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Document Revision History

Revision History ‘ E] ‘ Summary of Changes
2.0 1/15/2021 | Version 2.0 of the Recipient version of the TrAMS User Leslie Thomas,
Guide was assembled from various earlier versions of Paul Zaic, et al.

the user guide and other supplemental source
documentation.

e The overall structure was reorganized to focus
on instruction for the TrAMS system

e  Section Headers were updated for internal
consistency and to follow naming conventions
in the system itself

e Sections not pertinent to Recipient users were
trimmed out

e Sections in need of future updates were
identified

e  OQOutdated material was removed

2.1 5/6/2021 | Added or Updated the following: Jae Hu Kim,
David Von Berg,
Nidhi Arora,
Paul Zaic

e 5.2.1.1.1.5 Related Action: Application
Review Comments

e 5.2.1.1.1.6 Related Action: View Period of
Performance Changelog

2.2 8/26/2021 | Added or Updated the following: Jae Hu Kim,

Nidhi Arora,

e 3.0 Getting Started — Updated language to Paul Zaic

reflect switch to multi-factor authentication
(login.gov)

e 4.4 Civil Rights Management — Overhauled this
sub-section of Recipient Organization
Management to reflect 2021 update of Civil
Rights modules in TrAMS

o Updates to Program Status names
and related rules

o Updates to streamline the
submissions process via the Civil
Rights Information related action
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Revision History

Summary of Changes

Author

o Updates to Document Types available
for Program Plan uploaded and
related rules

o Updates to DBE Reporting

4.3 View Recipient Organization Records —
Updated screenshots

5.2.1.1 Action: Create Application — Updated
Application Name Character Limit

5.2.1.1.1.2 Related Action: Application Details —
Updated screenshots

TrAMS
Development
Team

3.0 Getting Started: Updated to reflect new
TrAMS layout

4.2 Search Recipient Organization Records:
Updated to reflect new TrAMS layout

4.4 Civil Rights Management: Updated to
reflect new TrAMS layout

5.1 Application / Award Overview: Updated to
reflect new TrAMS layout

5.4.2 Search for FFRs and MPRs: Updated to
reflect new TrAMS layout

5.5.1.5 Additional Ways to Check the Change
in Period of Performance End Date: Added
“View Period of Performance Changelog” as a
way to check Period of Performance End Date

8.0 Reports: Updated to reflect new TrAMS
layout

8.1 Reports Overview: Updated description in
“Table 1: TrAMS Reports”

TrAMS
Development
Team

2.3 10/22/2021
2.4 11/27/2021
2.5 1/14/2022

Removed references to Tempo and replaced
outdated pictures across the user guide to
reflect the change to Sites

TrAMS
Development
Team
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Revision History Summary of Changes Author

o Section 6 Recipient Organization
Management will be updated in the
next version of the user guide to
reflect both the change to Sites and
the SAM UEI updates

2.6 4/1/2022 e SAM Unique Entity Identifier (UEI): Updated TrAMS
images and text throughout the guide to Development
reflect the transition to SAM UEI from DUNS Team

e 3.3.7.5 Managing Filters: Added a new section
for management of custom filters on certain
grids throughout TrAMS

e 4 Recipient Organization Management:
Updated images throughout to reflect
transition from Tempo to Sites

e 5.2.1.5 Related Action: Apply Estimated
Indirect Costs: Added a new section for this
new application related action

e 5.3 Application Review, Award, and Execution:
Overhauled this section to better represent
the recipient point of view

2.7 6/3/2022 e 3.1.4.2 FTA User Roles: Updated text to reflect
the changes in DOL Workflow

e 3.1.4.4 DOL User Roles: Updated the text to
reflect the changes in DOL Workflow

e 5.1.1 Application / Award Status: Updated
some text to reflect changes in DOL Workflow

e 6.2.3.6 TrAMS Reports Fields: Updated text to
reflect new DOL fields added to the
Application by Status Report

2.9 08/11/2022 e 5.2.1.10.4 Related Action: Budget Activity Line | TrAMS
Items and Milestones: Updated text to add Development
discretionary applications Team
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1 About this User Guide

The Transit Award Management System (TrAMS) User Guide is a technically-focused manual intended to
help users understand the system and perform work within it. Readers of this guide will learn basic
navigation, system terminology, management of different system records, workflow progression, and
other skills necessary to master the system.

(A

o/

This guide does not provide business guidance. Readers will encounter many references to business
terminology, explanations of the Application to Award lifecycle, and familiar forms and reports, but only
as it is necessary to help learn how to accomplish their work in TrAMS. The guide lays out many system
rules, such as when a certain field is available, or which user roles may access certain actions. However,
the guide does not define business rules or best practices, such as when it might be appropriate to take
one action over another.

For best practices and other guidance, readers of this guide should refer to FTA circulars or FTA Regional
Offices.
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2 TrAMS 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.

(A

o/

The TrAMS application is based on the Appian 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
grant’s 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 TrAMS grant functions are
restricted to only be available during certain times within the grant’s life cycle and to users who are
allowed to perform those tasks.

2.1 Recipients in TTAMS

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 (EEQ), 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.

Information in this document is proprietary to FTA Page 13

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

(A

o/

2.2 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 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, TrAMS 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 Award 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 award. At this
point the award 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 maintain 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.
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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
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 | —
e - .--"'- _\-\_"‘"—-_
e T T—
— - T—
- = T—
—— ~ | T
Complete and Complete and
Submit MPR Submit FFR Budget
{Quarterly, Monthly, {Cuarterty, 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.

2.3 Information Exchanges

TrAMS interacts with other FTA and government systems in maintaining recipient organization
information and awarding and executing grants and cooperative agreements. TrAMS interacts directly or
indirectly with the following systems:

e System of Award Management (SAM): TrAMS obtains recipient organization information from
SAM via a nightly update that includes such information as: legal business name, addresses,
phone numbers, emails, UEI (Unique Entity Identifier), TIN, Cage Numbers and SAM organization
contact information. Some recipient information from SAM displays in TrAMS. Any updates to
the recipient’s SAM information must be made in SAM; and must be completed by the recipient
organization.

e Grant Notification System ‘GNS’: Applications funded from certain grant programs or
discretionary funds are required to go through the Congressional Release Process. TrAMS
transmits a file to GNS for these applications when they are ready to be awarded.

e Financial Management System (FMS): FMS is the interface for financial transactions between
TrAMS and Delphi, where award information is transmitted nightly.

o Delphi elnvoicing System (DELPHI): FMS sends the award/obligation information to be
processed by DELPHI. Delphi’s ESC/E Invoicing (sub-system) is used for requests for
drawdowns against cooperative agreements. Note: TrAMS does not directly interface
with DELPHI.
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o Electronic Clearing House Operation (ECHO): Requests to draw downs against grants
are processed through ECHO Web 2.0 application. ECHO Web 2.0 interacts with FMS to
ensure that only obligated funds are distributed. Note: TrAMS does not directly
interface with ECHO.

e Oversight Tracking System (OTRAK): TrAMS transmits a monthly report of Recipients and Total
Obligations to OTRAK. OTRAK maintains oversight review information on recipient
organizations.

e USA Spending: As mandated through the Federal Funding Accountability and Transparency Act,
federal assistance award information shall be available for public access on the
usa.spending.gov website. TrAMS transmits a file on semi-monthly basis to provide award
information to the site.
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3 Getting Started
3.1 User Management and Access

3.1.1 Getting Access

In order to access TrAMS, users will first need an account set up for them using the FTA Access Control
and Entry System (FACES). FACES is the user creation and management system for each user on the FTA
platform where TrAMS resides. FACES is used to manage security requirements. This includes
authenticating users when they try to log in to the FTA platform, locking accounts, recertifying user
accounts, etc. FACES is used to assign and manage the user roles that will dictate what users see and do
in TrAMS.

The FACES User Guide offers more detailed step-by-step instructions for establishing and managing user
roles as mentioned above. The following sections of this user guide provide more detailed information
about users and user roles within TrAMS.

3.1.2 Initial Login to TrAMS

Once user roles have been established in FACES, users can log into TrAMS through a browser via
https://faces.fta.dot.gov/suite/.

New FTA users should contact their FTA office/region’s Local Security Manager (LSM) or Supervisor in
order to obtain access to TrAMS. After the LSM or Supervisor has activated the user’s account in TrAMS,
the user will receive an email from TrAMS indicating that the account is ready for use.

New Recipient users should contact their organization’s ‘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.

For login instructions, see the FACES User Guide.

3.1.3 Browser Support
The TrAMS web system may be accessed through a web browser.
The following web browsers are supported by TrAMS:

e Microsoft Edge

e Microsoft Internet Explorer
e Apple Safari

e Mozilla Firefox

e Google Chrome

3.1.4 User Roles

3.1.4.1 Introduction

There are three account types in TrAMS:
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e FTA User Roles
o These consist of FTA employees and Federal Contractors.
e Recipient User Roles
o These consist of individuals who are employed by or support a recipient
organization.
o Note that Recipient Users are also referred to as Organization Users in the FACES
User Guide.
e DOL User Roles
o These consist of Department of Labor employees.
o Note that DOL Users are also referred to as External Users in the FACES User
Guide

3.1.4.2 FTA User Roles

Each FTA office and region will have one or more users that have been assigned the ‘Local Security
Manager (LSM)’ role. As the LSM, a user is able to create new TrAMS users, activate/deactivate/
reactivate users, edit user profiles, assign user roles, and review role change requests from Supervisors
and recipient User Managers for approval. Access to perform these functions is limited to the users
within the office/region who have the ‘LSM’ role assigned to them. Users in the LSM’s same
office/region assigned with the ‘Supervisor’ role typically serve as the LSM’s facilitators through shared
access to select user management privileges in the system such as creating new recipient users,
activating FTA users, and updating user roles but with LSM approval.

The following table lists the available user roles that may be assigned to FTA users. The table
also identifies the system actions that these roles provide access to.
TrAMS FTA User Roles

User Role & Description Available Actions Tasks Assigned
Read Only - Anyone who needs a e Search Applications/Awards N/A

search and view only function (this | e Search Recipient Organizations

includes data report queries) e Search FFR and MPR for Review

e Search DBE Report

' e Application Budget by ALl Report
Note: This role should NOT be e Application by Status Report

combined with other FTA user roles. | Application Budget Report

e Cumulative Formula Apportionment
Report (FYFAP Report)

e Deobligation by Funding Source
Report

e Discretionary Allocation Detail Report

e General Discretionary & Earmark
Allocation Report

e FFR Detail Report
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TrAMS FTA User Roles
User Role & Description Available Actions Tasks Assigned
e FYOBL2 Report
e Manage Earmark & Discretionary
Allocations (VIEW ONLY)
e MPR Detail Report
e OPERBUD Report
e Project Scope Budget Report
e Project Budget Report
e Recipient Detail Report
e Recipient Funding Summary Report
e Recipient POC Detail Report
e TrAMS User Detail Report

Supervisor - Manages user ALL Read-Only + the following: N/A
accounts, establishes roles, e (Create New User

approves, and forwards to LSM for | ¢ Manage FTA Certs and Assurances
concurrence; manages reference Reference Data (only for Supervisors

data sets according to affiliated FTA belonging to FTA Office of Chief

office; there may be one or more Counsel (TCC))

Supervisor in an office; individual e Manage Environmental Findings

must have supervisory Reference Data (only for Supervisors
responsibilities belonging to FTA Office of Planning &

Environment (TPE))

o Manage Fuel Type Reference Data
(only for Supervisors belonging to FTA
Office of Program Management
(TPM))

Local Security Manager - Manages ALL Read-Only role actions+

user accounts in coordination with e Create New User

the Supervisor; reviews recipient e Create Multiple Users

User Manager requests, and e Recertify Users

approves requests; there should be | o Review Unlock Requests

at least one LSM in each office, a e Review Role Requests

backup is recommended e Manage Role Documentation

Intake Manager - Receives all draft | ALL Read-Only role actions Select FTA Pre- and
Applications transmitted to an FTA Post-Award
Regional Office for review; Managers

identifies and assigns the
individual(s) responsible for Pre-
and Post-Award management of
the Application/Award
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TrAMS FTA User Roles

User Role & Description Available Actions Tasks Assigned
Pre-Award Manager - Identified by | ALL Read-Only role actions e Set Up Initial
the Intake Manager; handles all Review/
related pre-Award activities, and is Concurrences
responsible for oversight and and Routing
coordination with the applicant; e Finalize
identifies requirements for Application and
technical or civil rights reviews and Assign FAIN
congressional release; may transmit e Set Up Final
comments to the recipient; Concurrence/
oversees the processing of an DOL/ Reservation
Application from development Routing
through to Award e Input

Congressional
Release Details
(for discretionary
Applications)

Initial Reviewer - Receives tasks
from the Pre-Award Manager to
complete review, comment, and
initial concurrence on the draft
Application; receives tasks from the
Pre-Award Manager to provide final
concurrences on submitted
Applications for Award

ALL Read-Only role actions

N/A

Environmental Reviewer - Receives
tasks from the Pre-Award Manager
to complete review and provide
initial concurrence on the draft
Application; may receive a task
from the Pre-Award Manager to
provide final concurrences on
submitted Applications for Award

ALL Read-Only role actions

Environmental
Concurrence

Technical Reviewer - Receives the
task from the Pre-Award Manager if
a technical review is required;
technical reviews include
Engineering Reviews, Safety
Oversight Reviews, or as requested;
if requested, the Technical Review
Concurrence must be complete

ALL Read-Only role actions

Technical
Concurrence
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TrAMS FTA User Roles

requested, the Civil Rights Officer
completes the review, comments,
and provides concurrence before
the Application can proceed to final
concurrence and Award; manages
Civil Rights Compliance Reviews;
conducts the initial Regional
reviews of Disadvantaged Business
Enterprise (DBE) reports

User Role & Description Available Actions Tasks Assigned
before the Application can proceed

to final Award

Civil Rights Officer - Receives the ALL Read-Only role actions e Civil Rights
task from the Pre-Award Manager if Concurrence
a Civil Rights review is required; if e Review

Submitted DBE
Report (FTA
Regional)

DBE Approver - Assigned to HQ TCR
Staff; conducts final reviews of DBE

ALL Read-Only role actions

Review Submitted
DBE Report (FTA

for oversight and coordination with
the applicant on post-Award
activities; may receive tasks to
review and concur on Budget
Revision and Amendment Requests;
reviews and concurs on final FFRs
and MPRs for closeouts; may
transmit comments to the recipient
on post-Award activities; oversees
the grant/cooperative agreement
Award through closeout

reports for approval HQ)
Post-Award Manager - Identified by | ALL Read-Only role actions e Review
the Intake Manager; is responsible Submitted

Budget Revision

e Complete Scope
Transfer

e Complete FPC
Transfer

e Complete Final
MPR

e Complete Final
FFR

e Review
Submitted
Closeout Request

Director - Receives task to Review
and Concur on Applications prior to
Award; concurrence on each
Application is required

ALL Read-Only role actions

Planning Director
Concurrence

Director of Operations - May

ALL Read-Only role actions

Operations Director

complete an initial review of Concurrence
transmitted Applications;
concurrence on submitted
Applications is optional
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TrAMS FTA User Roles
Available Actions Tasks Assigned
Reservationist - Manages ALL Read-Only role actions e Complete
reservations of Applications prior to Reservation
Award; manages financial actions e Add Discretionary
post Award Allocation
e Deobligate Funds
Legal Concurrence

User Role & Description

Legal Counsel - Adds special
conditions to Applications;
concurrence on each Application is
required

Administrator - Role includes
Regional Administrator and
Headquarters Associate
Administrators (or their designee);
receives task to Award Applications
following each affirmative
concurrence

Discretionary Administrator -

ALL Read-Only role actions

e RA Concurrence
e Obligate Funds

ALL Read-Only role actions

ALL Read-Only role actions + N/A

Manages discretionary program °

allocations in the system; prepares,
uploads and manages discretionary
and earmark allocations in the
system

(This role group only exists in the
Office of Program Management)

Manage Earmark & Discretionary
Allocations (Can EDIT)

Upload Earmark & Discretionary
Allocations

Discretionary Manager — Manages
discretionary grant Applications.
(This role group only exists in the
Office of Program Management.)

ALL Read-Only role actions +

Manage Earmark & Discretionary
Allocations (Can EDIT)

N/A

Recorder - Manages
communications of discretionary
grant details for release to
Congressional Offices. (This role
group only exists within the Office
of Congressional Affairs.)

ALL Read-Only role actions

e Log Congressional
Release Dates

Apportionment Manager -
Completes initial review of
State/UZA Apportionment runs.
(This role group only exists in the
Office of Program Management.)

ALL Read-Only role actions

N/A

TrAMS Financial User Roles
Note: These roles only exist in the Office of Budget and Policy
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TrAMS FTA User Roles

Note: This role should NOT be
combined with other recipient user
roles.

User Role & Description Available Actions Tasks Assigned
User Role & Description Available Actions Tasks Assigned
Read Only - View only FTA Read Only + N/A

e Allotment Advice Report

e Allotment Advice Summary Report
e DBE Report

e Disbursement Report

Budget Director — Reviews and
approves budget, modify pending
allotment advices

Financial Read Only +

e Create New Allotment Advice

o Create New Operating Budget

e Create State/UZA Apportionment

Recover Deobligated
Funds

Budget Analyst Reviews budget,
modify pending allotment advices

Financial Read Only +

e Create New Allotment Advice

o Create New Operating Budget

e (Create State/UZA Apportionment

Recover Deobligated
Funds

Vendor Setup - Creates
grantee/vendor organizations’
accounts.

ALL Read-Only role actions

Review New
Vendor/Recipient
Account Request

3.1.4.3 Recipient 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.

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.

TrAMS Recipient User Roles

User Role & Description

Available Actions

Tasks Assigned

Read Only - View only

Note: This role should NOT be
combined with other recipient user
roles.

e Search Applications/Awards

e Search Recipient Organizations

e Search FFR and MPR for Review
e Search DBE Reports

e Application Budget by ALl Report
e Application by Status Report

e Application Budget Report

Detail Report
e TrAMS User Detail Report

e Application Discretionary Allocation

N/A

Information in this document is proprietary to FTA

Unclassified — For Official Use Only

Page 24



Federal Transit Administration
TrAMS User Guide - Recipient

TrAMS Recipient User Roles
User Role & Description Available Actions Tasks Assigned
FFR Detail Report
Recipient POC Detail Report
MPR Detail Report
Project Scope Budget Report
Project Budget Report

User Manager - Adds, edits, or ALL Read-Only role actions+ N/A

removes roles and privileges for o Create New User

organization’s users; edits agency e Create Multiple User

point of contact (POC) and profile e Recertify Users

information; deactivates and e Review Unlock Requests

reactivates users e Manage Role Documentation

Submitter - Creates and edits ALL Read-Only role actions+ e Submit and
Applications and their details; creates, | ¢ Create Application Transmit
edits, and deletes Applications’ Application
Projects and their details; validates e Re-Submit
and transmits initial draft Applications Application
for FTA review; formally submits e Complete Sub-
Applications to FTA for Award Allocations

consideration; implements post-
Award activities (amendments,
budget revisions, and closeouts);
adds, edits, and deletes direct
recipients and formula program sub-
allocations (if designated recipient)
Developer - Creates and edits ALL Read-Only role actions+
Applications and their details; creates, | ¢ Create Application

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 Application
annual Certifications & Assurances;
adds, edits, and deletes direct
recipients and formula program sub-
allocations (if designated recipient)
Attorney - Prepares and ALL Read-Only role actions N/A
submits/uploads recipient legal

Information in this document is proprietary to FTA Page 25

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

TrAMS Recipient User Roles

User Role & Description Available Actions Tasks Assigned

documents; certifies (PINs) the annual

Certifications & Assurances

Civil Rights - Updates civil rights ALL Read-Only role actions e Submit DBE

program compliance and documents; Report

completes and submits DBE reports e Update DBE
Report

FFR Reporter - Prepares and submits
Federal Financial Reports

ALL Read-Only role actions

e Complete FFR
e Update FFR

MPR Reporter - Prepares and submits
Milestone Progress Reports

ALL Read-Only role actions

e Complete MPR

e Update MPR

3.1.4.4 DOL User Roles

The ‘DOL Reviewer’ role is specifically designed to grant DOL users the necessary TrAMS privileges to
review Applications where DOL certification has been requested by FTA. TrAMS will determine if an
application must be submitted to DOL and whether that review is needed for certification or
information based on the funding source that was selected on the application. The requested reviews
are generated as tasks in TrAMS that can be claimed by anyone in the ‘DOL Reviewer’ role group. User

will need to belong in this role group in

order to view and submit these tasks.

The following table lists the DOL user role that may be assigned to a DOL Reviewer. The table also
identifies the system actions that these roles provide access to.

TrAMS DOL User Roles

User Role & Description

Available Actions

Tasks Assigned

DOL Reviewer - Grant DOL users to
review Application, Review

ALL Read-Only role actions to include
the following:

e Complete DOL for
Certification

Applications e Create Application e Complete DOL for
e Search Applications/Awards Information
e Search recipient Organizations
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3.1.5 User Profiles

A User record includes all information that is directly related to a user’s profile such as their name,
address, title, and user roles. FTA users within an FTA office/region may see other users from within
their office/region along with their ‘Summary’ page and ‘User Details’ information. Recipient users
within an organization may see other users from within their organization along with their ‘Summary’
page and ‘User Details’ information.

Each user may manage their profile information. All information other than email address/username,
current user roles, and the FTA office/region that they are a part of may be edited by the user. User
roles may be edited by User Managers (refer to User Manager Responsibilities of the TrAMS Recipient
User Guide for more information), LSMs, and Supervisors. FTA users should contact their office/region’s
LSM or Supervisor if they need to make additions or deletions. Recipient users should contact their
organization’s User Manager(s), LSM(s), or GSM(s). Changes to email addresses are not possible — if
users need to change their email address, they must have an LSM or Supervisor activate a new FTA
account with the new email address.

3.1.6 User Setup

3.1.6.1 Local Security Manager (LSM) and Supervisor Responsibilities

All LSMs and Supervisors may only manage the user records associated with their own FTA office/region.
However, both roles have view access to all FTA user records. For Supervisors, this does not include
users under recipient organizations that fall within their region—only LSMs may modify account
information/role assignments for recipient users within their region. All other user records’ information
will be displayed as read-only for the LSM and Supervisor.

Each organization will have one or more users that have been assigned the ‘LSM’ role. As an LSM, a user
is able to:

e Create new recipient users (individually or in bulk)
e Activate FTA users

e Deactivate users

e Reactivate users

e Assign new roles to users

e Edit user profile information

e Recertify users

Access to perform these functions is limited to the LSM. As a user with the ‘Supervisor’ role, user
management privileges in the system will be similar to the LSM’s but to a smaller extent:

o (Create new recipient users
e Activate FTA users
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e Assign new roles to users (only with LSM approval)
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3.1.6.1.1 Workflow

The following presents an overview of the process required for creating a new recipient user record in
the system and then assigning its roles:

Recipient User Manager, FTA Supervisor, or FTA LSM creates a new recipient user

Recipient User Manager, FTA Supervisor, or FTA LSM adds or removes roles for
the new or existing user; if 'Submitter', 'Attorney', and/or 'Official' are selected,
then upload of a justification document will be required

FTA LSM receives task to review role assignment if 'Submitter', 'Attorney’, or
'Official' are being requested

User is assigned requested roles (upon FTA LSM approval if needed) and their
respective rights in TrAMS

FTA users will follow a different process since they are not created by other users in the system, but are
synchronized from LDAP and then activated into TrAMS by the FTA LSM or Supervisor, as shown below:

FTA LSM or FTA Supervisor activates an FTA user

FTA Supervisor or FTA LSM adds or removes FTA roles for the activated user

Activated user is assigned requested FTA roles and their respective rights in
TrAMS
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3.1.6.2 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:

e C(Create new users
o Assign user roles

e Create multiple users

e Review user role request

e Manage role documentation

e Review unlock requests

o Update existing user records
o Edit user profile information
o Deactivate users
o Reactivate users
o Manage user roles
o Unlock users

e Recertify user roles

Some roles added by User Managers require elevated approvals (Submitter, Official, and Attorney).
When these roles are added, a role request is generated and a request to review the role is sent to the
user’s LSM.

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.

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.

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.
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3.2 Understanding Workflow

The underlying FTA Platform software, Appian, is workflow based — it is designed for situations where
the work consists of steps in a pre-defined process such as applying for a grant or cooperative
agreement. In Appian, workflow is carried out by a set of users. Users can access portions of TrAMS and
take actions in TrAMS based on their user roles. Some user actions in TrAMS will kick off a workflow
such as submitting a grant to FTA for review.

TrAMS automates the workflow associated with creating, Awarding, and administrating FTA Awards.
Each workflow step is associated with a specific user role responsible for completing the step. As part of
the workflow, Appian assigns ‘Tasks’ to users with the appropriate user roles to prompt completion of
the next “step” or “action” in the process. These ‘Tasks’ may be found on the ‘My Work’ tab. To learn
more about ‘Tasks’ and the ‘My Work’ Tab, see the ‘My Work’ Tab section of Navigating TrAMS. Steps in
a workflow must be completed in the order defined.

3.3 Working with Appian Forms

This section describes different aspects of the TrAMS/Appian interface, functionality and the types of
field, filters, buttons and terminology user will see while working in TrAMS.

3.3.1 Buttons

Use form buttons to perform actions such as saving data, deleting data, or leaving the form. When no
buttons exist on a form, user can click an item outside the form to close the form. They will see a variety
of other button labels used. The button labels will indicate what actions will happen when the buttons
are clicked. Many buttons use standardized labels and form layout to indicate expected functionality.

o Back: The ‘Back’ button appears on forms that are part of a sequence. It is used to move to a
previous form in the sequence. The ‘Back’ button will usually appear on the lower left side of the
form. Always use the form ‘Back’ button instead of the browser back button to avoid losing the
place in the sequence.

e Cancel: The ‘Cancel’ button closes a form without saving any changes made on the form since
the last save. The ‘Cancel’ button only applies to the current form.

BACK ISRV CANCEL

e Close: The ‘Close’ button completes an action or workflow and returns the user to the menu on
which they selected the action. The button is commonly on read-only forms where no action is
to be taken (e.g. a success screen).

dm
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Tip: Click the ‘Close’ button on success screens to complete a process and prevent “extra” tasks
appearing in the task list.

e Forms with Close and Cancel Buttons: Some forms contain a ‘Cancel’ button tied to an
expanded portion of the form as well as a ‘Close’ button at the bottom of the form. In these
instances, the ‘Cancel’ button will close the expanded portion of the form without saving the
information and the ‘Close’ button will close the entire form without saving.

Rolling Stock Information

Vehicle Condition Fuel

Vehicle Size
30ft

Milestones
Name Original Estimated Completion Date Revised Estimated Completion Date Actual Completion Date | Description
Final Delivery Date Milestone Zeroed out on 6/16/2016.
Contract Completion Date Milestone Zeroed out on 6/16/2016.
RFP/IFE Issue Date 6/20/2016 6/912016
Cantract Award Date 6/22/2016 6/9/2016

CANCEL
I CLOSE I

e Save: The ‘Save’ button saves the changes that have been made to the form. ‘Save’ buttons
allow users to save data intermittently on a form. If a form has both a ‘Save’ button and a
‘Cancel’ button, only the changes made after the last ‘Save’ button click are not saved

CANCEL

e Next: The ‘Next’ or ‘Next Step’ button is shown when the workflow steps through a series of
forms. It will save the data on the current form and move to the next form in the workflow.

ﬁ IR = CANCEL

e Generate Report: The ‘Generate Report’ button appears on report forms. It initiates the
creation of the report based on the selected search criteria. Most reports generate on the same
form, others will generate a task. For the latter, users must open the task to retrieve the report.

CLEAR FILTER GENERATE REPORT |[eRel33

e Submit: The ‘Submit’ button saves the data and closes the current form.
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CANCEL SUBMIT ‘

3.3.2 Checkboxes

Checkboxes are used when one or more items can be selected from a small list (usually <5 items). Each
item has its own checkbox that can be selected or deselected (by selecting the box a second time)
independent of the other items in the list.

(A

Annual
Hold ctrl to select multiple.

* Report Period Type Quarterly

Monthly Report Period v

Quarterly

Annual
Hold ctrl to select multiple.

Initial

Report Period
Monthly

Report Final YYes, Final Report

No, Not Final Report Hold ctrl to select multiple.

3.3.3 Date Fields (Calendars)

User can enter dates into Appian date fields in one of two ways: 1) type the date directly into the field;
or 2) use the calendar function to pick a date. Dates follow a ‘mm/dd/yyyy’ format.

To select a date using the picker:

Period of /

Performance End
Date Selectthe date for which all award activities will be completed

1. Click in the date field box.

2. A calendar for the current month will display. Use the arrows (< and >) to navigate to the correct
month and year. Users can only move forward or backward by months, not years.

Period of

Performance End
Date m June 2017 E 9
s MON ]

TUE WED THU  FR SAT

1 2 3
4 5 6 7 8 9 10
1 13 14 15 16 17
18 19 20 21 22 23 24
Designated Recipient 2> 26 27 28 29 30

my organization.
TODAY CLEAR

3. Click on the date to select it. The date will populate in the date field.
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Period of | 06/16/2017
Performance End
Date

Select the date for which all award activities will be completed

3.3.4 Document Uploads

Document uploads are indicated by the ‘Upload’ button. To upload a file, either click the ‘Upload’ button
and select a file using the folder navigator. Alternately, users can drag and drop a file into the upload
field box. Appian generally will not restrict the type of document that can be uploaded.

Documents are most easily readable by other users as .doc, .rtf and .pdf uploads.
Give the document a meaningful description. Appian document uploads can be up to 2GB in size.

Figure 1: Upload Button

* Select Document | uPLOAD || By, Drop file fhere

Figure 2: Drag and Drop Upload

Recipient ID 990 [ s | SampleDoc - o X
. . . File Home Share View o
Application Details ] ‘ =
n o Moveto v X Delete ~ ¥ v Bl & sdecta
Application Number New Transportation Route ) e i
= g Copy to| MY Reamne Y-::‘ o5t nvert sefection
Upload New Document " 7
& t Downloads » SampleDoc o

* Document Context

* Document Type

* Document
Description

* Select Document | p| 0AD %

Deleting documents: documents can be deleted prior to saving. Hold cursor over the document, an ‘X,
is visible select to delete.
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Add Document

Document * system

Justification Document3 TrAMS

DOCX -11.14 KB
Cost Center

Document Name * 78400 - Region 4

Organization
255 characters left 9900 - Trams Transit Organization (TRAMS)

Description *

4000 characters left

Depending on the location of the upload, most documents may be deleted after saving, others may not
be deleted. Refer to the applicable system section to determine if Applications can be deleted and under
what conditions. TrAMS does not keep records of documents deleted.

Documents saved can be populated by selected the related hyperlink associated with the file name.

DBE Report of Findings for SMARTS

Civil Rights General DBE Goal Findings 12-23-11_0.pdf Goal Attainment

Dec 28, 2011 TEAM Doc

Michigan Governors JARC and New

General General
Freedom DR Letter.pdf

5316 and 5317 DR Letter Jan 02,2012 TEAM Doc

Note: All migrated TEAM documents under the recipient profile will be identified as a “TEAM” Doc
under ‘Uploaded by’, all future documents will generally identify who uploaded the document.

3.3.5 Drop-Down Fields (Single-Select)

Drop-downs fields are used to select from a set list of allowable values. The drop-down field ensures
that only valid values are selected. Sometimes, the values allowed in a field may depend on the values
selected in other fields. In these cases, the list of values will refresh as the independent fields values
change. This will be the case when user is developing their Application budget activity line items, see
example below.

New Budget Activity Line Items (ALls)

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

121-00 RAIL - ROLLING STOCK v em [v]  DpEL

ENGINEERING/DESIGN (RAIL)
You must select a scope, activity type and item name f{LEASE - EXPANSION - CAPITAL RAIL

LEASE - REPLACEMENT - CAPITAL RAIL
+Add Item MID-LIFE OVER/REBUILD - RAIL ROLL STOCK
PURCHASE - RAIL SERVICE EXPANSION
PLRCHASE - REPI ACE BAIl ROIING STOCK

3.3.6 Drop Down (Multi-Select)

A multi-select drop down field also appears as a list of allowable items that expands when the user clicks
in the field. In this case, multiple items can be selected from the list (click an item to select it). Selected
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items will appear to be highlighted within the drop down and will be listed in the field box. To unselect
click on the item again.

Annual
* Report Period Type Quarterly Hold ctrl to select multiple.
Monthly Report Period ‘ 2017 Quarter 1, 2017 Quarter 2 - |
Annual Quarterly

Any
Initial

P « 2017 Quarter 1
Report Final ' Yes, Final Report Report Period _
ULLLLVE + 2017 Quarter 2
Mo, Not Final Report

2017 Quarter 3

Period From
2017 Quarter 4
Period To 2016 Quarter 1

2076 Quarter 2

T T

Monthly

Report Period IZOWQuarter 1, 2017 Quarter 2 - I
Annual Quarterly

Haold ctrl to select multiple.

3.3.7 Grids (Tables)

Appian uses grids (tables) to display data. Individual or multiple records (rows) in these grids may be
selectable and fields (columns) sortable depending on the specific grid.

3.3.7.1 Selecting Grid Records (Rows)
Grids contain checkboxes when a user can select a specific record to view or modify.

1. To select a grid record, click the checkbox next to the row.

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

\ Status Scope Name / Code Custom Item Name Activity Type Quantity FTA Amount Total Eligible Cost
Completed 111-00 BUS - ROLLING STOCK BUY REPLACEMENT 30-FT BUS Buy Replacements - Capitol Bus 5 $100,000 $155,000
Completed 111-00 BUS - ROLLING STOCK VEH OVERHAUL (UP TO 20% VEH MAINT) Bus - Rolling Stock 1 $250,000 $275,000

2. Toselectall 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 Context Document Type Document File Name Document Description Date Uploaded Uploaded By

Application Information  General Test Upload File.docx Application Timeline Jun 28, 2017 sddot.submitter1

Comments General Comments  Test Upload File.docx Application Comments Jun 28, 2017 sddot.submitter1

3.3.7.2 Expanding and Collapsing Data

Grids are also used to select items for which user wants to display additional details. For grids which are
used to expand data details, only one row may be picked at a time.
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1) Click the checkbox next to the item to expand. The page will expand below the current grid to show
the additional information.

114-00 BUS: SUPPORT  11.42.03 ACQUIRE - Acquire -
Completed 3 13,940.00 17,425.00
OMPIETES EaUIP AND FACILITIES  ADMIN/MAINT FACILITY  Admin/maint Facility £ &
114-00 BUS: SUPPORT  11.42.05 ACQUIRE- YARDS  Acquire - Yards And
M | completed 1 10,000.00 12,500.00
B2 Jcompleted o o AND FACILITIES  AND SHOPS Shops ¢ *
1-100f21 >

CANCEL

Line Item Scope: 114-00 BUS: SUPPORT EQUIP AND FACILITIES
Line Item #
11.42.05

Standard Line ltem Name

Acquire - Yards And Shops

Custom Line Item Name

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

3.3.7.3 Sorting Grids by Field (Column)

Some grids are sortable and can be sorted alphabetically (or in reverse) on a single column. A blue arrow
within a grid header field indicates that the grid has been sorted by either ascending or descending. One
column will default the display. All column headers can be selected to sort on other criteria.

To sort a grid:

1. Click in the field label in the header row to sort the table on that column.

Existing Documents
Document Document . . Date
Context Type Document File Name Document Description Uploaded Uploaded By
DoL DOL Other Document - 9300 - .
Documentation O TRAMS - 12/7/2017 10:13 PM EST  ~2PIe Do Dec07,2017 | reviewer2 DOL
Application General View Print Application - FL-2018- Execlute Awartd (1 2/26/201 7)- Dec 26, 2017 jane.trams@yahoo.co
Information 006-00 Application View-Print m

2. Ablue arrow will appear next to the field name and the table will sort in ascending order on that
field (A-Z, or 0-9).
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Existing Documents

Document ocument . - Date
Context Type Document File Name Document Description Uploaded Uploaded By
Appl\(am—m ] View Print Application - FL-2018- EXE(‘utelAwar.d “ 2!26/201 7)- Dec 26, 2017 jane.trams@yahoo.co
Information 006-00 Application View-Print m
DoL DOL Other Document - 9900 -

DOL S le D Dec 07, 2017 2DOoL
Documentation TRAMS - 12/7/2017 10:13PM EST o Pe PO¢ e reviewer

3. Clickin the field label again to sort information in the opposite direction.

Existing Documents

Document Document . - Date
Context A 1 Type Document File Name Document Description Uploaded Uploaded By
DOoL DOL Other Document - 9900 - .

DOL S le D Dec 07, 2017 2DOoL
Documentation TRAMS - 12/7/2017 10:13 PMEST ~ ~Pe DO¢ & reviewer
Application General View Print Application - FL-2018- Exec‘utelAward (1 2/26/201 7)- Dec 26, 2017 jane.trams@yahoo.co
Information 006-00 Application View-Print m

3.3.7.4 Paging Grids (Row Limits)

Most grids in TrAMS are paging grids. Paging grids have a maximum number of records that they can
display at a time. When the number of records exceeds the number of rows that can display, additional
“pages” become available. Users may “page through” the grid using the navigation arrows beneath the
gird to see additional records.

114-00 BUS: SUPPORT  11.42.05 ACQUIRE- YARDS  Acquire - Yards And

EQUIP AND FACILITIES ~ AND SHOPS Shops ! $10,000.00 $12,500.00

ﬁn1-100f21 E

Completed

Navigation arrows:

1. Click the single forward arrow ‘>’ to show the next set of records.

Click the double forward arrow ‘>>’ to move to the last record.

Click the single backward arrow ‘<’ to move to the previous set of records.
Click the double backward arrow ‘<<’ to move to the first record.

HpwnN
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3.3.7.5 Managing Filters

Some grids have a filter icon on the top right corner that allows the user to save current filter settings as
a custom filter. For example, the Application/Award record type as shown below. Users can also delete
saved filter combinations as well as select a custom filter as a default.

1. Click the filter icon to begin.

Application/ Award

Q Test © SEARCH  REGION/OFFICE | Region 3 © ~ | APPLICATIONSTATUS | Initial Review / Concur.. @ v & | T~ | &
- — Temporary s . . Last
Applicat Applicat Applicati Ri t Ri !
pplication ppiication Application ppiication eciplen Recipient Name egion Modified 1l Action
Number Name Status ID Office
Number Date
- q . % View-Print Application
NY-2022-001-00  Test 9900-2021-10 IEHIESEE | TrAMS Transit Region3 /232022 % Application Documents
Concurrence Organization 2:10 PM EST S ;
¥ Application Details
% View-Print Application
Test - Initial Review / . 11/9/2021 .
9900-2022-2 9900-2022-2 9900 R 3 Applicati D t
TOM-12330 Concurrence eglon 1101 aMEST | Application Documents

% Application Details

. . % View-Print Application

Test Initial Review / _ 11/9/2021 o

9900-2022-1 TOM-12287 9900-2022-1 e — 9900 Region 3 10:49 AM EST &7 App\!(atfon Do[uvmsnts
¥ Application Details

2. Click the ‘Clear filters’ button that appears to clear any filters currently set.

Application/ Award

Q Test © SEARCH REGION / OFFICE | Region 3 Q- APPLICATION STATUS  Initial Review / Concur.. @ ~ & T~ 2
Temporary Last X Clear filters
Application Application Application Application Recipient Recipient Name Regllon / Modified 1 ]
Number Name Status ID Office Save filters as...
Number Date
- ) . % View-Print Application
NY-2022-001-00 Test 9900-2021-10 It Ry 9900 TrAMS.TréHSIt Region 3 222022 % Application Documents
Concurrence Organization 210 PM EST R
¥ Application Details
. p . ) .
3. Click the ‘Save filters as...” button to save any filters currently set.
Application/ Award
Q Test @ SEARCH REGION / OFFICE | Region 3 [< g APPLICATION STATUS  Initial Review / Concur... & ~ X T~ s
Temporary Last X Clear filters
Applicati Applicati Applicati Recipient Region /
PpTication ppiication Application Ppication ecipien Recipient Name egllon Modified 1 )
Number Name Status ID Office Save filters as...
Number Date
. ) . % View-Print Application
NY-2022-001-00 Test 9900-2021-10 I =gy 9900 TrAMS.TréHSIt Region 3 CAPEVpiPD ¥ Application Documents
Concurrence QOrganization 2:10 PM EST R
¥ Application Details
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4. Once the ‘Save Filters’ pop-up window appears, enter text into the ‘Name’ box.

Save Filters

Name *

‘ My Custom Filteri

Set as default
Search Term = Test

Region / Office = Region 3
Application Status = Initial Review / Concurrence

CANCEL SAVE

5. Click the ‘Set as default’ checkbox to make this new custom filter your default when returning to
the grid.

Save Filters

Name *

‘ My Custom Filted

Set as default

Search Term = Test
Region / Office = Region 3
Application Status = Initial Review / Concurrence

CANCEL SAVE

6. Click the ‘Save’ button to save the new custom filter and return to the grid, or click the ‘Cancel’
button to return to the grid without saving.

Save Filters

Name *

| My Custom FHter\

Set as default
Search Term = Test

Region / Office = Region 3
Application Status = Initial Review / Concurrence

CANCEL SAVE
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7. If the user has saved at least one custom filter, a ‘Manage my filters...” button becomes available
after clicking the filter icon. Click it to modify saved custom filters, remove them, or set a new
default filter.

Application/ Award

My FILTERS [MYVASTHGT RIS My Custom Filter 2

Q Test © SEARCH REGION / OFFICE | Region 3 [ R4 APPLICATION STATUS | Initial Review / Concur... @ ~ & s ]
% Clear filters

Application Application Temporary Application Recipient Region / Last

PP PP Application pp P Recipient Name & Modified N

Number Name Number Status ID Office Date Save filters as...

£ Manage my filters...
Initial Review / TrAMS Transit ‘ 2/23/2022 SIS
NY-2022-001-00 Test 9900-2021-10 Concurrence 9900 Organization Region 3 2:10 PM EST % Application Documents

% Application Details

8. Click the star beside any custom filter to make it the default filter that will be set any time your
return to the grid.

Manage My Filters

© Name Filter Values

Search Term = Test

Region / Office = Region 3
Application Status = Initial Review /
Concurrence

* My Custom Filter

Search Term = Test

¥ My Custom Filter 2 Region / Office = Region 3 x
T Application Status = Active (Executed)
CANCEL SAVE

9. Click the ‘x’ beside any custom filter to remove it.

Manage My Filters

© Name Filter Values

Search Term = Test

Y Region / Office = Region 3
¥ | My Custom Filker Application Status = Initial Review / L
Concurrence Remove

Search Term = Test
¥ My Custom Filter 2 Region / Office = Region 3 x
Application Status = Active (Executed)

CANCEL SAVE
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10. Click the ‘Save’ button to save any changes made to custom filters and return to the grid, or click
the ‘Cancel’ button to return to the grid without saving.

Manage My Filters

@ Name Filter Values

Search Term = Test

) Region / Office = Region 3
|| My Custam Filcer Application Status = Initial Review / x

Concurrence

Search Term = Test
¥ My Custom Filter 2 Region / Office = Region 3 x
Application Status = Active (Executed)

CANCEL SAVE

11. Any saved custom filters will appear as buttons above the grid in the ‘My Filters’ section. The
dark blue button is the filter is currently selected. Click any other custom filter’s button to switch
to it.

Application/ Award

MY FILTERS [UROVEGIGNICIE My Custom Filter 2

Q Test © SEARCH REGION/ OFFICE = Region 3 [x APPLICATION STATUS | Initial Review / Concur...Q ~ & T~ <
Application Application Temporary Application Recipient Region / Last
PP PP Application pp P Recipient Name g Modified | Action
Number Name Status ID Office
Number Date
- . ) % View-Print Application
Initial Review / TrAMS Transit 2/23/2022
NY-2022-001-00 Test 9900-2021-10 9900 . Region 3 Application Documents
Concurrence Organization g 210 PM EST ¥ Appli

% Application Details

12. Click the red ‘x’ of any filter to clear it. All custom filter names in the ‘My Filters’ section will be
un-selected and the user can then use the filters freely again.

Application/ Award

MY FILTERS My Custom Filter My Custom Filter 2

Q. Search TrAMS Application / Awards SEARCH  REGION/OFFICE | Region 3 |§|v APPLICATION STATUS | Ar1y v & Ty &

3.3.8 Radio Buttons

Radio button groups are used when a user can select only one (1) item from a short list (usually <5
items). The selected radio button will appear highlighted.

Report Final @ Yes, Final Report Repo:‘:s:iho; T
No, Not Final Report Hold ctrl to select multiple.
3.3.9 Text Fields
A text field search filter allows the user to enter free text.
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Report Search Criteria

Application/Award I1012— I Application/Award -
Number Type

3.3.10 Type Ahead Fields

Type-ahead fields are like text fields but search for matching inputs. The user can type valid data for the
field and the system will populate available data inputs. The user will then be prompted to select from
search results that match what was typed. A matching item that was selected can be unselected by
clicking the “x”.

Note: Type ahead fields will be more common for FTA user views of the report forms where a recipient
ID may need to be selected from the full list of recipients. In most cases, such as the recipient ID, the
information will auto populate for recipient users. If users belong to multiple organizations, they may be
presented with the available search fields.

Report Search Criteria
Recipient Name/ID | 1818 Application/Award -
Type
. 1818 - Bettendorf, City Of
Recipient Application/A d .
Region/Cost Center pplication/Awar
Status
Report Search Criteria
Recipient Name/ID l1818 - Bettendorf, City Of % I Application/Award -
Type

3.4 Navigating TrAMS

This section provides a brief synopsis of the FTA Platform layout followed by TrAMS-specific information
on how to navigate, find, and work with data in TrAMS. Some users will have access to multiple systems
(e.g. TrAMS and NTD) on the FTA Platform.
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il w1
Welcome to the Transit Integrated Appian Platform!

r- TrAMS. Jane
Date:

@ TrAMS * £ NTD w % FACES w

Transit Award Management System National Transit Database User Management

Please select a system above. To set a default system, click on the star next to desired system.

These users can switch back and forth using the Navigation Menu on the upper right corner, or select a
system upon logging into TrAMS.

BTraMs Website {MHelp Page

TTAMS 2

3.4.1 Navigation and Views

After logging in via https://faces.fta.dot.gov/suite/, the user will see the TrAMS Welcome homepage.
The homepage contains four distinct areas as shown below in Figure 1: Navigation:

Figure 3: Navigation
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#w 4 =] [
) Federal Tiansi Adminisiration
WELCOME MY WORK (12} RECORDS REPORTS

Q@TrAMS Website {"JHelp Page

TTAMS 2 ©

@ ¥ Actions M Quick Links

® Coming Soon
Create Application
Q Search Applications / Awards
Q Search FFR and MPR for Review

Q Search Recipient Organizations

1. Navigation Tabs: There are four tabs on the upper left corner of the screen. The Welcome tab
will be selected by default. These tabs are used to navigate through the system. All TrAMS users,
regardless of the User Roles assigned to them, will see these four tabs:

1. Welcome

2. My Work
3. Records
4. Reports

2. User Account Information: Located at the top right corner of the screen, the silhouette icon
provides quick access to the user account. This includes three options:

Profile: Provides a means for the user to view and update their individual profile information
and to set up their Personal Identification Number (PIN). See the FACES User Guide for PIN Set

up
Settings: The user settings Page is where the user can set language and time zones and adjust
other settings.

Sign — out: The user can select Sign-out from the dropdown to close the Application.
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HH O D Federal ransit Adminisation
L L 1]

Signed in as Jane TrAMS

& PROFILE £ SETTINGS ® SIGN OUT

Vebsite {Help Page

3. Banner: The TrAMS banner will appear below the Navigation Tabs. The “TrAMS Website” link
will take the user to the FTA TrAMS public website. The “Help Page” link will take the user to the

TrAMS System record. This page includes the System Details, Help Contacts, and Release

information.

TrAMS 2

Q@TrAMS Website {JHelp Page

4. Main Content: This area displays the information relevant to the selected tab. For example, only
tasks will be displayed when the ‘My Work’ tab is selected.
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@Trams Website {)Help Page

vTask Filters

Task Name
Application Status

Type Of Task

< My Tasks

Task Name FAIN

2020-8 | TRAMS

ivil Rights Concurrence 9900-2020-8

Complete Congres

ase | 9900-2021-10 | TRAMS
elease | 9900-2021-10 | TRAN 2900200110

Return to DOL | VA-2021-001-00 | TRAMS | 9900 G R
o
VA-2021-004-

Complete Reservation | VA-2021-004-D0 | TRAMS | 9900 o

VA-2021-003
00

Select Fi Concurrences | VA-2021-003-00 | TRAMS | 9900

/A-2021-002-

Select Initial Review C 00-2021-2 | TRAMS 9900-2021-2

rrences |

Select Pre/Post Award Managers

9900-2021-3

Select Pre/Post 4

Obligate & Award | MD-2020-011-01 | MTA | 140

FAIN

Recipient Organization

Application Name

User Guide Testing

Sample Application

User Guide Cancel Reservation

User Guide Submit

User Guide

fia.userguide@email.com

test

Loan Example 1

Testing Edit Internal App Review
Comments Test

Application Status

Initial Review

Initial Review / Concurrence

Final Concurrence /
Reservation

Final Concurrence /
Reservation

Application Submitted

Ready for RA Concurrence /
Award

Transmitted / Ready for FTA
Review

Transmitted / Ready for FTA
Review

Transmitted / Ready for FTA
Review

Ready for RA Concurrence /
Award

Recipient
1

o

9900

9300

9900

9900

1401

Application Name

FTA Office

Regional
Office

Region 3

Region 3

Reglon 3

Region 3

Region 3

Region 3

Reglon 3

Region 3

Reglon 3

Region 3

Assigned To

TrAMS FTA Region 3 - Civil Rights
Officer

Jane TrAMS

Jane TrAMS

Jane TrAMS

Jane TrAMS

TrAMS FTA Region 3 -
Administrator

Jane TrAMS

TrAMS FTA Region 3 - Intake
Manager

TrAMS FTA Region 3 - Intake
Manager

TrAMS FTA Region 3
Administrator

Clear Filters

Received

3/19/2021 6:52 PM
EDT

3/16/2021 10:34 AM
EDT

3/9/2021 1:44 PM EST

2/25/2021 4:08 PM
EST

12/31/2020 12:20 PM
EST

12/29/2020 411 PM
EST

12/18/2020 4:50 PM
EST

12/18/2020 4:50 PM
EST

11/17/2020 3:49 PM
EST

9/28/2020 2:30 PM
EDT

1-100f20 >

Tasks Per Page

3.4.2 Navigation Tabs

3.4.2.1 Welcome Tab

The ‘Welcome’ tab is the default tab displayed when a user initially logs into the platform

‘Welcome’ tab displays System Announcements, Actions, and Quick Links.
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# 4 =}
) Federal Tiansi Adminisiration
WELCOME MY WORK (12} RECORDS

Q@TrAMS Website {"JHelp Page

TrAMS 2

¥ Actions M Quick Links

® Coming Soon
Create Application
Q Search Applications / Awards
Q Search FFR and MPR for Review

Q Search Recipient Organizations

System Announcements are messages that are visible to users upon login. Messages are displayed on
the screen based on a user’s role.

M System Announcements

€ UAT Demo Announcement Sample Message

3.4.2.1.1 Actions

Actions allow users to interact with information in TrAMS at a high-level. The actions available are based
on each user’s role. The ‘Actions’ tab provides a way to create new records and perform searches for
specific records

3.4.2.1.1.1 Using Actions to Search

Users may use ‘Search Applications / Awards’ action to search for a specific Application.
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¥ Actions

Create Application
Q, Search Applications / Awards
Q, Search FFR and MPR for Review

Q, Search Recipient Organizations

To access the search options:

1) Onthe Welcome page, select “Search Applications / Awards” under the ‘Actions’ column.

A 4 = —
HH € Federal Tionst Adminishation
WELCOME MY WORK (12} RECORDS ===

QTrAMS Website {"Help Page

TrAMS 2

¥ Actions A Quick Links

® Coming Soon

Create Application

Q_Search Applications / Awards

Q Search FFR and MPR for Review

Q Search Recipient Organizations

2) Once the “Search Applications / Awards” Action has been clicked, the user will be taken to the
“Application | Search Applications” form. Filters are available to refine the search. The data each
user can access depends on their user role and associated organization(s).
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Application | Search Applications

Recipient Search Criteria

Recipient ID Recipient Name

Application Search Criteria

Fiscal Year Application Name

Federal Award ID

Application State
Number (FAIN)

Section Code Application Status

SEARCH |

3.4.2.1.2 Quick Links

Quick Links allow users to navigate directly to frequent actions. This feature is currently in development,
and will be available in the future.

M Quick Links

© Coming Soon

3.4.2.2 My Work Tab

The ‘My Work’ tab shows specific work items that have been assigned either to a user or group of users.
TrAMS generates and assigns tasks at certain steps in the Award life cycle. TrAMS is workflow-based and

tasks are used to progress Applications. Clicking a link in the ‘Task Name’ column will open the
associated task.
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WELCOME MY WORK (12) RECORDS REPORTS
@Trams Website {"Help Page
TrTAMS
Transn s Mansgeman e ol
vTask Filters
Task Name FAIN Application Name
Application Status Type Of Task
- -
Clear Filters &
< My Tasks
Reci 14
Task Name FAIN Application Name Application Status Ideclp\en Assigned To Received 1
| T 1/9¢. 10:!
Review & Submit | NY-2022-001-00 | Test NY-2022-001-00 Test il 5S5.Igm3d dRe=svicy 9900 rAM; 69900 11/912021 10:51 AM
Submission Submitter EST
Complete 2021 MPR | VA-2020-003-00 | 9900 VA-2020-003-00  User Guide Project Active (Executed) 9900 TrAMS GIZ00 MPR 10/29/2021 10:40
Reporter AM EDT

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 Award information
and sign their acceptance.

Tasks are assigned when a user needs to perform a specific action as a part of a workflow. Users are
notified by email when tasks are assigned to them. The workflow waits for the task(s) to be completed
prior to moving on to the next step (or task) in the workflow.

Tasks may be assigned to an individual user or to a group of users who share the same role. The user can
see which type of task has been assigned by looking at the ‘Assigned To’ column. Tasks assigned directly
to users will show their name under the ‘Assigned To’ column. Tasks assigned to a group will show the
group name.
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WELCOME MY WORK (12) RECORDS REPORTS
@Trams Website {")Help Page
TTAMS 2
vTask Filters
Task Name FAIN Application Name
Application Status Type Of Task
- -
Clear Filters =
~
< My Tasks
I I Recipient . .
Task Name FAIN Application Name Application Status Ideclp\en Assigned To Received l
FAIN A d / Ready fi TrAMS G9900 11/9/2021 10:51 AM
Review & Submit | NY-2022-001-00 | Test NY-2022-001-00 Test ssigned fReady 1or 9900 "
Submission Submitter EST
TrAMS G9900 MPR 10/28/2021 10:40
Complete 2021 MPR | VA-2020-003-00 | 9900 VA-2020-003-00  User Guide Project Active (Executed) 9900 "
Reporter AM EDT

Users may use the Task Filters located at the top of a screen to narrow down tasks. Users can manage
the number of tasks they see on the page by changing the value at the bottom of the screen titled ‘Tasks
Per Page’.

w
Q) Federal Transit Adminishation
WELCOME MY WORK (12) CORDS REPORTS

@TrAms Website {JHelp Page

TrAMS 2

vTask Filters
Task Name FAIN Application Name
Application Status Type Of Task
ct Application Status - -
Clear Filters &

< My Tasks

Task Name FAIN Application Name Application Status ::np\ent Assigned To Received 1

| 197, 10:!
Review & Submit | NY-2022-001-00 | Test NY-2022-001-00  Test il ﬁss.lgmw dRessvity 9900 TrAMs 69900 117512021 10:51 AM
Submission Submitter EST

TrAMS G9900 MPR 10/29/2021 10:40

G lete 2021 MPR | VA-2020-003-00 | 9900 VA-2020-003-00  User Guide Project Active (E ted 9900
omplete | | ser Guide Project ctive (Executed) Reporter AM EDT

When tasks are assigned to a group of users, any user within the group may claim and complete the
task. Once a task has been claimed, the task becomes unavailable to the other users in the group. If
users select a task and then decide not to complete the task, they can return the task to the group for
someone else to pick up.
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3.4.2.2.1 Task Notification

Automatic system-generated task notifications are sent via email at the time the tasks are created. Task
notification emails have the following characteristics:

e From: Appian for Federal Transit Administration (PROD) <ftafacesadmin@dot.gov>

e To: User’s Saved Contact Email (as viewed on User Profile — if the user’s email has changed,
speak with the User Manager)

e Subject: New Task: [Type of Task that has been assigned]

e Body: Link to the task

Note: Check the Junk folder for an expected task notification that cannot be found in the user’s email.

3.4.2.2.2 Accepting Tasks

When users receive a task notification email, users may click on the provided link. The link will redirect
users to the FTA Platform log on screen. After logging into the system, users will be either redirected to
the task form or they may need to check their task queue by going to the ‘Tasks’ tab. In the latter
situation,

1. Click on the ‘My Work’ tab.
2. Find the corresponding task link (use filters as needed).
3. Click on the link provided to accept the Task.

A ~ = o -
HH € Feder Tionsi Adminisiation
'WELCOME MY WORK (12) RECORDS REPORTS -
@TrAMs Website {NHelp Page
TTAMS =
SR A —
vTask Filters
Task Name FAIN Application Name
Application Status Type Of Task
- -
Clear Filters &
Fe)
=~ My Tasks
Task Name FAIN Application Name Application Status Il;ecnp\ent Assigned To Received 1
| /! Ti 179/ 10:
Review & Submit | NY-2022-001-00 | Test NY-2022-001-00  Test EANGEEEIREZPER g ELEEEND Lii202 G
Submission Submitter EST
TrAMS G9900 MPR 10/29/2021 10:40
Complete 2021 MPR | VA-2020-003-00 | 9900 VA-2020-003-00  User Guide Project Active (Executed) 9900 "
Reporter AM EDT

4. For group tasks, TrAMS will display ‘Accept’ and ‘Go Back’ button options. Click the ‘Accept’ button
to claim the task and begin working on the task. The user can leave the task form and return later.
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You must accept this task before completing it Yyl G GO BACK

5. Complete the task. The Task will be removed from the user’s ‘My Work’ Tab once the task has been
completed.

Note: If the Task form appears to be in read-only mode, scroll to the top of the form to verify that the user
has accepted the task.

3.4.2.2.3 Returning Tasks

If a user has selected the wrong task or would prefer to work on the task at another time, the user can
return the task to the original assigned user(s) list. This can be done even after formally accepting the
task.

1) Toreturn atask that is opened, but not yet accepted, click the “Go Back” button at the top of the
screen.

L] 5 s n &) Federal Transt Agministration

WELCOME MY WORK (18) RECORDS REPORTS

You must accept this task before completing it EY -yl | G GO BACK

2) To return a task that a user has already accepted, scroll to the bottom of the page and select the
“Close”, “Close Task”, or “Return to Group” button. The button terminology will depend on the
specific task.

CONTINUE TO EXECUTION ‘ VIEW AWARD AGREEMENT |I CLOSE I

‘ SAVE ALL CHANGES H FINALIZE FOR CLOSEQUT § CLOSE TASK ‘I

(e NIV RETURN TO GROUP

Note: If the user has returned the task but do not immediately see the task back in the task queue, refresh
the task queue by clicking on the ‘My Work’ tab again or click the icon next to the ‘My Tasks’
section. When returning a task to the group, the user may also see a new email notification.

3.4.2.3 Records Tab

The ‘Records’ tab provides a way to access and work on records that already exist in the system. Records
consist of all information for a specific type of data, such as all the information about a recipient
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organization or an Application. A user can click the ‘Records’ tab to see a list the records types they have
permissions to view.

(-] 54 ™
wercome  mvworx (1) [ESSIRE REPORTS

Q@Trams ebsite {)Help Page

B = n
«» Applications / Awards Projects Recipient Organizations Disadvantaged Business Enterprise (DBE)
Reports
Application/ Award
a SEARCH  REGION/ OFRCE « aspucsTon sTaTUS - - o

Application

[ Application Name Lﬂ:ru”c"‘"" Application Application Status IRD“"““'”[ Recipient Name. g‘,ﬁ‘c”t” ’ Last Modified Date | Action
CA-2021-028-00 Reservation Application 622-2021-12 Final Concurrence / Reservation _ Reg ! ZISEN

itial Review Application 2 itial Review 7 Concurre _ egior

I - — R

All TrAMS users are able to view 4 record types defined in Table 1: TrAMS Records
Table 1: TrAMS Records

Record Name ‘ Description

Application/Awards Conta!ns Applications and Awards associated with recipient organization(s)
or regional cost center FTA Staff members

Projects Provides direct access to the individual Projects that make up Applications
and Awards.

Recipient Contains recipient organization information. If the user is a recipient

o organization member, they can only see the recipient organizations to

Organization )

which they belong.
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Description

Record Name

Contains Disadvantaged Business Enterprise report information per

Disadvantaged . o
recipient organization

Business Enterprise
(DBE) Reports

3.4.2.3.1 Searching from the Records Tab
To search for records using the ‘Records’ tab:

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

[ 4 (e

WELCOME MY WORK (18) RECORDS REPORTS

Users can use the Record tab to search for different kinds of records such as, Applications / Awards,
Projects, Recipient Organizations, and DBE Reports.

2. Use filters on each record types to narrow the data. For example, to search for an Application or
Awards, select the “Application / Awards” records and fill in the filter.

@Trams website {)Help Page

L]
cts Recipient Organizations Disadvantaged Business Enterprise (DBE)
Reports

w il
)

¢ Applications / Awards Proje

For example, to search for a Recipient Organization, select the “Recipient Organization” record. Use
the filters as necessary
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TrAMS ==
Lla Ll =
= o L
Applications / Awards Projects 7 Recipient Organizations Disadvantaged Business Enterprise (DBE)
Reports
Recipient O
o 2900 ° .J,.WJ JE— o e— o | prep— S fal=<=
Recipient 1D Recipient Name DUNS Region / Office Organization Type TrAMS Status SAM Status Action
T 3 € - ¥ Recipient Documents
TAMS Transit Organ 999399999 Region 3 Small Business Active ACTIVE
ansit Org 999 gion mall Busin ctive At
Records Per Page
50]100] 150| 200|250

3. Users may manipulate the number of records displayed on each Record grid. The grid will contain 50
records as a default. However, users can change the number of records displayed in the grid by
changing the “Records Per Page” option at the bottom of the page.

Records Per Page
50| 100)150| 200|250

4. The users can navigate through different pages of the grid by clicking the right or left arrow.

¥ View-Print Application
9900-2021-2 fta.userguide@email.com 9900-2021-2 Transmitted / Ready for FTA Review 9900 TrAMS Transit Organization Region 3 12/18/2020 445 PMEST 4 Application Documents
¥ Application Details

1-500f111.623 > »

5. If the search does not provide the desired records, click ‘Clear Filters’ icon on the top right corner.
Also, by clicking “Save filter as...”, user can set selected filter as a default so next time they navigate
to the specific records, the saved filter is displayed as a default.
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Office Last Modified Date 1 Action X Clearfilters

= Save filters as...
¥ View-Print Applicati =
272412021 11:31 AM EST ¥ Application Documents
¥ Application Details

6. Toopen arecord, click the blue record hyperlink.

Application/ Award

Q, 9500 © SEARCH  REGION/OFFICE | Region 3
Application Number Application Name Temporary Application Number
9900-2020-2 Test TOM-6704 9900-2020-2

9900-2021-5 Sample Grant 9900-2021-5

Records Per Page
50[100]150]| 200|250

3.4.2.3.2 Record Contents

Upon opening a specific record, a high-level summary of the data populates in the main content area of
the screen. This is the “Summary” dashboard in the navigation bar.
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9900-2021-5 | Sample Grant

_
In-Progress initial Review / Concurrence Final Cancurrence Obligation Executed Active Closed

Recipient Details

Recipient ID Recipient Name

9900 & TrAMS Transit Organization
Application Status Information

Application Number

9900-2021-5 Application Tasks for Completion Status
Application Name Annual CRAs MISSING
Sample Grant

Executive COMPLETED
Status
In-Progress Project(s) Validated MISSING

Last Modified On

Dec 23, 2020

Related Actions: The top navigation menu contains links specific to the type of record. This will often
include a ‘Related Actions’ option (sometimes referred to as a ‘tab’. The ‘Related Actions’ opensto a
page of options to view and modify detailed record information. A user’s ability to update record
information depends on their assigned roles as well as the current state of the data (ex. recipient users
with read only can view, however they cannot edit Applications).

(] &~ 0

WELCOME MY WORK (18) RECORDS REPORTS

9900-2021-5 | Sample Grant

Summary Points of Contact ~ Application Control Totals Application Projects Review / Approvals Related Actions

View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Documents
Manage Application Documents

Application Review Comments

lew and Manags Annlication / Award Beui Commeant

N . RS

3.4.2.4 Reports Tab

The ‘Reports’ tab provides access to a suite of reports. There are 3 columns in the Reports tab including
Reports, Excel Reports, and Static Reports. By clicking on any report link, the user can review reports of
data in TrAMS as permitted by their user roles. To learn about these reports in detail, refer to Section 8:
Reports.
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@TrAMS Website {JHelp Page

TrAMS 2

l~” Reports Excel Reports [£) Static Reports

mFY 2022

| Disadvantaged Business Enterprise (DBE) Semi- [ Application Budget by ALI Report @ = FY 2021

Annual Uniform Report @ wmFY 2020

[# Application Budget Report @
|~ Disbursement Report & mFY 2019

[ Application by Status Report @

l~ MPR Details ® mFY 2018

[l Discretionary Allocation Detail Report @ mFY 2017
I~ Recipient POC Details @

[ FFR Detail Report @ mFY 2016

mFY 2015
[# Project Budget Report @

mFY 2015 Archive
[# Project Scope Budget Report
W FY 2014 Archive

[# Transactions By FAIN Report @ mFY 2013 Archive

items
mFY 2012 Archive

W FY 2017 Archive

3.5 Emails

In addition to tasks, users may receive emails from the system indicating that they need to perform an
action as part of a 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 must
initiate the required action. In some instances, the action initiated will start a workflow that includes
tasks for other user roles (e.g. Closeout Amendment). Similarly, the action may initiate other email
notifications to different users (e.g. the Certification and Assurance process).

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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5 Reply €2 Reply All (2 Forward GS5IM
Thu 3/25/2021 2:59 FM

ftafacesuatadmin@dot.gov on behalf of trams administrator
Application 9900-2021-11 has been returned to Recipient.

Hello,

Application 9900-2021-11 has been returned by fia usersuide@email com (Pre-Award Manager) for review of the FTA comment. Please login
to TrAMS to review the FTA comment for this application.

Thank you

*%* Dlease note that this 15 a system generated email notice. Please do not reply to this email ***

Thiz message has been sent by Appian &

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

e The description of the task will be in the subject line for emails associated with tasks

52 Reply fE:(%_ Reply All (2} Forward ’:(Sll'ﬂ
Thu 3/25/2021 3:10 PM
ftafacesuatadmin@dot.gov on behalf of trams administrator

J-F;deral Award ID Number VA-2021-006-00 is Ready for Submission
To Submitter TFAMS

From: TrAMS Administrator
Subject: Federal Award ID Number VA-2021-006-00 is Ready for Submission

U.S. Department of Transportation
Federal Transit Administration

Application VA-2021-006-00 is now ready to be submitted to FTA. Please log into

TrAMS and navigate to the "Tasks" tab to complete the submission, or click here to
be taken to the "Tasks" tab directly.

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

e Emails not associated with a Task ‘From’ line will be listed as ‘TrAMS Administrator’.

e The link in the email takes the user to the TrAMS website or takes the user to the task at hand if
they are already logged into TrAMS
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52 Reply fE:(%_ Reply All (2} Forward ’:(Sll'ﬂ
Thu 3/25/2021 3:10 PM

ftafacesuatadmin@dot.gov on behalf of trams administrator

Federal Award ID Number VA-2021-006-00 is Ready for Submission
To Submitter TrAMS

From: TrAMS Administrator
Subject: Federal Award ID Number VA-2021-006-00 is Ready for Submission

U.S. Department of Transportation
Federal Transit Administration

Application VA-2021-006-00 is now ready to be submitted to FTA. P i
TrAMS and navigate to the "Tasks" tab to complete the submission, of click here
be taken to the "Tasks" tab directly.

L=}

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

In both cases, the workflow will not continue until the required action(s) are complete.
3.6 Exporting Information from TrAMS

3.6.1.1 Printing from the Browser

When printing within a web browser, only the banner and the Main Content area will be included.
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3122021 My Wark (18) - TrAMS FTA

Print 2 sheets of paper
@reamswessite Obelp Page
TrAM S _:I:u Destination ¥ Microsoft Printto PDF  +
ot At rgeners s S

Pages All -
vTask Filters
Task Name A applcation Name

Layout Portrait -
Appiication status ecipicnt Organization F1a office
Type OF Tusk Color Color -
ZMy Tasks More settings ~

Task Name FAN

Obigate B ward | VA2021-002.00 | TRAMS | 9500

Obigate Bbward | MD-2020011-01 | MTA | 1401

3.6.1.2 Exporting Files (View/Prints) Information

TrAMS records and documents 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
(e.g. Microsoft Word).

When the ‘View/Print’ Application related action is selected, the user will be prompted to open or save
the file. Variations will exist depending on the browser that the user is working with and the default
program the user has 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 - VA-2021-005-00.rtf (33.8 KB) from facesuat.fta.dot.gov? Open Save | ™ Cancel

Example: Chrome

®3  View Print Applicati...itf A Showall X

The view-print format may require the user to adjust the font size or layout of the page to suit the user’s
preferences or view information displayed.
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4 Recipient Organization Management

4.1 Overview

A recipient organization is any entity that is eligible to seek and apply for federal assistance from FTA.
FTA will assess a recipient organization’s eligibility; and assign an identification number (Recipient ID) to
conduct business with FTA. The Recipient ID is a four-digit number (e.g. 2345); and is used in TrAMS, and
other FTA systems to identify the recipient organization record.

The Recipient Organization record is where a user can search, view, and update, recipient organization
record details in TrAMS.

Each recipient organization is associated to either a Regional FTA Office or an FTA Headquarters Office.
These offices are known as “cost centers.” Each cost center has an acronym and number that are used
throughout TrAMS. The FTA cost centers are listed in Table 1: FTA Cost Centers for reference:

Table 1: FTA Cost Centers

Cost Center Name ‘ Acronym ‘ Number ‘
FTA Regional 1 Office TRO-1 78100
FTA Regional 2 Office TRO-2 78200
FTA Regional 3 Office TRO-3 78300
FTA Regional 4 Office TRO-4 78400
FTA Regional 5 Office TRO-5 78500
FTA Regional 6 Office TRO-6 78600
FTA Regional 7 Office TRO-7 78700
FTA Regional 8 Office TRO-8 78800
FTA Regional 9 Office TRO-9 78900
FTA Regional 10 Office TRO-10 79000
Office of Administrator TOA 61000
Office of Administration TAD 62000
Office of the Chief Counsel TCC 63000
Office of Communication and TCA 64000
Congressional Affairs

Office of Program Management TPM 65000
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Cost Center Name ‘ Acronym ‘ Number ‘
Office of Budget and Policy TBP 66000
Office of Research, Demonstration and TRI 67000
Innovation

Office of Civil Rights TCR 68000
Office of Planning and Environment TPE 71000
Office of Transit Safety and Oversight T50 74000

User Role Requirements

A TrAMS user must have at a minimum, the Read-Only user role to access the recipient organization to
view or update portions of the record information. In some instances, a user must have specified user
roles to complete updates.

4.2 Search Recipient Organization Records

There are multiple ways to search for and access a recipient organization record. Users may find
recipient organization information by either searching from the ‘Welcome’ tab ‘Actions’ and selecting
‘Search Recipient Organization’ or searching from the ‘Records’ tab and selecting ‘Search Recipient
Organization’.

Users can navigate to the organization record from any Application or Awards’ ‘Summary’ page by
clicking the Recipient ID hyperlink located on that page.

4.2.1 Searching Recipient Organization from Actions Tab
To search for a recipient organization using the ‘Actions’ tab:

1) Navigate to the ‘Welcome Tab’ and click the ‘Search Recipient Organizations’ link in the ‘Actions’
section.
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Q@TrAMS Website {"JHelp Page

TrAMS 2

¥ Actions M Quick Links

® Coming Soon
Create Application
Q Search Applications / Awards

Q Search FFR and MPR for Review

Q Search Recipient Organizations

2) The ‘Search Recipients in TrAMS’ form will display with search criteria fields. Note that none of these
fields are required. Not populating any fields will return all recipient organizations in the profile.
Users can search for an organization using one or more of the following criteria:

a) Recipient ID The recipient's ID will default to their organization. When a user is assigned to
more than one ID, they can choose the recipient ID from the drop-down menu. Only one ID can
be selected and viewed at a time.

b) Recipient Name: Enter in all or part of the recipient organization’s name in the ‘Recipient Name’
field.

c) Recipient Alias: Enter in all or part of the recipient alias name.

d) TrAMS Status: Select the recipient organization’s status in TrAMS from the drop-down menu
provided under the ‘TrAMS Status’ field. Status options are ‘Active’, ‘Inactive’, or ‘New-Pending
Review’.

e) SAM Status: Select the recipient organization’s status in SAM.gov from the drop-down menu
provided under the ‘SAM Status’ field. Status options are: ‘Active’ or ‘Expired’.

f) Cost Center: Select a cost center (aka, a Regional Office or HQ office) from the drop-down menu
provided under the ‘Cost Center’ field. For recipient organizations, the user’s Recipient ID is
already associated with a cost center. If users are a user associated with multiple recipient
organizations across different FTA offices; then the cost center they choose must correspond
with the Recipient ID. Remember, this is not a required field.
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View Recipient Profile | Search Recipients in TrAMS

Enter Search Criteria

Recipient ID

Input the 4-digit TrAMS recipient ID (e.g. 1398)

Recipient Name

Input all or part of a recipient organization's name (e.g. "Washington”)

Recipient Alias

Input all or part of a recipient organizations alias (AKA Team Name)
TrAMS Status

Active -

SAM Status

Cost Center

CANCEL CONTINUE

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

4) The ‘Search Results’ form will be displayed. To access the recipient record, click on the ‘Recipient ID’
hyperlink of the desired recipient organization. After selecting the hyperlink, the user will be taken
to the record of the Recipient Organization.

View Recipient Profile | Search Results

Select a recplent o navigate to its dashboard

Recipient ID 1 Recipient Name Recipient Acronym UEI Recipient DUNS Recipient Cost Center SAM Status TrAMS Status

Transitcenter, Inc. TRAMS ] | ] 78300 EXPIRED Active
REVISE SEARCH |[aRel2

In most cases, only the user’s recipient organization will display. If users are associated with more than
one organization, they can only search for one organization at a time.

Recipient Organization names in the table are listed by their legal business name (from SAM) and then
the provided acronym.

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

1) Click the Records tab in the navigation bar.
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2) Click on the ‘Recipient Organization’ record type from the menu to view recipient organizations. The
results will display recipient organizations in which the user has assigned user roles.

& & =) ™
WELCOME  MYWORK(14) [CEelinid REPORTS

@TrAMS Website {JHelp Page

—_
TrAMS =
L -
B = o B
Applications / Awards BRCISCES 7 Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports

Recipient Organizations

Q 5 SEARCH  REGION / OFFICE | A, ~  TRAMSSTATUS v SAMSTATUS ~ & T- £z

Recipient ID Recipient Name Recipient Acronym UEI Region / Office Organization Type TrAMS Status SAM Status Action

¥ Recipient Documents

9900 Transitcenter, Inc. TRAMS ] Region 3 small Business Active EXPIRED & POC and Union Information
! nformai

3) In most cases, only one recipient organization will display. If a user has user roles for multiple
recipient organizations, each organization will display in the list.

4) Recipient Organization names are listed by their legal business name (from SAM), the provided
acronym, and then the four-digit recipient ID number.

5) The results will display in Recipient ID order. Users may filter displayed records by using the search
box and typing the organization name in full or in part, or they can search by entering the four-digit
recipient/vendor ID number.

#w (T =] i
WELCOME ~ MYWORK(14) [EeskS REPORTS

@TrAMSs Website {JHelp Page

—
TrTAMS 22
e st e T
B = m n
Applications / Awards Projects 7 Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports

Recipient Organizations

Q SEARCH  REGION/OFFICE | A v TRAMSSTATUS v samsTaTUS - & Y- oz
Recipient ID Recipient Name Recipient Acronym UEI Region / Office Organization Type TrAMS Status SAM Status Action

) ; Recipient Documents
9900 Transitcenter, Inc. TRAMS _ Region 3 Small Business Active EXPIRED 4

% POC and Union Information

Note: Users may enter the phrase they would like to search for in the ‘Search TrAMS Recipient
Organization’ field and click on the ‘Search’ button to initiate the search.
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6) Click on the recipient organization’s ID which is a hyperlink.

® 4 ™
WELCOME  MYWORK(14) [EEaeliv] REPORTS

@TrAMS Website {JHelp Page

TrAMS 2

&) = o B
Applications / Awards Projects 7 Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports

Recipient Organizations

Qs SEARCH  REGION/OFFICE = TRAMSSTATUS v SAMSTATUS >~ & T- z

Recipient ID Recipient Name Recipient Acronym UEI Region / Office Organization Type TrAMS Status SAM Status Action

. . Recipient Documents
Transitcenter, Inc. TRAMS ] Region 3 small Business Active EXPIRED Z e e o
nforr

7) The user will be taken directly to the selected recipient organization record’s ‘Summary’ page.

# & = Y

WELCOME MY WORK (14) RECORDS REPORTS

Transitcenter, Inc. | TRAMS | 9900
Applications/Awards TrAMS Users Locations Designated Recipient Related Actions

TrAMS Profile Information

Recipient ID TrAMS Status

9900 Active

Recipient Acronym Geographic Location Code
TRAMS

Recipient Alias NTD Code

TrAMS Transit

Recipient Cost Center Is MPO?

78300 No

Is State DOT? Recipient ID of MPO
No

Recipient OST Type Is DBE?

Small Business No

DAIMS Business Type Assistance?

Small Business No

Is Designated Recipient?
No

SAM Profile Information

4.3 View Recipient Organization Records

4.3.1 Overview

Each Recipient profile has dashboards to view information and a series of related actions. The following
section covers the different information that may be viewed. Information is outlined moving left to right
as shown below. The tab selected is highlighted by the blue box and arrow.
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Records ~ Recipient Organization

Trams Transit Organization | TRAMS | 9900

f.pplications/Awards TrAMS Users Locations Designated Recipient Suballocations News Related Actions

4.3.2 Summary

The ‘Summary’ page is the landing page after selecting an organization record to view. The ‘Summary’
page is in a read-only format for all users. It contains high-level information concerning the organization
including:

e TrAMS Profile Information

e SAM Profile Information

e Payment Information

e locations

# = iy

'WELCOME MY WORK (14) REPORTS

Transitcenter, Inc. | TRAMS | 9900
Applications/Awards TrAMS Users Locations Designated Recipient Related Actions

TrAMS Profile Information

Recipient ID TrAMS Status

9900 Active

Recipient Acronym Geographic Location Code
TRAMS

Recipient Alias NTD Code

TrAMS Transit

Recipient Cost Center Is MPO?

78300 No

Is State DOT? Recipient ID of MPO
No

Recipient OST Type Is DBE?

Small Business No

DAIMS Business Type Assistance?

Small Business No

Is Designated Recipient?
No

SAM Profile Information
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SAM Profile Information

Legal Business Name SAM Status

Transitcenter, Inc EXPIRED

DBA Name SAM Expiration Date
10/14/2020

UEI SAM Website

_ Link to SAM Website

DUNS FY End Date

12/31
Website

https://fwww.transitcenter.org

Payment Information

ECHO Number WCF?
No
REQU? TSC?
No No
OPAC?
No
Locations
Name Address Line 1 Address Line 2 city State Zip
Physical Address _ NEW YORK NY 10004

Recipients are responsible for changes to the SAM profile information and must be made directly in
SAM. TrAMS is synced nightly with SAM. Users can also update their recipient organization’s SAM
information by clicking on the Sync Recipient Organization with SAM related action.

4.3.3 Applications / Awards

The applications / awards option will populate a list of all applications and awards that are associated
with a recipient organization; this includes both active and closed awards. A grid/table will populate
listing associated with the organization. The list provides the application/award number or Federal
Award Identification Number (FAIN), the application name, person last updated by, last update date,
and the current status of the application/award. Each amendment associated with an award will be
displayed separately.

To view recipient ‘Applications/Awards’ from the Recipient organization profile:

Click on the ‘Applications/Awards’ form the navigation bar.

4 Y

WELCOME MY WORK (14) RECORDS REPORTS

Transitcenter, Inc. | TRAMS | 9900
Summary _ TrAMS Users  Locations  Designated Recipient  Related Actions

Recipient Information

Recipient ID Recipient Name

9900 Transitcenter, Inc

Acronym

UEI

Recipient DUNS

Applications
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The FAIN will be displayed as a hyperlink and can be used to directly access the application/award
record. If there are no applications, the grid will be empty.

Applications /
5 2 Last Updated
FAIN / Application Name Last Updated By Date | Status
9900-2016-4 Sample Application 2 jane.trams@yahoo.com May 30, 2018 In-Progress
9900-2018 2311 FORMULA FFY17 & FFY18 FUNDS s
. @yahoo. Apr 05, 201 In-Pr

13 FOR MOB MGT & CAPITAL PROJECTS  Jane-trams@yahoo.com pris, 2038 SRV
FL-2018-007 2311 FORMULA FFY17 & FFY18 FUNDS g

trams.officiall Feb 28, 2018 Active (Executed
00 FOR MOB MGT & CAPITAL PROJECTS s 2 e txectied)
9900-2018-9 New Transit Line jane.trams@yahoo.com Feb 07, 2018 In-Progress

Users can filter and sort on the various columns within the Applications grid. Users can filter by
ascending or descending order by clicking on the column header twice. Users can also sort by most
recently acted on by using the last updated date or sort by application status.

When more than 25 applications/awards exist, use the arrows on the bottom of the page to display the
additional applications.

CT-44-¥004-00  Walk Bridge Design & NH Railyard Power Feb 24, 2015 Active (Executed)

CT-90-¥519-00  FY 2013 5307 Program of Projects Feb 23, 2015 Active (Executed)

1-250f813 > »

4.3.4 TrAMS Users

All active TrAMS users associated with the selected recipient organization can be found under the
recipient organization profile. User record information will display in a grid. If there are no users the grid
will be blank. Information displayed includes the user’s first and last name, contact information (email
and phone), and the user roles that have been assigned.

1) Click on ‘TrAMS Users’ from the navigation bar.
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WELCOME MY WORK (14) REPORTS

Transitcenter, Inc. | TRAMS | 9900
Summary  Applications/Awards Locations  Designated Recipient  Related Actions

Recipient Information

Recipient ID Recipient Name
9900 Transitcenter, Inc.
UEI Acronym
Recipient DUNS
Users
First Name Last Name Email Phone User Roles
Submitter, 9900
Official, 9900
Atorney, 9900
7 Civil Rights, 9900
Submitter TrAMS submitter1.trams@email.com (123) 456-7910 2

Developer, 9900

User Manager, 9900
FFR Reporter, 9900
MPR Reporter, 9900

2) The active TrAMS users associated with the recipient will display. If there are no TrAMS users
associated, the grid will be empty.

3) This is a summary view only of the user; you may review more information about a user by
reviewing their profile. To modify user profile information, see the FACES User Guide.

Recipient Information

Recipient ID Recipient Name

9900 Transitcenter, Inc.

Acronym

UEI

Recipient DUNS

4. If a user has roles that are associated with multiple organizations, you can differentiate each
role title by referring to the organization’s four-digit recipient ID number.

Users

First Name Last Name Email Phone User Roles

Submitter, 9900
Attorney, 9900
Official, 9900

Jane Trams example@example.com (555) 555-5555 MPR Reporter, 9900
FFR Reporter, 9900
User Manager, 9900
Civil Rights, 9900

4.3.5 Locations

Recipient organizations must be associated with at least one and may be associated with multiple,
urbanized areas (UZA), states and congressional districts. This information is important as it is used
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during the development of applications. Applications must define the place of the performance which is
in part associated with the UZA and applicable congressional districts.

The ‘Locations’ dashboard displays all the applied UZAs and congressional district(s).

To view the ‘Locations’ for a recipient organization:

1) Click on ‘Locations’ from the navigation bar.

Transitcenter, Inc. | TRAMS | 9900

summary  Applications/Awards  TrAMS Users [IESEUGUENN Designated Recipient  Related Actions

Recipient Details

Recipient ID Recipient Name

9900

Urbanized Areas (UZA) and States

States and UZAs

ransitcenter, Inc.

Area Name UZA Code

Virginia 510000

Virginia 510000
Congressional Districts

Congressional District State Representative Name

1 Virginia Congressional Representative

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. Your
organization should have at least one UZA populated to support future applications/awards.

To modify your UZA information, contact your FTA awarding office.

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. Your
organization should have at least one Congressional District to support future applications/awards.
To manage your Congressional Districts, refer to Related Action: Manage Congressional Districts.

4.3.6 Designated Recipient

The Designated Recipient section is undergoing changes in the TrAMS system and is not currently active.
This section will be updated once implemented. The below describes the intent of this module.

The Designated Recipient option is visible to all users. This module will allow those recipient
organizations who have the principal authority and responsibility for suballocating specified formula
funds to states and urbanized areas (UZAs) to document the allocations (or splits) among the eligible
direct recipients within the urbanized area. If the recipient organization is a designated recipient, you
will see the funding programs and UZAs that are associated with the recipient of the ‘Designated
Recipient’ page.

All user roles including the read-only can “view” the information in this dashboard.

Note: If you do not see a UZA listed; check your recipient locations. If you confirm a UZA is missing,
contact your FTA office to update your location information.
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Designated recipient details can only be updated by FTA after verifying that they have the appropriate
documentation for the requested changes.

In TrAMS, a recipient organizations profile can be tagged as designated recipients for the following
formula programs, which can be suballocated in TrAMS:

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)

e Section 5339 - Formula Grants for the Bus and Bus Facilities Infrastructure Investment Program

Note: If you are a designated recipient your profile should indicate “yes” under the question ‘Is
Designated Recipient?’ If your profile information is not accurate, contact your FTA POC; only FTA has
the authority to update that piece of information.

TrAMS Profile Information

Recipient 1D TraMs Status

Reciplent Acronym Geagraphic Location Code
;e.:-i:uil:l:l;.l;.lu: NTD Code

Reciplent CMI:..CE:II:II.‘IF o 15 MPO?

15 Siate DOT? Reciphent 10 of MPO
Reciplent DST Type Is DEE?

1% Designated Rec i;l.mt." Asdistance?

To view the designated recipient details for a recipient organization:

1) Click on the ‘Designated Recipient’ tab.

Transitcenter, Inc. | TRAMS | 9900

Summary  Applications/Awards ~ TrAMS Users Locations Designated Recipient Related Actions

Recipient Information

Recipient ID Recipient Name
9900 Transitcenter, Inc
UEI Acronym
HW4YBLZG5NM6 TRAMS

Recipient DUNS
020605171
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2) The formula programs associated with the designated recipient are listed and displayed in a grid
format under the ‘Designated Recipient Details’ section. If there are no formula programs associated
or the recipient organization is not a designated recipient, no grid will display.

Transitcenter, Inc. | TRAMS | 9900

Summary Applications/Awards TrAMS Users Locations Designated Recipient Related Actions

Recipient Information

Recipient ID Recipient Name
9900 Transitcenter, Inc
UEI Acronym
HW4YBLZG5NM6 TRAMS

Recipient DUNS
020605171

4.3.7 Related Actions

4.3.7.1 Introduction

All users have access to view information about their assigned recipient organization. Certain
information may only be modified by specific user roles.

To view or modify, use the ‘Related Actions’ tab for the selected Recipient Organization. The following
actions are available only to recipient users:

® Recipient Documents

e Civil Rights Information

e (Certifications & Assurances
e Fleet Status

e Congressional Districts

e Direct Recipients

e POC and Union Information

e Sync Recipient Organization With SAM
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Transitcenter, Inc. | TRAMS | 9900

Summary  Applications/Awards ~ TrAMSUsers  Locations  Designated Recipient [EESIEUSPNTNE

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 af Contact and Union Information

- W T e . e e

Sync Recipient Organization With SAM
Sync with SAM System to Update Organization's SAM Information

4.3.7.2 Related Action: Recipient Documents
TrAMS users have the ability to manage documentation for their assigned recipient organizations.
To View recipient documents:
1) Click on Related Actions in the navigation bar.
2) Click ‘Recipient Documents’ from the menu.

3) The Recipient Organization | Document Summary page will display. Documents migrated from TEAM
or added to TrAMS will display in a grid. If there are no documents, the grid will be blank. To view a
previous uploaded document on the ‘Document Summary’ page, click on the hyperlink under the
‘Document File Name’ column.
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WELCOME MY WORK (14) RECORDS

Transitcenter, Inc. | TRAMS | 9900

Summary Applications/Awards TrAMS Users Locations Designated Recipient Related Actions

Recipient Organization | Document Summary

Recipient Profile Information

Recipient ID 5900 Recipient Name Transitcenter, Inc

Existing Documents

Document Context Document Type Document File Name Document Description Date Uploaded Uploaded By

Civil Rights Title VI Program Plan New Submission New Title VI Program Plan New Submission May 10, 2021 testsubmitter@email.com
Civil Rights DBE Program Plan New Submission EE;Z'IWW Flan New submission Document May 12, 2021 test.submitter@email.com
Civil Rights EEOQ Program Plan New Submission EEO Program Plan New Submission May 12, 2021 test.submitter@email.com
Civil Rights EEO Program Plan Corrections testing Jun 22, 2021 test.submitter@email.com

ADD DOCUMENT CLOSE

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

4.3.7.2.1 Add Recipient Profile Documents

1. Click the ‘Add Document’ button to upload a document for the recipient organization.

2. The ‘Add Documents’ page will display:

Information in this document is proprietary to FTA Page 78

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

Recipient Organization | Document Summary

Recipient Profile Information

RecipientID 2300 Recipient Name Trams Transit Organization

Existing Documents

Document Context Document Type Document File Name Document Description Date Uploaded Uploaded By
Legal Legal Authority Document Hydrangeas User Role Justification for Jane Trams Mar 09, 2016 regiond.lsm1
Legal Legal Authority Document Chrysanthermum User Role Justification for Jane Trams Mar 09, 2016 regiond.lsm1

Legal Legal Autherity Document Desert User Role Justification for Jane Trams Mar 09, 2016 regiond.lsm1

Civil Rights EEO Program EEQ test document Jun 08, 2016 trams.civilrights1
Civil Rights DBE Program Sample Document for Guide purposes Jun 08, 2016 trams.civilrights1
Civil Rights DBE Goal DBE Sample Document 2016 Jun 08, 2016 trams.civilrights1
Civil Rights Title I Document sample Jun 08, 2016 trams.civilrights1
General General Add_Document_png Demo Purposes Jun 14, 2017 region9.civilrights1
Civil Rights EEO Program Document #2 Jun 15,2017 regiond.civilrights1
Civil Rights DBE Program Test Upload Document Jun 15, 2017 regiond.civilrights1
Civil Rights DBE Goal DBE Goal Test Document Jun 15,2017 region9.civilrights1
Civil Rights Title VI Test Title VI Document Jun 15, 2017 region9.civilrights1

12items

ADD DOCUMENT  [aieii3

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 list.

c) Provide a description of the document in the ‘Document Description’ field.

d) Use the ‘Upload’ button to select a document. You can also drag and drop documents to the
field.

Upload New Document

* Document Context - Select Document Context -—-

*Document Type - Select Document Type -—

* Document
Description

*Select Document  ypLoaAD [i Drop file Aere

4.3.7.2.2 Delete Recipient Profile Documents

2) To delete a document that you just uploaded prior to selecting the save button, the user can either:
a) Place the cursor over the newly uploaded document the document icon will display an “X”;
select the “X” to proceed with deleting; or
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b) The user can select the ‘Cancel’ button to return to the ‘Document Summary’ page without
saving the document.

* Select Document @]Du‘;tci;i:aﬁin&i;cumenti
I CANCEL I SAVE

Note: Once a document has been uploaded and saved, it cannot be deleted. Contact your FTA POC to
delete documents.

c) Use the ‘Save’ button to complete the document upload process.

Records / Recipient Organization

Trams Transit Organization | TRAMS | 9900 B

summary Applications/Awards TrAMS Users Locations Designated Recipient Suballocations News Related Actions

Recipient Organization | Add Documents

Recipient Information

Recipient ID 9300 Recipient Name Trams Transit Organization
Upload New Document
*Document Context — Contact Persons -
* Document Type  General -

*Document  Contact Information
Description

«Select Document @ Justification Document2
DOCX-11.13 KB

CANCEL SAVE

Note: The table below describes the crosswalk for values listed under ‘Document Context’ and
‘Document Type’. For example, when the user selects ‘Civil Rights’ from the ‘Document Context’
dropdown, the user will also see and be able to select the values under ‘Document Type’ dropdown
shown below. Note that documents migrated from TEAM, where no context or type was provided, will
display with “General.”

Document Context Document Type
General General
Contact Persons General
Cert & Assurances General
Codes General
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Payment Codes General

Civil Rights General

Civil Rights EEO Program

Civil Rights Title VI

Civil Rights DBE Program

Civil Rights DBE Goal

Otrack General

Triennial Review General

Legal General

Legal Legal Authority Document
Legal Opinion of Legal Counsel
Legal Resolution Document
Fleet Fleet Status

Fleet Fixed Route Fleet Details
Fleet Paratransit Fleet Details
Fleet Light Rail Fleet Details
Fleet Commuter Rail Fleet Details
Fleet Heavy Rail Fleet Details
Fleet Waterborne Fleet Details
Fleet Other Fleet Details

3) To view a previously uploaded document that is displayed on the ‘Document Summary’ page, click
on its hyperlink under the ‘Document File Name’ column. (Note: you are not required to select the
checkbox.)
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Recipient Organization | Document Summary

Recipient Profile Information

RecipientID 9900 Recipient Name Trams Transit Organization

Existing Documents

Document Context Document Type Document File Name Document Description Date Uploaded Uploaded By
Legal Legal Authority Document Hydrangeas User Role Justification for Jane Trams Mar 09, 2016 regiond.lsm1
Legal Legal Authority Document Chrysanthemum User Role Justification for Jane Trams Mar 09, 2016 regiond.lsm1
Legal Legal Authority Document Desert User Role Justification for Jane Trams Mar 09, 2016 regiond.lsm1

Civil Rights EEO Program EEO test document Jun 08, 2016 trams.civilrights1
Civil Rights DBE Program sample Document for Guide purposes Jun 08, 2016 trams.civilrights1
Civil Rights. DBE Goal DBE Sample Document 2016 Jun 08, 2016 trams.civilrights1
Civil Rights. Title VI Document sample Jun 08, 2016 trams.civilrights1
General General Add_Document_png Demo Purposes Jun 14, 2017 regiond.civilrights1
Civil Rights EEC Program Document #2 Jun 15, 2017 regiond.civilrights1
Civil Rights DEBE Program Test Upload Document Jun 15,2017 region9.civilrights1
Civil Rights DBE Goal IDBE Goal Test Document I Jun 15, 2017 region9.civilrights1
Civil Rights Title VI Test Title VI Document Jun 15,2017 regiond.civilrights1

12 items

ADD DOCUMENT |aKeiy3

4.3.7.3 Related Action: Civil Rights Information
Refer to the Civil Rights Management section to learn about the Civil Rights Information related action
in context.

4.3.7.4 Related Action: Certifications & Assurances

Recipients must certify that they are in compliance with Federal transit laws as well as Federal cross-
cutting requirements prior to FTA making an award. Certification & Assurances (C&As) must be
submitted electronically via TrAMS.

The C&As module:

e Allows you to view current and past C&As.

e Allows you to certify the current fiscal year.

e Allows you to correct or update the current fiscal year C&As.
e Prohibits corrections to past fiscal years.

User Roles:

e All TrAMS user roles can view the C&As.
e The Official user role executes only for the Official.
e The Attorney user role executes only for the Attorney.
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e A user may be given authority to have both the ‘Official’ and ‘Attorney’ user roles to certify; this
is referred to as “certifying on behalf of both” for an organization. Refer to Certify on Behalf of
Both the Official and Attorney for more information.

4.3.7.4.1 View the C&As
1) Find your Recipient Organization Profile.
2) Click on Related Actions in the navigation bar.
3) Click on ‘Certifications & Assurances’ from the menu options.
4) The ‘Certifications and Assurances’ form will display for your recipient organization.

a) Use the provided drop-down menu under ‘Select Fiscal Year’ to select the fiscal year of the C&A
you wish to view. Only the current fiscal year, plus the past nine fiscal years will display (a total
of ten fiscal years are available to be viewed).

b) Click the ‘Continue’ button.

Records | Recipient Organization

Trams Transit Organization | TRAMS | 9900

Summary Applications/Awards TrAMS Users Locations Designated Recipient Suballocations News Related Actions

Trams Transit Organization | Certifications and Assurances

* Select Fiscal Year ‘ 2018 v|

CANCEL CONTINUE

5) If the Certifications & Assurances have not yet been published for a fiscal year, you will receive a
warning message:

Miami Beach, City Of | Certifications and Assurances

* Select Fiscal Year | 2018 “

C&A's not published for FY2018

cANCE m

6) If the C&As are published, a read-only version of the ‘FY [current FY] C&A Affirmations’ form for the
selected fiscal year will populate.

If the C&As have not been completed by the recipient for the current fiscal year, this entire form will
be read-only and display incomplete fields. An example of an incomplete field is a Certification Date
displayed as N/A or categories only displaying red circles (indicating not certified).
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Certifications & Assurances | FY 2018 C&A Affirmations

Recipient Details
Recipient ID Recipient Name
9900 Trams Transit Organization
Certification and Assurance Information
Fiscal Year 2018 Original Certification N/A

) Date
Assigned Date 1/19/2018

Latest Certification N/A
Date

Due Date 4/20/2018
Published Certifications and Assurances
FTA CERTIFICATIONS AND ASSURANCES
ACertifications and Assurances
Certification History

Certification Date: In-Progress

Category T Title Certified
01 REQUIRED FOR EACH APPLICANT e
02 LOBBYING -]
03 PROCUREMENT AND PROCUREMENT SYSTEMS e
04 PRIVATE SECTOR PROTECTIONS e
05 ROLLING STOCK REVIEWS AND BUS TESTING -]
06 DEMAND RESPONSIVE SERVICE -]
07 INTELLIGENT TRANSPORTATION SYSTEMS -]
08 INTEREST, FINANCING, AND LEASING COSTS -]

The Certifications and Assurances Information Critical Dates:

1) Fiscal Year: This will reflect the Fiscal Year that you selected on the prior form.

2) Assigned Date: This is the date that FTA published the C&As in TrAMS (note that it may be
different than the date indicated on the FTAs website).

3) Due Date: reflects FTA guidance to complete your C&As within 90 dates from date of publication
in TrAMS.

Certification and Assurance Information

Fiscal Year 2013 Original Certification 2/27/2018

. Date
Assigned Date 2/21/2018

Latest Certification 2/27/2018

Due Date 5/22/2018
Date

Published Certifications and Assurances

FTA CERTIFICATIONS AND ASSURANCES

4) Original Certified Date: This date will populate only once both the Official and Attorney have
PINed in TrAMS. The Initial Date Certified Date does not change.

Last Certification Date: The last certification date will be the same as the original certification
date the first time the organization certifies. The Last Recertified Date will update if the
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organization updates any categories or documents, and both the Official and the Attorney have
recertified.

Both the Official and Attorney must certify or PIN for the Latest Certification Date to populate
and be considered complete. Each recertification is tracked. See the recertification process
below.

Certification and Assurance Information

Fiscal Year 2018 Original Certification 3/16/2018

Dat
Assigned Date 2/21/2018 ate

Latest Certification 7/12/2018
Date

Due Date 5/22/2018

Published Certifications and Assurances
FTA CERTIFICATIONS AND ASSURANCES

Certifications and Assurances

Certification History

Certification Date: 7/12/2018 | Official: Charlanne Lanie Thornton | Attorney: Ann Cordo -

Certification Date: 7/12/2018 | Official: Charlanne Lanie Thornton | Attorney: Ann Cordo

Certification Date: 3/16/2018 | Official: Charlanne Lanie Thornton | Attorney: Ann Cordo

01 Required Certifications and Assurances for Each Applicant (/]
02 Lobbying (]

03 Private Sector Protections ]

To read the full narrative of each category, under “Published Certifications and Assurances” there is a
link to direct you to the list of the current and past published Certifications and Assurances and
instructions.

Certification and Assurance Information

Fiscal Year 2018 Original Certification 2/4/2018

Dat
Assigned Date 1/24/2018 ate

Latest Certification 2/15/2018
Date

Due Date 4/24/2018

Published Certifications and Assurances

FTA CERTIFICATIONS AND ASSURANCES

Certifications and Assurances

4.3.7.4.2 Complete C&A Certifications

To complete the certification of the C&As, it requires two independent actions. The C&As are workflow-
based and are initiated by the Official User. The second action is taken by the Attorney user role. There
is no task in the task tab; the Attorney will only receive an email notification once the Official has
certified. The Official asserts to the certifications and the Attorney affirms the certifications. FTA does
allow for one individual to take action in TrAMS “On Behalf of Both” the Official and Attorney. This is
common when outside legal counsel supports an organization.

Initiate CA& Certification
1) Login as the Official User.
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2) Locate your Recipient Organization Profile.

3) Click on Related Actions in the navigation bar.

4) Select the Certification and Assurances option from the available menu.

5) A form will populate to select the fiscal year to certify; select the current fiscal year.

6) The C&A’s form will populate and display checkboxes next to each C&A category. Boxes will only
display if you have the Official User Role.

7) Category #1 is a required selection. An error message will display and you cannot certify until it
is selected.

8) Check applicable boxes.

Note: The Certified circle will remain red until you complete certification, by entering your PIN. Once
certified, the circle will change to a green circle with a checkmark

Certifications & Assurances | FY 2018 C&A Affirmations

Recipient Details

Recipient ID Recipient Name

9900 Trams Transit Organization

Certification and Assurance Information
Fiscal Year 2018 oOriginal Certification N/A

) Date
Assigned Date 1/19/2018

Latest Certification N/A
Date

Due Date 4/20/2018
Published Certifications and Assurances
FTA CERTIFICATIONS AND ASSURANCES
ACertifications and Assurances
Certification History

Certification Date: In-Progress A

Category T Title Certified
01 REQUIRED FOR EACH APPLICANT @
02 LOBBYING @
03 PROCUREMENT AND PROCUREMENT SYSTEMS @
04 PRIVATE SECTOR PROTECTIONS @
05 ROLLING STOCK REVIEWS AND BUS TESTING @
06 DEMAND RESPONSIVE SERVICE @
07 INTELLIGENT TRANSPORTATION SYSTEMS @
08 INTEREST, FINANCING, AND LEASING COSTS @

9) Review the Certify Affirmation information. Confirm your name and title are properly displayed.

10) Enter your PIN (you will receive an error if you have not entered a correct PIN. If you need to set
your PIN, see User Management and Access.

11) Click on the Certify button.

12) The Attorney will now receive an email notification to complete certification.
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NOT SIGNED
Certification Date N/A

Certify Affirmation

Please note that this verification is being recorded under the name of:

Official's Name Jane Trams Certification Date 10/17/2018
Title Sr. Financial Analyst

User PIN

13) Attorney Certifies

a) The Attorney User can follow the same steps of the Official to locate the certification. The
attorney will not see checkboxes and cannot make corrections.
1) To Certify, enter the user PIN in the provided field.
2) Click on Certify.

3) Confirm the certified date is now populated.

b) The Attorney can return the C&As to the Official if a correction is needed.
To Return the C&As to the Official:
1) Select the Return to Official Button.

2) The user will be prompted to confirm you want to return the C&As.
3) The user will be prompted to provide comments to the Official.

Certify Affirmation
Please note that this verification is being recorded under the name of:
Attorney's Name MarciAttorney1 SCRRA Certification Date 11/10/2017
S User PIN

‘ CANCEL H RETURN TO OFFICIAL CERTIFY

You will be directed to 8 new page to provide comments for the
official before the C&As are returned. Would you like to continue?

4) The Attorney’s comments will populate in the email to the Official and display on the
C&As form.
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Comments *

Please make additional selections for Asset Management Category{

Use this field to explain why the C&As are being returned.

BACK RETURN TO OFFICIAL

Recipient Details

Recipient ID Recipient Name

5802 Southern California Regional Rail Authority
Certification and Assurance Information

Fiscal Year 2018 Original Certification N/A

Date
Assigned Date 11/10/2017
Latest Certification N/A
Date

Due Date 2/8/2018

Comments From Attorney
Please make additional selections for Asset Management Category

Certifications and Assurances

1) The Official must PIN the C&As again to return the C&As for the Attorney to complete
certification.

2) The Attorney will receive an email notification again and can follow the steps above to
complete certification.

3) Once certified the Original and Latest Certification Date will populate and the selected
categories will display with a green circle. The names of the certifying individuals will display
and the date certified.

Certifications & Assurances | FY 2018 C&A Affirmations

Recipient Details
Recipient ID Recipient Name

9900 Trams Transit Organization

Certification and Assurance Information

Fiscal Year 2018 Original Certification &6/14/2018
Assigned Date 1/19/2018 Date
20
Due Date 4/20/2018 Latest Certification 6/14/2018

Date
Published Certifications and Assurances
FTA CERTIFICATIONS AND ASSURANCES
Certifications and Assurances
Certification History

Certification Date: 6/14/2018 | Official: Jane Trams | Attorney: Jane Trams

Category t Tite

Certified
01 REQUIRED FOR EACH APPLICANT 1]
02 LOBBEYING ]
3 PROCUREMENT AND PROCUREMENT SYSTEMS ]
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Affirmation of Applicant

Affirmation of 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 al
Applicant Federal statutes and regulations, and follow applicable Federal guidance, and comply with the Certifications and Assurances as indicated on the foregeing 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.5.C. 3801 et seq., and implementing U.5. 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 & Federal public transportation program authorized by 48 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
Official's Name Jane Trams
| accept the above

Certification Date Jun 14,2018

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 government law, as applicakle, to make and
Applicant's Attorney comply with the Certifications and Assurances 3s indicated on the foregoing pages. | further affirm that, in miy 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 Fermula Project must provide an Affirmation of Applicant’s Attorney 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 |ane Trams

| accept the above

Certification Date Jun 14, 201

4.3.7.4.3 Certify on Behalf of Both the Official and Attorney

This process allows for a single individual to certify the C&As in TrAMS. The user must be assigned both
user roles, Official and Attorney. To be assigned both TrAMS user roles, you must have the appropriate
delegation of signature authority.

When certifying on “Behalf of Both” a signed and dated copy of the C&As must be uploaded to the C&As
module at the time of certification. The exact same categories must be selected.

Typically, the Official PINs in TrAMS on behalf of the Attorney. The same process can be used if the
Attorney PINs on behalf of the Official.

To complete certification on behalf of both

1. Follow the steps to complete the certification provided above.
2. Select the applicable certifications.
3. Upload the document and provide a document description. Multiple documents may be added.
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Category 1 is a required selection

vDocuments

Existing Documents

Document Description Uploaded By Date !

Upload Documents

Upload
UPLOAD [} Drop fle here X v

© Add Document

No items available

Description ~

Both the Official and the Attorney PIN fields will display
The PIN must be entered in each field
Click on the Certify button.

ADD SCREENSHOT that looks like this

Official's Name MarciOfficiall SCRRA
NOT SIGNED

Certification Date Nov 10, 2017
Certify Affirmation

Please note that this verification is being recorded under the name of:
Official's Name Brother Masterson Certification Date 11/10/2017

Title None User PIN

Affirmation of Attorney

Affirmation of EDIT TEST -——- As the undersigned Attorney for the above named Applicant, | hereby affirm to the Applicant that it has authority under State, local, or tribal government law, as applicable,
Applicant's Attorney to make and comply with the Certifications and Assurances as indicated on the foregoing pages. | further 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 Attorney 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 MarciAttorney1 SCRRA

NOT SIGNED

Certification Date Nov 10, 2017

Certify Affirmation
Please note that this verification is being recorded under the name of:
Attorney's Name Brother Masterson Certification Date 11/10/2017
Title None User PIN

RECERTIFY

7. Confirm the correct names and dates populated
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8. The document will display in a grid. The document may be viewed by selecting the hyperlink.
Documents added here only reside in the C&As module. Recipients should upload them here
versus adding C&As document to the Recipient Profile.

vDocuments

Existing Documents

Document

Description Uploaded By Date 1

Affirmation of Applicant

Affirmation of BY SIGNING BELOW
Applicant

Certification Date jan 22

Affirmation of Attorney

Affirmation of Ast
Applicant’s Attorney

tridal government law. a3 applicable. to make and
Assurances have been legally mace and

c litigation pending or imminent that mighs adversely afect the vaidity of these Certifications and Assurances, or of

A funding and each FTA Grances with an actve Capinal

9y POrTaNINg 10 the AZplicanT's Bgal canacty

@Az 19 iT5 SIgNATLre (n liew of the Attorney’s signature, geo N§ ATIOINEy ANT Ca1HC TS Faceral fical year

Attorney’s Name Atto

A50e0T e Above

Certification Date Jan 22 2078

L BEGIN RECERTIFICATION

4.3.7.4.4 Recertify or Correct C&As
Corrections may only be made to the current fiscal year C&As.

1. Only the Official can initiate recertification.

2. Follow steps to complete the certification provided above to proceed to the current fiscal year
certifications.

3. Upload revised documentation, if applicable.
4. Both the Official and Attorney must re-PIN to be in a certified status.
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4.3.7.45 C&As and Your Grant Applications

All recipients must complete their C&As in TrAMS before FTA can make an award (or amendment) in a
given fiscal year. The following explains how the C&As relate to your applications and information about
your C&As during application development:

= |f FTA has not published the C&As yet or if you have not certified yet, the system will flag that
your C&As are “missing” or not yet complete when you are working on a new application or a
new amendment.

= There are no hard stops in the application development process. This will not stop application
development, transmission or submission.

= The status box will change to completed once you have certified to the Certifications and

Assurances.
Application Tasks for Completion Status
Annual C&As MISSING
Executive Summary COMPLETED
Project(s) Validated COMPLETED

= The example warning message will display when you are transmitting an application for initial
review. This is not a hard stop; select the continue button to proceed with the action.

Warning Issues

1\ Warning

This application can pass Application Validation with the following issues, but they must be corrected prior to Award
- 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 organization has not approved C&A's for Fiscal Year 2018 (Recipient Organization Record, Certifications & Assurances Related Action).
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4.3.7.5 Related Action: Application Fleet Status

When rolling stock (fleet of buses, trains, etc.) is included in an award any information associated with
the fleet can be found under the Related Actions tab, Application Fleet Status option. The information
listed in the award is determined by the fleet status at the time of award execution.

All users may view the read-only fleet status information associated with the award.
1) Loginasa TrAMS user

2) Navigate to the Records tab

L ) = e

WELCOME MY WORK (14) RECORDS REPORTS

@TrAMS Website {JHelp Page

= o

7 Applications / Awards Projects Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports

Award

3) Click on the “TrAMS | Recipient Organizations”

# &
WELCOME MY WORK (14) RECORDS

@TrAMS Website {JHelp Page

= m L]
7 Applications / Awards Projects Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports

Award
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4) Use the filters to identify a Recipient Organization

& & ™
WELCOME ~ MYWORK(14) [CiSaelis REPORTS

@TrAMS Website {JHelp Page

B = o B
Applications / Awards Projects  Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports

Recipient Organizations

Q 9900 © SEARCH  REGION/OFFICE v TRAMSSTATUS w  SAMSTATUS v & Y- o
Recipient ID Recipient Name Recipient Acronym UEI Region / Office Organization Type TrAMS Status SAM Status Action

Recipient Documents
9900 Transitcenter, Inc. TRAMS [ ] Region 3 small Business Active EXPIRED pcn

% POC and Union Information

5) Click on the Recipient Organization

Transitcenter, Inc. | TRAMS | 9900

TrAMS Profile Information

Reciplent 1D TrAMS Status
Reciplent Acranym Geagraphic Location Code
TRAMS

Reciplent Allas NTD Code

Reciplent Cost Center 15 MPO?

Is State DOT? Reciplent 1D of MPO
Reciplent 03T Type 1 DBEY

DAIMS Business Type Assistance?
Is Designated Reciplent?
SAM Profile Information

Legal Business Name SAM Status
Transitcenter, Inc EXFIRED

DaA Name SAM Expiration Date
UE SﬂM.\\:I:.I;S.I(e
DUNS FY End Date
Website .
Payment Information
ECHO Number WCF?
REQU? TS
OF‘—'-C? .
Locations
Name Addressline 1 Address Line 2 city state 2ip

6) Navigate to the list of related actions by clicking on the “Related Actions” tab
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Transitcenter, Inc. | TRAMS | 9900
summary  Apg TrAMS Users  Locations  Designated Recipient

Recipient Documents
Manage Recipient Documents

Civil Right:
Wanage €

ations & Assurances
Manage Cercificetions and Assurances

Fleet Status
Manage Fleet Status Information

I Districts
ients Congressional Districts

Direct Recipients
Manage Direct Recipients Associated with Designated Recipient

B I T S

7) Select “Fleet Status” related action

Transitcenter, Inc. | TRAMS | 9900

summary  App: 95 TrAMSUsers  Locstions  Designated Recipien: [EEEEISRR

g Recipient Documents
Manage Recipient Documents

g CivilRights information
Manage Civil Rights Information

g Fleetsas
Manage Fleet Status Information

Congressional Districts
Manage Recipient's Cangressional Districts

Designated Recipient

WManage Recipients Points of Contact and Union Information

&
k4 d .
2 POC and Union Information
,f

Sync Recipient Organization With SAM
Sync with SAM System to Update Organization's SAM Information

8) Recipient Fleet Summary will be displayed

Fleet Status | Recipient Fleet Summary

Existing Fleet

Fleet Type Peak Requirement Spares Spare Ratio Contingency Pending Disposal Total View
Light Rail 44 19 20.45% 0 0 63 @
Other 0 ) 0% 0 0 ) @
Waterbourne 3 0 0% 0 0 3 &
Paratransit 20 2 10% 0 0 22 @
Commuter Rail 121 25 13.22% 0 12 158 @
Fixed Route 0 0 0% 0 0 0 @
Heawy Rail 1 1 100% 0 0 2 @

9) Click on the icon on the View column to see more information
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Fleet Status | Recipient Fleet Summary

Existing Fleet

Fleet Type Peak Requirement Spares Spare Ratio Contingency Pending Disposal Total View
I ) ) S I T Y
Other ) 0 0% 0 ) 0 @
Waterbourne 3) 0 0% 0 0 3) ®
Paratransit 20 2 10% 0 ] 22 @
Commuter Rail 121 25 13.22% 0 12 158 @
Fixed Route 0 0 0% 0 0 0 @
Heavy Rail 1 1 100% 0 0 2 @

Light Rail Fleet Summary

Description
I. Existing Active Fleet 1l. Existing Inactive Fleet
A. Peak Requirement 44 A. Contingency 0
B.Spares 19 B. Pending Disposal 0
C. Total Active Fleet 63 C. Total Inactive 0
(A+B) Fleet (A + B)
D. Spare Ratio (B/A) 20.45% Total Fleet (1LC+11.C) 63

CLOSE

4.3.7.6 Related Action: Manage Congressional Districts

The Congressional District information associated with a recipient organization may be managed by both
FTA and recipient organization users. Users may add and delete congressional districts. DOL users will
have view-only access.

To view congressional districts applicable to a recipient organization:

1) Click ‘Congressional Districts’.

Transitcenter, Inc. | TRAMS | 9900
Summary  Applications/Awards  TrAMSUsers  Locstions  Designated Recipient

g Recipient Documents
Wianage Redipient Documents

g i Rghcsinformation
Manage Civil Rights Infarmation

5 Certifications & Assurances
Manage Certifications and Assurances

g Flectstors
Wi3nage Fleet Status Information

5 Congressional Districts
Manage Recipients Congressional Districes

g DirectRedplents
Manage Direct Recipients Associated with Designated Recipient

2 POC and Union Information
Manage Recipient’s Paints of Contact and Unian Information

g Sync Recipienc Organizacion With SA14
Synic with SAM System to Update Organization's SAM Information
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2) The ‘Manage Congressional Districts’ form will be displayed.

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

Manage Congressional Districts

Current Congressional Districts

state Representative Name Delete

Ind Congressional Districts by zip code:

CANCEL

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

4.3.7.6.1 Add or Update Congressional information
To update existing district information, you will need to delete and add the district again.
4) Click on Related Actions tab
5) Click on ‘Congressional Districts’ from the menu options.
6) The ‘Manage Congressional Districts’ form will display.
7) To add a new Congressional District:

a) Click the ‘Add Congressional District’ Link. All fields are required to save information. The system
will show the newly added district in the ‘Current Congressional Districts’ grid

b) Use the provided drop-down menu under the ‘Congressional District’ field to select a
congressional district number.

c) Use the provided drop-down menu under the ‘State’ field to select the state that the
congressional district is located in.

d) Enter the appropriate representative name for the new congressional district into the
‘Representative Name’ field.

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

e) Click on the “Save” button to save the new congressional district.
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Manage Congressional Districts

Current Congressional Districts

Congressienal District state Representative Name Delete

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

U.S. House of Representatives Search

CANCEL SAVE

4.3.7.6.2 To delete a congressional district
f) Select the checkbox for the congressional district you wish to remove.
g) Click the ‘Delete’ button. The system will remove the congressional district from the grid.

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

4.3.7.7 Related Action: Direct Recipients

For organizations that are Designated Recipients, you have the ability to view, add and delete direct
recipients. For organizations that are not Designated recipients, you have the ability to view
information.

Note that while Direct Recipients users can be added, the associated Designated Recipient Module and
Suballocation Module are not currently active. These sections will be updated once activated.

Recipient users can view the Direct Recipients associated with the organization; these recipients are
available for apportionment suballocations.

4.3.7.7.1 View Existing Direct Recipients
1) Click on the Related Action tab.

2) Click ‘Direct Recipients’ from the menu options.
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Transitcenter, Inc. | TRAMS | 9900

Summary  Applications/Awards  TrAMS Users  Locations  Designated Recpient [EEEEEPRILLE

Recipient Documents
Manage Recipient Documents

Civil Rights Information
Wianage Civil Rights Information

Certifications & Assurances
Manage Cercificetions and Assurances

Fleet Status
Manage Fleet Status Information
Congressional Districts

pient’s Congressionsl Districcs

Hsnage

- vl = =+ = =

Direct Recipients
WManage Direct Recipients Associated with Designated Recipient

3) The ‘Manage Direct Recipients’ form will display. The direct recipients associated with the recipient
organization are listed and displayed in grid format.

Transitcenter, Inc. | TRAMS | 9900

Summary A ds  TrAMSUsers  Locations  Designated Recipien: [EECEUSHINtiNES

Transitcenter, Inc. | Manage Direct Recipients

Use the £rid below to

Recipient Id Direct Recipient Name uEl DUNS
1000 TransporTATION JECET OF | |
© Add Recipie:

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

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

4.3.7.7.2 Add a New Direct Recipient
1) Click on the ‘Add Recipient’ Link and enter the 4-digit Recipient ID and click the ‘Search’ button.

Transitcenter, Inc. | TRAMS | 9900

Summary  Appicationsidwards  TraMSUsers  Locstions  Designated Recipien: [EESCESTRGES

Transitcenter, Inc. | Manage Direct Recipients

id belour 10 2dd and dlets Direct Recip

Add New Organization

Recipient ID

CANCEL

2) The ‘Add New Direct Recipient’ form will display. The direct recipient’s organizational details are
listed and any locations are displayed in grid format.
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Transitcenter, Inc. | Manage Direct Recipients

Add New Organization

Recipient ID

Direct Recipient Organization Details

Grantee ID

DUNS

Name Organization Type
TrRANSPORTATION, NPT OF State Agency

el

I

Direct Recipient Locations

Location Type Address Address Line 2 City state zip
Headquarters

Physical Address

Wailing Address

QFFICE ENGINEER

CANCEL

3) Click the ‘Add’ button to add the direct recipient. You will return to the ‘Add New Direct Recipient’
form

Transitcenter, Inc. | Manage Direct Recipients

Add New Organization

Recipient ID

Direct Recipient Organization Details

Grantee ID

DUNS

Name Organization Type
TransporTATION, I EFT OF State Agency

el

I

Direct Recipient Locations

Location Type Address Address Line 2 City  state zip
Headquarters

Fhysical Address

Mailing Address

OFFICE ENGINEER

CANCEL

4.3.7.7.3 Delete a Direct Recipient
1) Select the checkbox for the direct recipient you wish to remove.

2) Click the ‘Delete’ button. The system will remove the direct recipient from the grid.

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

4.3.7.8 Related Action: POC and Union Information

The Point of Contact (POC) and Union information for an organization are stored to provide contact
information for an application/award. The system also uses POC information to send email notifications

about certain system activities (e.g. email reminders for C&A’s or notifications of award execution tasks)
This information may also be used for FTA to send correspondence.
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All users of the 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.

Refer to Civil Rights Management to better understand the information captured under your civil rights
information and the process for submitting and obtaining FTA reviews and concurrence on your civil
rights programs.
4.3.7.8.1 View POC and union information applicable to a recipient organization

1) Click on Related Actions tab

2) Click ‘POC and Union Information’ from the menu options.

3) The ‘Points of Contact’ form will display.

4) Any POCs associated with an organization will appear in the Points of Contact grid.

5) To filter on a particular recipient POC, you can search by the contact name, title, or the email
address, you must know part of all of this information for the search feature. You can also select
the appropriate POC contact type from the drop-down menu provided under the ‘POC Contact
Type’ field. The display only shows the first 10 contacts, you may need to page over to display
additional information

Records ~ Recipient Organization

Trams Transit Organization | TRAMS | 9900 =

summary Applications/Awards TrAMS Users Locations Designated Recipient Suballocations News Related Actions

Points of Contact

Search @ POC Contact Type

Union -

Points of Contact

Title T Contact Name Phone # Email Address

Mr. John Smith (123) 456-7890 fake@fake.com

4.3.7.8.2 Add, Delete, or Edit/view a POC
1) To add a new POC click on the ‘New’ button.
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Points of Contact

search @ POC Contact Type

Union

Points of Contact

Title T contact Name Phone #

Mr. John Smith (123) 456-7890

CLOSE

Email Address

fake@fake.com

2) Fill out the information on the Points of Contact. You can click ‘Save Changes’ to create a new POC
or you can ‘Cancel Changes’ and return back to the Points of Contact form. All fields with an

asterisk (*) are a required field.

a) The Application Type: Select Yes or No. Select Yes, only if you are a State DOT.
b) Union POC: Select Yes or No. Select only if you are a Union Representative. Selecting yes will
populate an additional required field to enter the name of the Union Organization.

c) POC Contact Type options include the following:
e Chief Executive Officer (CEQ)
e Metropolitan Planning Organization (MPO)
e Equal Employment Opportunity (EEO)
e Disadvantaged Business Enterprises (DBE)

e Title VI

e Section 504
e ECHO

e Grants

e General FTA Issues
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Points of Contact

Basic Information

First Name *
Last Name *

Title *

Contact Information

Email *

Website Address

Application Type
Yes, Statewide Application
© o, not a Statewide Application

Union POC
Yes, this will be a Union POC
© No, this will not be a Union POC

POC Contact Type

Phone Number *

Alt Phone Number

Fax Number
Fax Number
Address Information
Address 1* Zip Code *
Address 2 Zip Ext
City * State *
CANCEL CHANGES SAVE CHANGES

3) To view or edit details on the POC, select the checkbox next to the contact you would like to view

and then click the ‘Edit’ button.
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Recards -~ Recipient Organization

Trams Transit Organization | TRAMS | 9900 =

summary  Applications/Awards TrAMS Users Locations Designated Recipient Suballocations News Related Actions

Points of Contact

Search @ POC Contact Type

Union hd

Points of Contact

Title T Contact Name Phone # Email Address

Mr. John Smith (123) 456-7890 fake@fake.com

CLOSE DELETE (1) EDIT giayy

4) To edit the form, update the information and click ‘Save Changes’ to return back to the Points of
Contact’ form. If you are only viewing the information you can click on ‘Cancel Changes’ to return
back to the Points of Contact’ form.

Records ' Recipient Organization

Trams Transit Organization | TRAMS | 9900 =P

summary Applications/Awards TrAMS Users Locations Designated Recipient Suballocations News Related Actions

Points of Contact

Basic Information

First Name * Application Type
Johin Yes, Statewide Application
© Mo, not a Statewide Application
Last Name *
Union POC
Smith @ ves. this will be a Union POC
Title * No, this will not be a Union POC
MF. POC Contact Type

Union Name *

Union
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Contact Information

Email * Phone Number *
fake@fake.com 1234567890
Website Address Alt Phone Number
Fax Number

Address Information

Address 1* Zip Code *
1234 Maple Avenue 12345
Address 2 Zip Ext
City * State *
Cityville -

5) To delete a POC select the checkbox next to the contact you would like to delete and then click
the ‘Delete’ button.

Points of Contact

search @ POC Contact Type

Union -

Points of Contact

Title T Contact Name Phone # Email Address

Mr. John Smith (123) 456-7890 fake@fake.com

‘ CLOSE DELETE (1) EDIT m

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

4.3.7.9 Related Action: Sync Recipient Organization with SAM

Recipient organization details, such as addresses, are brought into TrAMS via a nightly sync with the
System for Award Management (SAM). If the recipient has updated organizational information in SAM,
any user can either sync with SAM immediately or wait for the nightly sync to occur.

NOTE: The UEl information in TrAMS may not be modified. Before taking any action related to your
organization’s UEI, contact your FTA POC. If changes are required to your TrAMS profile, payment, or
location information contact your FTA POC to make the desired corrections.
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To sync a recipient organization’s system record with information on the SAM.gov website immediately:

1) Click on the Related Actions tab.

2) Click ‘Sync Recipient Organization with SAM’ from the menu options.

,, Sync Recipient Organization With SAM
Sync with SAM System to Update Organization's SAM Information

3) The system will update its information from SAM and show you a success message.
4) Click on the 'Close’ button in the message to return to the ‘Related Actions’ menu.

5) Confirm information has updated on the Summary.
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4.4 Civil Rights Management

441 Overview

Pre-award submission of four civil rights programs are tracked in TrAMS:

1) Equal Employment Opportunity (EEQ) Program

2) Disadvantaged Business Enterprise (DBE) Program
3) DBE Goal

4) Title VI of the Civil Rights Act of 1964.

There are several Related Actions and Reports in TrAMS related to Civil Rights. This section shows
how to view and update each of those as they relate to Recipient Civil Rights Programs.

The Civil Rights Information Related Action is central to work conducted by Civil Rights users in
TrAMS. It allows Recipient Civil Rights users to submit Program Plans and corrections, as well as
allowing Civil Rights Officers to update program status and maintain documents and comments.
Refer to Related Action: Civil Rights Information below for more detail.

There are also Related Actions devoted to Disadvantaged Business Enterprise (DBE) reports. Refer
to DBE Reporting below for more detail.

They are as follows:

e Complete DBE Report: Allows the Recipient Civil Rights User to start the reporting
process.

e Correct DBE Report: Allows the Recipient Civil Rights user make corrections when either
the Civil Rights Officer or the DBE Approver has returned the DBE Report to the Recipient.

A Semiannual DBE report must be completed and submitted by recipient organizations with a DBE
goal. Recipients with the user role of Civil Rights will receive an email with a link to the report 60
days prior to the due date (October 1 and April 1). 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.

In TrAMS, DBE reports can be accessed in several ways, including via the related actions
mentioned above. Refer to DBE Reporting below for more detail and to see other ways to access
DBE reports.
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4.4.2 User Roles

The following is a summary of the different Civil Rights related actions and reports in TrAMS and
the User Roles that have access to them:

User Role(s) with

Unclassified — For Official Use Only

Location
I Access
Report | Reports Tab Disadvantaged View e All FTA Users
Business Enterprise
(DBE) Semi-Annual
Uniform Report
Record | Records Tab Disadvantaged View e All Trams
Business Enterprise Users
(DBE) Reports
Update e Recipient: Civil
Rights
Related | Records: Disadvantaged | Civil Rights Information | View e Al TrAMS
Action Business Enterprise Users
(DBE) Reports
Update e Civil Rights
Officer
e Recipient: Civil
Rights
Related | Records: Disadvantaged | Complete DBE Report Update e Recipient: Civil
Action Business Enterprise Rights
(DBE) Reports
Related | Records: Disadvantaged | Correct DBE Report Update e Recipient: Civil
Action Business Enterprise Rights
(DBE) Reports
Related | Records: Disadvantaged | Amend DBE Report Update e DBE Approver
Action Business Enterprise
(DBE) Reports
Related | Records: Disadvantaged | Review DBE Report Update e Civil Rights
Action Business Enterprise Officer
(DBE) Reports
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4.4.3 Program Submission Statuses

The statuses of a Recipient’s Civil Rights Programs are shown in the Civil Rights Programs section
of the main screen on the Civil Rights Information Related Action (Refer to Related Action: Civil
Rights Information).

Civil Rights Programs
Program Name Submission Status Submitted Date Reviewed Date Due Date Expiration Date
DBE Goal Submitted - Reviewed 8/1/2013 9/5/2013 8/1/2016 9/30/2016
Title VI Program Submitted - Reviewed 4/1/2014 4/14/2014 4/112017 5/31/2017
DBE Program Submitted - Reviewed 3/26/2012 7/11/2012 N/A N/A
EEO Program N/A N/A N/A N/A N/A

The statuses indicate the submission progress of each Program. Some statuses are triggered by
Recipient submission via document upload while some statuses are set manually by FTA users:

Program Status Description Trigger(s)
1) Submitted

This status will be displayed Document submitted by Recipient:
after the new submission of a

Title VI P Plan N
program or goal to FTA for ¢ e rogram Flan INew

Submissi
review. The FTA Civil Rights ubmission
Officer reviews the e EEO Program Plan New
Recipient’s submission during Submission

this status. e DBE Program Plan New

Submission

e DBE Goal New Submission

2) Submitted —
Returned for
Corrections

This status will be displayed An FTA Civil Rights Officer manually
when the FTA Civil Rights sets this status

Officer has reviewed the
program or goal and has
returned it the Recipient for
correction.

3) Subm|tFed This status will be displayed Document submitted by Recipient:
Corrections when the Recipient Civil
Provided . P e Title VI Program Plan

Rights user has amended the .
Corrections
program per feedback from

the FTA Civil Rights Officer e EEO Program Plan Corrections
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e DBE Program Plan Corrections

e DBE Goal Corrections

4) Submitted —
Reviewed with
Comments

This status will be displayed
when the FTA Civil Rights
Officer has reviewed and
approved the program
submission. The Civil Rights
Officer added a comment.

An FTA Civil Rights Officer manually
sets this status

5) Submitted —
Reviewed

This status will be displayed
when the FTA Civil Rights
Officer has reviewed and
approved the program
submission.

An FTA Civil Rights Officer manually
sets this status

6) Expired

This status will be displayed
when the validity of the Civil
Rights program has expired
and the Recipient needs to

resubmit the program to FTA.

An FTA Civil Rights Officer manually
sets this status

7) N/A

The FTA Civil Rights Officer
can set this status after
review of any Civil Rights
Program if the program does
not apply to a Recipient
Organization.

An FTA Civil Rights Officer manually
sets this status

8) Incomplete

This status will be displayed
when no Civil Rights Program
has yet been submitted for a
Recipient.

Displayed by default for the programs

and goals of new Recipients in TrAMS.

This status cannot be selected by the
Reviewer or Recipient. Additionally,
this status will not generate a DBE
Report task.

4.4.4 Upload Document Types

When uploading files via the Civil Rights Information related action, users are able to select from
different document types. Refer to Related Action: Civil Rights Information.
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v EEO Program Status History

Status Date
Submitted - Returned for Corrections 5/12/2021
Submitted 5/12/2021
Incomplete 11/21/2019

v EEO Program Existing Document Details

Document Type Document Name

EEO Program Plan New Submission EEQ Program Plan New Submission

~EEO Program Upload Document

Document Type

D

ument Type
EEO Program Plan Corrections

EEO Other Documentation

1 user
Jane TrAMS
John TrAMS

Region3 Region 3

Program Begin and End Dates Date Uploaded L Uploaded By

5/12-6/12 5/12/2021 John TrAMS

Program Begin and End Dates

Civil Rights Document

upLoap [ orop file

vEEO Program Comments

Civil Rights Program Comments

v DBE Goal Existing Document Details

~ DBE Goal Upload Document

Document Type

Document Type Document Name Program Begin and End Dates Date Uploaded 1 Uploaded By

No items available

Program Begin and End Dates

Civil Rights Document

DBE Goal New Submission e
DBE Goal Other Documentation i [i !
v DBE Goal Comments
Civil Rights Program Comments
Remark By Comment Remark Date l
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The table below shows how automatic updates to Program Status, Submission Date, Due Date &
Expiration Date are made based on the Document Type selected while uploading a document.

Title VI Program, EEO Program, DBE Goal & DBE Program Automatic Submission Updates

Document Types

Program Plan New Submission Program Plan Corrections It .
Documentation
Available to Recipients only
when program status is:
e "Submitted -
Available to Recipients during all Returned for Available to
S statuses except “Submitted — Corrections” o o
Availability o, » ; Recipients & Civil
- Returned for Corrections e "Submitted - ) .
Conditions . . Rights Officers
Reviewed with
» under all statuses
Comments
e “Submitted —
Reviewed”
e “Expired”
° HN/A"
Buttons Submit Submit Save
Available for
Selection Cancel
Program The Program Status changes to The“ Progrfam Status cha_nges
. o to “Submitted — Corrections No Change
Status Change Submitted i
Provided
Submission . .
Status Date The Submitted Date is updated to No Change No Change
the current date for that Program
Change
EEO Program
e  “Due Date” and “Expiration
Date” advance 4 Years
TITLE VI Program
gagenrgzate e “Due Date” and “Expiration No Change No Change
Date” advance 3 Years
DBE Goal
e  “Due Date” and “Expiration
Date” advance 3 Years
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DBE Program

e Nochange

e . Email sent to recipient and relevant [Email sent to relevant Civil Email sent_ t9
Aelilfezidiey Civil Rights Officer Rights Officer relevant Civil
9 g Rights Officer
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4.4.5 Related Action: Civil Rights Information

4.45.1 View (Non-Civil-Rights users)

Which user roles can view this Related Action?

e All Recipient Users

The Civil Rights Information Related Action can be used to see a Recipient’s Civil Rights Program

Plans, their statuses, relevant submitted documents and other key information.

Civil Rights Programs Grid

1. Navigate to the Related Actions tab of a Recipient Record and click the ‘Civil Rights Information’

link.

Records  TrAMS | Recipient Organizi

TrAMS Transit Organization | TRAMS | 9900

Recipient Documents
Manage Recipient Documents

Civil Rights Information
Manage Civil Rights Information

Certifications & As:
Manage Certification:

Congressional Dist
Manage Recipient's

- e N e

POC and Union Information
Manage Recipient's Points of Contact and Union Information

B

The user will see a grid called ‘Civil Rights Programs’ which displays key information about the

Recipient’s Civil Rights Programs.
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Records ' TrAMS | Recipient Organizations

TrAMS Transit Organization | TRAMS | 9900 =

Summary  Applications/Awards  TrAMS Users Locations  Designated Recipient News EEEIEEYTLH

TrAMS Transit Organization | Civil Rights Programs

Recipient Details

Recipient ID Recipient Name
9900 TrAMS Transit Organization
Civil Rights Programs
Program Name Submission Status Submitted Date Reviewed Date Due Date Expiration Date
Title VI Program Submitted - Reviewed 5/10/2021 5/11/2021 5/10/2024 7/912024
DBE Goal Incomplete N/A N/A N/A N/A
DBE Program Incomplete N/A N/A N/A N/A
EEQ Program Incomplete N/A N/A N/A N/A

CLOSE

The Columns of the grid are as follows:

o Program Name: The four Civil Rights programs will be displayed in the grid: Title VI
Program, DBE Goal, DBE Program, and EEO Program

o Submission Status: The Submission Status shown will have been set either by the
system or manually by the Civil Rights Officer. Refer to ‘Program Submission Statuses’
above.

o Submitted Date: The system automatically displays the date that the Recipient Civil
Rights user submitted a program by submitting a New Submission document

o Reviewed Date: The date that the Civil Rights Officer changed the status to ‘Submitted-
Reviewed with Comments’ or ‘Submitted-Reviewed’

o Due Date: The upcoming Due Date for the specified Program

o Expiration Date: The upcoming Expiration Date of the specified Program

Selecting Plans

2. Onthe grid click on the Program row to be reviewed. Once a Program has been selected, a
series of collapsible headers will appear below the grid.
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Records / TrAMS | Recipient Organizations

TrAMS Transit Organization | TRAMS | 9900

summary  Applications/Awards ~ TrAMS Users  Locations  Designated Recipient  News| [ESECEPXei

TrAMS Transit Organization | Civil Rights Programs

Recipient Details

Recipient ID Recipient Name
9900 TrAMS Transit Organization

Civil Rights Programs

DBE Goal Incomplete
DBE Program Incomplete N/A N/A N/A N/A
EEO Program Incomplete N/A N/A N/A N/A

vTitle VI Program Status History

Status Date 1l User

Submitted - Reviewed 5/11/2021 Jane TrAMS
Submitted 5/10/2021 John TrAMS
Incomplete 11/21/2019 Region3 Region 3

vTitle VI Program Existing Document Details

Document Type Document Name Program Begin and End Dates Date Uploaded 1

Title VI Program Plan New Submission New Title VI Program Plan New Submission 5/10-6/10 5/10/2021
vTitle VI Program Comments

Remark By Comment Remark Date

John TrAMS Users can enter a comment here. 5/10/2021

CLOSE

Program Name Submission Status Submitted Date Reviewed Date Due Date Expiration Date

Title VI Program Submitted - Reviewed 5/10/2021 5/11/2021 5/10/2024 7/9/2024
N/A N/A N/A N/A

Uploaded By

John TrAMS

o The following headers will be displayed
e [Program Name] Status History
e [Program Name] Existing Document Details
e [Program Name] Comments

A Different View for DBE Goal

All Four Programs have matching layouts, collapsible headers and visible fields with the
following exception:

o DBE Goal: An additional “DBE Goals” header is present with DBE goal percentages

vDBE Goals
DBE Race Conscious Goal DBE Race Neutral Goal
22% 5%
Overall Goal
27%
Program Status History
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All changes to a Program’s Status are displayed under the header “Program Status History” with
the default starting from most recent changes to the oldest changes. Status changes are shown
along with the date of the change and the user who made the change.

Recipient Details

Recipient ID Recipient Name
55 TrAMS Transit Qrganization

Civil Rights Programs

Program Name Submission Status Submitted Date Reviewed Date Due Date Expiration Date

DBE Goal Incamnplete NfA MIA NfA MIA

DBE Program Submitted 5/12/2021 MAA HFA HIA

EEQ Program Submitted - Returned for Corrections 5/12/2021 MiA 5/12/2023 7M11/2025
~Title VI Program Status History

Status Date 1 User

Submitted - Reviewed 5M11/2021 Jane TrAM3

Submitted 5M10/2021 John TrAMS

Incomplete 1172172019 Region3 Region 3

~Title VI Program Existing Document Details

Document Type Document Name Program Begin and End Dates Date Uploaded 1 Uploaded By

Title VI Program Plan New Submission New Tide VI Program Plan New Submission 5/10-6/10 5/10/2021 John TrAMS x

~Title VI Program Upload Document

Document Type Program Begin and End Dates

Existing Document Details and Comments

3. Click on any Document link to download the attached document.

v DBE Goal Existing Document Details

Document Type Document Name Program Begin and End Dates Date Uploaded | Uploaded By
DBE Goal Other Documentation Sample Other Documentation N/A 7/123/2021 Civil Rights1 MTA
DBE Goal New Submission Sample New Submission N/A 7/23/2021 Civil Rights1 MTA

~DBE Goal Comments

Remark By Comment Remark Date
Civil Rights1 MTA Sample Comments Sample Comments, 7/23/12021
Civil Rights1 MTA Sample Comments Sample Comments Sample Comments. 712312021
CLOSE
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Users can review comments added to a Program by scrolling down to the “[Program Name]

Comments” header.

Document Type
DBE Goal Other Documentation

DBE Goal New Submission
vDBE Goal Comments

Remark By

+vDBE Goal Existing Document Details

Document Name Program Begin and End Dates
Sample Other Documentation N/A

Sample New Submission N/A

Comment

Civil Rights1 MTA

Civil Rights1 MTA

Sample Comments Sample Comments.

Sample Comments Sample Comments Sample Comments.

CLOSE

Date Uploaded
7/23/2021

7/23/2021

| Uploaded By
Civil Rights1 MTA.

Civil Rights1 MTA

Remark Date
7/23/2021

712372021

4.45.2 Update

Which user roles can make updates via this Related Action?

e Recipient Civil Rights user

The Civil Rights Information Related Action can be used to manage and make updates to a
Recipient’s Civil Rights Program Plans, change their statuses, uploaded documents and comment.

Civil Rights Programs Grid

1. Navigate to the Related Actions tab of a Recipient Record and click the ‘Civil Rights Information’

link.

Records  TrAMS | Recipient Organizations

Recipient Documents
Manage Recipient Documents

TrAMS Transit Organization | TRAMS | 9900

Summary  Applications/Awards  TrAMS

sers Locations Designated Recipient News

Related Actions

Civil Rights Information
Manage Civil Rights Information

Certifications & Assurances

Congressional Districts

N e W e e

POC and Union Information

Manage Certifications and Assurances

Manage Recipient's Congressional Districts

Manage Recipient’s Points of Contact and Union Information
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The user will see a grid called ‘Civil Rights Programs’ which displays key information about the
Recipient’s Civil Rights Programs.

Records * TrAMS | Recipient Organizations

TrAMS Transit Organization | TRAMS | 9900 =

Summary  Applications/Awards ~ TrAMS Users Locations  Designated Recipient News EEEEIEEYTLH

TrAMS Transit Organization | Civil Rights Programs

Recipient Details

Recipient ID Recipient Name
9900 TrAMS Transit Organization
Civil Rights Programs
Program Name Submission Status Submitted Date Reviewed Date Due Date Expiration Date
Title VI Program Submitted - Reviewed 5/10/2021 5/11/2021 5/10/2024 71912024
DBE Goal Incomplete N/A N/A N/A N/A
DBE Program Incomplete N/A N/A N/A N/A
EEO Program Incomplete N/A N/A N/A N/A

CLOSE

O
O

The Columns of the grid are as follows:

Program Name: The four Civil Rights programs will be displayed in the grid: Title VI
Program, DBE Goal, DBE Program, and EEO Program

Submission Status: The Submission Status shown will have been set either by the
system or manually by the Civil Rights Officer. Refer to ‘Program Submission Statuses’
above.

Submitted Date: The system automatically displays the date that the Recipient Civil
Rights user submitted a program by submitting a New Submission document
Reviewed Date: The system automatically displays the date that the Civil Rights Officer
reviewed the submitted program — the date that the Civil Rights Officer changed the
status to ‘Submitted-Reviewed with Comments’ or ‘Submitted-Reviewed’

Due Date: The upcoming Due Date for the specified Program

Expiration Date: The upcoming Expiration Date of the specified Program

Selecting Plans

2. Onthe grid click on the Program row to be updated. Once a Program has been selected, a series
of collapsible headers will appear below the grid.

Unclassified —

Information in this document is proprietary to FTA Page 119

For Official Use Only




Federal Transit Administration
TrAMS User Guide - Recipient

Civil Rights Programs

Program Name Submission Status Submitted Date Reviewed Date Due Date Expiration Date
Title VI Program Submitted - Reviewed 5/10/2021 5/11/2021 5/10/2024 7/9/2024
DBE Goal ncomplete N/A N/A N/A N/A

Incomplete ‘ N/A ‘ N/A ‘ N/A | nia
EEO Program Incomplete N/A N/A N/A N/A

vDBE Program Status History

Status Date 1 User

Incomplete 1112172019 Region3 Region 3
vDBE Program Existing Document Details

Document Type Document Name Program Begin and End Dates Date Uploaded 1 Uploaded By

No items available

vDBE Program Upload Document

Document Type Program Begin and End Dates

Document Name Civil Rights Document

uporo [y

vDBE Program Comments

Civil Rights Program Comments

Remark By Comment Remark Date |

No items available

‘ CLOSE ‘

o The following headers will be displayed
= [Program Name] Status History
= [Program Name] Existing Document Details
= [Program Name] Upload Document
= [Program Name] Comments

A Different View for DBE Goal

o All four Programs have matching layouts, collapsible headers and visible fields with the
following exception:
= DBE Goal: An additional “DBE Goals” header is present with DBE goal
percentages
e These fields are not editable
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vDBE Goals
DBE Race Conscious Goal DBE Race Neutral Goal
22% 5%

Overall Goal

27%

Program Status History

All changes to a Program’s Status are displayed under the header “Program Status History”
with the default starting from most recent changes to the oldest changes. Status changes are
shown along with the date of the change and the user who made the change.

Records / TrAMS | Recipient Organizations

TrAMS Transit Organization | TRAMS | 9900

Summary  Applications/Awards ~ TrAMS Users  Locations  Designated Recipient  News [EESECSPNeS

TrAMS Transit Organization | Civil Rights Programs

Recipient Details

Recipient ID Recipient Name
93900 TrAMS Transit Organization

Civil Rights Programs
Program Name Submission Status Submitted Date Reviewed Date Due Date Expiration Date
Title VI Program Submitted - Reviewed 5/10/2021 5/11/2021 5/10/2024 719/2024
DBE Goal Incomplete N/

EEO Program Incomplete !

A N/A N/A N/A
PSR A S0zt
N/A N/A N/A N/A

~DBE Program Status History

Status Date 1l User
Submitted 5/12/2021 John TrAMS
Incomplete 11/21/2019 Region3 Region 3

vDBE Program Existing Document Details

vDBE Program Comments

Remark By Comment Remark Date

John TrAMS Optional Comment for the DBE Program 5/12/2021

CLOSE

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

DBE Program Plan New Submission DBE Program Plan New Submission Document Name 5/12-6/12 5/12/2021 John TrAMS

Note: Email notifications are sent to the Recipients when the Submission Status is updated to one of

the following statuses by an FTA Civil Rights Officer: Submitted — Returned for Corrections,
Submitted — Reviewed with Comments, Submitted — Reviewed, Expired
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Existing Document Details, Upload Document and Comments

3. To upload a document,

= Select a document type from the Document Type drop down. The user will be presented
with various options for selection. Refer to Document Type Logic for detailed
information about how Document Type selection affects Program Status and key dates
for the Program.

= Enter a desired name in the Document Name field. This is a required field.

=  Enter the Program Begin and End Dates in the Program Begin and End Dates Field.

= Click on the Upload button to choose a document to be uploaded from the desired
location.

vTitle VI Program Upload Document

Documen € Type Program Begin and End Dates

Document Name Civil Rights Document

urtoap | [

vTitle VI Program Comments

Civil Rights Program Comments

Remark By Comment Remark Date 1

John TrAMS Users can enter a comment here. 5/10/202

CLOSE

4. Depending on the Document Type selected by the Recipient Civil Rights user, the button will
either say “Save” or “Submit”. Refer to Upload Document Types above for more detailed. Click
on the SAVE button to save the program. Alternately click on the SUBMIT button to submit the
program to FTA.

Remark By Comment Remark Date 1

John TraMS Users can enter 8 comment here. 5/10/2021

—
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~vEEO Program Upload Document

Document Type * Program Begin and End Dates
EEO Program Plan Corrections - 5/20 - 6/20
Document Name Civil Rights Document *
test Civil Rights Program Upload Document
PNG -22.99KB

~EEO Program Comments

Civil Rights Program Comments

Taking the Submit Screenshof

Remark By Comment Remark Date 1

John TrAMS Optional Comment Field 5/12/2021

CLOSE SUBMIT

5. A confirmation screen will be displayed and the button verbiage will be also reflected on the
confirmation page. Click on the “YES” button to confirm.

Are you sure you want tormatiun for the EEO Program?

NO YES

Are you sure you want (formatlon for the EEO
Program?

NO

6. Click on the “Close” button to exit out of the Civil Rights module and come back to the Related
Actions of the Recipient Organization.
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Remark By Comment Remark Date

John TrAMS Optional Comment Field 5/12/2021

CLOSE

4.4.6 DBE Reporting

This section shows the start to finish workflow of Disadvantaged Business Enterprise Reports, explains
what the report entails, distinguishes between the Record and Reports tab versions, and shows how
Civil Rights users can make changes to the DBE Report.

4.4.6.1 Overview

A Semiannual DBE report must be completed and submitted by recipient organizations with a DBE goal.
The DBE reports are launched for recipients that have an Active status in TrAMS and a DBE Goal
program in a status other than “N/A”, or “Incomplete”. Recipients submits semiannual reports to report
on activities in the DOT’s Disadvantaged Business Enterprise (DBE) program. DBE Reports are completed
and submitted by the recipient twice a year: June 1% and December 1%. TrAMS will launch a report and
send email reminder on April 1°* and October 1%, Recipients will have 60 days to complete and submit
their DBE Report. Once Recipients have submitted the report for review, the FTA Office of Civil Rights
reviews the reports.

4.4.6.1.1 Access
There are two locations where TrAMS users can view the DBE report:

e  “Disadvantaged Business Enterprise (DBE) Reports” under Records
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WELCOME

Q sear

Detalls

9900 - 12/1/2021 -

o

9900 - 12/1/2021 -

°

9900 - 12/1/2021 -

o

Records Per Page
501100] 150/ 200|250

TrAMS 2

RECORDS

Applications / Awards

Disadvantaged Business Enterprise (DBE)

SEARCH  FISCALYEAR

Recipient Id Reciplent Name
3500 Transitcenter, Inc
9900 Transitcenter, Inc.
9900 Transitcenter, Inc.

Projects

Cost Center

78300

78300

78300

Fiscal vear

2021

2021

2020

Recipient Organizations

DUEDATE .

Original submitted Date
N/A
N/A

NFA

v sTATUS
version Due Date
0 121172021
0 121172021
0 12A1/2021

» Disadvantaged Business Enterprise (DBE)
Reports

-

@Trams website {JHelp Page

status Modified By Submitted
New/Draft e
MNew/Draft (-]
New/Draft L]

A

WELCOME

O O O

©)

Available through the Records tab
Available to all TrAMS users
Export to Excel is available
Complete or Correct DBE Reports

o  “Disadvantaged Business Enterprise (DBE) Semi-Annual Uniform Report” under Reports

O Yerm—

TrAMS 2

|# Reports

|~ Disadvantaged Business Enterprise (DBE) Semi-
Annual Uniform Report @

Excel Reports

[ Application Budget by ALI Report @

|+ Disbursement Report ®
|~ MPR Details @

|« Recipient POC Details @

RA

Budget Report ®

Application by Status Report @

[#] Discretionary Allocation Detail Report @

[#] FFR Detail Report @

Static Reports

mFY 2022

mFY 2021

= FY 2020

mFY 2019

mFY 2018

mFY 2017

mFY 2016

Q@TrAMS Website (IHelp Page

o
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Available through the Reports tab
Available to Recipient users
More filters than the “Disadvantaged Business Enterprise (DBE) Reports” available to the
users

Export to Excel is available
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4.46.1.2 Elements of the DBE Report

Which user roles have access to this Action?

e All TrAMS users may view the Report
e Only Recipient Civil Rights user may edit the Report

The “Uniform Report of DBE Awards or Commitments and Payments Form” summary page displays the
following information:
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Records / TrAMS | Disadvantaged Business Enterprise (DBE) Reports

News  Related Actions
Recipient Summary

Recipient ID
>Current Active Awards
+DBE Uniform Report Summary
Semiannual
2020

Report Type
Report Fiscal Year

Report Due Date December 1

Version 0
Triennial DBE Goals
Triennial DBE
Race Conscious
Race Neutral

Overall Goal (3)

Awards/Commitments Made During This Reporting Period:

A. Total Dollars
(Al Types)

B. Total Number
(Al Types)

8. Prime Contracts
Awarded /
Committed This
Period

$0 (1]

9. Sub Contracts
Awarded /
Committed This
Period

$0 o]

10. Total

ards/ By Ethnicity & Gender:

A. Total to DBE (dollar) -

Women
11. Black American $0 $0
12. Hispanic American 50 50
13. Native American 30 30
14. Asian-Pacific American $0 $0
l,,in::f;‘mlmem Asian 0 0
16. Non-Minerity $0 30
17. TOTAL $0 $0

Section C: Payments on Ongoing Contracts

A. Total Number of
Contracts

18. Prime and sub

contracts currently in 0 $0
progress

A. Number of Prime Contracts

Completed
19. Race Conscious o
20. Race Neutral 0
21. Total 0

Status Log
Previous Status New Status

New/Draft

DBE Report Remarks

Remark Link

C. Total to DBEs

B. Total to DBE (dollar) -
len

Section A: Awards and Commitments Made During This Period

D. Total to DBEs

$0 4]

$0 (4]

$0

$0

$0

$0

$0

$0

$0

C. Total Number of

8. Total Dollars Contracts with DBEs

B. Total Dollar Value of
Completed Prime Contracts

Change Date

. Total to DBE (dollar)

Recipient Name

Report Status

Last Updated By
Last Updated Date
Submitted Date

Goal (%)

E. Total Dollars to
DBEs/Race

Conscious Conscious

$0

Section B: Breakdown by Ethnicity & Gender of Contracts Awarded to DBEs This Period

Women

o

o

Firms

%0

Section D: Actual Payments on Contracts Completed This Reporting Period

C. DBE Participation Needed to
Meet Goals (Dollars)

$0

10/1/2020 3:01 AM EDT

Remarked by

New/Draft

F. Total Number
to DBEs/Race

D. Total to DBE (number) -

D. Total Payments to DBE

Dec 1, 2020 Uniform Report of DBE Awards or Commitments and Payments Form

G. Total Dollars
to DBEs/Race
Neutral

30

Men

E. Total Number of DBE
Firms Paid

D. Total DBE Participation
Dollars

30

0

Changed By

Appian Administrator

Remarked Date

No items available

H. Total Number
to DBEs/ Race
Neutral

E. Total to DBE (number) -

‘ COMPLETE DBE REPORT

I. % of Total to
DBEs

F. Total to DBE (number)

F. Percent to DBEs

E. Percentage of Total DBE
Participation Dollars

0%
0%

0%
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e Recipient Summary:

& a
MY WORK (30) REPORTS

WELCOME

Dec 1, 2020 Uniform Report of DBE Awards or Commitments and Payments Form

Recipient Summary

Recipient 1D Recipient Name
>Current Active Awards
~DBE Uniform Report Summary

Report Type Semiannua Report Status  New/Draft

Repart Fiscal Year 2020

Version 0

Report Due Date December

Last Updated By /A

Last Updated Date N/A

Submitted Date MN/A

O
O

Recipient ID: 4-digit system identifier for recipient organization/applicant
Recipient Name: Legal Business Name for recipient organization/applicant

e Current Active Awards: This collapsible section displays all active Awards associated to the
Recipient Organization

- ~ -

WELCOME MY WORK (30) REPORTS

Dec 1, 2020 Uniform Report of DBE Awards or Commitments and Payments Form

Recipient Summary

Recipient 1D Recipient Name

>Current Active Awards

~DBE Uniform Report Summary
Report Type Semiannual Report Status Mew/Draft

Report Fiscal Year Last Updated By /A

Report Due Date December Last Updated Date N/A

Version 0 Submitted Date N/A

e DBE Uniform Report Summary

&

WELCOME MY WORK (30) REPORTS

Dec 1, 2020 Uniform Report of DBE Awards or Commitments and Payments Form

Recipient Summary
Recipient 1D Recipient Name
>Current Active Awards

I:DBE Uniform Report Summary

Report Type

wal Report Status New/Draft
Report Fiscal Year 2020 Last Updated By /A

Report Due Date December Last Updated Date N/A

Version 0 Submitted Date MN/A

Report Type: This will display which report type the DBE report uses
Report Fiscal Year: This will display the Fiscal Year of the DBE report
Report Due Date: This will display the Due Date of the DBE report
Version: This will display the version of the DBE report
Report Status: This will display the status of the DBE report
Last Updated By: This will display the user who updated the report last
Last Updated Date: This will display the date of latest update

o Submitted Date: This will display the submitted date of the DBE report
e Triennial DBE Goals

O O O O O O O
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Triennial DBE Goals

Triennial DBE Goal (%)

Race Conscious

overall Goal (%)

o Race Conscious

o Race Neutral

o Overall Goal (%): The sum of the Race Conscious and Race Neutral percentage
e Section A: Awards and Commitments Made During This Period

Section A: Awards and Commitments Made During This Period |

Awards/Commitments Made During This Reporting Period:

A, Total Dollars (All B. Total Number (All E. Total Dollars to F. Total Number to G. Total Dollars to H. Total Number to
1] s Total #) . 1]
Types) Types) € Totalto DEES (%) e DBEs/Race Conscious  DBES/Race Conscious  DBEs/Race Neutral DBES/ Race Neutral |- % of Total to DBES
30 o 30 0 $0 0 0
This Peri
9. 5ub Contrads
/ Committed 30 o 30 o $0 [] $0 o 0%

This Period
10. Total 50 i 0 [} $0 o 0%

Section B: Breakdown by Ethnicity & Gender of Contracts Awarded to DBEs This Period

Awards/Commitments Breakdown By Ethnicity & Gender:

A. Total to DBE (dollar) - Women B. Total to DBE (dollar) - Men €. Total to DBE (dollar) D. Total to DBE (number} - Women  E. Total to DBE (number) - Men F. Total to DBE (number)
11. Black American 0 $0 $0 0 0 0
12. Hispanic American 50 0 0 0 0 0
13, Native American 0 0 0 0 0 a
14, Aslan-Pacific American 50 0 0 0 0 a
15. Subcontinent Asian American 50 $0 $0 0 0 o
6. Non-Minority 50 50 50 0 0 0
7. TOTAL 50 $0 50 0 0 0

e Section B: Breakdown by Ethnicity & Gender of Contracts Awarded to DBEs This Period

Section A: Awards and Commitments Made During This Period

Awards/Commitments Made During This Reporting Period:

A, Total Dollars (All B. Total Number (All E. Total Dollars to F. Total Number to G. Total Dollars to H. Total Number to
1] s Total #) . 1]
Types) Types) € Totalto DEES (%) e DBEs/Race Conscious  DBES/Race Conscious  DBEs/Race Neutral DBES/ Race Neutral |- % of Total to DBES
30 o 30 0 $0 0 0
b Contracts
/ Committed 30 o 30 o $0 [] $0 o 0%

This Period
10. Total 50 i 0 [} $0 o 0%

Section B: Breakdown by Ethnicity & Gender of Contracts Awarded to DBEs This Period

Awards/Commitments Breakdown By Ethnicity & Gender:

A. Total to DBE (dollar) - Women B. Total to DBE (dollar) - Men €. Total to DBE (dollar) D. Total to DBE (number} - Women  E. Total to DBE (number) - Men F. Total to DBE (number)
11. Black American 0 $0 $0 0 0 0
2. Hispanic American 50 0 0 0 0 0
13, Native American 0 0 0 0 0 a
14, Aslan-Pacific American 50 0 0 0 0 a
15. Subcontinent Asian American 50 $0 $0 0 0 o
6. Non-Minority 50 50 50 0 0 0
7. TOTAL 50 $0 50 0 0 0

e Section C: Payments on Ongoing Contracts
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| Section C: Payments on Ongoing Contracts |

A. Total Number of Contracts B. Total Dollars (DBTE'Z"" Number of Contracts with 1, .01 payments to DBE Firms E. Total Number of DBE Firms Paid  F. Percent to DBES

0 50 0 s o o

Section D: Actual Payments on Contracts Completed This Reporting Period

A Number of Prime Contracts Completed B+ 1018l Dollar Value of Completed Prime  C. DBE Participation Needed to MeetGoals | o o Participation Dallars E. Percentage of Total DBE Participation

Contracts (Dollars) Dollars
9. Race Constious 0 50 30 $0 o
20. Race Neutral 0 50 50 ]
21, Total 0 50 s0 0%
Status Log
Previous Status New Status Change Date Changed By
New/Draft 100 01 AM EDT Appian Administrator
DBE Report Remarks
Remark Link Remarked by Remarked Date
e Section D: Actual Payments on Contracts Completed This Reporting Period
Section C: Payments on Ongoing Contracts
A. Total Number of Contracts B. Total Dollars (DBTE'Z"" Number of Contracts with 1, .01 payments to DBE Firms E. Total Number of DBE Firms Paid  F. Percent to DBES
< and sub contracts currently “ R o . .

Section D: Actual Payments on Contracts Completed This Reporting Period

A Number of Prime Contracts Completed B Tt Dollar Value of Completed Prime  C. DBE Participation Needed to Meet Goals o+ noc barticipation Dolars E. Percentage of Total DBE Participation

Contracts (Dollars) Dollars

9. Race Constious 0 50 30 $0 o

20. Race Neutral 0 50 $0 0

21. Total [} 50 $0 0%
Status Log

Previous Status New status Change Date Changed By

Newy/Draft 10114 01 AM EDT Appian Administrator

DBE Report Remarks

Remark Link Remarked by Remarked Date

e Status Log

Previous Status New Status Change Date Changed By

New/Draft 0r

01 AM EDT

DBE Report Remarks

Remark Link Remarked by Remarked Date

s avallable

o Previous Status: This column displays the status before the new status
o New Status: This column displays the status changed from the previous status
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o Change Date: This column displays the date of the update
o Changed By: This column displays the user who made the change
e DBE Report Remarks: Displays the Remark Link to view added

Status Log

Previous Status New Status Change Date Changed By

New/Draft 0/1/2020 3:01 AM EDT Appian Administrator
DBE Report Remarks

Remark Link Remarked by Remarked Date

e Remark Link: This will display the link to view the comment
e Remarked by: This will display the user who made the comment
o Remarked Date: This will display the date of when the comment was added

4.4.6.2 Disadvantaged Business Enterprise (DBE) Semi-Annual Uniform Report

4.4.6.2.1 DBE Semi-Annual Uniform Report for Recipient

This section shows the DBE report view that is available only to Recipient Civil Rights users. The
information displayed on this report is identical to the Records DBE report, however, additional filters
are available to narrow down the data.

Which user roles have access to this Action?

e Recipient Civil Rights users

1. To access the Disadvantaged Business Enterprise (DBE) Semi-Annual Uniform Report, navigate
to the Report tab and click on the “Disadvantaged Business Enterprise (DBE) Semi-Annual
Uniform Report” link
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WELCOME

YR ———

Q@TrAMS Website {JHelp Page

|~ Reports Excel Reports Static Reports
m FY 2022

|+~ Disadvantaged Business Enterprise (DBE) Semi- [{) Application Budget by ALI Report @ Y 2021

Annual Uniform Report @  FY 2020
[{) Application Budget Report ®

|~ Disbursement Report @ mFY 2019
[#] Application by Status Report &

1 MPR Details & 2o
[l Discretionary Allocation Detail Report ® mFY 2017

|~ Recipient POC Details @
[ FFR Detail Report @ = FY 2016

2. The filters will be blank except for the Fiscal Year dropdown which will be defaulted to current
Fiscal Year. The Recipient Civil Rights user will only see the Recipient Organization that they are
a part of.

3. Use filters as necessary to view specific DBE Reports. Click on the “View” link to view that DBE
Report. The selected DBE Report will be displayed below the grid.

WELCOME

| Disadvantaged Business Enterprise (DBE) Semi-Annual Uniform Report|
Recipient Status Recipient Status @
9900 - Sefer i - aCE @ Sl -
Report Type Due Date Flscal Year
ort Type hd Select a Due Dat hd 2021 o~
Clear Filters Reports prior to fiscal year 2016 cannot be modified
Submitted Reciplent ID  Reciplent Name Cost Center Fiscal Year Report Type Submitted Date Version Report Due Date  Status Last Updated By Detalls
@ 9500 Transitcenter, Inc. 78300 201 Project Goal N/A o 127172021 New/Draft N/A View
-] 9900  Transitcenter, Inc. 78300 2021 semiannual NiA o 12/1/2021  New/Draft N/A View
Information in this document is proprietary to FTA Page 132
Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

TrAMS | Disadvantaged Business Enterprise (DBE) Semi-Annual Uniform Report
Recipient Status Recipient Status @

Clear Filters Due Date Fiscal Year

- 2021, 2020 -

Reports prier to fiscal year 2016 cannot be modified

Submitted Recipient ID  Recipient Name Cost Center Fiscal Year Submitted Date Report Due Date  Status Last Updated By Details
(-] 2020 N/A 6/1/2021  New/Draft N/A View
@ 2021 N/A 6/1/2021  New/Draft N/A View
(-] 2020 N/A 12/1/2020  New/Draft N/A View
[ ] 2020 5/17/2021 6/1/2020  Approved tcr.dbeapprovers View

VIEW/PRINT

View 2020 Semiannual DBE Report for MTA

Recipient ID Recipient Name
>Current Active Awards
+DBE Uniform Report Summary
Report Type Semiannual Report Status New/Draft
Report Fiscal Year 2020 Last Updated By N/A
Report Due Date June 1 Last Updated Date N/A
Version 0 Submitted Date N/A

Triennial DBE Goals

Triennial DBE Goal ()
Race Conscious
Race Neutral

Overall Goal (3)

Prime Contracts and Subcontracts Awarded

Awards/Commitments Made During This Reporting Period:

E.Total Dollarsta  F. Total Number G. Total Dollarsto  H.Total Number
A. Total Dollars B. Total Number C. Total to DBEs D. Total to DBEs DBEs/Race to DBES/Race DBEs/Race to DBES/ Race 1. % of Total to
(All Types) (All Types) (s) #) DBEs

Conscious Conscious Neutral Neutral

8. Prime Contracts
Awarded /
Committed This
Period

9. 5ub Contracts
Awarded /
Committed This
Period

10. Total $0 0 30 0 $0 0 0%
DBE Awards/Commitments This Period - Breakdown by Ethnicity & Gender

Awards/Commitments Breakdown By Ethnicity & Gender:

A. Total to DBE (dollar) - B. Total to DBE (dollar) - C. Total to DBE (dollar) D. Total to DBE (number) - E. Total to DBE (number) - F. Total to DBE (number)
Women Men Women Men
11. Black American 50 50 50 0 o o

4.4.6.3 Disadvantaged Business Enterprise (DBE) Reports

4.4.6.3.1 Accessing viathe Records Tab
Which user roles have access to this Report?

e All TrAMS users
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1. From the Records tab, click on the ‘Disadvantaged Business Enterprise (DBE) Reports’ Record

Y Fodtora Transt homivotien
RECORDS
@Trams website {"Help Page
s ]
Projects Recipient Organizations Disadvantaged Business Enterprise (DBE)
Reports
Application/ Award
Q sea s (Recipie SEARCH  APPLICATIONSTATUS /i - & T- oz
Application Temporary Application Reclplent Reglon /
Number Application Name Number Application Status i Reciplent Name Office Last Modified Date | Action
§ X # View-Print Application
VA-2020-004-02 User Guide Test 9900-2020-7 Active Award / Ready for 9900 TrAMS Transit Region 3 N/222020313PM g oplication Documents
Closeout Organization EST
¥ Application Details
% View-Print Application
TrAMS Transit 11/22/2021 3:07 PM
VA-2020-004-01 User Guide Test 9900-2020-7 Active (Executed) 9900 Region 3 # Application Documents
Organization EST
% Application Details
Tiror2021 11:01 a7 View-Print Application
9900-2022-2 Test - TOM-12330 9900.2022.2 Initial Review / Concurrence 9900 Transitcenter, Inc. Region 3 ot : # Application Documents
% Application Details
B % View-Print Application
NY-2022.001-00 Test 9900-2021-10 FAIN Assigned / Ready for 9900 TrAMS Transit Region 3 TV9R0Z1IBSTAM o sbplication Documents
Submission Organization EST PR mooon

2. The “TrAMS | Disadvantaged Business Enterprise (DBE) Reports” page will be displayed

RECORDS
@TraMs website {Help Page
Ty
TrAMS =
e s e e IR
= m
Applications / Awards Projects Recipient Organizations > Disadvantaged Business Enterprise (DBE)
Reports
Disadvantaged Business Enterprise (DBE)
Q sear MS Disadvantaged ¢ £S5 § SEARCH  FISCALYEAR ~  DUEDATE A > STATUS ¥ * & T~
Details Recipient Id Recipient Name Cost Center Fiscal vear Original submitted Date version Due Date 1 status Modified BY Submitted
9900 - 12/1/2021 -0 9900 Transitcenter, Inc 78300 2021 NIA [ 12172021 New/Draft -]
9900 - 12/1/2021 -0 9900 Transitcenter, Inc 78300 2021 NIA o 12172021 New/Draft ]
9900 - 12/1/2021 -0 9900 Transitcenter, Inc 78300 2020 NIA 0 12/1/2021 New/Draft L]
Records Per Page
50]100]150| 200|250
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(A

o/

4.4.6.3.2 Related Actions

This section show the related actions associated with the DBE report. There are three different related
actions available to the different Civil Rights users throughout the lifecycle of the DBE report. They are
as follows:

e Complete DBE Report: Allows the Recipient Civil Rights User to start the reporting
process.

e Correct DBE Report: Allows the Recipient Civil Rights user make corrections when either
the Civil Rights Officer or the DBE Approver has returned the DBE Report to the Recipient.

e Amend DBE Report: Allows the DBE Approver to amend a DBE Report once the report is
approved

4.4.6.3.2.1 Related Action: Complete DBE Report
Which user roles have access to this Action?
e Recipient Civil Rights users

The Complete DBE Report related action is only available to the Recipient Civil Rights user, while the
status of the DBE Report is in “New/Draft” status.

1. Login as a Recipient Civil Rights user and navigate to the “Disadvantaged Business Enterprise
(DBE) Reports” from the “Record” tab

@ 1 =

WELCOME MY WORK (12) RECORDS

@Trams website (Help Page

TrAMS 2

E] E m L
Applications / Awards Projects Recipient Organizations ©» Disadvantaged Business Enterprise (DBE)
Reports

Disadvantaged Business Enterprise (DBE)

Q sear ged £ SEARCH  FISCALYEAR ~  DUEDATE > STATUS ¥ - & Y- 2z

Detalls Recipient Id Reciplent Name Cost Center Fiscal vear Original submitted Date Version Due Date

-

Status Modified By Submitted

9900 - 12/1/2021 -0 9900 78300 2021 NiA 0 124172021 New/Draft C

9900 - 12/1/2021 -0 5900 78300 2021 NiA 0 12012021 New/Draft ]

9900 - 12/1/2021 - 0 9900 78300 2020 N/A o 12112021 New/Draft -]

Records Per Page

50]100]150| 200|250
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2. On the “Details” column, click on the link to complete the DBE report

@ 1 =

WELCOME MY WORK (12) RECORDS

@Trams website (Help Page

E m
Applications / Awards Projects Recipient Organizations ©» Disadvantaged Business Enterprise (DBE)
Reports
Disadvantaged Business Enterprise (DBE)

Q sear MS D sged F SEARCH  FISCALYEAR y ~*  DUEDATE A > STATUS - & Y- 2z
Detalls Recipient Id Reciplent Name Cost Center Fiscal vear Original submitted Date version Due Date 1 status Modified By Submitted
9900 - 12/1/2021 - 0 9900 ] 78300 2021 NiA [ 121142021 New/Draft e
9900 - 12/1/2021 - 0 9900 _ 78300 2021 NiA o 12/1/2021 New/Draft )
9900 - 12/1/2021 - 0 9900 _ 78300 2020 NiA 0 12/1/2021 New/Draft )

Records Per Page
50]100]150| 200|250

3. Click on the “Complete DBE Report” button on the top right of the corner or click on the Related

Actions tab and then and click on the “Complete DBE Report” to proceed to completing the DBE
Report

%

WELCOME MY WORK (12] RECORDS REPORTS

Dec 1, 2021 Uniform Report of DBE Awards or Commitments and Payments Form

Recipient Summary

Recipient ID 5300 Recipient Name _

»Current Active Awards

~vDBE Uniform Report Summary

Report Type Semiannual Report Status New/Draft
Report Fiscal Year 2021 Last Updated By N/A
Report Due Date December 1 Last Updated Date N/A
Version 0 Submitted Date N/A

Triennial DBE Goals

Triennial DBE Goal (%)

Race Conscious

Race Neutral

4. Recipient Civil Rights user can now edit the DBE Report. Complete editing Sections A through
Section D, and provide a comment in the required Recipient Remarks field. Click on the “Submit
to FTA Region” to Submit DBE Report to the Civil Rights Officer.
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Records | TrAMS | Disadvantaged Business Enterprise (DBE) Reports

summary  News [

Recipient Summary
Recipient ID
>Current Active Awards
v DBE Uniform Report Summary
Report Type Semiannual
Report Fiscal Year 2020
Report Due Date June 1
Version ©

Triennial DBE Goals
Triennial DBE
Race Conscious
Race Neutral

Overall Goal (%)

Awards/Commitments Made During This Reporting Period:

A Total Dollars
(Al Types)

B, Total Number
(All Types)

8. Prime
Cantracts
Awvarded !
Cammitted This
Period

$100 100

9. S Cantracts
Awarded 1
Committed This
period

10. Total

Section B: Breakdown by Eth

Awards/Commitments Breakdown By Ethnicity & Gender:

A Total ta DBE (dollar) -

Women Men
11. Black American 0 0
12. Hispanic Amer 0 s0
13. Native American 0 £
14 Agian-Pacific American  $0 £
;\ I:.“ :::nar\mcn[ asian P o
16. Non-Minority 80

17. TOTAL $0 0

Section C: Payments on Ongoing Contracts

A Total Number of
Contracts

racts currently in 5 $500
progress

. Total ta DBEs

8. Total to DBE (dollar)

Recipiant Name

Report Status.
Last Updated By
Last Updated Date
Submitted Date

Goal (3)

Section A: Awards and Commitments Made During This Period

Jun 1, 2020 Uniform Report of DBE Awards or Commitments and Payments Form

New/Draft
NAA
NAA
NeA

E.TotalDollars  F.Total Number  G.Total Dollars  H.Total Number
D.Totalto DBES ) ppEc/Race toDBEwRace  toDBEsRace  toDBEs/Race oo 109 1°
) DBES
Conscious Conscious Meutral Neutral
0 0 s 0 0%
50 0 5 o 50 0 0%
50 o %0 o ™ o 0%

y & Gender of Contracts Awarded to DBEs This Period

€ Total to DBE (dollan D. Total to DBE (number)  E. Total to DBE {number) -
- Women Men
50 0 0
50 0 0
50 0 0
0 0 0
$0 0 0
50 0 0
0 0 o

€. Total Number of D. Total
Contracts with DBEs. Firms

B. Total Dollars

Section D: Actual Payments on Contracts Completed This Reporting Period

E. Total Number of DBE
Firms Paid

Payments ta DBE

F. Total to DBE {number)

F. Percent to DBES.

false, s, or fraudulent informa oy subject them to crimin.

Upload Document(s)

Upload Supporting Document

veLos [}

LIS provid
o

fian submited to [TA, i any, c
s e 18,

fythat e
& per an

SAVE | VIEW/PRINT

A Number of Prime Contracts B, Total Dollar Value of C. DBE Participation Meeded D. Total DBE Participation E. Percentage of Total DBE
Completed Completed Prime Contracts  to hieet Goals (Dollars) Dollars articipation Dollars
19. Race Conscious 5 $500 50 $0 0%
20. Race Neutral o $0 30 0%
21.Total 5 4500 $0 0.00%
Status Log
Previous Status New Status Change Date Changed By
New/Draft AN72020 3:01 AM EDT Appian Administrator
DBE Report Remarks
Remark Link Remarked by Remarked Date
No itenms available
Recipient Remarks *
Required Recipient Remarks field.
5 report 1 SUBMITTed t F1A, The submimer and the. iR, CAMPIEte, AN AT T e bast 0T helf knowleage. They are aware that any

SUBMITTO FTA REGION
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5. Click on the “Close” button on the Confirmation page. The next action is now with the Civil
Rights Officer.

Disadvantaged Business Enterprise (DBE) Reports

J‘l;m&1, 2020 Uniform Report of DBE Awards or Commitments and Payments Form

Summary  News [EREEIEETalLE

|

DBE Report | Confirmation

Confirmation
The 2020 Semiannual DBE Report for has been submitted.

Please click the Close button to complete your action,

4.4.6.3.2.2 Related Action: Correct DBE Report
Which user roles have access to this Action?
e Recipient Civil Rights users

The “Correct DBE Report” related action is only available to the Recipient Civil Rights user, while the
status of the DBE Report is “Incorrect/Incomplete”. The “Correct DBE Report” related action is available
when either the Civil Rights Officer or the DBE Approver returns the DBE Report by clicking on the
“Return to Recipient” button on the DBE Summary Page.

The “Correct DBE Report” related action is available to the Recipient Civil Rights user when the Civil
Rights Officer clicks on the “Return to Recipient” button.

Status Log
Previous Status New Status Change Date Changed By
New/Draft Ready for Regional Review 5/17/2021 11:50 AM EDT Civil Rights1 MTA
New/Draft 4/1/2020 3:01 AM EDT Appian Administrator
DBE Report Remarks
Recipient Remarks
Remark Link Remarked by Remarked Date
Recipient Remarks Civil Rights1 MTA 5/17/2021 11:50 AM EDT

Regional FTA Remarks*

SAVE ‘ VIEW/PRINT ‘ RETURN TO RECIPIENT | SUBMIT TO FTAHQ
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The “Correct DBE Report” related action is available to the Recipient Civil Rights user when DBE

Approver clicks on the “Return to Recipient” button.

Status Log
Previous Status
Ready for Regional Review

New/Draft

DBE Report Remarks

Recipient Remarks

Remark Link
Recipient Remarks
Regional FTA Remarks
Remark Link
Regional FTA Remarks

HQ FTA Remark *

Required HQ FTA Remark ﬁeldl

New Status
Ready for HQ Review
Ready for Regional Review

New/Draft

Remarked by

Civil Rights1 MTA

Remarked by

Region3 Region 3

Change Date
5M7/2021 1:32 PMEDT
57,2021 11:50 AM EDT

4/1/2020 3:01 AM EDT

Remarked Date

5/17/2021 11:50 AM EDT

Remarked Date

5/17/2021 1:32 PM EDT

Changed By
Region3 Region 3
Civil Rights1 MTA

Appian Administrator

SAVE ‘ VIEW/PRINT | RETURN TO RECIPIENT APPRDVE
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5 Application / Award Lifecycle

5.1 Application / Award Overview

5.1.1 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

Initial Application creation by the recipient or returned to
recipient prior to FAIN assignment. Developers, Submitters,
and FTA (pre-Award manager) may edit.

In-Progress / Returned to Grantee

Application has been returned to the recipient from FTA
after FAIN assignment. Developers, Submitters, and FTA
may edit. Funding source for existing line items cannot be
updated.

Transmitted / Ready for FTA Review

Application has been transmitted to the FTA, reviews have
not yet begun. Only FTA may edit the Application.

Initial Review / Concurrence

FTA initial review in progress. Only FTA may edit the
Application. FTA inputs congressional details if needed.

Review Complete / Ready for FAIN

FTA has completed their review. Only FTA may edit the
Application.

FAIN Assigned / Ready for Submission

The FAIN has been assigned and the Application has been
returned to the recipient. Submitter will have a Task to
submit the Application but will not be allowed to edit, 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

The Application undergoing final concurrence reviews. FTA
completes reservation and adds discretionary allocations.
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TrAMS Pre-Award Status

Description

TrAMS sends an Application to DOL if required for
certification or review. FTA 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 the Awarding of the
Application. Application sent for Congressional release if
required. Editing not available.

Obligated / Ready for Execution

Application has been sent back to the recipient and is
waiting for execution by the Recipient Official. Editing not
available.

The following statuses are applicable post Award:

TrAMS Post-Award Status

Description

Active (Executed)

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

Active / Budget Revision In-Progress

A budget request has been initiated however it has not yet
been sent to FTA for review. May edit Project narratives
and line items.

Active / Budget Revision Under Review

FTA is reviewing the budget revision and reserves funds 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.

Active Award / Ready for Closeout

Closeout in amendment in progress.

Active Award / Closeout Requested

Closeout request has been forwarded to the FTA for
approval.
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Closed Award is complete and has been closed, all information is
read-only no additional actions can be taken on the Award.

5.1.2 Searching for Applications/Awards
Users can search two (2) ways for an Application or Award in TrAMS:
1) Use the ‘Search Applications / Awards’ Action
2) Use the ‘Records’ tab
5.1.2.1 Search Application/Awards Action
To search using the ‘Search Application / Awards” Action:

1) Navigate to the ‘Welcome’ page and click on the ‘Search Applications / Awards’ link

‘@Trams website OHelp Page

¥ Actions M Quick Links

@ Coming Soon

[# Manage Earmark & Discretionary Allocations

Q search Applications / Awards

Q Search FFR and MPR for Review
Q search Recipient Organizations
Q search State/UZA Apportionments

EJSend Emails to Recipient POCs

Gitems

2) The ‘Application | Search Applications’ form will display. Users can fill in additional information to
narrow down the search result.

WELCOME

Application | Search Applications

ne or mare of the g applic

Recipient Search Criteria

Recipient ID Recipient Name

Application Search Criteria

Fiscal Year - Application Name
Federal Award ID Application State

Number (FAIN)

Section Code Application Status -

LU | CANCEL
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3) Enter any (or no) combination of search criteria in the provided fields and click the ‘SEARCH’ button.
Search results are restricted to Applications and Awards for the user’s recipient organizations.
Search criteria is not required. If no search criteria is entered, all Applications and Awards for the
recipient organization(s) will be returned.

4) The search filter options are:

a) Recipient ID/Name: This is applicable only for users with more than one organization. Recipient
ID is the 4 digit number. Recipient Name is a text field that allows the user to enter all or part of
a recipient organizations name. The user must already belong to the organization that is entered
in the text field.

b) Fiscal Year: A drop-down menu containing fiscal years.

c) Federal Award ID Number (FAIN): Enter a complete or partial Application number. Enter the
first part of an Application number to return all Applications beginning with the number. Dashes
are required.

d) Section Code: Enter a two-digit section code for the Application or Award’s funding source.
e) Application Name: Enter the full or partial name of the Application.

f) Application State: Enter the state abbreviation for the Application.

g) Application Status: Select an Application status from the drop-down menu.

5) When the search is complete, the ‘Application Search Results’ form will open, containing a table of
Awards and Applications that meet the search criteria. Each FAIN is a hyperlink to the returned
Application record. Click on a FAIN to go to the selected Application record. Click the ‘SEARCH
AGAIN’ button to return to the previous screen and enter new search criteria.

4 =) )

MY WORK (22) RECORDS REPORTS

Application Search Results

Applications

FAIN Application Name Recipient ID Recipient Name Last Updated By Last Updated Date Status
User guide testing Final Concurrence 9900 TrAMS Transit Organization  region3.administrator1 2/2/2020 11:42 PM EST Obligated / Ready for Execution
Test TOM-6704 9900 TrAMS Transit Organization test.submitter@email.com 2/24/2021 11:31 AM EST In-Progress
VA-2020-002:00 | Reirain from using application - Fortheuse 555 TrAMS Transit Organization  mta.officiall 2/412020 12:42 PM EST Active Award / Inactive Amendment
of Final Concurrence User Guide
v2020:002:07 = Fefrainfrom using application - For theuse o9, TrAMS Transit Organization  region3.administrator1 2/412020 2:29 PM EST Obligated / Ready for Execution
of Final Concurrence User Guide =
Test 9900 TrAMS Transit Organization test.submitter@email.com 3/16/2021 10:33 AM EDT Initial Review / Concurrence
006-00 User Guide Screenshot 9900 TrAMS Transit Organization fta.userguide@email.com 3/25/2021 3:09 PM EDT FAIN Assigned / Ready for Submission
24 items
SEARCH AGAIN CLOSE
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5.1.2.2 Records Tab: Applications/Awards
To search for an Application or Award from the Records tab:

1) Navigate to the ‘Records’ tab and click ‘Applications/Awards’ record.

] ~ = [
WELCOME MY WORK (21) RECORDS REPORTS
Q@TrAMS Website {JHelp Page
—
TrAMS =2
ot g e
B = m
7 Applications / Awards Projects Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports
Application/ Award
Q SEARCH REGION / OFFICE - APPLICATION STATUS v - <
Application Temporary Recipient N Region / Last Modified N
Number Application Name Application Number Application Status o Recipient Name Office Date I Action
- ¥ View-Print Application
= Obligated / Ready for o TRANSPORTATION, 4/5/2021 12114
A 1-031-00  Test Obligati 1622-2021-14 2 R¢ 9 Appl Do It
LSARRERL | WL Execution £2 CALIFORNIA DEPARTMENT OF 8" PM EDT ¥ Application Documents
¥ Application Details
. . . ¥ View-Print Application
CA2021-030-00  Test Final Concurrences 1622-2021-16 fii?a”r?” RA Concurrence 555 Eiﬁg;%ﬂge‘g:éwem oF  Pegiond :’;’ég? 1035y application Dacuments
¥ Application Details
- ¥ View-Print Application
2 - Initial Review / TRANSPORTATION, q 4/5/2021 9:29
622-2021-15 2 o 2021~ 1622 d g i S
1622-2021-15 Test Initial Concurrences 1622-2021-15 S — 622 CALIFORNIA DEPARTMENT OF Region 9 AM EDT & Application Document
& Application Details

2) Alist of Applications and Awards will appear. FTA users can see all TrAMS Applications and Awards.
Grantee users can only see the Applications and Awards for their organizations.
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3) Each Application record name is a hyperlink to the Application record. As shown in the sample
Application record link below, Application record links will be available in the “Application/Award”
grid.

] ~ = Y
WELCOME MY WORK (21) RECORDS REPORTS
Q@TrAMS Website {)Help Page
= = m
7 Applications / Awards Projects Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports
Application/ Award
Q SEARCH REGION / OFFICE - APPLICATION STATUS v - <
Application . Temporary . Recipient . Region / Last Modified N
Number Application Name Application Number Application Status ™ Recipient Name Office Date 1 Action
- ¥ View-Print Application
Obligated / Ready for . TRANSPORTATION, . 4/5/2021 1214
031-00 -2021- 1622 plication Do
CA-2021-031-00  Test Obligation 1622-2021-14 Execution 62, CALIFORNIA DEPARTMENT OF Region 9 M EDT ¥ Application Documents
¥ Application Details
) = . ¥ View-Print Application
CA2021-030-00  Test Final Concurrences 1622-2021-16 fifa”rg"” RA Concurrence 555 ziﬁ;ﬁﬁﬂg’:ﬁwem oF  Pegiond m’ég? 1035 4 Application Dacuments
¥ Application Details
- ¥ View-Print Application
e e 2 = R Initial Review / PR TRANSPORTATION, i 4/5/2021 9:29 § =
1622-2021-15 Test Initial Concurrences 1622-2021-15 e — 622 e TSRl Rezton O et ¥ Application Documents
¥ Application Details

4) Search criteria can be used to filter or narrow down the list of Applications.

Note: Filters include a text field, drop-down filter for Region/Office, and Application Status for Pre-
and Post-Award statuses. The text field allows users to search for Applications that match all or part
of the text in the Application name hyperlink. The search ignores capitalization (“bus” will return
anything with “BUS”, “Bus”, or “bus” in the title). Users searching for an Application Number, the
user must include the dashes.
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WELCOME

MY WORK (21)

~ =

i

REPORTS

RECORDS

Q@TrAMS Website {)Help Page

= m
7 Applications / Awards Projects Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports
Application/ Award
Q SEARCH  REGION/ OFFICE v APPLICATION STATUS - T =
Application . Temporary . Recipient . Region / Last Modified N
Number Application Name Application Number Application Status ™ Recipient Name Office Date 1 Action
- ¥ View-Print Application
Obligated / Ready for _ TRANSPORTATION, q 4/5/2021 12:14
031-00 -2021- 1622 ;
CA-2021-031-00  Test Obligation 1622-2021-14 Execution 62, CALIFORNIA DEPARTMENT OF Region 9 M EDT ¥ Application Documents
¥ Application Details
) i § ¥ View-Print Application
CA-2021-030-00  Test Final Concurrences 1622-2021-16 fiii:;gor RA Concurrence 622 ziﬁg’;%ﬂ’ge‘g:mumr oF Region 9 :V\SI’SEUD? 1035 ¥ Application Documents
¥ Application Details
¥ View-Print Application
n ST Initial Review / TRANSPORTATION, q 4/5/2021 9:29
622-2( 5 .2021- 1622 . "
1622-2021-15 Test Initial Concurrences 1622-2021-15 S — 622 CALIFORNIA DEPARTMENT OF Region 9 AM EDT & Application Documents
& Application Details

5) To view a specific Application, click the Application hyperlink to go directly to the Application record.

WELCOME

MY WO

o

Q 9%00

Application
Number

9900-2021-10

Application/ Award

7 Applications / Awards

Application Name

User Guide Screenshot

Test

-]

Projects

SEARCH REGION / OFFICE

Temporary Application
Number

9900-2021-11

9900-2021-10

Application Status

FAIN Assigned / Ready for
Submission

Initial Review / Concurrence

m
Recipient Organizations

*  APPLICATION STATUS

Recipi .

ecipient Recipient Name
1D
9900 TrAMS Transit

Organization

TrAMS Transit
Organization

9900

Region /
Office

Region 3

Region 3

@TrAMS Website {JHelp Page

Disadvantaged Business Enterprise
(DBE) Reports

Last Modified .
Date I Action
¥ View-Print Application
¥ Application Documents
¥ Application Details

3/25/2021 3:09 PM
EDT

¥ View-Print Application
¥ Application Documents
¥ Application Details

3/16/2021 10:33
AM EDT
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6) The Record’s Summary page will display once a user clicks on the Application hyperlink.

-] ~ = ™

WELCOME MY WORK (21) RECORDS REPORTS

VA-2021-006-00 | User Guide Screenshot

Points of Contact  Application Control Totals  Application Projects  Review / Approvals  Related Actions

v
Initial Review / Concurrence Final Concurrence Obligation Executed Active Closed

Recipient Details

Recipient ID Recipient Name

9900 0 TrAMS Transit Organization

Application Status Information
Application Number
VA-2021-006-00

Application Name

User Guide Screenshot

Status

FAIN Assigned / Ready for Submission
Last Modified On

Mar 25, 2021

Last Modified By

Jane TrAMS

5.1.3 Search for Existing Awards
Users can search for Awards in TrAMS two ways:

1) Select the Records tab across the top, click the Applications / Awards option, enter the Award Name
in the Search box, enter part of the FAIN (dashes are required), or by using the filter criteria and
selecting from a list of available options.
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i

WELCOME MY WORK (21 REPORTS

Q@TrAMS Website {)Help Page

= = m
7 Applications / Awards Projects Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports
Application/ Award
Q 4, A SEARCH REGION / OFFICE - APPLICATION STATUS - T~ [+

Application . Temporary . Recipient . Region / Last Modified N
Number Application Name Application Number Application Status ™ Recipient Name Office Date 1 Action
- ¥ View-Print Application
Obligated / Ready for . TRANSPORTATION, q 4/5/2021 12:14
031-00 -2021- 1622 F 0
CA-2021-031-00  Test Obligation 1622-2021-14 Execution 62, CALIFORNIA DEPARTMENT OF Region 9 M EDT ¥ Application Documents
¥ Application Details
" - . ¥ View-Print Application
CA2021-030-00  Test Final Concurrences 1622-2021-16 fifa”r?” RA Concurrence 555 ziﬁ&%ﬂﬂﬂémm oF  Pegiond m’ég? 1035 4 Application Dacuments
¥ Application Details
- ¥ View-Print Application
n =5 Initial Review / TRANSPORTATION, q 4/5/2021 9:29
622-2021-15 C B e — 1622 . g C s
1622-2021-15 Test Initial Concurrences 1622-2021-15 —— 622 CALIFORNIA DEPARTMENTOF  Region 9 T ¥ Application Document

¥ Application Details

2) Select Records across the top, click the Recipient Organization option from the drop down list,
search for the Recipient using the Search button. Choose from the Recipient names. Once the
Recipient record opens, click on the Applications/Awards tab. The Application Number column
includes a hyperlink to the Application or Award record.

Note that the grids can be sorted by selecting any column header.
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WELCOME M {(21) REPORTS

Q@TrAMs Website {)Help Page

TrAMS 22

= m
Applications / Awards Projects 7 Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports

Recipient Organizations

Q 9900 © SEARCH  REGION/OFFICE w  TRAMS STATUS w  SAMSTATUS + & T~ z

Recipient ID Recipient Name DUNS Region / Office Organization Type TrAMS Status SAM Status Action
99 TrAMS Transit Organization 999999999 Region 3 Small Business Active ACTIVE ¥ Recupuem Docume{ms .
# POC and Union Information

Records Per Page
50100 150|200] 250

- =

WELCOME MY Wi RECORDS

TrAMS Transit Organization | TRAMS | 9900

summary | IR,

Recipient Information

TrAMS Users Locations Designated Recipient Related Actions

Recipient ID Recipient Name

9900 TrAMS Transit Organization
Recipient DUNS Acronym

999999939 TRAMS

Applications

FAIN Application Name Last Updated By Last Updated Date 1 status

VA-2021-006-00 User Guide Screenshot fta.userguide@email.com Mar 25, 2021 FAIN Assigned / Ready for Submission
9900-2021-10 Test test.submitter@email.com Mar 16, 2021 Initial Review / Concurrence
VA-2021-005-00 User Guide email screens fta.userguide@email.com Mar 12, 2021 FAIN Assigned / Ready for Submission
VA-2021-004-00 User Guide Cancel Reservation test.submitter@email.com Feb 24, 2021 Final Concurrence / Reservation
9900-2020-2 Test TOM-6704 test.submitter@email.com Feb 24, 2021 In-Progress

VA-2021-003-00 User Guide Submit test.submitter@email.com Dec 31, 2020 Application Submitted

Once an Award is executed, all Recipient users will have access to additional actions listed under the
‘Related Actions’ tab, found beneath the Records tab, which includes:

1) View execution details and the Award Letter
2) View the fund status on both the Award level and Project level

3) View of the Fleet status of the Award
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4) Manage any Special Conditions placed on the Award

Additionally, Recipients with the appropriate user roles [Developer or Submitter User Role] may initiate
‘Budget Revisions’, ‘Amendments’ and ‘Closeouts’ from the ‘Related Actions’ menu.

Records = TrAMS | Applications / Awards

VA-2021-007-00 | User Guide Testing =

Summary Points of Contact Application Contral Totals Application Projects News Related Actions

Application Documents
Manage Application Documents

Application Details
Edit/View 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

Application Special Conditions
Manage Application Special Conditions

-~ e, e e e e e e e e e e

View Period of Performance Changelog
View All Period of Performance Data at the Award Level

5.1.4 Searching for Projects

Projects divide an Application into smaller pieces. Each Application must have at least one Project.
Sound Project naming conventions will help with search functions later.

Application and Award Project records can be found from an Application record or searched for directly
from the ‘Records’ tab.

To search for a Project from the ‘Records’ tab:

1) Go to the ‘Records’ tab and click ‘Projects’.
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WELCOME MY WORK (22) 5 REPORTS
QTrAMS Website {)Help Page
—
TrAMS ==
g s >
L&)
Applications / Awards 7 Projects Recipient Organizations Disadvantaged Business Enterprise
(DBE) Reports
Projects
Q SEARCH  APPLICATION STATUS v REGION / OFFICE - T | o
Project Application Recipient Region / Last Modified
Titl I 4
Number Project Title Number Application Status D Recipient Name Office Date 1 Actions
. TRANSPORTATION
CA-2021- CA-2021-031- Obligated / Ready for 2 4/5/2021 11:15 ¥ Budget Activity Line Items and Milesto.
Test P 1622 Regi
031-01-00 euhroject 00 Execution L é‘;“FOR\“A DEPARTMENT, egions M EDT ¥ Project Documents
TRANSPORTATION,
CA-2021- CA-2021-030- Ready for RA . : 4/5/2021 9:45 ¥ Budget Activity Line Items and Milesto
T 1622 I ‘ / Region 9 :
030-01-00 et 00 Concurrence / Award 2 CO’;L FORMNDERARTMENT egiond M EDT ¥ Project Documents
: TRANSPORTATION,
1622-2021- . = £ 4 : iget Activity Line | Ailesto..
'o 2-2021 Test 1622-2021-15 Initial Review / 1622 CALIFORNIA DEPARTMENT Region 9 /5/2021 9:27 % Budget Activity Line Items and Milesto.
15-P1 Concurrence oF AM EDT ¥ Project Documents
CA-2021- Transbay Corridor Core CA-2021-029- Active (Executed) 1622 IZ‘L\:;Z?:}ET)TE‘S:MM[NT Redion’d 4/1/2021 1:24 ¥ Budget Activity Line Items and Milesto..
029-01-00 Capacity Program 00 s OF = e PM EDT ¥ Project Documents
- TRANSPORTATION,
CA-2021- Transbay Corridor Core CA-2021-021- . ’ 4/172021 1:02 ¥ Amendment Budget Activity Line item...
021-01-01 Capacity Program 01 AVE (ExeQUt) jo22 g’;L'FORWA DERARTMENT: Reglon2 PM EDT ¥ Project Documents
TRANSPORTATION,
-2021-028- y 2 y s and Milesto
Test Project CA-2021-028 Final Concurrence / 1622 CALIFORNIA DEPARTMENT Region 9 3/31/2021 12:12 ty Line Items and Milesto.
00 Reservation OF PMEDT nts
IRANSPORTATION

2) Alist of Projects will appear. Recipient users can only see the Projects for their organizations. (FTA
users can see all TrAMS Projects.)

3) Each Project number is a hyperlink to the Project record. Also, the grid displays more information
about the Project: Project Number, Project Title, Application Number, Application Status, Recipient
ID, Recipient Name, Region/Office, Last Modified Date, and Actions. The Actions column includes a
shortcut to some related action for that Project.
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Projects
Q A SEARCH APPLICATION STATUS 4 - REGION / OFFICE A - T~ [+
:Lori:;:r Project Title :ﬁ:i;‘::mn Application Status IRI:cwpienl Recipient Name ;R);gli;n ! ;‘:i:modmed 1 Actions
[C);%gf.woru Test Project 53—2021 -031- S,:E.a;:: / Ready for 1622 é%tr;éz%ﬁ:A;ElggéTMENT Region 9 :fhifég? 11:15 : gfjigl é;{;zlltﬁ;r:: Items and Milesto...
gis\;;wmou Test gg—zozw -030- 22:2 rfgﬁfé,:] s - é?xé:ﬁ;ggg:hwm Region 9 m/égz; 9:45 : ﬁ:igff ;;[;:ilr‘;:e\_r\‘rt‘: Items and Milesto..
zgzpzl—zozw Test 1622:202115 ‘("éi:ih’:f:;i:’ 1622 E?:\:Sol?j\{?;slggéwsm Region 8 :’;’égﬁ' ez : grﬁi? Sy AR SN
oo TensbayComdorCore. - GO e et 1622 E%fﬁélim?ﬁmm Regong 412021102 AmencimentBudge Achiy e e
gg@zg.‘z‘\on Test Project SQ-ZDZW -028- ;::elrl\:}g;g:\rrenref 1622 %EE‘I‘:ZZ?\JT;AJ;?QRTMENT Region 9 331{/;?21 1212 ; E::ES': S;t;:llrlyle\}\llgf Items and Milesto...

ToANCONDTATION

4) A search box for filtering the list of Projects is available at the top of the page.

Note: Enter text into the ‘SEARCH’ box to filter the list to Projects that match all or part of the text
in the Project hyperlink. The search ignores capitalization (“user” will return anything with “USER”,
“User”, or “user” in the title); the Project number must include the dashes.

Projects

© SEARCH  APPLICATION STATUS ~  REGION/OFFICE | A v | & ¥ <
Project Application Recipient Last Modified
Number Project Title Number Application Status Recipient Name Region / Office Date 1 Actions
VA-2021- VA-2021-006-  FAIN Assigned / Ready . TrAMS Transit 3/25/20212:55 % Budget Activity Line Items and Milesto..
0060100 [fuserjpulde Screenshot 00 for Submission 2300 Organization Region'3 PM EDT ¥ Project Documents
VA-2021 ide email screens VA2021-005-  FAIN Assigned / Ready oo TrAMS Transit 2 : 3/12/20212:34 % Budget Activity Line Items and Milesto...
005-01-00 S 00 for Submission - Organization g PMEST ¥ Project Documents
VA-2021- User Guide Cancel VA-2021-004-  Final Concurrence / 5900 TrAMS Transit Resions 2/24/20211:48 % Budget Activity Line Items and Milesto...
004-01-00  Reservation 00 Reservation Organization 8 PM EST ¥ Project Documents
VA-2021 VA-2021-003- TrAMS Transit 12/31/2020 ¥ Budget Activity Line Items and Milesto...

99(
0030100  User Guide Submit 00 Application Submitted | 9500, Organization Reglon3 1209PMEST ¥ Project Documents
VA-2021- VA-2021-002- Ready for RA 99 TrAMS Transit 12/29/2020 % Budget Activity Line Items and Milesto...
0020100  UserGuide 00 Concurrence / Award ~ 2°%° Organization Lgae 11:10AMEST ¥ Project Documents
9900-2021 ~ Transmitted / Ready " TrAMS Transit 12/18/2020 ¥ Budget Activity Line Items and Milesto...
2-P1 g de@emalloom 990020212 for FTA Review %200 Organization Region3 4:41 PMEST ¥ Project Documents
VA-2020- VA-2020-004- In-Progress / Admin & TrAMS Transit 9/10/2020 ¥ Amendment Budget Activity Line Item...
90C sgion 3
00a-0:01 | ET Gl Project o1 Amendment #00 Organization Region 3 10:02AMEDT 4 Project Documents
9900-2020 X Transmitted / Ready o TrAMS Transit 7/15/20202:50 % Budget Activity Line Items and Milesto...
10-P1 User Guide for Screenshots: | /9900202010 | ¢ iy oo 9900 Organization Region 3 PM EDT ¥ Project Documents
5) Click on the Project link to go directly to the Project record.
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Projects
Q © SEARCH  APPLICATION STATUS *  REGION / OFFICE + & T o
Project N Application N Recipient . . Last Modified
Number Project Title Number Application Status o Recipient Name Region / Office Data 1 Actions
N VA-2021-006- FAIN Assigned / Ready TrAMS Transit 3/25/2021 2:55 % Budget Activity Line Items and Milesto...
LeeGhiiSSsSrh 00 for Submission 900 Organization Region 3 PM EDT ¥ Project Documents
VA-2021 User Guide email screens VA-2021-005- FAIN Assigned / Ready 9900 TrAMS Transit Region 3 3/12/2021 2:34 % Budget Activity Line ltems and Milesto.
005-01-00 00 for Submission - Organization 8 PMEST & Project Documents
VA-2021- User Guide Cancel VA-2021-004- Final Concurrence / 9500 TrAMS Transit Region 3 2/24/2021 1:48 % Budget Activity Line Items and Milesto...
004-01-00 Reservation 00 Reservation Organization 8 PMEST ¥ Project Documents

6) The Record’s Summary page will display.
= @
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RECORDS REPORTS

VA-2021-006-01-00 - User Guide Screenshot

Project Control Totals Related Actions

Recipient Details

Recipient ID Recipient Name
9900 TrAMS Transit Organization

Application Details

FAIN Application Name
VA-2021-006-00 9 User Guide Screenshot

Temporary Application Number Application Status

9900-2021-11 FAIN Assigned / Ready for Submission

Project Information
Project Number
VA-2021-006-01-00
Project Title

User Guide Screenshot
Project Created Date
Mar 25, 2021

Last Modified Date

Mar 25, 2021

Last Modified By
test.submitter@email.com

5.1.5 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 navigation menu will contain more options to select and view additional
Application/Award information.

The following left navigation menu options are available to all user roles and for all Application/Award
statuses.

e Summary

e Point of Contact

e Application Control Totals
e Application Projects

e Review / Approvals
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e Related Actions
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VA-2021-007-00 | User Guide Testing

Points of Contact Application Control Totals Application Projects Review / Approvals Related Actions

v
Active Closed

5.1.5.1 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:

e A progress bar showing the current phase of the Application/Award,
e Basic recipient information with a hyperlink to the recipient record,
e Application/Award status information,

e The executive summary of the Application/Award,

e 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.

2) Click on the ‘Application/Award’ hyperlink to navigate back to list of Application records.
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WELCOME MY Wi

VA-2021-007-00 | User Guide Testing

rojects  Review/Approvals  Ad-HocTasks  Related Actions

g Active Closed
Recipient Details

Recipient Name

TrAMS Transit Organization

Award Status Information

Award Number Last Disbursement Date
VA-2021-007-00 N/A

Award Name Period of Performance Start Date
User Guide Testing Apr 06, 2021

Original Period of Performance End Date

evision Under Review Jul 01, 2020
Award Date Current Period of Performance End Date
Apr 06, 202 Jul01, 2020
Executed Date Period of Performance Revision Number
Apr 06, 202

Executive Summary
User Guide Testing

Application Details

Type of Financial Assistance Pre-Award Autharity
Grant N, this application is not using Pre-Award authority
Frequency of Milestone Progress Report Does this application include suballocation funds?

5.1.5.2 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.

e Application Documents

e Application Details

e View-Print Application

e View-Print Budget Change History
e Application Review Comments

e Ad-Hoc Tasks
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These actions are described in the following sections. Additional related actions that are available are
described under Application Development and Post-Award Management.

™
WELCOME MY WORK (18)

* * o d w e o owow o ow o R

f Performance Changelog
i of Performance Data at the Aw

5.1.5.3 Dashboards

5.1.5.3.1 Dashboard: 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’ status). 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 user’s profile page.

To view the ‘Points of Contact’ for an Application/Award:

1) Click on the ‘Points of Contact’ from the navigation menu to view points of contact associated
with the Application/Award. The points of contact associated to the Application are 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
navigation menu or select a new tab.

|- Y
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VA-2021-007-00 | User Guide Testing
Summary Application Control Totals Application Projects Review / Approvals Related Actions

Recipient Details

Recipient ID Recipient Name

9900 9 TrAMS Transit Organization

Award Status Information

FAIN Award Name
VA-2021-007-00 User Guide Testing
Temporary Application Number Award Status
9900-2020-8 Active (Executed)

Point Of Contacts

Name Role Email Phone

John TrAMS Grantee (938) 201-8123
Jane TrAMS Pre-Award Manager
Jane TrAMS Post-Award Manager

5.1.5.3.2 Dashboard: 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 navigation menu 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.
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2) To move away from the ‘Application Control Totals’ simply click on another item from the navigation
menu or select a new tab.
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VA-2021-007-00 | User Guide Testing
Summary Points of Contac Application Projects Review / Approvals Related Actions

Recipient Details

Recipient ID Recipient Name
9900 & TrAMS Transit Organization

Award Status Information

FAIN Award Name
VA-2021-007-00 User Guide Testing
Temporary Application Number Award Status
9900-2020-8 Active (Executed)

Application Control Totals Summary

Funding Source Name Amount
5307 - Urbanized Area Formula Grants (2013 and forward) $10
Local $0
Local/in-Kind $0
State $0
State/In-Kind $0
Other Federal $0
Transportation Development Credit $0
Adjustment Amount $0
Total Eligible Amount $10

9items

*Local Amount may include State, Local + Other Federal Funds

5.1.5.3.3 Dashboard: 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

e Scope of work to be performed

e Location where work will be performed
e Funding sources and associated amounts
e Project milestones

e Environmental findings

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:
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1) Click on select ‘Application Projects’ from the navigation menu. The list of Projects associated with
the Application/Award will be displayed in a grid.

2) Click on the link of the ‘Project Number’ for more Project information.

-} 4 =] Y
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VA-2021-007-00 | User Guide Testing

Recipient Details

Recipient ID

9900 &2

Award Status Information
FAIN

VA-2021-007-00

Temporary Application Number
9900-2020-8

Projects for Application

Project Number Project Name

VA-2021-007-01-00

User Guide Testing

Summary Points of Contact  Application Control Totals | [ENIERIGEZGIES Review / Approvals

Project Budget

$10

Related Actions

Recipient Name
TrAMS Transit Organization

Award Name
User Guide Testing
Award Status
Active (Executed)

Last Updated Date

Jun 22, 2020

Last Updated By

Region3 Region 3

3) The Project Record’s Summary page will be displayed.
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VA-2021-007-01-00 - User Guide Testing

Recipient Details

Project Control Totals Related Actions

Recipient ID

9900

Award Details

FAIN

VA-2021-007-00

Temporary Application Number
9900-2020-8

Project Information
Project Number
VA-2021-007-01-00

Project Title

User Guide Testing

Project Created Date

Jun 18, 2020

Last Modified Date

Jun 22, 2020

Last Modified By
region3.preawardmanager1

Recipient Name

TrAMS Transit Organization

Award Name
User Guide Testing
Award Status

Active (Executed)
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4) To return to the Application ‘Summary’ page click on the Application ‘FAIN’ hyperlink.
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VA-2021-007-01-00 - User Guide Testing
Project Control Totals  Related Actions

Recipient Details

Recipient ID Recipient Name
9900 TrAMS Transit Organization

Award Details

FAIN Award Name
VA-2021-007-00 9 User Guide Testing
Temporary Application Number Award Status
9900-2020-8 Active (Executed)

Project Information
Project Number
VA-2021-007-01-00

Project Title

User Guide Testing

Project Created Date

Jun 18, 2020

Last Modified Date

Jun 22, 2020

Last Modified By
region3.preawardmanager1

5) To see additional information about the Project, select the ‘Related Actions’ from the navigation
menu.

-} 4
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VA-2021-007-01-00 - User Guide Testing

Summary Praject Control Totals Related Actions

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/UPWP/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

.~ e *T + T T B+

Project Funds Status
View Project Funds Status

For additional information on ‘Related Actions’ for Projects, refer to the Projects section of
Application Development
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5.1.5.3.4 Dashboard: Review / Approvals Dashboard

The ‘Review/Approvals’ dashboard for an Award contains the latest comments resulting from reviews,
concurrences, and approvals, and is only viewable by FTA and DOL users.

To view all FTA reviewer comments for an Award:
1) Click on the ‘Review / Approvals’ dashboard from the navigation menu.

2) The Award’s latest FTA review comments will be displayed in grid format.

-] T4 =] o
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VA-2021-007-00 | User Guide Testing

Summary Points of Contact Application Control Totals  Application Projects Review / Approvals Related Actions

Recipient Details

Recipient ID Recipient Name

9900 o TrAMS Transit Organization

Award Status Information

FAIN Award Name
VA-2021-007-00 User Guide Testing
Temporary Application Number Award Status
9900-2020-8 Active (Executed)

Summary View of Review / Concurrence / Approvals

View all review comments —

Select to view the individual Review Comment
Concurrence @ Required?  Decision Latest Review Date
Environmental Concurrence (3 Concur - Move Forward 7/17/2020 3:39 PM EDT
Technical Concurrence &4 Concur - Move Forward 9/29/2020 10:21 AM EOT
Civil Rights Concurrence = Concur - Move Forward 4/6/2021 257 PM EOT
Planning Concurrence &4 Concur - Move Forward 4/6/2021 2:59 PM EDT
Operations Concurrence (] NFA NFA
DOL Routing (3 No DOL 4/6/2021 259 PM EDT
Deobligation O N/A N/A
Reservation Status =4 Reserved 4/6/2021 3:01 PM EDT
Legal Concurrence G Concur - Move Forward 4/6/2021 3:02 PM EDT
RA Concurrence & Concur - Move Forward 4/6/2021 3:03 PM EDT

Click on a comment link to expand details.
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VA-2021-007-00 | User Guide Testing

Summary Points of Contact Application Control Totals Application Projects) Review / Approvals Related Actions

Recipient Details

Recipient ID Recipient Name
9900 & TrAMS Transit Organization

Award Status Information

FAIN Award Name
VA-2021-007-00 User Guide Testing
Temporary Application Number Award Status
9900-2020-8 Active (Executed)

+ Back to concurrence list

Review Comments: Environmental Concurrence

FTA Review Comment History:
Remark By Decision Comment Review Date

Jane TrAMS Concur - Move Forward Concurrence provided 741712020 3:39 PM EOT

3) Use the paging buttons below the grid if all entries are unable to be displayed on a single page
of the grid.
5.1.5.3.5 Dashboard: Ad-Hoc Tasks
The Ad-Hoc Tasks dashboard contains all the ad-hoc tasks associated with an application. For more
information on this refer to section Records: Search Ad-Hoc Tasks.
5.1.6 Application Phases & Application Status

This section explains the difference between the Application Phases and the Application Statuses as well
as how they relate to one another. The Application Phases are tracked in TrAMS by a visual called the
Progress Bar, as mentioned in the Summary section. Below is an example of a Progress Bar.

4 = (i
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VA-2021-007-00 | User Guide Testing

m Points of Contact Application Control Totals Application Projects Review / Approvals Related Actions

Active Closed

The Application/Award Status is visible in multiple places within TrAMS, but a common location to view
the Application Status is on the ‘Summary’ Dashboard, as shown in the following image:
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VA-2021-007-00 | User Guide Testing

v
Active Closed

Recipient Details

Recipient ID Recipient Name

9900 @ TrAMS Transit Organization

Award Status Information

Award Number Last Disbursement Date

VA-2021-007-00 N/A

Award Name Period of Performance Start Date

User Guide Testing Apr 06, 2021

Award Status Original Period of Performance End Date
Active (Executed) Jul 01, 2020

Award Date Current Period of Performance End Date
Apr 06, 2021 Jul 01, 2020

Executed Date Period of Performance Revision Number
Apr 06, 2021 0

Executive Summary

User Guide Testing

Each phase within a TrAMS Application has one or more statuses. For example, an Application within the
‘In-Progress’ phase can have a status of ‘In-Progress’ or ‘In-Progress / Returned to Grantee.’ The table
below shows the relationship between the Progress Bar (Application Phases) and the Application
Statuses.

Table 4: Application Phases and Statuses

Application Phases Application Statuses

In-Progress In-Progress

In-Progress / Returned to Grantee

Transmitted / Ready for FTA Review

Initial Review / Concurrence

Initial Review / Review Complete / Ready for FAIN

Concurrence
FAIN Assigned / Ready for Submission
Application Submitted
Final Concurrence Final Concurrence / Reservation

Obligation Ready for RA Concurrence / Award

Execution Obligated / Ready for Execution
Active (Executed)

Active
Active / Budget Revision in Progress
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Active / Budget Revision under
Review

In-Progress / Admin Amendment
Active Award / Inactive Amendment
Active Award / Ready for Closeout

Active Award / Closeout Requested

Closed

Closed

5.2 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.

5.2.1 In-Progress Phase

This section details the steps leading up to the submission of a formal application and subsequent
award. The process and information requested to be completed is designed to ensure that once an
application is transmitted, it can be processed by the FTA Regional Office in a timely manner.

After an application is created several Related Actions are immediately available. Some maybe be used

right away, though others will come into play later on in Application Development. As the Application /

Award Lifecycle progresses in this User Guide, Related Actions and Tasks will be shown in the order that
progresses the Application / Award for the most part.

To create and transmit an application to FTA, you must be a Submitter or Developer user. The basic
steps covered in the create application process includes:

1) Create the application, complete the application details
2) Add one of more projects to the application to include:
a) Add project details and narratives, project locations, and project plan information.
b) Add budget activity line items and milestones
c¢) Add environmental determinations
d) Validate the project
3) Validate and transmit the application
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After an application is transmitted, FTA can return the application to the recipient or assign the

application to internal reviewers FTA will only assign a FAIN if the application is considered complete.
The application will then be returned to the recipient for formal submission to FTA. After submission,
FTA will conduct any additional reviews, reserve funds for the application, and then award the grant.

If the application indicates pre-award authority, then the applicant must submit the initial Federal
Financial Report (FFR) before the Official will receive the task to execute.

Once a grant has been awarded (and the FFR has been submitted for the pre-authority application),
users with the Official role in the Recipient Organization will receive a task to execute the award. The
task must be completed within 90 days.

Figure 2, below, highlights this general application process from initial creation to award.

Figure 4: Application Work Flow

Recipient Creates Application and Transmits to FTA for Review

FTA Reviews Initial Application and Assigns FAIN

Recipient Submits Application for FTA Final review

FTA Provides Final Concurrences, Reserve Funds and Awards Grant

Recipient Executes the Award Agreement

5.2.1.1 Action: Create Application

The ‘Create Application’ action is the first step in the application development process. Only recipient
organization users with the Submitter or Developer roles can access this action.

The form collects high-level information about the application. Some fields are required to save the
form. All questions must be answered prior to application transmission. You can return to this form
using the ‘Application Details’ related action once the application is created.

For Guidance to better understand each question and level of information/details refer to resources
available on the TrAMS Guidance Page and your primary FTA Office.

To create a new application:
1) Click the ‘Welcome’ tab to display a list of available user actions.

2) Click the ‘Create Application’ action.
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Q@TrAMS Website {JHelp Page

TrAMS 2

% Actions M Quick Links

© Coming Soon

I Create Application |

Q search Applications / Awards
Q Search FFR and MPR for Review

Q Search Recipient Organizations

3) The ‘Application Details’ form will display. The form contains two sections: ‘Application Details’ and
‘Application Financial Information’.

4) Application Name (Required): Enter an application name. This name will be used for this award and
any future amendments. It cannot be modified after award. The name will be visible by the publicin
USAspending.gov. A maximum of 250 characters are allowed.

Application Details

* Application Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

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

5) Application Type (Required): Select the application type from the drop-down menu. Two options
are available: a) Grant, b) Cooperative Agreement. If Cooperative Agreement is chosen, the
Recipient will have the option to choose a particular region to complete the initial review of the
application during transmission of the application. Grants, are routed to their assigned region for
review and do not provide the option to assign the application to other regions for review.

* Application Type  Grant -

Select the type of FTA financial assistance for which you are applying.

6) Application Point of Contact (Required): Select a point of contact (POC) from the drop-down menu
provided. This individual will be the primary point of contact from the recipient organization
regarding this application. The person selected as the POC will be listed on the Points of Contact
page. This also includes the View-Print Application and any other documentation that provides a list
of POCs.

* Application Point of  Jane Trams -
Contact

Select your organization's primary contact for this application.
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7) Application Executive Summary (Required): Enter an executive summary describing the general
purpose of the award. Click the diagonal lines in the bottom right-hand corner and drag the lines
down to expand the text box. A maximum of 4000 characters are allowed.

(A

o/

* Application  This is a sample application.
Executive Summary

Describe the general purpose of the award

Information in this document is proprietary to FTA Page 167

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

(A

o/

8) Research and/or Development: Select the ‘Yes’ or ‘No’ option to respond to the question, ‘Does this
application include funds for research and/or development activities?’

Does this application Yes, this application includes funds for research and/or development activities.
include funds for
research and/or
development
activities?

© No, this application does not include funds for research and/or development activities.

9) Period of Performance Start Date: The period of performane start date is a non-editable field. There
is placeholder text that will display until the time of award. The Period of Performance Start Date
will be the Original Award Date (i.e. the date the Regional Administrator enters the PIN to obligate
the award). Once the Award is obligated, the placeholder text will be removed and the field will be
auto-populated with the proper date.

10) Period of Performance End Date: Enter the period of performance end date. The system will not
allow past dates to be entered. The Period of Performance End Date field is not mandatory at the
time of application creation, but is required and must be populated before the application is
Transmitted. This field is only editable by the FTA Submitter or Developer while the application is In-
Progress status.

Period of The start date will be set to the date of the Period of  10/31/2018
Performance Start award Performance End
Date Date Select the date for which all award activities wi
be completed

11) Pre-Award Authority (Required): Select the Yes or No option to respond to the question ‘Is this
application using pre-award authority?’ Selecting ‘Yes, my application is subject to pre-award
authority’ will generate a task for an initial Federal Financial Report (FFR) after FTA makes the
award. The Initial FFR must be completed by your recipient organization’s FFR Reporter before the
Official can execute .

Application Financial Information
* s this application Yes, this application is using Pre-Award authority.

using pre-aw.ard © no, this application is not using Pre-Award authority.
authority?

12) Suballocation Funds: Select the appropriate radio button response to the question: ‘Does this
application include suballocation funds?’ If your organization is a direct recipient of suballocated
funds from a designated recipient (option 2 in the screenshot below), additional documentation
must be uploaded (e.g. split letter). One or more documents can be added. If your selection
changes to a different option (e.g. option 1 or 2), then any uploaded documents are deleted and the
option to upload documents disappears from the page.
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Does this application Yes, my organization is a Designated Recipient.
include © Yes, my organization is the Direct Recipient of suballocated funds (from a Designated Recipient).

suballocation funds?
No, my organization is a Direct Recipient; funds were directly allocated to my organization.

Current If applicable, upload a suballocation letter, split letter, or other documentation

Suballocation
Documents Name Description Delete

UPLOAD Ei X

© Add Document
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13) Indirect Costs: Select the appropriate radio button response to the question: ‘Will indirect costs be
applied to this application?’ If the answer ‘Yes, indirect costs WILL be applied to this application at
our organization’s approved rate.’ is selected, an input box will appear, ‘Please Provide Details’. In
this case, additional details on the rate, applicable base, and amount of indirect costs must be
provided.

Will indirect costs be @ Yes, indirect costs WILL be applied to this application at our organization's approved rate.*
applied to this

S Yes, the de minimus indirect cost rate of 10% WILL be applied to this application.*
application?

No, indirect costs WILL NOT be applied to this application.

*|ndirect documentation must be uploaded to your Recipient Organization Profile

* Please Provide
Details

Include the approved rate(s), applicable base, and amount of indirect costs

14) Federal Debt: Select either the Yes or No option to respond to the question, ‘Does your organization
have delinquent Federal debt?’ If you select, the ‘Yes’ option, an input box will appear, ‘Please
Provide Details’. Enter additional details into this box.

Does your @ Yes, my organization has delinquent Federal debt.
organization have
delinquent Federal
debt?

Mo, my organization does not have delinquent Federal debt.

Please Provide
Details

A

15) E.O. Review: Select either the Yes or No option as applicable to respond to the question, ‘Does your
State require E.0.12372 review?’ If you select the Yes option, two additional fields will appear:

a) Enter the state application ID in the ‘Please Provide State Application ID’ field.

b) Enter the state review date in the ‘Please Provide Date Submitted for State Review’ field.

Does your State ° Yes, our state requires E.O. 12372 review.
require E.O. 1?372 No, our state does not require E.O. 12372 review.
review?

Please Provide State
Application ID

Please Provide Date
Submitted for State
Review

Information in this document is proprietary to FTA Page 170

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

(A

o/

16) Once all details have been entered for the new application, click the ‘Create Application’ button. If
you remain on the page, review the form for any error messages for missed information. Click the
‘Cancel’ button to discard the application and all information entered.

CREATE APPLICATION CANCEL

17) The new application record will be created and saved.

18) A confirmation message will display: ‘Click on the link below to view the new Application record,’
and the Summary Dashboard will be displayed. You may either click on the hyperlink to
automatically be redirected to the new application record and continue developing your application,
or return to the record later by clicking the ‘Close’ button to return to the ‘Actions’ tab. To access
the application at a later date, go to Records, Applications / Awards, and search for the application
record.

The temporary ‘Application Number’ is also generated after clicking the ‘Create Application’ button.
There are 3 components of the temporary application number, each separated by a dash. The first
part (from left to right) is the Recipient ID, followed by the fiscal year, which is the second part. The
last component of the temporary Application Number is a unique number that is incremented each
time a new application is created. This ‘Application Number’ is temporarily used to reference the
application until the FAIN is assigned by FTA.

Application | Created

‘ a Success ‘

Application Number 9900-2018-12

Click the link below to open the new Application record.
9300-2018-12 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

CLOSE

Once you access the application record, the Progress Bar will show that the application is in the ‘In-
Progress’ phase, as shown in the image below. This is the first phase within the Pre-Award grant life-
cycle.

Points of Contact ~ Application Control Totals  Application Projects Mews Related Actions
—
In-Progress Initial Review / Final Concurrence Obligation Executed Active Closed
Concurrence
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5.2.1.2 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’.
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2) You will be taken to the ‘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.

3) Click the ‘Add Document’ button to upload a new document for the application.

Summary  Points of Contact  Application Control Totals  Application Projects [REERSENTLLE

9900-2022-4 | Manage Application Documents

Recipient Details

Recipient ID 9900 Recipient Name _
Application Details
Application ID _ Application Name Paul Test
Existing Documents
Document Context Document Type Document File Name Document Description Date Uploaded Uploaded By
Program Plan STIP/TIP Sample Doc 1 Paul Test Dec 08, 2021 John TrAMS

ADD DOCUMENT CLOSE

4) You will be taken to the ‘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.

c) 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.
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e) Click the ‘Save’ button once all details are complete and a file has been uploaded.

Y

RECORDS REPORTS

Application | Add New Documents

Recipient Profile Information

Recipient ID 9900 Recipient Name _

Application Details

Application Number Paul Test Application Name Paul Test

Upload New Document

* Document Context
* Document Type

* Document
Description

*Select Document  p oaD |‘* 0 file here

CANCEL SAVE

5) To delete any existing documents, select the check box for one or more documents in the grid and
then click the ‘Remove Document’ button.

Summary Points of Contact  Application Control Totals  Application Projects Related Actions

9900-2022-4 | Manage Application Documents

Recipient Details

Recipient ID 9300 Recipient Name _
Application Details
Application ID _ Application Name Paul Test

Existing Documents

Document Context Document Type Document File Name Document Description Date Uploaded Uploaded By

Program Plan STIP/TIP Sample Doc 1 Paul Test Dec 08, 2021 John TrAMS

Lo jelolalllI e REMOVE DOCUMENT I CLOSE ‘
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6) To view documents simply click on the ‘Document File Name’ for the document that you want to
view.

Summary Points of Contact ~ Application Control Totals ~ Application Projects Related Actions

9900-2022-4 | Manage Application Documents

Recipient Details

Recipient ID 9900 Recipient Name _
Application Details
application 10 | NN Application Name Paul Test

Existing Documents

Document Context Document Type Document File Name Document Description Date Uploaded Uploaded By

Program Plan STIP/TIP Sample Doc 1 Paul Test Dec 08, 2021 John TrAMS
ADD DOCUMENT | REMOVE DOCUMENT ‘ CLOSE ‘

5.2.1.2.1 Document Contexts and Document Types

Further details on this topic are discussed in Related Action: Application Documents. This section
displays all the available combinations of Document Contexts and their corresponding Document types
as well as a brief description of each. For example, if you access the Application Document related action
and select a Document Context of ‘Federal Financial Report,’ then the Document Types that will be
available for selection are General and Recipient Remarks. See the table below for other context and
document type combinations:

Table 2: Document Contexts and Document Types

Context Document Type Description
FTA Comments Document that contains FTA Comments
General Comments For generic comments
Comments FTA Internal Comments Used for Internal FTA Comments
Conditions of Awards For specifying award conditions
DOL Documents with DOL Comments
For Generic Federal Financial Report
Federal Financial General documents
Report Recipient Remarks pertaining to the Federal
Recipient Remarks Financial Report
Proposal Documents | FTA Comments Proposal document with FTA Comments
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Debt Delinquency

General Proposal document with General info
o For documents with general Application
Application General Information
Information

Application info docs pertaining to debt

Budget Revision

Approver Notes

Budget Revision documents containing
approver notes

Fleet

Fleet Status

Documents pertaining to Fleet Status

Fixed Route Fleet Details

Documents pertaining to Fixed Route Fleet
Details

Paratransit Fleet Details

For documents pertaining to Paratransit Fleet
Details

Light Rail Fleet Details

For Light Rail Fleet Details

Commuter Rail Fleet
Details

Use when uploaded doc contains commuter
rail fleet details

Heavy Rail Fleet Details

For Heavy Rail Fleet Detail documents

Waterborne Fleet Details

Use when document contains Waterborne
Fleet Details

Other Fleet Details

For miscellaneous fleet details

DOL Documentation

DOL Certification

For DOL Certification Documents

No Material Change

Use for No Material Change Documents

5.2.1.3 Related Action: Application Details

The ‘Application Details’ will allow FTA users with the role of ‘Pre-Award Manager’ or ‘Post-Award
Manager’ to edit high level application information during initial application creation and during post-
award modifications. This information will be read-only for all other FTA users and during other phases

of a grant’s life cycle.

To edit an application record:

1) Click ‘Application Details’.

2) You will be taken to the ‘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.
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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.

9900-2020-2 | Sample Application
Summary  Pointsof Contact  Application Contral Totals  Application Projects

TrAMS Transit Organization | Application Details

Recipient Details

Recipient ID Recipient Name

9900 TrAMS Transit Organization

Application Details

* Application Name | Sample Applicatian]

Create a name for this application. Note that this name will be used ta reference the grant elsewh

grant te be seen by the public. For Example, New Yor

= Application Type  Grant -
Select the type of FTA finandial assistance for which yau are applying.
* Application Point  Submitter TrAMS -
of Contact

Select your organization's primary contact for this application

*Application  sample text..
Executive Summary

Does this application Yes, this application includes funds for research andfor development activities.
Include funds for gy s, this application does nat include funds for research andfor develapment activities
research and/or
development
activities?

Period of The start date will be set to the date of the award
Performance Start

Current Period of  12/31/2020
Performance End

Date Date Select the date for which all award activities will be complete
Original Period of Dec 31,2020 Period of N/A
Performance End

Performance

Date Revision Number

Application Financial Information
*Is this application  Yes, this application is using Pre-Award authority.

using pre-award gy . i1 application is not using Pre-Award authori
authority? ! Pe o v

Does this app Ves, my organi. is a Designated Recipient.
include

Ves, my organization is the Direct Recipient of suballocated funds (from a Designared Recipient)
suballocation funds?

© No, my organization is a Direct Recipient; funds were directly allocated to my organization,

WIll Indirect costs be ' Ves, indirect costs WILL be 2pplied to this application at our organization's approved rate.*
applied to this

application?
© No, indirect casts WILL NOT be agplied to this application.

Ves, the de minimus indirect eost rate of 108 WILL be applied to this applieation.

Does your  Yes, my organizstion has delinquent Federal debt.
organization have
delinquent Federal
debt?

Does your State | Ves, our state requires E.O. 12372 review.

require E.0.12372 gy ;. oy;r srate does not require E.0. 12372 review.
review?

© o, my organization does not have delinquent Federal debt,

| cANCEL

5.2.1.4 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.
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3) Click the ‘Close’ button to return to the ‘Related Actions’ menu.

Summary  Points of Contact  Application Control Totals ~ Application Projects  JEEEIETCLEEYILLE)

View/Print Application

View/Print Types:

» Historical: Document generated and saved during Application execution.

o Note: Applications that have reached Active (Executed) status prior to 4/27/2020 will show “Obligared / Ready for Execution’ status.
* Current: Document generated at the current time

Printable Application(s)

View/Print Document 1 View/Print Generation Date View/Print Type

View Print Application - 9900-2022-4 Dec 17 2021 02:31 PM Current

CLOSE

5.2.1.5 Related Action: Apply Estimated Indirect Costs

5.2.1.5.1 Overview

The ‘Apply Estimated Indirect Costs’ related action allows TrAMS to report data to USASpending.
Indirect costs are an estimate of the total dollar amount of federal funds that are expected to be used
for indirect costs.

Note: This related action is only applicable to initial awards (nhot to amendments or budget revisions)

For example, an application may have several projects with several line items each. Even if each project
were to have multiple overlapping funding sources, the ‘Apply Estimated Indirect Costs’ related action
would still show amounts for each funding source associated with the application regardless the funding
source’s project association(s). In other words, ‘Estimated Indirect Cost Amount’ is not tracked at the
individual line item level. Further clarification is provided in the step-by-step instructions below.

Note: This related action must be completed before the ‘Validate and Transmit Application’ related
action can be completed for the application

If the user attempts to validate and transmit the application before completing the ‘Apply Estimated
Indirect Costs’ related action, they will encounter a validation error. For more information, refer to
Related Action: Validate and Transmit Application
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9900-2022-20 | Example TTP Grant

Summary Points of Contact Application Control Totals Application Projects Related Actions

Application | Application Validation Results

Application Details

Application Number Application Name
9900-2022-20 Example TTP Grant

Temporary Application Number
9900-2022-20

Critical Issues

o Validation Error

This application cannot pass Application Validation and be transmitted to FTA for review until these errors are corrected

- This application has not estimated indirect costs for all funding sources. Please provide the estimated indirect costs before continuing (Apply Indirect Costs Related Action).

5.2.1.5.2 User Roles

The Submitters and Developers of a recipient organization will have the ability to complete this related
action prior to application transmission. On the FTA side, Reservationists and Pre-Award Managers will
have the ability to make updates via this related action from the In-Progress application status through
Final Concurrence / Reservation. All other users who can access the application will have read-only
abilities for this related action during any application status.

The following table details which user roles can view the related action. It also shows the Application
Statuses during which users with those roles can add or edit estimated indirect costs via the related
action. Reviewing these permissions is essential before attempting to complete the step-by-step
instructions below.

Table: Access to the ‘Apply Estimated Indirect Costs’ Related Action by Application Status
and User Role

Permissions
Application Status Submitters & Reservationists & All Users with
Developers Pre-Award Managers Access to the
Application
In-Progress Add / Edit Add / Edit Read Only
In-Progress / Returned | Add / Edit Add / Edit Read Only
to Grantee
Transmitted / Ready Read Only Add / Edit Read Only
for FTA Review
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Permissions
Application Status Submitters & Reservationists & All Users with
Developers Pre-Award Managers Access to the
Application
Initial Review / Read Only Add / Edit Read Only
Concurrence
Review Complete / Read Only Add / Edit Read Only
Ready for FAIN
FAIN Assigned / Ready | Read Only Add / Edit Read Only
for Submission
Application Submitted | Read Only Add / Edit Read Only
Final Concurrence / Read Only Add / Edit Read Only
Reservation
Ready for RA Read Only Read Only Read Only
Concurrence / Award
Obligated / Ready for | Read Only Read Only Read Only
Execution
Active (Executed) Read Only Read Only Read Only
Active / Budget Read Only Read Only Read Only
Revision In-Progress
Active / Budget Read Only Read Only Read Only
Revision Under Review
In-Progress / Admin Read Only Read Only Read Only
Amendment
Active Award / Read Only Read Only Read Only
Inactive Amendment
Active Award / Ready | Read Only Read Only Read Only
for Closeout
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Permissions
Application Status Submitters & Reservationists & All Users with
Developers Pre-Award Managers Access to the
Application
Active Award / Read Only Read Only Read Only
Closeout Requested
Closed Read Only Read Only Read Only
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5.2.1.5.3 Steps to Add, Update, and Complete
1) Navigate to the ‘Apply Estimated Indirect Costs’ related action of an application.

Note: See appropriate Application Statuses by user role in the table above.

2) Click the ‘Apply Estimated Indirect Costs’ link

a ~ [

WELCOME MY WORK (0) RECORDS REPORTS

9900-2022-20 | Example TTP Grant

Summary Points of Contact Application Control Totals Application Projects Related Actions

Application Documents
Manage Application Documents

Add Project to Application
Create Project and Associate to Application

Application Details
Edit/View Application Details

View-Print Application
Generate View/Print for Application

T |lwe ®« - =

Apply Estimated Indirect Costs
Apply Estimated Indirect Costs for Application

3) Ensure there are valid funding sources available on the application.

Note: If no projects have been validated for the application, the related action screen will display the
message “No valid funding sources found.” If this is the case, the user must first validate a
minimum of one project for the application. This ensures at least one line item exists with an
associated funding source.

Apply Estimated Indirect Costs for 9900-2022-20

Indirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress' or In-Progress / Returned to Grantee' status for an initial award.

Application Funding Sources

Funding Source Name | Funding Source Description FTA Total Amount Indirect Cost Amount Applied?

No valid funding sources found

CLOSE
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4) Review the information displayed under ‘Application Funding Sources’.
a. The ‘FTA Total Amount’ column represents the total FTA amount for each funding
source across all projects in the application.
b. The ‘Indirect Cost Amount’ column will show a value if the user has updated it
previously or it will show ‘N/A’ if the user has not yet updated it.
c. The ‘Applied?’ column will show a green check mark if the user has previously updated
the funding source or it will show a red ‘X’ if the user has not.

9900-2022-20 | Example TTP Grant

summary Points of Contact Application Control Totals Application Projects Related Actions

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs

Application Funding Sources

:.;r:lng Source 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?
5311-1B 5311 - Tribal Transit Program Formula 47,000 N/A 0
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5) Click the checkbox next to any funding source row to select it. A grid will appear below showing
any application line items associated with that funding source

Note: The line items shown could be associated with any of the application’s projects. As long as the line
items are associated with the selected funding source, they will appear in the grid.

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress’ or 'In-Progress / Returned to Grantee' status
for an initial award.

Application Funding Sources

Funding Source

Name 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?
5311-18 5311 - Tribal Transit Program Formula $7,000 N/A 8
5311-1B Application Line Items

Scope Code Line Item Description Line Item Number FTA Amount
300-00 OPERATING ASSISTANCE 30.09.01 $7,000

* Estimated Indirect  $2,500
Cost Amount

SAVE

B
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6) Enter an amount in the required ‘Estimated Indirect Cost Amount’ field and then click ‘Save’

Note: The ‘Estimated Indirect Cost Amount’ is the total amount across all line items for the selected

funding source. ‘Estimated Indirect Cost Amount’ is not tracked at the individual line item
level.

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress' or 'In-Progress / Returned to Grantee' status
for aninitial award

Application Funding Sources

Funding Source

Name 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?

5311-1B 5311 - Tribal Transit Program Formula $7,000 N/A Q

5311-1B Application Line Items
Scope Code Line Item Description Line Item Number FTA Amount

300-00 OPERATING ASSISTANCE 30.09.01 $7,000

* Estimated Indirect  $2,500
Cost Amount

SAVE
CLOSE

Note: If the amount entered exceeds the total in the FTA Amount column, the user will see a validation
message: “The Estimated Indirect Cost amount may not exceed the FTA Funding Amount”

5311-1B Application Line Items
Scope Code Line ltem Description Line Item Number FTA Amount

300-00 OPERATING ASSISTANCE 30.09.01 $7,000

* Estimated Indirect | $7,500
Cost Amount
The Estimated Indirect Cost
amount may not exceed the FTA
Funding Amount
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7) After clicking save, review the updated funding source and note that the amount entered
appears in the ‘Indirect Cost Amount’ column and the ‘Applied?’ column now shows a green
check mark.

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress' or 'In-Progress / Returned to Grantee' status
for an initial award.

Application Funding Sources

Ll.;r:;ng Source 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?
5311-1B 5311 - Tribal Transit Program Formula $7,000 $3,500 0

CLOSE COMPLETE

8) Click ‘Close’ or ‘Complete’ to save updates and return to the related actions menu.

Note: Either ‘Close’ or ‘Complete’ will save the user’s updates. If all funding sources show a green
checkmark in the ‘Applied?’ column, then the user has met the TrAMS requirement to apply
estimated indirect costs. The application can pass validation during the ‘Validate and Transmit
Application’ related action later on, assuming other validation requirements have been met.

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress’ or 'In-Progress / Returned to Grantee' status
for an initial award

Application Funding Sources

Funding Source

Name 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?

5311-1B 5311 - Tribal Transit Program Formula $7,000 $3,500

CLOSE COMPLETE

Note: The ‘Complete’ button only becomes clickable once all funding sources are marked as applied.

Apply Estimated Indirect Costs for 9900-2022-20

ndirect costs must be applied for initial awards and is not required for amendments or budget revisions. Edits may be applied during the 'In-Progress' or 'In-Progress / Returned to Grantee' status
for aninitial award

Application Funding Sources

Funding Source

Name 1 Funding Source Description FTA Total Amount Indirect Cost Amount Applied?

5311-1B 5311 - Tribal Transit Program Formula $7,000 $3,500

CLOSE COMPLETE
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5.2.1.6 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 check box for a revision to view, and then click the ‘View/Print’ button.

Summary  Points of Contact  Application Control Totals  Application Projects [EETEUSCRNaTNS

Application | View/Print Budget Change History for 9900-2022-4

Select a revision record from the grid and click the ' View/Print ' button to View/Print the Change History for that revision.
svisions apply to this amendment only. To see revisions to previous amendments, search for those amendments on the Records tab
Revision Number T Revision Status Revision Description Revision Reason Date Created Date Approved
Approved New Application New Application 12/8/2021 1:27 PM EST

i B

CLOSE VIEW/PRINT

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.
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4) The ‘View/Print Budget Revision’ form will be displayed. Click on the provided link to view or save
budget revision details.

Summary  Points of Contact  Application Control Totals  Application Projects  GEEIEG ISR

View/Print Budget Revision

Printable Eludgell View Print Budget Revision - 9900-2022-4 I
Revision

CLOSE

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.

5.2.1.7 Related Action: Application Review Comments

The ‘Application Review Comments’ related action can be used 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” or “FAIN
Assigned / Ready for Submission.” Application review comments created by FTA users can still be viewed
by the Application’s recipient after they have been made.

To add or view a history of all review comments made on an Application:

1. Click ‘Application Review Comments’.
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Records © TrAMS | Applications / Awards

VA-2020-005-00 | Application for the User Guide Screenshots

Summary Points of Contact  Application Control Totals Application Projects Review / Approvals News Related Actions

View-Print Application
Generate View/Print for Application

Application Details
Edit/view Application Details

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Documents
Manage Application Documents

Application Review Comments
view and Manage Application / Award Review Comments

Congressional Release Details
Congressional Release Details

Review Signoff
Ad-hoc Review

Modify Award Managers
Modify Application Pre-Award and Post-Award Managers

Delete Internal App Review Comments
Delete review comments on an Application

Edit Internal App Review Comments
Edit Application Review Comment

Application Special Conditions
Manage Application Special Conditions

Delete Application
Delete an Application

View Period of Performance Changelog
View All Period of Performance Data at the Award Level

-~ T T e e e e e

2. The ‘[Application Title]’ form will be displayed.

3. Comments provided by reviewers during the Application review process will be displayed as links
under ‘Application Review Comments’.

VA-2020-005-00 | Application for the User Guide Screenshots

Recipient Details

Recipient ID Recipient Name

TrAMS Transit Organization

Application Details

Application Number Application Name
VA-2020-005-00 Application for the User Guide Screenshots

Temp App Number
9900-2020-9

Application Review Comments

ADD NEW COMMENT

Select a comment to view the details
Comment Type 1 Comment By Comment Date

Grantee Post Review Comments for FTA Test Email Jul 10, 2020

At any point, users may click the ‘Cancel’ button to return to the ‘Related Actions’ menu without
saving any changes.
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Click on the link for a comment to expand the form and view comment type, the comment’s creator,
and text.

Application Review Comments

ADD NEW COMMENT

Select a comment to view the details
Comment Type T Comment By Comment Date

Grantee Post Review Comments for FTA Test Email Jul 10, 2020

Application Special Conditions
Select a condition to view the details

Condition Type T Entered By Condition Date

No items available

Review Comments Details

Comment Type
Grantee Post Review Comments for FTA

Comment By
Test Email

Comment Text
This is a required comment

CANCEL

4. If users wish to add a new comment, click the ‘Add New Comment’ button.

5. The form will expand to display the ‘Add New Review Comment’ section. Use the drop-down menu
provided under the ‘Comment Type’ field to select a comment type. Type the comment into the
‘Comment Text’ field and then click the ‘Save’ button. The comment will be added to the
‘Application Review Comments’ grid.
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5.2.1.8 Related Action: View Period of Performance Changelog

During the lifecycle of an Application / Award, the Period of Performance (POP) End Date may change
several times. This related action allows the user to see a history of those changes.

To view the Period of Performance Changelog for an Application:
1) Use the Records tab to search and open the desired application/award.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘View Period of Performance Changelog’ related action from the menu.

Summary Points of Contact Application Control Totals Application Projects Review / Approvals News Related Actions

View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Documents
Manage Application Documents

Application Review Comments
View and Manage Application / Award Review Comments

Review Signoff
Ad-hoc Review

Modify Award Managers
Modify Application Pre-Award and Post-Award Managers

Delete Internal App Review Comments
Delete review comments on an Application

Edit Internal App Review Comments
Edit Application Review Comment

Application Special Conditions
Manage Application Special Conditions

Delete Application
Delete an Application

View Period of Performance Changelog
View All Period of Performance Data at the Award Level

|, e e T . e e e e O
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4) A view-only form called ‘Period of Performance Changelog’ will open. It shows a grid that details the
history of changes to the Period of Performance.

Application
Number

MD-2020-032-02

MD-2020-032-01

MD-2020-032-00

MD-2020-032-00

Period of 2/10/2020
Performance Start

Date

Period of Performance End

Date

2/13/2020

4/1/2020

3/16/2020

3/1/2020

Period of Performance Changelog

Original Period of 3/1/2020
Performance End
Date

Period of Performance Revision Updated Updated -
Source of Change P P Finalized?
Number By Date
Closeout mta ,
= Amendment submitter S L
2 Amendment mta 2/10/2020 Yes
submitter
. mta
1 Budget Revision submitter 2/10/2020 Yes
0 Initial Award mta 2/10/2020 Yes

submitter

Approved By

N/A

trams
administrator

trams
administrator

trams
administrator

Approved
Date

N/A

2/10/2020

2/10/2020

2/10/2020

1)) Column Description
Name
1 Application | Federal Award Identification Number (FAIN); the Text
Number permanent application number for the current
amendment
2) Period of The Period of Performance End Date for that award Date
Performance
End Date
3) Period of The Period of Performance Revision Number is Number
Performance |incremented when the Period of Performance End
Revision Date is updated
Number
4) Source of Indicates how the Period of Performance End Date was | Text
Change modified: Initial Award, Budget Revision, Amendment,
Closeout Amendment, Admin Amendment
5) Updated By | The first and last name of the user who last updated Text
the Period of Performance end date
6) Updated Last date updates were logged for the Period of Date
Date Performance end date
7) Finalized? Indicates whether the Period of Performance End Date | Text
is finalized after an Application or Amendment is
awarded or after FTA has completed the review of a
budget revision: Yes, No
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ID Column Description
Name
8) Approved By | The first and last name of the user who approved the | Text

Award or Post-Award Activity. For example, a Regional
Administrator who obligated the award

%) Approved The date that the user approved the Award Date
Date
Information in this document is proprietary to FTA Page 193

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

(A

o/

5.2.1.9 Related Action: Add Project to Application

Each application must include one or more projects. The application related action ‘Add Project to
Application’ will be visible to Developers and Submitters when an application or amendment is in the
status of ‘In-Progress’.

To add a new project to an application:

5) Use the Records tab to search and open the desired application/award, or proceed from the success
screen hyperlink.

6) Click the ‘Related Actions’ link from the navigation bar.

7) Click the ‘Add Project to Application’ related action from the menu.

Summary Points of Contact ~ Application Control Totals ~ Application Projects News Related Actions

% Application Documents
Manage Application Documents

ﬁ Add Project to Application
Create Project and Associate to Application

% Application Details
Edit/View Application Details

8) An editable form, ‘Create Project | Step 1 of 3 - Add Project Details and Narratives’, will open.
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9) Complete the following fields in the “Project Overview” section:

Create Project | Step 1 of 3 - Add Project Details and Narratives

Project Overview

* Project Name  FProj 1 5tatewide Rural Mob Mgt and Oper FFY2017 & FFY2018 Funding
Pleaze create a project name. For example, Wilson Eridge Construction. You may rename this praject at 3 later time.

* Project Description = Project 1 - Statewide Rural Mobility Management at 80% and Operating at 50%. The Praject 1 amount is $299,390 Federa
which includes 111,388 of 30% mobility management and $34,102 of 50% operating funds.
The Project 1 request includes FFY 2017 Statewide (D5) lapsing funds in the amount of §145,600 (45% of FEY2017
apportionment) and FFY 2016 Statewide (D3] carryover funds in the amount of §153,790 (45% of FEY2018 apportionment) for
a total project 1 request of $244, 350,
The reauested funds will be used for mahiline manasement nroiects for five Rerinnal Coordinatine Cauncils o include Reginn |

-

Pleasze describe the scope of this project and how it impacts the associated grant application.

* Project Benefits = Funding for this project will be used to support coordinated transportation service activities in the rural regions in cooperation
with the 5tate Coordinating Council for Community Transportation.

4

Please describe the expected resu ur praject. 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 pr

Additional = This region is divided into nine Community Transportation Regions and each region has an associated Regional Coordinating
Information = Council (RCC) which is composed of local transportation providers, human service agencies, funding agencies and
organizations, consumers, and regional planning commission staff. Section 2311 capital mobility management program
funds are allocated by region according to & formula based on regional populations of residents over 65 and those between
the ages of 5 to 64 with disabilities, using census data. Each region receives a proportional amount based on seniors and
individuals wirh dizabilities nonularinn ar the rate af €2 18 ner nerson for disahilite nonulation and €1 95 ner nerson for P

W

If needed, pleasze provide additional information about this project that hasn't been included above.

a) Project Name (Required): Enter the project’s name into the ‘Project Name’ field. A maximum of
510 characters are allowed.

b) Project Description (Required): Enter a project description into the ‘Project Description’ field.
There is no character limit for the Project Description field.

c) Project Benefits (Required): Enter the project’s benefits into the ‘Project Benefits’ field. There is
no character limit for the Project Benefits field.

d) Additional Information (Optional): Enter any additional notes into the ‘Additional Information’
field. There is no character limit for the Additional Information field.
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10) Complete the following fields under the ‘Capital Investment Project Details’ section:

Capital Investment Project Details
Is this @ New 5tarts, 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

bt wi12304.htm

Yes, this is & Capital Investment Grant project. If you select "yes", the projectis) 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 yes, what type of major capital investment project?
New 5tarts
small 5tarts

Core Capacity

MEXT STEP |metiiis=N

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?’ A yes
selection, will limit your budget activity line items to what is referred to as the Standard Cost
Categories and specified scope codes (e.g. 140-00). A project cannot have both the Standard
Cost Categories and the traditional scope codes.

b) If you select Yes, select an option to identify the program and respond to the question, ‘If yes,
what type of major capital investment project?’ The available types are: New Starts, Small
Starts, Core Capacity.

11) Once all required project details have been entered, click the ‘Next Step’ button.
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12) An editable form, ‘Create Project | Step 2 of 3 - Add Project Location’, will open.

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

1 UZACode
Florida 120000
Orlando, 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.

Congressional District State I Representative Name

5 Florida Corrine Brown
Visit the following site to View Congressional Districts by ZIP code:

House.gov Search

http://www.house.gov/representatives/find/

Narrative

* Location Narrative

BACK NEXT STEP e\ a2R

13) Click the ‘Back’ button to return to the previous step. Any input entered or selections made by the
user before clicking this button are saved to the form. Click the ‘Cancel’ button to exit the project
creation. The user is taken back to the Project Related Actions when the ‘Cancel’ button is selected

- 1SRy CANCEL

14) Complete the following fields on the ‘Create Project | Step 2 of 3 — Add Project Location’ form.
a)

Place of Performance: Select one or more checkboxes from the grid for the Urbanized Areas
(UZA) associated with the project scope of work.
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b) Congressional District: Select one or more Congressional Districts where the project will take
place.

At least one UZA and one Congressional District must be selected for the project to be successfully
validated. Information may be modified during application development prior to transmission.

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

1T UzZACode
Florida 120000
v riando,
F orlando, 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.

Congressional District State I Representative Name

5

Florida Corrine Brown

Visit the following site to View Cangressional Districts by ZIP code:
House.gov Search

http://www.house.gov/representatives/find/
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15) Narrative (Required): Enter a location narrative into the ‘Location Narrative’ field.

Narrative

* Location Narrative  Region 1 Grafton-Coos
Upper Valley Lake Sunapee Regional Planning Commission (UVLSRPC) will serve as the lead agency for Region 1

Grafton-Coos to provide accessible transportation services to seniors and individuals with disabilities in
cooperation with the Region 1, Regional Coordinating Council service area. -

Damian 2 Careall Canmtu

16) When all information is entered, click the ‘Next Step’ button.

BACK AR CANCEL

17) An editable form, ‘Create Project | Step 3 of 3’, will open. This form collects related program plan
information.
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Create Project | Step 3 of 3

Other Project Information
Projects that request FTA funding are required to be part of an approved program plan:

1) Transportation Improvement Flan (TIF)

2) statewideTransportation Improvement Plan (5TIP)
3) Unified Planning Work Program (UPWF)

4) Long-Range Plan

Use the fields in the section below to upload relevant program plan documentation

Program Plan Documentation

sSTipme
New Document DOT STIP-TIP
RTE- 3402 KB
Date | 02/16/2018

Description = DOT signed the Fiscal Year 2019 Certifications and Assurances on 6/27/2017. DOT is current with al
Civil Rights submissions. All projects are listed in the Fiscal Year 2017 element of the 5 TIP. Al
administrative and statutory requirements have been met in accordance with the 85310 Enhanced
Maobility of Seniors and Individuals with Disabilities Program, as articulated in Federal Transit
Administration Circular 9070 .1 G.

-

New Document | ypipap | [§, Orop fie here
Date
Description
P
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New Document o oap

&
Date

Description

CAMNCEL || BACK m

18) 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) New Document: Add a document by clicking the ‘Upload’ button under the respective program
and then selecting a document to upload from your computer.

b) Date: Click on the date field to either type in a date or display a date picker.
c) Description: Enter a document description.

19) Once all details have been entered for the new project, click the ‘Finish’ button to complete the
create project steps.

CANCEL || BACK ‘ FINISH

20) The new project record will be created and saved.

21) A confirmation message will display with a hyperlink to the project record. Click the hyperlink to go
directly to the new project record and continue developing your project, Click the ‘Close’ button to
return to the application ‘Related Actions’ tab.

On the ‘Success’ page, the Project Number is also generated. The format of the project number is
the Temporary Application Number, separated by a dash (-), the letter ‘P’ and a unique number that
is incremented each time a new project is created within the application. See the image below for
the Project Number generated for this project.
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Records / Applications / Awards

9900-2018-12 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR
MOB MGT & CAPITAL PROJECTS

Summary Paoints of Contact Application Control Totals Application Projects MNews Related Actions

Project | Created

(@ suces |

Froject Number 9500-2018-12-P1 has been created.

Click the link below to view the new Project record.

e brd

9900-2018-12-P1 | Proj 1 statewide Rural Mob Mgt and Qper FFY2017 & FFY2018 Funding

CLOSE

5.2.1.10 Projects

Once a project has been created, additional details are required before the application is ready for
transmission. Projects contain the following details:

e Scope of work

e Location where work will be performed

e Funding sources and amounts (budget activity line items)
e Project milestones

e Environmental determinations

e Project-specific documentation

Projects must be independently validated for completeness.

Related actions are available from the project related actions tab and are editable for Developers,
Submitters, and FTA users with ‘Pre-Award Manager’ or ‘Post-Award Manager’ roles 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.
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Summary Project Control Totals Related Actions

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/UPWP/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

- . . e e W

5.2.1.10.1 Related Action: Project Details and Narratives

The ‘Project Details and Narratives’ related action allows the user to update the information initially
entered during the first step of the ‘Add Project to Application’ process (see Related Action: Add
Project to Application).

To update the project details:

1) Use the Records tab to search and open the desired project (or access the project from the
application navigation bar). The steps for reaching the project via the application navigation bar are
as follows:

a) Select the ‘Records’ tab.
b) Click on ‘Applications / Awards’ and select the desired application.
c) Select ‘Application Projects’ from the application navigation bar.

d) Select the project hyperlink, as shown in the image below.
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Records | Applications / Awards

9900-2018-12 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR
MOB MGT & CAPITAL PROJECTS

Summary Points of Contact Application Control Totals Application Projects MNews Related Actions

Recipient Details

Recipient ID Recipient Name
2300 Trams Transit Organization

Application Status Information

FAIN Application Name
9500-2018-12 2311 FORMULA FFY17 & FFY18 FUMDS FOR MOB MGT & CAPITAL
PROJECTS

Temp App Number

9900-2018-12 Application Status

In-Progress
Projects for Application
Project Number Project Name Project Budget Last Updated Date Last Updated By
9900.2018-12.P3 Proj 3 Small Urban Mobility Management <0 Feb 15, 2018 |ane Trams

FFY2017 & FFY201 3 funding

4}_23,2 12.p2 Proj 2 State Capital for bus procurement at 20 Feb 15, 2013 Jane Trams

. 63% & capital equip at 45%

Proj 1 Statewide Rural Mob Mgt and Oper

50 Feb 15,2018 Tr
FFY2017 & FEY2013 Funding SO Jane Trams

9900-20158-12-P1

2) Click the ‘Related Actions’ link from the project navigation bar.

3) Click the ‘Project Details and Narratives’ related action from the menu.

Summary Project Control Totals News Related Actions

I ? Project Details and Marratives I

Manage Project Details and Marrative

Project Location
Mansoe Denjert Blars of Berfrrmance Infarmatinn (Canoreesinnal Dictrice 2nd 1174 Cadac)

4) An editable form will open.
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Trams Transit Organization | Project Details and Narratives

Project Details

Project Number Project Title Date Created
. - - o
5900-2015.1 253 TIi’LrI’r:j‘diBHim.aI Urban Mobility Management FFY2017 & FFY2018 5/15/2018 5:29 B EST
=

Project Overview

* Project Name | Proj 3 Small Urban Mobility Management FFY 2017 & FFY 2018 funding

Pleasze create a project name. For example, Wilson Bridge Construction. You may rename this praject at a later time.

* Project Description | Project 3 - Small Urban Mobility Management at 80%. The Project 3 amount is $711,440 for mobility
management activities for Small Urban Regional Coordinating Council areas to include Region 7
(Mashua), Region & (Greater Manchester), and Region 10 (Southeast Seacoast ’eg'on]l

The Project 3 request includes FFY 2017 Small Urban lapsing funds in

& -

the amount of $201,571 (55% of

P

Pleasze describe the scope of this project and how itimpacts the associated grant application.

* Project Benefits = Funding for this project will be used to support coordinated transportation service activities in the Small
Urban regions in cooperation with the 3tate Coordinating Council for Community Transportation.

Please describe the expected results of your project. Include whe will benefit from this preject and how they will
benefit (i.e. what is expected to be achieved as a result of this project)
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Additional
Infoermation

Small Urban Mobility Management funds are requested to support coordinated transportation
service activities in cooperation with the State Coordinating Council for Community Transportation.
NH is divided into nine Community Transportation Regions and each region has an associated
Regional Coordinating Council (RCC) which is composed of local transportation providers, human
service agencies, funding agencies and organizations, consumers, and regional planning commission

staff Availahla Sectinn 8210 Fohanrad Mahilite nf Seninre and Indivicdosls wairth Dicahilities formla s

-

If needed, please provide additienal information abowt this project that hasn't been incuded above.

Capital Investment Project Details

Is this & Mew 5tarts, Small 5tarts 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 far more information about this program:

Capital Investment Pragram

http:ffwww _fta dot gov/12304 himl

Yes, this is @ 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 Item tree.

@ Mo, this is not & Capital investment Grant project.
If yes, what type of major capital investment project?
MNew Starts
Small 5tarts

Core Capacity

m CANCEL

5)

6)

Edit the Project Name, Project Description, Project Benefits, Additional Information, or capital
investment project details as necessary. Project Name, Project Description, Project Benefits remain

required fields.

Click ‘Save’ to save all changes. After saving, the system takes the user back to the Project Related
Actions page. Click ‘Cancel’ to return to the Related Actions form without saving any changes.

5.2.1.10.2 Related Action: Project Location

The ‘Project Location’ related action allows the user to update the information initially entered during
the second step of the ‘Add Project to Application’ process (see Related Action: Add Project to
Application).

To update the project location information:

1) Search and open the desired project

2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Project Location’ related action from the menu.
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summary Project Control Totals Mews Related Actions

* Project Details and Marratives
Manage Froject Details and Marrative

Project Location

Manage Project Place of Performance Information (Congressional District and UZA Codes)

Prnisrt Plan Infarmatinm

4) An editable form will open.

Trams Transit Organization | Project Location

Project Details

Project Number Project Title

Date Created

9900-2018-12.P3 :u’f_g?nzrral Urban Mobility Management FFY2017 & FFY2018 21 5/3018 529 PM EST

Place of Performance

UZAs, States and Territories associated with your organization's grantee profile:

Area Name

T UZACode
Fiorida 120000
Orlando, FL 120690

Select the Congressional District(s) from your organization's grantee profile that apply to this project:

red congressional district is notlisted, go to your organization’s grantee profile to modify the list of congressional districts for your
Congressional District State 1T Representative Name
5 Florida Corrine Brown
Wisit the following site to View Congressional Districts by ZIP code:
House.gov Search

http:/fwww.house. govirepresentatives/find/
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Narrative

* Location Marrative  Region 7 - Nashua
Mashua Regianal Planning Cammissian will serve as the lead agency for the Region 7 (Nashua) service
area to provide accessible transportation services 1o seniors and individuals with disabilities in
cooperation with the Region 7 Regional Coordinating Council.

m CAMNCEL

5) Update the places of performance or location narrative as necessary. The Location Narrative
remains a required field to save the form.

6) Click ‘Save’ to save all changes. After Saving, the system redirects to the project related actions
page. Click ‘Cancel’ to return to the related actions form without saving any changes.
5.2.1.10.3 Related Action: Project Plan Information

The ‘Project Plan Information’ related action allows the user to update the STIP/TIP, UPWP or Long-
Range Plan information initially entered during the second step of the ‘Add Project to Application’
process (see Related Action: Add Project to Application).

To update the project plan information:
1) Search and open the desired project.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Project Location’ related action from the menu.

Summary Project Control Totals News [EEREENFNaiH

ﬁ 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/UPWP/LRP)

4) An editable form will open.
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Trams Transit Organization | Program Plan Information

Project Details

Project Number Project Title Date Created
9900-2018-12-P3 :H'?_LI?HZWaI Urban Mobility Management FFY2017 & FFY2018 2/15/2013 5:29 PM EST

Program Plan Documentation

STIP/TIP

New Document 5 qap :‘i Drop file b

Existing Documents 9%00-2018-12-F3 - Program Plan - STIP_TIF

Date 02/21/2018

Description | This grant does not include: new construction; construction that invelves alterations; or rebuild or
remanufacture of stations, stops, or vehicles. As a result, the Civil Rights Officer will not review this
grant and does nat need to provide & Civil Rights Concurrence. Additionally, the recipient’s Civil
Rights programs are in fundable status

B

New Document 5 nap :“i Drop file

Date

Description
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Long Range Plan

New Document o qap

(A

o/

Existing Documents 9900-2018-12-F3 - Program Flan - Long Range Flan
Date  03/03/2018
Description = Upon full execution of this Grant Agreement by the Recipient, the Effective Date will be the date FTA

or the Federal Government awarded Federal assistance for this Grant Agreement. Long Range Plans
included in attachment document.

rd

5) Update the STIP/TIP, UPWP, or Long-Range Plan documents, dates, and descriptions as necessary.

6) Click ‘Save’ to save all changes. After clicking save, the user is directed to the project related actions.
Click ‘Cancel’ to return to the related actions form without saving any changes.

CAMNCEL SAVE

5.2.1.10.4 Related Action: Budget Activity Line Items and Milestones

The Application and Project Budgets are formulated by adding project scopes and budget activity line
items (ALIls) to a project. ALls describe the type of work that the grant will support.

To add or update ALls for a project:

1) Use the Records tab to search and open the desired project.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click on ‘Budget Activity Line Items and Milestone’ related action from the menu.
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Summary Project Control Totals News [EEEERFNal1H

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/UPWP/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

x * ¥ ¥ *] ** <+ =

Project Documents
Manage Project Documents
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4) The ‘Manage Budget Activity Line Items and Milestones’ form will open. Any existing ALls for the
project will display in the ‘Existing Line Item’ section. If there are no ALls associated, the grid will be

empty.

Project | Manage Budget Activity Line Items and Milestones

Recipient Details

Recipient ID Recipient Name

9900 Trams Transit Organization

Project Details

Project Number Project Name

9300-2018-12-P3 Proj 3 Small Urban Mobility Management FFY2017 & FFY2018 funding

Application Details

FAIN Application Name

9900-2018-12 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL

Temp App Number PROJECTS

9900-2018-12 Application Status

In-Progress

Existing Line Items

No Activity Line Items have been added to this project.

ADD LINE ITEM CLOSE

5) Atany time, click the ‘Close’ button to leave the form without saving any changes and return to the
project related actions page.

6) Add Budget Activity Line Items (ALI): Click on the ‘Add Line Item’ button to add one or more ALls to

the project.
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7) The ‘Add New Budget Activity Line Items (ALIs)’ form will open. Click ‘Cancel’ to exit without saving
the changes and return to ALI summary page. Otherwise, click the ‘Add Item’ link.

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.

New Budget Activity Line Items (ALIs)
Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

No items available

+Add Itemn o ——

FINISH CANCEL

8) A new row will appear in the ALl table. Select values from the drop-down menus for: Scope
Code/Scope Name, Activity Type, and Line Item Number/Line Item Name. These values are
dependent on each other. The value for Scope Code/Scope Name must be selected first. The values
for Activity Type will not populate until Scope Code/Scope Name is selected. Similarly, the values for
Line Item Number/Line Item Name will not populate until an Activity Type is selected. The
relationships are based on the Activity Line Item Tree.

Also notice that each added line item has a link that says ‘DEL’ to the right of the ‘Line Item
Number/Line Iltem Name’ column. Clicking this link allows the user to delete the activity line item.

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.

ANew Budget Activity Line Items (ALIs)

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

- - - 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
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9) The scopes available depend on whether the project is a Major Capital Investment project (as
selected on the “Project Details and Narratives” form):

a) If Yes (‘Yes, this is a Capital Investment Grant project’), the 13/14 series scopes will be available.
Applicants should only use the 140-00 related scope codes in new applications.

Records ' Prog

9900- N |

131-00 NEW START - ROLLING STOCK
summary §132-00 TRANSITWAY LINES - NEW START

133-00 STATION/TERMINALS - NEW START
134-00 SUPPORT EQUIP/FACIL - NEW START
PI‘OjG 135-00 ELECTRIFICATION/POWER DISTRIB - NEW START ty Line ltems (ALIs)

You can adf 136-00 SIGNALS/COMMUNICATION - NEW START nt line items and add more. Click *Finish” to save your current line
items and § 37,00 OTHER CAPITAL ITEMS - NEW START
ANewl 139-00 New Start Associated Transit Improvements
140-00 NEW START

Status 140-10 GUIDEWAY & TRACK ELEMENTS Hne Item Number / Line Item
ame

140-20 STATIONS, STOPS. TERMINAL S, INTFRMODAI~
elect Scope - - ~ DEL

You must select a scope, activity type and item name for each line item in the grid before saving

+Add Item

b) If No (‘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 ALls from the FTA Scope/ALI
tree when adding new line items.

ggun_ Select Scope - | ﬂ"'? |

111400 BUS - ROLLING STOCK
summary B 112-00 BUS TRANSITWAYS/LINES

112-00 BUS - STATION/STOPS/TERMIMALS

11400 BUS: SUPPORT EQUIF AND FACILITIES

Proj 115.00 ELECTRIFICATION/POWER DIST (BUS) Line Items (AL]S

You can 116:00 SIGNAL & COMM EQUIPMENT (BUS) me (tems and more h" to save your current lng

11700 OTHER CAPITAL ITEMS (BUS)

) A NE‘ 11900 Bus Assoclated Transit Improvements
12100 RAIL - ROLLING STOCK
status [ 122-00 RAIL TRANSITWAY LINES H::_Il':cm MNumber 7 Line ltem
12300 RAI - STATION/STOPSTERMIE
- - * DEL
You must select & scope, activity type and item name for each line item in the grid before saving
+Add Item
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10) Once all ALI's have been added, click ‘Save’.

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.

New Budget Activity Line Items (ALlIs)

Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name
(/) 117-00 OTHER CAPITAL ITEMS (BUS) = OTHER CAPITAL ITEMS (BUS) * 11.7L.00 MOBILITY MANAGEMENT (53... + DE
(/) 112-00 BUS TRANSITWAYS/LINES v ACQUIRE BUS TRANSITWAYS/LINES + | 11.22.01 ACQUIRE - BUSWAY v | DE
»
+Add ltem

SAVE FINISH CANCEL

11) After saving, the ALl is added to the ‘Existing Budget Activity Line Items’ grid with a status of ‘In
Progress” and you may continue to add ALl’s by clicking ‘Add Item’ to the ‘New budget Activity Line
Items’ grid; and continue to save new AlLls.

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.
v Existing Budget Activity Line Items (ALIs)
Status Scope Code / Scope Name Activity Type Line Item Number / Line Item Name 1
In-Progress 117-00 OTHER CAPITAL ITEMS (BUS) OTHER CAPITAL ITEMS (BUS) (111)'(3')'00 MOBILITY MANAGEMENT (5302(A)
In-Progress 112-00 BUS TRANSITWAYS/LINES ACQUIRE BUS TRANSITWAYS/LINES 11.22.01 ACQUIRE - BUSWAY
New Budget Activity Line Items (ALlIs)
Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name
Mo items available
+Add ltem —
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12) Click ‘Finish’ to exit once all ALls have been entered and return to the ALI summary page and begin
to complete the required information for each added ALI.
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13) The new AlLls will appear on the ‘Manage Budget Activity Line Items and Milestones’ form in the
‘Existing Line Items’ table. Each new ALI will have a status of ‘In-Progress’ and summary level
information related to quantity and budget. This information will auto populate and the status will
move from ‘In-Progress’ to ‘Completed’ as you complete the ALl 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
FTA Total
Status Scope Name / Code Line Item Number / Name 1 Activity Type Quantity Amount Eligible
Cost
In- 112-00 BUS Acquire Bus
11.22.01 ACQUIRE - BUSWAY 0 0 0
Progress  TRANSITWAYS/LINES Q Transitways/lines - g
In- 117-00 OTHER CAPITAL 11.7L.00 MOBILITY Other Capital Items 0 0 %0
Progress  ITEMS (BUS) MANAGEMENT (5302(A)(1)(L))  (bus)
ADD LINE ITEM CLOSE

14) Input ALI Details: Each ALl requires additional details to be added. 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. To add ALI
details, select the check box against the desired ALI from the ‘Existing Line Items’ table. The form
will expand to show the selected ALI.

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

FTA Total
Status Scope Name / Code Line Item Number /Name T Activity Type Quantity Amount Eligible
Cost
In- 112-00 BUS Acquire Bus
11.22.01 ACQUIRE - BUSWAY 0 0 0
Progress  TRANSITWAYS/LINES Q Transitways/lines < .
e In- 117-00 OTHER CAPITAL 11.7L.00 MOBILITY Other Capital Items 0 50 50
Progress  ITEMS (BUS) MANAGEMENT (5302(A)(1)(L))  (bus)

SAVE LINE ITEM ‘ DELETE LINE ITEM H CANCEL ‘

Line Item Scope: 117-00 OTHER CAPITAL ITEMS (BUS)

Line ltem #

P TN
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6) Line Item Scope: 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. Only the first 510 characters for custom line item name will save.

Line Item Scope: 117-00 OTHER CAPITAL ITEMS (BUS)

Line Item #
11.7L.00

Standard Line Item Name
Maobility Management (5302(a)(1)(1))

Custom Line Item Name

Mobility Management (5302(a)(1)(1))

Activity Type
Other Capital Items (bus)

7) Line Item Details: Update the line item details section

a) Quantity: Provide the Quantity of items that this ALl will cover in the ‘Quantity’ field. This field
must be a whole number.

b) Extended Budget Description (Required): Provide description of the ALl in the ‘Extended Budget
Description’.

c) 3" Party Contractors: 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 Details
Quantity

0

Extended Budget Description

Support coordinated transportation service activities in the Small Urban regions in cooperation with the State Coordinating Council for
Community Transportation.

Funding will be used for mobility management projects for three Small Urban Regional Coordinating Councils to include Region 7
(Nashua), Region 8 (Greater Manchester), and Region 10 (Southeast Seacoast).

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.

8) FTA Funding Information: Update the FTA Funding Information Section with the requested amount
to be provided by the grant or cooperative agreement.

a) FTA Funding Source: Select a value from the drop-down menu provided under the ‘FTA Funding
Source’ field. The Funding Source selected determines whether the application is a discretionary
or a formula application. If a discretionary funding source (e.g. 5309 — New Starts) is selected for
one or more Budget Activity Line Items, then the application will undergo the Congressional
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Release process before Obligation and Award Execution take place. If a non-discretionary
funding source (e.g. 5311 — Rural Area Formula) is selected, the Congressional Release process is
not required.

b) FTA Funding Amount: Update the FTA Funding Amount field with the desired amount of
funding. (Note: The dollar sign and commas will auto populate once you click outside of the
field.) The FTA Funding Source selected determines whether an application is a Formula Grant or
a Discretionary Application.

FTA Funding Information
FTA Funding Source

5309 - New Starts -
FTA Funding Amount

$405,440

9) Non-FTA Funding Information Section: Provide information concerning additional local, state or
other federal funding that will be provided for this ALl as applicable. All amounts should be entered
as whole numbers.

a) Local Share Amount: Update the ‘Local Share Amount’ field with the amount the local
government will be contributing, if applicable.

b) Local/In-Kind Share Amount: Update the ‘Local/In-Kind Share Amount’ with the value of any
local in-kind funding, if applicable.

c) State Share Amount: Update the ‘State Share Amount’ field with the amount the state will be
contributing, if applicable.

d) State/In-Kind Share Amount: Update the ‘State/In-Kind Share Amount’ field with the desired
amount, if applicable. (Note: you will be requested to upload a document to support these
funds when validating the project.)

e) Other Federal Share Amount: Update the ‘Other Federal Share Amount’ field with the desired
amount, if applicable.

f) Adjustment Amount: Update the ‘Adjustment Amount’ field with the desired amount, if
applicable. Note: This information will not be additive to the ‘Total Eligble Cost’ of the activity
budget or award budget.

g) Transportation Development Credit: Update the ‘Transportation Development Credit’ field with
the desired amount, if applicable. (Note: This information will not be additive to the ‘Total
Eligble Cost’ of the activity budget or award budget. You will be requested to upload a
document to support these funds when validating the project.)

The ‘Total Eligible Cost’ will be update after saving. This is the sum of the FTA Funding and Non-FTA
Funding (excluding the Transportation Development Credit and Adjustment Amount).
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Non-FTA Funding Information
Local Share Amount
$101,360
Local/In-Kind Share Amount
$12,424
State Share Amount
$27,686
State/In-Kind Share Amount
$1,043
Other Federal Share Amount
$19,285
Adjustment Amount
$7,202
Transportation Development Credit
$1,112

Total Eligible Cost
$567,238

The Non-FTA Funding Information section appears differently in TrAMS applications in comparison to
Transportation Electronic Award Management (TEAM) applications. TEAM is the legacy system used
process and review applications. An application created by the legacy system is usually referred to as a
TEAM grant. There are several differences between applications created by the TrAMS system versus
the TEAM system, but the one difference applicable to this section can be seen in the image below.

Funding Information: TEAM Application

Funding Information

FTA Funding Source FTA Funding Source

49 USC 5311 - (MAP 21) Formula Grants for Rural Areas (FY2013 49 USC 5311 - (MAP 21) Formula Grants for Rural Areas (FY2013 ¢
and forward)

Award FTA Funding Amount Revised FTA Funding Amount

$43,181.00 $43,181.00

Award Non-FTA Amount Revised Non-FTA Amount

$0.00 $0.00

Award Total Eligible Cost Revised Total Eligible Cost

$43,181.00 $43.181.00

Unlike TrAMS, a TEAM application has a simpler layout when it comes to the Budget ALl page. A TEAM
application only has one section for Funding Information, while the TrAMS applications divide the
section into two: 1) FTA Funding information and 2) Non-FTA Funding information. Notice the difference
in the TEAM Funding information shown above versus the TrAMS Funding Information displayed below.

Funding Information: TrAMS Application
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FTA Funding Information

FTA Funding Source
49 UsSC 5307 - Urbanized Area Formula (FY2006 forward)

Award FTA Funding Amount
$a0

Non-FTA Funding Information
Award Local Share Amount

$0

Award Local/In-Kind Share Amount

$0

Award State Share Amount

30

Award State/In-Kind Share Amount

30

Award Other Federal Share Amount

30

Award Adjustment Amount

30

Award Transportation Development Credit
$0

Award Total Eligible Cost
$20

FTA Funding Source
49 USC 5307 - Urbanized Area Formula (FY2006 forward)

Revised FTA Funding Amount
$80

Revised Local Share Amount
$0

Revised Local/In-Kind Share Amount
$0

Revised State Share Amount

30

Revised State/In-Kind Share Amount
$0

Revised Other Federal Share Amount
$0

Revised Adjustment Amount

$0

Revised Transportation Development Credit
$0

Revised Total Eligible Cost
$80

10) Rolling Stock Information: When the scope code ‘Rolling Stock’ is selected, the Rolling Stock
Information Section will display. Completing the Rolling Stock Information section is optional, based

on your selection of scope code.

a) Vehicle Condition: Select a value from the drop down ‘Vehicle Condition’ field indicating

whether the vehicles are new or used.

b) Fuel: Select a value from the drop down ‘Fuel’ field indicating the type of fuel that the vehicles

will use.

c) Vehicle Size: Provide a short text describing of the size of the vehicle in the ‘Vehicle Size’ field.

Rolling Stock Information
Vehicle Condition Fuel
Used Biodiesel -
Vehicle Size
40 feet
Information in this document is proprietary to FTA Page 221

Unclassified — For Official Use Only




A

Federal Transit Administration
TrAMS User Guide - Recipient U

11) Milestones: Update the Milestone section. A table will display with the minimum two milestones;
auto populated to ‘Start Date’ and ‘End Date.” Two milestones are required to pass project
validation. A ‘Rolling Stock’ line item will have five standard milestones (RFP/IFB Issue Date, Contract
Award Date, Initial Delivery Date, Final Delivery Date, and Contract Completion Date). The Estimated

Completion Date for each milestone must be populated.

Milestones
‘ ADD NEW MILESTONE ‘
Name Estimated Completion Date 1 Description
Requested funds will be used to support mobility management
activities for the following five (5) Regional Coordinating Councils
Start Date 2/28/2018 !ocated in rural areas: Region 1 - Graﬁon—(oqs RCC (Legd ‘Agency
is Upper Valley Lake Sunapee Regional Planning Commission,
Lebanon) Region 2 - Carroll County RCC (Lead Agency is Mount
Washington Valley Economic Council, Conway)
End Date

12) You can update, delete, or add milestones to the default list. Details for each milestone in the grid
must be provided for the ALl to be marked as complete.
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13) Update Milestone: To update a default milestone, click the checkbox next to the milestone name.
The ‘Milestone Details’ section will open. Update the milestone name as desired. Add an estimated
completion date and input a description. A name and completion date are required for each
milestone. When done, click the ‘Save Milestone’ button.

Milestones

Name Estimated Completion Date T Description
Requested funds will be used to support mobility management
activities for the following five (5) Regional Coordinating

‘ Start Date 2282018 Councils Iocatled in rural areas: Region 1 - Graﬂgn—Coos RCIC

(Lead Agency is Upper Valley Lake Sunapee Regional Planning
Commission, Lebanon) Region 2 - Carroll County RCC (Lead
Agency is Mount Washington Valley Economic Council, Conway)

End Date

Milestone Details

Milestone Name SAVE MILESTONE I DELETE MILESTONE H CANCEL ‘

Start Date

Estimated Completion Date

02/28/2018

Milestone Description

Requested funds will be used to support mobility management activities for the following five (5) Regional Coordinating Councils located
inrural areas: Region 1 - Grafton-Coos RCC (Lead Agency is Upper Valley Lake Sunapee Regional Planning Commission, Lebanon)
Region 2 - Carroll County RCC (Lead Agency is Mount Washington Valley Economic Council, Conway)
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14) Add Milestone: To add new milestones click the ‘Add New Milestone’ button and the form will
expand to allow for the input of the milestone details. Add the milestone name, an estimated
completion date and input a description. A name and completion date are required for each
milestone. When done, click the ‘Save Milestone’ button.

Milestones
MName Estimated Completion Date T Description
- . } ; . .
Start Date 313830118 Operat ng Assm.tance for Region 3 - Mld-St.ate RCC LLea.:i Agency is
Community Action Program Belknap-Merrimack Counties, Concord )
- . ) : . )
End Date 3852018 Operating Assistance for Region 3 - Mid-5tate RCC (Lead Agency is

Community Action Program Belknap-Merrimack Counties, Concord )

Milestone Details

R — | SAVE MILESTONE  [Re:ANaz8
I RFP/IFE Issue Date I
Estimated Completion Date

I 03/03/2018 I

Milestone Description

An RFP was will be released 03/03/18 for the 3 year Bus procurement contract. A contract was awarded to Shepard Brothers, Inc. on 1/20/2018.
State Contract #2249968 The contract is effective 1/22/2018 through 12/31/2019 The maximum term of the contract {(including all extensions)
cannot exceed five [5) years.

15) Delete Milestone: Click the checkbox next to the milestone name. The ‘Milestone Details’ section
will open. Click on the ‘Delete Milestone’ button and a confirmation prompt is displayed. Click ‘Yes’
to delete the milestone, and collapse the form. Selecting the ‘No’ button will prevent any changes
from occurring.
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Are you sure you want to delete the milestone?

16) Save Line Item: Once all details for the selected line item have been added, click the ‘Save Line ltem’
button. The button can be found below the ‘Existing Line Items’ grid and beneath the ‘Milestones’
section.

SAVE LINE ITEM DELETE LINE ITEM H CANCEL ‘
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17) The ‘Click Close Button to Save’ form will appear. Warning: You must click the ‘Close’ button on this
screen to complete saving. Failure to select the ‘Close’ button will result in incorrect Control
Totals.

Line Item | Click Close Button to Save

| a Success! ) |

Click Close button to save line item and return to budget activity line items form.

CLOSE

18) Once saving is complete, the ‘Budget Activity Line Items’ form will reopen. The status for the saved
line item will change from ‘In-progress’ to ‘Completed’ after all required information has been
provided.

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

. Total
Line Item Number / - . FTA -
Status Scope Name / Code Name T Activity Type Quantity Amount Eligible
Cost
In- 112-00 BUS 11.22.01 ACQUIRE - Acquire Bus 0 0 50
Progress TRANSITWAYS/LINES BUSWAY Transitways/lines
11.7L.00 MOBILITY .
117-00 OTHER CAPITAL Other Capital Items
Completed -\ (BUS) MANAGEMENT (5302(A)(1) (bus) 0 $405440 $567,238

/ (L

ADD LINE ITEM CLOSE

Notice there are two fields above populated with dollar amounts based on recent updates to the
Activity Line Items: FTA Amount and Total Eligible Cost. The FTA Amount is derived from the dollar
amount entered into the ‘FTA Funding Amount’ field within the ‘Manage Budget Activity Line Items
and Milestones’ form. The Total Eligible Cost includes the FTA Amount, plus some of the Non-FTA
Funding.

The Non-FTA Funding that is included in the Total Eligible Cost includes all of the values entered into
the ‘Local Share Amount’, ‘Local/In-Kind Share Amount’, ‘State Share Amount’, ‘State/In-Kind Share
Amount’, and ‘Other Federal Share Amount’ fields. The ‘Adjustment Amount’ and ‘Transportation
Development Credit’ fields are not included in the ‘Total Eligible Cost’
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Non-FTA Funding Information

Local Share Amount
$101,360

Local/In-Kind Share Amount
$12,424

State Share Amount
$27,686

State/In-Kind Share Amount
$1,043

Other Federal Share Amount

$19,285

Adjustment Amount
$7,202

Transportation Development Credit
$1,112

Total Eligible Cost
$567,238

19) Select all remaining ALI’s and repeat the process of updating their information. All line items must
have a ‘Complete’ status in order to successfully validate the project.
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20) To delete an ALl, select the checkbox next to the ALl and then click the ‘Delete Line Item’ button that
appears. A prompt will display confirming that you wish to delete.

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

; Total
Line ltem Number / - . FTA ot
|| status Scope Name / Code Name T Activity Type Quantity Amount Eli ggglst:
] Completed 1;42;0 ngm?‘( ;i g‘?\fi‘\lf CORtcl Construction 1 $10,000 $20,000
In- 140-20 STATIONS, 14.02.20 STATIONS, Stations, Stops.
Progrecs STOPS, TERMIMALS, STOPS, TERMIMALS, Terminals, 0 0 30
) g INTERMODAL INTERMODAL Intermodal

SAVE LINE ITEM I DELETE LINE ITEM CANCEL

21) Once a line item is deleted the existing line items grid will no longer display the deleted line item.

22) Click the ‘Cancel’ button to exit out of the form without saving changes for the selected line item
and collapse the form to exclude the line item sections.

You will lose all changes if you cancel. Are you sure you want to
cancel?

23) Click the ‘Close’ button to return to the Projects Related Actions menu.
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ADD LINE ITEM CLOSE

5.2.1.10.5 Related Action: Environmental Determinations

Environmental determinations must be provided to pass project validation. You may select to have one
environmental determination apply to the project as a whole (and all ALIs within the project) or select
individual environmental determination for each ALI.

To update Environmental Determination, complete the following:
1) Use the Records tab to search and open the desired project.
2) Click the ‘Related Actions’ link from the navigation bar. .

3) Click on the link ‘Environmental Determination’ related action from the menu to update
environmental determination details.

Summary Project Control Totals News [EEREENFNaiH

Project Details and Narratives
Manage Project Details and Narrative

Project Location
Manage Project Place of Performance Information (Congressional District and UZA Codes)

Manage Project's Program Plan Information (STIP/UPWP/LRP)

Budget Activity Line Items and Milestone

% Project Plan Information
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

Validate and Mark Project Complete

View-Print Application
Generate View/Print for Application

%
% Validate Project
*
*

Project Documents
Manage Project Documents

4) The Project Environmental Review Summary form will open. The top of the form contains
information about environmental reviews.
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9900-2018-12-P3 | Project Environmental Review Summary

Recipient Details

Recipient ID Recipient Name

5300 Trams Transit Organization

Application Details

FAIN Application Name
9900-2018-12 2311 FORMULA FFY17 & FFY1E FUNDS FOR MOBE MGT & CARITAL
Temp App Number PROJECTS
9900-2018-12 Application S5tatus
In-Frogress

Project Details

Project Number Project Name
S900-2018-12-P3 Proj 3 5mall Urban Mobility Management FFY2017 & FFY2013 funding

FTA Environmental Review

Prior to approving a grantin TrAMS, FTA must find that the action complies with the Mational Environmental Policy Act (NEPA) and any other
applicable environmental laws and regulations including, but not limited to, Section 106 of the National Historic Preservation Act, Section 4(f), and
the Endangered Species Act. TrAMS reguires vou to enter NEPA classes of action (whether the project gualifies 8s & c-list or d-list categorical
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5) At the bottom of the form, review the text in the ‘Step 1: Independent Utility and Permissible
Segmentation’ section. Select whether this project is covered by one or multiple NEPA findings.

a) Multiple: ‘This Project and each ALl activity have a separate, individual NEPA finding’ — select
this option when each ALI within the project has its own environmental determination, or

b) One: ‘This Project and ALL ALls activities are covered by one NEPA determination’ — select this
option when one environmental determination applies to the project as a whole.

Step 1: Independent Utility and Permissible Segmentation

For most entries in TrAMS, there will be one NEPA finding per "Project” in TrAMS. In some cases, it may be desirable for one "Project” to
have multiple NEPA findings, and in that instance, there would be one NEPA finding identified per ALl (e.g., large formula grants covering
multiple independent activities or Projects that involve permissible early acquisition of real property where the early property acquisition
has not been set up as its own "Project”) rather than at the Project level. Whether a NEPA finding is made at the Project level or for
individual ALls, every NEPA finding must comply with the scope requirements of 23 CFR 771.111(f) (independent utility, logical termini for
linear projects, not restrict consideration of alternatives for reasonably foreseeable transportation projects).

If your Project includes permissible early acquisition of real property, that early acquisition of property must have its own NEPA finding if
Federal funds may be used for the acquisition. That can be done through either including a separate "Project” for early property
acquisition or by entering NEPA findings at the ALI level.

Identify if your Project involves one or more than one environmental finding (e.g.. multiple NEPA findings at the ALI level). *
© This Project and each ALI activity have a separate, individual NEPA finding.

This Project and ALL ALIs activities are covered by one NEPA finding.

o R

6) Click on the ‘Next’ button to move the next form. Click the ‘Close’ button on this, or any subsequent
forms, to close the form without saving changes and return to the project ‘Related Actions’ menu.

Identify if your Project involves one or more than one environmental finding (e.g.. multiple NEPA findings at the ALI level). *
© This Project and each ALl activity have & separate, individual NEPA finding.

This Project and ALL ALls activities are covered by one NEPA finding.

NI CLOSE
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7) The ‘Step 2: Project Environmental Finding Summary’ section will appear.

a) If the answer to Step 1 was ‘This Project and each ALl activity have a separate, individual NEPA
determination,’” the form will display each ALl in the project. A ‘NEPA Class of Action’ and its
corresponding ‘Category Exclusion’ will need to be chosen for each ALI.

(A

o/

9900-2018-12-P3 | Project Environmental Review Summary

Recipient Details

Recipient ID Recipient Name

5300 Trams Transit Organization

Application Details

FAIN Application Name
9900-2018-12 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL
Temp App Number PROJECTS
§900-2018-12 Application Status
In-Frogress

Project Details

Project Number Project Name

Step 2: Project Environmental Finding Summary

Select NEPA Class of Action

Scope Code Scope Name Line ltem Number NEPA Class of Action Category Exclusion
OTHER CAPITAL [TEMS

117-00 11.7L.00 : : v NA
{BUS)

112-00 BUS TRANSITWAYS/LINES  11.22.01 : : v NA

5800-2018-12-P3 Proj 3 Small Urban Mobility Management FFY2017 & FFY2018 funding

BACK CLOSE

b) If the value ‘This Project and ALL ALlIs activities are covered by one NEPA finding’ was selected,
the form will display a single row for the entire project. Only one ‘NEPA Class of Action’ and its
corresponding ‘Category Exclusion’ may be selected.
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9900-2018-12-P3 | Project Environmental Review Summary

Recipient Details

Recipient ID Recipient Name

G900 Trams Transit Organization

Application Details

FAIN Application Mame

9900-2018-12 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL
PROJECTS

Temp App Number JECTS

9900-2018-12 Application Status
In-Progress

Project Details

Project Number Project Name

9300-2018-12-P3 Proj 3 5mall Urban Mobility Management FFY2017 & FFY2018 funding

Step 2: Project Environmental Finding Summary

Select NEPA Class of Action

Project Name MEPA Class of Action Category Exclusion

Proj 3 Small Urban Mobility Management
FFYZ017 & FFY2018 funding

BACK CLOSE

v | NA

8) Select a value from the drop-down menu provided under the ‘NEPA Class of Action’ field. Once you
select a class of action from the drop-down, the ‘Category Exclusion’ field will populate with
appropriate values.

a) If ‘Class ll(c) — Categorical Exclusion (C-List)’ or ‘Class Il(d) — Categorical Exclusion (D-List)’ is
selected, a new dropdown menu will appear displaying the possible categorical exclusion values.

b) Otherwise, the value of ‘NA’ will populate.

9) To change your Step 1 answer, click the ‘Back’ button and adjust your selection. The following
validation message will display to confirm your change. You will need to repeat steps 5 - 7.

Previously saved data will be deleted, are you sure you want to
continue?
YES NO
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10) When the NEPA classes and categorical exclusions have been selected, click the ‘Next’ button to
move to the next page to provide detail information on the Environmental Findings.

11) The ‘Step 3: Budget Activity Line Items Associated to NEPA Class of Action’ section will display:

Step 3: Budget Activity Line Items Associated to NEPA Class of Action
Line Total .
scope Scope Mame ltem Line ltem Name FTA Eligible MEPA Class Categqucal
Code Amount Exclusion
Number Cost
Class ll{c) - .
- - - MOBILITY - - Type 10: Joint
L RO ERICARITAL 117L00  MANAGEMENT $405,44000 56723800 aesorical Develapment of
00 ITEMS (BUS) V- Exclusions {C- s
(S30208)(1)LN . Facilities
List)
Class li{d) -
Type 01:
112- BUS ” AL A - Categorical .
d 2 AC - BUSW 23,100. 25,991,
] o0 TRANSTWaYS/LNEs | 2201 ACQUIRE-BUSWAY 2370000 2539100 TR T Highway
} Modernization
List)
Class |I{d) - Categorical Exclusions (D-List) - Type 01: Modernization of & highway by resurfacing, restoring, rehabilitating, or reconstructing shoulders
or auxiliary lanes (e.g., lanes for parking, weaving, turning, climbing).

12) When multiple findings have been selected you will be presented with a grid to select the ALl to be
updated. Select an ALl by checking the box associated with the ALl 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.

Description Details

Environmental Finding Dates

Finding Date Type Date

Class llc CE Approved

Documentation for NEPA Class of Action

Document Name Date Uploaded Uploaded By

No items available

UPLOAD [‘i

BACK SAVE CLOSE
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13) 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

Class llic) consists of praojects called categorical exclusions (CEz) which are known not to have, either individually or cumulatively, & significant environmenta
impact on the human or natural environment and are therefore categorically excluded from the requirement to prepare an enviranmental assessment or
an environmental impact statement. Class lljc) does not require documentation.

Environmental Finding Dates

Finding Date Type Date

Class llc CE Approved 02/22/2018

Documentation for NEPA Class of Action

Document Name Date Uploaded Uploaded By

Mo items available

@ Class lic CE Apprvd NEPA
RTF - 34.08 KB

14) Click on ‘Save’ to save all information for the selected NEPA Class of Action. Then click ‘Close’ to
close the form and return to the project ‘Related Actions’ menu.

BACK SAVE CLOSE

15) Click on ‘Back’ to return to the previous form and modify the NEPA Class of Action or Categorical
Exclusions selected.

5.2.1.10.5.1 NEPA Class Actions & Category Exclusions

Within section Environmental Determinations, a submitter or developer must select the necessary
‘NEPA Class Actions’ and ‘Category Exclusions in order to complete project validation. The NEPA Class
action column shows all of the options available for selection in the ‘NEPA Class Action’ drop down
menu. After selecting the Class Action, the corresponding Category Exclusions become available for
selection in the ‘Category Exclusions’ drop-down menu.
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Step 2: Project Environmental Finding Summary

Select NEPA Class of Action

Project Name MEPA Class of Action Category Exclusion

Project NA

BACK m CLOSE

The table below displays the Category Exclusion options that are available for each of the corresponding
NEPA Class Actions.

Table 3: NEPA Class Actions & Category Exclusions

NEPA Class Action Category Exclusions

Class | - Environmental Impact Statement (EIS) | NA

Type 01: Utility and Similar Appurtenance Action

Type 02: Pedestrian or Bicycle Action

Type 03: Environmental Mitigation or Stewardship Activity
Type 04: Planning and Administrative Activity

Type 05: Action Promoting Safety, Security, Accessibility
Type 06: Acquisition, Transfer of Real Property Interest
Type 07: Acquisition, Maintenance of Vehicles / Equipment
Type 08: Maintenance, Rehab, Reconstruction of Facilities
Class ll(c) - Categorical Exclusions (C-List)
Type 09: Assembly or Construction of Facilities

Type 10: Joint Development of Facilities

Type 11: Emergency Recovery Actions

Type 12: Action Within Existing Operational Right-of-Way
Type 13: Action With Limited Federal Financial Assistance
Type 14: Bridge Removal and Related Activities

Type 15: Preventative Maintenance of Culverts/Channels

Type 16: Geotechnical and Other Similar Investigations

Type 01: Highway Modernization

Class ll(d) - Categorical Exclusions (D-List) Type 02: Bridge Replacement or Rail Grade Separation

Type 03: Hardship or Protective Property Acquisition
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Type 04: Acquisition of Right-of-Way

Type 05: Bicycle Facility Construction

Type 06: Facility Modernization

Type 07: Minor Facility Realignment for Rail Safety Purposes

Type 08: Facility Modernization/Expansion Outside Existing
ROW

Type 09: Other

Class Il - Environmental Assessment (EA) NA

5.2.1.10.6 Related Action: Project Documents

Documents that are added to the project will display in the Project Documents related action. This also
includes the documents that are added as part of Project Validation. The documents that are added to
the project will also display at the Application level as well, within the ‘Application Documents’ Related
Action. The Project Documents related action allows users to upload new documents, remove or view

documents.

To add, view, or delete documents associated with the project:
1) Use the Records tab to search and open the desired project
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click on the ‘Project Documents’ related action from the menu.

Summary Project Control Totals News Related Actions

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/UPWP/LRP)

Budget Activity Line Items and Milestone
Manage Budget Activity Line ltem 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

Nl T S N S e
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4) The ‘Manage Documents’ form will open. Documents previously uploaded and associated with the
project will display in a grid.

Trams Transit Organization | Manage Documents
Project Details
Project Number Project Name
2900-2018-12-P3 Proj 3 small Urban Mobility Management FFY2017 & FFY2018 funding
Current Documents
Document Document Type Document File Name Document Description Date Uploaded B
Context bl P Uploaded P ¥
Upon full execution of
this Grant Agreement by
the Recipient, the
Effective Date will be the
9900-2018-12-P3 - date FTA or the Federal
- Mar 02, B =
Program Plan Long Range Plan P Long Government awarded S018 jane.trams@yahoo.com
R Federal assistance for
this Grant Agreement.
Long Range Plans
included in attachment
document.
remanufacture of
stations, stops, or
9500-20138-12-P3 - vehicles. As a result, the Feb 20, -
P Plan STIRTIR ’ ’ ne.tr @yahoo.
resrem e Program Plan - STIP_TIP  Civil Rights Officer will 2018 jEneamEEyEna cam
not review this grant
and does not need to
provide & Civil Rights
Concurrence.
Additionally, the
recipient’s Civil Rights
programs are in
fundable status
Environmental  Class ll{c) - Categorical  Class lic CE Apprvd Feb 16, AR T
Finding Exclusions (C-List) MNEPA 2018 T ey :
. - . P ] Feb 16, . =
Project Budget  In-Kind Funding n-KindPrjFunding 2018 jane.rams@yahoo.com
. - 3 P - Feb 16, . —
Project Budget  In-Kind Funding n-KindPrjFunding 2018 jane.rams@yahoo.com
1-50f3
ADD DOCUMENT CLOSE

5)

View Document: To view a document, click the corresponding ‘Document File Name’ hyperlink. The
file will download to your local file system.
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Current Documents
Document Document Type Document File Name Document Description Date Uploaded By
Context Uploaded
\ Upon full execution of
this Grant Agreement by
the Recipient, the
Effective Date will be the
9900-2018-12-F3 - date FTA or the Federal R
_ - Mar 02, i _
Program Plan Long Range Flan Program Plan - Long Government awarded 2018 jane.trams@yahoo.com
Range Plan Federal assistance for
this Grant Agreement.

6) Add Document: Click the ‘Add Document’ button to upload a new document to the application. The
"Add New Document" form will open. Fill in all required information as described below:

Trams Transit Organization | Add New Document

Project Details

Project Number Project Mame

9300-2018-12-P3 Proj 3 5mall Urban Mobility Management FFY2017 & FFY2018 funding

Upload New Document

* Document Context

* Document Type

* Document
Description

* Select Document 5 nap R

CAMNCEL m

a) Document Context: Select a context type (“document category”) from the drop-down menu.”)
from the drop-down menu.

b) Document Type: Select a document type from the drop-down menu. The available types
depend on the selected context.

c¢) Document Description: Enter a description for the document.

d) Select Document: Click the ‘Upload’ button and select a file from your local system. You may
only upload one file at a time. After uploading a file, hover over the ‘page’ icon next to the
uploaded file and click the ‘X’ that appears to remove the file as needed.

* Select Document BdgtScopeDetails
RTF - 34.03 KB

e) Once all details have been entered, click the ‘Save’ button to save the document.
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CANCEL SAVE

f) The previous screen will open and you will see the uploaded file in the ‘Existing Documents’ grid.

Environmental “55”‘?3' _ _ Fen 15, . _
- Categorical Class lic CE Apprvd NEPA ane.trams@yahoo.com
Finding ) . 2018 !
Exclusions (C-List)
. . . P . Feb 18, . =
Project Budget  In-Kind Funding n-KindPrjFunding 2018 jane.rams@yahoo.com
. - . P . Feb 16, . =
Project Budget  In-Kind Funding n-KindPrjFunding 2018 jane.rams@yahoo.com

117-00(117) Enh Mob Feb 15,

jane.tr @yahoo.
Seniors/Disabl - state 20138 fEne-ramEEysnac.com

Project Budget Scope Details BdgtScopeDetails.rtf

1-60fd

ADD DOCUMENT CLOSE

7) Delete Document: To delete a document, select the checkbox next to the document in the ‘Existing
Documents’ table and click the ‘Remove Document’ button. More than one document can be
deleted at a time.

Project Budget  In-Kind Funding n-KindPrjFunding ;:?; 6 jane.rams@yahoo.com
i . - 3 TR - Feb 16, . =
Project Budget  In-Kind Funding n-KindPrjFunding 2018 jane.rams@yahoo.com

. . - R 117-00 (117} Enh Mob Feb 16,
Project Budget  Scope Details BdgtscopeDetails.ro Seniors/Disabl - state 2018

’ 1-60f6

jane.wrams@yahoo.com

. |
LAl lolalINIS 100 REMOVE DOCUMENT I CLOSE ‘
|

5.2.1.10.7 Related Action: Validate Project

All projects must be validated before transmitting an application to FTA for review.
To validate a project, complete the following:
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1) Search and open the desired project
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click on the ‘Validate Project’ related action from the menu.

Summary Project Control Totals News [EEREENFNaiH

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/UPWP/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

- TN * *+* =+ =+ =

4) The system will validate the project to ensure all required elements for the project are present and
will provide a summary of critical issues and warnings.
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5) If the validation results in critical issues, you will need to address them individually before the
project will pass validation. Critical issues will result in a red box ‘Validation Error’ and the list of
errors to be corrected. Potential critical errors include missing ALls, incomplete ALls, missing
location details, and missing environmental determinations.

9900-2021-19 | New Application

Summary  Pointsof Contact  Application Contral Totals  Application Projects [EECEETGILEE

Application | Application Validation Results

Application Details

Application Number Application Name
B New Application

T
9900-2021-19

y Application Number

Critical Issues

[ € validation Error

This

review until these errors are corrected

- 99002021183

Warning Issues

gl
to update your organization's registration status.

tion has not approved C&A's for Fiscal Year 2021 (Recipient Organization Record, Certifications & Assurances Related Acsion),

CLOSE

6) Click the ‘Close’ button to return back to the available related actions for the project and update the
project as necessary.

7) 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. The
fleet status associated with the application will be the fleet status listed on the recipient
organization profile at the time of application award. Fleet information will display in the application
view print once the award is made. Use the Recipient Profile at any time to view or update fleet
information.

ient Fleet Status

Project Number 990C s a Rolling Stock item. Please anization's

Project Validation | Update Recip

status before continuing with the project validatior

Recipient Information

Recipient ID 9900 Recipient Name TrAMS Transit Organization

Existing Fleet

Fleet Type Peak Requirement Spares Spare Ratio Contingency Pending Disposal Total Edit

Light Rai 100 10 10% 2 4 116 @

m CONTINUE
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8) Once all validations have passed, the confirmation screen ‘Project Validated’ will display with the
following message: ‘Project Number [project #] has been successfully validated’. Click the Close
button to return to the ‘Related Actions’ menu.

Project | Validated

| a Success! |

Project Number 9300-2018-9-P1 has been successfully validated.

CLOSE

5.2.1.10.7.1 Project Validation Critical Errors

During project validation, there are several errors that can occur, preventing a user from advancing
through the validation process. The following items define each of the critical errors and how to resolve
each of them.

5.2.1.10.7.1.1 TrAMS Validation Errors

The following table provides the system validation messages shown by TrAMS for the above Related
Action.

Project Validation

Message Text Reason

Critical Issues - This project cannot pass Project Validation until these errors are corrected.

“The following line items in the project have a One or more line items within a project are not in
status of 'In-Progress'. Please ensure each line the required “Completed” status (only applies for
item has a status of 'Completed' before TrAMS applications).

continuing (Budget Activity Line Items Related

Action):

<grid of In-Progress line items>"

The following project details are incomplete. The project is missing the required project title.
“Please fill out the following details before
continuing:

e Project Title/Name (Project Details and
Narratives Related Action)”

“The following project details are incomplete. The project is missing the required location
Please fill out the following details before narrative.
continuing:
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Project Validation

(A

Message Text Reason
e Location Narrative (Project Location Related
Action)”
“The following project details are incomplete. The project is missing the required project
Please fill out the following details before description.
continuing:

e Project Description (Project Details and
Narratives Related Action)”

“The following project details are incomplete. The project is missing required project benefits.
Please fill out the following details before
continuing:

e Project Benefits (Project Details and Narratives
Related Action)”

“The project must have at least one line item. The project is missing line items.
Please add line items to the project before
continuing (Budget Activity Line Items Related

Action).”

“The project must have at least one congressional | The project does not have at least one

district selected (Project Location Related congressional district associated to it.

Action).”

“The project must have at least one UZA code / The project does not have at least one state/UZA

state selected (Project Location Related Action).” | associated to it.

“Each line item must have a NEPA Class of The project has been set up for one

Action/Environmental Determination selected environmental finding per ALl and at least one

(Environmental Determinations Related Action).” | ALl is missing an environmental finding
association.

“The project must have a NEPA Class of The project has been set up for all activities to be

Action/Environmental Determination selected covered under one environmental finding, but no

(Environmental Determinations Related Action).” | environmental finding has been selected.

5.2.1.10.7.1.2 Missing ALIs
The ‘Missing ALIs’ critical error will display with the following text:

e The project must have at least one item. Please add line items to the project before continuing
(Budget Activity Line Items Related Action)
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9900-2021-19-P3 - New Project
Project | Project Validation Results

Project Number Project Name Date Created

9000-202

New Project 1/4£2022 3:21 PMEST

Critical Errors

[ vatstion er

This project cannot pass Project Validation untilthese errars are comected:

Proigct Detail Error

Activity Line Irems Related Action)
i Tnation selected (Enmvironmental Determinations Related Action)

CLOSE

5.2.1.10.7.1.3 Incomplete AlLls
The ‘Incomplete ALI’ critical error will display with the following text:

o The following line items in the project have a status of ‘In-Progress’. Please ensure each line
items has a status of ‘Completed’ before continuing (Budget Activity Line Items Related Action)

Project | Project Validation Results

Project Number Project Name Date Created

9500-2021-19-53 New Project 17472022 3:21 PM EST

Critical Errors

| € validation Error

This project cannot pass Project Validation until these errors are corrected:

Incomplete Line Items.

The following line items in the project have a status of In-Progress.. Please ensure eachline item has a status of ‘Completed' before continuing (Budget Activity Line ltems Related Action)
Scope Code Scope Name Line Item Number Custom Line Item Name FTA Funding Amount  Status
112:00 BUS TRANSITWAYS/LINES 11.2301 CONSTRUCT - BUSWAY $0.00  In-Progress

Project Detail Errors
= Each line item must have 2 NEPA Class of Action/Environmental Determination selected (Environmental Determinations Related Action)

Please correct each of the listed errors sing the orresponding related action

CLOSE

5.2.1.10.7.1.4 Missing Location Details
The ‘Missing Location Details’ critical errors include the following:

e The project must have at least one congressional district selected (Project Location Related
Action.)
e The project must have at least one UZA code / state selected (Project Location Related Action)
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9900-2021-19-P4 - New Project 1

Summary  Project Control Totals [ESEISIRITIN

Project | Project Validation Results

Project Number Project Name Date Created

9900- New Project 1 1/6/2022 4:31 PM EST
Critical Errors
[ ) vaiidation krror
This project cannot pass Project Validation until these error
Incomplete Line Items
Scope Code Scope Name Line Item Number Custom Line ltem Name FTA Funding Amount  Status
1100 BUS - ROLLING STOCK 1117.00 VEH OVERHAUL (UP TO 20% VEH MAINT) $1000  In-Progress

Project Detail Errors

+ Must have at least one congressional district selected (Proje
« Must have atleast

ct Location Related Action)
on Related Action)

cLose

To resolve these issues, refer to Related Action: Project Location.

5.2.1.10.7.1.5 Missing Environmental Determinations
The ‘Missing Environmental Determinations critical errors include the following:

e The project must have NEPA Class of Action/Environmental Determination selected
(Environmental Determinations Related Action).

Project | Project Validation Results

Project Number Project Name Date Created
9900-2021-19-P3 New Project 1/4/2022 321 PMEST

Critical Errors

| ) Validation Error

This project cannot pass Project Validation until these errors are corrected

Incomplete Line Items

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),
Scope Code Scope Name Line Item Number Custom Line Item Name FTAFunding Amount  Status
112:00 BUS TRANSITWAYS/LINES 11.2301 CONSTRUCT - BUSWAY $100.00  In-Progress

Project Detail Errors
« Eachline iterm must have a NEPA Class of Action/Environmental Determination selected (Environmental Determinations Related Action) <:|

Please correct each of the listed errors using the corresponding related action

CLOSE

To resolve this issue, refer to Related Action: Environmental Determinations.

5.2.1.10.8 Related Action: View-Print Application

Users may access the View-Print Application functionality from either the application record or the
project record. Refer to Related Action: View-Print Application for information regarding this action.

5.2.1.10.9 Related Action: Application Special Conditions
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5.2.1.10.10Related Action: View Period of Performance Changelog

5.2.1.10.11Related Action: Delete Project

Projects can be deleted from an application by users with a submitter or developer role while the
application is in ‘In-Progress’ status.

To delete one or more projects from an application:
1) Search and open the desired application/award.
2) Click the ‘Related Actions’ link from the navigation bar.

3) Click the ‘Delete Project’ related action.

Summary Points of Contact ~ Application Control Totals ~ Application Projects News Related Actions

Application Documents
Manage Application Documents

Add Project to Application
Create Project and Associate to Application

Application Details
Edit/View 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

Award Funds Status
View Award Fiinds Statiis - Oblisations Denhlications Refunds and Dishirsement:

x|l T T +* *+* +* T+

4) The ‘Application | Select Project to Delete’ form will display.

Information in this document is proprietary to FTA Page 247

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

Application | Select Project to Delete
Recipient Details
Recipient ID Recipient Name
5900 Trams Transit Qrganization
Application Details
FAIN Application Name
5900-2018-12 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL
Temp App Number PROJECTS
§900-2018-12 Application 5tatus
In-Progress
Projects for Application
Project Number Project Name Project Budget Last Updated Date Last Updated By
- e 4. mm Proj 3 Small Urban Mobility Management - R
ON0. _17.p3 ]
9900-2018-12-P3 FFY2017 & FFY2018 funding $593,229 Feb 15, 2018 Jane Trams
o . Proj 2 State Capital for bus procurement at .
S00- _12-P2 ]
9900-2018-1 65% & capital equip at 45% $0 Feb 15, 2018 Jane Trams
o [ Proj 1 Statewide Rural Mob Mgt and Oper .
900-2018-12-P ]
9900-2018-1 1 FFY2017 & FFY2018 Funding $0 Feb 15, 2018 Jane Trams
CAMCEL
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5) Select the check box for a project you wish to delete from the application and then click the ‘Delete’
button which appears. You may only select one project at a time.

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By

Proj 3 Small Urban Mobility Management

9500-2018-12-P3 FEY2017 & FFY2018 funding $593,229 Feb 15 2018 Jane Trams
ammA A 1 o Proj 2 State Capital for bus procurement at . - "
o 900-2018-12-P2 4 $18,48 F 5
E  9o0020181 65% & capital equip at 45% £18,489 eb 15, 2018 Jane Trams
’ 9900-2018-12.p1  Frol 1 Statewide Rural Mob Mgt and Oper 50 Feb 15,2018 Jane Trams

FFY2017 & FFY2018 Funding

6) The ‘[Application ID] | Confirm Delete Project’ form will display. Click the ‘Delete’ button to confirm
project deletion or click ‘Cancel’ to return to the application ‘Related Actions’ menu without deleting
the project.

9900-2018-12-P2 | Confirm Delete Project

Project Details

Project Number Project Title Date Created

©300-2013-12-P2 Proj 2 State Capital for bus procurement at 65% & capital equip at 45%  2/15/2018 5:21 PM EST

CAMCEL DELETE

7) Click the ‘Yes’ button on the additional prompt message, ‘Are you sure you want to delete this
project?’ to confirm the deletion. WARNING: Deleted projects are not recoverable.

Are you sure you want to delete this project?

YES NO
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8) The ‘Project | Deleted’ success message will display with the following confirmation message:
‘[Project ID] has been successfully deleted’. Click the ‘Close’ button to return to the ‘Related Actions’
menu.

Project | Deleted

Project 9900-2018-12-P2 has been succesfully deleted

CLOSE

5.2.1.10.12Dashboard: Project Control Totals

To view the total funding associated with the Project, select the ‘Project Control Totals’ dashboard from
the Project Record

-] 4 =] [

WELCOME MY WORK (52) RECORDS REPORTS

CA-2022-012-01-00 - Technical Assistance Project

summary [ RCCl Related Actions

Project Information
Project Number
CA-2022-012-01-00

Project Title

Technical Assistance Project
Project Created Date

Jan 07, 2022

Last Modified Date

Jan 07, 2022

Last Modified By

scrra.submitter@example.com

Project Control Totals Summary

Funding Source Name Amount
5314 - Technical Assist, Standards, HR, & Training (2018 and forward) $500
Local $0
Local/In-Kind $0

State $0

5.2.1.11 Related Action: Delete Application

5.2.1.12 Related Action: Validate and Transmit 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
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to the ‘Related Actions’ associated with the application. Both users with the Submitter and Developer
roles can transmit an application to FTA.

To validate and transmit an application:
1) Search and open the desired application/award.

2) Click the ‘Related Actions’ link from the navigation bar. A list of available related actions will show. If
in a project, go to the ‘Summary’ page and click on the FAIN hyperlink to return to the Application
‘Summary’.

Records ' Projects

9900-2018-12-P3 - Proj 3 Small Urban Mobility Management
FFY2017 & FFY2018 funding

Summary Project Control Totals Mews Related Actions

Recipient Details

Recipient ID Recipient Name

So00

5200 Trams Transit Qrganization

Application Details

FAIN Application Name
F900-2018-12 ’ 2311 FORMULA FFY17 &FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

Temp App Number Application Status
SO00-2018-12 In-Progress

3) Click the ‘Validate and Transmit Application to FTA’ related action.

summary Paints of Contact Application Control Totals Application Projects Mews Related Actions

Application Documents
IManage Application Documents

Add Project to Application
Create Project and Associate to Application

Application Details
EditView Application Details

View-Print Application
Generate View/Print for Application

] + *+* =+ =

Validate and Transmit Application
Validate and Transmit Application to FTA for Review

4) The system will display a form with validation results. The results may contain Critical Issues and
Warning Issues. You must resolve any critical issues to proceed with validation and transmit.
Potential critical errors include, but are not limited to, missing application details and missing
projects. Potential warnings include, but are not limited to, expired Civil Rights programs.
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Application | Application Validation Results

Application Details

Application Number Application Mame

9900-2018-12 2311 FORMULA FFY17 & FFY1B FUNDS FOR MOB MGT & CAPITAL
PROJECTS

Temp App Number !

9300-201512

Critical Issues

IQ Validation Error

This application cannot pass Application Validation and be transmitted to FTA for review until these errors are corrected

- The following projects in this application have not passed Project Validation:
- 9200-2018-12-P1

Warning Issues

ta

This application can pass Application Validation with the following issues, but they must be corrected prior to Award

- 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 organization has not approved C&A's for Fiscal Year 2018 (Recipient Organization Record, Certifications & Assurances Related Action).

CLOSE

5) Warnings only are displayed, they can be disregarded by clicking the ‘Continue with Warnings’

button.

(1. Warning
-t

This application can pass Application Validation with the following issues, but they must be corrected prior to Award

- 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 organization has not approved C&A's for Fiscal Year 2018 (Recipient Organization Record, Certifications & Assurances Related

Action).
CONTINUE WITH WARNINGS

6)

Once all critical errors have been corrected, revalidate the application. The ‘Application | Validated’
screen will display. To proceed with submission, click the ‘Continue with Transmission’ button. 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.

Information in this document is proprietary to FTA Page 252

Unclassified — For Official Use Only




Federal Transit Administration
TrAMS User Guide - Recipient

Application | Validated

l Q success! |

Application Number 9900-2018-12 has been successfully validated.

| CONTINUE WITH TRANSMISSION  gaRsii3

7) The ‘Application | Transmitted’ success screen will display. Click the ‘Close’ button to return to the
‘Related Actions’ menu.

Application | Transmitted

[ X |

Application Number 9900-2018-12 transmission completed.

CLOSE
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8) The ‘Summary’ page will update to show the new application status. The status bar will be set to
‘Initial Review / Concurrence’ and the application’s status field will have changed from ‘In-Progress’
to ‘Transmitted/Ready for FTA Review’.

Records  Applications / Awards

9900-2018-12 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB =
MGT & CAPITAL PROJECTS

Summary Points of Contact Application Control Totals Application Projects MNews Related Actions

v

Progress Initial Review / Final Concurrence Obligation Executed Active Closed
Concurrence
Recipient Details
Recipient ID Recipient Name
2200 Trams Transit Qrganization

Application Status Information

Application Number

$900-2018-12

Application Name

2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAFITAL FROJECTS

Status
Transmitted / Ready for FTA Review

5.2.1.12.1 Validate and Retransmit Application to FTA

If deficiencies are identified in the application by any FTA reviewers, the application will be returned to
the recipient for updates. An email will be sent to the recipient’s Point of Contact 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.

The recipient may then:

e View and respond to FTA comments from the Application Related Actions menu ‘Application
Review Comments’. See Related Action: Application Review Comments.
e Have users with the Submitter or Developers roles edit the application.
o All actions available and editable during drafting of the application will be available.
o Changes made to projects will require project validation prior to resubmission.
o After correcting the application deficiencies, retransmit the application using the
‘Validate and Transmit Application to FTA’ related action.
e  WARNING: Changes to existing ALI(s) will not be permitted once the FAIN has been generated.
Projects within the application can no longer be deleted once the FAIN is assigned (In-
Progress/Returned to Grantee).
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5.2.1.12.2 TrAMS Validation Messages

The following table provides the system validation messages shown by TrAMS for the above Related

Action.

Application/Amendment Validation

Message Text

Reason

review until these errors are corrected.

Critical Issues - This application cannot pass Application Validation and be transmitted to FTA for

“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.

“The Estimated Indirect Cost amount may not
exceed the FTA Funding Amount”

The Apply Estimated Indirect Costs related action
has not been completed.

must be corrected prior to Award.

Warning Issues - This application can pass Application Validation with the following issues, but they

“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.

“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.
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“Submitting this application will result in a This message will be displayed for an amendment
deobligation of <deobligation amount for that will result in a deobligation amount.
amendment>.”

5.3 Application Review, Award, and Execution

When a recipient has completed validation and transmission of an application, this marks the end of the
In-Progress phase. The application now moves to the Initial Review / Concurrence Phase. During this
phase, FTA users will conduct various reviews of the Application before it is returned to the recipient to
review and submit a finalized version.

During the next two phases, Final Concurrence and Obligation, FTA users will conduct another series of
reviews of the application and reserve funding before returning it to the recipient again.

At this point the application is in the Execution phase. This phase begins the with a task for the recipient
to execute the award.

Note: If the Application uses Pre-Award Authority, the recipient will receive a task to complete the initial
FFR before they receive a task to execute.

After validation and transmission, the application will be reviewed by FTA users for a few phases leading
up to execution. To learn more about how these phases and the Award Status are related, refer to
Application Phases & Application Status.

5.3.1 Initial Review / Concurrence Phase

After FTA has completed its initial concurrence reviews for the application and the FAIN has been
generated, the submitter will receive a task to formally submit the application to FTA.
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5.3.1.1 Task: Review & Submit

After the FTA has completed their initial review of the Application and has assigned a FAIN to the
Application, FTA will return the Application to the recipient for formal submission. A ‘Task’ will be
assigned to users in the recipient organization with the Submitter role group. All Submitters will receive

an email notice indicating that a task has been assigned.
To complete the submit task:
1) Click the ‘Tasks’ tab to view a list of tasks for the Recipient user.

2) Select the ‘Review & Submit’ task for the Application.

e
&~ My Tasks
Task Name FAIN Application Name Application Status
| Review & Submit | NY-2022-001-00 | Test NY-2022-001-00 Test FAIN Assigned / Ready for Submission
Review & Submit | VA-2021-010-00 | TOM-10963 VA-2021-010-00 TOM-10963 FAIN Assigned / Ready for Submission

Recipient Id Assigned To Received
9900 TrAMS G9900 Submitter 11/9/2021 10:51 AM EST
9900 TrAMS G9900 Submitter 10/22/2021 1:46 PM EDT

3) Once the Submit Application for FTA Final Review form is displayed, click on “Accept” button at the

top to proceed. Click “Go Back” to return to the task queue.

You must accept this task before completing it

Application | Submit Application for FTA Final Review

Recipient Details

Recipient ID Recipient Name
9900 &9 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 8 User Guide

Temporary Application Number Application Status

9900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/29/2020

EY eyl © GO BACK

Information in this document is proprietary to FTA

Unclassified — For Official Use Only

Page 257




Federal Transit Administration
TrAMS User Guide - Recipient

4) Once the “Accept” button is pressed, the user may proceed
Application | Submit Application for FTA Final Review

Recipient Details

Recipient ID Recipient Name
99008 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 8 User Guide

Temporary Application Number Application Status

9900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/29/2020

CLOSE SUBMIT TO FTA | REQUEST FTA RETURN APPLICATION H VIEW/PRINT APPLICATION

From this screen, the recipient user may:

e Click on the “Close” button to return the task for later action.

e Click on the “Submit to FTA” button to Submit the Application to FTA

e C(Click on the “Request FTA Return Application” button to return the Application back to the Pre-
Award Manager

e Click on the “View/Print Application” to download the View/Print for the Application

5) Submit to FTA: Click on the “Submit to FTA” to see the screenshot below. Enter the PIN number and
Click “Confirm” to submit the Application to the FTA.

Application Validation | Submit Application for FTA Review

Please review the content below to confirm submission.

Recipient Details

Recipient ID Recipient Name

99000 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 User Guide

Temporary Application Number Application Status

9900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/29/2020

To the best of my knowledge and belief, all data entered is true and correct. Subrmission of this application is duly authorized by the appropriate governing officials of the applicant and the applicant will comply with the
certifications and assurances if the federal assistance is awarded.

If you agree, click on the Confirm button to complete submission of this application to the Federal Transit Administration (FTA).

Enter User PIN

Please note that this verification is being recorded under the name of:

Name Test Email Date Dec 29, 2020
Title Developer User PIN |‘
BACK
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6) Request FTA Return Application”: Click on the “Request FTA Return Application” to see the
screenshot below. Add comments in the comment box to return the Application back to the Pre-
Award Manager.

Return Application to Pre-Award Manager | Recipient Comment Entry

Recipient Details

Recipient ID Recipient Name
9900 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 &8 User Guide

Temp App Number Application Status

95900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/25/2020

Comments *

Enter your comment here

Please enter your comments for review by the FTA Pre Award Manager.

BACK RETURN WITH COMMENT TO FTA

7) View/Print Application: Click on the “View/Print Application” to see the screenshot below. Click the
link under the “View/Print Document” to download the View/Print for the Application.

View/Print Application

View/Print Types:

* Historical: Document generated and saved during Application execution.
o Note: Applications that have reached Active (Executed) status prior to 4/27/2020 will show ‘Obligated / Ready for Execution’ status.
* Current: Document generated at the current time.

Printable Application(s)

View/Print Document | Vview/Print Generation Date View/Print Type

View Print Application - VA-2021-002-00 Dec 29 2020 02:24 PM Current

CLOSE

9) Once the Application is submitted, click the “Close” button on the Success screen.

(Add the success screen )

5.3.1.1.1 Recipient Return with Comments to FTA

Alternately, the Submitter may elect to return the Application to FTA with comments when completing
the Review & Submit task.
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1. Selecting the “Request FTA Return Application” option will take the Submitter to another form
to enter any comments for FTA related to the Application.

Application | Submit Application for FTA Final Review

Recipient Details

Recipient ID Recipient Name
99000 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 8 User Guide

Temporary Application Number Application Status

9900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/29/2020

CLOSE SUBMIT TO FTA | REQUEST FTA RETURN APPLICATION H VIEW/PRINT APPLICATION

Return Application to Pre-Award Manager | Recipient Comment Entry

Recipient Details

Recipient ID Recipient Name

9300 TrAMS Transit Organization

Application Details

FAIN Application Name

VA-2021-002-00 0 User Guide

Temp App Number Application Status

9900-2021-6 FAIN Assigned / Ready for Submission
Last Modified By Last Modified Date

Fta guide 12/29/2020

Comments *

Enter your comment here

Please enter your comments for review by the FTA Pre Award Manager.

BACK RETURN WITH COMMENT TO FTA
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2. The comments will be logged and the Application returned to the FTA Regional Pre-Award
Manager for review once again.

NY-2022-001-00 | Application Returned

kLose

5.3.2 Final Concurrence, Obligation, and Execution

After a recipient has formally submitted the application, it enters the Final Concurrence phase in which
FTA conducts another series of reviews and reserves funds as necessary.

Note: At any time during the Final Concurrence phase, the application can be returned to the
recipient. The recipient will receive an email notification that the application has been returned
and will need to transmit again after making any necessary changes. Refer to Related Action:
Validate and Transmit Application.

After the Final Concurrence phase, the application moves to the Obligation phase. During this phase,
FTA will obligate and award the application.
Finally, the application will enter the Execution phase in which a recipient user will be able to execute

the Award.

5.3.2.1 Execution Phase

5.3.2.1.1 Task: Complete Initial Federal Financial Report for Federal Award

When the Application is created, the recipient has the option to identify whether the Application uses
Pre-Award Authority or not. If the recipient chooses the ‘Yes’ option, this indicates that the Application
uses Pre-Award Authority and the next step after obligating / Awarding the Application will be for the
Recipient’s FFR reporter to complete the initial FFR.

To complete the Initial FFR task:
1) Click the ‘Tasks’ tab to view a list of tasks for the logged-in user.

2) Select the ‘Complete Initial Federal Financial Report for Federal Award ID No. [FAIN] task.

< My Tasks

Task Name FAIN Application Name Application Status Recipient Id Assigned To Received 1

r Execution 9900 TrAMS G900 FFR Reporter 2/23/2022 3:02 PM EST

y for Closeout 9900 John TraMS

3) The ‘Federal Financial Report | Input FFR Values’ Click ‘Accept’ button to accept the task within the
‘You must accept this task before completing it’ prompt. Clicking the ‘Go Back’ button will return the
task to the group and make the task available to any other users in the recipient organization with
the FFR Reporter role.
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You must accept this task before completing it EYlau-gl & GO BACK

The Recipient Summary, Award Summary and FFR Summary sections are read-only. It displays
information about the Application in each of the appropriate sections.

Federal Financial Report (FFR) | Input FFR Values

Recipient Summary
Recipient ID 2300 Recipient DUNS 9959995359

Recipient Name Trams Transit Organization EIN Number 999999599

vAward Summary

Federal Award ID FL-2018-007-00 Award Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR
Number (FAIN) MOB MGT & CAPITAL PROJECTS
FFR Reporting [nitial Award Status Obligated / Ready for Execution

Frequency Required
9 yReq Obligated Date 2/26/2012
Preaward Authority Yes, Preaward Authority utilized

Mo, Preaward Authority not utilized

vFederal Financial Report Summary

Report Type [nitial FFR Report Status \Work in Progress
Report Period FY 2018 Report Due Date 2/26/2018
Report Period Begin 2/21/2018 Last Update By N/A
Date

Last Update Date
Report Period End 2/26/2018
Date

Final Report? Yes, Final Report

Mo, Mot Final Report

The ‘Status Log’ section keeps track of the Status, Update Date and the user who last modified the FFR.

4) The Indirect Expense section consists of the ‘Type’ field that allows the user to select the expense
type (Fixed, Final, Predetermined, Provisional, N/A), a percentage rate, base amount, the expense
period, charge amount and the Federal Share amount. Populate each field with the appropriate
values.

Indirect Expense

Type Fixad - Period From  02/27/2018
Rate 153 Period To  03/27/201%
Base 545,892 Amount Charged 332,821

Federal Share 32,311
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5) There are multiple editable and non-edible sections within the ‘Federal Financial Report (FFR) |
Input FFR Values’ form. Populate each field with appropriate data. Read-only fields fields that are
automatically calculated by the system will retain a value of ‘0’ until the ‘Calculate Totals’ button is
clicked at the bottom of the form. The remaining sections of the ‘Federal Financial Report (FFR) |
Input FFR Values’ form include:

A) Federal Cash on Hand at Beginning of Period: Consists of the Previous, Cumulative and This
Period fields. The ‘Previous’ field is a read-only field that is automatically populated based
on the Applications federal cash on hand from the previous period. The ‘Cumalitive’ field is a
read-only field that automatically calculates the sum of the ‘Previous’ and ‘This Period’
fields. Enter the federal cash on hand amount into the ‘This Period’ field.

A. Federal Cash on Hand at Beginning of Period

Previous 30 Cumulative $25,347

Calculated by Systern

This Period 325347

B) Federal Cash Receipts: Includes the Previous, Cumulative and This Period fields. The
‘Previous’ field is a read-only field that is automatically populated based on the Applications
federal cash on hand from the previous period. The ‘Cumalitive’ field is a read-only field that
automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields. Enter the federal
cash receipts amount into the ‘This Period’ field, if applicable.

B. Federal Cash Receipts

Previous 30 Cumulative 3564

Calculated by System

This Period 3584

C) Federal Cash Disbursements: The Previous, Cumulative and This Period fields are included
in this section. The ‘Previous’ field is a read-only field that is automatically populated based
on the Applications federal cash on hand from the previous period. The ‘Cumalitive’ field is a
read-only field that automatically calculates the sum of the ‘Previous’ and ‘This Period’
fields. Enter the federal cash disbursements amount into the ‘This Period’ field, if applicable.

C. Federal Cash Disbursements
Previous 30 Cumulative %1,776

Calculated by System

This Period 31,776

D) Federal Cash on Hand at End of Period (A + B - C): Consists of the Previous, Cumulative and
This Period fields. The ‘Previous’ field is a read-only field that is automatically populated
based on the Applications federal cash on hand from the previous period. The ‘This Period’
is a read-only, system calculated field that sums the cumulative amount of sections A and B,
minus the cumulative amount in C. The ‘Cumalitive’ field is a read-only field that
automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields.
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D. Federal Cash on Hand at End of Period (A+ B - C)

Previous 30 Cumulative 324,135

Calculated by System Calculated by System

This Period 324,135

Calculated by System

E) Total Federal Funds Authorized: Contains the read-only, Cumulative field that is populated
based on the Application’s total authorized federal funds.

E. Total Federal Funds Authorized

Cumulative $471,5583

F) Federal Share of Expenditures: Includes the Previous, Cumulative and This Period fields. The
‘Previous’ field is a read-only field that is automatically populated based on the Applications
federal cash on hand from the previous period. The ‘Cumalitive’ field is a read-only field that
automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields. Enter the federal
share of expenditures amount into the ‘This Period’ field.

F. Federal Share of Expenditures

Previous 30 Cumulative 35,047

i i Calculated by Syste
This Period = 36,047 culated by =ysem

G) Recipient Share of Expenditures: Consists of the Previous, Cumulative and This Period
fields. The ‘Previous’ field is a read-only field that is automatically populated based on the
Applications federal cash on hand from the previous period. The ‘Cumalitive’ field is a read-
only field that automatically calculates the sum of the ‘Previous’ and ‘This Period’ fields.
Enter the recipient share of expenditures amount into the ‘This Period’ field.

G. Recipient Share of Expenditures
Previous 30 Cumulative 310,483

Calculated by System

This Period 310,483

H) Total Expenditures (F + G): Sums up the cumulative amounts in sections F and G and
displays the total within section H. Both the ‘This Period’ and ‘Cumulative’ fields in this
section are read-only, system calculated fields.

H. Total Expenditures (F + G)

This Period 316,530 Cumulative 316,530

Calculated by System Calculated by System

I) Federal Share of Unliquidated Obligations: Enter the Application’s federal share of
unliquidated obligations amount into the ‘Amount’ field
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I. Federal Share of Unliquidated Obligations

Amount 3456

J) Recipient Share of Unliquidated Obligations: Enter the Application’s recipient share of
unliquidated obligations amount into the ‘Amount’ field.

J. Recipient Share of Unliquidated Obligations

Amount 3903

K) Total Unliquidated Obligations (I + J): The amount field in section K is a read-only field that
is system calculated by summing up the amounts in section | and J.

K. Total Unliquidated Obligations (I + J)

Amount 31,359

Calculated by System

L) Total Federal Share (F +1): Displays the Total Federal Share amount, which is system
calculated by summing up sections F and I.

L. Total Federal Share (F + 1)

Amount 35,503

Calculated by System

M) Unobligated Balance of Federal Funds (E — L): Displays the Unobligated Balance of Federal
Funds amount, which is system calculated by subtracting section L from section E.

M. Unobligated Balance of Federal Funds (E - L)

Amount 465,060

Calculated by System

N) Total Recipient Share Required: Displays the Application’s total recipient share required in
the amount field.

N. Total Recipient Share Required

Amount 3175756

0O) Remaining Recipient Share to be Provided [N — (G + J)]: Contains the remaining recipient
share to be provided, which is system calculated amount based on the formula, section N
minus the sum of section G and J.

0. Remaining Recipient Share to be Provided [N - (G +]) ]

Amount %168,320

Calculated by System

P) Federal Program Income on Hand at Beginning of Period: Enter the Application’s Federal
program income on hand at the beginning of the period.
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P. Federal Program Income on Hand at Beginning of Period

Amount 32,756

Q) Total Federal Program Income Earned: Enter the Application’s Total Federal Program
Income Earned amount.

Q. Total Federal Program Income Earned

Amount 35417

R) Federal Program Income Expended in accordance with the deduction alternative: Enter
the amount for the Federal Program Income Expended in accordance with the deduction
alternative. The system will not allow users to enter values in both the R and T fields. Enter a
value in one or the other. If a value is entered in both, a validation will display, preventing
the user from advancing in the Pre-Award Application process.

R. Federal Program Income Expended in accordance with the deduction alternative

Amount 30

S) Federal Program Income Expended in accordance with the addition alternative: This
section contains a read-only field that is automatically populated based on the Application’s
Federal Program Income Expended in accordance with the deductive alternative.

S. Federal Program Income Expended in accordance with the addition alternative

Amount 30

T) Federal Program Income Expended on allowable Transit Capital and Operating expsnes:
Cannot enter values in both R and T fields. Enter a value in one or the other. If a value is
entered in both, a validation will display, preventing the user from advancing.

T. Federal Program Income Expended on allowable Transit Capital and Operating
expense

Amount 3483

U) Federal Unexpended Program Income [(P+ Q-R) or (P + Q- S) or (P + Q —T)]: System
calculated section that is based on the the formula [(P+Q-R)or (P+Q-S)or (P+Q-T)].
The calculated amount depends on the fields populated by the user.
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U. Federal Unexpended Program Income [[P+Q-R)or(P+Q-S)or (P+Q-T)]

Amount $3,534

Calculated by System

CALCULATE TOTALS CLOSE TASK

6) Click the ‘Calculate Totals’ button once all input values are entered. The ‘Confirm FFR Data’ form is
displayed.

Federal Financial Report (FFR) | Confirm FFR Data

Recipient Summary

Recipient ID

9900

S hitps:fifacestesti fia dol gov/suite/tempo/recordsiit. ..

Recipient Name Trams Transit Organization

Award Summary

Federal Award ID
Number {FAIN)

FL-2013-007-00

hitps-/facestest fta.dot gov/suitetempoirecordsiit. ..

FFR Reporting Initial
Frequency
Preaward Yes, Preaward Authority ufilized
Authority Mo, Preaward Authority not utilized

Federal Financial Report Summary

Report Type
Report Period
Report Due Date

Initial
FY 2018
2126/2018

Final Report? ‘Yes, Final Report
Mo, Mot Final Report
Status Log
Status

Work in Progress

Updated Date

2/26/2013

Recipient DUNS 999999999
EIN Number 999999999

Award Name 2311 FORMULA FFY 17 & FFY18 FUNDS FOR MOB
MGT & CAPITAL PROJECTS

Award Status Obligated / Ready for Execution
Obligation Date  2/26/2018

Report Period 2/21/2018
Begin Date

Report Period End  2/26/2018
Date

Updated By

appian.administrator

Indirect Expense

Type | Fixed

Rate 15%

Base 345292

Period From 272772018

Period To  3/27/2019
Amount Charged $32.821
Federal Share 52311
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Financial Status

Transactions Previous Current Cumulative
A. Federal Cash on Hand at Beginning of Period 50 525,347 525347
B. Federal Cash Receipis 50 3564 5564

C. Federal Cash Disbursements 50 51,776 51,776
D. Federal Cash on Hand at End of Period (A +B - C) 1] $24,135 $24,135
E. Total Federal Funds Authorized 5471 563
F. Federal Share of Expenditures 50 36,047 56,047
G. Recipient Share of Expenditures 30 $10,483 $10,483
H. Total Expenditures (F + G) 50 $16,530 516,530
|. Federal Share of Unliguidated Obligations 5456

J. Recipient Share of Unliguidated Obligations $903

K. Total Unliguidated Obligations (1 + J) $1,359
L. Total Federal Share (F + 1) 56,503
M. Unobligated Balance of Federal Funds (E - L) $465,060
N. Total Recipient Share Required $179,766
0. Remaining Recipient Share fo be Provided [N - (G + J]] 5168,380
F. Federal Program Income on Hand at Beginning of Period 52,756
(. Total Federal Program Income Eamed 5841

F. Federal Program Income Expended in accordance with the deduction alternative 1]

5. Federal Program Income Expended in accordance with the addition altemative 50

T. Federal Program Income Expended on allowable Transit Capital and Operating expenses 5463

U. Federal Unexpended Program Income [(P + Q- R)or (P+Q-S)or (P+Q-T)] $3.134
4 4 1-210f21 » M

7) Click the ‘Continue to Submission’ button and the ‘Federal Financial Report | Save’ success form is
displayed. Clicking the ‘Close Task’ button on the ‘Confirm FFR Data’ form will lead back to the Task
tab without submitting to FTA. Clicking the ‘Modify FFR Values’ button will lead back to the ‘Input
FFR Values’ form with updated system calculated values.

CONTINUE TO SUBMISSION ‘ MODIFY FFR VALUES CLOSE TASK

The Submit FFR screen is displayed after clicking the ‘Continue to Submission” button.
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Federal Financial Report (FFR) | Submit FFR

Recipient Summary

Recipient ID 5900 Recipient DUNS 9559993599
Recipient Name Trams Transit Organization EIN Number £99995%00

vAward Summary

Federal Award ID FL-2018-007-00 Award Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR
Number (FAIN) MOB MGT & CAPITAL PROJECTS
FFR Reporting [nitial Award Status Obligated / Ready for Execution
Frequency Required

Obligated Date 2/26/2018
Preaward Authority ‘Yes, Preaward Authority utilized

Mo, Preaward Authority not utilized

vFederal Financial Report Summary

Report Type Initial FFR Report Status Work in Progress
Report Period FY 2018 Report Due Date 2/26/2018
Report Period Begin 2/21/2018 Last Update By FFR Reporter! TRAMS
Date

Last Update Date
Report Period End 2/26/2018
Date

Final Report? Yes, Final Report
Mo, Not Final Report

Status LOg
Status Updated Date Updated By
Work in Progress 2/26/2018 appian.administrator

8) Enter Submission Remarks into the Recipient Remarks section. Recipient Remarks are required. If
there aren’t any remarks entered, a validation error will display, preventing the Application from
advancing .

Recipient Remarks

Submission Remarks

Per the SMR report, we must submit FFRs for all active grants for FY2018 on a annual basis.

4

When this report is submitted to FTA, the submitter and the individuals providing the information 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 penalties. (U.S. Code, Title 18, Section 1001).

Submitted By FFR Reporter1 TRAMS
Submitted Date 2/28/2018
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9) Click the ‘Save’ button and the ‘Federal Financial Report | Saved’ form is displayed. Clicking the Back
button will return to the ‘Confirm FFR Data’ page. The ‘Close Task’ button will return the task to the

Tasks tab without saving any changes to the Application.
BACK || SAVE || CLOSE TASK

10) Click the ‘Close’ button to return to the ‘Submit FFR’ screen.

Federal Financial Report | Saved

= |

Federal sAward ID Number FL-2018-007-00 FFR has been saved for Initial. Return to the Task list to Complete and submit the FFR to FTA.

11) Click the ‘Submit to FTA’ button on the ‘Submit FFR’ screen to continue with submission of the FFR
task to FTA. The ‘Federal Financial Report | Submitted’ page is displayed. The Recipient Official is
then assigned a task to execute the Award.

Federal Financial Report | Submitted

‘ 0 Success! ‘

Federal Award ID Number FL-2018-007-00FFR for Initial has been submitted to FTA.

CLOSE

Note: Once the initial FFR is submitted by the Recipient, a Post Award Manager will receive an
email notification stating that the initial FFR is ready for review.

5.3.2.1.2 Task: Execute 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.

Once the Application is obligated / Awarded, the progress bar is updated on the summary dashboard to
reflect that it is in the ‘Executed’ phase, as shown in the image below.
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Paints of Contact Application Control Totals Application Projects Review / Approvals News Related Actions

1-Progress nitial Review Final Concurrence Obligation Executed Active Closed

When the Application is created, the recipient has the option to identify whether the Application uses
Pre-Award Authority or not. If the recipient chooses the ‘Yes’ option, this indicates that the Application
uses Pre-Award Authority and the next step after obligating / Awarding the Application will be for the
Recipient’s FFR reporter to complete the initial FFR. For steps on completing the initial FFR, see the
Initial FFR section of the appendix. Once the initial FFR is completed, the Recipient’s Official user can
execute the Award.

After FTA has completed their reviews of the Application, the Initial FFR is completed (if applicable), and
the funds have been obligated, a ‘Task’ will be assigned to users with the Official role to execute the
Award. All users with the Official role in the recipient organization will receive an email notice indicating
that a task has been assigned.

To complete the execute Award task:
1) Click the ‘Tasks’ tab to view a list of tasks for the logged-in user.

2) Select the ‘Execute Award for Federal ID Number [FAIN] task.

< My Tasks

FAIN Application Name Application Status Recipient Id Assigned To Received !

3) The system will prompt users to accept the task at the top of the Award Execution Summary form.
Click ‘Accept’ to accept the task within the ‘You must accept this task before completing it’ prompt.
Clicking the ‘No’ button will return the task to the group and make the task available to any other
users in the recipient organization with the Official role.

You must accept this task before completing it F ¥ Naegl G GO BACK

4) After accepting the ‘Execute Award’ task users will be able to:
1) View the Award Letter prior to executing
2) Execute the Award

3) Close the task to return it to the queue
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Application | Award Execution Summary

Recipient Details

Recipient ID Recipient Name

G900 Trams Transit Organization

Application Details

Application Number FL-2018-007-00 Application Name 2311 FORMULA FFY17 & FFY18 FUMDS FOR MOB

Lo . MGT & CAPITAL PROJECTS
Obligation Fiscal 2018 !

Year Application Type Grant

Award and Execution Details

Award Status Obligated / Ready for Execution Award Execution Obligated / Ready for Execution

: . Status
Awarded By regiond.administrator]

o Award Execution By
Administrator
User Title

User Title
Awarded Date 2/26/2018 *

Award Execution
Date

CONTINUE TO EXECUTION ‘ VIEW AWARD AGREEMENT H CLOSE ‘

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. WARNING: Be sure to click the ‘Close’ button on the View-Print form
to be returned to the Execute Award task. Otherwise, users will have to wait 1 hour for the View-
Print form to time-out and for the Execute Award task to be returned to users.

Award | View Award Letter for VA-2021-004-00

Award Letter AwardlLetter_VA-2021-004-00

CLOSE

6) Click the ‘Continue to Execute’ button to execute the Award. The ‘Application | Execute Contract
Award’ screen will display. Provide the 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.
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Application | Execute Contract Award

Recipient Details

Recipient ID Recipient Name
9200 Trams Transit Organization

Application Details

Application Number Application Name
FL-2018-007-00 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL
PROJECTS

Obligation Fiscal Year
2018 Application Status

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 Feb 28, 2012

Enter User PIN

Please note that this verification is being recorded under the name

of:
Date Feb 28,2018

Name Officiall TRAMS

User PIN
Title Official

EXECUTE AWARD CANCEL

Once the proper PIN is entered and the ‘Execute Award’ button is clicked, the following success screen
will display.

Application Review | Executed

| Success! |

Federal Award ID Number FL-2018-007-00 has been successfully executed.

CLOSE

Now that the Award was successfully executed, the Progress Bar is updated to reflect that the
Application is now in the ‘Active’ phase. To access the Progress Bar, navigate to the Summary Dashboard
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within the Application record.

Points of Contact  Application Control Totals  Application Projects News Related Actions

v

n-Progress nitial Review Final Concurrence Dbligaticn Executed Active Closed

7) Click the ‘Close’ 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.

I
i CONTINUE TO EXECUTION ‘ VIEW AWARD AGREEMENT [ CLOSE

5.3.3 Ad Hoc Related Actions for Application Review

5.3.3.1 Related Action: Execution & Award Summary

To view execution details and the Award agreement letter, select the ‘Execution & Award Summary’
from the ‘Related Action’ menu. This information is only available after an Application has been
Awarded.

1) Search and select an Award record as shown in Section 5.1 of this document,
2) Once Award record opens, click on the ‘Related Action’ tab.
3) Select ‘Execution & Award Summary’ from the list of options.
4) The ‘Award | View Execution Summary’ page will display showing:
a) Recipient Details, which includes ID and name of Recipient

b) Award Details, which includes the FAIN, reporting frequency and if there is pre-Award
authority

c¢) Award and Execution Details, which includes who Awarded and who executed the Award
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Award | View Execution Summary

Recipient Details

Recipient ID

Award Details

Federal Award 1D
Number (FAIN)

FL-2018-002-00

Recipient Name

Trams Transit Qrganization

Application Name

Bus Transit Modernization

Obligation Fiscal 2018 L
Year Application Type Grant
Period of 11/4/2017 Period of 11/3/2017
Performance Start Performance End
Date Date
Milestone Progress Annual Federal Financial Annual

Report (MPR)
Reporting Frequency

Pre-Award Authority

Suballocation of
Funds

No. this application is not using Pre-Award authority.

No, my organization is a Direct Recipient: funds were directly allocated to my
organization.

Award and Execution Details

Award Status

Awarded By

Awarded Date

Active / Budget Revision In-Progress
Administrator1 Region 4

Administrator
User Title

11/4/2017

Report (FFR)
Reporting Frequency

Research and/or
Development
Activities

Indirect Costs

Award Execution
Status

Award Execution By

Award Execution
Date

No, this application does not include funds for research and/or development
activities.

No, indirect costs WILL NOT be applied to this application

Active / Budget Revision In-Progress

Jane Trams

Sr. Financial Analyst
User Title

12/13/2017

VIEW AWARD AGREEMENT | CLOSE

5)

6)

Click the ‘View Award Agreement’ button, which creates a hyperlink to a Word document. The
Word document shows Award information, terms and conditions along with funding information.

Click on the ‘AwardLetter_[FAIN]" hyperlink to view the Award letter, or click the ‘Close’ button at
any time to return to the ‘Related Actions’ menu

Award | View Award Letter for FL-2018-002-00

Award Letter Aws'clLeuer_:_-ztl’5-302-3-0“' Hyperhnk l

CLOSE

5.3.3.2 Related Action: Award Funds Status

The ‘Award Fund Status’ Related Action allows a Recipient to view the financial details of an executed
Award such as obligation, deobligation, disbursement, refund and unobligated balance. All recipient
user roles can access this Related Action, which is available once an Award has a status of ‘Active’. 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.
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2) The display will include:
a) Recipient Details
b) Award Details
c¢) Award Funding Summary
d) Award Funding — Account Class Code grid
e) Award Funding - Financial Purpose Code (FPC) grid
f)  Application Transaction History grid, which can be filtered by several drop down options.

Note: Each grid will display a small number of rows, use the arrow keys on the bottom of the grid to view
additional records. Arrows only appear when there are additional rows.

FL-2018-002-00 | Bus Transit Modernization

Recipient Details
Recipient ID Recipient Name

Trams Transit Organization

Award Details

FAIN Award Name
FL-2018-002-00 Bus Transit Modernization
Temp App Number Award Status

9900-2018-3 Active (Executed)

Award Funding Summary

PO Number Funding Source Obligation Deobligation Disbursements Refund Unliquidated Balance

FL-03-4501 5309 - New 5tarts $100.00 $0.00 $0.00 $0.00 $100.00
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Award Funding - Account Class Code
PO Number Project 1 Cost Center Scope Code / Name / Suffix Account Class FP Obligatio Deobligatio Disbursemen Refun Unliquidated
Number Code C n n t d Balance
FL-03-4501 FL-2013-002-01 65000 L2 00 B HANCIMWATSLINES 201825033582 00 £100.00 50.00 50.00 $0.00 $100.00
A
Award Funding - Financial Purpose Code (FPC)
PO Number FPC FPC Description Obligation Deobligation Disbursement Refund Unliguidated Balance
FL-03-4501 00 CAPITAL $100.00 $0.00 $0.00 $0.00 $100.00
Application Transaction History
Filter by:
Account Class Code -
Choose Filter Data
Award Funding - Transaction View
PO Number Project Number Scope Number / Name / Suffix UZA Code Cost Center Account Classification Code FPC Transaction Date | Transaction Type Amount
FL-03-4501 FL-2018-002-01-00  112-00 BUS TRANSITWAYS/LINES 120000 65000 2018.25.03.5B.2 0o 11/4/2017 QObligation £100.00
FL-03-4501 FL-2018-002-01-00 112-00 BUS TRANSITWAYS/LINES 120000 65000 20182503562 00 121132017 Authorized Disbursement $100.00

Elements of Award Funding Summary:

a) If the Award has more than one fund source, a PO Number will populate for each source.

b) Obligation is the total amount of funds Awarded, original or as amended to add new funds.

c) Deolbigation indicates any scope code transfer removing funds from a funding source.

d) Disbursements indicate the amount of funds passed through FMS via ECHO or Delphi to the
Recipient.

e) Refund indicates any funds returned to FTA via ECHO or pay.gov.

f)  Unliquidated Balance reflect the amount available to be disbursed against the original Award
obligation.

Elements of Award Funding — Account Class Code

a) The Account Class Code section details information for each obligation to include deobligation,
disbursement, refund and unliqudated balance.
b) This section includes information needed to complete drawdowns on Awards, including:
a. PO (Purchase Order) Number
b. Project Number
c. Cost Center
d. Scope Code/Name/Suffix
e. Account Class Code
c) Fiscal Year (first 4 digits), Section Code digits 7 and 8, following by a ‘limitation code’ to further
delineate the program funds.
a. FPC Code (TEAM Awards)
d) Unliquidated Balance specifies the amount of funds available for disbursement.

Note: TrAMS Awards; funds cannot be reallocated in a budget revision or amendment greater than the
amount available to the specific Scope Code Suffix as shown as Unliqudated Balance.
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Elements of Award Funding — Financial Purpose Code (FPC)

a) Financial information pertaining to each FPC used.

Award Funding - Account Class Code
PO Number  Project 1 CostCenter  Scope Code f Name / Suffix Account Class FP Obligatio Deobligatio Disbursemen Refun Unliquidated
Number Code [ n n t d Balance
FL-03-4501 FL-2018-002-01 65000 :1,:'0':' BUS TRANSITWAYS/LINES 2018.25.035B.2 00 $100.00 50.00 30.00 30.00 $100.00
A
Award Funding - Financial Purpose Code (FPC)
PO Number FPC FPC Description Obligation Deobligation Disbursement Refund Unliquidated Balance
FL-03-4501 00 CAPITAL $100.00 $0.00 $0.00 $0.00 $100.00
Application Transaction History
Filter by:
Account Class Cade -
Choose Filter Data
Award Funding - Transaction View
PO Number Project Number Scope Number / Name / Suffix UZA Code Cost Center Account Classification Code FPC Transaction Date T Transaction Type Amount
FL-03-4501 FL-2018-002-01-00 0 BUS TRANSITWAYS/LINES 120000 65000 00 Obligation $100.00
FL-03-4507 FL-2018-002-01-00 112-00 BUS TRANSITWAYS/LINES 120000 65000 00 Authorized Disbursement $100.00

Elements of Application Transaction History

Application Transaction History shows all financial activities pertaining to the Application. This
section can be filtered by one of the options from the drop down menu:

a) FPC(e.g. 00,01, 02, 04, 09)

b) Project Number (it must contain all numbers and dashes)

c) Scope Code

d) Transaction Type (Obligation, Authorized Disbursement, Disbursement, Refund)

The ‘Choose Filter Data’ option allows further drill down into a specific category based on the ‘Filter
By’ selection. This is a ‘type ahead’ function, and will auto populate available data. Start typing the
appropriate data in the Choose Filter Data field than select from the list of values that becomes
available. If entered information does not populate a list of values, there are no further options for
the Award.

Application Transaction History

Filter by:

Transaction Type -
Choose Filter Data

I ‘O:\Q I

PO Number Project Number Scope Number / Name / Suffix UZA Code Cost Center Account Classification Code FPC Transaction Date T Transaction Type Amount

FL-03-4501 FL-2018-002-01-00 112-00 BUS TRANSITWAYS/LINES 120000 65000 2018.25.03.5B.2 00 11742017 QObligation $100.00

FL-03-4501 FL-2018-002-01-00 112-00 BUS TRANSITWAYS/LINES 120000 65000 2018.25.035B.2 00 1213/2017 Authorized Disbursement £100.00
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5.3.3.3 Related Action: Project Funds Status

Recipients may view their fund status from a Project level versus total Award level. To view the Project
fund status, the user will need to navigate to the Project record within an Application or Award. Once
users are in an Application or Award:

1) Select ‘Application Projects’ tab.

2) A grid will populate with a list of Projects. Only several will populate, if users have additional
Projects they may need to move the grid forward using paging at the bottom right of the grid. Users
can sort information in the grid using the column headers.

3) Click on the ‘Project Number’, which is a hyperlink taking users to the Project record.

Records ' Applications / Awards

FL-2018-002-00 | Bus Transit Modernization &
Summary  Pointsof Contact  Application Control Totals Mews  Related Actions

Recipient Details

Recipient 1D Recipient Name

Award Status Information

FAIN Award Name
FL-2018-002-00 Bus Transit Modernization
Temp App Number Award Status

9900-2018-3 Active (Executed)

Projects for Application

Project Number Project Name Project Budget Last Updated Date Last Updated By

Bus Terminal Upgrade 5102 Qct 26,2017 Jane Trams

4) Select the ‘Related Actions’ tab.

5) Select ‘Project Funds Status’ from the menu options.

Information in this document is proprietary to FTA Page 279

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

Records  Projects

FL-2018-002-01-00 - Bus Terminal Upgrade

sSurmmary Project Control Totals Mews Related Actions

Project Details and Narratives
Manage Project Details and Marrative

Project Location

Project Plan Information
Manage Froject's Program Plan Information (STIF/UFWF/LRF)

Budget Activity Line Items and Milestone
Manage Budget Activity Line Item and Milestone

Environmental Determinations
Manage Project Environmental Determinations

View-Print Application
Generate Yiew/Print for Application

Project Documents
Manage Project Documents

= T T T e e e

Project Funds Status
View Project Funds Status

Manage Froject Place of Performance Information (Congressional District and UZA Codes)

6) The Project Funds page contains the following sections:

a)
b)
c)
d)
e)
f)
g)

Recipient Details

Award Details

Project Details

Project Funding Summary grid

Project Funding - Account Class Code grid

Project Funding - Financial Purpose Code (FPC) grid

Project Funding - Transaction History grid
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Recipient Details

Recipient ID

Award Details
FAIN

FL-2018-002-00

Temp App Number
5900-2018-3

Project Details

Project Number
FL-2018-0 0

Project Funding Summary

PO Number Funding Source

FL-03-4507 5309 - New Starts

FL-2018-002-01-00 - Bus Terminal Upgrade

Obligation

$100.00

Deobligation

Recipient Name
Trams Transit Organization

Award Name

Bus Transit Madernization
Award Status

Active (Execured)

Project Name
Bus Terminzl Upgrade

Dishursements Refund

$0.00 $0.00 $0.00

Unliquidated Balance

$100.00

Project Funding - Account Class Code

PO Number Cost Center Scope Code f Name / Suffix

FL-03-4501 65000 112-00 BUS TRANSITWAYS/LINES A1

Project Funding - Financial Purpose Code (FPC)

FPC FPC Description Obligation

o0 CAPITAL $100.00

Project Funding - Transaction History
Filter by:

Account Class Code

Choose Filter Data

Project Funding - Transaction View

PO Number Cost Center Scope Number / Name / Suffix
FL-03-4501 65000 112-00 BUS TRANSITWAYS/LINES
FL-03-4207 £5000 112-00 BUS TRANSITWAYS/LINES

Account Class Code

2018.25.03.58.2

FPC Obligation Deobligation Disbursement Refund

L) $100.00 £0.00 $0.00 $0.00

Deobligation Disbursements Refund
50.00 50.00 50.00
UZA Code Account Classification Code FPC Transaction Date T Transaction Type
120000 20182503582 (1) 11742017 QObligation
120000 2018.25.03.5B.2 [0 121132017 Authorized Disbursement

Unliguidated Balance

$100.00

Unliguidated Balance

$7100.00

Amount

$100.00

$100.00
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5.3.3.4 Related Action: Application Fleet Status

This related action is available for any Application / Award with rolling stock (fleet of buses, trains, etc.)
The information is determined by the fleet status at the time of Award execution. All users may view the
read-only fleet status information associated with an Application / Award they otherwise have access to.

1) From the Application or Award, click the Related Actions tab, select ‘Application Fleet Status’ from
the list.

= C4 [ 1= ﬁ) @) rocerc Toren Acminswan

WELCOME MY WORK (52) RECORDS REPORTS -

View Execution Summary and Award Agreement

Obligation Details
View Obligation Details

View-Print Budget Change History
Generate View-Print for Budget Revision

Create Closeout Amendment
Initiate Close for Active Executed Award

DOL Certification Details
View Details for DOL Certification

Application Dacuments
Manage Application Documents

Application Review Comments
View and Manage Application / Award Review Comments

Create Administrative Amendment
Create Administrative Amendment on Active Executed Award

Award Funds Status
View Award Funds Status - Obligations, Deobligations, Refunds and Disbursements

Application Fleet Status
View Application Fleet Status

Modify Award Managers
Modify Application Pre-Award and Post-Award Managers

Application Special Conditions
Manage Application Special Conditions

View Period of Performance Changelog
View All Period of Performance Data at the Award Level

N N e | e e e e e e e e

2) ‘The Application Fleet Status’ form will display.

3) Select the ‘Close’ button to return to the ‘Related Actions’ menu.

(4 =2 s
B O e ot sminanstion
'WELCOME MY WORK (52) RECORDS REPORTS

NY-2022-003-00 | New Application

Summary  Points of Contact  Application Control Totals  Application Projects  Review / Approvals  Ad-Hoc Tasks [EEEENSRNETEOE

Application Fleet Status

This represents the fleet status at the time of FTA award

Fleets
Fleet Type Peak Requirement Spares Spare Ratio Active Total Contingency Pending Disposal Inactive Total Overall Total
Light Rail 100 10 10% 110 2 4 4 14

5.4 Post-Award Reporting

5.4.1 Overview
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Recipients of FTA funding 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 are 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 may 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.

5.4.1.1 FFR/MPR Reporting Cycle Timeframes
Table 1 - Quarterly FFR/MPR Reporting Cycle Timeframes

Quarterly FFR/MPR Months Covered Task Issued Due Date Task Closes*
Reporting Cycle

Quarter 1 Oct — Nov — Dec January 1 January 30 March 31
Quarter 2 Jan — Feb - Mar April 1 April 30 June 30
Quarter 3 Apr—May—June |July1l July 30 September 30
Quarter 4 July - Aug - Sept October 1 October 30 December 31

*Tasks are launched at 7:15 AM GMT; and Task closes and the period closes for FTA staff to review at

11:59 PM GMT. Tasks may not be modified after FTA has accepted the report. FTA regional and HQ staff
will review the reports and provide approval.

Table 2 — Annual FFR/MPR Reporting Cycle Timeframes

Annual FFR/MPR Months Covered Task Issued Due Date Task Closes*
Reporting Cycle
Federal Fiscal Year October 1 to October 30 of October 30 of September 30 of
September 30 the next fiscal the next fiscal the next fiscal
year year year
Example October 1, 2017 to | October 1, 2018 | Oct. 30, 2018 Sept. 1, 2016
Sept. 30, 2018
Note: Federal Fiscal Year is October 1 to September 30;
Information in this document is proprietary to FTA Page 283

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

(A

*Tasks are launched at 7:15 AM GMT; and Task closes and the period closes for FTA staff to review at
11:59 PM GMT. Tasks may not be modified after the report has been accepted by FTA. FTA regional and
HQ staff will review the reports and provide approval

5.4.2 Search for FFRs and MPRs

5.4.2.1 Action: Search FFR and MPR for Review
To view MPR and FFR reports (in progress, submitted or reviewed), first navigate to the ‘Welcome’ tab.
To view read-only versions of previously submitted or draft FFRs and MPRs:

1) Click ‘Search FFR and MPR for Review’.

A = =] %

WELCOME MY WORK (12) RECORDS REPORTS

@TrAMs Website (JHelp Page

TrAMS 2

& Actions M Quick Links

® Coming Soon
Create Application

Q Search Applications / Awards

| Q search FFR and MPR for Review |

Q search Recipient Organizations

2) The ‘MPR and FFR Review | Search Criteria’ form will display. The following search fields can be used
to narrow down search for a specific report. Any required fields are marked with an asterisk.

a) The ‘Application/Award Fiscal Year’ field will limit the search to select report years.
b) The ‘Application/Award Status’ field will limit search based on the award status. Some example
statuses are: Active (Executed), In-Progress, or Closed.

c) Select whether the award is ‘Active’ or ‘Closed’ from the drop-down menu provided under the
‘Active / Closed Award(s)’ field.

d) Use the ‘Application Number’ field to enter a specific application/award number. User must
include the dashes and the amendment extension.

e) Select the ‘Report Type’ field to search for FFR or MPRs only, select ‘Any’ to retrieve both types.
*This is a required field.

f) Select the ‘Report Status’ field to search for reports either ‘Work In Progress’, ‘Submitted’, ‘FTA
Review Complete’.

g) Select one or more check boxes for the ‘Report Period Type’ field. *This is a required field.
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Note: User must select “Initial” if they are searching for an initial report.

h) The corresponding report period selections on the right side of the screen will become active as
the check boxes are selected. User must select one or more report periods from the ‘Report
Period Annual,” ‘Report Period Quarterly,” and/or ‘Report Period Monthly’ fields. All activated
report period fields will require a selection.

Note: Selecting ‘Initial” does not activate any Report Period lists. User must select the Initial box to
retrieve initial reports.
i) Select a radio button option for the ‘Report Final’ field.

To search for reports within a given range of dates the user may use the ‘Period From’ field ‘Period To’
field to enter in a date or display a calendar picker to select a date from for the first date of a range.

Note: The ‘Clear Filter’ button on this form can be used at any time to wipe out all entered search criteria.

3) Apply the desired search criteria along with the required fields and click the ‘Search’ button.

MPR and FFR Review | Search Criteria

Search Criteria for Award(s)

Application/Award
Number

*ReportType  Any
Report Status

*Report Period Type | Quarterly

CLEAR FILTER cLose

4) The ‘MPR and FFR Review | Search Results’ form will be displayed with results in grid format.
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WELCOME

MPR and FFR Review | Search Results

Search Criteria Selected

Criteria selected for Award(s)
Award Fiscal Yoar: 2020

Criteria selected for FFR
Report Type: FFR

Report Peri

Criteria selected for MPR

Report Type: MPR
Reporting Period: : Any
Report Status:

Report Period From: To:

Search Results Based on the Selected Criteria

Repart Period Type Report Type Repart Period Report Status Report Last Updated By Report Last Updated Date
----- 1 PR 20 WA 10/25/2021 10:40 AM EDT
TAAMS Tran Anousl R 207 Wark in Progress A 1 110:37 AM EDT
TeAMS Transic O Final Rep FR al Rep Workin Prog; N 1 13:13 PM EST
TrAMS Transic Orga 1 MeR 20 Warkin Prog N 2021 10:40 AM EDT
TeAMS Tran: Anousl MPR 2021 Work in Progress 110:37 AM EDT
TeAMS Tran Final Reporc PR 1 Rep KinP N 13:13PM EST

6items

PR E | 5ACK 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.

Note: Only one report may be selected and viewed at a time. User can sort information by clicking
on the header of any column (e.g. report period).

a) Click the ‘Back to Search’ button to return to the previous search criteria form if needed.

b) Clicking the ‘Cancel’ button returns users to the ‘Actions’ tab.

6 items

UETEES SRR | 62cK TO SEARCH || CANCEL

6) The selected FFR or MPR report title will display either:
a) ‘MPR and FFR Review | Federal Financial Report (FFR)’ or
b) ‘MPR and FFR Review | Milestone Progress Report (MPR)’.
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MPR and FFR Review | Federal Financial Report (FFR)

Recipient Summary
Recipient ID 9900 DUNS 999999999
Recipient Name TrAMS Transit Organization EIN Number 134146467

UEl HW4YBLZGSNME

vAward Summary

Federal Award ID VA-2020-003-00 Award Name User Guide Project

Number (FAIN) Award Status Active (Executed)

FFR Reporting Annual

i 6/17/20
Frequency Required Obligated Date 6/17/2020

Preaward Authority Yes, Preaward Autharity utilized

No, Preaward Authority not utilized

vFederal Financial Report Summary

Report Type Annual FFR Report Status Work in Progress
Report Period FY 2021 Report Due Date 10/30/2021
Report Period Begin 10/1/2020 Updated By John TrAMS
Date

Updated Date 1/13/2022
Report Period End  9/30/2021
Date
Final Report?  Yes, Final Report

No, Not Final Report

7) Toview (and print) the report, click on the link displayed within the report. This will generate an
html view/print document that users can save or open.

P. Federal Program Income on Hand at Beginning of Period 0
Q. Total Federal Program Income Ear rned $0
R Federal Program Income Expended in accordance with the deduction alternative 0
5. Federal Program Income Expended in accordance with the addition afernative $0
T. Fegeral Program Income Expended on allowable Transit Capital and Operating expenses s0
U. Federal Unexpended Program Income [(P+ Q- R) or (P +Q - 5) or (P+Q - T)] &
1-210f21
View/Print Reports
Current FFR FY 2022 Federal Financial Report for Application VA-2020-004-02
Recipient Remarks
Recipient Comments
No Comment Entered
A
FTA Review Remarks
Prior FTA Remarks
No Comment Entered
A

VIEW MPR | CLOSE

8) Clicking on the ‘Close’ button on this form returns users to the previous search results.
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https://ftaconfluence.ad.dot.gov/display/TOM/User+Guides

Recipient Remarks

Recipient Comments

e Comment Entersd

FTA Review Remarks
Prior FTA Remarks

No Comment Entered

.

VIEW MPR | CLOSE

9) Click the ‘View FFR’ or ‘View MPR’ button to view the related report.

Recipient Remarks
Recipient Comments

e Comment Entersd

FTA Review Remarks
Prior FTA Remarks

No Comment Entered

p

VIEW MPR || CLOSE

10) If a matching report does not exist, users will be presented with the “There is no matching report”
message. Click the ‘Back’ button to return to the report view.

] ~ Y

WELCOME MY WORK (24) RECORDS REPORTS

MPR and FFR Review

There is no matching MPR.

BACK

Note that reports submitted under TEAM can be viewed and printed by clicking on the link to the
applicable MPR or FFR document in the Document File Name column of the ‘Previous Federal Financial
Reports’ section. Both the MPR and FFR are included in a single document with a file name starting with
“MPR_Q.“ Only TEAM reports may also be found under the applicable Application Documents.
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Previous Federal Financial Reports
Document Context Document Type Document File Name Document Description Date Uploaded Uploaded By
Milestones Milestone Progress MPR_Q_718_20070200.htm Milestone Progress Report(2 Quarter, 2007) Apr 05, 2007 TEAM Doc
Milestones Milestone Progress MPR_Q_718_20050100.htm Milestone Progress Report(1 Quarter, 2005) Feb 06, 2005 TEAM Doc
Milestones Milestone Progress ~ MPR_Q_718_20050400.htm  Milestone Progress Report(4 Quarter, 2005)  Oct 30, 2005 TEAM Doc
Milestones Milestone Progress MPR_Q_718_20040400.htm Milestone Progress Report(4 Quarter, 2004) Oct 31, 2004 TEAM Doc
Milestones Milestone Progress ~ MPR_Q_718_20060400.htm Milestone Progress Report(4 Quarter, 2006)  Nov 01, 2006 TEAM Doc
5 items

5.4.3 Federal Financial Report (FFR)
5.4.3.1 Complete and Submit FFR

5.4.3.1.1 Task: Complete [Fiscal Year and Cycle] Federal Financial Report for Federal Award
ID No. [Application Number]

The completion of the Federal Financial Report is assigned as a task to the users with the ‘FFR Reporter’
user role.

The task to complete the FFR will be assigned 30 days prior to their due date. Users will receive a system
generated email notification that they have a task. The email goes to the FFR Reporter Group; therefore,
everyone with the FFR user role will receive the task. The task will allow the FFR Reporter to complete
and submit their Federal Financial Report.

A task will be issued for each active award. The number of Tasks assigned to a user will be visible next to
the ‘Tasks’ tab.

1) After the FFR Reporter successfully logs on, click the ‘My Work’ tab.

# =4 =] i
(NI v woRK (13) RECORDS REPORTS

Q@TrAMS Website {JHelp Page

2) Select the task for the application and then accept the task. The format of the task reads; Complete
[FY] [Report Frequency] Federal Financial Report’ for Federal Award ID No.

VA-2020- TrAMS G9900 MPR 10/29/2021 10:40 AM
Complete 2021 MPR | VA-2020-003-00 | 9900 User Guide Project Active (Executed) 9900 ’
003-00 Reporter EDT
0. 9790 y
ICUmuIr[e 2021 FFR | VA-2020-003-00 | 9900 I ;;32550 User Guide Project Active (Executed) 9900 John TrAMS 1EDD{F2 2021 10:40 AM

3) The ‘Input FFR Values’ form will be displayed. You must accept the task to edit the fields.
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You must accept this task before completing it EX.du:gl © GO BACK

Federal Financial Report (FFR) | Input FFR Values

Recipient Summary

Recipient 1D 9900 DUNS 999

Recipient Name  TraMs Tr

EIN Number 134
UEI HWavB|

vAward Summary

Federal Award ID VA-20 Award Name Refrain from using a 1 the use of Final Concurrence User Guide
Number (FAIN) Award Status At d / Ready
FFR Reporting Quarterly .
Frequency Required Obligated Date 2//
Preaward Authority (1 Yes ard Authority utilized
No, ard Authority not utlized
vFederal Financial Report Summary
Report Type Quarterly FFR Report Status Wark in Progress
Report Period Quarter 2 (Jan - Mar], F¥ 20, Report Due Date 1/14/202
Report Period Begin 1/14/2022 Updated By 1A
pate Updated Date 1/14/2022
Report Period End
Date
Final Repart?
Status Log
Previous Status New Status Updated Date 1 Updated By
Task Launched Wiork In Progress

Indirect Expense

Type  NA . period From

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.

CALCULATE TOTALS I CLOSE TASK I

5) Complete the fields that need to be populated in the FFR.
6) Complete fields as needed under the ‘Indirect Expense’ section.

e ‘Type’ drop-down menu options include: ‘Provisional’, ‘Predetermined’, ‘Final’, ‘Fixed’ and
‘N/A'.

e ‘Rate’ field is a percent value.
e ‘Base’ field a dollar value.

e ‘Period From’ and ‘Period To’ fields allow the user to enter dates or display the date picker to
select dates.

e ‘Amount Charged’ is a dollar value field

e ‘Federal Share’ a dollar value field.
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Indirect Expense

Type MN/A - Period From
Rate 0% Period To
Base 30 Amount Charged 30

Federal Share 30

7) Enter dollar values into the ‘This Period’ fields for the following sections on the form:
Note: TrAMS will auto populate any S signs and commas when you click outside of the field.
a) ‘A. Federal Cash on hand at Beginning of Period’
b) ‘B. Federal Cash Receipts’
c) ‘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 30 Cumulative 50
This Period | 50 Calculated by System
B. Federal Cash Receipts
Previous 30 Cumulative 50

ThisPeriod 50 Calculated by System
C. Federal Cash Disbursements
Previous 30 Cumulative 30
ThisPeriod 50 Calculated by System
D. Federal Cash on Hand at End of Period (A+ B -C)
Previous 30 Cumulative 50
Calculated by System Calculated by System
This Period 30

Calculated by System
E. Total Federal Funds Authorized
Cumulative $145220
F. Federal Share of Expenditures
Previous 30 Cumulative 30

Calculated by System
This Period 30 lculated by Syste

G. Recipient Share of Expenditures
Previous 30 Cumulative 50

Calculated by System
This Period 30 culated by Syste:

Note: You are allowed to type in negative numbers into any of the editable fields on the FFR. However,
calculated fields CANNOT be negative.
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E. Total Federal Funds Authorized

Cumulative $145.220

F. Federal Share of Expenditures

Previous $0 Cumulative $0

Calculated by System

This Period %0

G. Recipient Share of Expenditures

Previous $0 Cumulative 30

Calculated by System

This Peried 50

H.[Total Expenditures (F + G)

This Period 30 Cumulative 30

Calculated by System Calculated by System

Note: TrAMS calculates the total expenditures based on the award control totals.

8) You will also be able to enter dollar values into the ‘Amount’ fields for the following sections on the
form:

a) ‘I. Federal Share of Unliquidated Obligations’
b) ‘). Recipient Share of Unliquidated Obligations’

I. Federal Share of Unliquidated Obligations

Amount  $0

J. Recipient Share of Unliquidated Obligations

Amount  $0

c) ‘K. Total Unliquidated Obligations’

d) ‘L Total Federal Share’

e) ‘M. Unobligated Balance of Federal Funds’
f) ‘N. Total Recipient Share Required’

g) ‘O.Remaining Recipient Share to be Provided’

Information in this document is proprietary to FTA Page 292

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

Amount 50

K. Total Unliquidated Obligations (I +])
Amount $0
Calculated by System
L. Total Federal Share (F + 1)
Amount $0
Calculated by System
M. Unobligated Balance of Federal Funds (E - L)

Amount $145,220

Calculated by System
N. Total Recipient Share Required
Amount $12,000

0. Remaining Recipient Share to be Provided [N - (G +]) ]

Amount $12,000

Calculated by System

Note: The total recipient share is derived from the award control total at the time the FFR is generated.
h) ‘P. Federal Program Income on Hand at Beginning of Period’
i) ‘Q. Total Federal Program Income Earned’

j)  ‘R. Federal Program Income Expended in Accordance with the Deduction
Alternative’

k) ‘S. Federal Program Income Expended in Accordance with the Addition
Alternative’

I) ‘T.Federal Program Income Expended on Allowable Transit Capital and
Operating Expense’

m) ‘U Federal Unexpanded Program Income’

P. Federal Program Income on Hand at Beginning of Period

Amount 30
Q. Total Federal Program Income Earned

Amount 30

R. Federal Program Income Expended in accordance with the deduction alternative
Amount 30

S. Federal Program Income Expended in accordance with the addition alternative
Amount 50

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 %0

Calculated by System

ICALCULATE TOTALS ’I CLOSE TASK ‘

9) Once you have completed entering all details, click the ‘Calculate Totals’ button.
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On June 21, 2018, FTA made a modification to the FFR report form rules; it no longer allows the
calculated value of Line D to be negative (see Note below). Please be aware that FFRs submitted
before this date may show negative amounts.

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:

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.

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 ‘l. Federal Share
of Unliquidated Obligations’ cannot be greater than ‘E. Total Federal Funds Authorized.’

The calculated value of ‘D. Federal Cash on hand at End of Period (A + B - C)’ cannot be negative.
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. If the User navigates away
from the task, a new task to Review FFR will be displayed on the My Work page.

5.4.3.1.2 Task: Review FFR - [Fiscal Year and Cycle] Federal Financial Report for Federal
Award ID No. [Application Number]

Federal Financial Report (FFR) | Confirm FFR Data

Recipient Summary
Recipient 1D 9900 DUNS 939993999

Recipient Name TraMs ganization EIN Number 134146457

UEI HWAYBLZGSNME

~vAward Summary

Federal Award ID VA-2020-002-02 Award Name Refrain fi
Number (FAIN)

Award Status At
FFR Reporting Quarterly

Obligated Date 2/4/2020
Frequency Required igated Date

Preaward Authority

vFederal Financial Report Summary
Report Type Quarterly FFR Report Status Work in Progress

dar). FY 2022 Report Due Date 1/1
Updated By Jot

Report Period O

Report Period Begin |
Dat

Updated Date 1/28/2022
Report Period End  1/12/2022
Date

Final Reportz (@ ves

Status Log
Previous Status New Status Updated Date | Updated By
John TrAMS

N

Indirect Expense
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11) Sections ‘A’ to ‘U’ will display 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 Log

Transactions Previous Current Cumulative
A, Federal Cash on Hand 2 Beginning of Period 50 $0 $0
B. Federal Cash Receipts s0 50 50
C. Federal Cash Disbursements 50 50 50

D. Federa| Cash on Hand ac End of Periad (A~ B - C) 50 $0 $0
E. Total Federal Funds Authorized 5100
F.Federa| Share of Expenditures 50 0 0

. Recipien: Share of Expenditures 50 $0 $0

H. Tots! Expenditures (F+ G] s0 50 50

1. Fedleral Share of Unliquidsted Qbligatians 50
). Recipient Share of Unliquidzted Cbligations $0

K Total Unliquidated Obiigations (1 +]) 50

L Tatsl Federal Share (F 1) 0

ted Balance of Federal Funds (E- L) $100

I Toszl Recipient Snare Required 50
0. Remaining Recigient Share ta be Provided [N - (G = J) 50

P Federal Program Incomne on Hand at Seginning of Period 50
Q. Total Federal Program Income Ezrmed 50
R Federal Program Income Expended in sccordence with the deduction alternative 0

5. Federal Program Income Expended in accordance with the additon altermative 50

. Fedieral Program Income Expended on aliowanle Tran 21 ana Operating expenses 50
U. Feders| Unexpended Program Inceme [P+ Q- Rl or (P~ Q- S ar (P= Q- T)) 50

1-210f21

(LN RV VESTIY 1MODIFY FFR VALUES || CLOSE TASK

13) The ‘Submit FFR’ form will be displayed. Use the ‘Back’ button at the bottom of the form if you wish
to return to the previous form.

14) Enter any comments for FTA into the ‘Submission Remarks’ field and then click the ‘Submit to FTA’
button to proceed. The ‘Save’ button can be used to save the comments entered into the
‘Submission Remarks’ field. This is a required field.
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Federal Financial Report (FFR) | Submit FFR

Recipient Summary
Recipient ID 9300 DUNS $3939359%
Recipient Name EIN Number 134146457

UEL HW.

vAward Summar

Federal Award ID VA
Number (FAIN)

Award Name Refrain from using application - For the use of Final Concurrence User Guide

Award Status Active Award / Reacy for Closeaut

FFR Reporting O

Frequency Required Obligated Date 2/2/2020

Preaward Authority () Ves
Mo,

s Autharity utilized
ward Authority not utilized
vFederal Financial Report Summary

ReportType Q. FFR Report Status '

Report Period Mar), FY 2022 Report Due Date |

Report Period Begin 1
Date

Updated By Jo

Updated Date |
Report Period End 1/14/2022
Date
Final Report? () Yez. Final Repart

No, Not Final Report

Status Log
Previous Status New Status Updated Date | Updated By
Wark in Brograzs Wiork i Prograss 1/28/2022 John TrAMS
Task Launcheg Viorkin Progress 1A

Recipient Remarks

Submission Remarks

FTA the submitzer and the individuals providing the information submiied to FTA, if any, certify that it is trus, complete, and accurate to the best of their knowledge. They are awars that any false, fictitious, or fraudulent information may subject them to eriminal, ci

or agminisirative p . Cace, Title 18, Section 1001}

Submitted By Jon

Submitted Date 1/2

SUBMIT TO FTA

#~

15) 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.

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.

Federal Financial Report | Submitted

|_0 Success! |

Federal Award ID Number FL-2018-006-00FFR for 2018 7 has been submitted to FTA.

CLOSE

5.4.4 Milestone Progress Report (MPR)

5.4.4.1 Task: Complete and Submit MPR

To complete the Milestone Progress, Report the user must have the ‘MPR Reporter’ user role.
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The task to complete the MPR will be assigned 30 days prior to their due date. Users will receive a
system generated email notification that they have a task. The email goes to the MPR Reporter Group;
therefore, everyone with the MPR user role will receive the task. The task will allow the MPR Reporter
to complete and submit their Milestone Progress Report. A task will be issued for each active award.

The number of tasks assigned to a user will be visible next to the ‘My Work’ tab.

1) After the MPR Reporter successfully logs on, click the ‘My Work’ tab.

# =] i
WELCOME RECORDS REPORTS

Q@TrAMS Website {JHelp Page

TrAMS 22

2) Select the task ‘Complete [FY] [Report Frequency] Milestone Progress Report’ for the application.
The form will populate; accept the task to complete the report.

VA-2020- TrAMS G9900 MPR 10/29/2021 10:40 AM
Complete 2021 MPR | VA-2020-003-00 | 9900 User Guide Project Active (Executed) 9900 ’

003-00 Reporter EDT

VA-2020- 10/29/2021 10:40 AM
Complete 2021 FFR | VA-2020-003-00 | 9900 003-00 User Guide Project Active (Executed) 9900 John TrAMS EDT o Y

3) The ‘Milestone Progress Report (MPR) | Summary’ form fields will display.

4) At any point, you may click the ‘Close Task’ button to return report to the ‘Tasks’ tab without saving
any changes and retain the task.

vMilestone Progress Report Summary

Report Type Monthly MPR Report Status Work in Progress
Report Period April, 2018 Report Due Date 5/30/2018
Report Period Begin 4/1/2018 Last Update By N/A
Date

Last Update Date
Report Period End 4/30/2018
Date

Final Report? Yes, Final Report

No, Not Final Report

Award Overview

MPR Overview Remarks

Provide details about overall progress of this award including all projects within the award

5) The Report Begin Date — is the date that the period for which activities being reported on begins.
Example: the beginning date for Q2 reports in FY18 would begin on January 1, 2018.
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6) The Report End Date — is the date that the period for which activities being reported on ends.
Example: the end date for Q2 reports s for FY18 would end on March 30, 2018.

7) The Report Due Date —is the date that the reports are due. Example: the due date for Q2 reports in
FY18 is April 30, 2018. However, the task will still be available in TrAMS up through the date when
the task closes (in this example is June 30, 2018).

Note: TrAMS will pre-select the ‘Final Report’ radio button based on the whether the report is final or
not. The final button is auto populated once a closeout is created. Users cannot select this radio button.

8) Enter comments into the ‘MPR Overview Remarks’ field to provide details about overall progress of
the award scope of work. This is a required field and the field length is limited to 255 characters.

Award Overview

MPR Overview Remarks

Provide details about overall progress of this award including all projects within the award

9) Review 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) (this means the last
estimated date passed during the reporting cycle and it must be updated). The user must provide an
appropriate ‘Actual Completion Date’ or ‘Revised Estimated Completion Date’.

List of Line Items

Project Scope Line Item . Number of NI..I!’TIbEr of
Scope Name Line Item Name . Milestones
Number Number Number Milestones .
Pending
FL-2018- BUS: SUPPORT EQUIP REHAB/RENOVATE -
006-01-00 114-00 AND FACILITIES 114411 SUPPORT VEHICLES 2 !

SAVE ALL CHANGES CONTINUE TO SUBMISSION CLOSE TASK

Note: A milestone is considered ‘Pending’ if one of the following is true:

® The ‘Original Estimated Completion Date’ expired on or before the ‘Report
Period End Date’

e Thereis no ‘Actual Completion Date’ indicated yet; and the milestone is
before the ‘Report Period End Date’
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e The ‘Revised Estimated Completion Date’ expired on or before the ‘Report
Period End Date’

10) Select the check box for an activity line item with a pending milestone to display the activity
information and milestones.

List of Line Items

. . Number of

Project Scope Line [tem . Number of .

v

V| Number Number Scope Name Number Line Item Name Milestones MI'ESFOHES

Pending

FL-2018- BUS: SUPPORT EQUIP REHAB/RENOVATE -

v 114-00 11.44.11 2 1

= 006-01-00 AND FACILITIES SUPPORT VEHICLES

11) The form will expand to display the ‘Line Item Details,” ‘FTA Funding Information,” and ‘Milestones’
sections.

Line Item Details

Line ltem Number Line ltem Name
11.71.11 OTHER 3RD PARTYCONTRACTUAL SERVICES
Allocation Type Activity Type

OTHER 3RD PARTYCONTRACTUAL SERVICES
Quantity
)
FTA Funding Information

FTA Funding Source
49 USC 5310 - (MAP 21)Formula Grants for Enhanced Mob of Sr. & Ind. w Disab

FTA Funding Amount

3147734
Milestones
ADD NEW MILESTONE
Milestone Original Estimated Completion Revised Estimated Completion Actual Completion Description
Name Date Date Date P

Initiaion of purchase order with selected
Contract Award 1/1/2016 vendor to provide transportation to
eligible voucher holders.

12) To update Pending Milestones, select 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).
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Milestones
Milestone Original Estimated Completion Revised Estimated Completion Actual Completion -
Description
Name Date Date Date

Initiaion of purchase order with selected

Contract Award 11172016 vendor to provide transportation to
eligible voucher holders.

Completion of the provision of

Contract 6/30/2017 ) )
transportation services under this grant.

Complete

SAVE ALL CHANGES H CONTINUE TO SUBMISSION H CLOSE TASK ‘

a) Enter either a revised estimated completion date or an actual completion date.
b) Enter Milestone Progress Comments
c) Select ‘Save All Changes’ button (this button saves information and keeps you on the page)

Each milestone can only have one date — either a new Revised Estimated Completion Date or an Actual
Completion Date.

Original Milestone Details
Milestone Name Original Estimated Completion Date

Contract Award 1/1/2016

Milestone Detailed Description
Initiaion of purchase order with selected vendor to provide transportation to eligible voucher holders.

Milestone Progress Information

Revised Estimated Completion Date Revision #
6

Actual Completion Date

Milestone Progress Comments

Enter details about milestone progress (e.g. date changes, etc)

SAVE ALL CHANGES

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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vMilestone Progress Report Summary

Report Type Quarterly MPR Report Status Work in Progress
Report Period Quarter 2 (Jan - Mar), FY 2018 Report Due Date 4/30/2018
Report Period Begin 1/1/2018 Last Update By N/A

Date
Last Update Date

eport Period End 3/31/2018
Date

Final Report? ‘Yes, Final Report
No, Not Final Report

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.

The Revision number field on the MPR task is a system generated number that increments per milestone
per reporting cycle. For example, if the revision number field displays a “6 “, that is the sixth MPR task
for that specific grant, where an existing milestone has been present on a single ALI.

A Milestone Progress Information

Revised Estimated Completion Date Revision #
1

11/30/2020

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 ( 9/30/2021 ) and will result in a pending milestone.
Please modify to a date after the period.

Actual Completion Date

01/03/2022

The actual completion date is after the report period ( 9/30/2021). Please enter a date within the report
period before saving.

13) To add a new milestone to the activity, 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 the ‘Actual Completion Date’ field to enter a
date or display the date picker to select a date from. You may only enter a date in one field.

c) 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
Actual Completion Date

Detailed Description

SAVE ALL CHANGES

14) Click on the ‘Continue to Submission’ button to proceed with the next step in completing the MPR.

a) If you have made changes but wish to return to the form at a later date, you can close the task
by clicking on ‘Close Task’. When you return to the task all saved changes will display.

Milestones

ADD NEW MILESTONE

Milestone Name Original Estimated Completion Date Revised Estimated Completion Date Actual Completion Date Description

Start Date 12/20/2017 5/10/2018

End Date 9/14/2018 7/1/2018

RLAUFARRe L (20 CONTINUE TO SUBMISSION I| CLOSE TASK ‘

15) The ‘Submit MPR’ form will be displayed. Use the ‘Back’ button at the bottom of the form 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
DUNS 399939999

Recipient 1D 53

Recipient Name Tr EIN Number 1

UEI HWaY]

Award Summary

Award Name VA Award Name Refrain from using aj -For the use of Final Concurrence User Guide

out

MPR Reporting Quarterly Award Status Active Award / Ready
Frequency

Milestone Progress Report Summary
Report Type Quarterly MPR Status Work in Progress
n - Mar), FY 2022 Updated By |

Report Period Quarter 2 )
Report Due Date 1/14/2022 Updated Date 2/1/2022

Recipient Submission Remarks

ny. certify that it is true, complete. and accurate to the best of their knowledge. They are aware that any false. ficticious, or fraudulent

suamiT o Fra [EERIERIIETINE

16) 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

I & success! l

Federal Award ID Number FL-2015-0056-00 MPR for 2018 7 has been submitted to FTA for review

17) Click the ‘Close’ button. The system returns you to the ‘Tasks’ tab and the task link will now be
removed from the task list.

5.5 Post-Award Management

Activity conducted after a grant is award is considered post-award management. These activities consist
of budget revision, amendment, reporting and close out.

A budget revision can be initiated by the Recipient for changes to an award, as long as the change does
not include new scope codes or funding amounts. For changes to the scope codes or funding amount,
the Recipient may initiate an 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.
For a change to, modify terms and conditions or make funding adjustments, an FTA user will initiate an
Administrative Amendment.
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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 a project scope or between existing ALls
within an approved award. It could also include the addition or deletion of an ALI.

5.5.1 Budget Revisions

The function of a budget revision is to allow the transfer of funds within or across existing project scope
codes and budget activity line items (ALIs), add additional ALls, or make updates to Application Details
(narrative, performance end date, OMB questions).

5.5.1.1 User Roles

Users with the “Developer” or “Submitter” role can initiate a budget revision.

5.5.1.2 Budget Revision Workflow

Once a budget revision is initiated, the award status is moved to ‘Active / Budget Revision In-Progress’.
No other types of revisions (Amendments or Closeout Amendments) may be initiated until the award is
back in an ‘Active (Executed)’ status.

Budget revisions are reviewed and approved by FTA staff in the Regional Post-Award Manager user role.
FTA 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 steps within TrAMS to align
obligated funds to the new budget. Upon completion of FTA actions, the award will return to the ‘Active
(Executed)’ status.

The award must be back in Active status before any additional drawdowns can be made against the
revised budget. Recipients should wait three (3) to five (5) business days after budget revision approval
to seek a drawdown.

The following is the general workflow of a budget revision:

Recipient Creates Budget Revision

Modify and/or Add ALI

.
e
[ el it B
L e
.
| rosaverd arsger s sndspproves udgetRessin

Update Award/Project Narratives and Extended Budget Description

Validate All Projects

Validate and Submit to FTA

Post-Award Manager reviews and approves Budget Revision
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5.5.1.3 Budget Revision Creation and Submission

5.5.1.3.1 Related Action: Create Budget Revision
Updates to the content of this section are in progress.

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 ‘Related Actions’ tab.
2) Click the ‘Create Budget Revision’ related action.
3) Select one or more of the following budget revision reasons (required).
a) Modify FTA Funding Across Existing Scope Codes
b) Modify FTA Funding Within Existing Scope Codes
c) Modify Non-FTA Funding for Existing Scopes
d) Modify Quantities for Existing ALI

If you are using the budget revision process to modify the period of performance, end date use (b)
Modify Funding Within Existing Scope Codes.
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Award | Budget Revision Details

Award Summary

Recipient Name Trams Transit Organization Award Name Bus Maodernization

Recipient ID 9300 Award Number FL-.
Budget Revision Guidance
Guidance on Programmatic and Award Management Requirements can be found in FTA Cireulars by visiting
NP wn. ransit dot goviregulatio ns-and-guidance/fia-circularsifing -circulars
Budget Revision Information

Budget Revision Reasons*

Modify FTA Funding Across Existl

Modify Quantitie:

Budget Revision Description

The budget revision will be recorded under the name of:

Revised By Submitzer]

Revised Date 9/10/2018

Review History

Comments [MNo comments avallable]

l(;‘.l\r—

CREATE BUDGET REVISION

4) Provide an explanation for the change. (Character limitation is 450 Characters including spaces)
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.

Budget Revision | Created

a s

Federal Award ID Number FL-2018-002-00 budget revision has been created

CLOSE

8) Select the Close button to return to the Related Actions list.

Note: To modify the period of performance end date, use the ‘Related Actions’ tab from the top bar
and select “Application Details” from the main menu. Enter the period of performance end
date. The system will not allow past dates to be entered.
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! Points of Contact Application Control Totals Application Projects Mews Related Actions

Application Documents
Manage Applicaticn Documents
_—

-

sSumm

i)
]

Application Details
EditView Application Details

View-Print Application
Generate View/Print for Application

Execution & Award Summary
View Execution Summary and Award Agreement

Budget Revision Activity Line Items
Modify Budget Activity Line ltems for Budget Revision

- 4 P>

Application Details
Application Name Bus Transit Modernization
Application Type Grant

Application Point of trams.officiall
Contact

Application Give me money
Executive Summary

Does this application Yes, this application includes funds for research and/or development activities.
include funds for
research and/or
development

Nao, this application does not include funds for research and/or development activities.

activities?
Period of 11/4/2017 Period of 11/3/2017
Performance Start Performance End
Date Date

5.5.1.3.1.1 Error Messages while Creating a Budget Revision

1) Recipient users may encounter error messages when the active award has a pending Budget
Revision or a pending amendment. The system will populate an error message indicating the
applicable pending action. For example:

a. For budget revisions, user can confirm if a pending action by reviewing the related action
menu option Budget Revision History.

MNote: These revisions apply to this amendment only. To see revisions to previous amendments, search for those amendments on the Records tab.
Revision Revision - - .
Number Status Revision Description Revision Reason Date Created Date Approved
S N 2/23/2016 4:20 PM 9/13/2016 2:59 PM
0 Approved New Application New Application GMT+00:00 GMT+00:00
12/4/2018 Budget Revision
The purpose of this budget revision
; pendin is to move a total of $12,000 Modify FTA Funding Within 12/4/2018 7:10 PM
& ($9.600 federal and $2,400 local) Existing Scope GMT+00:00
from ADA Construction 11.93.09 to
ADA Engineering/Design 11.91.09.
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b. For amendments, users can determine if a there is a pending action by searching for the
application without the amendment extension (-00 or 01, etc...). In the example below,
award 00 is inactive; the active award is 01 and amendment 02 is in review; once
amendment 02 is approved, amendment 01 will move to the “Active Award/ Inactive
Amendment” status.

“« 4 e
WELCOME MY WORK (13) RECORDS REPORTS
¥ View-Print Application
VA-2021-001-00  Sample Application 9900-2021-4 Application Submitted 9900 g&"::u:sg:‘ Region 3 :2’ g;’ ;aZSST ¥ Application Documents
¥ Application Details
¥ View-Print Application
| for th AIN A: / Trans / -4,
VA-2020-005-00 Application for the User Guide 9900-2020-9 FAIN Assigned 9900 TrAMS Transit Region 3 7/10/2020 2:48 § Application Documents
Screenshots Ready for Submission Organization PM EDT
¥ Application Details
¥ ¥ View-Print Application
VA-2020-004-02  User Guide Test 9900-2020-7 Active Award /Ready o9, e ansit Region 3 IHe2R202183:13 i et ion Docitnents
for Closeout Organization PM EST
¥ Application Details
¥ View-Print Application
TrAMS T 11722/ 13
VA-2020-004-01  User Guide Test 9900-2020-7 Active (Executed) 9900 TAMB Transit Region 3 Z2202T307. | 4 pnplication Decuments
Organization PM EST
¥ Application Details
> ¥ View-Print Application
VA-2020-004-00  User Guide Test 9900-2020-7 Active Juand / 9900 ArAMS Transit Region 3 01/(2020.6:50 ¥ Application Documents
Inactive Amendment Organization PMEDT
¥ Application Details
¥ View-Print Application
/ T /16/. 19:57
VA-2020-003-01  User Guide Project 9900-2020-5 Transmined/ Ready | 9909 TraMS Neansix Region3 V82021957 p 0 lication Documents
for FTA Review Organization PM EDT
¥ Application Details
. ¥ View-Print Application
VA-2020-003-00  User Guide Project 9900-2020-5 Active (Executed) 9900 TS Teanse Region3  O/17/2020429 o\ lication Documents
Organization PM EDT
< ¥ Application Details

2) The Budget Revision remarks field is limited to 450 characters. If the grantee exceeds the character
limits (including spaces) the system will reject the create budget revision function.
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3) The information in the ‘Award | Budget Revision Details’ form can be modified as several points
during the creation and during the review process. The grantee will be presented with the same
form again prior to submission, and can be edited at that time.

4) Users should be aware of the below:
i) The ‘Budget Revision Reasons’ field requires at least one selected check box

ii) The Budget Revision Description field does not accept certain special characters; it is best to
avoid bullets and $ signs.

iii) The Budget Revision Description will display in the Budget Revision View Print History Grid
once created. The information should be concise. It is preferred that the detailed budget
revision information is incorporated into Executive Summary.

iv) If there is a pending action on the award, the grantee will not be able to create a new
budget revision until the prior action is completed or deleted. Refer to the Related Action:
Delete Budget Revision.

Records  Applications / Awards

FL-2016-003-00 | Test Application for User Guide

Summary Pointsof Contact  Application Control Totals Application Projects REVN  Related Actions

R

Award | Budget Revision Details

Award Summary
Recipient Name Trams Transit Organization Award Name Test Application for User Guide
Recipient 1D 9300 Award Number FL-2015-003-00

Budget Revision Guidance

Guidance on Programmatic and Award Management Requirements can be found in FTA Circulars by visiting

https=/fwww transit dot goviregulations-and-guidance/fta-circularsinal-circulars

Budget Revision Information

Budget Revision Reasons *
Modify FTA Funding Across Existing Scopes

fy FTA Funding Within Existing Scope

ify Non-FTA Funding for Existing Scopes
Modify Quantities for Existing ALI
Select one or more of the above chaices.

Budget Revision Description

The budget revision will be recorded under the name of:
Revised By Submitter2 TRAMS
Revised Date 1/24/201%
Review History

Comments [No comments avallazle]

CANCEL CREATE BUDGET REVISION
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5.5.1.3.2 Related Action: Budget Revision Activity Line Items

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. Separate sections are included
to address the different business rules that apply to TEAM and TrAMS awards.

5.5.1.3.2.1 Budget Revision Activity Line Items (TrAMS Award)
To modify the budget ALls for an application
1) Select the Related Actions tab from the Application/Award level.

2) Click the ‘Budget Revision Activity Line Items’ option.

Budget Revision Activity Line Items

Modify Budget Activity Line Items for Budget Revision

3) The ‘Manage Budget Revision Activity Line Items and Milestones’ form will be displayed. The ALls
associated with the application are shown in the ‘Existing Line Items’ section.

4) At any point, you may click the ‘Close’ button to return to the ‘Related Actions’ menu without

saving any changes.

Recipient Details
Recipient ID Recipient Name
5500 Trams Transit Organization

Award Summary

Recipient Name Award Name

Trams Transit Organization Bus Transit Modernization

Application | Manage Budget Revision Activity Line Items and Milestones

Recipient ID Federal Award ID Number (FAIN)
9500 FL-2018-002-00
Funding Summary
Funding Source T FTA Amount - Award Difference FTA Amount - Budget Revision
5305 - New Starts £100.00 $0.00 $100.00
Existing Line Items
To edita line item. click on the checkbas for the line item and & new section will appesr below with line item and milestone detsils
Project E - Award FTA Revised FTA Award Total Eligible Revised Total Eligible
Number Scope Name / Code Line ltem Number / Name 1 Activity Type Amount Amount Cost Cost
FL-2018-002- 112-00 BUS 11.23.02 CONSTRUCT - TRANSIT ~ Construct Bus - oo e .
0100 TRANSITWAYS/LINES MALL Transinways/lines DI 1L Iz b0
ADD LINE ITEM |ale3
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5) Add new AlLls to an existing Project

a) Click on the ‘Add Line Item’ button

VA-2020-001-00| Project Selection for Add Line Item

To Which Project  VA-2020-001-01-00 - User Guide Testing -
Should the Line item
Be Added?

CONTINUE

b) The ‘Project Selection for Add Line Item’ form will be displayed. Use the provided drop-down
menu to select a project to add ALls to and then click the ‘Continue’ button.

c) The ‘Add New Budget Activity Line Items (ALIs)’ form will be displayed.

d) Click the ‘+Add Item’ link to begin adding a new line item.

Note: The available selection of scope codes 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.

Project | Add New Budget Activity Line Items (ALls)

a time. Click "Save” to save your current line items and add mare. Click "Finish™ to save your current line items and return o previcus form.

ou can add up to ten (10] line items at
vExisting Budget Activity Line Items (ALIs)

Status Scope Code / Scope Name Activity Type Line ltem Number / Line ltem Name T

Completed 112-00 BUS TRANSITWAYS/LINES CONSTRUCT BUS TRANSITWAYS/LINES 11.23.02 CONSTRUCT - TRANSIT MALL
New Budget Activity Line Items (ALIs)
Status  Scope Code / Scope Name Activity Type Line ltem Number / Line ltem Name
Mo items available

+Add ltem

FINISH || CAMCEL

6) Clicking the ‘Cancel’ button 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 returning you to the previous screen.

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 ALl that you added to the grid.
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Project | Add New Budget Activity Line Items (ALIs)

You can add up to ten (10) line items &t 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.
vExisting Budget Activity Line Items (ALIs)
Status Scope Code / Scope Name Activity Type Line Item Number / Line Item Name 1
Completed 112-00 BUS TRANSITWAYS/LINES CONSTRUCT BUS TRANSITWAYS/LINES 11.23.02 CONSTRUCT - TRANSIT MALL
ANew Budget Activity Line Items (ALIs)
Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name
- - -

You must select a scope, activity type and item name for each line item in the grid before saving

+Add item

FINISH || CANCEL

8) Select a Scope Code from the drop-down menu provided under the ‘Scope Code / Name’ field.

a) Select an activity type for the selected scope from the drop-down menu provided under the
‘Activity Type’ field.

b) Select aline item name or number from the drop-down menu provided under the ‘Line Item
Number/Line Iltem Name’ field

c) 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.

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.

vExisting Budget Activity Line Items (ALIs)

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

Completed 112-00 BUS TRANSITWAYS/LINES CONSTRUCT BUS TRANSITWAYS/LINES 11.23.02 CONSTRUCT - TRANSIT MALL

New Budget Activity Line Items (ALIs)

Status  Scope Code / Scope Name Activity Type Line ltem Number / Line Item Name
(] 112-00 BUS TRANSITWAYS/LINES ~ ENGINEERING & DESIGN - BUS TRANSITWAY LINES * | 11.21.04 ENG/DESIGN - TUNNELS - | :)LE
+Add Item

FINISH || CANCEL

9) To update new or existing budget ALls for a project:

a) Select the check box for an ALl to modify from the grid under ‘Existing Line ltems’. The form will
expand below the grid to include the following sections for the selected line item:

e ‘Line Item Scope’

e ‘Line Item Details’

Information in this document is proprietary to FTA Page 312

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

e ‘FTA Funding Information’

e ‘Non-FTA Funding Information’
e ‘Rolling Stock Information’

e ‘Milestones’

b) Update the Line Items as needed

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
Project . - Award FTA Revised FTA Award Total Revised Total
S N 1 Cod Line It Number / N Activity T . .
Number cope Name / Lode ine ltem Number /Name T - Activity Type Amount Amount Eligible Cost Eligible Cost
FL-2018-002- 112-00 BUS 11.21.04 ENG/DESIGN - Engineering & Design - Bus 50 50 50 50
01-00 TRANSITWAYS/LINES TUNNELS Transitway Lines
FL-2018-002- 112-00 BUS 11.23.02 CONSTRUCT - N
St S 5| ys/lines
v 01-00 TRANSITWAYS/LINES TRANSIT MALL Construct Bus Transitways/lines 3100 $100 5102 102

SAVE LINE ITEM | ZERQ QUT LINE ITEM || CANCEL |

Line Item Scope: 112-00 BUS TRANSITWAYS/LINES
Line Item #

11.23.02

Standard Line Item Name

Construct - Transit Mall

Custom Line Item Name
Construct - Transit Mal

Activity Type
Construct Bus Transitways/lines

Note: There is no longer a ‘Zero Out Line Item’ button. If you need to bring an ALI down to a zero
dollar amount. Enter a ‘$0’ into the field. (Do not simply wipe out the amount, you must
replace the amount with a zero dollar amount.) To support the reduction in ALI, type a
notation in the Extended Budget Description section. The milestones can be corrected with
actual dates during the next reporting cycle referencing this revision action.

10) Update the ‘Line Item Scope’ section as needed:

a) Update the line item’s name in the ‘Custom Line Item Name’ field, if needed. .

Line Item Scope: 112-00 BUS TRANSITWAYS/LINES
Line Item #

11.23.02

Standard Line Item Name

Construct - Transit Mall

Custom Line Item Name

Construct - Transit Mal]

Activity Type
Construct Bus Transitways/lines

11) Update the ‘Line Item Details’ section as needed:
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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

Quantity

Extended Budget Description

Test

Will 3rd Party contractors be used to fulfill this activity line item?

Yes, 3rd Party Contractors will be used for this line itern.

@ No, 3rd Party Contractors will not be used for this line item.

12) 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 FTA Funding Source

5308 - New Starts 5300 - New Starts

Award FTA Funding Amount ) i
$100 Revised FTA Funding Amount
P

550|

13) 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 automatically.

i) If the budget revision changes the local match ratios, the overall award level control totals
and subsequent FFR will NOT update automatically as it does on the ALl level. Consider an

Amendment.
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Non-FTA Funding Information

Award Local Share Amount Revised Local Share Amount

52 52

Award Local/In-Kind Share Amount

%0 Revised Local/In-Kind Share Amount

Award State Share Amount 50
$0 Revised State Share Amount
Award State/In-Kind Share Amount 30

50
Revised State/In-Kind Share Amount
Award Other Federal Share Amount

50 0
Award Adjustment Amount Revised Other Federal Share Amount
50 $0

Award Transportation Development Credit ) .
Revised Adjustment Amount

30
- 30
Award Total Eligible Cost
$102 Revised Transportation Development Credit
%0

Revised Total Eligible Cost

352

Note: The ‘Rolling Stock Information’ section is only shown when a rolling stock line item exists in
the project with a selected activity line item.

14) 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.

c) Select the vehicle’s fuel type from the drop-down menu provided under the ‘Fuel’ field.

Rolling Stock Information
Vehicle Condition Fuel

Lgad - Bipdisge -
Vehicle Size

40 fieet

15) The ‘Milestones’ section will be read-only if an existing line item is selected. You cannot update
existing milestones during a budget revision.

Milestones

Mame Original Estimated Completion Date Revised Estimated Completion Date Actual Completion Date | Description
Start Date 9/10/2018 test

End Date 10/4/2018 ettst

SAVE LINE ITEM CANCEL
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16) Update the ‘Milestones’ section if you have selected a new ALl that was added to the budget
revision. Update the Milestones’ section if you have selected a new ALl that was added to the

budget revision.
17) 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 ltem’ button to save all information for the selected ALl and click
‘Close’ button to return to the ‘Manage Budget Revision Activity Line Items and Milestones’

form, or

Milestones

Name Estimated Completion Date 1 Descriprion
Start Date 9/10/2018 Test
Test

SAVE LINE ITEM DELETE LINE ITEM || CANCEL |

End Date 10/4/2018

Line Item | Click Close Button to Save

& success!

Click Close button to save line item and return to budget activity line items form

CLOSE I

b) Click on the ‘Delete Line Item’ button to delete the selected ALI from the project. This is only
applicable to ALls that were created during this budget revision.

Milestones

1 Description

Name Estimated Completion Date

Start Date 9/10/2018 Test
End Date 10/4/2018 Test

DELETE LINE ITEM CANCEL

Information in this document is proprietary to FTA Page 316

Unclassified — For Official Use Only




Federal Transit Administration
TrAMS User Guide - Recipient

c) Click on the ‘Cancel’ or ‘Close’ button to exit out of the form without saving changes for the
selected ALL. You will be returned to the ‘Related Actions’ menu.

You will lose your changes if you close now. Are you sure you
want to close?

NO

18) Repeat previous steps to update the remaining ALls 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.

19) Any new ALl must be associated with an environmental finding.
5.5.1.3.2.2 Budget Revision Activity Line Items (TEAM Award)
To modify the budget ALls for a TEAM award:

1) Select the Related Actions tab, and

2) Click ‘Budget Revision Activity Line Items’ from the menu options.
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Application | Manage Budget Revision Activity Line Items and Milestones
Recipient Details

Recipient D Recipient Name
0 ANGELES, OITY OF

BAwvard Summary

Recipient Nama Award Mamie
LOE ANGELES, CITY OF Bus Replacement and Sec. Lighaing

Recipient D Federal Award |0 Nwmber [FAIN)

Funding Summary

Funding Source T FTA Amount - Award Differonce FTA Amount - Budget

Existing Line Items

o F Revised F award Tota wised Tata
Project Scope Mame / Code Line Item Mumbser £ Hame T Acthaty Type Aweard FTA iesed FTA Amard Tats Felsed Tata
MNumber Amount Amount Eliginic Cost Eligiolc Cost

ADD LINE ITEM

3) The ‘Manage Budget Revision Activity Line Items and Milestones’ form will be displayed. The ALls
associated to the project are listed and displayed in grid format under the ‘Existing Line ltems’
section.

Note: At any point, you may click the ‘Close’ button to return to the ‘Related Actions’ menu without
saving any changes.
4) Click on the ‘Add Line ltem’ button to add ALIs to this project.

5) The ‘Project Selection for Add Line Item’ form will be displayed. Use the provided drop-down menu
to select a project to add ALls to and then click the ‘Continue’ button.
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VA-2020-001-00| Project Selection for Add Line Item

To Which Project  VA-2020-001-01-00 - User Guide Testing -
Should the Line item
Be Added?

CONTINUE

6) 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
AlLls 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)

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.

vExisting Budget Activity Line Items (ALIs)

Status Scope Code / Scope Name Activity Type Line Item Number / Line ltem Name t
Completed 111-00 BUS - ROLLING STOCK BUY REPLACEMENT COMMUTER BUS 11.12.07 BUY REPLACEMENT COMMUTER BUS

Completed 113-00 BUS - STATION/STOPS/TERMINALS CONSTRUCT - FURNITURE & GRAPHICS 11.32.08 CONSTRUCT - FURNITURE & GRAPHICS

Completed 113-00 BUS - STATION/STOPS/TERMIMALS CONSTRUCT - FURNITURE & GRAPHICS 11.33.08 CONSTRUCT - FURNITURE & GRAPHICS

Completed 111-00 BUS - ROLLING 5TOCK BUY REPLACEMENT COMMUTER BUS 11.12.07 BUY REPLACEMENT COMMUTER BUS

New Budget Activity Line Items (ALIs)

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

No items available

+Add Item

FINISH || CANCEL

7) Clicking the ‘Cancel’ button 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 returning you to the previous screen.

8) The ‘New Budget Activity Line Items (ALls)’ 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 ALl that
you added to the grid. (A validation message appears indicating that all three fields must be
completed before the form can be saved).
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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.

vExisting Budget Activity Line Items (ALIs)

Status Scope Code / Scope Name Activity Type Line Item Number / Line Item Name 1
Completed 111-00 BUS - ROLLING STOCK BUY REPLACEMENT COMMUTER BUS 11.12.07 BUY REPLACEMENT COMMUTER BUS

Completed 113-00 BUS - STATION/STOPS/TERMINALS CONSTRUCT - FURNITURE & GRAPHICS 11.33.08 CONSTRUCT - FURNITURE & GRAPHICS

Completed 113-00 BUS - STATION/STOPS/TERMINALS CONSTRUCT - FURNITURE & GRAPHICS 11.33.08 CONSTRUCT - FURNITURE & GRAPHICS

Completed 111-00 BUS - ROLLING STOCK BUY REPLACEMENT COMMUTER BUS 11.12.07 BUY REPLACEMENT COMMUTER BUS

A New Budget Activity Line ltems (ALls)
Status  Scope Code / Scope Name Activity Type Line Item Number / Line Item Name

You must select a scope, activity type and item name for each line item in the grid before saving

+Add Item

m FINISH || CANCEL

9) Select a scope code from the drop-down menu provided under the ‘Scope Code / Scope Name’ field.

10) Select an activity type for the selected scope from the drop-down menu provided under the ‘Activity
Type’ field.

11) Select a line item name or number from the drop-down menu provided under the ‘Line ltem
Number/Line Iltem Name’ field (The validation message disappears and a checkmark appears in the
status box which indicates that the form can be saved and the user can move forward).

12) Click the ‘Finish’ button to add all new AlLls 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 ALls for a project:

13) Select the check box for an ALl 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

c) Funding Information

d) Rolling Stock Information
e) Milestones’

Note: There is no longer a ‘Zero Out Line Item’ button. If you need to bring an ALI down to a zero
dollar amount. Enter a ‘$0’ into the field. (Do not simply wipe out the amount, you must
replace the amount with a zero dollar amount.) Add notations in the extended budget
description. The milestone can be corrected with actual dates during the next reporting cycle
referencing this revision action.
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14) 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: 111-00 BUS - ROLLING STOCK
Line ltem #
111207
Standard Line ltem Name
Buy Replacerment Commuter Bus
Custom Line ltem Name
Buy Replacement Commuter Bus {lalg119])
Activity Type
Buy Replacerment Commuter Bus

15) 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

Quantity

Extended Budget Description

Test

Will 3rd Party contractors be used to fulfill this activity line item?
Yes, 3rd Party Contractors will be used for this line iterm.
@ Mo, 3rd Party Contractors will not be used for this line item.

16) Update the ‘Funding Information’ section as needed:

TEAM-created applications will only display fields for Award FTA Funding Amount, Award Non-FTA
Amount, and Award Total Eligible Cost. Only the FTA Funding Amount and Total Eligible Cost fields are
editable in a Budget Revision for a TEAM Award.

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

Award FTA Funding Amount
§1,191,762.00
Award Non-FTA Amount

49 USC 5307 - (MAP 21) Urbanized Area Formula (F¥2013 and forward)

FTA Funding Source
49 USC 5307 - (MAP
Revised FTA Funding Amount

$1,191,964.00

1) Urbanized Area Formula (FY2013 and forward)

5257,440.00 Revised Non-FTA Amount

Award Total Eligible Cost $257,036.00

§1,455,202.00 Revised Total Eligible Cost
$1,489,000.00

17) 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 Fuel

New - Compressed Natural Gas -
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.

18) The ‘Milestones’ section will be read-only if an existing line item is selected. Update the ‘Milestones’
section if you have selected a new ALl that was added to the budget revision.

Milestones
Mame Estimated Completion Date T Description
Start Date 2172018
£nd Date

Milestone Details

Milestone Name

m| DELETE MILESTONE H CAMCEL |

End Date

Estimated Completion Date

Milestone Description

Information in this document is proprietary to FTA Page 322

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

(A

o/

19) Once you have completed all the sections related to the selected ALl from the grid, you will have the
following options:

a) Click on the ‘Save Line Item’ button to save all information for the selected ALl and return to the
‘Manage Budget Revision Activity Line Items and Milestones’ form, or

Line Item | Click Close Button to Save

[© suee |

Click Close button to save line item and return to budget activity line items form.

CLOSE

b) Click on the ‘Delete Line Item’ button to delete the selected ALI from the project. This is only
applicable to AlLls created during this Budget Revision.

Milestones
ADD NEW MILESTONE
MName Estimated Completion Date T Description
Start Date 21172018 Test
End Date 5/1/2018 Te

est

== i!i i HI' DELETE LINE ITEM |l CANCEL
]

Note: There is no longer a ‘Zero Out Line Item’ button. If you need to bring a ALI down to a zero
dollar amount. Enter a ‘$0’ into the field. (Do not simply wipe out the amount, you must
replace the amount with a zero dollar amount.) Add notations in the extended budget
description. The milestone can be corrected with actual dates during the next reporting cycle
referencing this revision action.

m DELETE LIME ITEM CAMCEL TAUSR A | ZEROC OUT LIME ITEM CAMCEL

or

c) Click on the ‘Cancel’ button to exit out of the form without saving changes for the selected ALI.
You will be returned to the ‘Related Actions’ menu.
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You will lose all changes if you cancel. Are you Sure you want to
cancel?

o

20) Repeat previous steps to update the remaining ALls 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.

5.5.1.3.3 Related Action: Current Budget Change Log
To view the most current Budget Change Log for a budget revision:

1) From the Application/ Award, select Related Actions tab
2) Select the ‘Current Budget Change Log’ related action from the menu

Current Budget Change Log
View Budget Change Log for Award

3) The ‘Budget Revision | Budget Change Log’ form will display in read only.
a) It will only display the individual ALls which were modified, and the change amounts.

b) The Change log will display the cumulative amounts by Scope Code (this is not the source to
determine if it satisfies FTA guidance for a budget revision or amendment).

c) The Award Funding Summary must have a zero difference.
4) Click the ‘Close’ button to return to the ‘Related Actions’ menu.

Note: The Change Log only displays while the budget revision is available through FTA’s review.
Once approved, the change log is no longer visible to the recipient or FTA.
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Budget Revision | Budget Change Log

Recipient Details
Recipient ID Recipient Name
84 LOS ANGELES, CITY OF

Award Details

FAIN Award Name

CA-90-2259-01 Bus Replacement and Sec. Lighting
Temp App Number Award Status

CA-90-Z253-00 Active / Budget Revision In-Progress

Award Funding Summary
Funding Source FTA Funding Amount - Award Difference FTA Funding Amount - Current

49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward) $5,061,400.00 3000 $5,061,400.00

Application Scope Funding Cumulative Change Log

Scope FTA Funding Amount - . FTA Funding Amount - Current Cumulative Percent
Scope Name Funding Source Difference -

Code Aviard Revision Change

- 48 USC 5307 - (MAP 21) Urbanized Area - - = 0010

- N v 20 [y 801,4 0.01%

111-00 BUS - ROLLING STOCK Formula (FY2013 and forward) $4,801,000.00 £400.00 $4,807,400.00 0.01%

- BUS- 48 USC 5307 - (MAP 21) Urbanized Area e A a &0 015%

11500 STATION/STOPS/TERMINALS Formula (FY2013 and farward) $26040000 | $400.00 §260,000.00 e

Line Item Change Log
Project Number Scope Line Item Previous Quantity Difference Current Revision Quantity Previous FTA Amount Difference Current Revision FTA Amount

No items available

5.5.1.3.4 Related Action: View-Print Budget Change History

Recipients may review past budget revisions by selecting the ‘View Print Budget Change History’ under
the Related Actions tab.

1) Go to the Award level Related Actions tab.
2) Click ‘View-Print Budget Change History’ from the menu options.

View-Print Budget Change History
Generate View-Print for Budget Revision

3) Select the checkbox for the budget revision to review and click the ‘View Print’ button.
Note: Revision number ‘0” is the original award or the initial budget of an approved amendment.
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The status will be pending until FTA approves the revision request. If the budget revision status is
approved, confirm that the latest amendment is Active (Executed) to determine if the overall award
is in Active Status.

Appllcatlon | VleW/Prlnt Budget Change Hlstory for CA-90-Z259-01

Select a revision record from the grid and click the ' View'Print ' button to View/Print ange History for that revision
Mote: Thess revisions apply to this amendment cnly. To see revisions to previcus amendments, ssarch for those amendments on the Records tab.
Revision Number 1 Revision Status Revision Description Revision Reason Date Created Date Approved

unding Within Existing Sco i
r Existing ALI;Modify FTA FLI d\nc ac‘t: 5/6/2076 11:57 AM EDT 1/24/2017 1:36 PM EST

o Approved Original Budget

1 Approved Meodify FTA Funding Within Existing Scope 3/27/2018 1134 AM EDT

7 Approved test Modify FTA Funding Across Existing Scopes 5/10/20158 4:28 PM EDT

3 Approved Changing local amount Modify Non-FTA Funding for Existing Scopes 5/10/2018 3:10 PM EDT
4 Pending Test Madifyy FTA Funding Within Existing Scope 5/13/2018 10-41 AM EDT

5 items

CLOSE VIEW/PRINT

4) Click on the ‘View Print Budget Revision — [FAIN]" hyperlink to see the changes made during the
budget revision.

View/Print Budget Revision

Printable Budget ‘iew Print Budget Revision - CA-50-2255-01
Revision

CLOSE

5) Click the ‘Close’ button to return to the ‘Related Actions’ menu.
Note: The format for your view print will be dependent on the browser you are using. You may need
to format the document to landscape and legal to more easily see information displayed.
5.5.1.3.5 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’, the recipient may modify the Budget Revision Details information.

To modify the Award details as part of a budget revision:
1) Go to the Award level Related Actions tab

2) Click the ‘Modify Budget Revision Details’ from the menu options.
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’r Modify Budget Revision Details
Allows a user to change the reason for a budget revision

3) The ‘Budget Revision Details’ form will be displayed.

Award | Budget Revision Details

Award Summary
Recipéent Name LOS ANGELES, CITY OF Award Name Bus Replacement and Soc. Lighting

Reciplent 1D 1644 Award Number CA 5072550
Budget Revision Guidance

on Frogrammaric and fwvard Management Requiremenss cain oe found in FT& Circulars by visiting

Budget Revision Information

Eudget Revision Reasons *
Madify FTA Furding Across Exisming Soopes

Budget Revisicn Description

Revised By Deowolonerz LADOT

Revised Date 5132018

Review History

Comments [Mo commenss avallable]

(o

4) Edit any previously entered details for the budget revision, such as Budget Revison Information or
the Budget Revision Decription section.

5) Click the ‘Submit’ button to save changes and be returned to the ‘Related Actions’ menu.

6) Atany point, you may click the ‘Cancel’ button to return to the ‘Related Actions’ menu without
saving any changes.

5.5.1.3.6 Related Action: Validate and Submit Budget Revision

Before you can validate and submit your budget revision, be sure that all associated projects have been
successfully validated. Validation checks are used to confirm all parts of the action are complete. The
system will identify what needs to be corrected when attempting to submit the budget revision.
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The recipient with the ‘Submitter or Developer’ role may submit the budget revision to FTA for review
and approval.

1) From the ‘Related Actions’ menu click ‘Validate and Submit Budget Revision’

Validate and Submit Budget Revision
Validate and Submit Budget Revision to FTA for Review

2) Step 1 of the Budget Revision submission, the system will give user an opportunity to update project
specific information (Narratives, Environmental Findings, or Documents) before proceeding to
Submission. You can click on the hyperlink of the project to proceed to the record and make
changes. If you already made all corrections, click ‘Continue with Submission’ button to proceed to
the next submission step.

ds | Applications / Awards

FL-2016-003-00 | Test Application for User Guide

Summary Pointsof Contact ~ Application Control Totals  Application Projects RN Related Actions

B

Budget Revision | Update Project Info? (Step 1 of 3)

I 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.
Ortherwise, dick the 'Continue with Submission' button to move forward.
Projects for Application
Project Number Project Name Project Budget Last Updated Date Last Updated By

FL-2016-003-01-00 Project 1 $1,000 Jun 16, 2016 Submitter! TRAMS

CANCEL CONTINUE WITH SUBMISSION

3) InStep 2, the system asks the user if the budget revision will change the size or physical
characteristics of the activity line items. You are confirming that this question satisfies FTAs Circular
5010 guidelines for a budget revision. You must select either Yes or No to the question and click
‘Continue with Submission’.
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Records | Applications / Awards

FL-2016-003-00 | Test Application for User Guide =P

Summary Pointsof Contact ~ Application Control Totals  Application Projects RV Related Actions

Budget Revision | Change Size or Physical Characteristics? (Step 2 of 3)
Will this budget revision change the size or physical characteristics of the items in the activity line items? *

Yes
No

CANCEL || BACK 'CONTINUE WITH SUBMISSION

4) In Step 3, the system allows the user to review the budget revision details and make final edits to
the Revision Reason and Revision Description fields. The user may enter remarks into the
‘Submission Remarks’ field. (These remarks will be viewable by the FTA Post-Award Manager when
the Budget Revision is received).

Records | Applications / Awards
FL-2016-003-00 | Test Application for User Guide =

Summary  Pointsof Contact  Application Control Toals  Application Projects  News  [EESSEERYeg

Budget Revision | Submit Budget Revision (Step 3 of 3)

Award Summary
Recipient ID 9900 Recipient Name Trams Transit Organization

Award Number FL-2016-003-00 Award Name Test Application for User Guide

Budget Revision Summary
Revision Status Pending Created Date Jan 25, 2019
Revision Number 3 Created By trams.submitter2
Revision Number [B Modify FTA Funding Across Existing Scopes
Modify FTA Funding Within Existing Scope
Modi
Modify Quantities for Existing ALl

lon-FTA Funding for Existing Scopes

Revision Description  test

A
Budget Revision Funding Summary
Funding Source FTA Amount - Original Award Difference FTA Amount - Budget Revision
49 USC 5309 - New Starts $1,000.00 $0.00 $1,000.00

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, complete, and accurate to the best of their knowledge. They are aware that any
false, fictitious, or fradulent information may subject them to criminal, civi, or administrative penaties. {US Code, Title 18, Section 1001)

Submission Remarks

Submitted By Submitter2 TRAMS

Submitted date Jan 25,2019 11:58 AM

Review History

Comments

CANCEL || BACK CONTINUE WITH SUBMISSION
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5.5.1.3.6.1 TrAMS Validation Messages

The following table provides the system validation messages shown by TrAMS for the above Related
Action.

Budget Revision Validation

Message Text Reason

Critical Issues - The budget revision cannot be submitted to FTA for review until these errors are corrected.

“The budget revision does not have a difference The FTA funding source amounts for the budget
amount of SO for the following FTA funding revision do not equal the approved award
sources. The FTA funding amounts included in the | amounts (difference is not equal to S0).

award must remain the same in a budget
revision.

<grid of FTA funding sources on application>"

“The following projects in this application have The projects associated to the budget revision
not passed Project Validation: application have not been validated.

<list of incomplete Project Numbers>

Please validate all projects in the application
before continuing (Project Record, Validate
Project Related Action).”

5.5.1.4 FTA Review of Submitted Budget Revisions
The FTA awarding office will review budget revisions and either approve or disapprove the request.

FTA may return the budget revision request to the recipient for additional information or corrections. If
returned, the revision will revert to ‘Active / Budget Revision In-Progress’ status in the system.

Once the revision is approved, FTA must complete either a scope code transfer (TrAMS Award) or FPC
transfer (TEAM Awards) to complete the financial transaction of the budget revision, if appropriate.

Once the FTA office has approved the Budget Revision, and completed the financial action, the award
will return to an ‘Active (Executed)’ status.

Recipients are reminded to wait at least three to five business days after approval to ensure the financial
transactions have passed through all of FTAs financial management systems (FMS).
5.5.1.5 Additional Ways to Check the Change in Period of Performance End Date

If the Budget Revision is created to modify the Period of Performance End Date, user can check the
following sections that displays ‘Period of Performance End Date’ in the read only format.

1) ‘Application Details’ related action
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Records © Applications / Awards

MD-2018-001-00 | Funding Source Retest

Summary Points of Contact Application Control Totals ~ Application Projects MNews Related Actions

Baltimore, City Of | Application Details

Recipient Details
Recipient ID Recipient Name
1402 Baltimore, City OF
Application Details

* Application Name Funding Source Retest

Application Type Grant

* Application Point | Sam Smith
of Contact
Select your organization's primary contact for this spplication.
* Application  asdfasdf
Executive Summary

Describe the general purpose of the award

Does this application
include funds for
research and/or

Yes, this application includes funds for research and/or development activities.

Mo, this application does not include funds for research and/or development activities.

development
activities?

Period of 10/12/2017
Performance Start
Date

* Period of
fPerformance End

Application Financial Information

Date >elect the date for which all award actvi

TA02017

ties will be completed

2) Summary Dashboard

Closed

MD-2018-001-00 | Funding Source Retest
Points of Contact  Application Control Totals Application Projects News Relsted Actions
v
Review / C ence Final Co ence Obligatio ecuted Active
Recipient ID Recipient Name
1402 Baltimore, City OF
Award Status Information
Award Number Award Date
MD-2018-001-00 Qct 12, 2017
Award Name Executed Date
Funding Source Retest Qe 1z, 2017
Award Status Last Disbursement Date
Active / Budget Revision In-Progress A
Period of Performance Start Date Period of Performance End Date
101272017 111wzo7
Executive Summary
asdfasdf

(]

3) View/Print Application

Information in this document is proprietary to FTA

Unclassified — For Official Use Only

Page 331



Federal Transit Administration
TrAMS User Guide - Recipient

Part 2: Award Information

\Title: Funding Source Retest

FAIN Award Status Award Type Date Created Last Updated
MD-2018-001-00 Active / Budget Revision In-Progress Grant 101272017 101272017

Award Start Date
I

Award End Date
11/9/2017

Award Executive Summary
asdfasdf

F= P o o I ETuTy

4) Execution & Award Agreement Summary

Records  Applications / Awards

MD-2018-001-00 | Funding Source Retest

Summary Points of Contact  Application Control Totals  Application Projects RENCE  Related Actions

R

Award | View Execution Summary

Recipient Details

Recipient 1D Recipient Name
1402 Baltimore, City Of

Award Details

Federal Award ID MD-2012-001-00 Application Name Funding Source Retest
Number (FAIN)
Obligation Fiscal 2013
Year m W
Period of 10/12/2017 Period of 11/3/2017
Performance Start Performance End
Date Date
Milestone Progress Annual Pederal FInancial Aios
Report (MPR) ) Report (FFR)
Reporting Frequency Reporting Frequency
Pre-Award Authority Mo, this application is not using Pre-Award authority. Research andfor Mo, this application does not include funds for research andfor development
Development activities.
Suballocation of Mo, my orgenization is a Direct Recipient, funds were directly allocated to my Activities

Funds organization. N - . - A
Indirect Casts Mo, indirect costs WILL NOT be applied to this spplication

a I 1 2 s T

5) View Period of Performance Changelog
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Summary Points of Contact Application Control Totals  Application Projects Review / Approvals News Related Actions

View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

View-Print Budget Change History
Generate View-Print for Budget Revision

Application Documents
Manage Application Documents

Application Review Comments
View and Manage Application / Award Review Comments

Review Signoff
Ad-hoc Review

Modify Award Managers
Modify Application Pre-Award and Post-Award Managers

Delete Internal App Review Comments
Delete review comments on an Application

Edit Internal App Review Comments
Edit Application Review Comment

Application Special Conditions
Manage Application Special Conditions

Delete Application
Delete an Application

View Period of Performance Changelog
View All Period of Performance Data at the Award Level

- [, e e S P ' e O

Period of Performance Changelog

Period of 2/10/2020 Original Period of 3/1/2020
Performance Start Performance End
Date Date
Application Period of Performance End Period of Performance Revision Updated Updated ST Approved
Number Date Number Source of Change By Date Finalized? Approved By Date
MD-2020-032-02 21132020 3 ST ma 201372020 Yes N/A N/A
Amendment submitter
MD-2020-032-01 41112020 2 Amendment mea 2/10/2020 Yes trams 211012020
submitter administratar
MD-2020-032-00 3/16/2020 1 Budget Revision mta 2/10/2020 Yes trams 2/10/2020
submitter administrator
MD-2020-032-00 3/1/2020 o Initial Award mta 2/10/2020 Yes lram,s . 2/10/2020
submitter administrator

6) MPR Details Report
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A A | B | T | D E T u v w |

1 |Fiscal Year Milestone Progress Report - MPR

2

3 Search Criteria

4 Application Number : MD-2018-001-00

5 | Post Award Manager :

6 | Report Status :

7| Report Period Type :

38 | Recipient Cost Center :

9_ Recipient ID :

10| Report Fiscal Year : 2018

1] Report Fiscal Quarter :

12| Report Fiscal Month:

E Funding Source :

14 Maost Recent : Most Recent

15

16

17|

ETA Cost Center Recipient ID Recipient Name Federal Award 1D Award Type |Actual Completionll Application End Days Elaps.ed hetv{teen estimated Days elapsed betw

18 Date Date and revised estimated dates and actual com|
19 [73300 402 Baltimore, City Of MD-2018-001-00 Grant [10-Nov-2017 450

i'IBBOU '1402 Baltimare, City Of MD-2018-001-00 Grant [10-Nov-2017 443
| 21 [7s300 fla02 Baltimore, City Of MD-2018-001-00 __ Grant 2017 aa3

5.5.2 Amendments

An amendment may be initiated in TrAMS on an award application with ‘Active (Executed)’ status by
the recipient organization. Amendments are created to revise details of an award such as scope,
increase or decrease award funding or change the performance period end date.

User Roles: users with the ‘Submitter’ or ‘Developer’ role have the authority to create an amendment.

Once created, the amendment must go through the same FTA review cycle as an original TrAMS
application, it follows all steps from creation to award.

The general workflow is as follows:

Recipient Creates and Submits an Amendment for FTA Review

FTA Initial Review and Concurrence on Amendment

Recipients Formally Submits Amendment for FTA Final Review

FTA Final Concurrences, Reservation & Award

Recipient Executes the Award Agreement
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Refer to the Application Development section for further details on how an application is created and
submitted.

Only recipients may initiate amendments however, FTA staff may initiate Administrative Amendments.

55.2.1 Amendment

5.5.2.1.1 Related Action: Create Amendment
Note:  Only a recipient organization’s Submitter or Developer roles will be able to access this action.
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To create an Amendment, the user must select an Award that is in ‘Active (Executed)’ status with no
existing Amendment or pending Budget Revisions. See steps below:

Summary Points of Contact Application Control Totals Application Projects News Related Actions

v

Executed Active Closed

Recipient Details

Recipient ID Recipient Name
9900 Trams Transit Organization

Award Status Information

Award Number Award Date

FL-2018-007-00 Feb 26,2018

Award Name Executed Date

2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS Feb 28,2018

Award Status Last Disbursement Date

Active (Executed) N/A

Period of Performance Start Date Period of Performance End Date
2/26/2018 12/31/2025

1) Select an award with a status of ‘Active (Executed)’. Once on the Award Summary dashboard, click
‘Related Actions’ tab and select ‘Create Amendment’ from the menu.

Create Amendment
Initiate Amendment for Active Executed Award

2) The ‘Amendment | Create Amendment’ form appears. The user must select from the Amendment
Reasons shown and submit a brief description in the Amendment Details field.

3) Click the ‘Create Amendment’ button.
Note: The Amendment details cannot be modified later, similar to budget revision details. The
Amendment Details is limited to 500 characters, including spaces. If the Create Amendment does
not proceed to the next step, check your word count.
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Amendment | Create Amendment

Recipient Information
Recipient 1D 9900 Recipient Name Trams Transit Organization
Award Summary

Federal Award ID FL-2018-007-00 Award Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS
Number (FAIN)

Amendment Guidance
Guidance on Programmatic and Award Management Requirements can be found in FTA Circulars by visiting

https://wwy

Amendment Information
* Amendment Change Award Scope
Reason Increase Award Funding
Decrease Award Funding
Change Perfomance Period
Other

* Amendment
Details

Provide detailed explanation for this amendment.

This amendment will be recorded under the name of:
Amended By jane.trams@yahoo.com

Amended Date jun 20, 2018

CANCEL CREATE AMENDMENT

The Amendment Created confirmation message will be shown. The user may proceed to work on the
amendment by selecting the hyperlink, which now indicates the amendment extension (01, 02 etc.).

Amendment | Created

| a Success! ) |

A new Amendment for Federal Award 1D Number FL-2018-007-01 has been created.

Click the link below to view the new amendment record:
FL-2018-007-01 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS _

CLOSE

4) You can either click the ‘Close’ button to exit the page or click on the new amendment record
hyperlink.
Note: The creation of an amendment will change the award number to include the last two digits
indicating an amendment or revision. As screen shot above shows - FL-2018-007-01

When viewing the amendment record, the Summary will show the reason for the amendment along
with what tasks need to be completed to proceed with submitting the amendment to FTA for approval.
Screen shot below is an example of an amendment summary screen:
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Records = Applications / Awards

MA-2018-002-01 | Testing with Single Budget Scope Code

Points of Contact ~ Application Control Totals ~ Application Projectis Mews Related Actions

In-Progress Initial Review / Concurrence Finsl Concurrence Obligation Executed Active

Recipient Details

Recipient ID Recipient Name
1369 Massachusetts Bay Transportation Authority

Award Status Information

(Award Number Award Date

MA-2018-002-01 NFA

[Award Name Executed Date

Testing with Single Budget Scope Code NFA

[Award Status Last Disbursement Date
In-Frogress NFA

Period of Performance Start Date Period of Performance End Date
9/12/2018 93/2019

Amendment Details

/Amendment Created Date X X
Now 26, 2018 Application Tasks for Completion Status
[Amendment Created By Annual CRBAs MISSING
Donna Knatt Shultz

Executive Summary COMPLETED
Last Updated Date
Nov 26, 2018 Project(s) Validated MISSING

Last Updated By

Donna Knott Shultz

[Amendment Reasons
Change Award Scope
Increase Award Funding
Decrease Award Funding
Change Perfomance Period
Other

[Amendment Remarks

(Change performance period

Executive Summary

5.5.2.1.2 Related Action: Application Details

If the amendment is to update application details the ‘Application Details’ related action allows users to
edit high-level application information. Application information can only be modified during initial
application creation and during post-award modifications, such as an amendment. This information will
be read-only for all other users and during all other phases of a grant’s life cycle.

To view or edit an application record:

1) From the ‘Related Actions’ tab, click ‘Applications Details’ from the menu.

Ed T T

Application Details

Edit/View Application Details
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2) The ‘Application Details’ form will be displayed. User with Developer/Submitter role can edit
textual response and change the selected values saved for all questions.

Recipient ID

Application Name

Application Type

Previous
Amendment Point Of
Contact

* Application Point
of Contact

Previous
Amendment
Executive Summary

* Application
Executive Summary

Does this application
include funds for
research and/or
development
activities?

Period of
Performance Start
Date

Trams Transit Organization | Application Details

Recipient Details

Recipient Name

Trams Transit Qrganization

Application Details

2311 FORMULA FFY17 & FFY13 FUNDS FOR MOB MGT & CAPITAL PROJECTS

Create a nam this application. Mote 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. Fo mple. Mew York Wilson
Bridge Construction Grant
Grant

Jjane.trams@yahoo.com

Jane Trams -

Select your organization's primary contact for this appli

The Department of Transportation (DOT) is requesting $1,014,467 of Section 2311 Enhanced Mobility of Seniors and Individuals with Disabilities program funds to include FFY 2017 Statewide
{D5), Small Urban (DM) and Large UZA (DL) for Mobility Management projects. Also requested is FFY 2018 Statewide (D5) for Capital bus and equipment and FFY 20717 Small Urban funds
requested to be transferred to Statewide. The needs of seniors and individuals with disabilities in the State Small Urbanized areas are adequately being met. The grant funding is broken out
into five separate projects as follows:

Project 1 (Rural- DS)- The Project 1 request includes FFY 2017 Statewide (DS) lapsing funds in the amount of $145,600 (45% of FFY2017 apportionment) and FFY 2018 Statewide (DS) carryover
funds in the amount of $153,790 (45% of FFY2016 apportionment) for a total project of $111,390.

The requested funds will be used for mability management and operating projects for five Regional Coordinating Councils in the Rural areas of NH to include Region 1 Grafton-Coos, Region 2
Carroll County, Region 3 Mid-5tate, Region 4 Sullivan County and Region 5/6 Monadnock.

Project 2 (Rural- DS)- The Project 2 request includes FFY201 8 Statewide (D3) carryover funds in the amount of $155,965 {55% of FFY2018 apportionment). The requested funds will be used for
the procurement of three (3)

Project 3 (Small Urban- DM)- The Project 3 request includes FFY 2017 Small Urban (DM) lapsing funds in the amount of $201,063 {45% of FFY2017 apportionment) and FFY 2018 Small Urban
carryover funds in the amount of $288,377 (45% of FFY2016 apportionment). Total Project 3 request = $321,440. The Project 3 funds will be used for Mability Managerment praojects for three
Small Urban Regional Coordinating Coundils to include Region 7 Nashua, Region 8 Greater Manchester, Region 10 Southeast Seacoast

The Department of Transportation (DAT) is requesting $1,014,467 of Section 2311 Enhanced Mobility of Seniors and Individuals with Disabilities program funds to include FFY 2017
Statewide (D5), Small Urban (DM) and Large UZA (DL) for Mobility Management projects. Also requested is FFY 2018 Statewide (DS) for Capital bus and equipment and FFY 2017 Small
Urban funds requested to be transferred to Statewide. The needs of seniors and individuals with disabilities in the State Small Urbanized areas are adequately being met. The grant
funding is broken out inte five separate projects a5 follows:

Praiert 1 (Rural. NSL The Braiect 1 reauest includes EEY 2017 Sratewide (NS lansing funds in the amannt of €145 AN FA5% Af EE¥2017 annartinnment! and EEY 2018 Sratewids (MS) i

Describe the general purpose of the ay

Yes, this application includes funds for research and/or development activities.

@ Mo, this application does not include funds for research and/or development activities.

2/26/2018 Period of  12/31/2025
Performance End
Date Select the date for which all award activities will be cor
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Application Financial Information

Is this application Yes, this application is using Pre-Award authority.

using pre-award No, this application is not using Pre-Award suthority.
authority?
Does this application Yes, my organization is a Designated Redipient
include

ball {on funds? Yes, my organization is the Direct Recipient of suballocated funds (from a Designated Recipient).
suballocation funds?
© No, my organization is a Direct Recipient; funds were directly allocated to my organization

Will indirect costs be Yes, indirect costs WILL be applied to this application &t our organization's approved rate.*
applied to this
application?

Yes, the de minimus indirect cost rate of 10% WILL be applied to this application.®

@ Mo, indirect costs WILL NOT be applied to this application.

Does your Yes, my organi:
organization have No. my organ
delinquent Federal ° ¥ org
debt?

has delinquent Federal debt.

ion does not have delinquent Federal debt.

Does your State © ves, our state requires E.0. 12372 review.
require E.O. 12372
review?

Nao, our state does not require E.Q. 12372 review.
Please Provide State

Application ID
Please Provide Date = 09/28/2018

Submitted for State
Review

m CANCEL

Note: Not all of the fields can be editable for ‘Post Award’ Management activities. Those that cannot be
edited will be grayed out.
3) ‘Period of Performance End Date’ can be changed without taking any financial actions.

Des eral purpose of rd

n includes funds for resea

Does this application
include funds for
research and/or
development
activities?

and/or development activities.

@ No, this application does not include funds for research and/or development activities.

Period of 2/26/2018

Period of  12/31/2025
Performance Start

Performance End
Date Date Selectthe date for which all award activities will be completed

Note: User cannot change pre-award authority question from ‘Application Financial Information” section.

Application Financial Information

Is this application Yes, this application is using Pre-Awar
using pre-award
authority?

No, this application is not using Pre.

Note: If funds are being added, the suballocation question should be updated as needed and add
documents here, not in the Application Documents module

Application Financial Information

Is this application Yes, this application is using Pre-Aw
using pre-award
authority?

Mo, this application is not using Pre-Ay

oes this application
include
suballocation funds?

Current
Suballocation
Documents [j Name Description Delete

uproan | [ %

© Add Document
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4) Clicking the ‘Cancel’ button will return you to the ‘Related Actions’ tab without saving any
changes.

Does your State ° Yes, our state requires E.0. 12372
require E.O. 12372
review?

Mo, our state does not require E.O.
Please Provide State

Application ID
Please Provide Date  09/28/2018

Submitted for State
Review

SAVE CANCEL

5) Click ‘Save’ button to save all the information and return to the ‘Related Actions’ tab.

Does your State ° Yes, our state requires E.0. 12372 review.
require E.O. 1_23”' Mo, our state does not require E.Q. 12372 review.
review?
Please Provide State

Application ID

Please Provide Date  09/23/2018
Submitted for State
Review

LAY W CANCEL

Note: Projects can be added by FTA users with ‘Pre-Award Manager’ or ‘Post-Award Manager’ roles while
an amendment has a status of ‘In-Progress’.

Summary Points of Contact Application Control Totals Application Projects Mews Related Actions

"f Application Documents
Manage Application Documents

Add Project to Application

Create Project and Associate to Application

,& Application Details
Edit/View Application Details

"f View-Print Application
Generate View/Print for Application

Note: Projects with a single scope and single ALI cannot be deleted.

5.5.2.1.3 Project Related Actions

With the exception of ‘Validate Project’, the following project Related Actions are available to various
user roles in a read-only format and available during other project statuses in the read-only format.

e Project Details and Narratives

e Project Location
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e Project Plan Information
e Amendment Budget Activity Line Items and Milestone
e Environmental Determinations
e Validate Project
e View-Print Application
e Project Documents
Note: These project related actions are also editable for FTA users with ‘Pre-Award Manager’ or ‘Post-

Award Manager’ roles while an amendment has a status of ‘In Progress’

Refer to the Application Development section for additional information on how to edit a project

5.5.2.1.3.1 Related Action: Amendment Budget Activity Line Items and Milestones

The Application and Project Budgets are formulated by adding scopes and budget activity line items
(ALls) to a project. In an amendment, recipients are able to add new scopes and AlLls that were not
previously part of the award.

To add or update the budget ALls for a project on an amendment:

1. From the project-level ‘Related Actions’ menu, click ‘Amendment Budget Activity Line Items and
Milestones’.

Amendment Budget Activity Line Items and Milestones
Manage Budget Activity Line Item and Milestone for Amendment

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.
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Project | Manage Budget Activity Line Items and Milestones

Recipient Details

Recipient ID Recipient Name

5900 Trams Transit Organization

Project Details

Temp App Number Application Status

5900-2018-7 In-Progress

Existing Line ltems
To edit a line itemn, click on the checkbox for the line item and a new section will appear below with line item and milestone details
Custom Line Item Name Activity Type

Status Scope Code

Completed 131-00 NEW START - ROLLING STOCK ENG/DESIGM - BUS S5TD 40 FT

Project Number Project Name
FL-2016-003-01-01 Project

Application Details

FAIN Application Name
FL-2016-003-01 Test Application for User Guide

Engineering & Design

Quantity FTA Amount Total Eligible Cost

$1,000 $1,000

ADD LINE ITEM CLOSE

3. Atany point, you may click the ‘Close’ button to return to the ‘Related Actions’ menu without saving

any changes.

4. User should be aware that existing milestones on existing ALls cannot be modified as part of an
amendment. Use the Extended budget details to express milestone changes or additions that can
be incorporated into the next reporting cycle milestone progress report.

5. The amendment process can be used to make changes to the period of performance end date

without taking any financial actions.
6. Toadd a new ALl to the project:
1. Click on the ‘Add Line Item’ button

Existing Line Items

To edit a line item._ click on the checkbox for the line item and a new section will sppear below with line item and milestone details
Status Scope Code Custom Line ltem Name Activity Type
Completed 131-00 NEW START - ROLLING STOCK ENG/DESIGN - BUS STD 40 FT Engineering & Design

Quantity FTA Amount Total Eligible Cost

51,000 51,000

ADD LINE ITEM CLOSE
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2. The ‘Add New Budget Activity Line Items (ALls)’ form will be displayed. Click the ‘+Add
Iltem’ link to begin adding a new line item. Multiple ALls can be added during this process
by clicking on +Add Item more than once.

Note: The available selection of scope codes and funding sources for any new ALls added to the
project(s) during the amendment will be limited to selections made in the latest approved
award.

]

PI’OJECt | Add New Budget Actlwty Line Items (ALls)

You can add up to ten (10) line items at 3 time. Click "Sa ave your current line items and add more. Click "Finish” 1o save your current line items and return to previous farm.

vExisting Budget Activity Line Items (ALIs)

Status Scope Code f Scope Name Activity Type Line ltem Number / Line Item Name T

Completed 131-00 NEW START - ROLLING STOCK ENGINEERING & DESIGN 13.11.01 ENG/DESIGN - BUS 5TD 40 FT

New Budget Activity Line Items (ALIs)

Status  Scope Code f Scope Name Activity Type Line item Number / Line Item Name

+Add Item

No items available

FINISH CANCEL

7. 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. Clicking ‘No’ will return you back to the ‘Add New Budget Activity Line
Item(ALIs)

Information in this document is proprietary to FTA Page 344

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

‘You will lose all changes if you cancel. Are you sure you want to
cancel?

8. 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 to delete an ALI that was added to
the grid.

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 mare. Click "Finish™ to save your current line items and return to previous form.
vExisting Budget Activity Line Items (ALIs)

Status Scope Code / Scope Name Activity Type Line ftem Number / Line ltem Name 1

Completed 131-00 NEW START - ROLLING 5TOCK ENGINEERING & DESIGN 13.11.01 ENG/DESIGN - BUS STD 40 FT

4 New Budget Activity Line Items (ALIs)

Status  Scope Code / Scope Name Activity Type Line ltem Number / Line Item Name
0 | SelecrScope - - o - pEL

Y¥ou must select a scope, activity type and item name for each line item in the zrid before saving

+Add ltem

ELAUS | FINISH || CANCEL

9. Select a scope from the drop-down menu provided under the ‘Scope Code/Name’ field.

a. Select an activity type for the selected scope from the drop-down menu provided under the
‘Activity Type’ field.

b. Select a line item name or number from the drop-down menu provided under the ‘Line Item
Number/Line Item Name’ field.
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New Budget Activity Line Items (ALIs)

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

< 131-00 NEW START - ROLLING STOCK *  MID LIFE REBUILD {RAIL) * | 13.15.05 BUS SCHOOL hd

+Add Item

SAVE [N | CANCEL

Click the ‘Finish’ button to add all new ALls that have been completed to the project and return to
the ‘Manage Budget Activity Line Items and Milestones’ form.

10. To edit the ALl details and milestones for a project under the amendment:

a. Select the check box for an ALl 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:

e ‘Line Item Scope’

e ‘Line Item Details’

e ‘Funding Information’

e Non-FTA Funding Information

e ‘Rolling Stock Information’ (if applicable)
e ‘Milestones’

Note: Update the ‘Line Item Scope’ section as needed:

b. Update the line item’s name in the ‘Custom Line Item Name’ field with the desired text.

Line Item Scope: 131-00 NEW START - ROLLING STOCK
Line Item #
13.15.05
Standard Line Iltem Name
Bus School
Custom Line Item Name
BUS SCHOOL
Activity Type
Mid Life Rebuild (rail)

11. 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 Item Details

Original Quantity

Revised Quantity
1
Original Extended Budget Description
Extended budget description
Updated Extended Budget Description

Extended budget description

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.

12.
If this amendment is for a TEAM application, update the ‘Funding Information’ section as needed

(otherwise, skip to Step 5 for a TrAMS application)

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

45 UsC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward) O LISC S307 - (MAR 311 Urbarized Area Eormla (BI04 3 = =y
! . 49 USC 5307 - (MAP 21) Urbanized Area Formula (FY2013 and forward)

Award FTA Funding Amount

51,191,762.00

Revised FTA Funding Amount
$1,191,964.00

Award Non-FTA Amount '

$257,440.00 Revised Non-FTA Amount

Award Total Eligible Cost $257,036.00

£1,438202.00 Revised Total Eligible Cost

$1,4858,000.00

13. 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.

FTA Funding Information

FTA Funding Source

49 USC 5309 - New Starts 49 USC 5309 - New Starts

FTA Funding Source

Award FTA Funding Amount

$1.000

Revised FTA Funding Amount

$1,000

14. 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.
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Award Local Share Amount
50

Award Local/In-Kind Share Amount
30

Award State Share Amount

$0

Award State/In-Kind Share Amount
$0

Award Other Federal Share Amount
$0

Award Adjustment Amount

$0

50

Award Total Eligible Cost
$1,000

Non-FTA Funding Information

Award Transportation Development Credit

Revised Local Share Amount
30

Revised Local/In-Kind Share Amount
30

Revised State Share Amount
30

Revised State/In-Kind share Amount
30

Revised Other Federal Share Amount
30

Revised Adjustment Amount
30

Revised Transportation Development Credit
30

Revised Total Eligible Cost
$1,000
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15. 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 Fuel
New - Gasoline -
Vehicle Size
40 ft
Note: The ‘Rolling Stock Information’ section is only shown when a rolling stock line item in the

project has been selected. Fleet information will not display in the application view print until
FTA has awarded the amendment.

16. The ‘Milestones’ section will be read-only if an existing line item is selected. Update the ‘Milestones’
section if you have selected a new ALl that was added to the budget revision. Refer to Related
Action: Budget Activity Line Items and Milestones if further instructions on milestones are
needed.

17. Once you have completed all the sections related to the selected ALl from the grid, you will have the
following options:

a. Click on the ‘Save Line Item’ button to save all information for the selected ALl and click ‘Close’
button to return to the ‘Project | Manage Budget Activity Line Items and Milestones’ form, or

Milestones

ADD NEW MILESTONE

Name Estimated Completion Date 1 Description
Start Date 22472018 Test

28/2018 Test
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Line Item | Click Close Button to Save

Q) success ‘

Click Close button to save line item and return to budget activity line items form.

CLOSE

b. Click on the ‘Delete Line Item’ button to delete the selected ALl from the project. This is only
applicable to ALls that were created during the amendment process, or

Milestones
ADD NEW MILESTONE
Name Estimated Completion Date T Description
Start Date 9/24/2018 Test
End Date 9/29/2018 Test

SAVE LINE ITEM DELETE LIME ITEM CANCEL
CLOSE

c. Click on the ‘Cancel’ button to exit out of the form without saving changes for the selected ALI.
You will be returned to the ‘Related Actions’ menu.

Milestones
ADD MEW MILESTONE
Name Estimated Completion Date 1 Description
Start Date 9/24/2018 Test
End Date 9/29/2018 Test

ELATANLI RV | DELETE LINE ITEM i CANCEL I
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You will lose your changes if you close now. Are you sure you
want to close?

NO

d. Every time you save a line item the below screen will prompt. You MUST select the close button to
save the changes made to the ALl added or modified.

Line Item | Click Close Button to Save

Ig Success! ]

Click Close button to save line item and return to budget activity line items form.

CLOSE

18. Repeat previous steps to update the remaining ALls in the grid. The status for each ALl 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.

5.5.2.1.4 Transmit and Submit Amendment

The amendment transmission and submission process is the same as an original award. Refer to
Application Development for instructions to transmit an amendment to FTA for initial review and to
accept the submission task to formally submit an amendment for final review.

When transmitting an amendment, you will receive similar prompts:

1. Ifrolling stock is included add fleet information. Select the Close button, if no changes are
needed to proceed to the next form.

2. If TDC or In-kind local match is included, prompts to add documentation will display. Use the
skip button, if no additional documentation is required.

3. If Section 5307 funds were applied, even if no additional funds were added, there will be a
prompt to respond to for the 1% security questions.
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4. If the amendment is a Cooperative Agreement award, you will be prompted to select the cost
center of the FTA office that will manage the amendment. Refer to Application Development for
more information.

5.5.2.1.5 Amendment Execution

Once FTA has completed all reviews and awarded the amendment, the Recipient Official is required to
execute the award agreement for the amendment. Refer to Application Development for details on how
to execute the award.

5.5.3 Closeout Amendment

Closeout Amendment is the process by which FTA Regional Staff determines that all activities in an
award are complete and all federal funds necessary to complete the project have been expended. Either
the recipient or FTA can initiate closeout of an award when all approved activities are completed and/or
applicable federal funds expended.

5.5.3.1 Closeout Amendment Workflow

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.

Both the recipient and FTA may initiate a closeout; the steps are the same regardless of which user
initiates and completes the closeout.
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Initiate a Closeout Amendment

Complete and Submit Final MPR and FFR

Complete Budget Reconciliation

Validate and Submit the Closeout

FTA Reviews and Approves the Closeout

A closeout can only be performed on an award that is in the ‘Active (Executed)’ status with no pending
post award actions. The process is the same for both TEAM and TrAMS awards, any differences in the
format of the award is explained in the Guide. All parts of the closeout must be completed to validate

and submit the request to FTA.
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5.5.3.2 User Roles for Closeouts
Recipient users with a ‘Submitter’ or ‘Developer’ role have access to initiate and submit a closeout
request.
The Recipient users with the FFR Reporter and the MPR Reporter user roles have access to complete the
final reports for the closeout amendment package.
The user roles may be assigned to one or more individuals; therefore, coordination may be required.
FTA users with the Post-Award Manager role have access to initiate and submit a closeout request.

If FTA initiates the Closeout, then the Post-Award Manager will submit the Closeout and complete the
final reports for the closeout amendment package.
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5.5.3.3 Related Action: Create Closeout Amendment

Only the FTA Regional Post-Award Manager role or the Recipient will be able to access this related
action to initiate and submit the closeout request.

Ensure the record has an application status of ‘Active (Executed)’. A Closeout cannot be initiated if there
are any pending amendments or budget revisions. ‘Create Closeout Amendment’ will not be displayed as
one of the menu options within Related Actions tab if there are pending actions.

1) Steps to create Closeout Amendment:
a) Search and Select the Award Record either using the Records Tab or locating the record under
the recipient profile ‘application/awards’ tab
b) From the Award Record, click on Related Actions
c) Toinitiate Click ‘Create Closeout Amendment’ from the menu options.

Records  Applications / Awards

FL-2018-007-00 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

Summary Points of Contact Application Control Totals Application Projects Review / Approvals News Related Actions

View-Print Application
Generate View/Print for Application

Application Details
Edit/View Application Details

Execution & Award Summary
View Execution Summary and Award Agreement

Obligation Details
View Obligation sSummary and Award Agreement

View-Print Budget Change History
Generate View-Print for Budget Revision

Create Closeout Amendment
Initiate Close for Active Executed Award

DOL Certification Details
View Details for DOL Certification

Application Documents
Manage Application Documents

4, S S A S e S e e

Application Review Comments
View and Manage Application / Award Review Comments
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2) The ‘Unliquidated Balance Warning’ form will be displayed if there are any unliquidated balances on
the application’s existing account class codes (ACCs). The unliquidated balances will be deobligated
from the award as part of the closeout process.

Records / Applications / Awards

FL-2018-007-00 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS (=]
Summary Points of Contact Application Control Totals Application Prajects Rewview / Approvals News

Closeout Amendment | Unliquidated Balance Warning

Recipient Details

Recipient ID Recipient Name

9900 Trams Transit Organization

Award Information

Award Number Award Name

FL-2018-007-00 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS
Award Status Executed Date

Active (Executed) Feb 28,2018

Award Funds Status
Unliquidated Balance

This Application/Award has unliquidated funds of $471,563. This amount does not include pending disbursements requested within the past twe business days. Unliquidated funds shall be deobligated in the ful
amount specified above.

PO Number Project Number Scope Code / Suffix Account Class Code / FPC Obligation Deobligation Disbhursement Refund Unliquidated Balance
FL-03-3003 FL-2018-007-01-00 300-00 / A3 2018.25.03.5B.2 / 02 $43,023 $0 50 50 $43,023
FL-03-2003 FL-2018-007-02-00 112-00/ A2 2018.25.03.58.2 /02 $23.100 50 50 50 $23.100
FL-03-3003 FL-2018-007-02-00 117-00 / A1 2018.25.03.5B.2 / 02 3405,440 $0 50 50 3405,440

CONTINUE WITH CLOSEOUT REQUEST CANCEL CLOSEOUT REQUEST

3) To continue, click the ‘Continue with Closeout Request’ button to proceed with the closeout and the
deobligation of the unliquidated balances on the award

4) Click the ‘Cancel Closeout Request’ button to return to the ‘Related Actions’ menu without closing
the award.
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Award | Close Out Amendment

Recipient Summary
Recipient ID 9900 Recipient Name Trams Transit Organization
Award Summary

Award Number FL-2018-007-00 Award Name 23711 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS
Award Date 2/26/2018 5:39 PM EST Award Status Active (Executed)

Close Out Guidance

Guidance on Programmatic and Award Management Requirements can be found in FTA Circulars by visiting

w.transit.dot.gov/regulations-and-guidance/fta-circulars/final-circulars

Close Out Amendment Information
*Close Out Reasons All approved activities are completed and/or applicable Federal funds expended

All applicable Federal funds expended
Funds are no longer needed to accomplish the grant purpose
Determined that the project has been essentially completed and/or approved funds have been substantially drawn down
Failure by the grantee to make reasonable progress to complete approved grant activities
Continuaticn of the project would not preduce results commensurate with further expenditure of funds
Grantee failed to comply with the terms or conditions of the Grant Agreement or other Federal requirements

Select one or more options

5) The ‘Closeout Amendment’ form will be displayed. Complete the following under the ‘Closeout
Amendment Information’ section:

a) Select one or more check boxes under the ‘Closeout Reasons’ section. At least one closeout
reason must be provided.

Close Out Amendment Information
*Close Out Reasons All approved activities are completed and/or applicable Federal funds expended

All applicable Federal funds expended
Funds are no longer needed to accomplish the grant purpose
Determined that the project has been essentially completed and/or approved funds have been substantially drawn down
Failure by the grantee tc make reasonable progress to complete approved grant activities
Continuation of the project would not produce results commensurate with further expenditure of funds
Grantee failed to comply with the terms or conditions of the Grant Agreement or other Federal requirements

Select one or more options

Provide detailed explanation for this close-out
This Grant Close out will be recorded under the name of:

Close Out By Post-Award Manager2 Region 4

Close Out Date 1/3/2019

CREATE CLOSE OUT AMENDMENT

b) A validation error message will appear if no ‘Closeout Reasons’ are selected.
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A Close Out Amendment Information
* Close Out Reasons All approved activities are completed and/or applicable Federal funds expended
All applicable Federal funds expended
Funds are no longer needed to accomplish the grant purpose
Determined that the project has been essentially completed and/or approved funds have been substantially drawn down

Select one or more options

I Avalueis required |

c) The user may enter a comment into the ‘Closeout Remarks’ field, however it is not required. You
can modify this information during the closeout process.

Note: Information for the Close Out summary should be updated as necessary. For more information
refer to Related Action: Closeout Details.

d) Click the ‘Create Close Out Amendment’ button.

Close Out Amendment Information
*Close Out Reasons All approved activities are completed and/or applicable Federal funds expended
All applicable Federal funds expended
Funds are no longer needed to accemplish the grant purpose
Determined that the project has been essentially completed and/cr approved funds have been substantially drawn down
Failure by the grantee to make reasonable progress to complete approved grant activities
Continuation of the project would not produce results commensurate with further expenditure of funds
Grantee failed to comply with the terms or conditions of the Grant Agreement or other Federal requirements

Select one or more options

Provide detailed explanarion for this close-out
This Grant Close out will be recorded under the name of:
Close Out By Post-Award Manager2 Region 4

Close Qut Date 1/3/2019

CREATE CLOSE OUT AMENDMENT CANCEL

e) Error messages that prevent creating CloseOuts:
i) If the FTA user has a pending MPR/FFR report not yet submitted to the recipient, the
closeout cannot be created.
ii) Ifthe FTA user has a pending budget revision or amendment, the closeout cannot be
created.
f) The ‘Closeout Created’ form will display 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.
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Amendment | Closeout Created

A new closeout amendment for Federal Award ID Number FL-2018-007-01 has been created.

Click the link below to view the new closeout amendment.

FL-2018-007-01 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS

CLOSE

g) The link will take the user to the Award Summary where the Award Summary Details are listed
in the following sections:
1) Recipient Details
2) Award Status Information
3) Closeout Details
4) Executive Summary
5) Application Details

Information in this document is proprietary to FTA Page 359

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

Ricends A Fiind o Bemarik

FL-2018-007-01 | 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOBE MGT & CAPITAL PROJECTS

m Do of Conine Appl catsan Corgral Totals Azp matien Srosco Rewean | Aporovan remam e stad Extoen

Close Qut Details

Clesi Oul Creabed Dals

JancE, s

Clesi Dut Cruated By

Poat-Aennrd Wanagerl Bags- 4

Lagt Updaned Date

Jar o3 IS

Last Updwted By

Pogt-femird Wanagerl Ragos d

Clzar Dut Besom
Al 2preved dcliiad e comzbaed andior apsdcable Federa durdi s pandes
Al g3 plCabia Saltera | ndE e pendan
Furdii a2 lange
D
P Do T VO D0 YR SO P D DR 0 DO L 0 e L

b b0 10 G000 G vl il Sur s

Tl ELCTE

Cleam Dut Remarks

Executive Summary

L LUTA 0000 far Mob e Marageme
e inghvicha s with o sabilldes i T §

B - (551 Thea Pt 1 rauoaat iatiushe FPY
6= FR20TE Spgesion =i ol Beogn of 81
The recuatnind fonor Wl Bk used f m
Seme Ewgion 4 Suln rey and Aepizn B Womadnack

)

Application Details

Tyrpet of Financial Asshzance

Grant

Fresquency al Mismene Progres Baparn

A

Frequency al Binsacial Federal RBeparts

Al

Dzen this sppdicacan irclude funds for research aredfar development activities™
Fea i

DERCaeT 0 "0k ORI s o ik O 87001 CRVRPDDTHETS DTS,

O RCL S DY RSB fy DO R T DR O Ui P L

COMLMATEN O 1 OF CHICT A0S MOT C00hih MBI OO et with Sather dspard Lua of funds
G Fii e D0 DoAY Wit T4 DTS 07 D0PGITONS T L) BNt A ITWnT a7 S0 Fedinal P ments

The Dapat=ent of Trasisor o [DOT) o requeatn g 59 014087 of Section 1311 Esharced Moldty of Sesnn and ingne su sl v Diaal
apcrs. & ey redunsad & FPY 20 Saowasd w IDE D
Brrall Jrba~iped areas are pdeguantly being me TRe grae funding s Grocen o

oLl S @0 S0 Qe e

Prpuct 2 {Ruea D51 Tr PRopic T owguestinchioes FRY 20N 3 Srawida (D5 carspowie fonas it amvount of £755.565 (SE% of FRYZOLE apoermonesency Thi racuesmes funds m | b ubed far 1ha 5

T —— i —
Reciplent Details

Runcipriart 1D Rudiphrt Mame

i) Trwrma Tramo: Organczron
Award Status Infermation

Awrevrd Mumber Bypemrel Camta

L2011 3007-01 P

Awvard Nama Ensxuled Date

I3V RORMULA FEYYT & PRV FURDES FOR MOB MIGT L CAMTAL PROECTS Feb:22. 1013

Aorvard Flalus Last Dislburssent Dale

Arres Aess | Raad) for Uoasour A

Puried of Parfer manos Start Date Purigd of Performance B Duta
336 E 1255072008

AL I et d0e T

8 progiar funds 1o Aduds FPY 1017 Seaseade (DS Sl Lrsan (00 and
i Uz s rinusbind 0 B ranataimied v Sonavedie Thi naiads o 5e0 09
e pacarane projecis as Mollows

Ao [05) liaing funsh & Se dmout of 57185 B0 WE% of FRY20'T appertense and FRY 10N 3 Sttevads (DE) i sptmir futiss i B irtunt of 5153 790

Ay manaperant snd coarating crapes fo M Arpional Coortnaing Cauncls i thes Rurs seas o N 2 ncluce Regian 1 Grafion-Coss: Begion 2 Carroll County. Reglon 3 Mid

L amanT O Thied [3

Fre-freand Burraricy

Vo, T3 applcaban o e ng Beedwend sutrons
Dear this applicasian Ira s subs Tacacan funds?

A & OFRA 2AL0AN 1§ O recly @l cGbed UhasE fundi and 5 e iok 12 apok ter The Tuns dinedy.
Wi this Girant be using Lapsing fends?

L]

W imdirect coers b applie to this applcation”
P, R COnEIS e O D i e D TS dpRRCEOn

Bwgquires B0 12372 RBawiew? inclrwct Ceat Dwcriptan
L Pl
Snate Appicatian D Diwlwayuani Fadaral Dwet
Mo rry crpetEaticon doss not Reve e nguest detersl Seix
Data Subssitted for SLate Risdew Dlwaguranil. Fa daral Dvit Dwdriglon
[ Pk
Information in this document is proprietary to FTA Page 360

Unclassified — For Official Use Only




Federal Transit Administration
TrAMS User Guide - Recipient

5.5.3.3.1 Related Action: Closeout Details

To view or edit closeout details for a closeout amendment:

1) Search and select the applicable Award. The status of the closeout amendments ‘Active Award /

Ready for Closeout’ status.

Application/ Award
Q t s SEARCH | APPLICATION STATUS | Active Award / Ready for Closeout (4 & T &
Application Application Temporary A Recipient . Region / Last Modified .
- Application Status Recipient Name 4 Action
Number Name Application Number s ID P Office Date !
¥ View-Print Application
oo A Tra 1 13
VA-2020-004-02  User Guide Test ~ 9900-2020-7 Active Award / Ready for o, UL U Region 3 WeredlISEE | o e e
Closeout Organization . PM EST
¥ Application Details

2) You will land on the Award level Summary; click on the ‘Related Actions’ tab.
3) Click ‘Closeout Details’ From the menu options.

Closeout Details
Manage Details for Closeout Amendment

4) The Close Out Amendment ‘Summary’ form will display with the information entered or selected
during the create closeout amendment steps. You can modify the ‘Closeout Details’ reasons or

remarks as needed.

5) Atany point, you may click the ‘Cancel’ button to return to the ‘Related Actions’ menu without

saving any changes.

6) Click the ‘Save and Close’ button to save all changes and return to the ‘Related Actions’ menu.

Information in this document is proprietary to FTA

Unclassified — For Official Use Only

Page 361




Federal Transit Administration
TrAMS User Guide - Recipient

Close Out Amendment | Summary

Recipient Details

Recipient ID Recipient Name

00 Trams Transit Organization

Award Status Information

Award Number Award Date

FL-2018-0 [

Application Name Executed Date

2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS Feb 28, 2018

Award Status Last Disbursement Date
Active Award / Ready for Closeout NiA

Close Out Amendment Information
* Close Out Reasons [ All approved activities are completed and/or applicable Federal funds expended
All applicable Federal funds expended
B Funds are no longer needed to accomplish the grant purpose
Determined that the project has been essentially completed and/or approved funds have been substantially drawn down

vitles

Failure by the grantee to make reasonable progress to complete approved grant
Continuation of the project would not produce results commansurate with further expenditure of funds
Grantee failed ta comply with the terms or conditions of the Grant Agreement ar other Federal requirements

Close Out Remarks

| CANCEL |

SAVE AND CLOSE
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5.5.3.4 Related Action: Closeout Budget Reconciliation

Before submitting a closeout amendment for approval, the FTA Regional Staff or 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’ selection under the Related Action tab on the Application
Record.

1) Search and select the applicable Award, you will land on the application summary
2) Click on ‘Related Actions’ tab
3) Click on the ‘Closeout Budget Reconciliation’ from the related action many

Closeout Budget Reconciliation
Manage Budget Reconciliation for Closeout Amendment

4) The ‘Closeout Budget Reconciliation’ form will be displayed. The ALls associated to all projects
display in grid format under the ‘Existing Line Items’ section. (TEAM awards only have one project)

5) Atany point, you may click the ‘Close’ button to return to the ‘Related Actions’ menu without saving
any changes.

Application | Step 1 of 3 - Closeout Budget Reconciliation

Recipient Details

Recipient 1D Recipient Name

Trams Transit Organization

Award Summary

Recipient Name Award Name
Trams Transit Organization 2311 FORMULA FFF1T & FFY1B PUNDS FOR MOB MGT & CAPITAL PROJECTS
Recipient 1D Federal Award ID Numbaer [FAIN}

900 FL-2018-007-01

Funding Summary

Funding Source i Original Amount Difference Final Amount

53049 - New Starts §471,563.00 §0.00 §471,563.00

Existing Line Items

Project Aweard FTA Revised FTA  Award Total Eligible  Revised Total Eligibl
ro Scope Name Custom Line Item Name Activity Type e e Ware Tt g el To Hgre
Number Amount Amount Cost Cost
FL-2018-007- 112-00 BUS Acquire Bu:
Lo JlenEds == ACQUIRE - BLSWAY s $23,100 $23.100 §25.991 $25,991
RANSITWAYS/LINES ansitways/lines
700 MOBILITY MANAGEMENT other Capital tems S
405, 440 $405,440 £567.238 £567.238
TEMS (BUS [5302(AX 1L tbus) e
NG
UP TO 50% FEDERAL SHARE Operating Assistance $43,023 $43,023 $58,100 $58,100

6) Select the check box for the ALl 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:
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a) ‘Line Item Scope’

b) ‘Line Item Details’

c) ‘FTA Funding Information’

d) ‘Non-FTA Funding Information’

e) ‘Rolling Stock Information’ (if applicable)
f) ‘Milestones’

7) 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 returning you
to previous screen.

8) 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 TRANSITWAYS/LINES
Line Item #

11.22.01

Standard Line Item Name

Acquire - Busway

Custom Line Item Name

ACQUIRE - BUSWAY12345%

Activity Type

Acquire Bus Transitways/lines

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.

d) Update the original extended budget description in the ‘Updated Extended Budget Description’
field with the desired text. [FTA requests users add narrative ‘on top of’ any previously existing
narrative, do not delete narrative history.]

e) Update the Yes or No option to respond to the question, ‘Will 3rd Party contractors be used to
fulfill this activity line item?’, if applicable.
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Line Item Details
Original Quantity

2

Quantity

5

Original Extended Budget Description

Updated Extended Budget Description

Test for user guide purpose

Will 3rd Party contractors be used to fulfill this activity line item?
Yes, 3rd Party Contracters will be used for this line item.

@ No, 3rd Party Contractors will not be used for this line item.

Funding Fiscal Year 2018 Small Urban capital funding has been requested to be transferred to Statewide for capital bus procurement s. The needs of seniors and individuals with disabilities in the State of New
Hampshire's Small Urbanized areas are adequately being met. This transfer will provide funding for the procurement of up to four (4)

f) 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.

g) The ‘Revised Total Eligible Cost’ field will update automatically.

FTA Funding Information
FTA Funding Source

5318 - Bus Testing Facility

Award FTA Funding Amount

550

5318 - Bus Testing

FTA Funding Source

Revised FTA Funding Amount

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 automatically.

Non-FTA Funding Information

Award Local share Amount

$2,891

Award Local/In-Kind Share Amount
$0

Award State Share Amount

$0

Award State/In-Kind Share Amount
$0

Award Other Federal Share Amount
$0

Award Adjustment Amount

30

Award Transportation Development Credit
$0

Award Total Eligible Cost

$25,991

Revised Local Share Amount
$2.891

Revised Local/In-Kind Share Amount
s0

Revised State Share Amount
s0

Revised State/In-Kind Share Amount
S0

Revised Other Federal Share Amount
50

Revised Adjustment Amount
$0

Revised Transportation Development Credit

w

0

Revised Total Eligible Cost
$24,991
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10) Once you have completed all the sections related to the selected ALl from the grid, you will have the
following options:

a) Click on the ‘Save Line Item’ button to save all information for the selected ALl and return to the
‘Closeout Budget Reconciliation’ form; you must click the Close Button on the second form to
save all changes.

b) Click on the ‘Cancel’ button to exit out grid without saving changes for the selected ALI. The
form will collapse.

Milestones
Name Original Estimated Completion Date Revised Estimated Completion Date Actual Completion Date | Description
Operating Assistance for Region 3 - Mid-State RCC
Start Date 2/28/2018 12/31/2026 (Lead Agency is Community Action Program Belknap-
Merrimack Counties, Concord )
Operating Assistance for Region 3 - Mid-State RCC
End Date 3/9/2018 1/3/2026 (Lead Agency is Community Action Program Belknap-

Merrimack Counties, Concord )

SAVE LINE ITEM CANCEL

Line Item | Click Close Button to Save

| @ sucess ‘

Click Close button to save line item and return to budget activity line items form.

11) Repeat previous steps to update the remaining ALls in the grid as needed.

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

5.5.3.5 Task: Complete Final FFR

A final Federal Financial Report (FFR) must be submitted to FTA before a Closeout Amendment can be
processed. A task will be generated once the Closeout amendment is created.

User Roles Required: Only a Regional Post Award Manager User Role or the Recipient can complete the
final FFR. This may require coordination with other users to complete your closeout.

The Final FFR task is assigned to the ‘Regional Post Award Manager’ role as soon as the closeout
amendment is created.

To complete the final FFR:

1) Logon as the ‘Regional Post Award Manager and click on the ‘Tasks’ tab.
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2) Select the ‘Complete Final Federal Financial Report for Federal Award ID No. [FAIN]’ task for the
application.

Complete Final MPR | NY-

-01 | 8900 NY-2022-003-01 New Application Active Award / Ready for Closeaut 9900 John Trams 1/14/2022 11:45 AM EST

0201 | 9900 NY-2022-003-01 New Application Active Award / Ready for Closeout 9900 John Trams 1/14/2022 11:45 AM EST

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 to the FFR Reporter
Group.

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. (Note that an email notification is sent when returned.)

Federal Financial Report (FFR) | Input FFR Values

Recipient Summary

Recipient ID 9900 DUNS 939

Reciplent Name T ation EIN Number 134146467

UEl HW4
vAward Summary

Federal Award ID  VA-2020-002-02 Award Name  Refi
Number (FAIN)

Award Status Actl
FFR Reporting Quarterly

Obligated Date 1472020
Frequency Required igated Date

Preaward Authority ard Aut

ard Auth
vFederal Financial Report Summary
Report Type Quarterly FFR Report status wark in Progress
Report Peried Quarter 2 (jan - Marl, FY 20 Report Due Date 1/14/202
Report Period Begin 1/14/2022 Updated By N/A
pate Updated Date 1/14/2022
Report Period End
Date

Final Report?

Status Log

Previous Status New Status Updated Date 1 updated By
Task Launched Work in Progress NiA

Indirect Expense

Type A - period From

5) Complete fields as needed under the ‘Indirect Expense’ section (you must specify indirect expenses
in your FFR if you indicated use of your approved rates on the application details)

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.
c) Enter a dollar value into the ‘Base’ field.

d) Clickin 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.
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Indirect Expense

Type  Fixed - Period From
Rate 15% Period To
Base $45,892 Amount Charged

Federal Share

02/27/2018

03/27/2019

$32.821

$2.311

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) 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 $25347

This Period 30
B. Federal Cash Receipts
Previous 3564
This Period 30
C. Federal Cash Disbursements
Previous 31,776
This Period 30

D. Federal Cash on Hand at End of Period (A+ B -C)

Previous $24,135

Calculated by System

This Period 30

Calculated by System

E. Total Federal Funds Authorized

F. Federal Share of Expenditures

Previous $8,047
This Period 50
G. Recipient Share of Expenditures
Previous §$710,483

This Period 30

Cumulative $25347

Calculated by System

Cumulative $564

Calculated by System

Cumulative 51,776

Calculated by System

Cumulative $24,135

Calculated by System

Cumulative $471,562

Cumulative 56,047

Calculated by System

Cumulative $10.483

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) ‘I. Federal Share of Unliquidated Obligations’
b) ‘). Recipient Share of Unliquidated Obligations’
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I. Federal Share of Unliquidated Obligations

Amount 5436

J. Recipient Share of Unliquidated Obligations

Amount 5903

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  $2,756
Q. Total Federal Program Income Earned

Amount 5341
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 5453

U. Federal Unexpended Program Income [[P+Q-R)or(P+Q-S)or(P+Q-T)]

Amount $3,134

Calculated by System

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.’

e 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 ‘1. 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. If you remain on
the same page, it is likely that the system has identified a validation check in the calculations.
Review the system generated validation checks.

P. Federal Program Income on Hand at Beginning of Period

Amount 3
Q. Total Federal Program Income Earned

Amount 35

R. Federal Program Income Expended in accordance with the deduction alternative

Amount | 55

S. Federal Program Income Expended in accordance with the addition alternative
Amount S0

T. Federal Program Income Expended on allowable Transit Capital and Operating expense
Amount 0

U. Federal Unexpended Program Income [[P+Q-R)or (P+Q-S)or (P+Q-T)]

Amount 30

Caleulated by System

‘ CALCULATE TOTALS H CLOSE TASK ‘

10) The system will display the ‘Confirm FFR Data’ form if all rules of the FFR pass validation checks.

Federal Financial Report (FFR) | Confirm FFR Data

Recipient Summary

RecipientID | ; | 9900 Recipient DUNS 989929899
* | nttps:iacestest? fta.dot gov/suitetempor NUBXOFPUUNRGVWUZXGNTZK_-537IVUdio...

EIN Number 899999999
Recipient Name Trams Transit Organization

Award Summary

Federal Award ID | ; | FL-2018-007-01 Award Name 2311 FORMULA FFY17 & FFY13 FUNDS FOR MOB MGT & CAPITAL PROJECTS
Number (FAIN) | | hiips/facestest1 fia.dot gow/suite/lempol fitem/IcBXOFPUUNRGVWUZXKET2k_-si3y_JkxG

Award Status Active Award / Ready for Closeout
FFR Reporting  Annual )
Frequency Obligation Date

Preaward Yes, Preaward Authority utilized
Authority No, Preaward Authority not utilized

Federal Financial Report Summary

Report Type  Annual Report Period  10/1/2018

Begin Date
Report Period  FY 2019

Report Period End  1/3/2019
Report Due Date  1/3/2019

Date
Final Report? Yes, Final Repert
No, Not Final Report

Status Log

Status Updated Date Updated By

Work in Progress 11372019

Indirect Expense
Type | Fixed v Period From  2/27/2018
Rate 15% Period To  3/27/2019
Base 545892 Amount Charged 332 821

Federal Share 2311
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11) Sections ‘A’ to ‘U’ will also be displayed with the data entered in the previous step.

Financial Status Log

). Recipient Shere of Unliquidated Obligzrians )
K. Total Unliquidated Obligations I +1) st

L Total Federal Share (F - 1) 82

U. Federal Unexpended Pre P+Q @ P+ QT 2

1-210f21

12) If you wish to return to the previous ‘Input FFR Values’ form to make changes, click on the ‘Modify
FFR Values’ button at the bottom of the form.

FINALIZE FOR CLOSEOUT | |[iileleila i o st RN 3 CLOSE TASK

13) Once you have finished entering information for the FFR, click the ‘Finalize for Closeout’ button.

FINALIZE FOR CLOSEOUT | Eilelella i o st RN 5 CLOSE TASK

14) The ‘Federal Financial Report (FFR) |Submit FFR’ 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 in the ‘Submission Remarks’ field.
This is a required field.

c) Enter comments for FTA into the ‘Submission Remarks’ field (required) and then click the
‘Submit to FTA’ button to proceed.
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Federal Financial Report (FFR) | Submit FFR

Recipient Summary

Recipient ID 35 DUNS 335935

Recipient Name T EIN Number 134

uEl

vAward Summary
Federal Award ID VA-2020-002-02 Award Name Refrain fre

Number (FAIN) Award Status 4

FFR Reporting O

Frequency Required Obligated Date

Preaward Authority

vFederal Financial Report Summary
FFR Report Status

ReportType O

Report Period Mar), FY 2022 Report Due Date 1714

Report Period Begin 1 Updated By |
Date

Updated Date
Report Period End /1412022
Date

Final Report? () Yez. Final Repart

No, Not
Status Log
Previous Status New Status Updated Date 1 Updated By
Wark in Brograzs Workin 1/28/2022 John TrAMS
TaskLaunches Verkin Pragrass

Recipient Remarks

Submission Remarks

ct them to criminal. civi

ter and the individuals providing the information submirted to FTA, if any. cert

n 1001

Submitted By Jonn T
Submitted Date 1/23/2

SUBMIT TO FTA

CLOSE TASK

15) 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.”

16) Click the ‘Close’ button. The system returns to the ‘Tasks’ tab. The task link will now be removed
from the task list.

Federal Financial Report | Submitted

O |

Federal Award ID Number FL-2018-007-01FFR for 2019 has been submitted to FTA.

5.5.3.6 Task: Complete Final MPR

Before submitting a Closeout Amendment for approval, the FTA Regional Staff or the Recipient must
submit a Final Milestone Progress Report (MPR) to FTA. The task to complete the final FFR is initiated as
soon as the closeout amendment is created.

User Roles Required: The FTA Regional Post-Award Manager role or the Recipient can complete the
final MPR. This may require coordination with other users to complete the closeout.
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The Final MPR task is assigned to the ‘Regional Post-Award Manager’ role as soon as the closeout

amendment is created. To complete the final MPR:

1) Logon as the ‘Regional Post-Award Manager’ and click on the ‘Tasks’ tab

2) Select the “Complete Final Federal Financial Report for Federal Award ID No. [FAIN]' task for the

application.

3) The MPR form will populate

Complete Final MPR | NY-2022-003-01 | 8900 NY-2022-003-01 New Application Active Award / Ready for Closeout 9900

Complete Final FER | NY-202: NY-2022-003-01 Active Award / Ready for Closeout 9500

0301 | 9900 New Application

John Trams

John TraMS

1/14/2022 11:45 AM EST

1/14/2022 11:45 AM EST

Milestone Progress Report (MPR) | Summary

Recipient Details

Recigient 1D Recipient Name

9500 Trams Transit Orgamization

~Award Summary
Federal Award ID Number (FAIN) Award Name

MO E-00 50 2311 FORMULA FFY1 7 & FFYTS FUNDS FOR MOE MGT & CAP
MPR Reporting Frequency Required Award Status

Annual Actree Award ¢ Ready for Closeout

Preaward Autharity Utilized? Obligation Date

Yes. Preaward b

o, Preaward Authority not utilized

wMilestone Progress Report Summary

Report Type Annual MPR Report Status  Work in Progress

Repert Period FY 2019 Report Dug Date  1/3/2079
Report Period Begin 10012016 Last Updare By b

Dare
Last Update Date

Report Period End  1/3/2019
Date

Final Report?

Award Overview

MPR Overview Remarks

List of Line Items

Project Mumber | Scope Number Scope Name Line ltem Number Custom Ling ltem Name

FL-2018-007-02-01 11700 OTHER CAPITAL ITEMS (BUS) 11.7L.00 MOBILITY MAMAGEMENT [S302(a01KLI 2
-2018-007-02-01 11200 BUS TRAMSITWAYS/LINES 1220 ACQUIRE - BUSWAY 2

FL-2018-007-01 I OPERATING ASSISTANCE 30.09,01 IP TO 50% FEDERAL SHARE

Number of Milestanes

SAVE ALL CHANGES

AL PRONECTS

Murmber of Milestones Pending

FINALIZE FOR CLOSEQUT

CLOSE TASK
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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 (Note that an email notification is sent when returned to group).

5) Enter comments into the ‘MPR Overview Remarks’ field to provide details about overall progress of

the award. Note that this is a required field.

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 ‘to pass validation.

Note: A milestone is considered ‘Pending’ if one of the following is true:

e The ‘Original Estimated Completion Date’ (when no revised milestone is provided) expired
on or before the ‘Report Period End Date’ which is the date the closeout was created

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’

o All milestone must have an actual completion date to have a complete closeout request

e Zeroed out milestone are not considered pending

Award Overview
MPR Overview Remarks

Test

Provide details about overall progress of this award including all projects within the award

List of Line Items

Project Number | Scope Number Scope Name Line Item Number

FL-2018-007-02-01 117-00 OTHER CAPITAL ITEMS (BUS) 11.7L.00
FL-2018-007-02-01 112-00 BUS TRANSITWAYS/LINES 11.22.01
FL-2018-007-01-01 300-00 OPERATING ASSISTANCE 30.09.01

Custom Line Item Name

MOBILITY MANAGEMENT (5302(A)(1)L)

ACQUIRE - BUSWAY

UP TO 50% FEDERAL SHARE

Number of Milestanes Number of Milestones Pending
2 1
2 2

2 2

SAVE ALL CHANGES ‘ FINALIZE FOR CLOSEQUT H CLOSE 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.

a) Select the check box for a pending milestone.

b) The form will expand again to display the ‘Original Milestone Details’ and ‘Milestone Progress

Information’ sections.

c) Clickin 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.
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Note: Actual Completion Date must be on or before the ‘Report Period End Date’; for closeouts, this is
the date of closeout creation.

8) 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.

Original Milestone Details
Milestone Name Original Estimated Completion Date

Start Date 2/28/2018

Milestone Detailed Description

Requested funds will be used to support mobility management activities for the following five (5) Regional Coordinating Councils located in rural areas: Region 1 - Grafton-Coos RCC (Lead Agency is Upper Valley Lake
Sunapee Regional Planning Commission, Lebanon) Region 2 - Carrall County RCC (Lead Agency is Mount Washington Valley Economic Council, Conway)

A Milestone Progress Information

Revised Estimated Completion Date Revision #
2

Actual Completion Date

01/04/2019 /

The actual completion date is after the report period ( 1/3/2019). Please enter a date within the report period
before saving.

Milestone Progress Comments

Enter details about milestone progress (e.g. date changes, etc.)
Existing Comments

No Comment for this Milestone

SAVE ALL CHANGES

9) Each milestone can only have one date — either a new Revised Estimated Completion Date or an
Actual Completion Date. For a closeout, user must complete all Actual Completion Dates.

a) Enter comments into the ‘Milestone Progress Comments’ field to provide details about
milestone progress. This is a required field

b) 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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Milestone Progress Information

Revised Estimated Completion Date Revision #
2

Actual Completion Date

01/03/2019

Milestone Progress Comments

Test

Enter details about milestone progress (e.g. date changes, etc.)

Existing Comments

No Comment for this Milestone

SAVE ALL CHANGES |

10) 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.

Add New Milestone
Name

New Milestone for User Guide update

Estimated Completion Date

Actual Completion Date
01/03/2019
Detailed Description

Test

SAVE ALL CHANGES
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Original Milestone Details

Milestone Name Original Estimated Completion Date
Start Date 2/28/2018

Milestone Detailed Description
Operating Assistance for Region 3 - Mid-State RCC (Lead Agency is Community Action Program Belknap-Merrimack Counties, Concord )

Milestone Progress Information

Revised Estimated Completion Date Revision #
2

Actual Completion Date

Milestone Progress Comments

Enter details about milestone progress (e.g. date changes, etc.)

Existing Comments

No Comment for this Milestone

SAVE ALL CHANGES
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Original Milestone Details
Milestone Name original Estimated Completion Date

Start Date 2/28/2018

Milestone Detailed Description
Operating Assistance for Region 3 - Mid-State RCC (Lead Agency is Community Action Program Belknap-Merrimack Counties, Concord )

A Milestone Progress Information

Revised Estimated Completion Date Revision #

1213172018 2

You may only save revised or actual completion date, Please remove either before saving.

The revised date is befare the end of the report period ( 1/3/2019 ) and will result in a pending milestone. Please
madify to a date after the period

Actual Completion Date

01/31/2025

The actual completion date is after the report period ( 1/3/2019). Please enter a date within the report period
before saving.

Milestone Progress Comments

Test

Enter details about milestane progress (e.g. date changes, etc)
Please add comment on the changes to the dates before saving.
Existing Comments

No Comment for this Milestone

SAVE ALL CHANGES

Note: Enter the Actual Completion Date, which is found in the ‘Period of Performance End Date’
within the Application Summary page.

11) 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 with an MPR submission should any pending
milestones remain.

Award Overview
MPR Overview Remarks

Test

Provide details about overall progress of this award including all projects within the award

List of Line Items

Project Number | Scope Number Scope Name Line Item Number Custom Line Item Name Number of Milestones Number of Milestones Pending
FL-2018-007-02-01 117-00 ‘OTHER CAPITAL ITEMS (BUS) 11.7L.00 MOBILITY MANAGEMENT (5302(A)(1)(L) 3 0
FL-2018-007-02-01 112-00 BUS TRANSITWAYS/LINES 11.22.01 ACQUIRE - BUSWAY 2 0
FL-2018-007-01-01 300-00 'OPERATING ASSISTANCE 30.09.01 UP TO 50% FEDERAL SHARE 2 [}

12) You can save changes in progress by using the ‘Save All Changes’ button and stay on the page.
13) You can save and then close task to complete at a later time. Changes will be saved.

14) Once you have finished entering dates for pending milestones, enter a comment into the ‘MPR
Overview Remarks’ field; this is a required field
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15) Click the ‘Finalize for Closeout’ button.
16) The ‘Milestone Progress Report (MPR) | 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 the ‘Submission Remarks’ field
and stay on the page.

c) Enter comments for FTA into the ‘Submission Remarks’ field.

d) Click the ‘Submit to FTA’ button to proceed with submission.

Milestone Progress Report (MPR) | Submit MPR

Recipient Summary

Recipient 1D 930 DUNS 589859985

Recipient Name TrAN EIN Number 134146467

UEI HW2

Award Summary

Award Name VA-2020-002-02 Award Name Refrain from using application - For the use of Final Concurrence User Guide

MPR Reparting Quar Award Status Active Award / Ready for Closeout

Frequency

Milestone Progress Report Summary

Report Type Quarter MPR Status Wi

Updated By jo

Report Period Quarter 2 (Jan - Mar), FY 2022

Report Due Date 1/14/2022 Updated Date 2/

Recipient Submission Remarks

BUUDR Aol sack (| save

17) 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.

18) 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

| &P success! |

Federal Award ID Number FL-2018-007-01 MPR for 2019 has been submitted to FTA for review.

CLOSE

Note: FTA cannot mark the Final MPR reviewed or return the final MPR for changes until the completed
closeout has been submitted to FTA.
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5.5.3.7 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) Go to the ‘Related Actions’ menu and click ‘Validate and Submit Closeout’.

Validate and Submit Closeout
Validate and Submit Closeout for FTA Review

2) The ‘Final Budget’ form will be displayed. Select either the Yes or No option to respond to the
guestion, “Is this budget final?” and then click the ‘Continue’ button to proceed.

Application | Final Budget for Closeout

Recipient Summary
RecipientID 9900 Recipient Name TrAMS Transit Organization
Award Summary
Award Number NY-2022-003-01 Award Name New Application
Award Status Active Award / Ready fer Closeout

Closeout Question
*1s this budget finalz () Yes, this budget is final
No, this budget is not final

3) You must select close to return to the related actions menu where you can return to review the
budget and make any additional changes

4) Follow prior steps to validate and submit when ready to select the ‘Yes, this budget is final’ and
proceed with the closeout.

5) If you selected ‘Yes, this budget is final’, you may continue to the next step.

Application | Award Close Out Validation Results

Recipient Summary
Recipient ID 9200 Recipient Name Trams Transit Organization

Award Summary

Award Number FL-2018-007-01 Award Name 2311 FORMULA FFY17 & FFY18 FUNDS FOR MOB MGT & CAPITAL PROJECTS
Award Date Award Status Active Award / Ready for Closeout
Critical Issues
Validation Error

These items have not passed Award Closeout validations:

- The End Date must be less than or equal to the close out Creation Date: 1/3/2019

CLOSE
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Refer to Task: Complete Final FFR and Task: Complete Final MPR for the appropriate instructions on

completing these reports.
The ‘Submit Closeout Request’ form will display if there are no errors. This form will display any

6)
unliquidated funds that remain on the award; these funds will deobligated once the Closeout is

approved.
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 9500 Reciplent Name Trams Transt Organzation
Award Summary
Award Number F Award Name 2311 FORMULA FFY17 & FFY1B FLIN IR MOB MGT & CAPITAL PROJECTS
Award Status  Active Award / Reacy for Closeout
Closeout Details
Created Date 1/3/2012 4:04 PM EST
Created By |anewams
Closeout Reason Al cable Feceral ds expenced
F 5 are ded to accomplish the grant purpose
een t od and/or approved funds have been sul al ) fown
onable progress to complete app
d not produce results commensurate with further expendaure of fund
terms or conditions of the Grant Agreement or other Federal requirement
Closeout Remarks
Award Funds Status
Unliquidated Tris Application/Award has un ated funds of $471,563 This amount does not Include pe g disbursemants requested within the past two business days, The funds shall be deobiigate
Balance In the full amounts specified In the ‘Unliquidated Batance imn below
PO Number Project Number Cost Center Scope Code / Suffix Account Class Code FPC Obligation Deobligation Disbursement Refund Unliquidated Balance
FL-03-3003 0 00/ A 5.0358.2/02 02 54 $( $¢ $( $4
; 7-0 00 / A2 C i $0 $¢ $23.100
F 23-3 3 02-C 6500 C 5.0 ( $0 $0 5 105 440
Submission Information
best of my kr 1 ol data ente are t ) rect. Submissk f this applicat guly autnorized by the appropriate governing officials of the applicant and the
é antw and a ances ift ral ance is awar fyou ag Submit to FTA button to complete submission of this ag ation te
the Federal Tra
Submitted By Post-Award Manager? Regon 4
Submission Date /42019
| CANCEL ’ SUBMITTO 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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Amendment | Closeout Created

Q- |

A new closeout amendment for Federal Award 1D Number VA-2020-002-02 has been created,
Click the link below to view the new closeout amendment.
VA-2020-002-02 | User Guide

CLOSE

5.5.3.7.1 TrAMS Validation Messages

The following table provides the system validation messages shown by TrAMS for the above Related
Action.

Closeout Amendment Validation

Message Text Reason

Critical Issues

“FTA Budget for this Award has not been The user has not indicated that the budget is final
finalized. for the closeout amendment.

Finalize your budget before submitting the
Closeout request to FTA.”

“FTA Budget is larger than the approved budget The FTA funding source amounts for the closeout
for one or more funding sources. amendment are greater than the approved
Decrease your budget before submitting the award amounts.

Closeout request to FTA.”

“Final Federal Financial Report (FFR) for this The Final FFR has not been completed and
Award has not been submitted. submitted to FTA for review.

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.”

5.5.3.8 Dashboard: Summary

e The user can track the status of the closeout process by looking at the ‘Closeout Status’ table
listed on the Summary page. See screen shot below. The table is automatically updated as each
of the closeout steps is completed.

e All elements must be complete to validate and transmit the closeout amendment.

e There is no required order to complete each step of the closeout.
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Close Qut 5tatus
Close Out Completion Status
Budget Reconciliation NMCOMPLETE
Final EER NCOMPLETE
Final MPR NMCOMPLETE
6 Reports

Updates to the content of this section are in progress.

6.1 Overview

TrAMS includes a suite of reports that support Application management and financial activities to
include activities such as reviewing Application statuses and budget information at various levels of
detail. Most TrAMS reports are accessible by both recipient organization users and FTA users although
the level of detail each user type can see may vary by report. This document describes reports available
to both recipient and FTA users. TrAMS reports are downloadable as Microsoft Excel formatted files.

All TrAMS reports can be categorized into one of two groups:

1. User Generated Dynamic Reports
Dynamic reports allow the user to select report filter criteria and are found using the ‘Reports’
tab. Dynamic reports include both ‘Reports’ and ‘Excel Reports’, with the main difference being
that the former may include visualizations such as charts. For dynamic reports, recipient users
will only be able to see data specific to their recipient organizations. Recipients who belong to
more than one organization, will be able to see data for each of those organizations. FTA users
will be able to see data across all Cost Centers.

2. Historical Static Reports
Historical (static) reports are generated each night by the TrAMS system and stored on the
‘Reports’ tab. Static reports provide a daily snapshot of the same information available in the
dynamic reports. Static report data is cumulative, beginning on the first day of the Federal Fiscal
Year (October 1%) and ending on the day prior to the report generated date. For example, a
static report dated May 30, 2018 will contain data for October 1, 2017 through May 29, 2018.
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Static reports have no filter criteria applied and will contain data for all Cost Centers and all
recipient organizations. Static reports are useful for comparing information across time periods.

The current TrAMS report suite includes 20 reports accessible FTA users. These reports are listed in
Table 1: TrAMS Reports below. The remainder of this document describes the available reports, how to
access them, and what filters can be applied when generating the reports.

Table 1: TrAMS Reports

Report Name Report Content Dynamic Historical

Report Report
Available Available

1) Application Budget by

ALI Report Budget activity line item Yes Yes

data for original awards and
amendments with
application status, budget
details (project, scope, line
item), application submit,
transmit, and obligation

dates.
2) gppllctatlon Budget Budget details, Yes Yes
epor disbursement amounts, and
key dates at the

application/award level.

3) Application by Status

Report Application and Award Yes Yes

statuses for grants and
cooperative agreements

4) Disbursement Report

Individual disbursements Yes -N/A-
and/or refund amounts for
an award.
) Dlsc'retlonary Allocation Application/Awards of Yes Yes
Detail Report ; .
discretionary and/or

earmark allocations with
award status and funds
amount.

6) FFR Detail Report Federal Financial Report Yes Yes

status, submitter, and
financial information
reported by the recipient.
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Report Name Report Content Dynamic Historical

Report Report
Available Available

7) MPR Detail Report MPRs submitted for awards Yes Yes

(by FAIN) with submission
dates, frequency, review
status, and milestones
reported by a recipient (by
Recipient ID and Recipient
Name).

8) Project Budget Report Budget details for Yes Yes

applications, original
awards, and amendments
on a project level with FTA
funds awarded and
disbursed.

9) Project Scope Budget

Report Budget details by Yes Yes

application/award on a
scope level with project,
section code, award fiscal
year, award type, award
status, and FTA grant
manager details.

10) Recipient POC Details

Points of Contact for a Yes Yes
Report

recipient organization with
title, address, contact
information,
responsibilities, and contact

type.

See the FACES User Guide for -N/A- Yes
more information about the

11) User Details Report

User Details Report.

6.1.1 User Generated Dynamic Reports

User generated reports or “dynamic” reports are accessed from the ‘Reports’ tab and listed under the
‘Reports’ and ‘Excel Reports’ columns. Dynamic reports allow the user to apply search criteria to limit
report results.
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6.1.1.1.1 How to Generate a Dynamic Report

Each report available on the ‘Reports’ tab is generated in a similar fashion. The following set of steps can

be applied generically to generate any dynamic report on the ‘Reports’ tab:

1) Go to the ‘Reports’ tab and click on the report link (e.g. ‘Application Budget Report’).

= - [t

WELCOME MY WORK (18) RECORDS REPORTS

@TrAMS Website {MHelp Page

|2~ Reports Excel Reports [x] Static Reports
En 00 ne En ne
mFY 2021
l+ Certifications & Assurances Application Budget by ALl Report W FY 2020
Completion Status
P = FY 2019

Application Budget Report :
l#” Disadvantaged Business mFY 2018
Enterprise (DBE) Semi-Annual Application by Status Report
Uniform Report = FY 2017

Cumulative Formula
l~ Dishursement Renart A a1 in " mFY 2016

2) Wait for the report form to open and then enter any applicable search criteria. Depending on the

report, select search fields may require inputs before the report can be
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[ ~ (e

WELCOME MY WORK (18) RECORDS REPORTS

Reports | Application By Application-Level Budget Report

Report Search Criteria

Recipient Name/ID ‘ | ‘ Application/Award -

Fiscal Year
Hold ctrl to select multiple.

* Recipient -
Region/Cost Center

Hold ctrl to select multiple. ApplicationfAward  Flease Select a Type -
Type
Federal Award ID S
Application/Award -
Status
Section Code Hold ctrl to select multiple.

FTA Pre-Award
Manager

FTA Post-Award
Manager

CLEAR FILTER GENERATE REPORT @Kol

3) Click the ‘Generate Report’ button. Report generation time will vary depending on the report type
and the amount of underlying data.

4) Once the report has generated, a report link will appear at the top of the report form. The date and
timestamp shown in the link title will match the time zone specified by the user in the user’s profile
settings (e.g. “Application By Original Award Report for [User] [Date] [Time]”).

[ &~ i

WELCOME MY WORK (18) RECORDS REPORTS

Reports | Application By Application-Level Budget Report

Generated Excel Report

IAppI\cation By Original Award Report for Jane TrAMS Mar 10, 2021 02:33 PM I

Report Search Criteria

Recipient Name/ID 9900 - TrAMS Transit Organization ApplicationfAward 2017 -

Fiscal Year

- - Held ctrl to select multiple.
*Recipient 62000 - Office of Administration -

Region/Cost Center

Annlicatinnifward | Dinoco Calnee o Tima -

5) Click on the report link to download the report. The report will be Microsoft Excel formatted. The
search criteria applied will be listed in the header section of the report.
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(A

o/

File Home Insert Page Layout Farmulas Data Review View Add-ins Team
AB18 = Jx
A B C D
1 |Application-Level Budget Original Award Report
2
3 Search Criteria _
4 Recipient ID: 9900
o Recipient Cost Center:
6 Application/Award Fiscal Year: 016
7 Federal Award ID:
8 Application Status: In-Progress, Active (Executed)
2] Application Type: Grant
10 FTA Pre-Award Manager:
11 FTA Post-Award Manager:

6.1.1.1.2 Standard Form Buttons
The dynamic report forms may contain one or more of the following standard buttons:

1) Clear Filter: Click the ‘Clear Filter’ button to clear all search criteria entered in the search filters.
2) Generate Report: Click the ‘Generate Report’ button to run the report.
3) Close: Click the ‘Close’ button to close the report form.

CLEAR FILTER GENERATE REPORT [ Keiy4

6.1.1.1.3 Search Criteria Types

Each dynamic report form will contain one or more search criteria. Required search criteria will be
indicated on the form by a blue asterisk “*’. Search criteria filters may be of the following types:

1) Checkbox: Checkboxes are used when zero, one or more items can be selected from a small list
(usually <5 items). Each item has its own checkbox that can be selected or deselected independent
of the other items in the list. On the ‘FFR Detail Report’, the ‘Report Period Type’ search criterion is
an example of a checkbox field.
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[ ~

WELCOME

Report Search

Recipient Name/ID

Recipient
Region/Cost Center

Application/Award
Number

Application/Award
Fiscal Year

Report Status

MY WORK (18)

RECORDS

Criteria

i

REPORTS

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Application/Award
Type

Application/Award
Status

Report Period
Annual

Report Period
Quarterly

Please Select a Type

d >[alUus

Hold ctrl to select multiple.

Hold ctrl to select multiple.

* Report Period Type Quarterly Report Period
Monthly
"
4 monthly Hold ctrl to select multiple.
Annual
Initial

Report Final Yes, Final Report

No, Not Final Report

2) Date Picker: Clicking on a date picker field will open a calendar from which a single date can be
selected. Users may also directly type in a date in the field’s entry box. On the ‘FFR Detail Report’,
the ‘Period To' filter is an example of a date picker.

‘Yes, Final Report

TCPUTT TeTTOw

Monthly
Hold ctrl to select multiple.

Report Final
No, Not Final Report

Period From

August 2017 >

Period To €
SUN MON TUE WED THU FRI  SAT

1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 28 30 31

. = E 12

GENERATE REPORT |eKsiiS

3) Drop Down (Single-Select): A single-select drop down field is list of items that expands when the
user clicks in the field. Only one item can be selected from the list. The selected item will be visible
in the form field box. On the ‘FFR Detail Report’, the ‘Application/Award Type’ filter is an example of
a single-select drop down list.
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Enter one or more of the following search criteria

Report Search Criteria

Application/Award
Number

Application/Award
Fiscal Year

-

Reports | Federal Financial Report Details (FFR)

Application/Award
Type

Application/Award
Status

Please Select a Tvpe

Grant

Cooperative Agreement

Enter cne or more of the following search criteria

Report Search Criteria

Application/Award
Number

Application/Award
Fiscal Year

-

Reports | Federal Financial Report Details (FFR)

Application/Award
Type

Application/Award
Status

[Gra nt

4) Drop Down (Multi-Select): A multi-select drop down field also appears as a list of items that

expands when the user clicks in the field. In this case, multiple items can be selected from the list
(click an item to select it). Selected items will appear to be highlighted within the drop down and will
be listed in the field box. On the ‘FFR Detail Report’, the ‘Report Period Monthly’ filter is an example

of a multi-select drop down list.

* Report Period Type B Quarterly
Monthly
Annual
Initial
Report Final Yes, Final Report

No, Not Final Report

Period From

Period To

Annual

Report Period | 2017 Quarter 1, 2017 Quarter 2

Quarterly

Report Period
Monthly

Hold ctrl to select multiple.

An

+ 2017 Quarter 1
+ 2017 Quarter 2
2017 Quarter 3
2017 Quarter 4
2016 Quarter 1

2016 Quarter 2

Application/Award
Fiscal Year

Report Status

* Report Period Type Quarterly

Application/Award
Status

Report Period
Annual

Hold ctrl to select multiple.

Monthly Report Period [2017 Quarter 1, 2017 Quarter 2 - I
Annual Quarterly
Haold ctrl to select multiple.
Initial
. Report Period -
Report Final Yes, Final Report

P P Monthly

Al Al L 10 ol el loct Jeis|
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(A

5) Radio Button: Radio button groups are used when a user can select only one (1) item from a short

list (usually <5 items). The selected radio button will appear highlighted. On the ‘FFR Detail Report’,
the ‘Report Final’ filter is an example of a radio button group.

Annual
* Report Period Type Quarterly Hold ctrl to select multiple.
Monthly Report Period -
Annual Quarterly
Hold ctrl to select multiple.
Initial
" Report Period -
‘Yes, Final Report
Report Final @ p Monthly
No, Not Final Report Hold ctrl to select multiple.
Period From
Period To

6) Text: A text field search filter allows the user to enter free text. On the ‘FFR Detail Report’, the
‘Application/Award Number’ filter is an example of a text field.

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Report Search Criteria

Application/Award I101 2- I Application/Award -
Number Type

Application/Award - Application/Award -
Fiscal Year status

Report Status - Report Period -

7) Type Ahead: Type-ahead fields are similar to text fields but search for matching inputs as the user
types. The user will then be prompted to select from search results that match what was typed. A
matching item that was selected can be unselected by clicking the “x”. Type ahead fields will be
more common for FTA user views of the report forms where a recipient ID may need to be selected
from the full list of recipients. On the FTA version of the ‘FFR Detail Report’, the ‘Recipient Name/ID’

filter is an example of a type-ahead field. Typing the number ‘9900’ prompts the user to select the
recipient with ID 9900.

(] ™~ o

WELCOME MY WORK (18) RECORDS REPORTS

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Report Search Criteria

Recipient Name/ID | 99DD| Application/Award -
L 9900 - TrAMS Transit Organization Type
Recipient P §
Region/Cost Center Application/Award e T
Status
Applitatiol‘;’::::;ﬂ Report Period -
Annual
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WELCOME MY WORK (18) RECORDS REPORTS

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Report Search Criteria

Recipient Name/ID 9900 - TrAMS Transit Organization % Application/Award  Flesse Selacr 3 Tipe -
Type

Recipient

Region/Cost Center Application/Award lease Select 3 5ta -

Status
Application/Award
Number

Report Period -
L

6.1.2 Historical Static Reports

Static reports are accessed from the ‘Reports’ tab. Static reports are stored by fiscal year, report name,
month, and day. Reports are generated on a nightly basis and are cumulative starting with the first day
of the fiscal year (October 1). Static reports have no filter criteria applied and show data for all Cost
Centers and recipient organizations.
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To access a historical static report:

1. Goto the ‘Reports’ tab and select the fiscal year for the static report users wish to view. Archived
data from TEAM is available for fiscal years prior to 2016 (e.g. click folder “FY 2015 Archive”).

[ ~ (e

WELCOME MY WORK (18) RECORDS REPORTS

Q@TrAMS Website {MHelp Page

|~ Reports Excel Reports [x] Static Reports
£n Do me £n ne
B FY 2021
I Certifications & Assurances Application Budget by ALI Report W FY 2020
Completion Status
o B FY 2019
Application Budget Report :
#” Disadvantaged Business wFY 2018
Enterprise (DBE) Semi-Annual Application by Status Report :
Uniform Report ™ FY 2017
Cumulative Formula
i~ Disbursement Report Apportionment Report W FY 2016

2. Alist of all available static reports will display. Click on the desired report name (e.g. ‘Application
Budget Report’).
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WELCOME MY WORK (18) RECORDS REPORTS

@TrAMS Website {"Help Page

W Back to Reports
[x) Static Reports FY 2021

s Application Budget by ALI Report >

& FY 2021 I'-_ Application Budget Report > I
W FY 2020 i Application by Status Report >
W FY 2019 8 Cumulative Formula Apportionm... >

s Deocbligation by Funding Report b
mFY 2018

# Discretionary Allocation Detail R...  »
mFY 2017 # Discretionary and Earmark Alloc... »
S CA/ OO E= CCD Deroil D LY

3. Alist of months will display in federal fiscal year order (October — September). Click on the desired
month.

= ~ s

WELCOME MY WORK (18) RECORDS REPORTS

@TrAMS Website {"Help Page

M Back to Reports

[x) Static Reports FY 2021

@ Application Budget by ALI Report > & 01. October >
Sl i Application Budget Report )I i 02. Novemnber > I
W FY 2020 i Application by Status Report » @ 03. December >
mFY 2019 @ Cumulative Formula Apportionm... » & 04. January >
7 # Deobligation by Funding Report > @a 05. February >
mFY 2018
: @ Discretionary Allocation Detail R.. » & 06. March >
mFY 2017 i Discretionary and Earmark Alloc.. > im 07. April >
MmOV IN1E &= EEP Dorail Benart S == 0ne Maw S
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4. The list of available reports by day will display. Click a report link to download a copy and save to the
local environment. All reports are Microsoft Excel formatted.

[~ | -~ i

WELCOME MY WORK (18) RECORDS REPORTS

@TrAMS Website {"Help Page

TTAMS

M Back to Reports

[x] Static Reports FY 2021

:port > @ 01.October > [iE]11/1/2020 Application By Origina...
B FY 2021 » @m 02. November > I‘I‘IJ‘IUIZOZOAppIicatwon By Origin... I
W FY 2020 [ > = 03.December > [iE11/11/2020 Application By Origin...
®FY 2019 onm... » m 04.January > [iE8]11/12/2020 Application By Origin...
Jort > wm 05.February > [iE8]11/13/2020 Application By Origin...
W FY2018
ailR.. » mm 06.March > [iE]11/14/2020 Application By Origin...
W FY 2017 dloc.. > wm 07. April > [i111/15/2020 Application By Origin...
B OV ON1E > = N2 Koy > |=| 1182020 Annlication By Oirigin

6.2 Available Reports

This section describes each of the TrAMS reports including a short description of the report data
generated, search criteria available for dynamic reports, and file links and names. Search criteria fields
annotated with a ‘FTA Only’ indicate criteria only visible to FTA users and, in some cases, recipient users
associated with multiple Recipient organizations. Within this document, required search criteria on
dynamic reports are annotated by bolded font and an asterisk ‘*’ (e.g. Fiscal Month*).

When reviewing report data, note that some report fields may not be populated for Applications or
Awards migrated from TEAM. For example, Pre-Award and Post-Award information is only available for
TEAM Awards amended in TrAMS if managers have been assigned. This information is not available for
Applications or Awards migrated from TEAM without an additional activity.

6.2.1 Application Budget by ALI Report

6.2.1.1 Description

The ‘Application Budget by ALI Report’ displays budget activity line item (ALI) data for original Awards
and amendments. The report allows users to view and track ALl level budget details and key milestone
dates for an original Award and amendments on those Awards.
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6.2.1.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘Application Budget by ALl Report’:

1) Recipient Name/ID FTA0nly

2) Recipient Region/Cost Center
3) Federal Award ID

4) Project Number

5) Section Code

6) Scope Code/Name

7) Activity Line Item (ALl) Name/Code
8) Application/Award Fiscal Year*

9) Application/Award Type

10) Application/Award Status

11) FTA Pre-Award Manager

12) FTA Post-Award Manager

13) Custom Line Item Name

FTA Only

* Indicates required search criteria.

6.2.1.3 Reports Tab Report View
The ‘Application Budget by ALl Report’ form appears as follows:

Reports | Application By Activity Line Items (ALIs) Report (Original and
Amended)

Report Search Criteria

Recipient Name/ID * Application/Award -
Fiscal Year
. Hold ctrl to select multiple.
Recipient -
Region/Cost Center Application/Award 7 e s -

Haold ctrl to select multiple.

Type

Federal Award ID .
Application/Award -

Status

Project Number Hold ctrl to select multiple.

Section Code FTA Pre-Award
Manager
Scope Code/Name FTA Post-Award
Manager

Activity Line Item
(ALI) Name/Code Custom Line Item
Name

CLEAR FILTER GENERATE REPORT |eKel33

6.2.1.4 Dynamic Report Link
Report Link Text: ‘ALl Budget Report for [User] [Date]’

Information in this document is proprietary to FTA Page 396

Unclassified — For Official Use Only



Federal Transit Administration
TrAMS User Guide - Recipient

Reports | Application By Activity Line Items (ALIs) Report (Original and
Amended)

Generated Excel Report

IAL Budget Report for Jane TrAMS Mar 15, 2021 08:48 PM I

Report Search Criteria

6.2.1.5 File Names for Downloaded Reports

e Dynamic Report: “Application By Original Award Report for [User] [Date].xIsx”
e Static Report: “[mm]-[dd]-[yyyy] Application Budget by ALl Report.zip”

6.2.1.6 TrAMS Report Fields

ID Column Name Description

1) Recipient ID 4-digit system identifier for recipient Number
organization/applicant
2) Recipient Acronym for recipient organization/applicant Text
Acronym
3) Recipient Name | Legal Business Name for recipient Text
organization/applicant
4) Recipient Cost | Cost center for recipient organization/applicant Number
Center
>) Application/Aw | Fiscal Year in which the original Application was Number
ard Fiscal Year |created
6) Federal Award |Federal Award Identification Number (FAIN); the | Text
ID permanent Application number for the latest
“Active (Executed)” amendment
7) Amendment 2-digit number indicating the amendment on the Number
Number Award
8) Application Application title for the latest “Active (Executed)” | Text
Name amendment
%) Application Application status for the latest “Active (Executed)” | Text
Status amendment
10) Application Type of financial assistance for Application: Text
Type Cooperative Agreement or Grant
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ID Column Name Description
11) Application Latest Date that latest “Active (Executed)”
Transmitted amendment was transmitted to FTA.
Date
12) Application Latest Date that latest “Active (Executed)” Date
Submitted Date | amendment was submitted to FTA. each time an
Application is re-transmitted, this field is
overwritten
13) Recipient Point | Recipient Application POC for latest “Active Text
of Contact (Executed)” amendment
14 FTA Pre-Award | Pre-Award Manager for latest “Active (Executed)” |Text
Manager amendment
15) FTA Post- Post-Award Manager for latest “Active (Executed)” | Text
Award Manager | amendment
16) Project Number | Permanent Project number to identify one Project | Number
within an Award
17) Project Name Project title for the latest “Active (Executed)” Text
amendment
18) Funding Source | Short code for funding source name (e.g., “5307- Text
Name 2A” for “Section 5307 Urbanized Area Formula”)
19) Section Code Two-digit code that indicates the funding source of | Number
a Project (e.g. “90” is the section code for “Section
5307 Urbanized Area Formula”)
20) Scope Name Description of scope for a given scope code (e.g., Text
scope code 114-00 has a scope name of “Bus
Support Equipment and Facilities”)
21) Scope Code 5-digit code to indicate a scope or category of Text
activities (e.g. “114-00")
22) Budget ALI Custom Name of budget activity line item (ALI) Text
Name provided by applicant
23) Budget ALI 6-digit code to identify the activity line item within | Number
Code a scope of activities (e.g. “11.11.01")
24) Budget ALI User-defined quantity for an ALI Number
Quantity
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ID Column Name Description Data
Type
25) Fuel Type Code | Fuel type description; only displays for rolling Text
stock ALIs

26) Total Budget Cumulative FTA amount for an ALI within the Number
ALI FTA Award; amount is cumulative up to the latest %
Amount “Active (Executed)” amendment

27) Total Budget All non-FTA funding for an ALI within the Award; | Number
ALI Non-FTA amount is cumulative to latest “Active (Executed)” | ($)
Amount amendment

28) Total Budget Sum of FTA and non-FTA funding for an ALI within | Number
ALI Eligible the Award; amount is cumulative to latest “Active | ($)
Amount (Executed)” amendment

29) Total Budget Total FTA obligation amount for an ALI on the Number
Original ALI original Application (%)
FTA Amount

30) Total Budget Total non-FTA obligation amount for an ALI on the | Number
Original ALI original Application %
Non-FTA
Amount

31) Total Budget Sum of ALI’s FTA and non-FTA amounts on the Number
Original ALI original Application €3]
Eligible Amount

32) Obligation Date | Date Award was obligated Date

33) Third Party Yes (Y)/ No (N) indicator of whether Award hasa | Text (Y
Contract (Y/N) | third party contract or N)

6.2.2 Application Budget Report

6.2.2.1 Description

The ‘Application Budget Report’ allows 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.

6.2.2.2 Dynamic Report Search Criteria

The following search criteria can be applied to the ‘Application Budget Report’:

1) Recipient Name/ID FTA0nl
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2) Recipient Region/Cost Center FTAOnlv*
3) Federal Award ID

4) Section Code

5) Application/Award Fiscal Year

6) Application/Award Type

7) Application/Award Status

8) FTA Pre-Award Manager

9) FTA Post-Award Manager

* Indicates required search criteria.

6.2.2.3 Form View

The ‘Application Budget Report’ form appears as follows:

Reports | Application By Application-Level Budget Report

Report Search Criteria

Recipient Name/ID Application/Award -
Fiscal Year
L Hold ctrl to select multiple.
* Recipient -
Region/Cost Center P . ’ -
Hold ctrl to select multiple. Application/Award i
Type
Federal Award ID L
Application/Award -
Status
Section Code Hold ctrl to select multiple.
FTA Pre-Award
Manager

FTA Post-Award
Manager

CLEAR FILTER GENERATE REPORT [eRekis

6.2.2.4 Dynamic Report Link

Report Link Text: ‘Application By Original Award Report for [User] [Date]’

Reports | Application By Application-Level Budget Report

Generated Excel Report

Application By Original Award Report for Jane TrAMS Mar 15, 2021 08:52 PM

Report Search Criteria

6.2.2.5 File Names for Downloaded Reports
e Dynamic Report: “Application By Original Award Report for [User] [Date].xIsx”

e Static Report: “[Date] Application By Original Award Report.xlsx”
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6.2.2.6 TrAMS Report Fields

ID Column Name Description
D Federal Award ID Federal Award Identification Number (FAIN);
the permanent Application number for the
latest “Active (Executed)” amendment
2) Recipient ID 4-digit system identifier for recipient Number
organization/applicant
3) Recipient Acronym Acronym for recipient organization/applicant | Text
4) Recipient Name Legal Business Name for recipient Text
organization/applicant
5) Recipient Cost Center | Cost center for recipient Number
organization/applicant
6) Application/Award Fiscal Year in which the original Application Number
Fiscal Year was created
7) Amendment Number | 2-digit number indicating the amendment on | Number
the Award
8) Application Name Application title for the latest “Active Text
(Executed)” amendment
%) Number of Budget Number of budget revisions on the latest Number
Revisions “Active (Executed)” amendment
10) Application Status Application status for the latest “Active Text
(Executed)” amendment
11) Application Type Type of financial assistance for Award: Text
Cooperative Agreement or Grant
12) Recipient Point of Recipient Application POC for latest “Active Text
Contact (Executed)” amendment
13) FTA Pre-Award Pre-Award Manager for latest “Active Text
Manager (Executed)” amendment
14) FTA Post-Award Post-Award Manager for latest “Active Text
Manager (Executed)” amendment
15) Application Latest Date that latest “Active (Executed)” Date
Transmitted Date amendment was transmitted to FTA.
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ID Column Name Description
16) Application Latest Date that latest “Active (Executed)” Date
Submitted Date amendment was submitted to FTA. each time
an Application is re-transmitted, this field is
overwritten
17) Section Code Two-digit code that indicates the funding Number
source of an Award (e.g. “90” is the section
code for “Section 5307 Urbanized Area
Formula”). If there are multiple funding
sources/PO numbers for an Award (e.g. “Super
Grant”), there will be multiple rows in this
report for that Award
18) Total Eligible Cost Sum of FTA and non-FTA funding on Award; Number
amount is cumulative to latest “Active (%)
(Executed)” amendment
19) Total Non-FTA All non-FTA funding on Award; amount is Number
Amount cumulative to latest “Active (Executed)” (%)
amendment
20) Current Amendment | FTA obligation amount of the latest “Active Number
Amount (Executed)” amendment %
21) Total FTA Obligation | Cumulative FTA obligation amount up to the Number
Amount latest “Active (Executed)” amendment (%)
22) Total Deobligation Cumulative FTA deobligation amount up to the | Number
Amount latest “Active (Executed)” amendment %
23) Total Disbursement | Cumulative disbursement amount up to the Number
Amount latest “Active (Executed)” amendment (%)
24) Total Refund Amount | Cumulative refund amount up to the latest Number
“Active (Executed)” amendment (%)
25) Total Unliquidated Cumulﬂatlv.e unllquldated"amount up to the Number
latest “Active (Executed)” amendment.
Amount ($)
Calculation: Cumulative Obligations -
Cumulative Deobligations - Cumulative
Disbursements + Cumulative Refunds
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ID Column Name

Description

Data
Type

26) Percent Disbursed Percentfige .Of funds disbursed from cumulative Number
FTA obligation amount (%)
Calculation: Cumulative Disbursements /
Cumulative Obligations

27) Obligation Date Obligation Date for the latest “Active Date
(Executed)” amendment

28) Last Disbursement Date on which the last disbursement occurred | Date

Date on this Award
29) Closeout Date Date this Award was closed Date
30) Is Discretionary Flag to show if Application uses discretionary | Text

Grant

funding sources

The ‘Application by Status Report’ lists the status of grant and cooperative agreements for Applications

6.2.3 Application by Status Report

6.2.3.1 Description

and Awards. This report can be used to determine reviews that have taken place and reviews still
required.

6.2.3.2 Dynamic Report Search Criteria

The following search criteria can be applied to the ‘Application by Status Report’:

1)
2)
3)
4)
5)
6)
7)
8)

Recipient Name/ID FTA0nly

Recipient Region/Cost Center FTA O"lv*
Federal Award ID
Application/Award Fiscal Year

Application/Award Type
Application/Award Status
FTA Pre-Award Manager
FTA Post-Award Manager

* Indicates required search criteria.

6.2.3.3 Form View

The ‘Application by Status Report’ form appears as follows:
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Reports | Application By Status Report

Report Search Criteria

Recipient Name/ID

* Recipient -
Region/Cost Center
Haold ctrl to select multiple.

Federal Award ID

CLEAR FILTER

Application/Award
Fiscal Year

Application/Award
Type

Application/Award
Status
FTA Pre-Award

Manager

FTA Post-Award
Manager

Hold ctrl to select multiple,

Hold ctrl to select multiple.

GENERATE REPORT |[eiRely3

6.2.3.4 Dynamic Report Link

Report Link Text: ‘Application by Status Report for [User] [Date]’

Generated Excel Report

IAppI\cation By Status Report for Jane TrAMS Mar 15, 2021 08:58 PM I

Report Search Criteria

Reports | Application By Status Report

6.2.3.5 File Names for Downloaded Reports

e Dynamic Report: “Application by Status Report for [User] [Date].xlIsx”
e Static Report: “[Date] Application by Status Report.xlsx”

6.2.3.6 TrAMS Report Fields

ID Column Name Description Attribute
Type

1) Recipient ID 4-digit system identifier for recipient Number
organization/applicant

2) Recipient Acronym for recipient organization/applicant Text

Acronym

3) Recipient Name | Legal Business Name for recipient Text

organization/applicant
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ID Column Name Description Attribute
Type

4) Recipient Cost Cost center for recipient organization/applicant Number
Center

>) Application/Awa | Fiscal Year in which the Application was created Number
rd Fiscal Year

6) Federal Award ID | Federal Award Identification Number (FAIN), or Text

temporary Application ID if not yet assigned, for
the current amendment

7) Amendment 2-digit number indicating the amendment on the | Number
Number Award

8) Application Application title for current amendment Text
Name

9 Number of Number of budget revisions on the current Number
Budget Revisions | amendment (not cumulative to the Award).

10) Application Application status for the current amendment Text
Status

11) Application Type | Type of financial assistance for Application: Text

Cooperative Agreement or Grant

12) Recipient Point of | Recipient Application POC for current amendment | Text
Contact

13) FTA Pre-Award | Pre-Award Manager for current amendment Text
Manager

14) FTA Post-Award | Post-Award Manager for current amendment Text
Manager

15) Total Obligation | Cumulative FTA obligation amount up to the latest | Number
Amount “Active (Executed)” amendment %)

16) Total Cumulative FTA deobligation amount up to the Number
Deobligation latest “Active (Executed)” amendment (%)
Amount

17) Current FTA obligation amount of the latest “Active Number
Amendment (Executed)” amendment %)
Amount
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ID Column Name Description Attribute
Type
18) Application Latest Date that current amendment was Date
Transmitted Date | transmitted to FTA
19) Application Latest Date that current amendment was Date
Submitted Date |submitted to FTA
20) FAIN Assigned Date that current amendment was assigned a FAIN | Date
Date
21) DOL Submission | Date when application was sent to DOL Date
Date
22) DOL Certification | Date when DOL certified the application Date
Date
23) DOL Review Date | Date when DOL completed the review task in Date
TrAMS
24) Technical Latest Technical Concurrence date for current Date
Concurrence amendment (each time a concurrence is logged
Date again for the same amendment, this field is
overwritten).
25) Civil Rights Latest Civil Rights Concurrence date for current Date
Concurrence amendment (each time a concurrence is logged
Date again for the same amendment, this field is
overwritten).
26) Environmental Latest Environmental Concurrence date for Date
Concurrence current amendment (each time a concurrence is
Date logged again for the same amendment, this field is
overwritten).
27) Planning Latest Planning Concurrence date for current Date
Concurrence amendment (each time a concurrence is logged
Date again for the same amendment, this field is
overwritten).
28) Operations Latest Operations Concurrence date for current Date
Concurrence amendment (each time a concurrence is logged
Date again for the same amendment, this field is
overwritten).
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ID Column Name Description Attribute
Type
29) Legal Latest Legal Concurrence date for current Date
Concurrence amendment (each time a concurrence is logged
Date again for the same amendment, this field is
overwritten).
30) RA Concurrence | Latest RA Concurrence date for current Date
Date amendment (each time a concurrence is logged
again for the same amendment, this field is
overwritten).
31) Congressional Date that TCA logged congressional release for Date
Release Date current amendment (only displays for
discretionary grants).
32) Reservation Date | Date that funds were reserved for current Date
amendment
33) Obligation Date | Date that funds were obligated for current Date
amendment
34) Deobligation Date that funds were deobligated for current Date
Date amendment
35) Executed Date Date that current amendment was executed by the | Date
recipient
36) Closeout Date Date that Award was closed out Date
37) Is Discretionary | Flag to show if Application uses discretionary Text
Grant funding sources
38) Application Date that the Application was created for current | Date
Created Date amendment

6.2.4 Disbursement Report

6.2.4.1 Description

The ‘Disbursement Report’ allows users to query individual disbursements and/or refunds for an Award.
While other reports in TrAMS show a single, cumulative disbursement amount per grant or Project, this
report displays each disbursement and refund processed. Search fields include account class code,
financial purpose code, and section code.

For grants Awarded in TrAMS, users can also query for disbursements on individual Projects within the
Award and on individual budget scope codes within the Projects. For reports run on grants Awarded in
TEAM, the fields for budget scope code, scope name, and scope suffix will be blank as this information is
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only tracked for Awards made in TrAMS. Additionally, the report will only generate data for grants
where disbursements have taken place. If an Application has not reached ‘Awarded/Executed Status’ or
if no disbursements have occurred, the report will not return any information for that Award.

Note: It may take several minutes to generate a report when the search criteria entered are broad and
produce large amounts of data.

6.2.4.2 Dynamic Report Search Criteria

The following search criteria can be applied to the ‘Discretionary Allocation Detail Report’: Recipient
Name/lD FTA Only

1) Federal Award ID

2) Project Number

3) Account Class Code

4) Financial Purpose Code

5) Section Code

6) Recipient Region/Cost Center
7) Award Status

8) Budget Scope Code/Name
9) Scope Suffix

10) Transaction Type

11) Transaction Date

FTA Only

6.2.4.3 Form View

The ‘Disbursement Report’ form appears as follows:

(-] & = e
WELCOME MY WORK (18) RECORDS REPORTS
Search Criteria
Recipient Name/ID Award Status Clease Select 3 Status -
Federal Award ID Budget Scope
Code/Name
Project Number y . . .
Scope suffix 3se Select 3 Suffix -
Account Class Code . i i .
Transaction Type 3se Select 3 Typ -
Financial Purpose e Select - Date Comparison Between
Code
Up to 5 years will be used in the report if used
Section Code -
#Start Date
Region / Cost Center -
* End Date
Fiscal Year -
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6.2.4.4 Dynamic Report Link

Report Link Text: ‘Download Excel Report Disbursement Report for [User] [Date]’

Download Disbursement Report

I Download Excel Report: Disbursement Report for Jane TrAMS Mar 15, 2021 09:09 PM |

Only the first 10,000 search results will return. Please narrow your search criteria if the desired result does not appear.

CLOSE

6.2.4.5 File Names for Downloaded Reports

e Dynamic Report: “Disbursement Report for [User] [Date].xlIsx”

6.2.4.6 TrAMS Report Fields

ID Column Name Description
D Project Number | Project ID under the Application Text
2) Project Title Project title Number
3) FAIN Federal Award Identification Number (FAIN); the Text
permanent Application number for the latest “Active
(Executed)” amendment
4) Recipient ID 4-digit system identifier for recipient Number
organization/applicant
5) Recipient Name | Legal Business Name for recipient Text
organization/applicant
6) Award Status Current status of the Award (e.g. ‘Active (Executed)’) Text
7) Cost Center Cost center for recipient organization/applicant Number
Code
8) Account Class Code indicating the source of the funding; formatted as | Text
Code <funding fiscal year>.<appropriation code>.<section
code>.<limitation code>.<type authority> (e.g.
2017.25.91.90.2).
%) FPC Financial Purpose Code -2-digit code representing the | Text
financial purpose of the funds.
10) Financial Description of the FPC Text
Purpose
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ID Column Name Description

11 Scope Code 5-digit code to indicate a scope or category of activities | Text
(e.g. “114-00")
12) Scope Name Description of scope for a given scope code (e.g., scope | Text
code 114-00 has a scope name of “Bus Support
Equipment and Facilities”)
13) . 2-digit code that distinguishes two scope codes within
Scope Suffix the same Award (e.g. if scope code 111-00 exists twice Text
within the Award, the first 111-00 scope has a suffix of
A1 and the second has a suffix of A2)
Each unique scope in an Award has a suffix; they are
comprised of a letter and a number 1-9 (e.g. A1-A9, B1-
B9, C1-C9, etc)
14 Section Code Two-digit code that indicates the funding source of a Number
Project (e.g. “90” is the section code for “Section 5307
Urbanized Area Formula”)
15) Transaction Refund or Disbursement Text
Type
16) Transaction The date the transaction occurred Date
Date
17) Transaction The amount of the transaction in dollars Number
Amount (%)

6.2.5 Discretionary Allocation Detail Report (or Application Discretionary
Allocation Detail Report)
6.2.5.1 Description

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.

6.2.5.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘Discretionary Allocation Detail Report’:

1) Recipient Name/ID FTA0nl
2) Recipient Region/Cost Center
3) Federal Award ID

FTA Only
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4) Project Number

5) Discretionary ID

6) Application/Award Fiscal Year*
7) Application/Award Type

8) Application/Award Status

9) FTA Pre-Award Manager

10) FTA Post-Award Manager

* Indicates required search criteria.

6.2.5.3 Form View
The “Discretionary Allocation Detail Report’ form appears as follows:

[ &~ 0

WELCOME MY WORK (19) RECORDS REPORTS

Reports | Application Discretionary Allocation Details

Report Search Criteria

Recipient Name/ID * Application/Award ease Select a Year hd
Fiscal Year
Recipient Application/Award ) ]
Region/Cost Center Ppplication/Awar Sem e
Type
Federal Award ID L
Application/Award hd
Status
Project Number Hold ctrl to select multiple.

FTA Pre-Award

Discretionary ID
Manager

FTA Post-Award
Manager

CLEAR FILTER GENERATE REPORT |aKekid

6.2.5.4 Dynamic Report Link

Report Link Text: ‘Discretionary Allocation Detail Report for [User] [Date]’

Reports | Application Discretionary Allocation Details

Generated Excel Report

I Discretionary Allocation Detail Report for Jane TrAMS Mar 15, 2021 09:15 PM I

Report Search Criteria

6.2.5.5 File Names for Downloaded Reports

e Dynamic Report: “Discretionary Allocation Detail Report for [User] [Date].xlIsx”
e Static Report: “[Date] Discretionary Allocation Excel Report.xlsx”
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6.2.5.6 TrAMS Report Fields

ID Column Name Description Data ID
Type
D Recipient ID 4-digit system identifier for recipient Number | Yes
organization/applicant (FTA)
2) Recipient Acronym Acronym for recipient Text No
organization/applicant
3) Recipient Name Legal Business Name for recipient Text Yes
organization/applicant (FTA)
4) Recipient Cost Center Cost center for recipient Number | Yes
organization/applicant (FTA)
>) Application/Award Fiscal |Fiscal Year in which the Application was Number | Yes
Year created
6) Federal Award ID Federal Award Identification Number Text Yes
(FAIN); the permanent Application number
for the current amendment
7) Application Name Application title for current amendment Number | No
8) Application Status Application status for the current Text Yes
amendment
%) Application Type Type of financial assistance for Award: Text Yes
Cooperative Agreement or Grant
10 Project Number Project ID under the Application Text No
1) Project Name Project title Number | Yes
12) Discretionary ID ID string to identify a specific discretionary | Text Yes
Project
13) Discretionary Title Title of discretionary Project Text No
14) Discretionary Fiscal Year | Fiscal year of discretionary allocation Number |No
15) Discretionary ID Amount | Amount of discretionary allocation applied | Number |No
Applied to the discretionary Application
16) Date Sent for Date that RA sent current amendment of Date No
Congressional Release discretionary Application to TCA for review
and congressional release
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17) Congressional Release Date that TCA logged congressional release | Date No
Date for current amendment of discretionary
Application
18) Application Reservation | Date that funds were reserved for current Date No
Date amendment
19) Application Obligation Date that funds were obligated for current Date No
Date amendment
20) Deobligation Date Date that funds were deobligated for current | Number |No
amendment
21) Closeout Date Date that Award was closed out Number |No
(%)
22) Total Reservation Amount | Total amount reserved for the discretionary | Number |No
Application
23) Total Obligation Amount | Total amount obligated to the discretionary | Number |No
Application
24) Total Deobligation Total amount deobligated from the Number | No
Amount discretionary Application
25) Recipient Point of Contact | Recipient Application POC for current Text No
amendment
26) FTA Contact TEAM Application’s listed FTA contact (TEAM Number | No
Application only)
27) FTA Post-Award Manager | Pre-Award Manager for current amendment | Text Yes
28) FTA Pre-Award Manager |Post-Award Manager for current amendment | Text Yes

6.2.6 FFR Detail Report

6.2.6.1 Description

The ‘FFR Detail Report’ provides information on Federal Financial Reports (FFRs) submitted for Awards,
including the submission or review status of the report and the financial information as reported by the
recipient. This report can be used to determine whether an FFR has been submitted and/or reviewed by
FTA. FFRs display with their latest status, saved comments, recipient information, and Award details
relevant to the entered search criteria. Users can input search criteria to filter reports by report period
type and report period date ranges.
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Note: Most financial information populated in the report is recipient-reported. The exceptions are

disbursement, deobligated, and unliquidated obligation amounts which are generated by
FTA'’s financial systems.

6.2.6.2 Dynamic Report Search Criteria

The following search criteria can be applied to the ‘FFR Detail Report’:

1)
2)
3)
4)
5)
6)
7)
8)
9)

Recipient Name/ID ™A 0nl
Recipient Region/Cost Center
Application/Award Number
Application/Award Fiscal Year
Report Status

Report Period Type*

Report Final

Period From

Period To

FTA Only

10) Application/Award Type
11) Application/Award Status
12) Report Period Annual

13) Report Period Quarterly
14) Report Period Monthly

* Indicates required search 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 required.

6.2.6.3 Form View

The ‘FFR Detail Report’ form appears as follows:
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WELCOME MY WORK (19) RECORDS REPORTS
Reports | Federal Financial Report Details (FFR)
Enter one or more of the following search criteria
Report Search Criteria
Recipient Name/ID Application/Award ease Select a T -
Type
Recipient Flease Select a Cost Cent - Application/A d X §
Region/Cost Center pplication/Awar lease Select g Statu:
Status
Application/Award .
Number Report Period -
Annual
P - Hold ctrl to select multiple.
Application/Award lease Select r -
Fiscal vear Report Period -
- Quarterly
Report Status ©ase select g Siglus v Hold ctrl to select multiple.
* Report Period Type Quarterly Report Period -
Monthly
Monthly Hold ctrl to select multiple.
Annual
Initial
Report Final ‘Yes, Final Report
No, Not Final Report
Period From
Period To

6.2.6.4 Dynamic Report Link
Report Link Text: ‘FFR Details Report for [User] [Date]’

Reports | Federal Financial Report Details (FFR)

Enter one or more of the following search criteria

Generate Excel Report

FFR Details Report for Jane TrAMS Mar 15, 2021 09:46 PM

Report Search Criteria

6.2.6.5 File Names for Downloaded Reports
e Dynamic Report:: “FFR Details Report for [User] [Date].xIsx”
e Static Report:: “[Date] FFR Detail Report.zip”

6.2.7 MPR Detail Report

6.2.7.1 Description

The ‘MPR Detail Report’ provides information on Milestone Progress Reports (MPRs) submitted for
Awards, including the MPR submission dates and review status and the milestones reported by the
Recipient. The report will also include basic grant (e.g. FAIN) and recipient information (e.g. Recipient ID,
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Recipient Name). Users can also search by report type (e.g. Quarterly), reporting period, or for reports
submitted in a particular date range. Recipients may use this report to determine which MPRs have
been submitted and whether FTA has reviewed the reports.

6.2.7.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘MPR Detail Report’:

1) Recipient Name/ID FTA0

2) Recipient Region/Cost Center
3) Application/Award Number
4) Application/Award Fiscal Year
5) Report Status

6) Report Period Type*

7) Report Final

8) Period From

9) Period To

10) Application/Award Type

11) Application/Award Status

12) Report Period Annual

13) Report Period Quarterly

14) Report Period Monthly

FTA Only

* Indicates required search 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 and is required.
6.2.7.3 Form View

The ‘MPR Detail Report’ form appears as follows:
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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 -
Number Type
Application/Award - Application/Award -
Fiscal Year Status
Report Status - Report Period -
Annual
*Report Period Type Quarterly Hold ctrl to select multiple.
Monthly Report Period -
Annual Quarterly

Hold ctrl to select multiple.
Initial
Report Period -

Report Final Yes, Final Report Monthly .
No, Not Final Report Hold ctrl to select multiple.
Period From

Period To

6.2.7.4 Dynamic Report Link
Report Link Text: ‘MPR Details Report for [User] [Date]’

6.2.7.5 File Names for Downloaded Reports

e Dynamic Report: “MPR Details Report for [User] [Date].xlsx”
e Static Report: “[Date] MPR Details Report.zip”

6.2.8 Project Budget Report

6.2.8.1 Description

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.

6.2.8.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘Project Budget Report’:

1) Recipient Name/ID FTA0n

2) Recipient Region/Cost Center
3) Federal Award ID

4) Project Number

5) Section Code

6) Application/Award Fiscal Year*
7) Application/Award Type

8) Application/Award Status

FTA Only
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9) FTA Pre-Award Manager
10) FTA Post-Award Manager

* Indicates required search criteria.

6.2.8.3 Form View

The ‘Project Budget Report’ form appears as follows:

[ &~ Y

WELCOME MY WORK (19) RECORDS REPORTS

Report Search Criteria

Recipient Name/ID

Recipient -

Region/Cost Center
Hold ctrl to select multiple.

Federal Award ID
Project Number

Section Code

CLEAR FILTER

* Application/Award

Fiscal Year

Application/Award
Type

Application/Award
Status
FTA Pre-Award

Manager

FTA Post-Award
Manager

Reports | Application By Project-Level Budget Report

Hold ctrl to select multiple.

Hold ctrl to select multiple.

GENERATE REPORT [eKeits

6.2.8.4 Dynamic Report Link

Report Link Text: ‘Project Budget Report for [User] [Date]’

Generated Excel Report

Project Budget Report for Jane TrAMS Mar 15, 2021 09:58 PM

Report Search Criteria

Reports | Application By Project-Level Budget Report

6.2.8.5 File Names for Downloaded Reports

e Dynamic Report: “Project Budget Report for [User] [Date].xIsx”
e Static Report: “[Date] Project Budget Report.xlsx”
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6.2.8.6 TrAMS Report Fields

ID Column Name

D Recipient ID

Description

4-digit system identifier for
recipient
organization/applicant

Number

2) Recipient Acronym

Acronym for recipient
organization/applicant

Text

3) Recipient Name

Legal Business Name for
recipient
organization/applicant

Text

4) Recipient Cost Center

Cost center for recipient
organization/applicant

Number

5)

Application/Award Fiscal Year

Fiscal Year in which the
Application was created

Number

6) Federal Award ID

Federal Award Identification
Number (FAIN); the permanent
Application number for the
latest “Active (Executed)”
amendment

Text

7) Amendment Number

2-digit number indicating the
amendment on the Award

Number

8) Application Name

Application title for the latest
“Active (Executed)”
amendment

Text

9 Application Status

Application status for the latest
“Active (Executed)”
amendment

Text

10) Application Type

Type of financial assistance for
Award; two values --
Cooperative agreement or grant

Text

11)

Application Transmitted Date

Date that latest “Active
(Executed)” amendment was
transmitted to FTA

Date
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ID

12)

Column Name

Application Submitted Date

Description

Date that latest “Active
(Executed)” amendment was
submitted to FTA (each time an
Application is re-transmitted,
this field is overwritten)

Date

13)

Recipient Point of Contact

Recipient Application POC for
current amendment

Text

14)

FTA Pre-Award Manager

Pre-Award Manager for current
amendment

Text

15)

FTA Post-Award Manager

Post-Award Manager for
current amendment

Text

16)

Project Number

Permanent Project number to
identify one Project within an
Award

Text

17)

Project Name

Project title for the latest
“Active (Executed)”
amendment

Text

18)

Section Code

Two-digit code that indicates
the funding source of a Project
(e.g- “90” is the section code for
“Section 5307 Urbanized Area
Formula”)

Note: If there are multiple
funding sources/PO numbers for
a Project (e.g. “Super Grant”),
there will be multiple rows in
this report for that Project

Number

19)

Total Project FTA Amount

Cumulative FTA obligation
amount for a Project within the
Award; amount is cumulative
up to the latest “Active
(Executed)” amendment

Number

(%)

20)

Total Project Non-FTA Amount

All non-FTA funding for a
Project within the Award;
amount is cumulative to latest
“Active (Executed)”
amendment

Number

(%)
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ID Column Name Description Data
Type
21) Total Project Eligible Cost Sum of FTA and non-FTA Number
funding for a Project within the | ($)
Award; amount is cumulative to
latest “Active (Executed)”
amendment
22) Total Reservation Amount Total funds reserved for a Number
Project within the Award; (%)
amount is cumulative to latest
“Active (Executed)”
amendment
23) Total Obligation Amount Cumulative FTA obligation Number
amount for a Project within the | ($)
Award up to the latest “Active
(Executed)” amendment
24) Total Deobligation Amount Cumulative FTA deoobligation | Number
amount for a Project within the | ($)
Award up to the latest “Active
(Executed)” amendment
25) Total Disbursement Amount Cumulative disbursement Number
amount for a Project within the | ($)
Award up to the latest “Active
(Executed)” amendment
26) Is Discretionary Grant “Yes” or “No” to show if Text
Application uses discretionary
funding sources
27) Is New Start Grant “Yes” or “No” to show is
Application is a New Start grant
28) Last Obligation Date Obligation Date for the latest Date
“Active (Executed)”
amendment
29) Project Start Date Earliest date on the milestones | Date
for this Project
30) Project End Date Latest date on the milestones Date
for this Project
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6.2.9 Project Scope Budget Report

6.2.9.1 Description

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.

6.2.9.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘Project Scope Budget Report’:

1) Recipient Name/ID FTA0nl

2) Recipient Region/Cost Center
3) Federal Award ID

4) Project Number

5) Section Code

6) Scope Code/Name

7) Application/Award Fiscal Year
8) Application/Award Type

9) Application/Award Status

10) FTA Pre-Award Manager

11) FTA Post-Award Manager Form View

FTA Only

The ‘Project Scope Budget Report’ form appears as follows:
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WELCOME MY WORK (19) RECORDS REPORTS

Reports | TrAMS Generated Applications By Project-Scope-Level Budget
Mote this report is only available for TrAMS generated applications.

Generated Excel Report

Project Scope Budget Report for Jane TrAMS Mar 15, 2021 10:08 PM

Report Search Criteria

Recipient Name/ID Application/Award -
Fiscal Year
Hold ctrl to select multiple.
* Recipient 61000 - Office of Administrator - ?
Region/Cost Center icati 352 Select & > -
Hold ctrl to select multiple. Application/Award - Y
Type
Federal Award ID
Application/Award -
Status
Project Number Hold ctrl te select multiple.

FTA Pre-Award

Section Code
Manager

Scope Code/Name FTA Post-Award
Manager

CLEAR FILTER GENERATE REPORT CLOSE

6.2.9.3 Dynamic Report Link

Report Link Text: ‘Project Scope Budget Report for [User] [Date]’

Reports | TrAMS Generated Applications By Project-Scope-Level Budget

Mote this report is only available for TraMS generated applications.

Generated Excel Report

|3roject Scope Budget Report for Jane TrAMS Mar 15, 2021 10:08 PM I

Report Search Criteria

6.2.9.4 File Names for Downloaded Reports

e Dynamic Report: “Project Scope Budget Report for [User] [Date].xlsx”
e Static Report: “[Date] Project Scope Budget Report.xlsx”

6.2.9.5 TrAMS Report Fields

ID Column Name Description Data
Type
D Recipient ID 4-digit system identifier for recipient Number
organization/applicant
2) Recipient Acronym | Acronym for recipient organization/applicant Text
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ID Column Name Description Data
Type
3) Recipient Name Legal Business Name for recipient Text
organization/applicant
4) Recipient Cost Cost center for recipient organization/applicant Number
Center
>) Application/Award | Fiscal Year in which the Application was created Number
Fiscal Year
6) Federal Award ID |Federal Award Identification Number (FAIN); the Text
permanent Application number for the latest “Active
(Executed)” amendment
7) Amendment 2-digit number indicating the amendment on the Number
Number Award
8) Application Name | Application title for current amendment Text
%) Application Status | Application status for the current amendment Text
10) Application Type | Type of financial assistance for Award: Cooperative | Text
Agreement or Grant
11) Application Date that latest “Active (Executed)” amendment was | Date
Transmitted Date |transmitted to FTA
12) Application Date that latest “Active (Executed)” amendment was | Date
Submitted Date submitted to FTA
13) Recipient Point of | Recipient Application POC for current amendment Text
Contact
14) FTA Pre-Award Pre-Award Manager for current amendment Text
Manager
15) FTA Post-Award Post-Award Manager for current amendment Text
Manager
16) Project Number Permanent Project number to identify one Project Text
within an Award
17) Project Name Project title for the latest “Active (Executed)” Text
amendment
18) Funding Source Short code for funding source name (e.g., “5307-2A” | Text
Name for “Section 5307 Urbanized Area Formula”)
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ID Column Name Description Data
Type
19) Section Code Two-digit code that indicates the funding source of a | Number
Project (e.g. “90” is the section code for “Section 5307
Urbanized Area Formula”)
20} Scope Name Description of scope for a given scope code (e.g., Text
scope code 114-00 has a scope name of “Bus
Support Equipment and Facilities”)
21) Scope Code 5-digit code to indicate a scope or category of Text
activities (e.g. “114-00")
22) Total Scope FTA Cumulative FTA amount for a Project-scope within Number
Amount the Award; amount is cumulative up to the latest €)]
“Active (Executed)” amendment
23) Total Scope Non- | All non-FTA funding for a Project-scope within the Number
FTA Amount Award; amount is cumulative to latest “Active %
(Executed)” amendment
24) Total Scope Sum of FTA and non-FTA funding for a Project-scope | Number
Amount within the Award; amount is cumulative to latest %
“Active (Executed)” amendment
25) Total Reservation | Total funds reserved for a Project-scope within the Number
Amount Award; amount is cumulative to latest “Active €)]
(Executed)” amendment
26) Total Obligation Cumulative FTA obligation amount for a Project- Number
Amount scope within the Award up to the latest “Active %
(Executed)” amendment
27) Total Deobligation |Cumulative FTA de-obligation amount for a Project- | Number
Amount scope within the Award up to the latest “Active %)
(Executed)” amendment
28) Total Cumulative disbursement amount for a Project-scope | Number
Disbursement within the Award up to the latest “Active (Executed)” | ($)
Amount amendment
29) Percent Disbursed Per.cenfcage of funds dlsburseq from cumulative FTA Number
obligation amount for the Project-scope (%)
Calculation: Cumulative Disbursements / Cumulative
Obligations
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ID Column Name Description

30 Last Disbursement | Date on which the last disbursement occurred on this | Date

Date Award

6.2.10 Recipient POC Detail Report

6.2.10.1 Description

The ‘Recipient POC Details Report’ lists individuals who are 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’. The report includes details for each POC such as their title, address, contact information, and
contact type.

6.2.10.2 Dynamic Report Search Criteria
The following search criteria can be applied to the ‘Recipient POC Detail Report’:

1) Search

2) Recipient Name/ID
3) POC Contact Type
4) Office/Cost Center

6.2.10.3 Form View

The ‘Recipient POC Detail Report’ form appears as follows:

[ | &~ o
WELCOME MY WORK (18) RECORDS REPORTS
Search @ POC Contact Type SRR BEL
Recipient Name/ID Office/Cost Center

Clear Filters

6.2.10.4 Dynamic Report Link
Report Link Text: ‘Recipient POC Detail Report for [User] [Date]’
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Generated Excel Report

Recipient POC Detail Report for Jane TrAMS Mar 15, 2021 10:23 PM

Search@ POC Contact Type

Recipient Name/ID Office/Cost Center

6.2.10.5 File Names for Downloaded Reports

e Dynamic Report: “Recipient POC Detail Report for [User] [Date].xIsx”
e Static Report: “[Date] Recipient POC Details Report.xlsx”

6.2.10.6 TrAMS Report Fields

ID Column Name ‘ Description Data Type

D Recipient ID 4-digit system identifier for recipient Number
organization
2) Recipient Name Name of POC’s associated recipient Text
organization
3) Recipient Cost center associated with POC’s recipient Text
Office/Region organization
4) Union Name Name of POC’s union (if union POC) Text
5) Title POC’s title as displayed in SAM.gov profile (SAM | Text
POCs) or Recipient POCs module
6) ) . . . Text
Full Name POC’s full name as displayed in Recipient POCs
module (not available for SAM POCs)
7) POC’s street address as displayed in SAM.gov Text
Street Address profile (SAM POCs) or Recipient POCs module
8) Cit POC’s city as displayed in SAM.gov profile (SAM | Text
y POCs) or Recipient POCs module
9) State POC’s state as displayed in SAM.gov profile Text
(SAM POCs) or Recipient POCs module
10) 71P Code POC’s ZIP code as displayed in SAM.gov profile | Number
(SAM POCs) or Recipient POCs module
11) POC’s phone number as displayed in SAM.gov | Number
Ph
one Number profile (SAM POCs) or Recipient POCs module
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‘ Description

ID Column Name Data Type
12) Alternate Phone POC’s alternate phone number as displayed in Number
Number Recipient POCs module
13) Fax Number POC’s fax number as displayed in SAM.gov Number
profile (SAM POCs) or Recipient POCs module
14) . POC’s email address as displayed in SAM.gov Text
Email Address profile (SAM POCs) or Recipient POCs module
15) Web Address POC’s web address as displayed in Recipient Text
POCs module (not available for SAM POCs)
16) Contact Type Flag to indicate if contact is Union POC: Yes or Text
UNION no (not available for SAM POCs)
17) o1 . . Text
Contact Type CEO Flag to indicate if contact is CEO: Yes or no (not
available for SAM POCs)
18) Contact Type MPO | Flag to indicate if contact is for MPO concerns: Text
Yes or no (not available for SAM POCs)
19) Contact Type EEO Flag to indicate if contact is for EEO issues: Yes Text
or no (not available for SAM POCs)
20) Contact Type DBE Flag to indicate if contact is for DBE issues: Yes Text
or no (not available for SAM POCs)
21) Contact Type Title | Flag to indicate if contact is for Title VI issues: Text
VI Yes or no (not available for SAM POCs)
22) Contact Type Flag to indicate if contact is for Section 504 Text
Section 504 issues: Yes or no (not available for SAM POCs)
23) Contact Type ECHO | Flag to indicate if contact is for ECHO: Yes or no Text
(not available for SAM POCs)
24) Contact Type Grant | Flag to indicate if contact is for grants issues: Text
Yes or no (not available for SAM POCs)
25) Contact Type Flag to indicate if contact is for general FTA Text
General FTA Issues |issues: Yes or no (not available for SAM POCs)
26) Statewide Flag to indicate if Union has statewide Text
Application Application: Yes or no (not available for SAM
POCs)
27) Created Date Date when POC was created (not available for Date
SAM POCs)
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28) Created By User responsible for creating the POC (not Text
available for SAM POCs)

29) Updated Date Last date logged for updates made on the POC'’s Date
information (not available for SAM POCs)

30) Updated By Last user responsible for updating the POC (not Text
available for SAM POCs)

6.2.11 User Details Report

See the FACES User Guide for more information about the User Details Report.
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7 Appendices
7.1 Appendix A — Abbreviations, Acronyms, and Terms

7.1.1 Acronym Table

Acronym Definition
ACC Account Classification Code
ALl 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
MPR Milestone Progress Report
NEPA National Environmental Policy Act
RA Regional Administrator
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Acronym Definition
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

7.1.2 Glossary of Terms

Appian Web-based Business Process Management (BPM) software used to
development the FTA Platform that houses TrAMS.

Application A request for financial assistance in TrAMS through federal grants and
cooperative agreements.

Award An application that has been awarded in TrAMS (the application can be a
grant or cooperative agreement)

Buttons Used to perform actions such as saving data, deleting data, or leaving the
form.
Cost Center A term used to represent an FTA regional or Headquarters office within

TrAMS. Link back to the page where it’s referenced.

Dashboard A user interface that organizes and presents information in a way that is
easy to view and read.

Field A user input element on a form for entering data (e.g. a checkbox or
textbox).
Form A web-page where a user enters data or information.
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Grid The Appian term to describe a table. Grids have records (rows) and fields
(columns).
Group A collection of TrAMS users. All users with the same role in the same

Recipient Organization will belong to a group (e.g. Transit CO ABC
Submitters).

Menu A list of options displayed on screen either in a list, dropdown list, or
toolbar (top to bottom or across the top of the page).

Navigation Menu A series of links specific to the type of record.

Navigation Tabs Displays FTA-platform and system-specific information to all users. Tabs
are used to navigate through the system.

Page A web-page or web-enabled screen.

Project Is a single activity or group of related activities that comprise a project
within an application; and has a defined budget and schedule.

Recipient Organization | A recognized recipient, that has been assigned a unique FTA identification
number (4 digits), which is also referred to as a Recipient ID Number.
Recipient Organizations are tied to FTA Cost Centers.

Role A set of privileges and responsibilities within TrAMS assigned to a user.
Users can be assigned one or more roles.

System A software application (e.g. TrAMS). The term “system” is used throughout
this user guide instead of “application” to avoid confusion with TrAMS
grant applications.

Task An assigned step within a workflow. Appian can assign tasks to individual
users or groups. Users can assign tasks to other users within the TrAMS
system.

User An individual with a TrAMS account that has at least one assigned user role

and has logged into the FTA Appian Platform.

Workflow A series of steps in a pre-defined process that must be completed in order.
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