details’.
2) The ‘Modify Budget Revision’ form will be displayed.
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Award | Modify Budget Revision
Recipient Summany

RecipsniiD 7312 Recipieni Nome  Trama Transd Organisstion

Award Summanry

Awiard Mumiber  FL-2018-001-00 Avward Hams 1064 Capital and Pranning

Budget Revision Guidance

Wihat is 3 Budgel Redsion?

P FTA Carcultar 5010.10C A budget revision i8 any change within the scope hal has impad on budged allocaon of the onginal grant
A budgel reasion may be 3 transher of lunds within 3 project scope or between axnsting acisity line Rems (ALIS) within an approved
Grant N could also inchude he addtion of delelion of knALL

Adiiona gusdance cinh Be found at the following webpages

FTA Cincular & hitpe e Mladol. gov iegislation_Raw 2349 2640 himl
SM0AD histprdtarwwr. e dod povilegasiabon w1 2349 BE40 him

Budgel Revision hitp ey Maded. goyidocement s Budget_Revision_Examphes, docs
Expmiples D | g v R ot povidncementuBediel_Revision_Exampies. sy

Budget Revision Information
Budget Revision [ Wodify FTA Funding Across Exsting Scopes
Reasons (7] sty FTA Funding Within Existing Scope
Wadly Mon-FTA Funding lor Exsting Scopes
Moty Cisanslies fof Existing ALI

Revision  Revision One
Description

Thee Budpet revision will be recorded under Be name of
Revised By Lisa Smih
Revised Date 1262016 & 17 PLGMT+00:00

Review History

Commants [Mocomments svailabia]

m o

3) Edit any previously entered details for the budget revision.

4) Click the ‘Continue’ button to save changes. You will be returned to the ‘Related Actions’ menu after
doing so.

5) At any point, you may click the ‘Cancel’ button to return to the ‘Related Actions’ menu without
saving any changes.

7.2.8 Related Action: Validate and Submit Budget Revision

After all ALI’s have been updated and the associated projects have been successful validated the recipient
with the ‘Submitter’ role may submit the budget revision to FTA for review and approval.

1) From the ‘Related Actions’ menu click ‘Validate and Submit Budget Revision’
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2) The ‘Budget Revision | Update Project Info? (Step 1 of 3)’ form will be displayed given the user a
chance to return to the projects to make any additional updates.

3) Click ‘Continue with Submission’ to continue with the submission to FTA.

Budget Revision | Update Project Info? (Step 1 of 3)

If you would like to update project-specific information before proceeding such as Narratives, Environmental Findings, or Documents, click on the project name
below to be re-directed to that project's Summary page.

Otherwise, click the "Continue with Submission’ button to move forward.

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By

FL-2016-002-01-00 Project 1 for Sample application $430,000 Jun 09, 2016 Submitter! TRAMS

Continue with Submission Cancel

4) On the ‘Budget Revision | Change Size or Physical Characteristics? (Step 2 of 3)’ page, you will need
to answer the Yes/No question ‘Will this budget revision change the size or physical characteristics of
the items in the activity line items?’

Budget Revision | Change Size or Physical Characteristics? (Step 2 of
3)

Will this budget (O ‘es, this budget revision will change the size or physical characteristics of the activity line items

revision change 7) g, this budget revision will not change the size or characteristics of the activity line items
the size or

physical
characteristics of
the items in the
activity line items?

Continue with Submission Back Canesl

5) After selecting ‘Continue with Submission’ the ‘Budget Revision | Submit Budget Revision (Step 3
of 3)” form will be displayed with a summary of the changes.

6) You may add ‘Submission Remarks’ for FTA review and choose one of the following buttons.
a) Click ‘Continue’ to submit the revision to FTA.
b) Click ‘Back’ to return to the previous screen.

c) Click ‘Cancel’ to return to the ‘Related Actions’ menu without submitting to the FTA.

Version 1.1 Information in this document is proprietary to FTA Page 226
Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient Organization

Budget Revision | Submit Budget Revision (Step 3 of 3)

Award Summary

Recipient Mame Trams Transit Crganization

Recipient ID 2800

Budget Revision Summary

Revision Status Pending
Revision Number 1

Revision Reasons [ ] Modify FTA Funding Across Existing Scopes

[ Modify FTA Funding Within Existing Scope
[ Modify Mon-FTA Funding for Existing Scopes
[ Modify Quantities for Existing AL

Revision
Description

Budget Revision Funding Summary

Funding Source

49 USC 5307 - ([MAP 21) Urbanized Area Formula (FY2013 and
fonarard)

Recipient Remarks

‘When this report is submitted to FTA, the submitter and the individuals providing the information to FTA. if any, certify that it is true.

Award Mame Sample Application for User Guide Demao

Award Number FL-2015-002-00

Created Date &/M%/2018 10:37 PM EDT

Created By trams.submitier

FTA Amount - Budget

FTA Amount - Original -
PAward Difference Revision

$350,000.00 50.00 5250,000.00

complete, and accurate to the best of their knowledge. they are aware that any false, fictifious, or fradulent information may subject them to
crminal, civil, or sdministrative pensalties. (US Code, Title 15, Section 1001).

Submission
Remarks

Submitted By Submitter! TRAMS

Submitted Date /182015 2:14 PM EDT

Review History

Comments [Mo comments available]

Version 1.1
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7) A success screen indicating that the budget revision has been successfully submitted to FTA will be
displayed after choosing ‘Continue’.

Budget Revision | Submitted
(©

Fadarsl Awprd 1D M FL-2018-002-00 gt raesane hid et ssberimed 0 FTA for vy

7.2.9 FTA Review of Submitted Budget Revisions

The FTA Regional Office staff responsible for post-award monitoring will review budget revisions and
either approves or disapproves them. Budget revision requests must include a reason for the revision and
the source of the funding. Each ALI being adjusted, either by quantity or dollar amount, must include a
brief explanation. Incomplete revisions are returned to the recipient for additional information or
corrections. These revisions will revert to ‘Active / Budget Revision In-Progress’ status in the system.
The Regional Office staff will complete a scope or FPC transfer for the budget revision, if appropriate.

Once the FTA office has approved the Budget Revision the award will revert back to the ‘Active
(Executed)’ status.
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7.3 Amendments

An amendment is the modification of an award that includes a change in scope and/or change in Federal
funds. An amendment may be initiated in TrAMS on an award application with ‘Active (Executed)’ status
by the recipient organization’s Submitter or Developer.

Once created, the amendment must go through the same FTA review cycle as a base TrAMS application
in its draft phase in order to reach award status.

Recipient Creates and Transmits an Amendment for FTA Review

FTA Initial Review and Concurrence on Amendment
Recipient Formally Submits Amendment for FTA Final Review
FTA Final Concurrences, Reservation & Award

Recipient Executes the Award Agreement

Refer to ‘Application Overview and Development’ for further details on application development.

Only recipients may initiate amendments, FTA staff however may initiate Administrative Amendments.
Refer to ‘Administrative Amendments’ for additional information.
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7.3.1 Related Action: Create Amendment

Amendment | Create Amendment
Recipient Information

Recipient ID 0200 Recipient Mame Trams Transit Organization
Award Summary

Federal Award ID FL-2018-002-00 Award Name Sample Application for User Guide Demo
Mumber [FAIN)

Amendment Guidance

What is an Amendment?

Per FTA Circular 5010.10: An Amendment is the modification of an award that includes a change in scope and/or change in Federal funds.

Additional - | http:ifaww fia.dot.govilegislation_law/ 12349 8840 html
guidance can be 3 http:/iwwenr fta dot gowlegisiation_|aw12348_3640 hirn
found at the
following
webpage:

Amendment Information
Amendment [] Change fwsrd Scope
Reason [ |nerease Award Funding
[ Decrease Award Funding
[1 Change Perfomance Period
[ other

Amendment
Details

Provide detaded explanation for this amendment.
This amendment will be recorded under the name of:
Amended By trams_submittert

Amended Date Jun 18, 2018

Create Amendment Cancel

7.3.2 Projects

The following project related actions are available and editable for FTA users with ‘Pre-Award Manager’
or ‘Post-Award Manager’ roles while an amendment has a status of ‘In Progress’.

e Project Details and Narratives
e Project Location
e Project Plan Information

e Amendment Budget Activity Line Items and Milestone
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e Environmental Determinations
e Validate Project

e View-Print Application

e Project Documents

With the exception of ‘Validate Project’ these actions are also available to other user roles in a read-only
format and available during other project statuses in the read-only format.

Refer to the Application Development section for further details on how to edit a project.

7.3.3 Related Action: Amendment Budget Activity Line Items and Milestones

The Application and Project Budgets are formulated by adding scopes and budget activity line items
(ALIs) to a project. In an amendment, recipients are able to add new scopes and ALIs that were not
previously part of the award.

To add or update the budget ALIs for a project on an amendment:

1) From the project-level ‘Related Actions’ menu, click ‘Amendment Budget Activity Line Items and
Milestones’.

2) The ‘Manage Budget Activity Line Items and Milestones’ form will be displayed. The ALIs
associated to the project are listed and displayed in grid format under the ‘Existing Line Items’
section.

3) At any point, you may click the ‘Close’ button to return to the ‘Related Actions’ menu without saving
any changes.
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Project | Manage Budget Activity Line Items and Milestones

Recipient Information

Reciosent ID Recipient Namse
2E00 Trama Transd Onganization

Project Details

Praject Number Project Name
2016-001-01-01 Progect 1

Application Details

FalN Applicaticn Nama

B 1 Test Appheation 2016 R
Temp App Humber Application Status
E2T1-2018-1 In-Progress

Existing Line ltems

L Swawms Scope Mame | Code :_'i“nﬂwpm Humber { i ?;;:iw Quantity Am,r::r: Tom] Hiq&ﬁ
O cCompiesa a2 00 TRORSTWAY LINES - By URCHASE - Acquisition 1 5100,000 $100,000

m S

To add a new ALI to the project:

1) Click on the ‘Add Line Item’ button to add ALIs to this project. Note that your selection of scopes
and funding sources for any new ALIs added to the amendment’s project will be limited to selections
made in the original award.

2) The ‘Add New Budget Activity Line Items (ALIs)’ form will be displayed. Click the ‘+Add Item’
link to begin adding a new line item.

3) Clicking the ‘Cancel’ button here will return you to the ‘Manage Budget Revision Activity Line Items
and Milestones’ form without saving any changes. The system will provide a warning prompt for
confirmation before doing so.
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Project | Add New Budget Activity Line Items (ALIs)

You can add up to ten (10) line items at a time. Click "Save” to save your current line items and add more. Click "Finish™ to save your current line items and return to previous
form.

Existing Budget Activity Line Items (ALls) =]
Status Scope Code | Scope Name Activity Type Line Item Number / Line ltem Name T
Completed 132-00 TRANSITWAY LINES - NEW START ACQUISITION 13.22.01 PURCHASE - BUSWAY

New Budget Activity Line Items (ALIs)
Status Scope Code | Scope Name Activity Type Line Item Number / Line ltem Name

Mo items available

+Add ltem

Finish Cancel

4) The ‘New Budget Activity Line Items (ALIs)’ section will create a new grid row and display
selectable fields. Click the ‘DEL’ link if you wish to delete an ALI that you added to the grid.

New Budget Activity Line ltems (ALIls)

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

Select Scope E| - B - E| DEL

You must select a scope, activity type and item name for each line item in the grid before saving

+Add ltem

Finish Cancel

5) Select a scope from the drop-down menu provided under the ‘Scope Code / Name’ field.

6) Select an activity type for the selected scope from the drop-down menu provided under the ‘Activity
Type’ field.

7) Select a line item name or number from the drop-down menu provided under the ‘Line Item
Number/Line Item Name’ field.

8) Click the ‘Finish’ button to add all new ALIs that have been completed to the project and return to the
‘Manage Budget Activity Line Items and Milestones’ form.

To edit the ALI details and milestones for a project under the amendment:

1) Select the check box for an ALI you wish to modify from the grid under ‘Existing Items’. The form
will expand below the grid to include the following sections for the selected line item:
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a) ‘Line Item Scope’

b) ‘Line Item Details’

¢) ‘Funding Information’

d) ‘Rolling Stock Information’
e) ‘Milestones’

Note: The ‘Zero Out Line Item’ button can be used at any time to wipe out all previously entered
ALI values and milestones information from the selected ALI This button replaces the ‘Delete
Line Item’ button when an original ALI on the award has been selected. If any obligation
amounts exist on the line item being zeroed out, they will also be wiped out and flagged by the
system as deobligation amounts.

2) Update the ‘Line Item Scope’ section as needed:

a) Update the line item’s name in the ‘Custom Line Item Name’ field with the desired text.
Line Item Scope: 132-00 TRANSITWAY LINES - NEW START

Line ltem #
13.22.01

Standard Line ltem Name
Purchase - Busway

Custom Line Item Name

Purchase - Busway

Activity Type
Acquisition

3) Update the ‘Line Item Details’ section as needed:

a) Update the quantity in the ‘Revised Quantity’ field with the desired number. This is an integer
field and must be a whole number.

b) Update the original extended budget description in the ‘Updated Extended Budget Description’
field with the desired text. This is a long paragraph field.

c) Select either the Yes or No option to respond to the question, ‘Will 3rd Party contractors be used
to fulfill this activity line item?’
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Line ltem Details

Original Quantity
1

Revised Quantity
1

Original Extended Budget Description
test

Updated Extended Budget Description

test

Will 3rd Party contractors be used to fulfill this activity line item?

O Yes, 3rd Party Contractors will be used for this line item.
® No, 3rd Party Contractors will not be used for this line item.

4) If this amendment is for a TEAM application, update the ‘Funding Information’ section as needed:

a) Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Non-FTA
Amount’ field will update accordingly.

b) Update the original award’s total eligible cost in the ‘Revised Total Eligible Cost’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Non-FTA
Amount’ field will update accordingly.

Funding Information

FTA Funding Source FTA Funding Source
49 USC 5312 - Research, Development, Demonstration, Deployment 49 USC 5312 - Research, Development, Demonstration, Deplayment

Award FTA Funding Amount
$6,611,111.00

Award Non-FTA Amount

Revised FTA Funding Amount
$6,751,111.00

$1,166,667.00 Revised Non-FTA Amount
Award Total Eligible Cost $1,166,667.00
§7,777,778.00 Revised Total Eligible Cost

$7,917.778.00

5) For TrAMS applications update the ‘FTA Funding Information’ section as needed:

a) Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Total Eligible
Cost’ field will update accordingly.
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FTA Funding Information

FTA Funding Source

49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward)

Award FTA Funding Amount
$100.000

Note: If the Revised FTA Funding Amount is less than the Award FTA Funding Amount then this will

result in a Deobligation.

FTA Funding Source

49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward)

Revised FTA Funding Amount
550,000

6) For TrAMS applications update the ‘Non-FTA Funding Information’ section if necessary:

a) Update any existing values in fields with the desired amounts. These are all integer fields and
must be whole numbers. The ‘Revised Total Eligible Cost’ field will update accordingly.

Non-FTA Funding Information

Award Local Share Amount

50

Award Locallln-Kind Share Amount
50

Award State Share Amount

50

Award State/ln-Kind Share Amount
50

Award Other Federal Share Amount
50

Award Adjustment Amount

50

Award Transportation Development Credit
50

Award Total Eligible Cost

$100.000

Revised Local Share Amount

50

Revised Local/ln Kind Share Amount
50

Revised State Share Amount

50

Revised State/In-Kind Share Amount
50

Revised Other Federal Share Amount
50

Revised Adjustment Amount

50

Revised Transportation Development Credit
50

Revised Total Eligible Cost
$50,000

7) Update the ‘Rolling Stock Information’ section as needed:

a) Select a vehicle condition from the drop-down menu provided under the ‘Vehicle Condition’

field.

b) Enter a vehicle size into the ‘Vehicle Size’ field.

c) Select the vehicle’s fuel type from the drop-down menu provided under the ‘Fuel’ field.

Version 1.1 Information in this document is proprietary to FTA

Unclassified — For Official Use Only

Page 236



Federal Transit Administration
TrAMS User Guide - Recipient Organization

Rolling Stock Information

Vehicle Condition Fuel
NiA v NA
Vehicle Size
Note: The ‘Rolling Stock Information’ section is only shown when a rolling stock line item in the

project has been selected.

8) The ‘Milestones’ section will be read-only if an existing line item is selected. Update the ‘Milestones’
section if you have selected a new ALI that was added to the budget revision.

9) Once you have completed all the sections related to the selected ALI from the grid, you will have the
following options:

a) Click on the ‘Save Line Item’ button to save all information for the selected ALI and return to the
‘Project | Manage Budget Activity Line Items and Milestones’ form, or

b) Click on the ‘Delete Line Item’ button to delete the selected ALI from the project. This button is
replaced by the ‘Zero Out Line Item’ button if the selected ALI is from the original award. Or,

¢) Click on the ‘Cancel’ button to exit out of the form without saving changes for the selected ALIL
You will be returned to the ‘Related Actions’ menu.

10) Repeat previous steps to update the remaining ALIs in the grid. The status for each ALI will change
from ‘In-Progress’ to ‘Complete.” The status of ‘Complete’ is required for all ALIs on the project in
order to validate and mark the project as ready for FTA review.

7.3.4 Transmit and Submit Amendment

The amendment transmission and submission processes for an amendment are the same as for an original
award. Refer to Application Overview and Development section for instructions on how to transmit an
amendment to FTA for initial review and how to accept the submission task to formally submit an
amendment for final review.

7.3.5 Amendment Execution

Once FTA has completed all reviews and awarded the amendment, the recipient’s Official user will have
to execute the award agreement for the amendment. . Refer to the task Execute Award section for details
on this process.
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7.4 Administrative Amendments

While FTA staff cannot create an amendment, the FTA Regional Post-Award Manager may however
initiate an ‘Administrative amendments’ on awards. When an administrative Amendment has been
initiated by FTA, recipients will receive a task when it is time to execute the amendment. Refer to the task
Execute Award section for details on this process.
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7.5 Closeout Amendment

Award closeout is the term used to signify the process which completes an award after all activities for an
Award have been completed or all federal funds necessary to complete the project have been expended.
Either the recipient or FTA may initiate closeout of an award. All closeout documentation must be
submitted within 90 days of the completion of all activities in the award.

A closeout can be performed on an award that is in the ‘Active (Executed)’ state. Both the recipient and
FTA may initiate a closeout.
Recipient Initiates a Closeout Amendment

Recipient completes Final MPR and FFR

Recipient does the Budget Reconciliation

Recipient Validates and Submit the Closeout

FTA Reviews and Approves the Closeout
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7.5.1 Related Action: Create Closeout Amendment

Note:  Only the Recipient Submitter or Developer role will be able to access this related action. Ensure
that the record has an application status of ‘Active (Executed)’.

1) Click ‘Create Closeout Amendment’.

Records / Applications / Awards

FL-2016-004-00 | Sample TrAMS Application - Closeout for User
Guide Purposes Only

Application Details

Manage Application Details

View-Print Application
Generate View/Print for Application

Execution & Award Summary
View Execution Summary and Award Agreement

Obligation Details
View Obligation Summary and Award Agreement

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

Create Closeout Amendment
Initiate Close Tor Aclive Executed Award
DOL Certification Details

View Details for DOL Ceriification

Application Documents
Manage Application Document
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2) The ‘Unliquidated Balance Warning’ form will be displayed if there are any unliquidated balances on

3)

4)

the application’s existing account class codes (ACCs).

Closeout Amendment | Unliquidated Balance Warning
Recipient Details

Recipient I Recipient Name
2800 Trams Transit Organization

Award Information

Award NHumber Award Name

FL-2016-002-00 Sample Application for User Guide Demo
Award Status Executed Date

Aptive (Executed) Jun 12, 2016

Award Funds Status

Unliguidated Balance

This Application/&wsard has unliquidated funds of $350,000. This smount does not include pending disbursements requested within the past two business days.

Unliguidsted funds shall be decbligsted in the full amount specified above.

N Scope
PO Project Account Class S . .
Number Mumber g#ﬁexf Code | FPC Obligation Deobligation Disbursement
FLooxses L2018 111-00/A1  20M6.25.9091.2/00 $350,000 50
002-01-00 ! emeEeE s =

Refund

30

Unliquidated

3350,000

Continue With Closeout Request Cancel Closeout Reguest

You may click the ‘Continue with Closeout Request’ button to proceed with the closeout and the
deobligation of the unliquidated balances on the award or the ‘Cancel Closeout Request’ button to

return to the ‘Related Actions’ menu without closing the award.

The ‘Closeout Amendment’ form will be displayed. Complete the following under the ‘Closeout

Amendment Information’ section:

a) Select the appropriate check box(es) under the ‘Closeout Reasons’ section. At least one closeout

reason must be provided.

b) An error message will be presented if no ‘Closeout Reasons’ are selected

Award | Close Out Amendment

| Validation Error |

Please select one or more reasons.

¢) Enter a comment into the ‘Closeout Remarks’ field.
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d) Click the ‘Create Closeout Amendment’ button.

Award | Close Out Amendment

Recipient Summary

Recipient ID

2800 Recipient Mame Trams Transit Orgsnization

Award Summary

Award Number

Award Status

FL-2016-002-00 Award Name Sample Application for User Guide Demo

Actve [Executed)

Close Out Guidance

FTA Circular
SHO0AD

‘What is & Close Cut Amendment?
Per FTA Circular 5010010: 5. GRAMT CLOSE-OUT.

Grant close-out is the term used to signify the process by which FTA determines that all sclivities in & grant sre complete and Federal funds
have been expended. Grant closeout does not preclude FTA's ability to seek repayment or other remedies for a grantee's breach of grant
terms and conditions.

Grantes's Role and Responsibilities. The grantee must initiate close-out of a grant when all approved actvities are completed and/or
applicable Federsl funds expended. All close-out documentation must be submitted within B0 days of the completion of all activities in the
grant. This requires notifying FTA by letier or  e-mail that the grant is ready for close-out.

The grantee should electronically submit the following in TEAM as part of the grant close-out process:

{1} afinal budget reflecting sctual project costs by scope and activity:

{2} afinal FSR:

{3} afinal narrative MPR indicating the actual completion date of each ALl; a discussion of each ALl contained in the final budget and list
of project property purchased under the grant;

(4} areguest io decbligate any unexpended balance of Federal funds; and

{5} any other reports required as part of the terms and conditions of the grant.

Additionsl guidance can be found =t the following webpages:

hitp:hwaww. fta_dot govilegislation_law/12349_8640 himl

¥ hitp:iweenw fta_dot gowllegislation_laen 12349 8640 htmi

Close Out Amendment Information

Close Out
Reasons

Close Qut
Remarks

Close Out By

Close Qut Date

Version 1.1

[ Al approwed sctivities are complated andior applicable Federal funds expended

[ Al applicable Federal funds expended

[ Funds sre no lomger needed to sccomplish the grant purpose

[] Determined that the project has been essentially completed andior approved funds have been substantially drawn down
Select One or More Options

Provide detailed explanation for this close-cut
This Grant Close out will be recorded under the name of:

Submittert TRAME

Jun 18, 2018
=
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The ‘Closeout Created’ form will be displayed with the following confirmation message: “A new closeout
amendment for Federal Award ID Number [FAIN #] has been created.” It will provide an active new
amendment record link to the closeout amendment.

Amendment | Closeout Created

| a Success! ‘

A new clossout smendment for Federal Award |D Mumber FL-2016-002-01 has been crested.

Click the link below to view the new closeout amendment.
FL-20158-002-01 | Sample Applhcation for Liser Guide Demo

7.5.2 Complete and Submit Final MPR

Before submitting a Closeout Amendment for approval, you must submit a Final Milestone Progress
Report (MPR) to FTA. The Final MPR is assigned as a task to users with the ‘MPR Reporter’ role as soon
as the closeout amendment is created.

1) After the ‘MPR Reporter’ successfully logs on, the number of pending tasks will be indicated next to
the ‘Tasks’ tab.

2) Select the ‘Complete Final Milestone Progress Report’ task for the application.

=+ TrAMS G9900 MPR. Reporter
J Complete Final Milestone Progress Report for Federal Award 1D No. FL-2016-002-01

A moment ag

3) Click the ‘Accept’ button to accept the task and the editable ‘Milestone Progress Report (MPR) |
Summary’ form will be displayed. Click the ‘Go Back’ button to return the task.
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Milestone Progress Report (MPR) | Summary
Recipient Details

Recipient ID Recipient Name
ga00 Trams Transit Organization
Award Summar}' =
Federal Award D Number [FAIM) Award Name
FL-2018-002-01 Sample Application for User Guide Demo
MPR Reporting Frequency Required Award Status
Quarterly Active Award [ Ready for Closeout
Preaward Authority Utilized? Obligation Date
‘f'es, Preaward Authority utilized 8/13:2018

® Mo, Preawsard Authority not ufilized

Milestone FFO'QFESS REPDI"I SUI'I"II'I"IEW =2
Report Type MPR Report Status

Cuarterly Wark in Progress

Report Period Report Due Date

CQuarter 3 (Apr - Jun), FY 2016 6/16:2018

Report Period Begin Date Last Update By

4172016 MiA

Report Period End Date Last Update Date

8182018

Final Report?

8 Yes, Final Report
Mo, Mot Final Report

Award Overview

MPR Overview Remarks

Provide details about overall progress of this award including all projects within the award
List of Line Items

Project Scope Line ltem - Number of Humber of
O Number “ Number Scope Name Number Line ftem Name Milestones Milestones Pending
FL-2016-D02- EBUS - ROLLING - VEH OVERHAUL (UP TO
O orad Uik STOCK peirn 20% VEH MAINT) < u
O ;I_;g?mmz- 111-00 E_LrJgéEDLLING 111203 EHE REFLACEMENT 20-FT ¢ 1
Sawe All Changes Finalize for Closeout Close Task

4) At any point, you may click the ‘Close Task’ button to return to the ‘Tasks’ tab without saving any
changes and retain the task.
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5) Enter comments into the ‘MPR Overview Remarks’ field to provide details about overall progress of
the award to include all projects. Note that this is a required field.

Award Overview

MPR Overview Remarks

The MPR Overview Remarks are mandatory and must be entered here

Provide details about overall progress of this award including all projecis within the award

6) Verify all line items displayed under the ‘List of Line Items’ grid. Any value greater than zero under
the ‘Number of Milestones Pending’ column indicates pending milestone(s) that must be provided
with an appropriate ‘Actual Completion Date’ or ‘Revised Estimated Completion Date’.

Note: A milestone is considered ‘Pending’ if one of the following is true:
e The ‘Original Estimated Completion Date’ expired on or before the ‘Report Period End Date’

e There is no ‘Actual Completion Date’ indicating the milestone was successfully achieved on
or before the ‘Report Period End Date’

e The ‘Revised Estimated Completion Date’ expired on or before the ‘Report Period End Date’

List of Line Items

O Project Scope

Line ltem Line lem Mame Number of Humber of
Number Number

Scope Name Number Milestones Milestones Pending

FL-2018-002- BUS - ROLLING I VEH OVERHAUL [UF TO _
O oo 111-00 STOCK 11.17.00 205 VEH MAINT) 4 0

FL-2016-002- BUS - ROLLING BUY REPLAGEMENT 20-FT
U oidi 11-00 STOCK 11202 BUS 5 O

Save All Changes Finalize for Closeout Cloze Task

7) Select the check box for a line item with a pending milestone. The form will expand to display the
‘Line Item Details,” ‘FTA Funding Information,” and ‘Milestones’ sections.
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Line ltem Details

Line ltem Number Line ltem Name
11.51.03 ENG/DESIGN - POWER DISTRIB SUBSTATION
Allocation Type Activity Type

ENGINEERING & DESIGN

Quantity
1

FTA Funding Information

FTA Funding Source
49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward)

FTA Funding Amount

$20,000
Milestones
Add Mew Milestone
& miilr?lsetone 821?;“5' Estimated Completion B::{Eed Estimated Completion g;tlgal Completion Description
[ Start Date 1/26/2016
1 EndDate 313112016

8) If you wish to add a new milestone to the project, click the ‘Add New Milestone’ button. The form
will expand further to display the ‘Add New Milestone’ section:

a) Enter a name for the milestone into the ‘Name’ field.

b) Click in either the ‘Revised Estimated Completion Date’ or ‘Actual Completion Date’ field to
enter a date or display the date picker to select a date from. You may select only one type of date.

c) Enter a comment about the milestone into the ‘Milestone Progress Comments’ field. This is a
required field.

d) Click the ‘Save All Changes’ button after you have completed entering information in all fields.
You will be returned to the ‘Milestones’ grid.
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Add New Milestone

Name

Estimated Completion Date
Midiyyyy

Actual Completion Date
Midhyyyy

Detailed Description

Save All Changes

9) Select the check box for a pending milestone. The form will expand again to display the ‘Original
Milestone Details’ and ‘Milestone Progress Information’ sections.

a) Click in either the ‘Revised Estimated Completion Date’ or ‘Actual Completion Date’ field to
enter a date or display the date picker to select a date from.

Note: Revised Estimated Completion Date must be a date in the future of the ‘Report Period End Date’;
Actual Completion Date must be on or before the ‘Report Period End Date’.
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If you enter invalid values for Revised Estimated Completion Date (i.e. a date in the past) or for
Actual Completion Date (i.c. a date in the future), the system will display an error message indicating
the issue with the entered date.

Milestone Progress Information

Revised Estimated Completion Date Revision #
1/1/2016 1

You may only save revised or actual completion date. Please remove
either before saving.

The revised date is before the end of the report period | 3/31/2016 ) and
will result in a pending milestone. Please modify to a date after the
period.

Actual Completion Date
4/4/2016

The actual completion date is after the report period ( 3/31/2016). Please
enter a date within the report period before saving.

Each milestone can only have one date — either a new Revised Estimated Completion Date or an Actual
Completion Date.

b) Enter comments into the ‘Milestone Progress Comments’ field to provide details about milestone
progress. This is a required field

c) Click the ‘Save All Changes’ button after you have completed entering all dates. The form will
collapse the ‘Milestone Details’ section and the value under the ‘Number of Milestones Pending’
column will update accordingly.
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Original Milestone Details

Milestone Name Original Estimated Completion Date
Start Date 1/26/2016

Milestone Detailed Description

Milestone Progress Information

Revised Estimated Completion Date Revision #
Midfyyyy 1

Actual Completion Date

Midhyyyy

Milestone Progress Comments

Enter details about milestone progress {e.g. date changes, etc)

Existing Comments
MNo Comment for this Milestone

Save All Changes

2) If you wish to remove a milestone for a given ALI so that it no longer counts against the pending
milestones on the award, there is an option called ‘Zero Out’. This does not delete the milestone —
instead, it deletes all details previously entered for the milestone, but keeps the milestone name listed
in read only form for audit purposes.

To zero out a milestone, select the check box for the milestone and then click the ‘Zero Out’ button.

Milestones

Original Estimated Revised Estimated Actual Completion

O Wilestone Name Completion Date Completion Date Date Description
[[]  Start Date 1/26/2016 1/26/2016
[[] EndDate 3/31/2016
Mew Milestone for User guide -
) Purposes Only g 2/29/2016 2/29/2016 MNew Milestone
Cancel
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10) The system will prompt you with the following message: “Are you sure that you want to zero out this
milestone?”

Are you sure that you want to zero out this
milestone?

Mo . s
11) Click the ‘Yes’ button if you wish to proceed with zeroing out all dates and information for the

selected milestone. A new message will be displayed under the milestone’s ‘Description’ column:
“Milestone Zeroed out on [date zero out performed].”

Milestones
Add New Milestone
= 2 Original Estimated Revised Estimated Actual gt
Bl | Milestone Name Completion Date Completion Date Completion Date Bescription
[ Start Date 1/26/2016 1/26/2016
[[]  End Date 313112016

]| New Milestone for User guide Milestone Zeroed out on
= Purposes Only 1/27/2016.

12) Repeat the previous step until all line items display a ‘0’ under the ‘Number of Milestones Pending’
column. The system will not allow you to proceed to MPR submission should any pending milestones
remain.

13) Once you have finished entering dates for pending milestones, click the ‘Finalize for Closeout’
button.

14) The ‘Submit MPR’ form will be displayed.
a) Use the ‘Back’ button if you wish to return to the previous form.
b) The ‘Save’ button can be used to save the comments entered into the ‘Submission Remarks’ field.

c) Enter any comments for FTA into the ‘Submission Remarks’ field and then click the ‘Submit to
FTA’ button to proceed.
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Milestone Progress Report (MPR) | Submit MPR
Recipient Summary

Recipient ID 3 3800 Recipient DUNS  S00228000
| https:/facestast] fia.dot. gowsuitetempoirecondsity. .
EIN Number S28880000

Recipient Name Trams Transit Organization

Award Summary

Federal Award ID = | FL-2016-002-01 Award Name Sample Application for User Guide Demo
Humber [FAIN) X https:ifacestest fta dot. gowsuitetermpoirecondsty. .
Award Status  Active Award / Ready for Closeout
MPR Reporting Quarterly
Frequency

Milestone Progress Report Summary

Report Type CQuarterly MPR Status \Work in Progress
Report Period Quarter 3 (Apr - Jun), FY 2015 Last Updated By MPR Reporter! TRAMS
Report Due Date  §/15/.2018 Last Update Date &/182016

Recipient Submission Remarks

Submission
Remarks

Provide amy additional comments about the report that would be usaful for FTA during the review.

When this report is submitted to the FTA, the submitter and the individuals providing the information submitted to the FTA, if any, certify that
it is true, complete, and accurate to the best of their knowledge. They are aware that sny false, ficticious, or fraudulent information may
subject them to criminal. civil, or adminisirative penalties (U5, Code, Title 18, Section 1001).

Submit to FTA Back Sawve

15) The ‘Submitted’ form will be displayed with the following confirmation message: “Federal Award ID
Number [FAIN #] MPR for [FY] [Report Frequency] has been submitted to FTA for review.”

16) Click the ‘Close’ button. The system returns you to the ‘Tasks’ tab and the task link will now be
removed from the task list.

Milestone Progress Report | Submitted

[ a Success! |

Federal Awsard ID Mumber FL-2016-002-01 MPR for 2016 Quarter 3 has been submitted to FTA for review.
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7.5.3 Complete and Submit Final FFR

Before submitting a Closeout Amendment for approval, you must submit a Final Federal Financial Report
(FFR) to FTA. The Final FFR is assigned as a task to users with the ‘FFR Reporter’ role as soon as the

closeout amendment is created.

A

1) After the ‘FFR Reporter’ successfully logs on, the number of pending tasks will be indicated next to

the ‘Tasks’ tab.

2) Select the ‘Complete Final Federal Financial Report for Federal Award ID No. [FAIN]’ task for the

application.

=+ TrAMS G9900 FFR Reporter

249 minutes sgo

J Complete Final Federal Financial Report for Federal Award ID No. FL-2016-002-01

3) Click the ‘Accept’ button to accept the task and the editable ‘Federal Financial Report (FFR) | Input
FFR Values’ form will be displayed. Click the ‘Go Back’ button to return the task.

4) At any point, you may click the ‘Close Task’ button on this form to return to the ‘Tasks’ tab without
saving any changes and retain the task.

Federal Financial Report (FFR) | Input FFR Values

Recipient Summary

Recipient ID 2200

Recipient Mame Trams Transit Organization

Award Summary

Federal Award ID  FL-2015-002-01
Number (FAIN)

FFR Reporting Quarterly
Frequency
Required

Preaward

“es, Preaward Authority utilized

Authority ® Mo, Presward Authority not utilized

Federal Financial Report Summary

Report Type Quarterly

Report Period Cwuarter 2 {Apr - Jun), FY 2016

Report Due Date  &/18/2016

Final Report? '® Yes, Final Report
Mo, Mot Final Report

Status Log

Status

Worlk in Progress.

Version 1.1

Updated Date

6162016

Recipient DUNS 228020588
EIN Number 208000620

Award Name Sample Application for User Guide Dema
Award Status  Active Awsard / Ready for Closeout

Obligated Date  &/12/20M6

Report Period  &/16720M18
Eegin Date

Report Period End  6/18/2016
Date

Updated By

appian_adminisirator
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5) Complete any fields as needed under the ‘Indirect Expense’ section.
a) Select an indirect expense type using the drop-down menu provided under the ‘Type’ field.
b) Enter a rate into the ‘Rate’ field. Note that this is a percent value.
¢) Enter a dollar value into the ‘Base’ field.

d) Click in the ‘Period From’ and ‘Period To’ fields to enter dates or display the date picker to select
dates from.

e) Enter a dollar value into the ‘Amount Charged’ field.
f) Enter a dollar value into the ‘Federal Share’ field.

Indirect Expense

Type | NIA E Period From | Midiyyyy
Rate 0% Period To | Midfyyyy
Base 30 Amount Charged |§0

Federal Share | §0

6) You will be able to enter dollar values into the ‘This Period’ fields for the following sections on the
form:

a) ‘A. Federal Cash on hand at Beginning of Period’
b) ‘B. Federal Cash Receipts’

¢) ‘C.Federal Cash Disbursements’

d) °‘F.Federal Share of Expenditures’

e) ‘G. Recipient Share of Expenditures’

Version 1.1 Information in this document is proprietary to FTA Page 253
Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient Organization

A. Federal Cash on Hand at Beginning of Period

Previous $0 Cumulative

This Period $0

B. Federal Cash Receipts

Previous $0 Cumulative

This Period $0

C. Federal Cash Disbursements

Previous $0 Cumulative

This Period $0

D. Federal Cash on Hand at End of Period (A +B -C)

Previous $0 Cumulative
Calculated by System
This Period $0

Calculated by System

E. Total Federal Funds Authorized

Cumulative
F. Federal Share of Expenditures
Previous 30 Cumulative
This Period |30
G. Recipient Share of Expenditures
Previous $0 Cumulative

This Period |50

50

Calculated by System

50

Calculated by System

50

Calculated by System

50

Calculated by System

$57 500

50

Calculated by System

50

Calculated by System

7) You will also be able to enter dollar values into the ‘Amount’ fields for the following sections on the

form:
a) ‘L. Federal Share of Unliquidated Obligations’
b) °‘J. Recipient Share of Unliquidated Obligations’

l. Federal Share of Unliquidated Obligations

Amount |50

J. Recipient Share of Unliquidated Obligations

Amount |0

c) ‘P.Federal Program Income on Hand at Beginning of Period’

d) ‘Q. Total Federal Program Income Earned’
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e) ‘R.Federal Program income expended in accordance with the deduction alternative’

f) ‘T. Federal Program income expended on allowable transit Capital and Operating expense’

P. Federal Program Income on Hand at Beginning of Period

Amount |50

Q. Total Federal Program Income Earned

Amount |50

R. Federal Program Income Expended in accordance with the deduction alternative

Amount |50

S. Federal Program Income Expended in accordance with the addition alternative
Amount %0
T. Federal Program Income Expended on allowable Transit Capital and Operating expense

Amount |50

U. Federal Unexpended Program Income [[P+ Q-R)or(P+Q-S)or(P+Q-T)]

Amount 30

Calculated by System

Calculate Totals Close Task

8) All other remaining fields will be calculated automatically by the system.

Note: To avoid system validation errors while entering dollar values into the ‘This Period’ and
‘Amount’ fields, you must keep the following rules in mind for the FFR:

e The sum of the value displayed under the ‘Cumulative’ field in ‘G. Recipient Share of Expenditures’
and the value provided for ‘J. Recipient Share of Unliquidated Obligations” must be less than or equal
to the value displayed for ‘N. Total Recipient Share Required.’

*  You cannot input values in both ‘R. Federal Program income expended in accordance with the
deduction alternative’ and ‘T. Federal Program income expended on allowable transit Capital and
Operating expense.’ You will be allowed to enter a value for only one of these fields.

e Each of the separate values entered for ‘A. Federal Cash on hand at Beginning of Period,” ‘B. Federal
Cash Receipts,” ‘C. Federal Cash Disbursements,” ‘F. Federal Share of Expenditures,” and ‘I. Federal
Share of Unliquidated Obligations’ cannot be greater than ‘E. Total Federal Funds Authorized.’

e The calculated value of ‘D. Federal Cash on hand at End of Period (A + B - C)’ cannot be negative.

o The calculated value of ‘O. Remaining Recipient Share to be provided [N - (G + J)]’ cannot be
negative.
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9) Once you have completed entering all details, click the ‘Calculate Totals’ button.

10) The system will display the ‘Confirm FFR Data’ form. If you wish to return to the previous ‘Input
FFR Values’ form to make changes, click on the ‘Modify FFR Values’ button.

Federal Financial Report (FFR) | Confirm FFR Data
Recipient Summary

Recipient 1D 3, 5800 Recipient DUNMS 952850235
hitps:fifacestest fia.dot govisuitetempalrecordsity....

EIN Number 922020325
Recipient Mame Trams Transit Organization

Award Summary

Federal Award |ID 3, FL-2016-002-01 Award Mame Sample Application for User Guide Demo
Number (FAIN) | ™ hitps:ifacestesti fta dot gowisuitetempairecordsity. ...
Award Status  Active Awsard | Ready for Closeout
FFR Reporting Cuartery

Frequency Obligation Date 6122116

Preaward “Yes, Preaward Authority utilized
Authority & Mo, Preaward Authority not utilized

Federal Financial Report Summary

Report Type Quarterty Report Period GME82015
Eegin Date
Report Period Quarter 2 (Apr - Jun}, FY 2016
Report Period End  6M1&2015
Report Due Date  &M1&2015 Date

Final Report? ® Yes, Final Report
Mo, Mot Final Report

Status Log
Status Updated Date Updated By
‘Work in Progress. 8182018 appian.adminisirator

Indirect Expense

Type |MNA ﬂ Period From
Rate 0% Period To
Base 30 Amount Charged 30

Federal Share 50
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11) Sections ‘A’ to ‘U’ will also be displayed with the data entered in the previous step.

Financial Status

Transactions

A Federal Cash on Hand at Beginning of Period

B. Federal Cash Receipts

C. Federal Cash Disbursements

D. Federal Cash on Hand at End of Period (A + B -C)

E. Total Federsl Funds Authorized

F. Federal Share of Expenditures

G. Recipient Share of Expenditures

H. Total Expenditures {F + G}

|. Federal Share of Unliquidated Obligations

J. Recipient Share of Unliguidated Obligations

K. Total Unliguidated Obligations (| + J)

L. Total Federal Share (F + [}

M. Unobligated Balance of Federal Funds (E - L)

M. Total Recipient Share Required

0. Remaining Recipient Share to be Provided [M - (G + Jj]

P. Federal Program Income on Hand st Beginning of Period

Q1 Totsl Federal Program Income Earned

F. Federal Program Income Expended in accordance with the deduction alternative
5. Federal Program Income Expended in accordance with the addition atternstive
T. Federsl Program Incomea Expended on allowsble Transit Capital and Operating expensas

U. Federal Unexpended Program Income [P+ Q- Rjor (P+Q-Sjor (P +Q-T)]

H 4 1-210f21 * H

Previous Current Cumulative

50 50 50

$350.000
520,000

$20,000

Finalize for Closeout Muodify FFR Walues Close Task

12) Once you have finished entering information for the FFR, click the ‘Finalize for Closeout’ button.

13) The ‘Submit FFR’ form will be displayed.

a) Use the ‘Back’ button if you wish to return to the previous form.

Version 1.1
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b) The ‘Save’ button can be used to save the comments entered into the ‘Submission Remarks’ field.
This is a required field.

¢) Enter any comments for FTA into the ‘Submission Remarks’ field and then click the ‘Submit to
FTA’ button to proceed. These are required.
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Federal Financial Report (FFR) | Submit FFR

Recipient Summary

Recipient ID 2200 Recipient DUNS 200000000
Recipient Mame Trams Transit Organization EINM Number 289000000
Award Summary =
Federal Award |0 FL-2018-002-01 Award Name Sample Application for User Guide Demo
Number (FAIN)

Award Status  Active Award | Ready for Closeout

FFR Reporting Quartery
Frequency Obligated Date 1372018

Required

Preaward s, Preawsrd Authority utilized
Authority ® Mo, Presward Authority not utilized

Federal Financial Report Summary =

Report Type CQuartery Report Period G/16/2015
Begin Date
Report Period Quarter 2 (Apr - Jun), Fy 2016
Report Period End  6/16/2018
Report Due Date  B/1872016 Date

Fimal Report? '® “Yes, Final Report
Mo, Not Final Report

Status Log
Status Updated Date Updated By
Work im Progress 67162018 appian_adminisirator

Recipient Remarks

Submission Remarks

When this report is submitted to FTA, the submitier and the individuals providing the information submitied to FTA, if any, certify that it is true, complete, and
accurate to the best of their knowledge. They are aware that any false. fictitious, or fraudulent information may subject them to criminal, chal, or administrative
penalties. (U.5. Code, Title 18, Section 1001}

Submitted By FFR Reporter! TRAMS

Submitted Date &/18/2015

m Back Save Close Task

14) The ‘Submitted’ form will be displayed with the following confirmation message: “Federal Award ID
Number [FAIN #] FFR for [FY] [Report Frequency] has been submitted to FTA.”

15) Click the ‘Close”’ button. The system returns you to the ‘Tasks’ tab and the task link will now be
removed from the task list.

Version 1.1 Information in this document is proprietary to FTA Page 259
Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient Organization

Federal Financial Report | Submitted

| a Success! ) |

Federal Awsrd ID Mumber FL-2018-002-01FFR for 2016 Quarter 2 has been submitted to FTA.

7.5.4 Related Action: Closeout Details
To view and edit closeout details for a closeout amendment:

1) Click ‘Closeout Details’.

Validate and Submit Closeout
Validate and Submit Closeout for FTA Review

Closeout Details
( ails-for Closeout Amendment

Closeout Budget Reconciliation
Manage Budget Reconciliation for Closeout Amendment

2) The ‘Summary’ form will be displayed. Complete the following under the ‘Closeout Details’ section:
a) Select the appropriate check box(es) under the ‘Closeout Reasons’ section.
b) Enter a comment into the ‘Closeout Remarks’ field.

3) At any point, you may click the ‘Cancel’ button to return to the ‘Related Actions’ menu without
saving any changes.

4) Click the ‘Save and Close’ button to save all changes and return to the ‘Related Actions’ menu.
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Close Out Amendment | Summary
Grantee Information

Recipient ID 2200 Recipient Name Trams Transit Organization

Award Status Information

Award Mumber FL-2018-002-01 Award Date Jum 13, 2018
Award Name Sample Application for User Guide Demo Executed Date Jun 13. 2018
Award 5tatus  Active Awsrd / Ready for Closeout Last Disbursement MA
Date

Close Qut Details

Close Out Created Jun 18, 2018
Date

Close Out Created Submitter] TRAMS
By

Last Updated Date Jun 18, 2018
Last Updated By Submitier! TRAMS

Close Out Reason [ All spproved activities are completed sndior applicable Federal funds expended
[ Al spplicable Federsl funds expendad
Funds are no longer needed to sccomplish the grant purpose
[ Determined that the project has been essentislly completed andior approved funds have been substantially drawn down

Close Out | this comment is for User Guide Purposas Only
Remarks

7.5.5 Related Action: Closeout Budget Reconciliation

Before submitting a closeout amendment for approval, the recipient should reconcile the final award
budget and modify budget activity line item (ALI) amounts accordingly. This is done via the ‘Closeout
Budget Reconciliation’ Related Action on the Application Record.

1) Click ‘Closeout Budget Reconciliation’.
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Validate and Submit Closeout
Validate and Submit Closeout for FTA Review

Closeout Details

Manage Details for Closeout Amendment

Closeout Budget Reconciliation

ion for Closeout Amendment

2) The ‘Closeout Budget Reconciliation’ form will be displayed. The ALIs associated to the project are
listed and displayed in grid format under the ‘Existing Line Items’ section.

3) At any point, you may click the ‘Close’ button to return to the ‘Related Actions’ menu without saving
any changes.
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Application | Step 1 of 3 - Closeout Budget Reconciliation

Recipient Details

Recipient ID
80ad

Award Summary

Recipient Name
Trams Tramsit Organizaton

Recipient ID
g0l

Funding Summary

Recipient Name
Trams Transit Organization

Award Name

Sample Application for User Guide Demo
Federal Award ID Mumber (FAIN)
FL-2018-002-01

Funding Source | Crriginal Amount Difference
48 USC 5207 - (MAP 21) Urbanized Area Formula (FY2012 and forwerd) $350,000.00 $0.00
Existing Line Items
To edit a line item, click on the checkbaox for the ne item and a new section will appear below with line item and milestone details
[] Projest Scope Line ltem Number / Activity Award FTA RE""EF?R A“r;inl:fE'
Number Name | Code Mame Amount Amount %ust
FL-2016- 111-00 BUS - 11.12.02 BUY
O ROLLING REPLACEMENT 230-FT 5100.000 $100,000 $155.000
002-01-01 STOCK BUS
111-00 BUS - :
FL-2018- . 11.17.00 VEH OWVERHAUL } OO0 000 527
O 0az-01-01 ROLLING (UB TO 20% VEH MAINT} 5250,000 $250,000 $275.000

STOCK

Final Amount

5360.000.00

Revised
Total Eligible
Cost

§155,000

$275,000

Close

4) Select the check box for the ALI you wish to modify from the grid. The form will expand below the

existing line items grid to include the following sections for that selected line item:

a) ‘Line Item Scope’

b) ‘Line Item Details’

¢) ‘Funding Information’

d) ‘Rolling Stock Information’

e) ‘Milestones’

5) Clicking the ‘Cancel’ button will return you to the ‘Closeout Budget Reconciliation’ form without
saving any changes. The system will provide a warning prompt for confirmation before doing so.

6) Update the ‘Line Item Scope’ section as needed:
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a) Update the line item’s name in the ‘Custom Line Item Name’ field with the desired text.

Line ltem Scope: 115-00 ELECTRIFICATION/POWER DIST (BUS)

Line Item #
11.51.03

Standard Line Iltem Name
Eng/design - Power Distrib Substation

Custom Line ltem Name

Eng/design - Power Distrib Substation

Activity Type
Engineering & Design

b) Update the ‘Line Item Details’ section as needed:

c) Update the quantity in the ‘Quantity’ field with the desired number. This is an integer field and
must be a whole number.

Line ltem Details

original Quantity
1

Quantity
1

d) Update the original extended budget description in the ‘Updated Extended Budget Description’
field with the desired text.

e) Select either the Yes or No option to respond to the question, ‘Will 3rd Party contractors be used
to fulfill this activity line item?” .

Original Extended Budget Description
Engineering and Design

Updated Extended Budget Description

Engineering and Design

Will 3rd Party contracteors be used to fulfill this activity line item?
7 Yes, 3rd Party Contractors will be used for this line item.
@ No, 3rd Party Contractors will not be used for this line item.

7) If this closeout is for a TEAM award, update the ‘Funding Information’ section as needed:

a) Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Non-FTA
Amount’ field will update accordingly.
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b) Update the original award’s total eligible cost in the ‘Revised Total Eligible Cost’ field with the
revised amount. This is an integer field and must be a whole number. The ‘Revised Non-FTA
Amount’ field will update accordingly.

Funding Information

FTA Funding Source FTA Funding Source
49 USC 5312 - Research, Development, Demonstration, Deployment 49 USC 5312 - Research, Development, Demonstration, Deployment
Award FTA Funding Amount

$6.611.111.00 Revised FTA Funding Amount

Award Non-FTA Amount $6.751,111.00
$1,166,667.00 Revised Non-FTA Amount
Award Total Eligible Cost $1.166.667.00

$7.777.778.00 Revised Total Eligible Cost

§7.917.776.00

8) If this closeout is for a TTAMS award, update the ‘FTA Funding Information’ section as needed:

a) Update the original FTA funding amount in the ‘Revised FTA Funding Amount’ field with the
revised amount. This is an integer field and must be a whole number.

b) The ‘Revised Total Eligible Cost’ field will update accordingly.

FTA Funding Information

FTA Funding Source FTA Funding Source
49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward) 49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward}

Award FTA Funding Amount

$20.000 Revised FTA Funding Amount

$10,000

9) For a TrAMS closeout amendment, update the ‘Non-FTA Funding Information’ section as needed:

a) Update any existing values in fields with the desired amounts. These are all integer fields and
must be whole numbers.

b) The ‘Revised Total Eligible Cost’ field will update accordingly.
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Non-FTA Funding Information

Award Local Share Amount

$5,000

Award Local/ln-Kind Share Amount
50

Award State Share Amount

30

Award StatefIn-Kind Share Amount
50

Award Other Federal Share Amount
50

Award Adjustment Amount

30

Award Transportation Development Credit
30

Award Total Eligible Cost

$25.000

Revised Local Share Amount
$5,000

Revised Local/in-Kind Share Amount
50

Revised State Share Amount

30

Revised State/In-Kind Share Amount
50

Revised Other Federal Share Amount
30

Revised Adjustment Amount

30

Revised Transportation Development Credit
30

Revised Total Eligible Cost
$24,000

10) Update the ‘Rolling Stock Information’ section as needed:

a) Select a vehicle condition from the drop-down menu provided under the “Vehicle Condition’

field.

b) Enter a vehicle size into the ‘Vehicle Size’ field.

c) Select the vehicle’s fuel type from the drop-down menu provided under the ‘Fuel’ field.

Rolling Stock Information

Vehicle Condition

New

Vehicle Size
30 FEET

Fuel

|Z| Hybrid Electric

Note: The ‘Rolling Stock Information’ section is only shown when a rolling stock line item in the
project has been selected.

11) Once you have completed all the sections related to the selected ALI from the grid, you will have the
following options:

a) Click on the ‘Save Line Item’ button to save all information for the selected ALI and return to the
‘Closeout Budget Reconciliation” form, or

b) Click on the ‘Cancel’ button to exit out grid without saving changes for the selected ALIL. The
form will collapse.

12) Repeat previous steps to update the remaining ALIs in the grid as needed. Click the ‘Close’
button to return to the ‘Related Actions’ menu.
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7.5.6 Related Action: Validate and Submit Closeout

Once you have completed the Final FFR, Final MPR and Budget Reconciliation steps, the Closeout
Amendment is ready for submission.

To validate and submit a completed closeout request:

1) Click ‘Validate and Submit Closeout’.

Validate and Submit Closeout
©ali t Ot for FTA Review

Closeout Details
Manage Details for Closeout Amendment

Closeout Budget Reconciliation
Manage Budget Reconciliation for Closeout Amendment

2) The ‘Final Budget’ form will be displayed. Select either the Yes or No option to respond to the
question, “Is this budget final?”” and then click the ‘Continue’ button to proceed.

Application | Final Budget for Closeout
Award Information
Award Mumber FL-2018-002-01 Award Name Sample Application for User Guide Demo

Is this budget (O Yas, this budget is final
final? () Mo, this budget is not final

3) Ifyou selected ‘No, this budget is not final’, then the ‘Award Closeout Reviewer/Validations’ form
will be displayed with the following validation message: “Budget for this Award has not been
finalized.

4) Finalize your budget before submitting the closeout request to FTA.” You will need to review the
budget and then select the ‘Yes, this budget is final” response in order to clear this message and
proceed with the closeout.
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Recipient Details

Recipient ID 8200 Recipient Name Trams Transit Crganization

Award Summary

Award Number FL-2018-002-01 Award Name Sample Application for User Guide Demo

Award Status  Active Awsrd / Ready for Closeout

Critical Issues

These items have nol passed Award Closeoul validations

- FTA Buaget for this Award has not been finaized
Finalize your budget baforé submitting the Closeout request to FTA

5) Ifyouselected ‘Yes, this budget is final’, you may continue to the next step. However, if the final
MPR and/or final FFR have not been completed at this point, then the ‘Award Closeout
Reviewer/Validations’ form will be displayed with the following validation message(s):

a) “Final Federal Financial Report (FFR) for this Award has not been submitted. Complete a Final
FFR before submitting the closeout request to FTA.”

b) “Final Milestone Progress Report (MPR) for this Award has not been submitted. Complete a
Final MPR before submitting the closeout request to FTA.”

Recipient Details

Recipient IV 5200 Recipient Name Trams Transit Organization

Award Summary

Award NMumber FL-2018-002-01 Award Name Sample Application for User Guide Demo

Award Status  Active Award § Ready for Clossout
Critical Issues

These ilems have nol passed Award Closeout vakdations

- Final Federal Financial Report (FFR) for this Award has not been submitied
Complete a Final FFR before submitting the Closeoul request to FTA

- Final Milestone Progress Report (MPR) for this Award has not been submitied
Compiete a Final MPR before submitting the Closeout request 1o FTA

L

Refer to ‘“Task: Complete and Submit MPR’ and ‘Task: Complete and Submit FFR’ for the appropriate
instructions on completing these reports.

6) The ‘Submit Closeout Request’ form will be displayed. This form will display any unliquidated funds
that remain on the award so that the Post-Award Manager can confirm that these funds will
deobligated once the Closeout is approved.
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a) Click on the ‘Cancel’ button on this form to return to the ‘Related Actions’ menu.

b) Click the ‘Submit to FTA’ button to proceed.

Closeout Amendment | Submit Closeout Request
Recipient Details

Recipient ID 2200 Recipient Name Trams Transit Organization

Award Summary

Award Mumber FL-2018-002-01 Award Name Sample Application for User Guide Demo

Award Status  Active Awsrd [ Ready for Closeout

Closeout Details

Created Date 8/18/2018 3:17 PM EDT
Created By trams_submittert

Closeout Reason &l approved aclivities are completed sndfor applicable Federal funds expended
&l apolicable Federal funds expendad
| Funds are no longer needed to accomplish the grant purpose
Determined that the project has been essantially completed and/or approved funds have been substantially drawn down

Closeout Remarks this comment is for User Guide Purposes Only

Award Funds Status

Unliquidated This Application/Award has unliquidated funds of $350,000 This amount does not include pending disbursements requested within the past
Balance two business days. The funds shall be decbligated in the full amounts specified in the 'Unliquidated Balance' column below.

y Scope N
PO Project Cost Account P P - Unligu
Number Number Centar gﬁd‘iﬁex.f Class Code FPC Obligation Deobligation Disbursement Refund B
FL-00- FL-2016- 111-00/ 201825000127
XE03 o0z-oi.gn  Bo000 Al oo 0o 5350,000 50 50 30 53
< >

Submission Information

To the best of my knowledge and belief, all dats entered are true and comect. Submission of this applicstion is duly suthorized by the
appropriate governing officials of the applicant and the applicant will comply with the cerifications and assurances if the federal assistance is
awsarded. If you agree, dick on the Submit to FTA button to complete submission of this spplication to the Federal Transit Administration
(FTA).

Submitted By Submitter! TRAMS

Submission Date 91872018

Cancal Submit to FTA

7) The ‘Confirmation’ form will be displayed with the following confirmation message: “The closeout
amendment for Award Number [FAIN #] has been submitted to FTA for review.”

8) Click the ‘Close’ button to return to the ‘Related Actions’ menu.
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Close Out Amendment | Confirmation!

Confirmation

The dose out amendment for Awsard Mumber FL-2016-002-01 has been submitted to FTA for review.

7.5.7 Review Submitted Closeout Request

FTA Regional Post-Award Managers will review the closeout amendment request to determine if the
award is ready to be closed.

Each closeout request will be reviewed by FTA for the following:

A final budget reflecting actual project costs by scope and activity
A final FFR

A final narrative MPR indicating the actual completion date of each ALI, a discussion of each
ALI contained in the final budget, and list of project property purchased under the grant

A request to deobligate any unexpended balance of federal funds

Any other reports required as part of the terms and conditions of the grant

Once FTA completes their review, FTA staff will either return the amendment to the recipient for
additional modifications or approve the closeout request. Once FTA approves the closeout, the award will
be closed and all amendments on the award will have a status of ‘Closed’.
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8 Post-Award Reporting

Recipients of FTA funding must submit Milestone Progress Reports (MPR) and Federal Financial
Reports (FFR) on a periodic basis to show the status and progress of activities and funding expenditures
on their awards. The MPRs and FFRs must be completed and submitted by the recipient within 30 days of
the end of the reporting period. The reporting period for MPRs and FFRs can be Annual, Quarterly, or
Monthly, depending on the requirements for the award and/or funding program.

Submission of both MPRs and FFRs in TrAMS is task-based, which means that recipient users in the
‘MPR Reporter’ and ‘FFR Reporter’ role groups will receive a task to complete and submit their MPR or
FFR 30 days before a report is due. Once recipients submit their reports for FTA review, FTA Regional
Office staff with the ‘Post-Award Manager’ role will need to complete their reviews of the reports before
the next reporting period is over. Once a new reporting period has finished, FTA staff will no longer be
able to review reports from prior periods — those reports will now be read only.

In addition to submitting MPRs and FFRs for their awards, recipients are also required to submit
semiannual reports to show their compliance with DOT’s Disadvantaged Business Enterprise (DBE)
program. The DBE Program is an affirmative action program designed to combat discrimination and its
continuing effects by providing contracting opportunities on Federally-funded highway, transit, and
airport projects for small businesses owned and controlled by socially and economically disadvantaged
individuals. DBE Reports must be completed and submitted by the recipient twice a year: June 1 and
December 1.

Submission of DBE Reports in TrAMS is also task-based, so recipients will receive a task to complete
and submit their DBE report 60 days before each report’s due date. Once recipients have submitted their
reports for review, the FTA Office of Civil Rights is responsible for monitoring FTA recipients' DBE
programs and ensuring their compliance with DOT's DBE regulations. Regional FTA staff with the ‘Civil
Rights Officer’ role in the regions will conduct the first review of DBE reports, then submit the reports to
Headquarters staff, where users with the ‘DBE Approver’ role in the ‘Office of Civil Rights’ will conduct
the final review and approve the reports.

8.1 Search for MPR or FFR Reports
MPR and FFR reports can be located from the Actions tab.
To view read-only versions of FFRs and MPRs:

1) Click ‘Search FFR and MPR for Review’.

2) The ‘MPR and FFR Review | Search Criteria’ form will be displayed with search criteria fields. You
will be able to complete the following fields to locate your reports:

a) Select a fiscal year from the drop-down menu provided under the ‘ Application/Award Fiscal
Year’ field.

b) Select an application status from the drop-down menu provided under the ‘Application/Award
Status’ field.

c) Select an award type from the drop-down menu provided under the ‘Active / Closed Award(s)’
field.

d) Enter an application number into the ‘Application Number’ field.
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e)

f)

2
h)

Select a report type from the drop-down menu provided under the ‘Report Type’ field. This is a
required field.

Select a report status from the drop-down menu provided under the ‘Report Status’ field.
Select one or more check boxes for the ‘Report Period Type’ field.

The corresponding list of report period selections on the right side of the screen will become
active as the check boxes are selected. You will be required to select one or more report periods
from the ‘Report Period Annual,” ‘Report Period Quarterly,” and/or ‘Report Period Monthly’
fields. Hold down the ‘CTRL’ key if you wish to select multiple report periods. All activated
report period fields will be require a selection.

Note: Selecting ‘Initial does not activate any Report Period lists

D)
)

k)

Note:

Select a radio button option for the ‘Report Final’ field.

Click in the ‘Period From’ field to enter in a date or display a calendar picker to select a date from
for the first date of a range.

Click in the ‘Period To’ field to enter or display a calendar picker to select a date from for the last
date of a range.

The ‘Clear Filter’ button on this form can be used at any time to wipe out all entered search
criteria.

3) Once all search criteria have been entered, click the ‘Search’ button.
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MPR and FFR Review | Search Criteria

Enter one or more of the following search criteria

Search Criteria for Award(s)

Application/Award
Fiscal Year

Application/Award
Status

Active [ Closed
Award(s)

Application/Award
Number

“Report Type
Report Status

“Report Period
Type

Report Final

Period From

Period To

Clear Filter

Please Select a Year ﬂ Report Period  Any
Annual 2016
2015
Please Select a Status ﬂ 2014
2013

Please Select a Value ﬂ Report Period | Any

Quarterly | 2016 Quarter 1

2016 Quarter 2

2016 Quarter 3

2016 Quarter 4

Please Select a Report Type ﬂ Report Period | Any
Monthly 2016 January

Please Select a Status ﬂ 2016 Feburary
2016 March

[[J Quarterly 2016 April

[ Monthly

[ Annual

[ Initial

() Yes, Final Report
() Mo, Mot Final Report

Midhyyyy

Midhyyyy

E Close

4) The ‘MPR and FFR Review | Search Results’ form will be displayed with results in grid format.
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MPR and FFR Review | Search Results

Search Criteria Selected

Criteria selected for Award(s) Criteria selected for FFR
Award Fiscal Year: 2016 Report Type: FFR
Active/Closed: N/A Reporting Period: Any; ;
Region: 78400 FTA Regional Office 4 Report Status:

Recipient Name: N/A Report Period From: To:

Recipient ID: '9300
Award Number: N/A

Award Status: N/A Criteria selected for MPR

Report Type: MPR
Reporting Period: Any; ;
Report Status:

Report Period From: To:

Search Results Based on the Selected Criteria

Only the first 2 search results returned. Please narrow your search criteria if the desired result does not appear.

. Award Report Report Report Report Report Last Report Last
[ Recipient Name Number Period Type Type Period Status Updated By Updated Date
Trams Transit FL-2016-001- 2016 Quarter Work in 3/30/2016 8:21 PM
| Organization 00 Quarterly AAR 2 Progress GMT+00:00
Trams Transit FL-2016-001- 2016 Quarter  Work in
| Organization 00 Quarterly MPR 2 Progress
View Selected Report Back to Search Cancel

5) Select the check box for a report from the list and then click the ‘View Selected Report’ button to
access a read-only version of the report.

a) Click the ‘Back to Search’ button if you wish to return to the previous search criteria form.
b) Clicking the ‘Cancel’ button returns you to the ‘Actions’ tab.

6) Depending on the type of report selected, the ‘MPR and FFR Review | Federal Financial Report
(FFR)’ or ‘MPR and FFR Review | Milestone Progress Report (MPR)’ form will be displayed.

7) Click on the link displayed with the report name to generate an html view/print document that you
can save or open. Clicking on the ‘Close’ button on this form returns you to the previous search
results
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View/Print Reports

Current FFRNE 2018 O3 Federal Financial Report for Application FL-2:]‘-3-E-I]1—I]E'>

Recipient Remarks

Recipient Comments

Remark by: Jullie Anne Disney at 2/2:2018
Submit

View MPR Close

8) Click the “View FFR’ or ‘View MPR’ button to view the related report. If a matching report does not
exist, you will be presented with the ‘There is no matching report” message.

MPR and FFR Review

There is no matching MPR Report

8.2 Milestone Progress Report (MPR)

The completion of the Milestone Progress report is assigned as a task to the users with the ‘MPR
Reporter’ user role. Tasks are will be assigned 30 days prior to their due date. Users will receive an
email notification that they have a task.

8.2.1 Task: Complete and Submit MPR

The number of Tasks assigned to a user will be visible next to the ‘Task’ tab.

3) After the MPR Reporter successfully logs on, click the ‘Task’ tab.

Mews Tasks (12) Records Reports Actions

L. Department of Transporbation
Fedenal Transit Adminisiration
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4) Select the ‘Complete [FY] [Report Frequency] Milestone Progress Report’ task for the application

5)
6)

Version 1.1

and then accept the task.

+ TrAMS G900 MPR Reporter

001-00

Mar 30, 2018

J Complete 2016 Quarter 2 Milestone Progress Report for Federal Award 1D No. FL-2016-

The ‘Milestone Progress Report (MPR) | Summary’ form will be displayed.

Mewest =

At any point, you may click the ‘Close Task’ button to return to the ‘Tasks’ tab without saving any

changes and retain the task.

Milestone Progress Report (MPR) | Summary

Recipient Details

Recipient ID
gano

Award Summar}'

Federal Award |D Humber (FAIN)
FL-2018-001-00

MPR Reporting Frequency Required
Cruarterly

Preaward Authority Utilized?

‘Yes, Presward Authonty utilized
® Mo, Presward Authority not utilized

Milestone Progress Report Summary

Repart Type
Quarterly
Report Period
Carter 2 (Jan - Mar), FY 2016
Report Period Begin Date
112018
Report Period End Date
33128
Final Report?
‘Yes, Final Report
® Mo, Mot Final Report

Recipient Name
Trams Transit Organization

Award Name

RC - Applicstion for MPR and FFR for user guide purposes only
Award Status

Aclive (Executed)

Obligation Date
2Mi2Me

MPR Report Status
Work in Progress

Report Due Date
43002018

Last Update By
MiA

Last Update Date
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Award Overview

MPR Cversiew Remarks

Prior Remarks

List of Line [tems

Number of
I Project Soope L it Humbser of
L Hiumit Humber Soope Name Hurmber Lin Iesm Mame Milestones M-llt:._!mts
Pending
0 | RS g0 BUS - ROLLING ETOCK 111820 LIGHT RAIL CARS 8 2
£ .90 = T ATIORE REHABREMNOV
Wigipa 110 DT i TCHFCWER | 15 TRACTIONFOWER 2 o
s it EQuUP
Sawe Al Changes Contnus bo Submission Close Task

7) Enter comments into the ‘MPR Overview Remarks’ field to provide details about overall progress of
the award to include all projects. This is a required field.

Award Overview

MPR Overview Remarks

The MPR Overview Remarks are mandatory and must be entered here

Provide details about overall progress of this award including all projects within the award

8) Verify all line items displayed under the ‘List of Line Items’ grid. Any value greater than zero under
the ‘Number of Milestones Pending’ column indicates pending milestone(s) that must be provided
with an appropriate ‘Actual Completion Date’ or ‘Revised Estimated Completion Date’.

Note: A milestone is considered ‘Pending’ if one of the following is true:
e The ‘Original Estimated Completion Date’ expired on or before the ‘Report Period End Date’

e There is no ‘Actual Completion Date’ indicating the milestone was successfully achieved on
or before the ‘Report Period End Date’
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o The ‘Revised Estimated Completion Date’ expired on or before the ‘Report Period End Date

)

9) Select the check box for a line item with a pending milestone.

List of Line Items

Scope

O Project
Number Mumber
FL-2016-

U ogiotpa 11100
FL-2016

U opigipo 11500

Scope Mame

BUS - ROLLING STOCK

ELECTRIFICATIONPOWER
DIST (EUS)

Line ltem
Humber

11.15.20

11.54.01

Number of
. Mumnber of h
Line lterm Mame Milestones Mlles_l:ones
Pending
LIGHT RAIL CARS g @
REHAB/REMNOW
TRACTION PCWER 2 o

EQUIP

10) The form will expand to display the ‘Line Item Details,” ‘FTA Funding Information,” and

‘Milestones’ sections.

Line ltem Details

Line Item Number
11.15.20

Allocation Type

Quantity
1

FTA Funding Information

FTA Funding Source

49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward)

FTA Funding Amount
$125,000

Milestones

Milestone Name

RFP/IFB Issue Date
Contract Award Date
Initial Delivery Date
Final Delivery Date

Contract Completion Date

Sample Milestone - User guide
purposes only

o 0o o oo oo o

New Milestone for User Guide

=

4 1-7of7 » M

Version 1.1

Original Estimated
Completion Date

21172016
2129/2016
5/30/2016
10/31/2016
11/15/2016

415/2016

Line Item Name

LIGHT RAIL CARS
Activity Type

MID LIFE REBUILD (RAIL}

Revised Estimated
Completion Date

Information in this document is proprietary to FTA

Add New Milestone

Actual Completion .
Date Description

Milestone description is
Mandatory

Milestone Zeroed out on
2M17/2016.
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11) Update Pending Milestones by selecting the checkbox associated with milestones whose estimated
dates are in the past in relation to the ‘Report Period End Date’ (ex. if the report period end date is
3/31/2016 all milestones with estimated dates that are earlier than 3/31/2016 will be considered
pending and will need to be updated).

a) Enter either a new estimated date or an actual completion date.
b) Enter Milestone Progress Comments

c) Select ‘Save All Changes’ button

& Contract Awsrd Date 2282016
O Initiz| Delivery Date SE02016
[0  Final Delivery Date 104312018
O Contract Completion Date 111520158

Sample Milestone - User guide 1B Milestone description is
O purposes only +1520ME Mandatory

ilest - Milestone Zeroed out on

O MNew Milestone for User Guide Pty

Cancel

Original Milestone Details

Milestone Name Crriginal Estimated Completion Date
Contract Award Date 27282018

Milestone Detailed Description

Milestone Progress Information

Revised Estimated Completion Date Revision &
Midfyyyy !

Actual Completion Date

Midfyyyy

Milestone Progress Comments

Enter details about milestone progress (e.g. date chanpges, et
Existing Comments
Me Comnment for this Milestone

Save All Changes

Note: Revised Estimated Completion Date must be a date in the future of the ‘Report Period End Date’;
Actual Completion Date must be on or before the ‘Report Period End Date’.
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If you enter invalid values for Revised Estimated Completion Date (i.e. a date in the past) or for Actual
Completion Date (i.e. a date in the future), the system will display an error message indicating the issue
with the entered date.

Milestone Progress Information

Revised Estimated Completion Date Revision #
1/1/2016 1

You may only save revised or actual completion date. Please remove
either before saving.

The revised date is before the end of the report period | 3/31/2016 ) and
will result in a pending milestone. Please modify to a date after the
period.

Actual Completion Date
4/4/2016

The actual completion date is after the report period ( 3/31/2016). Please
enter a date within the report period before saving.

In addition, each milestone can only have one date — either a new Revised Estimated Completion Date or
an Actual Completion Date.

12) If you wish to add a new milestone to the project, click the ‘Add New Milestone’ button. The form
will expand further to display the ‘Add New Milestone’ section:

a) Enter a name for the milestone into the ‘Name’ field.

b) Click in either the ‘Estimated Completion Date’ or ‘Actual Completion Date’ field to enter a date
or display the date picker to select a date from. You may select only one type of date.

¢) Enter a comment about the milestone into the ‘Detailed Description’ field. This is a required
field.

d) Once you have completed entering information in all fields, click the ‘Save All Changes’ button
and you will be returned to the ‘Milestones’ grid.
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Add New Milestone

Name

Estimated Completion Date
Midhryyy

Actual Completion Date
Mldhyyyy

Detailed Description

Save All Chang

13) If you wish to remove a milestone for a given ALI so that it no longer counts against the pending
milestones on the award, there is an option called ‘Zero Out’. This does not delete the milestone —
instead, it deletes all details previously entered for the milestone, but keeps the milestone name listed
in read only form for audit purposes.

To zero out a milestone, select the check box for the milestone and then click the ‘Zero Out’ button.

Milestones @
y Original Estimated Revised Estimated Actual Completion -
[l Milestone Name Completion Date Completion Date Date Description
[0 RFPIFB Issus Date 272018
|:| Contract Awand Date 2Fai208
[0 initial Delivery Date 5302016
[0  Final Delivery Date 103172M1E
O Contract Completion Date 11152016
Sample Milestone - User guide r . Milestone deseription is
O puUp only 4152018 41572018 Mandatary
] Mew Milestone for User Guide 272018 B2712018 Mew Milestone
4 4 1-Tof7 » ¥
Cancel
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14) The system will prompt you with the following message: ‘Are you sure that you want to zero out this
milestone?’

Are you sure that you want to zero out this
milestone?

Mo - Yesz .

15) Click the “Yes’ button if you wish to proceed with zeroing out all dates and information for the
selected milestone. A new message will be displayed under the milestone’s ‘Description’ column:
‘Milestone Zeroed out on [date zero out performed].’

Milestones
Add New Milestone
. Original Estimated Revised Estimated Actual Completion S
Ll Milestone Name Completion Date Completion Date Diate Description
[0 RFPIFE Issue Date 201/2018
[0 Contract Award Date 2I2802016
[ Initisl Delivery Date 532016
|:| Final Delivery Date 1312018
O Contract Completion Date 11152018
Samgple Milestone - Usar guide 1 S Milestone description is
O purposes only 4/15/2016 4/15/2016 Mengstory
_— R Milestone Feroed out an
O  New Milestone for User Guide 2TI2018,

16) Repeat previous steps until all line items display a ‘0’ under the ‘Number of Milestones Pending’
column. The system will not allow you to proceed to MPR submission should any pending milestones
remain.

17) Once you have finished entering dates for all pending milestones, click the ‘Continue to Submission’
button.

18) The ‘Submit MPR’ form will be displayed. Use the ‘Back’ button if you wish to return to the
previous form. The ‘Save’ button can be used to save the comments entered into the ‘Submission
Remarks’ field. Enter any comments for FTA into the optional ‘Submission Remarks’ field and then
click the ‘Submit to FTA’ button to proceed.
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Milestone Progress Report (MPR) | Submit MPR
Recipient Summary

Recipient ID i 900 Recipient DUNS 290002000
*| https:/facestraining.fta.dot. gowsuitetempe/recarnds....
EIN Number S20200000

Recipient Name Trams Transit Organization

Award Summary

Federal Award ID - | FL-20116-D01-00 Award Name RC - Application for MPR and FFR for user guide
Humber [FAIN} < hitps:\facestraining.fta.dot.gowsuitedtemparecends.... purposes only

MPR Reporting Quarterly Award Status Active (Executed)

Frequency

Milestone Progress Report Summary

Report Type Cuarterly MPR 5tatus ‘Work in Progress
Report Period Quarter 2 (Jan - Mar), FY 2016 Last Updated By MPR Reporteri TRAMS
Report Due Date  4/20/2018 Last Update Date &/17/2018

Recipient Submission Remarks

Submission
Remarks

Provide any additional comments about the report that would be useful for FTA during the review.

When this report is submitted to the FTA, the submitter and the individuals providing the information submitted to the FTA. if any, certify that
it is true, complete, and accurste o the best of their knowledge. They are sware that any false, ficticious, or fraudulent information may
subject them to criminal, civil, or administrative penalties (U.5. Code, Title 18, Section 1001).

Submit to FTA Back Save

19) The ‘Submitted’ form will be displayed with the following confirmation message: ‘Federal Award ID
Number [FAIN #] MPR for [FY] [Report Frequency] has been submitted to FTA for review.’

Milestone Progress Report | Submitted

[ 0 Success! . |

Federal Awsard 1D Mumber FL-2015-001-00 MPR for 2018 Quarter 2 has been submitted to FTA for review.

20) Click the ‘Close’ button. The system returns you to the ‘Tasks’ tab and the task link will now be
removed from the task list.
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8.3 Federal Financial Report (FFR)

The completion of the Federal Financial Report is assigned as a task to the users with the ‘FFR Reporter’
user role. Tasks are will be assigned 30 days prior to their due date. Users will receive an email
notification that they have a task.

8.3.1 Task: Complete and Submit FFR
The number of Tasks assigned to a user will be visible next to the ‘Task’ tab.
1) After the FFR Reporter successfully logs on, click the ‘Task’ tab.

2) Select the ‘Complete [FY] [Report Frequency] Federal Financial Report’ task for the application and
then accept the task.

Newest ~

* TrAMS G9900 FFR Reporter

J Complete 2016 Quarter 2 Federal Financial Report for Federal Award ID No. FL-2016-
001-00

Mar 30, 2016

3) The ‘Input FFR Values’ form will be displayed.

4) At any point, you may click the ‘Close Task’ button on this form to return to the ‘Tasks’ tab without
saving any changes and retain the task.
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Federal Financial Report (FFR) | Input FFR Values

Recipient Summary

Recipient ID 9900 Recipient DUNS 999995999
Recipient Name Trams Transit Organization EIN Number 999993999
Award Summary B
Federal Award ID FL-2015-001-00 Award Name RC - Application for MPR and FFR for user guide
Number (FAIN) purposes only
FFR Reporting Quarterly Award Status Active (Executed)
Frequency ;
Required Obligated Date 2/1/2016
Preaward Yes, Preaward Authority utilized

Authority @ No, Preaward Authority not utilized

Federal Financial Report Summary B

Report Type Quarterly Report Peried 1/1/2016

Begin Date
Report Period Quarter 2 (Jan - Mar), FY 2016

Report Period End  3/31/2016
Report Due Date  4/30/2016 Date

Final Report? Yes, Final Report
® No, Not Final Report

Status Log
Status Updated Date Updated By
Work in Progress 3/30/2016 appian.administrator

5) Complete any fields as needed under the ‘Indirect Expense’ section.
a) Select an indirect expense type using the drop-down menu provided under the ‘Type’ field.
b) Enter a rate into the ‘Rate’ field. Note that this is a percent value.
¢) Enter a dollar value into the ‘Base’ field.

d) Click in the ‘Period From’ and ‘Period To’ fields to enter dates or display the date picker to select
dates from.

e) Enter a dollar value into the ‘Amount Charged’ field.
f) Enter a dollar value into the ‘Federal Share’ field.

Indirect Expense

Type | NiA B Period From | Midfyyyy
Rate 0% Period To | M/diyyyy
Base |50 Amount Charged | 0

Federal Share |50

6) You will be able to enter dollar values into the ‘This Period’ fields for the following sections on the
form:
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a) ‘A. Federal Cash on hand at Beginning of Period’
b) ‘B. Federal Cash Receipts’

¢) ‘C. Federal Cash Disbursements’

d) °‘F. Federal Share of Expenditures’

e) ‘G. Recipient Share of Expenditures’

A. Federal Cash on Hand at Beginning of Period

Previous $0 Cumulative 30

Calculated by System

This Period  §0

B. Federal Cash Receipts

Previous $0 Cumulative 30

Calculated by System

This Period 50

C. Federal Cash Disbursements

Previous §0 Cumulative $0

Calculated by System

This Period |50

D. Federal Cash on Hand at End of Period (A + B - C)

Previous $0 Cumulative 0

Calculated by System Calculated by System

This Period 50

Calculated by System
E. Total Federal Funds Authorized
Cumulative $57,500

F. Federal Share of Expenditures

Previous §0 Cumulative 30

Calculated by System

This Period  §0

G. Recipient Share of Expenditures

Previous &0 Cumulative 50

Calculated by System

This Period 50

Note: You are allowed to type in negative numbers into any of the editable fields on the FFR. However,
calculated fields CANNOT be negative.

7) You will also be able to enter dollar values into the ‘Amount’ fields for the following sections on the
form:

a) ‘L Federal Share of Unliquidated Obligations’
b) ‘J. Recipient Share of Unliquidated Obligations’
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l. Federal Share of Unliquidated Obligations
Amount |50

J. Recipient Share of Unliquidated Obligations

Amount |50

c) ‘P.Federal Program Income on Hand at Beginning of Period’

d) “Q. Total Federal Program Income Earned’

e) ‘R. Federal Program income expended in accordance with the deduction alternative’

f) ‘T. Federal Program income expended on allowable transit Capital and Operating expense’
P. Federal Program Income on Hand at Beginning of Period

Amount 50
Q. Total Federal Program Income Earned
Amount 50

R. Federal Program Income Expended in accordance with the deduction alternative

Amount |50

S. Federal Program Income Expended in accordance with the addition alternative
Amount 350
T. Federal Program Income Expended on allowable Transit Capital and Operating expense

Amount |30

U. Federal Unexpended Program Income [[P+Q-R)or(P+Q-S)or(P+Q-T)]

Amount 350

Calculated by System

Calculate Totals Close Task

8) All other remaining fields will be calculated automatically by the system.

9) Once you have completed entering all details, click the ‘Calculate Totals’ button.

Note: To avoid system validation errors while entering dollar values into the ‘This Period’ and
‘Amount’ fields, you must keep the following rules in mind for the FFR:

e The sum of the value displayed under the ‘Cumulative’ field in ‘G. Recipient Share of Expenditures’
and the value provided for ‘J. Recipient Share of Unliquidated Obligations’ must be less than or equal
to the value displayed for ‘N. Total Recipient Share Required.’
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* You cannot input values in both ‘R. Federal Program income expended in accordance with the
deduction alternative’ and ‘T. Federal Program income expended on allowable transit Capital and
Operating expense.’ You will be allowed to enter a value for only one of these fields.

e Each of the separate values entered for ‘A. Federal Cash on hand at Beginning of Period,” ‘B. Federal
Cash Receipts,” ‘C. Federal Cash Disbursements,” ‘F. Federal Share of Expenditures,” and ‘I. Federal
Share of Unliquidated Obligations’ cannot be greater than ‘E. Total Federal Funds Authorized.’

e The calculated value of ‘D. Federal Cash on hand at End of Period (A + B - C)’ cannot be negative.

e The calculated value of ‘O. Remaining Recipient Share to be provided [N - (G +J)]’ cannot be
negative.

10) The system will display the ‘Confirm FFR Data’ form. If you wish to return to the previous ‘Input
FFR Values’ form to make changes, click on the ‘Modify FFR Values’ button.
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Federal Financial Report (FFR) | Confirm FFR Data

Recipient Summary

Recipient I 3 2300
¥ hitps:/ifacestraining.fa.

Recipient Mame Dizsneyland Transit Organization

Award Summary

Federal Award ID FL-2016-001-00

Number (FAIN) hitps/ifacestraining fiz. owl'suitetempairecords. .
FFR Reporting Cuarterly
Frequency
Preaward “fes, Preaward Authority utilized

Authority ® Mo, Preswsrd Authority not utilized

Federal Financial Report Summary
Report Type Quarterly
Report Period Quarter 2 (Jan - Mar), 7y 2018
Report Due Date 43002016

Final Report? “fes, Final Report

= No, Not Final Report

Status Log

Status Updated Date

Work in Progress. 2172018

Indirect Expense

Type |MA

Rate 0%

Base 350

Version 1.1

ovi'suitetempaolrecords. .

Information in this document is proprietary to FTA

Recipient DUNS 289000580

EIN Number SS0858508

Award Name RC - Application for MPR and FFR for user guide
purposes only

Award Status  Active [Executed)

Obligation Date  2/1/2018

Report Pericd  1/1/2018
Begin Date

Report Period End  2/21/2015
Date

Updated By

appian_adminisirator

Period From

Pericd To
Amount Charged 350
Federal Share 30
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11) Sections ‘A’ to ‘U’ will also be displayed with the data entered in the previous step.

12) Once you have finished entering information for the FFR, click the ‘Continue to Submission’ button.

Financial Status

Transactions Previous Current Cumulative
A Federal Cash on Hand at Beginning of Period 50 $10.000 £10,000
B. Federal Cash Recsipis 50 510.000 510,000
C. Federal Cash Disbursements 30 510.000 §10,000
D Federal Cash on Hand at End of Period (A + 8- C) 50 510.000 510,000
E. Total Federal Funds Authorized 210,670
F. Federzl Share of Expenditures =0 55,000 £5,000
G. Recipient Share of Expenditures 50 35,000 $5.000
H. Total Expenditures (F + G) 50 $10.000 $10,000
|. Federal Share of Unfiquidated Obligations 50

J. Recipient Share of Unliquidated Obligations. 50

K. Total Unliquidated Obligations {1 + J) 50

L. Totsl Federal Share (F +1) $5.000
M. Unobligated Balance of Federal Funds (E - L) §205,878
M. Total Recipient Share Required 539,321
O. Remaining Recipient Share to be Provided [N - (G +.J)] 534,321
P. Federal Program Income on Hand st Beginning of Period 50

Q Totsl Federal Program Income Earned 50

R. Federsl Program Income Expended in sccordance with the deduction alternative 30

5. Federal Program Income Expended in accordance with the addition altternstive 0

T. Federal Program Income Expended on allowable Transit Capital and Operating expenses 50

L. Federal Unexpended Program Income [P+ Q-Rjor (F+Q-Sjor (F+Q-T]] 30

M 4 1210f21 » M

Continue to Submission Muodify FFR Values Close Task
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13) The ‘Submit FFR’ form will be displayed. Use the ‘Back’ button if you wish to return to the previous
form. The ‘Save’ button can be used to save the comments entered into the ‘Submission Remarks’
field. This is a required field. Enter any comments for FTA into the ‘Submission Remarks’ field and
then click the ‘Submit to FTA’ button to proceed.

Federal Financial Report (FFR) | Submit FFR

Recipient Summary

Recipient ID 2000 Recipient DUNS 200000000
Recipient Name Trams Transit Organization EIN Number 992000000
Award Summar],f =
Federal Award ID'  FL-2015-001-00 Award Name RC - Application for MPR and FFR for user guide
Mumber (FAIN) purposes only
FFR Reporting Quarterly Award Status Active (Executed)
Frequency . .
Required Obligated Date  2/1/2018
Preaward “fes, Preawsrd Authority utilized

Authority & o, Preawsrd Authority not utilized

Federal Financial Report Summary =

Report Type Quarerly Report Period  1/1/2018
Begin Date
Report Period Quarter 2 (Jan - Mar), FY 2018
Report Period End  3/31/20M6
Report Due Date  4/30VZ015 Date

Final Report® “es, Final Report
% Mo, Not Final Report

Status Log
Status Updated Date Updated By
Work im Progress. 33012018 sppian.administrator

Recipient Remarks

Submission Remarks

When this report is submitted to FTA, the submitter and the individuals providing the informstion submitted to FTA, if any, certify that it is true, complete, and
accurate to the best of their knowledge. They are aware that any false. fictitious, or fraudulent information may subject them to criminal, civil, or administrative
penaltes. (U.5. Code, Title 18, Section 1001).

Submitted By FFR Reporter! TRAMS

Submitted Date &/17/2015

Submit to FTA Back Save Close Task
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14) The ‘Submitted’ form will be displayed with the following confirmation message: ‘Federal Award ID
Number [FAIN #] FFR for [FY] [Report Frequency] has been submitted to FTA.’

15) Click the ‘Close’ button. The system returns you to the ‘Tasks’ tab and the task link will now be
removed from the task list.

Federal Financial Report | Submitted

0 Success! ‘

Federal Awsrd ID Number FL-20168-001-00FFR for 2016 Quarter 2 has been submitted to FTA.

8.4 Disadvantaged Business Enterprise (DBE) Report

A Semiannual DBE report must be completed and submitted by recipient organizations with DBE.
Recipients with the user role of Civil Rights will receive a task to submit the reports 60 days prior to their
due dates. Submission due dates are June 1 and December 1 of each fiscal year. FTA regional and HQ
staff will review the reports and provide approval.

8.4.1 Search for DBE Reports

You may view previously submitted DBE Reports for your recipient organization from the Actions Tab.
1) Click ‘Search DBE Report’.

2) The ‘Disadvantaged Business Enterprise (DBE) Uniform Report | Search Criteria’ form will be
displayed with search criteria fields. You will be able to complete the following fields:

3) Select a DBE report fiscal year from the drop-down menu provided under the ‘Fiscal Year’ field.
a) Select a DBE report status from the drop-down menu provided under the ‘Status’ field.

b) Select a DBE reporting period from the drop-down menu provided under the ‘Reporting Period’
field.

¢) Click in the ‘Last Updated Date From’ field to enter in a date or display a calendar picker to
select a date from for the first date of a range.

d) Click in the ‘Last Updated Date To’ field to enter or display a calendar picker to select a date
from for the last date of a range.

4) Once all search criteria have been entered, click the ‘Search’ button.
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Disadvantage Business Enterprise (DBE) Uniform Report | Search
Criteria

Search Criteria for DBE Uniform Report
Fiscal Year | any

Status | Any

Kl ¥ X

Reporting Period | Any

Last Updated Date | M/dlyyyy
From

Last Updated Date | M/dlyyyy
To

5) The ‘Disadvantaged Business Enterprise (DBE) Uniform Report | Search Results’ form will be
displayed with results in grid format.

6) Select the check box for a report from the list and then click the ‘View Selected Report’ button to
access a read-only version of the report.

7) Click the ‘Back to Search’ button if you wish to return to the previous search criteria form.

8) Clicking the ‘Cancel’ button returns you to the ‘Actions’ tab.

Disadvantage Business Enterprise (DBE) Uniform Report | Search

Results
Recipient ID Recipient Name Fiscal Year Type Quarter Status Last Updated By
] 9900 Trams Transit Organization 2016 Semiannual Ready for Regional Review Civil Rights1 TRAMS

View Selected Report Back to Search Cancel

8.4.2 Task: Submit Disadvantaged Business (DBE) Report
The number of Tasks assigned to a user will be visible next to the ‘Task’ tab.
1) After the Civil Rights Officer successfully logs on, click the ‘Task’ tab.

2) Select the ‘Complete FY [Fiscal Year] Semiannual DBE Report for [Recipient Name]’ task and then
accept the task.
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* TrAMS G9900 Civil Rights
J Complete FY 2016 Semiannual DBE Report for TRAMS
Mar 30, 2016

3) The ‘Complete [FY] Semiannual DBE Report for [Recipient Acronym]’ form will be displayed.
a) The form will include a list of currently active awards

b) Click on the FAIN # link of an application record from the grid if you wish to view an application
listed for your recipient organization.

Complete 2016 Semiannual DBE Report for TRAMS

Grantee Summary
Grantee ID 9900 Grantee Name Trams Transit Organization

Current Active Awards

Application Number Award Name Fiscal Year

FL-2016-001-00 RC - Application for MPR and FFR for user guide purposes only 2016

DBE Uniform Report Summary

Report Fiscal Year 2016 Report Status  New/Draft
Report Period Semiannual: Report Due June 1 Last Updated By
Report Due Date June 1 Last Updated Date

Triennial DEBE Goals

Triennial DBE Goal %)
Race Conscious 89 %

Race Meutra 15.00 %

Oroprall Goal (%) 4%

4) You will need to report on:
a) Prime contracts and subcontracts awarded
b) DBE Awards/ Commitments for this period broken down by ethnicity and gender
c) Payments made on ongoing contracts
d) Payments on Contracts completed this period.
5) Column totals and percentages will be performed automatically by the system

6) Validation errors will be displayed for any amounts that have been incorrectly entered for the report.
All validation errors must be corrected before you will be able to proceed with report submission.
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7) Click the ‘Save’ button at any time to save any changes entered on the form.

Prime Contracts and Subcontracts Awarded

Awards/Commitments Made During This Reporting Period:

A Total B. Total E. Total F. Total G. Total H. Total
Dollars (Al NLmeertAII C. Total to D. Total to Dollars to Number to Dollars to Number to 1. % of Total
Types) Types) DBEs (§) DBEs (#) DBEs/Race DBEs/Race DBEs/Race DBEs/ Race o DBEs
ype ype Conscious Conscious Neutral Neutral
8. Prime
Contracts
Awarded / $200.000.00 0 50 0 $0.00 0 0.0%
Committed
This Period
9. Sub
Contracts
Awarded / $0.00 0 $0 0 $0.00 0 $0.00 0 0.0%
Committed
This Period
10. Total $0 0 50 0 30 0 0.0%

DBE Awards/Commitments This Period - Breakdown by Ethnicity & Gender

Awards/Commitments Breakdown By Ethnicity & Gender:

A.Totalto DBE

B. Total to DBE

C.Total to DBE

D. Total to DBE

E.Total to DBE

(dollar) - Women {dollar) - Men (dollar) {number) - Women {number) - Men
11. Black
American $0.00 $0.00 50 0 0
12. Hispanic
American $0.00 $0.00 30 0 0
13. Native
American $0.00 $0.00 50 0 0
14. Asian-Pacific
American $0.00 $0.00 50 0 0
15. Subcontinent
Asian American $0.00 $0.00 50 0 0
16. Non-Minority $0.00 $0.00 50 0 0
17. TOTAL 50 50 30 0 0

Payments on Ongoing Contracts (Report Activity of Ongoing Contracts)

A, Total Number of

B. Total Dollars

C. Total Number of
Contracts with

D. Total Payments

E. Total Number of

Contracts DBEs to DBE Firms DBE Firms Paid
18. Prime and sub
contracts currently |0 $0.00 0 50.00 0
in progress
Actual Payments on Contracts Completed This Period
A. Number of Prime B. Total Dollar Value of C. DBE Participation D.Total DBE

Contracts Completed

Completed Prime
Contracts

Dollars Needed to
Complete Goal

Participation Dollars

19. Race Conscious 0 $0.00 $0.00 $0.00

20. Race Neutral 0 $0.00 $0.00

21. Total 0 50 50
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F. Total to DBE
(number)

F.Percentto DBEs

0.0%

E. Percentage of Total
DEBE Participation
Dollars

0.0 %
0.0 %

0.0 %

Page 295



A

Federal Transit Administration
TrAMS User Guide - Recipient Organization

9) Once you have finished entering all dollar figures as needed, enter remarks into the ‘Grantee
Remarks’ field. This is a required field.

10) Click the ‘Browse...” button under the ‘Upload Supporting Document’ field if you wish to select a
local file to upload as a supporting document. Click the ‘Remove’ link which appears after upload if
you wish to remove your uploaded file.

11) Click the ‘View/Print’ button if you wish to generate a view/print document of the DBE report. The
‘View/Print DBE Report’ form will be displayed, which provides a link to open or save a local copy
of the DBE report. Click the ‘Close’ button to return to the previous form.

12) Once finished, click on the ‘Submit to FTA Region’ button to proceed and submit the DBE report to
FTA Regional Office staff for their review.

Status Log

Previous Status New Status Change Date Changed By

Mo iterns available

DBE Report Remarks

Grantee Remarks ”

When this report is submitted to FTA, the submitter and the individuals providing the information submitted to FTA, if any, certify that it is frue, complete, and accurate to the best
of their knowledge. They are aware that any false, fictitious, or fraudulent information may subject them to criminal, civil, or administrative penalties. (U.S. Code, Title 18, Section
1001)

Upload Document(s)

Upload Supporting Document

I Browse...

Save Wiew/Print Submit to FTA Region

13) The ‘Confirmation’ form will be displayed with the following confirmation message: ‘The [FY]
Semiannual DBE Report for [Recipient Name] is submitted to regional FTA. Please click the Close
button to complete your action.’
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DBE Report| Confirmation

Confirmation
The 2016 Semiannual DBE Report for Trams Transit Organization is Submited to regional FTA

Please click the Close button to complete your action.

14) Click the ‘Close’ button. You will be returned to the ‘Tasks’ tab and the task link will now be
removed from the task list.
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9 Reports

9.1 Report Tab
The ‘Reports’ tab is currently not in use for TrAMS.

e Previously generated reports (Static Reports) are accessible from the Records tab.
e Ad hoc reports are generated from the Actions tab
e Previously created MPR and FFR reports may be searched for and viewed from the Actions tab.

9.2 Excel Reports

Users may choose from a variety of Excel reports that are available from the ‘Actions’ tab. To filter the
list of available ‘Actions’ to a list of the available Excel Reports, users may use the left hand navigation or
they may simply scroll down the page until they find the report they need.

To filter and only see the available Excel reports.

1) From the Actions tab, click on ‘Application TrAMS Excel Reports’ in the left
hand navigation.

News Tasks Records Reports Actions

U.5. Depaortment of Transporfation
Federal Transit Administration Application Budget by AL| Report

Generate Application Budget by ALl Report

All -
Starred 77 Application Budget Report
Applications Generate Application Budget Report
TrAMS 1.0 o
TrAMS Excel Reports Application by Status Report
Generate Application by Status Report
Create Application
Create New Application Record
Deobligation by Funding Source Report
Generate Deobligation by Funding Source Report
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2) Available Excel reports will be displayed

News Tasks Records

U.5. Department of Transportation
Federal Transit Administration

All -
Starred ir

Applications
TrAMS Excel Reports =

All users within recipient organizations will be able to view the following reports:

FFR Detail Report

Reports Actions

Application Budget by ALI Report
Generate Application Budget by ALl Report

Application Budget Report
Generate Application Budget Report

Application by Status Report
Generate Application by Status Report

Deobligation by Funding Source Report
Generate Deobligation by Funding Source Report

Discretionary Allocation Detail Report
Generate Discretionary Allocation Detail Report

FFR Detail Report
Generate FFR Detail Report

General Discretionary and Earmark Allocation Report
General Discretionary and Earmark Allocation Report

MPR Detail Report
Generate MPR Detail Report

Project Budget Report
Generate Project Budget Report

Project Scope Budget Report
Generate Project Scope Budget Report

Recipient POC Detail Report
Generate Recipient POC and Union Detail Report

Application Budget By ALI Report
Application Budget Reports
Application by Status Report
Deobligation by Funding Source Report
Discretionary Allocation Detail Report

General Discretionary and Earmark Allocation Report
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MPR Detail Report

Project Budget Report
Project Scope Budget Report
Recipient POC Detail Report

Excel reports on the Actions tab are created on an ad hoc basis. Recipient users will only see data for
recipient organizations that they belong to. After selecting a report type they may filter the data to a
subset. Once a report has been generated a link is displayed for the report. The user may then choose to
open the report or save the report to their local environment.

Report generation time will vary depending on the report type and the amount of underlying data. While
the system is creating the report the user will see the message ‘Working’ in the top navigation bar. Once
the report has been generated the system will no longer display the ‘Working” message and a link to the
report will become available.

Reports Actions m D Lisa

Note: The link for a report is not refreshed until the “Working’ message disappears. When generating
successive reports, be sure the ‘Working’ message has disappeared prior to clicking the link,
otherwise you will be accessing the previous report.

9.2.1 Application Budget by ALI Report

The ‘Application Budget by ALI Report’ displays budget activity line item (ALI) level status data for
original awards and amendments. The report allows grantee users to view and track ALI level budget
details and key milestone dates for an original award and an amendment. Users will be able to drill-down
on this data based on awards, projects, section codes, scope codes; award fiscal years, award types, award
status, and FTA grant manager details.

Note: Pre and post award information is not available for applications initiated in TEAM
To create and ‘Application Budget by ALI Report’
1) Click ‘Application Budget by ALI Report’.

2) The editable ‘Reports | Application by Activity Line items (ALIs) Report (Original and Amended)’
form will be displayed.

3) Select the ‘Application/Award Fiscal Year’ and any additional applicable search criteria.
4) Click the ‘Generate Report’ button.
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Reports | Application By Activity Line Iltems (ALIs) Report (Original
and Amended)
Report Search Criteria

Federal Award ID “Application/Awar | Please Selact a Year ﬂ
d Fiscal Year

Project Number

Application/Award | Please Select a Type [v]
. Type
Section Code
Application/Award | In-Progress
Scope Code/Name Status  In-Progress / Returned to Grantee ~
Transmitted / Ready for FTA Review
Initial Review / Concurrence v

?K:_'ri'a’ Linfch‘;m Review Complete / Ready for FAIN
ame/Code
Hold cirl to select multiple.

FTA Pre-Award
Manager

FTA Post-Award
Manager

Clear Filter Generate Report Close

5) Click on the report link to view the report that was generated for the entered
search criteria.

Reports | Application By Activity Line Items (ALIs) Report (Ori
and Amended)

Generated Excel Report

@ Repot for Jullie Anne Dis Feb 09, 2016 01 EED

Report Search Criteria

9.2.2 Application Budget Report

The ‘Application Budget Report’ allows grantee users to view and track application-level budget details,
disbursement amounts, and key application milestone dates for original awards and amendments at an
award level. Recipient may filter their information by application/award, section codes,
application/award fiscal year, award type, application/award status, and/or pre and post award managers.

Note: Pre and post award information is not available for applications initiated in TEAM

To create an ‘Application Budget Report’

1) Click ‘Application Budget Report’.

2) The editable ‘Reports | Application by Application Level Budget Report’ form will be displayed.
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3) Enter the applicable search criteria

4) Click the ‘Generate Report’ button.

rds Reports Actions

" Reports | Application By Application-Level Budget Report

Report Search Criteria

Federal Award ID Application/Award  Please Select 3 Year
Fiscal Year
Section Code A
Application/Award  please Select a Type

Type

Application/Award | In-Progress
Status  In-Progress / Retumned to Grantee
Transmitted / Ready for FTA Review
Initial Review / Concurrence
Review Complete / Ready for FAIN

Hold ctrl to select multiple.

FTA Pre-Award
Manager

FTA Post-Award
Manager

Clear Filter Generate Report Close

1) Click on the report link to view the report that was generated for the entered
search criteria.

Reports | Application By Application-Level Budget Report

Generated

Apphcation By Onginal Award Report for Jullie Anne Dis  Feb 09, 2016 01:54 PM

Report Searc
Federal Award 1D Application/Award 2016
Fiscal Year
Section Code

9.2.3 Application by Status Report

The ‘Application by Status Report’ lists the status of grant and cooperative agreements for applications
and awards. This report can be used to determine reviews that have taken place and reviews still required.
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Users may filter their reports application/award, fiscal year, award type, award status, and/or pre and post

award managers.

Note: Pre and post award information is not available for applications initiated in TEAM
To create and ‘Application by Status Report’

1) Click ‘Application by Status Report’

2) The editable ‘Reports | Application by Status Report’ form will be displayed.
3) Select your search criteria.

4) Click the ‘Generate Report” button.

Reports | Application By Status Report
Report Search Criteria

Federal Award ID Application/Award | Please Select a Year
Fiscal Year

Application/Award | Please Select a Type
Type

Application/Award | In-Progress
Status  In-Progress / Returned to Grantee
Transmitted / Ready for FTA Review
Initial Review / Concurrence
Review Complete / Ready for FAIN

Hold ctrl to select multiple.

FTA Pre-Award
Manager

FTA Post-Award
Manager

Clear Filter Generate Report

5) Click on the report link to view the report that was generated for the entered
search criteria.

Reports | Application By Status Report
Generated Excel Report

@Smtus Report for Jullie Anne Dis  Feb 09, 2016 01 55Pi‘.1>

Report Search Criteria
Federal Award ID Application/Awar
Fiscal Yez
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9.2.4 Deobligation by Funding Source Report

The ‘Deobligation by Funding Source Report’ lists FTA funds by the Deobligation fiscal year selected
that have been deobligated from grants and cooperative agreements along with their accounting
information. For grants and cooperative agreements created in TrAMS, this report also tracks partial
deobligations on awards to the project and budget scope level. The report may be filtered by award Id,
project, scope codes, cost centers, UZA’s, application fiscal year, award type, award status, appropriation
code, section code, limitation code, and/or Authorization Type.

To create a ‘Deobligation By Funding Source Report’
1) Click ‘Deobligation by Funding Source Report’

2) The editable ‘Reports | Deobligation by Funding Excel Report’ form will be displayed.
3) Enter the applicable search criteria. The Deobligation Fiscal Year is a required field.

4) Click the ‘Generate Report’ button.

Reports | Deobligation By Funding Excel Report
Report Search Criteria
Federal Award ID “Deobligation | please Select 3 Year ﬂ
Fiscal Year
Project Number .
Application/Award  Please Select a Year ﬂ
Fiscal Year
Scope Code/Name
Application/Award  Please Select a Type ﬂ
Funding Cost 61000 - Office of Administrator Type
Center 62000 - Office of Administration ~ -
53000 - Office of the Chief Counsel Applicationlfward In-Progress @ Grant N
54000 - Office of Communication and Congressional + v tatus .P mgf?fa ! Re “dmei IETAraII; ee
55000 - Office of Program Management | ransmits eady for eview
nitial Review / Concurrence v
Hold ctrl to select multiple. Review Complete / Ready for FAIN
Funding UZA Code Hold ctrl to select multiple.
ACC Appropriation
Code
ACC Section Code
ACC Limitation
Code
ACCType Please Select an Authorization Type ﬂ
Authority
Clear Filter Close
5) Click on the report link to view the report that was generated for the entered
search criteria.
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Reports | Deobligation By Funding Excel Report

Generated Excel Report

Decbligation By Funding Source Report for Jullie Anne Dis Feb 09, 2016 01 “D

Report Search Criteria

Federal Award ID " Deobligation | 2016
Fiscal Year

Project Numbe
roject Fumber Application/Award Please Select a Year

Fi 1Y
Scope Code/Name iscal Year

[T S ——— . R

9.2.5 Discretionary Allocation Detail Report

The ‘Discretionary Allocation Detail Report’ provides application/award information for grants and
cooperative agreements that contain discretionary and/or earmark allocations, including status and if the
funds have been awarded. Reports may be filtered by application/awards, project, discretionary ID, fiscal
year, application/award type, status, and pre and post award mangers.

Note: Pre and post award information is not available for applications initiated in TEAM
To create a ‘Discretionary Allocation Detail” report,

1) Click ‘Discretionary Allocation Detail Report’.
2) The editable ‘Reports | Application Discretionary Allocation Details* form will be displayed.
3) Select an Application/Award Fiscal Year and any additional search criteria.

4) Click the’ Generate Report’ button.
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Reports | Application Discretionary Allocation Details
Report Search Criteria
Federal Award ID *Application/Awar | Please Select 3 Year ﬂ

d Fiscal Year
Project Number

APP“CﬂtiD"M‘]'_"ard Please Select a Type ﬂ
Discretionary 1D ype
Application/Award | In-Progress
Status  In-Progress / Returned to Grantee ~
Transmitted / Ready for FTA Review
Initial Review / Concurrence v

Review Complete / Ready for FAIN

Hold ctrl to select multiple.

FTA Pre-Award
Manager

FTA Post-Award
Manager

Clear Filter Generate Report Close

5) Click on the report link to view the report that was generated for the entered search criteria.

Reports | Application Discretionary Allocation Details

Generated Excel Report

@ﬁl eeation Detail Report for Jullie Anne Dis Feb 09, 2016 02:00 PM

Report Search Criteria

Federal Award ID " Application/Awar 2016
d Fiscal Year

Project Number -
! Application/Award  Please Select a Type

9.2.6 FFR Detail Report

The ‘FFR Detail Report’ lists current FFRs according to the report period type and report period date
ranges defined by the user. Users may determine whether a report has been submitted and whether FTA
has reviewed them. The FFRs are displayed with their latest status, saved comments, recipient
information, and award details relevant to the entered search criteria. Users must select a report period
type and report period date ranges. Additional filter criteria include award number, award fiscal year,
report status, final reports and initial reports, award types, and award status.

1) Click FFR Detail Report
2) The editable ‘Reports | Federal Financial Report Details (FFR)’ form will be displayed
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3) Select a ‘Report Period Type’ and an associated report period and any additional desired search

4) Click ‘Generate Report’ button.

criteria.

Note: Depending on the Report Period Type selected either the ‘Report Period Annual’, the ‘Report
Period Quarterly’, or the ‘Report Period Monthly’ field will become available. The applicable
corresponding field is required for report generation.

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Report Search Criteria

Application/Award Application/Award | Please Select a Type ﬂ
Number Type
Application/Award  Please Select a Year ﬂ Application/Award  Please Select a Status ﬂ
Fiscal Year Status
Report Status  Please Select a Status [v] Report Period  Any
Annual 2016
“Report Period ] Quarterly %g}i
Tyre Manthly 2013
[ Annual
[T Initial Hold ctrl to select muttiple.
. ) Report Period | Any
Report Final () Yes, Final Report Quarterly 2:];5 Quarter 1
() No, Not Final Report 2016 Quarter 2
. 2016 Quarter 3
Period From | Midlyyyy 2016 Quarter 4
Period To | Midiyyyy Hold cirl to select multiple.
Report Period |Any
Monthly 2016 January
2016 Feburary
2016 March
2016 April
Hold cirl to select multiple.
Clear Filter Close
5) Click on the report link to view the report that was generated for the entered search criteria.
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Reports | Federal Financial Report Details (FFR)

Generate Excel Report

@Etmls Report for Jullie Anne Dis Feb 09, 2016 02:15 P-‘-1>

Report Search Criteria

Application/Award Application/Award  Please Select a
Number Type
Application/Award  Please Select a Year ﬂ Application/Award Please Select a

9.2.7 General Discretionary and Earmark Allocation Report

The ‘General Discretionary and Earmark Allocation Report’ displays the status of discretionary program
allocations and earmarks included in Congressional appropriations. Recipients may use this report to
view allocations that have been reserved and awarded along with unobligated allocations. The report may
be filtered by discretionary ID, allocation fiscal year (required), program name, state, and/or allocation
status.

1) Click General Discretionary and Earmark Allocation Report’
2) The editable ‘Reports | Discretionary and Earmark Allocations’ form will be displayed.
3) Select the Allocation Fiscal Year and any other desired search criteria.

4) Click ‘Generate Report’ button.

Reports | Discretionary and Earmark Allocations
Report Search Criteria

Discretionary 1D State  Please Select a State ﬂ
“Allocation Fiscal  plegse Select 2 Year ﬂ Status Extended
Year ew
Recipient |dentified
Program Name  Plaase Select a Program ﬂ No Balance Remaining
Active

Hold cirl to select multiple.

Clear Filter Generate Report Close

5) Click on the report link to view the report that was generated for the entered search criteria.
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Reports | Discretionary and Earmark Allocations

Generate Excel Report

Discretionary and Earmark Allocation Report for Jullie Anne Dis Feb 09, 2016 02:16 P'\1>

Report Search Criteria

Discretionary 1D State  Please Select

T Allneatinn Fiaral | 2N18 (v Statue | Fxtended

9.2.8 MPR Detail Report

Recipients may use this report to determine which MPR reports have been submitted and whether the
FTA has reviewed the report. The MPR Detail Report will list the submission dates and review status
information for Milestone Progress Reports along with basic grant and recipient information. Users must
select a report period type and report period date ranges. Additional filter criteria include award number,
award fiscal year, report status, final reports and initial reports, award types, and award status.

1) Click ‘MPR Detail Report’
2) The editable ‘Reports | Milestone Progress Report Details (MPR)’ form will be displayed.
3) Select a Report Period and corresponding time period and any other desired search criteria.

4) Click ‘Generate Report’ button.

Note: Depending on the Report Period Type selected either the ‘Report Period Annual’, the ‘Report
Period Quarterly’, or the ‘Report Period Monthly’ field will become available. The applicable
corresponding field is required for report generation.
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Reports | Milestone Progress Report Details (MPR)

Enter one or more of the following search criteria

Report Search Criteria

Application/Award Application/Award  Please Select 3 Type
Number Type
Application/Award | Please Select a Year Application/Award | pPlease Select a Stalus
Fiscal Year Status
Report Status  plegse Select 2 Status Report Period | Any
Annual 2016
“Report Period [ Quarterly gg}i
Type [ Monthly 2013
O Al.jl.-lual Hold cirl to select multiple.
[T Initial
. - Report Period /
Report Final O Yes, Final Report ep[:]uaft:(rjly -‘2-‘\&5 Quarter 1
(0 No, Not Final Report 2016 Quarter 2
. 2016 Quarter 3
Period From  M/dlyyyy 2016 Quarter 4

Period To | M/dlyyyy Hold ctrl to select multiple.

Report Period | Any
Monthly 2016 January
2016 Feburary
2016 March
2016 April

Hold cirl to select multiple.

Clear Filter Generate Report Close

5) Click on the report link to view the report that was generated for the entered search criteria.

Reports | Milestone Progress Report Details (MPR)

OWENg search cntena

Generate Excel Report

MPR Details Report for Jullie Anne Dis  Feb 09, 2016 02:39 PM

Report Search Criteria

Application/Award Application/Award  Please Select a Type
Number Type

9.2.9 Project Budget Report

The ‘Project Budget Report’ allows recipient users to view and track budget details for applications,
original awards, and amendments on a project level. Users will be able to filter on their data by awards,
projects, section codes, award fiscal years, award types, award status, and FTA grant manager details.

1) Click ‘Project Budget Report’
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2) The editable ‘Reports | Application By Project-Level Budget Report’ form will be displayed.
3) Select the ‘Application/Award Fiscal Year’ and any additional search criteria.

4) Click ‘Generate Report’ button.

Reports | Application By Project-Level Budget Report
Report Search Criteria

Federal Award ID “Application/Awar | Please Select 3 Year ﬂ
d Fiscal Year
Project Number s
Application/Award  please Select a Type ﬂ
. Type
Section Code
Application/Award  In-Progress
Status  In-Progress / Returned to Grantee ~
Transmitted / Ready for FTA Review
Initial Review / Concurrence v

Review Complete / Ready for FAIN

Hold cirl to select multiple

FTA Pre-Award
Manager

FTA Post-Award
Manager

Clear Filter Generate Report Close

5) Click on the report link to view the report that was generated for the entered search criteria.

Reports | Application By Project-Level Budget Report

Generated Excel Report

Project Budget Report for Jullie Anne Dis Feb 09, 2016 09:52 D

Report Searc

Federal Award 1D " Application/Awar | 2016

ol Ml W

9.2.10 Project Scope Budget Report

The ‘Project Scope Budget Report’ allows recipient users to view and track budget details for
applications, original awards, and amendments on a scope level. Users will be able to filter on their data
by awards, projects, section codes, scope codes, award fiscal years, award types, award status, and FTA
grant manager details.

Note: This report only shows applications that originated in TrAMS.
1) Click ‘Project Scope Budget Report’
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2) The editable ‘Reports | TrAMS Generated Applications By Project-Scope-Level Budget’ form will be
displayed.

3) Enter the applicable search criteria.

4) Click ‘Generate Report’ button.

Reports | TrAMS Generated Applications By Project-Scope-Level
Budget

Mofe this report is only available for TrAMS generated applications

Report Search Criteria

Federal Award ID Application/Award  Please Select 2 Year
Fiscal Year
Project Number .
Application/Award  Please Select a Type

T
Section Code ype

Application/Award  In-Progress
Status  In-Progress / Returned to Grantee
Transmitted / Ready for FTA Review
Initial Review / Concurrence
Review Complete / Ready for FAIN

Hold cirl to select multiple.

Scope Code/Name

FTA Pre-Award
Manager

FTA Post-Award
Manager

Clear Filter Generate Report Close

5) Click on the report link to view the report that was generated for the entered search criteria.

Reports | TTAMS Generated Applications By Project-Scope-Level
Budget

e TrAMS mensral . 1
Al lne I Uy gl d0e D AP

Generated Excel Report

@:m Budget Report for Julie Anne Dis Feb 09, 2016 02.53 PM >

Report Search Criteria
Federal Award 1D Application/Award  Please Select a Year
Fiscal Year
Project Mumbe
royect Bumber Application/Award  Please Salect a Type
Qartlnm Cada T?PE'
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9.2.11 Recipient POC Detail Report

The ‘Recipient POC Details Report’ lists individuals who are listed as a recipient organization's Points of
Contacts (POC). The list may be filtered by ‘Recipient POC Contact Types’ and/or ‘Recipient POC SAM
Contact Types’. Details for each POC such as their title, address, contact information, and contact type
are shown.

1) Click ‘Recipient POC Detail Report’
2) The editable ‘Reports | Generate Recipient POC Detail Report’ form will be displayed.
3) Enter the applicable search criteria.

4) Click ‘Generate Report’ button

Generate Recipient POC Detail Report

Please fill at least one of the fields marked with an asterisk.

Recipient Report Criteria

Recipient POC 1 - Union
Contact Type |2 - Chief Executive Officer (CEQ)
3 - Metropolitan Planning Organization (MPC)
4 - Equal Employment Opportunity (EEC)
5 - Disadvantaged Business Enterprises (DBE)

Hold ctrl to select multiple.

Recipient POC
SAM Contact Type

- Accounts Payable POC

- Accounts Receivable POC

-EDI POC

- Electronic Business POC

- Electronic Business Alternate POC

[L RSy -

Hold cirl to select multiple

Clear Filter Generate Report Close

5) Click on the report link to view the report that was generated for the entered search criteria.

Generate Recipient POC Detail Report

Please fill at least one of the fields ked with an asterisk

Generate Excel Report

< Recipient POC Detail Report for Jullie Anne Dis  Feb 09, 2016 02:55 P>

Recipient Report Criteria

Recipient P(
Contact Ty
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9.3 Static Reports

Static reports are daily copies of the reports that are available from the Actions tab. Static reports allow
the user to select a specific snap shot in time. These reports are accessed from the ‘Records’ tab and
categorized by fiscal year. The Static Reports have no filter criteria. Reports are generated on a nightly
basis and are cumulative starting with the 1% day of the fiscal year. Reports are stored by fiscal year,
report type, month, and day.

To access a static report:

)
2)
3)
4)
5)
6)

From the ‘Records’ tab, click on ‘Static Reports’.

Select the fiscal year for the static report you wish to view.

All static report types will be displayed.

Click on a report type to show a list of months for the fiscal year.

Click on a month to find the daily generated reports.

Click on the link of a report to open or save a copy of it in Excel format.

Records / Static Reports

FY 2015 [EZB

— Application Budget by ALl Report > L LU

B8 Application Budget Report

8 Application by Status Report

8 Deobligation by Funding Report

B Discretionary Allocation Detail Re...
@ Discretionary and Earmark Alloca....
8 FFR Detail Report

8 FYFAP Report

8 FYOBL2 Report

@8 MPR Detail Report

@ OPERBUD Report

8 Project Budget Report

8 Project Scope Budget Report

8 Recipient Detail Report

@ Recipient Funding Summary Report
8 Recipient POC Detail Report

B8 TrAMS User Detail Report

Version 1.1

i 06

o7

i 03

. October

. November
. December
_January

. February
. March

- April

May

July

B 1. August

8 12. September

>
>
>
>
>
>
>
>
> @10
>
>
>
>
>
>
>

Yl v v v v v v v v

v v v

6/26/2015 ALI Budget Report.xlsx
6/26/2015 ALI Budget Report. xlsx
6/27/2015 ALI Budget Report.xlsx
6/28/2015 AL| Budget Report.xlsx
6/29/2015 ALI Budget Report.xlsx
6/30/2015 ALI Budget Report. xlsx
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Refer to previous sections in ‘Excel Reports’ for more details on each report and the types of information
generated for them.
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Appendix A — Abbreviations, Acronyms, and Terms

Acronym Definition
ACC Account Classification Code
ALI Activity Line Item
ARRA American Recovery & Reinvestment Act
C&As Certifications & Assurances
CE Categorical Exclusion
DBE Disadvantaged Business Enterprise
DOL Department of Labor
DOT Department of Transportation
EA Environmental Assessment
EEO Equal Employment Opportunity
EIS Environmental Impact Statement
E.O. Executive Order
FAIN Federal Award Identification Number
FFR Federal Financial Report
FONSI Finding of No Significant Impact
FTA Federal Transit Administration
LSM Local Security Manager
MPR Milestone Progress Report
NEPA National Environmental Policy Act
RA Regional Administrator
ROD Record of Decision
SAM System for Award Management
STIP Statewide Transportation Improvement Program
TIP Transportation Improvement Plan
TrAMS Transit Award Management System
UPWP Unified Planning Work Program
UZA Urbanized Area
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Appendix B - TEAM vs. TrAMS

User Management:

The Transit Electronic Award and Management (TEAM) system is the legacy system that the FTA has
been using to award and manage Federal financial assistance for public transportation. TrAMS will be
deployed as the successor to TEAM, bringing the latest IT capabilities to FTA’s grant-making process.

The main differences between the two systems are highlighted in the tables below, concentrated in the
systems’ user management and application modules.

Table 1 below compares TEAM user management functions to TrAMS:

TEAM User Management TrAMS User Management

FTA local security manager (LSM) manages users | The recipient identifies a User Manager(s) who
manages all its users

Paper form and signatures required Electronic management/requests for review

FTA LSM enters in the information and updates The recipient’s User Manager completes data

as needed entry and maintains accounts

FTA LSMs review all requests FTA LSM(s) review and provide concurrence
only for some user roles

Some users must provide supporting Documentation still required for certain roles that

documentation (e.g., Official) will have PIN access (Official, Attorney,
Submitter)

FTA LSM manages coordination with recipients | The recipient’s User Manager will be responsible
on annual reauthorization for annual reauthorization

The recipient coordinates with the FTA LSM to The recipient’s User Manager may modify user
modify or deactivate accounts access and deactivate users

Table 1: TEAM vs. TrAMS User Management

Roles:

Table 2 maps the responsible TrAMS user groups to their recipient functions as seen on the TEAM
request form:

TEAM Recipient “Functions” Seen on Equivalent TrAMS Recipient User

TEAM Request Form Group/Role

N/A User Manager

N/A Developer

Submit Submitter

Civil Rights/DBE Reporting Civil Rights

Execute Official

Certify as Official Official
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TEAM Recipient “Functions” Seen on

Equivalent TrAMS Recipient User

TEAM Request Form Group/Role

Certify as Lawyer Attorney

Certify as Both Assign Both Attorney and Official
N/A FFR Reporter

N/A MPR Reporter

Supplemental Agreement Not Applicable

Table 2: TEAM Recipient Functions Mapped to TrAMS User Roles

Application Statuses:

TEAM Pre-Award Status

TrAMS Pre-Award Status

Application in Development

In-Progress

Returned to Recipient

In-Progress / Returned to Grantee

Project Number Requested

Transmitted / Ready for FTA Review

N/A (No match in TEAM) Initial Review / Concurrence

N/A (No match in TEAM) Review Complete / Ready for FAIN
Project Number Assigned FAIN Assigned / Ready for Submission
Ready for FTA Review Application Submitted

Fund Reservation Required

Final Concurrence / Reservation

Ready for Award

Ready for RA Concurrence / Award

e  Suppl Agmt Execution Required
e Execution Required

Obligated / Ready for Execution

TEAM Post-Award Status

TrAMS Post-Award Status

o Active (Executed)
e Funding Adjustment Requested

Active (Executed)

Deobligation Required

Deobligation Required

Budget Revision Pending

Active / Budget Revision In-Progress

N/A (No match in TEAM)

Active / Budget Revision Under Review

N/A (No match in TEAM)

In-Progress / Admin Amendment

Inactive Amendment

Active Award / Inactive Amendment

Ready for Close-Out

Active Award / Ready for Closeout

Close-Out Requested

Active Award / Closeout Requested

Closed

Closed
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Archived

Archived

Note:

Application Development:

Applications in TrAMS with the ‘Archived’ status do not appear on the front end.

Table 3 below presents high-level differences between TEAM and TrAMS in how they handle their

application development process:

TEAM Applications

TrAMS Applications

Application is assigned a Project Number

Application is assigned a Federal Award
Identification Number (FAIN)

Application is referred to as a single project and
contains one or more scopes and activities

Application contains a single project or a group of
projects

FTA may provide a Temporary Project Number
that is expected to be the final Project Number at
time of formal assignment

System automatically assigns the Temporary
Identification Number during application
development and then the final FAIN once an
application is ready for submission to FTA

Scopes and activities lack relationship

to a project; it is difficult to identify projects
within an application that includes many different
projects and activities

Scopes and activities are grouped for more direct
relationship to a project—this can be a single
project that is specific or a generic project that
includes related activities not necessarily related
to a specific project

Obligation of funds happens at the application
level

Obligation of funds happens at the project scope
level (direct relation to the project)

Obligate one funding source

Obligate one or more funding sources ("Super
Grants")

NEPA has been inconsistent, in some cases
creating duplicate entries

NEPA can be handled at either the project or ALI
level to provide direct relation to project(s) and
reduces duplication

Table 3: TEAM vs. TrAMS Applications
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Appendix C — TrAMS Validation Messages

The following tables provide the system validation messages shown by TrAMS while validating

applications, amendments, and projects.

Application/Amendment Validation

Message Text

Recommended Fix

for review until these errors are corrected.

Critical Issues - This application cannot pass Application Validation and be transmitted to FTA

“This application has no associated projects.
Please add at least one project before continuing
(Add Project to Application Related Action).”

There are no projects associated to
application/amendment.

“The following projects in this application have
not passed Project Validation:

<list of incomplete Project Numbers>

Please validate all projects in the application
before continuing (Project Record, Validate
Project Related Action).”

The projects associated to the
application/amendment have not been validated.

“This application is missing application details
(Name, Executive Summary, or Type). Please fill
out all application details before continuing
(Application Details Related Action).”

The application/amendment is missing an
Application Name, Executive Summary, or
Application Type.

they must be corrected prior to Award.

Warning Issues - This application can pass Application Validation with the following issues, but

“Your organization's SAM registration status is
Expired (Expiration Date: <SAM expiration
date>). Please visit the SAM website to update
your organization's registration status.”

Your recipient organization’s SAM status has
expired. Update your organization’s details in the
SAM website.

“Your organization has expired or incomplete
civil rights program compliances. Please update
your civil rights programs (Recipient
Organization Record, Civil Rights Information
Related Action).”

Your recipient organization has at least one Civil
Rights program whose status is not equal to
“Concur” or “N/A.”

“Your organization has not approved C&A's for
Fiscal Year <current Fiscal Year> (Recipient
Organization Record, Certifications & Assurances
Related Action).”

Your recipient organization does not have
approved C&A’s for the current fiscal year
Assurances.”

“Submitting this application will result in a
deobligation of <deobligation amount for
amendment>.”

This message will be displayed for an amendment
that will result in a deobligation amount.
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Project Validation
Message Text

Recommended Fix

Critical Issues - This project cannot pass Project

Validation until these errors are corrected.

“The following line items in the project have a
status of 'In-Progress'. Please ensure each line
item has a status of 'Completed' before continuing
(Budget Activity Line Items Related Action):

<grid of In-Progress line items>"

One or more line items within a project are not in
the required “Completed” status (only applies for
TrAMS applications).

The following project details are incomplete.
“Please fill out the following details before
continuing:

[}

Project Title/Name (Project Details and
Narratives Related Action)”

The project is missing the required project title.

“The following project details are incomplete.
Please fill out the following details before
continuing:

e Location Narrative (Project Location

Related Action)”

The project is missing the required location
narrative.

“The following project details are incomplete.
Please fill out the following details before
continuing:

e Project Description (Project Details and

Narratives Related Action)”

The project is missing the required project
description.

“The following project details are incomplete.
Please fill out the following details before
continuing:

e Project Benefits (Project Details and

Narratives Related Action)”

The project is missing required project benefits.

“The project must have at least one line item.
Please add line items to the project before
continuing (Budget Activity Line Items Related
Action).”

The project is missing line items.

“The project must have at least one congressional
district selected (Project Location Related
Action).”

The project does not have at least one
congressional district associated to it.

“The project must have at least one UZA code /
state selected (Project Location Related Action).”

The project does not have at least one state/UZA
associated to it.

“Each line item must have a NEPA Class of
Action/Environmental Determination selected
(Environmental Determinations Related Action).”

The project has been set up for one environmental
finding per ALI and at least one ALI is missing an
environmental finding association.
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Project Validation
Message Text

Recommended Fix

“The project must have a NEPA Class of
Action/Environmental Determination selected
(Environmental Determinations Related Action).”

The project has been set up for all activities to be
covered under one environmental finding, but no
environmental finding has been selected

Budget Revision Validation

Message Text

Recommended Fix

corrected.

Critical Issues - The budget revision cannot be submitted to FTA for review until these errors are

“The budget revision does not have a difference
amount of $0 for the following FTA funding
sources. The FTA funding amounts included in
the award must remain the same in a budget
revision.

<grid of FTA funding sources on application>"

The FTA funding source amounts for the budget
revision do not equal the approved award amounts
(difference is not equal to $0).

“The following projects in this application have
not passed Project Validation:

<list of incomplete Project Numbers>
Please validate all projects in the application
before continuing (Project Record, Validate
Project Related Action).”

The projects associated to the budget revision
application have not been validated.

Closeout Amendment Validation

Message Text

Recommended Fix

Critical Issues

“FTA Budget for this Award has not been
finalized.

Finalize your budget before submitting the
Closeout request to FTA.”

The user has not indicated that the budget is final
for the closeout amendment.

“FTA Budget is larger than the approved budget
for one or more funding sources.

Decrease your budget before submitting the
Closeout request to FTA.”

The FTA funding source amounts for the closeout
amendment are greater than the approved award
amounts.

“Final Federal Financial Report (FFR) for this
Award has not been submitted.

The Final FFR has not been completed and
submitted to FTA for review
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Complete a Final FFR before submitting the
Closeout request to FTA.”

“Final Milestone Progress Report (MPR) for this | The Final MPR has not been completed and
Award has not been submitted. submitted to FTA for review.

Complete a Final MPR before submitting the
Closeout request to FTA.”
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