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   Refresher Training Agenda
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➢ Menu Bar Overview

➢ Profile and Messages Overview.

➢ How to Set Up Dashboard.

➢ Navigation

➢ How to Initiate a Reimbursement Request

➢ Initiate Reimbursement Troubleshooting

➢ New Application

➢ Tips

➢ Important Information

➢ Live Demonstration
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➢ High Contrast Mode

➢ Contact Us - TransitGroup@azdot.gov email link

Submit Support Request

➢ Reference and Training Material

➢ Web Page Help

mailto:TransitGroup@azdot.gov


   Submit Support Ticket
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➢ Complete the form.

➢ All fields are required.

➢ Click Save.



Click on Notebook to View Training Materials\Resources

Links are available to RTAP 
information, Transit web 
page, and Training video.
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Click on Question Mark to View Web Page Help Information

Clicking on Help from the 
Dashboard screen, will provide 
Agate Help Desk Contact 
information.
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Profile, Organization, Messages
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Profile Information
➢ Person Information Section

○ Basic Information (Name, Title)

○ Contact Information 
(Phone, Fax, Website, Email)

○ Address

○ Login Information

■ Update Your Security Image

■ Edit Username

■ Edit Password
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Person Profile - Organizations Information

➢ User’s role for their assigned organization(s)

➢ Organization Administrators can click on the plus sign to assign a different role.

○ Rule of thumb - when assigning a new role, deactivate the previous assigned role to 
avoid access issues.
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Organization Information

➢ Go to Left Panel
➢ Click on Organization Information 

under the Organization Name
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Organization Information

Organization 
Administrators can 
view/update 
Organization General 
Information, Contact 
Information, 
Additional 
Information, and 
Business Address.
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Organization Members ➢ Go to Left Panel Menu
➢ Click on Organization Members under the 

Organization Name to view members 
details or deactivate a member.

➢ Filter members list by Name, Role, or 
Active Status
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Organization Additional Information

➢ Go to Left Panel Menu

➢ Click on Additional Information 
under the Organization Name to set 
up additional addresses, define 
address type (Contract, Mailing, 
Remittance), and upload Certs and 
Assurances.
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Messages
➢ Click on Messages to view your system 

messages.

➢ Search filters available for From, 
Subject, Associated Document, 
Archived Messages.

➢ Option to mark items as Read, Unread, 
or Archive.
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Edit Dashboard

15



Edit Dashboard
➢ Three options on top right:  

➢ Add the following Panels (Click 
on Save after each selection):                                                            
My Tasks (Wide), 
Announcement Panel, and My 
Opportunities (Standard or 
Wide).

➢ Arrange the panels by 
dragging and dropping. 

➢ Resave on top right when 
done.

➢ Reload the page to display 
dashboard updates.
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To open an existing Application or Reimbursement Request, Click on Searches.

IGX Navigation

➢ Recent Documents - The system will remember the recent documents you 
viewed.

➢ Applications - Opens Applications Search Window

➢ Reimbursement Requests - Opens Reimbursement Request Search Window



Recent Documents
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➢ Hover mouse over 
Recent Documents 
to view list of 
recent documents.

➢ Click on the 
Document you 
want to view.



Search Applications
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➢ Select Program\Year 
from Type dropdown.

➢ Use first 3-4 characters 
of text when searching 
to achieve better 
results.

➢ Click on blue Export 
icon on top\right of 
results to export to 
Excel.



Search Reimbursement Requests
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➢ Select Reimbursement 
Program\Year from Type 
dropdown.

➢ There are three types of 
reimbursements

○ 5311
○ Planning WP
○ 5310/RTAP

➢ Use first 3-4 characters of text 
when searching to achieve 
better results.

➢ Click on Blue Box on top\right 
of results to export to Excel.



Initiate Reimbursement

➢ Three options:

○ The Dashboard - Top Right of My Tasks Section

○ The Application Left Panel under Related Documents (all 
the way at the bottom)

○ The Reimbursement Request Left Panel under Related 
Documents (all the way at the bottom)
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Initiate Reimbursement from Dashboard
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Initiate Reimbursement from Application Left Panel
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Scroll on the Left Panel all the way down to the bottom.



Initiate Reimbursement from Another Reimbursement
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Scroll on the Left Panel all the way down to the bottom.



Initiate Related Document - Reimbursement
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➢ Select the Application Parent Document.
➢ Available Documents should auto-populate.
➢ Click Create.



New Reimbursement Request
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➢ Open the Reimbursement Request Form on the Left Panel.
➢ System will display errors on the Attention window on top right.
➢ Click on down facing arrow to minimize the errors displayed.



New Add Attachments Functionality
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➢ Add Multiple Files at once.

➢ Browse, Select Files, and Click Open or Drag and Drop onto 
the blue Browse button.



Unable to Initiate a Reimbursement Request
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Unable to Initiate a Reimbursement Request

1. Confirm you don’t already have a 
reimbursement in progress.

2. Confirm that your application is in 
Active Grant Status.

3. Ask your Organization Administrator 
to:
○ Verify that you have been added 

to the application.  

Open Application - On Left Panel:

○ Go To Tools - Add/Edit People

○ Click on Plus icon on top right to 
add missing user. 29



Add Missing User to Application

1. Select Add User From Organization.

2. Enter First Name.

3. Enter first 3-4 characters of your 
Organization name.

4. Click Search.

5. Select the role and enter Active Date.

6. Click SAVE.
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Plus Sign options



Apply for New Application
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Home Dashboard - Apply for New Application
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My Opportunities - Click on Program Name you want to apply for.



Home Dashboard - Apply for New Application

33

Click on Agree button to proceed with initiating application.



Apply for New Application
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The system will open the application on the Landing Page.



Document Left Panel
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You can minimize and expand the left panel sections by clicking on the arrows.

➢ Click the Forms arrow to show or hide the 
application sections.  For example, 5311 and 5310 
includes Application Forms and Agreement Forms  
sections.

➢ Click the 5307/5339 Application arrow to show or 
hide the document forms.

➢ Click the Tools arrow to show or hide the menu 
items.

➢ Click the Status Options arrow to show or hide the 
menu options.

➢ Click the Related Documents arrow to show or 
hide associated documents, such as 
Reimbursement Requests and Applications.



Complete Forms
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➢ Click on the Program 
Information form link and 
fill out the form.

➢ Click on Next Form at the 
bottom to go to the next 
form or directly click on the 
form name in the left panel.

➢ Later, a Previous Form will 
also be available for 
navigation.



Print Document
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On the Left Panel
Under Tools 
Click on Print Document



Print Document
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➢ Select which version of 
the application you 
want to print.

➢ Click on radio buttons to 
make print selections.

○ Include
○ Include with 

Attachments - NEW 
FUNCTIONALITY

○ Exclude
○ Include Blank Copy

➢ Click Print.



RTAP Application

Click on the Left Panel pencil icon to open and close the Forms menu.
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IGX WEB PAGE DISPLAY - TIPS

Make items on the web page smaller to minimize scrolling:
                                             Ctrl   +   - 
Hold the Ctrl button down and then repeatedly tap the minus sign key to minimize the page 
content

Make items on the web page larger for easier viewing:
                                            Ctrl   +   +
Hold Ctrl button down and then repeatedly tap on the plus sign key to enlarge the page content

Revert to default size:
                                                   Ctrl   +   0
Hold Ctrl button down and then tap on zero key to go back to the default display size
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Important Notes:
➢ Keep Accounts Active

○ Login at least once every 6 months to keep your account active.
○ Organization members are responsible for reactivating their 

members’ accounts.

➢ Read Only Templates. 

○ 2020 5310  and prior application templates
○ 2018 5311 and prior application templates
○ Read Only Templates will display old E-Grants Print Versions.

➢ What Has Not Changed

○ Application and reimbursement processes remain unchanged.
○ Most forms are unchanged. 41



Transit Needs Your Help:
➢ Over three years of testing, ADOT Transit identified more than 1,500 

defects. Fixes made during testing had to be reapplied in the new 
production environment.

➢ Some fixes may not have carried over to production. Please help us 
identify these and any other system issues.

➢ Report unexpected system behavior and include screenshots and the 
steps that led to the issue.

➢ Report if a Read Only template form does not match the Print 
Version.

➢ Send your findings to TransitGroup@azdot.gov.
42
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Transit Needs Your Help:

My Tasks is a new system feature we are still learning to use.

 If you see a task that you believe should not appear there, 
send the task name to the ADOT Transit Group for resolution.
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QUESTIONS?
Transit Group Email:   TransitGroup@azdot.gov
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