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USER ROLES

A. User Roles

1. AGENCY Attorney

e Sign Grant
e Sign Certifications & Assurances

2. AGENCY Authorized Official
e |nitiate, Complete, and Submit Applications
e Cancels Applications
e All, except manage the organization
e Mayor, City Manager
e Needs signature authority to submit grants

3. AGENCY Financial Officer
e |nitiate Applications
e Complete Applications
e Invoice Processing
e  Submit Reimbursement Requests

4. AGENCY Grant Writer
e Start Applications
e Cancels Applications
e Complete the application.
e Reviews Applications

5. AGENCY Organization Administrator
e Initiate, Complete, and Submit Applications
e Cancels Applications
e |nitiate and Submit Reimbursement Requests
e Manage the Organization profile and permissions

6. AGENCY Viewer

e View only permissions

—
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AGATE HELP DESK

B. Agate Help Desk Availability

You can access the contact information on the login page and from the Show Help on the My Home page after you are
logged in.

Help Desk Availability

Hours: Monday thru Friday 8am to 5pm MST
Phone: 1-866-449-1425
Email: azhelpdesk@agatesoftware.com

g B e

518 My GAEs My Assels

on{s) | My Provo

—
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NEW USER REGISTRATION

C. Add a New User / 1st Time Log In

E-Grants Web Site: https://egrants.azdot.gov

All new users.

Click on New User Registration.

System Login  Portal Home

All new
users
Welcome to E Grants! register here

This is E-Grants, ADOT's Grant Management Software for Grant appications and overal
management for the grant ifecycie. Al this tme, the E-Grants system is only available to accept
transit grant appiications

Piease note that Internet Expiorer is the only supported browser for E-Grants. Using other
browsers may cause technical issues.

Steps to Get Started:
« The initial registration for your organization must be compieted by an Organization
Administrator for the 0rganizaton; ¢ Q Biaacan i) o
* Once the Organization Administratd
email Notfication of Access Appro
+ Once your organization is registere AV G YA |l Help Desk

Mt reports and sud!

All new
AGATE Help Desk Availability
USeI’S Hours: Monday thru Friday 8am to Spm MST

register here Phon: 1-006.446-1426
mal azhelpdesk@agatesoftware com

New Users Register HERE

The registration process requires you to setup your user profile. The new user completes all the contact
information. All fields with an asterisk (*) must be entered. Make sure you enter your email address and create a
username and password. This is where you would also go to update your password. Enter preferred role in Notes.

Contact Information

Prefix  First Middle Last Suffix
Name - * * =
‘ H | =
Organlzaﬁonl *
Title |
Address Please select
your County.
City
County
Phone #1 Need email address
” for all contacts
ax Enter preferred role in Notes. Agency Roles:
Email I - Agency Attorney
Agency Authorized Official
Website - Agency Financial Officer
T Agency Grant Writer
sermame Password
Password Confirm Password - Agency Viewer
Notes

—
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NEW USER REGISTRATION

After you complete the registration process, one of the Program Managers will complete the approval process. They
will check to make sure you don’t already have an E-Grants account and confirm there is already an Organization
Administrator assigned.

If you do not enter a preferred role in the Notes, you will be automatically set as an Agency Viewer. The Agency
Organization Administrator can update later with the preferred role.

New Users will receive the following email after your registration request has been reviewed and approved:

From: me@agatesoftware. com Sent: Thu 3/16/2017 1:23 PM
Ta: #| Diane Ohde

Ec

Subject: You have been added to E-Grants

Welcome to E-Grants. You have been approved to log in with the usemame and password vou set when vou registered.
Please check vour organization information for accuracy.

Do not share vour username and password with anvbody else. Anv activity under vour username will be assumed to have been acted
upon by vou.

Please do not respond to this e-mail. Questions regarding the system should be directed to the administrator.

Page 6 of 75 }
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MANAGE YOUR ORGANIZATION

D. Managing Your Organization

1. My Organization(s)

R Welcome Authorized
AGENCY Authonzed Oficial

S 4 change wyPschure

Hello Authorized, please choose an oplion beiow.

@ View Available Applications

You hauve 4 My Opportumibes avasacie
Select Tie View OpOFTunien BUSCh Selow 10 568 Wt (3 SV acis 10 jour Srganzation

@ My Tasks

2. Organization Information
Some of the information on this screen is updated by ADOT.

We need you to make sure the fields highlighted with arrows are correct and completed. (DBA, COG/MPO, UEI #,
County, Email, and Type). Type Options are State, Regional, County, City Government Agency, For-Profit, Non-Profit,
Tribe, and Other. We have found that typically these fields are not completed and cause issues when processing
your application and payments.

The main email for the organization is used for System Notifications so be sure to fill it in.

Do not enter anything into the Vendor # field. This is filled out by ADOT. Agencies must apply for their Vendor
Number\Address Code and submit it to ADOT. The Acronym and Abbreviation fields are used for naming documents
and may also be updated by ADOT.

If your address changes or if your direct deposit account changes, please contact your Program Manager so we can
update internal data to make sure your reimbursement requests process successfully.

Organization - Agate Arizona
1 o Required fields are marked with an *.

o Please enter your legal ization name and contact ion (The legal entity, governmental name, or umbrella organization under which you operate.)
o The address must be your physical address (No PO boxes)
o Please list and sub ization is ion on the Additional Tab.

o List additional addresses such as contract, mailing, and remittance addresses on the Additional Addresses Tab.
o As of 4/3/2022, DUNS Number is no longer being used. New Organizations created after 4/3/2022 will not require the DUNS Number.

Organization Information | Organization Members | Organization Documents | Additional Information | Document Availabilit

Organization Information

Name [Agate Arizona I

s = — This information
cronym

COG/MPO COG o — =

e i populates into your

Vendor # [PZ555262128 |

Unique Entity ID [UEIASLSVMAN|* e contract.

DUNS# 117555635

Abbreviation AA3
Address Code  |AD03

Address 123 Test St
PN
City [Glendale | State [Arizona v ZIP Code 85032
County Maricopa County v |«
Phone (602) 555-4545 " Fax| ]
Email [agateadmin@agatesoftware.test.com ] —
Website [intelligrants com ]
Type [State v] <
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MANAGE YOUR ORGANIZATION

3. Additional Information

Additional Addresses and Certs & Assurances can be added here.

@ Back

Document Information: -00042
Details

Organization Information | Organization Members | Organization Documents |I Additional Inforrnationll Organization Document Availability

ADDITIONAL INFORMATION

Instructions

» Please list the addresses for the organization, department, or sub-organization name ie. the name of the unit applying.

= |f multiple units are applying or are ADOT grantees, please ensure all are listed.

+ Use the ADD button to enter additicnal addresses.

ADDITIONAL ADDRESSES

Name*

Acronym”®

Relationship to Organization®

W
If other, please explain the relationship

Address” - Address Type*
[ contract Address
Y ] Remittance Address
city* | State® ~| Zipcode® [ mailing Adgress
County* W
[
CERTS & ASSURANCES
Browse...

Last Date of Execution: l:l
Last Attorney Signature Date: I:l

4. Organization Members

Users without permissions to administer Organization Members will see this screen:

@ Back

Organization - ADOT Multimodal Planning Division

Follow the instructions listed below to addiremove/modify organization members.

Crganization Information | Organization Members | Organization Documents | Additional Addresses

Organization Members

All new members must be added as new members in the system by registering at the login page. (Click New User Registration)

To add members that are already in the system to your organization. please contactthe help desk.
For furtherinstructions on the roles, please see the Instructions or go to www.azdot gowfransitprograms.

The Instruction link is: hitp:/f’www.azdot. goviplanning/TransitProgramsandGrants/program-handbook-applications-and-awards:.

—
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MANAGE YOUR ORGANIZATION

Permissioned Agency Organization Administrators will see this:

©Q Back
Organization - Krystal Smith 123

Foliow the instructions Ested below to addiremove/modify organization members.
Cirganization Informstion | COrganization Members | Crgsnizstion Documents | Additions] Addresses | Crmanization Document Availsbility

Organizalion Members

Adminisirators with the authority to add members to your organization can follow these sieps:

To add a member to your organization. sslect the Add Members link below.

If & member has afresdy added his/her information in the system, you cen search for the member
If you need to add a member's information into the system, select New Member.

For more detsiled instructions, select the Show Help bution sbove.

rz | Add Members
Sort By: | ——SELECT— Vl | ————SELECT— ™ | Results Per Page
Assigned By
[ SmithAQ.  [AGENCY Authorized Official v| [eeemiz | System
Krystal 5 Adrninistrsior,
: ADCT
11282013

ADOT will add New Registered users to your organization during the User Approval Process. If a preferred user
role is not entered in the Profile Notes section, ADOT will by default assign the Agency Viewer role.

To adjust people’s roles, select the role you want to assign from the dropdown list, and click on SAVE.

To remove a user from accessing the system, enter a date into the second date box and select Save. This will
keep them from accessing your organization documents from that date forward.

Do not deselect the box next to a member’s name as this will cause issues in the system.

My Reports | My Administration | My Training Materials | My Oraanization(s) | myProfile | Logout
[[save) oo note]

6rg_anization - Agate Arizona

Follow the instructions listed below to add/remove/modify organization members.

Organization Information | Organization Members | Organization Documents | Additional information | Organization Document Availability,

Organization Members

Administrators with the authority to add members to your organization can follow these steps:
To add a registered user to an organization, select the Add Members link below.

Search for the user by name.

Select the checkbox next o the user to be added, select their role and click SAVE.

For more detailed instructions, select the Show Help button above.

[ ]
W Person Role Active Dates Active Documents  Assigned By Modified By
Attomey, Tester [AGENCY Attorney v] [211172015 [ | Tkaczyk, Mr. Joshua Ohde, Diane
211212015 81712022
AuthorizedOfficial, Tester [AGENCY Authorized Official v] [211212015 [ | 0 Zyla, Mike
211272015
Studio, Test AGENCY Authorized Official v] [12/572019 ( ] 10 Arnold, Tyler
12/512019
Tester, Mr. Bob [AGENCY Authorized Official v] [2«‘19;‘2015 [ ] 140 PM, Tester Silva, Aaron
21972015 10172021
Financial Administration, ADOT [AGENCY Financial Officer v] [713012015 ( ] 126 Allred, Sara
713012015
Rev, Panel [DOT Panel Reviewer v] [211772015 ( ] 8 Zyla, Mike
211712015
PM Tester [DOT Program Manager v] [211772015 ( ] 9 Zyla, Mike
211712015
DotRev2. tester [DOT Reviewer v] [211772015 ( ] 7 Tkaczyk, Mr. Joshua
211712015
DOTReviewerl, tester [DOT Reviewer v] [211772015 [ ] 8 Tkaczyk, Mr. Joshua
211712015
1

—
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AGENCY - BEGIN NEW APPLICATION

E. AGENCY - Begin New Application
Users with the following User Roles may complete and submit an application in e-Grants:

e AGENCY Organization Administrator
e AGENCY Authorized Official
e AGENCY Grant Writer

Login to E-Grants application at https://egrants.azdot.gov

Please note that if you try entering your password too many times, the system will lock you out and you’ll need to
contact the Agate Help Desk.

= NS e
System Login ~ Portal Home

Login

Usemame| l:l

e
[roay]

New User Reqistration
Eorgot Password?

Welcome to E-Grants!
This is E-Grants, ADOT's Grant Management Software for Grant applications and overall
management for the grant lifecycle. At this time, the E-Granis system is only available to accept

transit grant applications.

Please note that Internet Expilorer is the only supported browser for E-Grants. Using other
browsers may cause technical issues.

Steps to Get Started:

* The initial regi ion for your ization must be byanQ
Administrator for the organization; e.q. Program Director
* Oncethe O Al i registers the they will receive an

email Notification of Access Approval from the online systems administrator
+ Once your organization is registered in the system, you can apply for grants,
complete/submit reports and submit requests for reimbursement

AGATE Help Desk Availability

Hours: Monday thru Friday 8am to 5pm MST
Phone: 1-886-449-1425

mail: azhelpdesk@anatesoftware com

New Users Register HERE

View Available Applications, Click on View Opportunities button.

[ My Home i bursement Requests S - % =g et

My Organizal ) | MyProfile | Logout

Instructions:

‘;Vwelcome adotAQ Selectthe SHOW HELP button above for detailed instructions on the following

.~ AGENCY Authorized Official > Applying for an Cpportunity
= j Chanae My Picture = Using System Messages

= Understanding your Tasks
= Managing your awarded grant

Hello adotAO, please choose an option below.

@ View Available Applications

You have 4 My Opportunities available.
Select the View Opportunities button below to see what is available to your organization

&My Inhny
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AGENCY - BEGIN NEW APPLICATION

Scroll down to view all opportunities. Click on the Apply Now button for the program you would like to start a new
application for.

T i o e ST

My Home My Applications | My Reimbursement Requests « =

My Orgenizationis) | My Frofile | Lagout

© Back
My Opportunities

o 2pply for 3n sem lied Esiow, ssi=ct the Apply Now buton Selow =sch desnction.

Provider: [ ]

instance: |

TER

5310 Application for Krystal Smith 123
Offered By:
ADOT Multimodal Pianning Division

3310 Application Availability Dates:
11/12/2014-01/01/2017

3310 Application Period:
1112:2014-01/01/2017

5310 Application Due Date:
D2a2ms

Description:
40U.S.C. 5310 authorizes

ula assistance program for the special needs of elderly individusis and individuals with
dizabities, subject to,
# agd. o

appropriations. 49 U.S.C. 5310(a)(1) authorizes funding for public transportasion capital
and carried out to meet the special needs of elderly indwiduals and indwiduals with disabil

You will be asked whether you want to carry forward application data you have entered from a previous year. You
can choose to not carry forward or choose from the available previous year’s applications. Once you have made
your selection, click on the | Agree button on the Agreement page.

Agreement

You may copy forward data from one of the following items:

| Do not copy data forward =l

. / data forward i herein is true and ¢
5311-2014-Agate Software Inc -00063  fultin loss of eligibili
5311-2014-Agate Software Inc_-00066

| LAGREE | | 10O NOTAGREE |

Powered by IntelliGrants™

You will then be taken to the Application Menu page. Your application is now in progress.

NOTE: You can return to the application at any time by clicking the My Applications Tab and searching for your
application. Click on the Application Name in the results.

If you chose to not copy forward by mistake, you can cancel this application and initiate a new one.
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AGENCY — ADD USERS TO APPLICATION

F. Agency - Add Users to an Existing Application
Agency Organization Administrator:

Confirm that members of your organization have access to application. When you are added to an organization you
are not automatically given permissions to applications that were previously created, you have to be given explicit
permissions for all currently open or previous applications.

Click = View Management Tools under Tools

P e L

Reimbursement Requests My POPOs My Assets 1

M | My Administration | My Organiz:

© Back
5310 Application Menu

Document Information: 5310-2016-smith12314-00005
- Details

.. Period Date |
Info  Document Type Organization Role Curment Status Date Due
5310Apphcaton  Krystal Smih 122 DOT MPD System Administrator Appication In Progress |11/12/2015 - 011012013

021162018 12:00FM PST

@© View, Edit and Complete Forms
Select the View Forms buiton below to view, edit. and complete forms.

© Change the Status

Select the View Status Options button below to perform actions sug) ubmitting applications or request modifications.

gls button below to perform actions such as adding people to this document or viewing the document history.

My Reimbursement Requests My POPOs . My Assets &

My Reports | My Administratic

Q Back
5310 Application Menu - Management Tools
The menu below contains links to the tools that can be used to manage this document. See the description below each fnk for more detail.

Document Information: 5310-2016-smith12314-00005
* Details

Management Tools
(& CREATE FULL PRINT VERSION
Select the link above to create 3 printable version

Select the link above to create 3 bl intable version of the document.

1 ADDIEDIT PEOPLE
Selzct the link above to peg actions such as adding people. changing a security role, or altering people’s active dates on this document.

TL1 STATIIS HISTORY
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AGENCY — ADD USERS TO APPLICATION

Use Person Search, as needed.

Select box next to person you want to update.

Add an Active Date for users that you would like to have access to this application.

Change role, if needed.
Click on SAVE button.

T —

R

- T

Wyliame Wy Applicsbions | My ReimbursementRequests My POROs | My Posets i % g -

My Reports | My Administration | My Organization(s} | My Profile | Lagout

@ Back

5310 Application Menu - People

The functionality on this page will aBow you add, delste or et people on this document,

Use the keyword search function to locata  parsen you would like to add. Select the check box next to the nsme in the search results.

Or, you can unchack the bax nexd to the persan{s) name under the Current People Assigned area to remove pecple.
After you perform your modifications, remember to seisct the SAYE button to save your changes.

D

5310-20168-smith12314-00005

Detailz

Person Search

Erersnameorpsrialeame | [EER]

Current People Assigned

DianeTest
& OhdeTest
Email

Krystal
[ SmithAD
Email

Krystal
[ SHith
Email

Sara Allred
B Email

Herman
¥ Bemal
Email

Sara Alired
Email

Dizna Thas
Email

Organization(s}

Krystal Smith 123 (AGENCY
Autherized Official)

Krystal Smith 123 (AGENCY
Autharized Cffcial)

ADOT Multimodal Flznning Divisian
(AGENCY Organization
Adrministratar)

ADOT Multimodal Planning Division

[AGENCY Organization
Administrator)

ADOT Multimedal Planning Divisian
[AGENCY Vizwer)

ADOT Multiniodal Flanning Division
(AGENCY Viewer)
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AGENCY - COMPLETE AND SUBMIT APPLICATION

G. Agency - Complete and Submit an Application
Click on View Forms to begin filling out the application.

P - e

MyHome My Applications My Relmbu nt Requests 2= = k;'h -

Q Back
5311 Application Menu

Document Information: §311-:2014-MPD-00081
* Details

z Period Date |
Info Document Type  Organization Current Status ate Due

28,2014 - 041112018
5311 Application  ADOT Multmoda Plsning Division ~ AGENCY Authorized ONgial  Applicaion In Progress 300 10" oo oo

@ View, Edit and Complete Forms

mms buttan below 10 view, edit and complete forms,

© Change the Status

Select the View Status Options bition below to perform actions such as submitting applications of requast modifications

Begin filling out all the forms starting at the top.

> 5310 Application - Application Selection through Exhibit G.

» 5311 Application - Program Information through Exhibit G.

» Planning Application - Applicant and Study Information through Local Match Planning.
» Planning Work Program Application — ADOT Work Program Budget.

Make sure you SAVE each form and then go to the next form in the Navigation Links at the bottom of each page.

1. 5310 Forms Screenshot

5310 Application Menu - Forms ]

Plezse complste all required fomms below.

Document Information: 5310-2016-smith12314-00005

Deails
Forms
Satus  Page Name Nate Created By Last Modified By
5310 Application
i APPLICATION SELECTION
(] SUMMARY OF PROJECT AND FUNDING REQUEST(S}
il PROGRAM INFORMATION
5} CVIL RIGHTS
B COORDINATION OF TRANSPORTATION SERVICES
= In-iind Match Vislustion Proposal Ferm
&} REQUIRED CERTIFICATION AND DOCUMENTS
5} Veticles
&} Local aigh
[ ] lick here to Submit Anplication
T —
6} ‘Exhibit A Adrnin
e |
= Grant Agreement | Expinhs
O Grant Aprsemant
5} ‘Signanre Pag for Grant Agresment
(&} Atomey Deteminstion
5} Upload
i} Exhibit A
& Exibit B 5310
(i Eshibic C Responsibility atrix
(] Exhifit D Brocurement
o e
O Eshibit F DBE
(i Eshibit G Insursnce
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AGENCY - COMPLETE AND SUBMIT APPLICATION

2. 5311 Forms Screenshot
5311 Application Menu - Forms

Please complete all required forms below

D fon: 5311-2016--00002
Dstailz
Forms.
Status  Page Name Note Created By
B Program Information 22472018 42045 FM
F: g Program Management 21242018 42645 FM
B System Charzcteristics 21242018 42048 PM

Route Sarvics Charactarstics (7]

= i Sheri Fur
B Vehicies /2472018 4:40:31 FM
2 Sheri Fur Shen Fur
P4 Other Captsl Sequests 22472118 4:41:31 FM 22472018 4:43:08 FM
(i} Flanning
Sheri Furr Sheri Furr
B Budget 20242018 44335 PN 22472018 E:14:53 FM
o B Sheri Fur
B Local Mstch 212412018 5:17:07 FM
Sheri Fur
B Lnen 22472016 5:18:16 PM
) Sheri Furr
Br ‘Safety and Training Programe 2242018 &:19:31 FM
= - Sheri Fur
B Substance Abuse 22472016 5:20:26 PM
3 . Sheri Furr Sheri Furr
B LML RIGHTS 212472016 5:23:27 FM 2242018 5:33:50 FM
= Grant Agreeman: ! Exhibits
[} Grant Agreement
B Signature Page for Grant Agresment
G Atiorney Determination
0O Ugload
0O Exhibi &
0O Exhibit 8 5311
(5] Extibst C Resoonsibility Matrix
O Exhibi D Frocuremen
O Exhiba £ Cwil Rights
i Exhibt F DBE
(] Exhibi G Insurance

3. Planning Forms Screenshot
Planning Application Menu - Forms

Please complete all required forms below.

Document Information: 2019-PA-AA1-00003

»| Details
Forms
Status Page Name Note Created By Last Modified By
Planning Application
(] Avplicant and Study Information
(] Additional Applicant Information

=

Backaround, Purpose. Need and Goals

Local Match Planning

4. Planning Work Program Forms Screenshot

Planning Application Menu - Forms

Please complete all required forms below.

Document 2019-PA-WP-City of Kingman-00001
» | Details

Forms

Status  Page Name Note Created By Last Modified By
Planning Application

¢ Sheri Furr MPD Administration
ADOT Work Program Budget i3

o AR Lo Bregram Bucher 5302019 159:30PM  6118/2019 2:2023 PM

0O Exhibit A Admin
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AGENCY - COMPLETE AND SUBMIT APPLICATION

After all forms are completed, you can either:

Option 1 - Go back to the Application Menu by clicking on the Document Information link.

Document Informationl 2019-PA-AA1-00003 I

Click on the “View Status Options” button under Change the Status.

@® View, Edit and Complete Forms
Select the View Forms button below to view, edit, and complete forms.

Change the Status

Select the View Status Options button below to perform actions such as submitting applications or request modifications.

@ Tools

Select the View Management Tools button below fo perform actions such as adding pecple io this decument or viewing the document history.

Click on “Submit Application” button under Application Submitted to submit the application to ADOT.

- uun

5311 Application Menu - Status Options

Select a button below to execute the appropriate status push

Document Information: 5311-2016--00002
+ | Details

m 1
E APPLICATION SUBMITTED
|

APPLICATION CANCELLED

ANCEL A ATION

or

For 5310 Application Only

Option 2 — On the Forms Menu, under Tools.
Click on Click here to Submit Application.
This link takes you directly to the Status Options page.

= ==

L A - S s ian
Mylome My Appiications | Wy Reimbursement Requests © = x

e =

My Organizations) | My Profi | Logout

@ Back
5310 Application Menu - Forms
E

Document Information: 5310-2016-smith12314.00005
Demle

Last Modified By

APPLICATION SELECTION

1
[u] SUMMAFY OF FROJECT AND FUNDHNG REQUEST(S:
|

O EEQGRAM INFORMATION
] CIVIL RIGHTS.

G COORDNATION OF TRANSEORTATION SERVICES

Ll In-Kind Match Valuztion Proposal Form

REQUIRED CERTIFICATION AND DOCUMENTS

Venigies

(
\
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AGENCY - COMPLETE AND SUBMIT APPLICATION
Click on Submit Application.

- oL

5311 Application Menu - Status Options

Select a button below to execute the appropriate status push

Document Information: 5311-2016-00002
+ Details

APPLICATION SUBMITTED

APPLICATION CANCELLED

(
\
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AGENCY - 5310 NOTICE OF AWARD

H. AGENCY -5310 Notice of Award

Users with the following User Roles may accept or appeal the award in E-Grants:
» AGENCY Authorized Official
» AGENCY Financial Officer
» AGENCY Organization Administrator
» AGENCY Grant Writer

Once logged in, click on the My Applications tab.

i R S
HyHome  MyApplications My Reimbursement Requests -2

. Instructions:
Welcome Authorized Select the SHOW HELP button above for detailed instructions on the following
AGENCY Authorized Official

> Applying for an Opportunity
== J chance wy Picire » Using System Messages

> Understanding your Tasks
> Managing your awarded grant

Hello Authorized, please choose an option beiow,

After you have navigated to your application, Under View, Edit and Complete Forms, Click on View Forms.

Click on Exhibit A link to review your award.

Grant Agreement / Exhibits

Grant Agreement

Signature Page for Grant Agreement
Aftorney Determination

Upload

Exhibit A

Exhibit B 5310

Exhibit C Responsibility Matrix

IPEEEFEE R

Contact your Program Manager if you see issues with the Exhibit A.

If accepting the award, go back to the Application Menu, Under Change the Status, Click on VIEW STATUS
OPTIONS.

Under PROCESSING AWARD, click on ACCEPT AWARD - RETURN TO ADOT.

Possible Statuses
PROCESSING AWARD

[ ACCEPT AWARD - RETURN TO ADOT |

—
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AGENCY - 5311 FINAL BUDGET / PREP FOR REIMBURSEMENTS

I. AGENCY - 5311 Final Budget Set-up / Prepare for Reimbursements

Grantees will be allowed to modify budget line items within the ALl category, based on the notice of award, but cannot
change the Total Request dollar amounts. The 5311 grantee will be required to modify the Final Budget column to fit
the award.

If Intercity was requested, the Grantees should also update the Intercity percentage if the award was different than
what was requested.

1.

5311 Finalize Budget

The application must be in Finalize Budget status.

Users with the following User Roles may complete and submit the Final Budget in e-Grants:

» AGENCY Authorized Official

> AGENCY Financial Officer

» AGENCY Organization Administrator

Once logged in, click on the My Applications tab.

{ : Instructions:
y Welcome Authorized Selectthe SHOW HELP button above for detailed instructions on the following
> AGENCY Authorized Official = Applying for an Opportunity
== change My Picture > Using System Messages

= Understanding your Tasks

= Managing your awarded grant

Hello Authorized, please choose an option below.

Click on View Forms.

@ Back
5311 Application Menu

Document Information: 5311-2014-MPD-00081
- Details

Period Date |

Info DocumentType  Organization Current Status oo h e

02/26/2014 - 0411/2016

5311 ADOT Planning Division AGENCY Official Notice of Award 04/11/2015 11:59PM PST

@ View, Edit and Complete Forms
Select the View Foris button below to view, edit, and complete forms.
ionns] <

© Change the Status

Select the View Status Options button below to perform actions such as or request
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AGENCY - 5311 FINAL BUDGET / PREP FOR REIMBURSEMENTS

Click on Budget Form.

Forms

Status

¥ E B 0 0 ©

Page Name

Program Information
Program Management
System Characteristics
Route Service Characteristics
Vehicles

Other Capital Requests

Planning

Budgsl‘

Local Match

Unian

2. Awarded Budget Summary Report

Note Created By

Sara AQ
2126/2014 9:22:35 AM

Bara AQ
2/26/2014 9:28:48 AM

Bara AQ
2/26/2014 9:41:20 AM

Bara AQ
2/26i2014 35412 AM

Sara AQ
2/26/2014 10:10:52 AM

Bara AQ
2/26/2014 10:14:42 AM

Sara AQ
2126/2014 10:42:47 AW

Sara AD
2126/2014 11:01:14 AW

Last Modified By

Sara AC
2126/2014 9:24:27 AW

Sara AC
2126/2014 9:50:00 AM

Sara A
2/26/2014 3:58:51 AM

Sara AC
2126/2014 10:21:17 AW

adotOrgAdmin TestUser
12/2/2014 1:21:26 PM

Click on the Awarded Budget Summary link on the Budget form to view the award.

Match Ratio T‘:’f'\,m";“ Federal Request | Local Match

Administration Request 80/20 $414,368 $331,494 $82,874 | Admin Ratio: 14.52%

Operating / 58142 $2,439,690 $1,415,020 $1,024,670

Intercity Request / 58142 $0 $0 $0

Capital Reguest / 80120 $1 $1 0

Planning Request / 80120 $1,000,000 $800,000(  $200,000

Total Request $3,854,059 $2,546,515| $1,307,544

Awarded Budget Summal

Revised
Total Request Final Budget | Federal | Local
ADMINISTRATION BUDGET ‘:2 YE:(;“;S {ZBY"E';?ﬁE; :xl\:ln;nsgsz Reqi:;t Maten | Subcontracted?
The link will open a PDF report with the Awarded Budget Summary:

Fund Type Match Ratio Total Award Fed Award Local Match
Administration 80 $ 415,000.00 $ 332,000.00 $ 83,000.00
Operating 58 $2,439,655.17 $ 1,415,000.00 $ 1,024,655.17
Planning 80 $ 1,000,000.00 $ 800,000.00 $ 200,000.00
Capital $ 6,250.00 $ 5,000.00 $ 1,250.00

Grand Total:

$ 3,860,905.17

$ 2,552,000.00

$ 1,308,905.17

(
\
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AGENCY - 5311 FINAL BUDGET / PREP FOR REIMBURSEMENTS

» Update the Final Budget column based on award of Administration and / or Operating / intercity.
> Reimbursement Requests will display line items based on the order entered on the Budget form.

> Save the updates and verify the dollar amounts on the Requested Budget Summary section matches the
Awarded Budget Summary dollar amounts.

» Update your intercity % to match the award. If you did not receive an intercity award, it is O or if you
only receive intercity it is 100%.

» SAVE all changes.

Awarded Budget Summary

Year 1 Year 2 Final Budget

Federal | Local
ADMINISTRATION BUDGET Request Request || (AWARDED) |Request Match; | Subcontractens
= T B ~ N Please specify if other:
[Administrative Staft v | $100000]  s200.00f]] bste0.000[540000| O ves Ono
[f — T g0l <Al N . Please specify if other:
If applying for Intercity funds, what percentage of your Operating Budget is for Intercity Operations? ' &
Year 1 Year 2 Final Budget | Federal | Local
Request Request {AWARDED) | Request | Match Subcontracted?
- ) ) i e Please specify if other:
|Dlspatcher(s) v| | $200,000 | $300.000 | $200,000 $116,000|584.000] O ves ONo |
I anll I s Plaace anarifu if nthar

Other items that may be needed:

1. Contracts- All Exhibits should have the bottom box checked, particularly the Exhibit H which appears when
the Grant Agreement is saved.

2. Grant Agreement signature posted to Upload Page.
3. Attorney Signature posted to Upload Page.
4. Other Capital Requests. Check with ADOT Program Manager first for permission, otherwise do NOT change.

Last step:

Change the Status. Update the status to Budget Finalized Return to ADOT. Applicant has 10 days to appeal and/or
to update budget and notifies ADOT when they are complete by changing the status.

Fossible Statuses
BUDGET FINALIZED

RETURM 10 ADOT
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AGENCY PLANNING NOTICE OF AWARD

J. AGENCY - Planning Notice of Award

Users with the following User Roles may accept or appeal the award in E-Grants:

» AGENCY Authorized Official

» AGENCY Financial Officer

» AGENCY Organization Administrator
» AGENCY Grant Writer

Once logged in, click on the My Applications tab.

) | Instructions:
V Welcome Authorized Selec te SHOW HELP bution above for detailed instructions on the following
A > Applying for an Opportunity

== Change i Piciure » Using System Messages
> Understanding your Tasks

» Managing your awarded grant

Hello Authorized, please choose an option below,

After you have navigated to your application, Under View, Edit and Complete Forms, Click on View Forms.

Click on Exhibit A link to review your award.

Planning Application Menu - Forms

Please complete all required forms below.

Document 2019-PA-WP-Central Yavapai Metropoli-00008
) Details
Forms
Status  Page Name Note Created By Last Modified By
Planning Application
5 Ted BarringerPM Ted BarringerPM
ADOT Work Program Budget
& At Prpan S 71201991855 AM  7/11/2019 9:25:07 AM
Review
; Ted BarringerPM DOT Planner
B 712019 11:18:42AM  7/11/2019 11:23:07 AM

Go back to the Application Menu, Under Change the Status, Click on VIEW STATUS OPTIONS.
Subrecipient can either Appeal or Accept Award. Click on your selection.

Accept Award will auto-advance to CREATE PURCHASE ORDER.

Planning Application Menu - Status Options

Select a button below to execute the appropriate status push.

Document Information: 2019-PA-WP-Central Yavapai Metropoli-00008

» | Details

Possible Statuses
CREATE PURCHASE ORDER

[ACCEFTAvARD]

APPEALED

If award is appealed, work with your Program Manager to resolve.
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AGENCY - 5310 BUDGET MODIFICATIONS AFTER SUBMIT

K. AGENCY - 5310 Budget Modifications After Submit

L. 5310 applicants will view their award on the Exhibit A form. Budget modifications must be done by completing the
Award Modifications process.
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AGENCY/ADOT - 5311 BUDGET MODIFICATIONS AFTER SUBMIT

M. AGENCY/ADOT - 5311 Budget Modifications After Submit

Status is Budget Modifications Needed

1. Agency Budget Modifications
The following roles may modify the application during this status:
> AGENCY Authorized Official
» AGENCY Grant Writer
» AGENCY Organization Administrator
> AGENCY Attorney
» AGENCY Financial Officer

Grantee updates the Revised Budget column on the Budget page of the application. The Grantee may also make
changes to the Local Match page, and project pages.

Go back to Application Menu and click on VIEW STATUS OPTIONS under Change the Status.

Click on Return to ADOT under Processing Award.

You will be required to agree to Agreement Language:

I agree to complete budget modifications and the local match required. | have the authority to make this change for
my agency.

Grantee notifies the DOT Program Manager when complete.
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AGENCY AWARD MODIFICATIONS

N. Agency Award Modifications

The Agency will receive an email notification from the Program Manager notifying them of the award
modifications needed.

Application status is Subrecipient Award Modifications Needed.

If the agency is adding a new request, they may need to complete this process twice. Once to enter the new request
and a second time to update awarded amounts.

Agency Organization Administrator, Agency Authorized Official, Agency Financial Officer:
Note: Do not delete any lines that have been awarded.
Update the following 5311 forms as instructed:

» Budget
o lgnore the Revised Budget 2 Year column.
o Update the Final Award column.

Local Match

Vehicles

Other Capital Requests

Planning

YV V V VY

System Characteristics
o Update Fare Revenue as needed.

Note: When adding new capital or planning lines make sure to resave the Budget page in order to pick up the
changes on the Grant Administration pages.

or
Update the following 5310 forms as instructed:

Summary of Project and Funding Requests
Local Match forms

Capital

Operating Request

Vehicles

YV V VYV Y VY

Regional Mobility Management Project Request
or

Update the following Planning Work Program form as instructed:

» ADOT Work Program Budget
or

Update the following Planning form as instructed:

» Applicant and Study Information
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AGENCY AWARD MODIFICATIONS

Change status to ADOT Award Modifications Needed. Button will say Return to ADOT.

For 5310 & 5311:

Application status automatically displays as Award Modifications Needed.

For Planning

Application status automatically displays as Processing Award.
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5311 AGENCY REIMBURSEMENT REQUEST PROCESS

0. 5311 Agency Reimbursement Request Process

1.

Initiate a Reimbursement Request.

The Reimbursement Request can be initiated after ADOT has created the Purchase Order and when the Parent
Application (5311) has been changed to Active Grant status. There can only be one Reimbursement Request
processed at a time, but if the first Reimbursement Request has been approved and submitted for payment, a
second one may begin its life and start going through the process steps.

The Reimbursement Request holds two pages, the Reimbursement Request and the FTA Payment/Payment
Approval (Only viewable by ADOT) page. The Reimbursement Request is completed by the Subrecipients and
the FTA Payment page is completed by ADOT and follows an approval process.

Initiating and Submitting Roles:

e Agency Organization Administrator
e Agency Authorized Official
e Agency Financial Officer

From the Application Menu, click the View Related Items button under Contracts, Invoices, & Reporting

5311 Application Menu

Document Information: 5311-2014--00025

~ Details

Period Date /
Date Due

i < . 2 A 02/26/2014 - 0411142014
5311 Application Reglonal Public Transportation Authority  AGENCY Organization Administrator  Active Grant 04/11/2014 5 DOPM PST

Info Document Type Organization Role Current Status

@ View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms

© Change the Status

Selectthe View Status Options button below to perform actions such as submitting applications or request modifications.

© Tools

Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document history.

@ Contracts, Invoices, & Reporting
Select the View Related ltems button below to view related items such as claims, messages, etc.

[vewseaED gEns
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5311 AGENCY REIMBURSEMENT REQUEST PROCESS

Next, click on Initiate a/an October 5311 RR link. (Select the Month you are requesting reimbursement for.)

Document Type

Name Current Status

5311 Reimbursement
Request

5311 Reimbursement
Request

Period Date / s Last Modified
Date Due R By

Initiate a/an Movember

5311 RR

Initiate a/an October
5311 RR

When you initiate the Reimbursement Request, E-Grants creates the Reimbursement Request Forms and takes
you to the Reimbursement Request Menu. Current status is Reimbursement Request in Progress.

From the Reimbursement Request Menu, click the View Forms button under View, Edit and Complete Forms

@ Back
5311 Reimbursement Request Menu

Document Information: 5311RROct-2015--00180
Parent Information:  5311-2014--00025
= Details

i !
info Document Type Organization Role Period Date

Current Status Date Due
5311 Reimbursement

Request

Regional Public

AGENCY Organization
Transportation Authority

Reimbursement Requestin  12/08/2014 - 01/20/2015
Administrator

Progress 01/15/2015 12:.00PM PST

@® View, Edit and Complete Forms

Selectthe View Forms button below to view, edit, and complete farms.

Then click the Reimbursement Request form

@ Back
5311 Reimbursement Request Menu - Forms

Please complete all required forms below.

Document Information: 5311RROct-2015-00180
Parent Information: 5311-2014-00025

¥ | Details

Forms
Status Page Name Note Created By Last Modified By
@ Reimbursement Request

12192014 11:49:40 AM
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5311 AGENCY REIMBURSEMENT REQUEST PROCESS

Did the form populate with your Approved Budget dollars? If not, cancel your reimbursement request and let
your ADOT Program Manager know. --You will need to finalize your budget in the application.

$19,708.00 Cves O No

$15,678.00 % | Cyes 0 No

The Billing Period Month and Year will auto-populate for you.

E-Grants will generate the Invoice Number for you. The Invoice Number may be modified if you prefer to utilize
an invoice number generated from your agency’s internal system. Invoice Number is limited to 30 characters.

Billing Period: | =

Invoice Number: I

Invoice Date:

Enter the dollar amounts you are requesting reimbursement for in the Reimbursement Requests column. Start
with Administration and continue entering dollar amounts for Operating / Intercity, Capital, etc.

2012.43 $19,708.00 % | ves U No
1486.00 $15,678.00 %[ ves ' No

Enter Fare Revenue for Operating / Intercity. This can include Advertising Revenue. It is your agency’s choice.
This is a required field and entering zero is acceptable.

Costs )

Revenue Earned ie Fares $4.580.00+
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5311 AGENCY REIMBURSEMENT REQUEST PROCESS

For Administration and Operating / Intercity funds, select Project Complete when you are fully finished billing for
the section. Most commonly, done at the end of the grant year.

I $5,000.00 | $45,00000 |  $50,00000|  10.00%
] 5200000 | 523,00000 |  $25,000.00 5.00%

Project
‘Operating / Intercity Match i Contract Approved % Complete
funds Ratio | ReimbursementRequests | &\ myjative | B31ANCE | gugget Expended | - o

Driver Salaries ssra2 ([ $8,000.00 | $202,000.00| $300,000.00 267%
Fringe Benefits 50142 |:| $10,000.00 | $140,000.00|  $150,000.00 5.57%

For Capital and Planning sections, select Project Complete when you are fully finished billing for a project
anytime during the year.

" Contract Approved | % Project
Reimbursement Requests c lati Balance Budget E jed | C i
10 20978.60 5$21,600.00 % | @ yes " No

$0|$10,000.00 |  $10,000.00 0.00% | Oves ONo

Click on SAVE.

Ignore error messages for now. Verify the calculated dollar amounts match what you expected.
Attach back-up document and please follow these guidelines:

» Backup Documentation is required.

Your information has been saved and the following Page Error(s) have
been found.
» Please attach Back-up Documentation.

» Include the word ‘Back-up’, your agency name, and billing month/year in the document name.

> You can upload multiple back-up documents.

> Include accounting information that documents the expenditures and back-up documentation for
capital purchases. Please coordinate with your PM.

ATTACH BACK-UP DOCUMENTATION , _ Browse.. |[IDELETE
18152-KrystalSmithJan2015BackupDoc File. pdf

ATTACH BACK-UP DOCUMENTATION " Browse...
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5311 AGENCY REIMBURSEMENT REQUEST PROCESS

Cash Match is what you paid using your funds. Please list the source of the funds.

$7,620.00

[Xe |

Total Cash Match

Total Cash Match + Billing Period In-Kind Match Total should be equal or greater than the Total Local Share.

FINANCIAL SUMMARY BLOCK Monthly Total Cost | Contract Cumulative | Balance Approved Budget | Percent Expended
Total Costs $22,700.00 $22,700.00 §753,425.00 $776,125.00 2.92%
Total Local Share $7,620.00 $7,620.00 $283,152.50 $290,772.50 2.62%
Total Federal Share Payable to Recipient $15,080.00 $15,080.00 $470,272.50 $485,352.50 3.11%

In-kind Match must be pre-approved. Billing Period Total Match Paid should be equal or greater than the Total
Local Share.

Update screenshot

$1.000.00 per
month

§1,000.00 Operating | donation In-Kind $12,000.00

$12,000.00

Total In-Kind match approved $12,000.00
Total In-Kind Expended to date $1,000.00
Remaining Balance In-Kind $11,000.00
Billing Period Cash Match §7.620.00
Billing Period Total Match Paid $3,620.00 I

If you receive the following message, confirm that the Billing Period Total Match Paid equals or exceeds the
Total Local Share.
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5311 AGENCY REIMBURSEMENT REQUEST PROCESS

(Dpage Error(s)

The Billing Period Total Match Paid must equal the amount in the Total Local Share Monthly
Cost.

Follow the link to enter your reporting data into the LPA contract reporting tool.
After you complete your entry in the DBE System, then check the box next to | Agree.

Please canfirm, as part of the DBE program, all cantract payments invoiced have been entered in LPA system.
hitps:Marizonalpa. dbesystem.com/

¥ | Agree®

Enter any needed comments.

Then certify your entries by selecting | Agree.

As required by 2 CFR 200.415, by checking the box below, the grantee is signing this report.

| certify to the best of my knowledge and belief that the repert is true, complete, and accurate, and the expenditures, disbursements and cash receipts are
for the purposes and objectives set forth in the terms and conditions of the Federal award. | have engaged in local and regional coordination activities to
the best of my ability. | am aware that any false, fictitious, or fraudulent information, or the omission of any material fact, may subject me to criminal, civil or
administrative penalties for fraud, false statements, false claims or otherwise. (U.S. Code Title 18, Sectien 1001 and Title 31, Sections 3729-3730 and 3801-
3812). Supporting documentation shall be available to auditors andior ADOT representatives upon request and if required, pursuant to contract clause 2.r,
provided as an attachment.

1 Agree*
COMMENTS

Enter anyl comments needed here.

31 of 3000

SAVE and recheck all fields. Double check your Reimbursement Request and Match.

Reimbursement Performance Data

Starting the 2018 application cycle, subrecipients are required to complete this additional form on the
Reimbursement Request.

Click on View Forms.

@® View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.

VIEW FORMS b

Click on Reimbursement Performance Data.
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5311 AGENCY REIMBURSEMENT REQUEST PROCESS

Forms
Status Page Name Note
P Reimbursement Request

j Reimbursement Performance Data %

This information is required for NTD Reporting. Please adhere to the guidelines below for completing this form.
The guidance material can also be found in the Show Help of the Performance Data form.
Guidance from NTD

Subrecipients must first report their direct costs, or costs that can be easily attributable to one mode, to the
respective mode/TOS. Afterwards, for their indirect or shared costs, they can use an allocation method (i.e.
allocate by VRM). The excerpt from the policy manual is as follows:

“Transit agencies must report costs associated with transit service, including direct and indirect expenses. Direct
costs are expenses that agencies incur for a specific mode or service. Common examples of direct costs are:

> Labor expenses for operators who work on one mode of transportation

> Tire and tube expenses for directly-operated motor bus vehicles

> Schedule printing costs for a commuter bus service operated under a purchased transportation contract

> Diesel or gasoline expenses if transit agencies track fuel consumption by vehicle and the vehicles are

operated on only one mode of service.

Different modes of service share indirect expenses. Overhead expenses are a common example of indirect costs
and typically include:

> Salary expenses for the general manager who is responsible for the provision of transit services

> Expenses for printing tickets, passes, and smart cards that can be used to ride bus or rail transit

> Outside audit services to meet state and local requirements for a transit agency that provides multiple
modes of service

» Building maintenance expenses for an administrative building

Transit agencies must report all costs related to their services. Additionally, agencies must accurately report
direct costs—transit agencies may allocate indirect/shared costs to each mode and type of service.”

Passenger-Paid Fares vs. Organization-Paid Fares

Passenger-Paid Fares capture direct type fares traditionally considered as passenger fares.
Examples:
Full Adult Fares, Senior Citizen Fares, Student Fares, Child Fares, Fares for Individuals with Disabilities, No-show

Fines

Organization-Paid Fares capture fares earned from organizations for providing transit service.
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Examples:

Universities, State and Local Government, Reduced Fare Reimbursements, Special Route Guarantees, Other
Special Contract Transit Fares
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Sponsored Trips
> Sponsored service is paid, in who or in part, directly to transit provider by a third party.

» These services may be offered by transit providers as part of a coordinated Human Services
Transportation Plan.

» Common sponsors include the Veterans Administration, Medicare, sheltered workshops, the Association
for Retarded Citizens-Arc, Assisted Living Centers, and Head Start programs.

» Sponsored Trips are a subset of total UPT.
=  Total UPT = Non Sponsored UPT + Sponsored UPT

Data from the Reimbursement Request is populated into this form in the following areas:
> Performance Data by Mode — Fare Revenue Reported for the Month

> Expenses Reported for the Month — Admin, Operating, Preventive Maintenance, and Other Capital

Performance Data by Mode Section — Performance Data Total Fare Revenue must equal Fare Revenue Reported
for the Month.

REIMBURSEMENT PERFORMANCE DATA

L My e ] | $5000] | | $50.00]

Cr e JiCe g ] [ $100.00]

$100.00|

(NS O S O U § [ sioow]

$100.00]

(IS ) N B A | I |

gy 4 4 4 4 $250.00 $250.00

e Data Total Fare Revenue $§500.00
$500.00
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The Expenses Reported for the Month must equal the total of Direct Expenses by Mode and Allocated Expenses

by Mode.

Expenses Performance
Reported Expenses

Total Total

Direct Expenses by Mode - THIS MAY NOT BE ALLOCATED

Preventive
Operating Maintenance

Other Capital

$25000]| [ $500.00] $250.00]
[ s2s000]| [ sse000]| [ s2s000] | |
[ s2s000]| [ s499.00| [ s$25000]| [ $100.00]
[ s2a900]| [_s25000] | [ s249.00]| [ s100.00]
TOTALS $993.00 $1.749.00 $999.00 $250.00

$3,997.00

Allocated Expenses by Mode

Preventive
Maintenance

Other Capital

$250.00]

| )| | )| [sww)| [0
| )| | )| | | ]
[ )| C==m9| | =%
e R

$1,503.00

COMMENTS

QOof 1500

3. Submit Reimbursement Request

Go back to the Reimbursement Request Menu. You can do so by clicking on the Document information link.

@ Back

Document Informationl 5310RRJun-2018-smith12314-00045 I

Parent Information: 5310-2017-smith12314-00004

¢ Details
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Select the View Status Options button under Change the Status.

@ sack
5311 Reimbursement Request Menu
Document Information 5311RROct-2015-00180

Parent Information® 5311-2014--00025
Details

s Period Date |
Info Document Type Organization Role Current Status. Date Due
5311 Reimbursement Reaional Public AGENCY Organization Reimbursement Requestin  12/08/2014 - 01/30/2015
Request Ti Authority Progress 01M5/2015 12:00PM PST

@® View, Edit and Complete Forms
Selectthe View Forms button below to view, edit, and complete forms.

© Change the Status

gptions button below to perform actions such as submitting applications or request modifications.

Then press the Apply Status button under Reimbursement Request Submitted.

Possible Statuses
REIMBURSEMENT REQUEST SUBMITTED
APPLY STATUS

REIMBURSEMENT REQUEST CANCELLED

NOTE: Once the Reimbursement Request is submitted, changes are no longer allowed to the Reimbursement
Request forms. Once the Reimbursement Request status changes from Reimbursement Request Submitted to
Submitted for Payment or Paid, you can initiate a new reimbursement request.

4. Cancel a Reimbursement Request.

Once a Reimbursement Request has been initiated and has a status of Reimbursement Request in Progress, the
Subrecipient has the option to cancel the reimbursement request. This is done by going to the Reimbursement
Request Menu, select the View Status Options button under Change the Status.
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© sack
5311 Reimbursement Request Menu

Document Information: 5311RROct-2015-00180

Parent Information- £311-2014-00025
* Details

infoDocument Type Organization Role

Period Date |
Current Status Date Due
5311 Reimbursement Reagional Public AGENCY Organization Reimbursement Requestin  12/08/2014 - 01/30/2015
Request I Authority ini

Progress 01/15/2015 12:00PM PST

@ View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.

© Change the Status

ﬁmu bution below to perform actions such as submitting applications or request modifications

Then press the Apply Status button under Reimbursement Request Cancelled.

Possible Statuses
REIMBURSEMENT REQUEST SUBMITTED

Once you have cancelled a reimbursement request, the system will allow you to initiate another reimbursement
request for that same period.
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P. 5310 & Planning (FTA Only) Agency Reimbursement Request Process

There are two types of Planning applications. One is for requesting 5304/5305 Transit funds and the other is for the
FHWA Planning WP. At this time, both 5304/5305 Transit funds and FHWA Planning WP reimbursements will be
processed through the Planning WP application.

1. Initiate a Reimbursement Request.

The Reimbursement Request can be initiated after ADOT has created the Purchase Order and when the Parent
Application (5310) has been changed to Active Grant status. There can only be one Reimbursement Request
processed at a time, but if the first Reimbursement Request has been approved and submitted for payment, a
second one may begin its life and start going through the process steps.

Initiating and Submitting Roles:

e Agency Organization Administrator
e Agency Authorized Official
e Agency Financial Officer

From the Application Menu, click the View Related Items button under Contracts, Invoices, & Reporting

W uaun

5310 Application Menu

Document Information: 5310-2017-smith12314-00004

Detalls
o Period Date /
Info DocumentType  Organization Role Current Status  Period D:
5310 Applicaion Krystal Smith 1234 DOT MPD System Administrator Active Grant 1201 - 011R9

0216/2020 12:00PM PST

@ View, Edit and Complete Forms

‘Select the View Forms button below to view, edit, and complete forms.
TEW EORMS

© Change the Status

Selest the View Status Options button below to perform actions such as submitting applications or request modifications.
VIEW STATUS OPTIONS

© Tools

‘Select the View Management Tools button below to perform actions such as adding peaple to this document or viewing the document history.
[ENAARAGEMENTTOOLS,

@ Contracts, Invoices, & Reporting

Select the View Related Items bution below to view related items such as Coniracts, Invoices, Reporting, and system messages.
[ VIES RELATED ITEMS

Next, click on Initiate a/an Reimbursement Request 2017 link.

5310 Application Menu - Related Items

The various sections below can link to items that are associated with this document.

Document Information: 5310-2017-smith12314-00004
Details

Related Documents

Sort search results by: Filter by Document Type: l:l [sa]
Period Date / =
Document Type Name Current Status Date Due Created By Last Modified By
Reimbursement Initiate a/an Reimbursement
Request Request 2017
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When you initiate the Reimbursement Request, E-Grants creates the Reimbursement Request Forms and takes
you to the Reimbursement Request Menu. Current status is Reimbursement Request in Progress.

From the Reimbursement Request Menu, click the View Forms button under View, Edit and Complete Forms

Q Back
Reimbursement Request Menu

Document Information: 5310RRJun-2018-smith12314-00045
Parent Information: 5310-2017-smith12314-00004

- Details
Info Document Type Organization Role Current Status B:‘t]:gl?em“
Reimb tRequest Kiystal Smith 1234 AGENCY O i R nent Request in Progress mﬁ' NiA
@ View, Edit and Complete Forms
Select the View Forms button below to view, edit, and complete forms.
Then click the Reimbursement Request link.
Q) Back
Reimbursement Request Menu - Forms
Please complete all required forms below.
Document Information: 5310RRJun-2013-smith12314-00045
Parent Information: 5310-2017-smith12314-00004
Details
Forms
Status Page Name Note Created By Last Modified By
Reimbursement Request
< DianeTest OhdeTest MPD Administration
o Reimbursement Raquest 4{4/2018 223:37 PM 412012018 11-09:09 AM

Select the Billing Period Month/Qtr and Year you are billing for.

E-Grants will generate the Invoice Number for you. The Invoice Number may be modified if you prefer to utilize
an invoice number generated from your agency’s internal system. Invoice Number is limited to 30 characters.

| CHECK GLOBAL ERRORS |
REIMBURSEMENT REQUEST lesz amoere]

Instructions:

- For the service period, include the entire month or quarter for the reimbursement you are requesting.
- E-Grants will auto-fill the invoice number for you or you can update with your internal Invoice #

- The Reimbursement Request Amount should include the total paid, not just the federal portion.

- ADOT Procured items will not display on this form.

- Any Adjustments for prior reimbursements should be documented in the comments section with supporting documentation.

Local Match Instructions

- Enter the cash match expended by source with the source identified
- All In-kind match must be approved by ADOT during the award process.
- Enter the in-kind match units (ie. Volunteer hours or sq ft. etc..) expended this billing period only.

Agency Name:  Krystal Smith 1234 Billing Period: 2018 v
Grant Award Year: 2017 Grant Program: 5210 | Invoice Number:  |1718KRY5310-06
Warrant Number: Invoice Date:
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Enter the total dollar amount you paid in the Reimbursement Requests column, and not the federal portion you
are expecting. The federal portion will calculate for you upon SAVE. When you see multiple lines for Project
Title, e.g. SU MM Capital and SU Operating, that means multiple funding sources have been used. Please always
request reimbursement for the line items in the order they are displayed.

The Fares/Deduction column is only used for Operating. This can include Advertising Revenue. It is your
agency’s choice. This is a required field for operating and entering zero is acceptable.

The Project Complete column is required. If there is an asterisk displayed, that means that the setting was
marked Yes at one time. Yes answers will be carried forward o future reimbursement requests.

Fed
Maich Reimbursement Fares/ Total Confract Award % Federal  Local Match Project

Project Tile Ration Request Deduction Request Cumulaive  Balance Amount Expended  Portion Portion Complete
SU Technology 90% $2,000.00 $2,00000 $2,000.00| $48.000.00 $50.000.00 4% $1,800.00(  s20000] OYes @ Mo
SU MM Capital 30% $500.00 ss0000|  ss00.00] $2,000000 $2500000 20% s400.000  sioooo Oves ®No
SU MM Capital 30% 50 $0| $73.750.00) $73.75000 0% $0) 50| Oves @No
SU Operating 50% $1,000.00 $50.00 $950.00(  $950.00| $79.050.00| $30.00000 1% 547500 847500, OYes @ No
SU Operating 50% $0 50| 50| $150,000.00/ $180,000.00] 0% $0) 50| Oves @No
Totals| $3,500.00) $50.00]  $3,450.00] _ $3,450.00] $362,800.00] $386,250.00] 1% $2,675.00] __ S775.00)
Click on SAVE.

Ignore error messages for now. Verify the calculated dollar amounts match what you expected.
Attach back-up document and please follow these guidelines:

» Backup Documentation is required.

QYour information has been saved and the following Page Error(s) have
been found.
# Please attach Back-up Documentation

» Include the word ‘Back-up’, your agency name, and billing period/year in the document name.
» You can upload multiple back-up documents.

» Include accounting information that documents the expenditures and back-up documentation for
capital purchases. Please coordinate with your PM.

ATTACH BACK-UP DOCUMENTATION : Browse.. |[IDELETE
18152-KrystalSmithJan2013BackupDoc File. pdf

ATTACH BACK-UP DOCUMENTATION Browse. ..
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Cash Match is what you paid using your funds. Please list the source of the funds.
Your Approved Indirect cost Allocation Rate is displayed from your application.

In-Kind Match must be Pre-Approved. Approved amounts are displayed.

_ 200k

[ smrs00] ||
| | |
| | |l
l ] |l

$775.00 Total Cash Match

‘ $0 MAG Mobility Management Time $10,000.00
S0 MAG Mobility Management Year 2 | Time $10,000.00

Total $0

Total In-Kind match approved $20,000.00

Total In-Kind Expended to date S0

Remaining Balance In-Kind $20,000.00

Billing Period Cash Match §775.00

Billing Period Total Match Paid $775.00

Total Cash Match + Billing Period In-Kind Match Total should be equal or greater than the Total Local Match
Portion in the Reimbursement Request Section. Otherwise, you will receive the following message:

Your information has been saved and the following Page Error(s) have been
found.

I+ The Total Cash Match Expended must be equal or greater than the Total Local Match Portion
Requested.

Fill in the two columns and press SAVE. All fields are required. Enter zero where applicable.

Total Project Miles = Project Revenue Miles + Deadhead Miles

* Passenger Trips Cost/Pass. Trip:  $975.00 | * Volunteer Drivers (people)

* Project Revenue Miles Cost/Mile: 5975.00 | * Personal Vehicles in Service
* Deadhead Miles Cost/Serv. Hr: 30 | * Major Incidents
* Total Project Miles Passenger/Mile: 1.00 | * Maijor Injuries

*\ehicle Service Hours Passenger/Srv.Hr: 1.00 | * Fatalities

A0

* Fare Revenue

—

—'
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Follow the link to enter your reporting data into the LPA contract reporting tool. A new window will open to the
DBE System.

After you complete your entry in the DBE System, then check the box next to | Agree

Flease confirm, as part of the DBE program, all contract payments invoiced have been entered in LPA system.
hitps:ifarizonalpa.dbesystem.com/

¥ 1 Agree*

Enter any needed comments.

Then certify your entries by selecting | Agree.

| ceriify to the best of my knowledge and belief that the report is frue, complete, and accurate, and the expenditures, disbursements and cash receipts are
for the purposes and cbjectives set forih in the terms and conditions of the Federal award. | have engaged in local and regional coordination activities to
the best of my ability. | am aware that any false, fictitious, or fraudulent infermation, or the omission of any material fact, may subject me to criminal, civil or
adminisirafive penalties for fraud, false statements, false claims or otherwise. (U.S. Code Title 18, Section 1001 and Title 31, Sections 3729-3730 and 3301-
3812). Supporiing documentation shall be available to auditors andior ADOT representatives upon request and if required, pursuant to contract clause 2.r,
provided as an attachment.

1 Agree

COMMENTS
Enter any needed comments here

31 07 3000

SAVE and recheck all fields. Double check your Reimbursement Request and Match.

Option 1 — Change Reimbursement Status

Click on Click here to access the Status Change page.

Agency Name: Krystal Smith 1234 Billing Period: lOctober .4 | 2020 v \ Click here to access the Status Change page.
Grant Award Year: 2020 Invoice Number:

Grant Program: 5310 2021KRY5310-01 |

Warrant Number: Invoice Date:  Jan 13, 2020

Option 2 — Change Reimbursement Status

Go back to the Reimbursement Request Menu. You can do so by clicking on the Document information
link.

Q Back
Document Informationl 5310RRJun-2018-smith12314-00045 I

Parent Information: 5310-2017-smith12314-00004
Details
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Select the View Status Options button under Change the Status.

@ Back
Reimbursement Request Menu

Document Information: 5310RRJun-2018-smith12314-00045
Parent Information: 5310-2017-smith12314-00004
Details

info Document Type Organization Role Current Status Ez?:)&?:m

Reimbursement Request  Krystal Smith 1234 AGENCY Organization Administrator ~ Reimbursement Request in Progress :jﬁ'w"\

@® View, Edit and Complete Forms

© Change the Status

Select the View Status Options button below to perform actions such as submitting applications or request modifications.
VIEW STATUS OFTIONS

Then press the Apply Status button under Reimbursement Request Submitted.

Q Back
Reimbursement Request Menu - Status Options

Select a button below to execute the appropriate status push.

Document Information: 5310RRJun-2013-smith12314-00045
Parent Information: 5310-2017-smith12314-00004
Details

Possible Statuses
REIMBURSEMENT REQUEST SUEMITTED

REIMBURSEMENT REQUEST CANCELLED

APF] STATUS

Note: Once the Reimbursement Request is submitted, changes are no longer allowed to the Reimbursement
Request. Once the Reimbursement Request status changes from Reimbursement Request Submitted to

Submitted for Payment or Paid, you can initiate a new reimbursement request.
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2. Cancel a Reimbursement Request.

Once a Reimbursement Request has been initiated and has a status of Reimbursement Request in Progress, the

Subrecipient has the option to cancel the reimbursement request. This is done by going to the Reimbursement
Request Menu, select the View Status Options button under Change the Status.

Q Back
Reimbursement Request Menu

Document Information: 5310RRJUN-2018-smith12314-00045

Parent © 5310-2017-5mith12314-00004
Delails
Info Document Type Organization Role Current Status g:'t‘;:’[';ﬂ:“”
Request Krystal Smith 1234 AGENGY O fon Administrator  Rei Request in Progress m;ﬁ"‘”‘

@® View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.
[EW FORS

© Change the Status

Select the View Status Options button below to perform actions such as submitting applications or request modifications.
VIEW STATUS OFTIONS

Then press the Apply Status button under Reimbursement Request Cancelled.

Q Back

Reimbursement Request Menu - Status Options
Select a bution below to execute the appropriate status push.

Document Information: 5310RRJun-2015-smith12314-00045
Parent Information: 5310-2017-smith12314-00004
» | Details

Possible Statuses
REIMBURSEMENT REQUEST SUBMITTED

REIMBURSEMENT REQUEST CANCELLED

AFF] STATUS

Once you have cancelled a reimbursement request, the system will allow you to initiate another reimbursement
request for that same period.
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Q. Planning Work Program Agency Reimbursement Process

1. Initiate a Reimbursement Request.

The Reimbursement Request can be initiated after ADOT has completed a GAE transaction and when the Parent
Application (Planning Work Program) has been changed to Active Grant status. There can only be one
Reimbursement Request processed at a time, but if the first Reimbursement Request has been approved and
submitted for payment, a second one may begin its life and start going through the process steps.

The Reimbursement Request holds two pages, the Reimbursement Request and the Payment Approval page.
The Reimbursement Request is completed by the Subrecipients and the Payment Approval page is completed by
ADOT and follows an approval process. The Payment Approval page is not viewable by the subrecipient.

Initiating and Submitting Roles:

e Agency Organization Administrator
e Agency Authorized Official
e Agency Financial Officer

From the Application Menu, click the View Related Items button under Contracts, Invoices, & Reporting

Planning Application Menu

Document Information: 2019-PA-WP-AA1-00004
Details

Period Date /

Info  Document Type Organization Role Current Status Date Due
o N/A - NIA
Planning Application Agate Arizona DOT MPD System Administrator Active Grant NA

@ View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.
[aEwFors]

© Change the Status

Select the View Status Options button below to perform actions such as or request
IEW STATLUS OPTIO!

© Tools

Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document history.
VIEW MANAGEMENT TOOLS

@ Contracts, Invoices, & Reporting

Select the View Related Items button below to view related items such as claims, messages, etc

Next, click on Initiate a Planning Reimbursement Request 2019 link.

Period Date /

Date Due Created By Last Modified By

Document Type Name Current Status

Reimbursement Initiate a Planning Reimbursement
Request Request 2019

When you initiate the Reimbursement Request, E-Grants creates the Reimbursement Request Forms and takes
you to the Reimbursement Request Menu. Current status is Reimbursement Request in Progress.
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From the Reimbursement Request Menu, click the View Forms button under View, Edit and Complete Forms

Reimbursement Request Menu

Document Information: PA-WPRRJun-2019-AA1-00459
Parent Information 2019-PA-WP-AA1-00004

~ Details
info Document Type Organization  Role Current Status EonodiDate/
Reimbursement Request Aqate Arizona  DOT MPD System i R Request in Progress z;: -NA
@ View, Edit and Complete Forms
Select the View Forms button below to view, edit, and complete forms.
Then click the Reimbursement Request link.
Q Back
Reimbursement Request Menu - Forms
Please complete all required forms below.
Document Information: 5310RRJun-2018-smith12314-00045
Parent Information: 5310-2017-smith12314-00004
» | Details
Forms
Status Page Name Note Created By Last Modified By
Reimbursement Request
s DianeTest OhdeTest MPD Administration
o Reimbirsement Heques] 4412018 2:23:37 PM 412012018 11-00:09 AM

Select the Billing Period Month/Qtr and Year you are billing for.

E-Grants will generate the Invoice Number for you. The Invoice Number may be modified if you prefer to utilize
an invoice number generated from your agency’s internal system. Invoice Number is limited to 30 characters.

REIMBURSEMENT REQUEST

Instructions:

- For the service period, include the entire month or quarter for the reimbursement you are requesting.

- E-Grants will auto-fill the invoice number for you or you can update with your internal Invoice #.

- The Reimbursement Request Amount should include the total paid, not just the federal portion.

- ADOT Procured items will not display on this form.

- Any Adjustments for prior reimbursements should be documented in the comments section with supporting documentation.

Local Match Instructions
- Enter the cash match expended by source with the source identified

- All In-kind match must be approved by ADOT during the award process.
- Enter the in-kind match units (ie. Volunteer hours or sq ft. etc...) expended this billing period only.

Agency Name: Agate Arizona Billing Period:
Grant Award Year: 2019 Grant Program: PA-WP | Invoice Number: |1920AA3PA-WP-01
Warrant Number: Invoice Date: Jun 19, 2019

[ Page 47 of 75 }



PLANNING WORK PROGRAM AGENCY REIMBURSEMENT PROCESS

Enter the total dollar amount you paid in the Reimbursement Requests column, and not the federal portion you
are expecting. The federal portion will calculate for you upon SAVE. When you see multiple lines with the same
Description, it means multiple funding sources have been used. Please always request reimbursement for the
line items in the order they are displayed.

The Project Complete column is required on reimbursements initiated from the 2019 application. If there is an
asterisk displayed, that means that the setting was marked Yes at one time. Yes answers will be carried forward
on future reimbursement requests.

$1.000.00 043 s57. $1.000. $2.003.1 $15.906. 51300348 13% | Oves @No
$28.511.1 $28.511.1 0% OvYes @ho
$75.00 ST0.7: 5421 75 $1753: $530 sasa0] 33% | Oves ONo
535000 5350 5350 $1.350. $15.000. $13.650 9% | Oves Ono
525,000 52500000 0% | OYes @No
$35.00 535 535 5135, $500. s3500 27% | Oves ONo
$3.000.00 52320 171 $3.000. $4003.1 $15.906. 51100346 25% | Oves @No
$28.511.1 $28.511.1 0% OYes @No
$25.00 523 s1.4: 525 51253 5530 s40400 24% | OYes ©no
$300.00 5240 5804 53004 $1.300. 518,750, $17.450 7% | Oves @no
531,250 53125000 0% | OYes @No
$50.00 40 $104 $50.4 $150 3625 sar500 24% | Oves Ono
$6.000.00 55853 5382 $5,000. $7.003.1 515,006 5300345 44% | Oves ONo
$26.511.1 $28.511.1 0% OvYes @No
$30.00) 528 1.7 s30 130 530 sa000] 25% | Oves @No
$3.300.00 $3.300 $3.300. $4.300. $15,000. 51070000 20% | Oves @No
| 525,000 52500000 0% | OYes @ o
$50.00 $50. $50. $150. $500. sa500d 30% [ Oves Ono
= 00 67.53 & 00 0.8 50,469 96435 8
$2,000.00 $1.600. 3400 52.000. $3.000. $18.750. 51575000 16% | OYes @No
$31.250. $31.250. 0% | OYes ®No
$600.00 $450.0 $120. $800. $1.600. $18.750 $17.150 9% | Oves Ono
$31.250. $31.250.0 % OYes ®No
$400.00 400 $400. $1.400 $15.000. 5130000 % | OYes @No
$25.000.01 $25.000.1 0% | OYes ®No
bTo 000.00 480.00 0.00 000.00 5.000.00 0.000.00 000.00
otals 1 16,047 1.167.4° 17.215. .1

The reimbursement form has been updated starting with the 2021 Planning WP application. The Project Complete
column has been removed. A new section has been added, FHWA Consolidated Planning Grant (CPG).

Fed
Program  Match  Reimbursement Local Match Reimbursement %

Funding Source Description Phase Ratio Request Federal Portion Portion Total Request Cumulative Award Amount Balance Expended

FHWA

]
% |
}
'\
|
]

FHWA Sub Total

ONSOLID D
$1.00 $0.94 $0.04 $1.00 $1.00 $1.09 $0.0§ 94%
$1.00 $0.94 $0.09 $1.00 $1.00) $1.09 $0.0§9 94%
$1.00 $0.94 $0.09 $1.00 $1.00) $1.09 $0.04 94%
$1.00 $0.94 $0.09) $1.00 $1.00) $1.09 $0.0§ 94%
$1.00 $0.94 $0.09 $1.00 $1.00) $1.09 $0.08 94%
$1.00 $0.94 $0.04 $1.00 $1.00) $1.09 $0.08 94%
$1.00 $0.94 $0.0§ $1.00 $1.00 $1.09 $0.08 94%
$1.00 $0.94 $0.0§ $1.00 $1.00 $1.09 $0.0§ 94%
$1.00 $0.94 $0.0§ $1.00 $1.00 $1.09 $0.0§ 94%

ta 00 8.46 0 00 00 9.54 0 9

FTA Sub Total
Totals $20.00 $18.68 $1.32 $20.00 $20.00 $21.4 $1.47] 93%
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Click on SAVE.
Ignore error messages for now. Verify the calculated dollar amounts match what you expected.

If you answer Yes, to the Final Invoice question, the DBE Section is required. Let your Program Manager/Planner
know if your DBE Commitment will not be met.

@ Yes ONo Does this reimbursement include any Final Invoices for Procurements?

DBE System Contract Number DBE Commitment By the Prime (%) Commitment Met? o Uplosd DBEamc":E"m“""','
Oves ONo [ ke Oves ONo  Ona | choose File | No file chosen

Attach back-up document and please follow these guidelines:

» Backup Documentation is required.

Your information has been saved and the following Page Error(s) have
been found.
» Please attach Back-up Documentation

Include the word ‘Back-up’, your agency name, and billing period/year in the document name.
You can upload multiple back-up documents.

Include accounting information that documents the expenditures and back-up documentation for
capital purchases. Please coordinate with your PM.

ATTACH BACK-UP DOCUMENTATION : Browse.. |[JDELETE
18152-KrystalSmithJan2018BackupDocFile.pdf

ATTACH BACK-UP DOCUMENTATION Browse...

Cash Match is what you paid using your funds. Please list the source of the funds and which fund type it applies
to. Your Approved Indirect cost Allocation Rate is displayed from your application.

Cash Match Only
Local Match Source Fund Type 8.42%

[ $62.00) | [General Fund | [EXE) i v

$385.00] | [General Fund ][ [CNAQ Zero Match v
[ $175.00] | [General Fund ||E3 v
[ $70.00) | [General Fund [ [SPR v
[ $344.00] | [General Fund ]|[sTBG v
[ $400.00] | [General Fund || [MPO Transit Planning (New) V|
[ $120.00) | [General || (AP0 Transit Planning Residual) V]
[ I|l Ji[ |
[ Il I|[ ]
[ il il Y]

I $1.556.00 Total Cash Match i

ulln'id‘:‘u:ih Funding Source Source of DonationsiService e e
e ek Pk Room Rental Year1 $75.00 per hour
| et Enio Room Rental Year2 $75.00 per hour
[-—l SaleAdcs Riiiag Senice Year 1 $0.54 per mie

I $150.00 | Billing Period Total In-Kind I [

Total In-Kind match approved $11.250.00
Total In-Kind Expended to date $300.00
Remaining Balance In-Kind $10,050.00
Billing Period Cash Match $1,550.00
Billing Period Total Match Paid $1,706.00
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Total Cash Match + Billing Period Total In-Kind Match Total should be equal or greater than the Total Local
Match Portion in the Reimbursement Request Section. Otherwise, you will receive the following message:

Your information has been saved and the following Page Error(s) have been
found.

+ The Total Cash Match Expended must be equal or greater than the Total Local Match Portion
Requested.

Follow the link to enter your reporting data into the LPA contract reporting tool. A new window will open to the
DBE System.

After you complete your entry in the DBE System, then check the box next to | Agree

Flease confirm, as part of the DBE program, all contract payments invoiced have been entered in LPA system.
hitps:ifarizonalpa.dbesystem.com/

¥ 1 Agree*

Enter any needed comments.

Then certify your entries by selecting | Agree.

I certify to the best of my knowledge and belief that the report is true, complete, and accurate, and the expenditures, disbursements and cash receipts are
for the purposes and abjectives set forth in the terms and conditions of the Federal award. | have engaged in local and regional coordination activities to
the best of my ability. | am aware that any false, ficitious, or fraudulent information, or the omission of any material fact, may subject me to criminal, civil or
adminisirative penalies for fraud, false statements, false claims or othenwise. (U.S. Code Title 18, Section 1001 and Title 31, Sections 3729-3730 and 3801-
3312). Supporting documentation shall be available to auditors and/or ADOT representatives upon request and if required, pursuant to contract clause 2.1
provided as an attachment.

1 Agree

COMMENTS
Enter any needed comments here

31073000

SAVE and recheck all fields. Double check your Reimbursement Request and Match.
Option 1 — Change Reimbursement Status

Click on Click here to access the Status Change page.

Agency Name: Krystal Smith 1234 Billing Period: | April v|2021 v| Click here to access the Status Change page.
Grant Award Year: 2021 Invoice Number:

Grant Program:  PA-WP 2122KRY-PA-WP-01 |

Warrant Number: Invoice Date:  Feb 09, 2021

Option 2 — Change Reimbursement Status

Go back to the Reimbursement Request Menu. You can do so by clicking on the Document information
link.

Q Back
Document Information:|531 ORRJun-2018-smith12314-00045 I
Parent Information: 5310-2017-smith12314-00004

Details
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Select the View Status Options button under Change the Status.

@ Back
Reimbursement Request Menu

Document Information: 5310RRJun-2018-smith12314-00045
Parent Information: 5310-2017-smith12314-00004
Details

info Document Type Organization Role Current Status Ez?:)&?:m

Reimbursement Request  Krystal Smith 1234 AGENCY Organization Administrator ~ Reimbursement Request in Progress :jﬁ'w"\

@® View, Edit and Complete Forms

© Change the Status

Select the View Status Options button below to perform actions such as submitting applications or request modifications.
VIEW STATUS OFTIONS

Then press the Apply Status button under Reimbursement Request Submitted.

© Back
Reimbursement Request Menu - Status Options

Select a button below to execute the appropriate status push.

Document Information: 5310RRJun-2013-smith12314-00045
Parent Information: 5310-2017-smith12314-00004
+  Details

Possible Statuses
REIMBURSEMENT REQUEST SUBMITTED

REIMBURSEMENT REQUEST CANCELLED

AFF] STATUS

Note: Once the Reimbursement Request is submitted, changes are no longer allowed to the Reimbursement

Request.

3. Cancel a Reimbursement Request.

Once a Reimbursement Request has been initiated and has a status of Reimbursement Request in Progress, the
Subrecipient has the option to cancel the reimbursement request. This is done by going to the Reimbursement
Request Menu, select the View Status Options button under Change the Status.
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Q@ Back
Reimbursement Request Menu

Document Information: 5310RRJun-2018-smith12314-00045

Parent 5 5310-2017-smith12314-00004
- Details
Info Document Type Organization Role Current Status o nked
Request Krystal Smith 1234 AGENCY O jon Administrator Rl Requestin Progress T NIA

NiA

o® View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.

IEW FORMS

© Change the Status

Select the View Status Options button below to perform actions such as submitting applications o request modifications
VIEW STATUS OPTIONS

Then press the Apply Status button under Reimbursement Request Cancelled.

Q Back
Reimbursement Request Menu - Status Options

Select a button below to execute the appropriate status push.

Document Information: 5310RRJun-2013-smith12314-00045
Parent Information: 5310-2017-smith12314-00004
Details

Possible Statuses
REIMBURSEMENT REQUEST SUEMITTED

REIMBURSEMENT REQUEST CANCELLED

APF] STATUS

Once you have cancelled a reimbursement request, the system will allow you to initiate another reimbursement
request for that same period.
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R. RTAP - AGENCY - Begin New Application

Users with the following User Roles may complete and submit an application in E-Grants:

e AGENCY Organization Administrator
e AGENCY Authorized Official
e AGENCY Financial Officer

Login to E-Grants application at https://egrants.azdot.gov

System Login Portal Home

Login

Username |

Welcome to E-Grants! Password |
This is E-Grants, ADOT's Grant Management Software for Grant applications and overall management for the grant lifecycle. At
this time, the E-Grants system is only available to accept transit grant applications

Please note that Interet Explorer is the only supported browser for E-Grants. Using other browsers may cause technical issues.

Steps to Get Started:
« The initial registration for your organization must be completed by an Organization Administrator for the
organization; e.g. Program Director
« Once the Organizati registers the they will receive an email Notification of Access
Approval from the online systems administrator
« Once your organization is registered in the system, you can apply for grants, complete/submit reports and submit
requests for reimbursement

AGATE Help Desk Availability

Hours: Monday thru Friday 8am to 5pm MST
Phone: 1-866-449-1425

mail azhelpdesk@agatesoftware com

New Users Register HERE

View Available Applications, Click on View Opportunities button.

My Home My Applications My Reimbursement Requests

My Organization(s) | My Profile | Logout

R Welcome DianeTest Instructions:
r AGENCY Financial Officer Select the SHOW HELP button above for detailed instructions on the following
A change y Picture > Applying for an Opportunity

> Using System Messages
> Understanding your Tasks
> Managing your awarded grant

Hello DianeTest, please choose an option below.

@ View Available Applications

You have 29 opportunities available.
Select the View Opportunities button below to see what is available to your organization

VIEW OPPORTUNITIES
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Scroll down to view all opportunities. Click on the Apply Now button for the RTAP program.

RTAP Period:
07/01/2020-01/15/2022

RTAP Due Date:
not set

Description:
The Rural Transit Assistance Program (49 U.S.C. 5311(b)(3)) is funded through the Federal Transit Administration (FTA) and offers training, i i and research ities as
well as other support services to improve the delivery of transit services in non-urbanized areas.

The National RTAP website offers many valuable resources such as toolkits, a Library, and e-I 9
The Arizona Transit Association (AzTA) website offers and training ities for Arizona transit providers.

The mission of the Arizona State RTAP is to enhance and develop the skills and abilities of the persons involved in providing passenger service in rural Arizona.

« To promote the safe and effective delivery of training for the 5311 and 5310 grantees.

« To foster the development of state and local capacity for addressing the training and i needs of the urban
« Toimprove the quality of il ion through the of training and i i ul
« To facilitate peer-to-peer self-help through the of local of transit pi

To support the coordination of public. private, specialized and human service transportation services.

To provide necessary training materials, a network of certified trainers, and scholarships for training events and conferences

Requests for training must be approved by the RTAP Coordinator at least 30 days prior to and rei for training must be i within 30 days
of training.
All training requests will follow the procedure outlined in the RTAP Policy & k For i i on program training requirements or to request training, contact the

RTAP Training Coordinator at RTAP@azdot.gov.
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S. RTAP - Agency Scholarship Request

Submit your request if you are requesting RTAP funds to attend an online or in-person training session, or an

event such as a conference.

AGENCY Organization Administrator, AGENCY Authorized Official, AGENCY Financial Officer

1. Enter Scholarship Request
Click on Training and Events.

MyHome My Applications My Reimbursement Requests

ADOT

[® Menu = Forms Menu ¥2 Status Changes X Management Tools

@ Back
RTAP Menu - Forms

Please complete all required forms below.

Document ion: R Org’-0007
+. Details

Forms.
Status Page Name

RTAP Requests
Training and Events

Materials and Other Training Requests

Related Documents and Messages

Note Created By

My Organization(s) | My Profile | Logout

Last Modified By

My Home My Applications My Reimbursement Requests

8] Menu B Forms Menu ¥3 Status Changes &

Tools

Q Back
RTAP - Scholarships

Fill out the stuff below

Invoices Due Now: [

Related Documents and Messages

My Organization(s) | My Profile | Logout

I © iela ne Org: RTAP[07/2020-06/2022]Delane Org*-0007

Email Address: dohde@azdot.gov

Phone Number: (760) 238-3503

Expiration Date: 06/30/22

Click on the Plus Sign next to New Training: New Request.

MyHome My Applications My Reimbursement Requests

B

Q Back
RTAP - Scholarships

Fill out the stuff below

Invoices Due Now: [

) Menu = Forms Menu ¥3 Status Changes X Management Tools

Related Documents and Messages

My Organization(s) | My Profile | Logout

‘ﬁane Org: RTAP[07/2020-06/2022]Delane Org*-0007

Email Address: dohde@azdot.gov

Phone Number: (760) 238-3503

Expiration Date: 06/30/22

©|New Training: New Request

Amount Requested: NIA

)
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Complete the New Training: New Request form.
All fields are required, except for Comments.

Click SAVE.

RTAP - Scholarships

Fill out the stuff below

Invoices Due Now: [

© Delane Org: RTAP[07/2020-06/2022]Delane Org*-0007 Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: 06/30/22
ining: New Request Amount Requested: N/A
New Training: New Request (SAVE]
Reimbursement Due Date: NIA Review Date: N/A
Training Type:  ( AZTAADOT Conference v EventName: [AZTA ADOT Conference ) Start Date: (12/14/2020 End Date: (12/16/2020

Training Location: Address: [1122 N 22d Ave ]

Event Brochure:
Registration Fee: (8500 City: Proenx ) sme(az_+) [ Choose File | Test File.docx

Comments:

ADOT Comments:

Enter all the attendees that will be attending the conference, one attendee at a time.

Click on the Plus Sign next to New Attendee.

RTAP - Scholarships

Fill out the stuff below

Status: ( ~v] Training Type: [ ~]
Invoices Due Now: [
e Delane Org: RTAP[07/2020-06/2022]Delane Org*-0007 Email Address: dohde@azdot.gov Phone Number: (760) 238-3503 Expiration Date: 06/30/22
© AZTA ADOT Conference: Request In Progress Last Modified: 11/20/20 01:28:04 PM Amount Requested: NIA 9
Reimbursement Due Date: N/A Review Date: N/A

Training Type: AZTAADOT Conference v EventName: (AZTA ADOT Conference ) start Date: (121472020 [ End Date: (1211622020 | IC1))
Training Location: Address: (122N 220 Ave ]
Event Brochure: Test File docx

Registration Fee: ($85.00 City: Phoenix Siaeil Az v Choose File | Nofile chosen
] i

Comments:

& J

ADOT Comments:

[o New Attendee ]

© New Training: New Request Amount Requested: N/A ]

Complete the top section of the New Attendee form.

» Name and Title are required. Attendee name and Title can be modified up until the Invoice is
submitted.

NOTE: After the Request is Approved, you will be required to enter the date and zeroes in the Actuals
row in order to update the Attendee Name prior to submitting the invoice.

@ Updated Attendee Name Last Modified: 06/16/21 02:21:54 PM
Name:  [Updated Attendee Name ] itle: (Updatea Attendee Titie ) Are you using an agency vehicle?  OYes @No
Conference/Training Hotel Rate or Out of State travel? DYes @No Map Link: [Tes! &

Registration  Other
Fees  expenses

Pra-Annroval Estimatad  NREITW I IRYoe vl BV Moo M7 I Y BT BTy

|  Reimbursement Actual  [XIEYOR] [SRIZIPN $0.00 X $0.00 $0.00

Backup Documentation: \ Choose Files \ No file chosen Paid: -

Departure Return  Lodging  Meals Total Miles Mileage $ Total Comments
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» Are you using an agency vehicle? Mileage $ will not be calculated if the attendee is using an agency
vehicle.

» Conference/Training Hotel rate or Out of State Travel? Please refer to RTAP Policy & Procedures for
guidance.

» Map Link: Go to Google Maps and enter the From and To locations and also the return to Location the
attendee will travel to attend the training. Copy the link with the results into this field. The mileage
calculated will be entered into the Pre-Approval Estimated row.

Complete the Pre-Approval Estimated row.
The Reimbursement Actual row will be completed after the training is completed.

Click on SAVE.

© Delane Org: RTAP[07/2020-06/2022]Delane Org*-0007 Email Address: dohde@azdotgov  Phone Number: (760) 2383503 Expiration Date: 06130/22
© AZTA ADOT Conference: Request In Progress Last Modified: 11/20/20 01:28:04 PM Amount Requested: N/A | (CHANGESTATUS
Reimbursement Due Date: NIA Review Date: NIA

Training Type: AZTAADOT Conference v EventName: [AZTA ADOT Conference )| Start Date: (12/1412020 [ \CT) End Date: [12/16/2020

Training Location: (Phoenix

Address:  (1122N22d Ave )

Event Brochure: Test File docx
Registration Fee: (56500 ci: gas

[ Choose File | Nofile chosen

Comments:

J
)

ADOT Comments:

© NewAttendee DELETE
Name:  (Sam Smith ] itte: (Transit Manager )| Are you using an agency vehicle? DYes @No
Conference/Training Hotel Rate or Out of State travel? Yes ®No Map Link: Lmlps I googh +AZ/11 +Phoenix, +AZ+85009/@33 461386, -1 ]Q

Registration  Oth
Departure Retun  Lodging  Meals Total Miles Mileage$ " oor o o" o Total Comments
Fees  expenses

s el 12/14/2020 | 12/16/2020
Reimbursement Actual |

Backup Documentation: | Choose Files | No file chosen m_

[0 New Training: New Request Amount Requested: NIA

$625.00

For additional attendees, click on the Plus Sign next to New Attendee.

@ Delane Org: RTAP[07/2020-06/2022]Delane Org"-0007 Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: 06/30/22
@ AZTA ADOT Conference: Request In Progress Last Modified: 11/20/20 01:28:04 PM Amount Requested: $993.84
Reimbursement Due Date: NIA Review Date: NIA
Training Type: AZTAADOT Conference v EventName: (AZTA ADOT Conference ) start Date: (12/1422020 [ End Date: (12/16/2020 [\ [
Training Location: (Phoenix ] Address: (122N 220 Ave )

Event Brochure: Test File docx

| Ghoose File | No file chosen

s ]

ADOT Comments: ]

@ sam Smith Last Modified: 11/20/20 01:39:28 PM DELETE
Name:  (Sam Smith ] Title: (rransit Manager ) Are you using an agency vehicle? Yes @No
Conference/Training Hotel Rate or Out of State travel? OYes  ®No Map Link:  [https: +AZi11 +Phoenix 3.461386,-1 @

Registration  Oth
Departure Retum Lodging  Meals Total Miles Mileage$ ' o o 2l Total Comments
Fees  expenses

L e e Il 12/14/2020[ 12/16/2020|  $625.00

Reimbursement Actual | | | 5000
Backup Documentation: | Choose Files | No file chosen

© JewAttendee

© New Training: New Request Amount Requested: NIA
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Repeat for each attendee, as needed.

e [ ]

J

ADOT Comments:

@ sam Smith Last Modified: 11/20/20 01:39:28 PM

DELETE
Name:  [Sam Smith ] Title: (Transit Manager ] Are you using an agency vehicle?  OYes @No
Conference/Training Hotel Rate or Out of State travel? JYes  @No Map Link:  (nttps:/iwww.google +AZ/11 +Phoenix +AZ+ 4613861 [ @

istrati Othy
Departure | Retum | Lodging | Meals  TotalMiles Mileage$ "-o=trtion . Total

Comments
Fees  expenses

e L B 12/14/2020 [12/16/2020|  $625.00

Reimbursement Actual 50.00
Backup Documentation: [ Choose Files | No file chosen

@ Ginger Tobin Last Modified: 11/20/20 01:51:32 PM

Name:  (Ginger Tobin ] Titte: [ssistant Transit Manager )

Are you using an agency vehicle?  ©Yes ()No

Conference/Training Hotel Rate or Out of State travel? CYes) @®No Map Link: [nttps: I

+AZ/11 +Phoenix, +AZ+ 461386;1'@

Registratit Othy
Departure Retun  Lodging  Meals Total Miles Mileage$ o o o" o Total

Comments
Fees  expenses

LIV EVETE S D R R 12/14/2020 | 12/16/2020(  $625.00

Reimbursement Actual | | 000 ]
Backup Documentation: | Choose Files | No file chosen

© NewAttendee I ]

© New Training: New Request Amount Requested: N/A )

After entering all the attendees, submit the request for approval by selecting Request Submitted and click on
CHANGE STATUS.

My Home My Applications My Reimbursement Requests

My Organization(s) | My Profile | Logout

8 Menu B= Forms Menu ¥3 Status Changes & Tools ! Related Documents and Messag
Q Back
RTAP - Scholarships
Fill out the stuff below
Status: ( ] Training Type: v
Invoices Due Now: [
© Delane Org: RTAP[07/2020-06/2022]Delane Org®-0007 Email Address: dohde@azdot.gov  Phone Number: (760) 238-3503 __Expiration Date: 06/30/22
@ AZTA ADOT Conference: Request In Progress Last Modified: 11/20/20 01:28:04 PM Amount Requested: $1,848.84 AVE
Reimbursement Due Date: N/A Review Date: N/A

Request Cancelled
[ Request Submitted

Training Type: [ AZTAADOT Conference v Event Name: (AZTA ADOT Conference ) Start Date: (12/14207)
Training Location: Address: (122N 220 Ave ]

Event Brochure: Test File docx
Registration Fee: ($85.00 City: (Phoenix ] sue(az V] —_—

| Choose File | No file chosen

: (1211672020 [\

|| ]
ADOT Comments: [

)

Are you using an agency vehicle?  OYes ®No

@ sam Smith Last Modified: 11/20/20 01:39:28 PM
Name:  (Sam Smitn ] Tite: (Transit Manager )
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The system will give you a warning message, if the requested training is within 30 days.

WARNING-The training date you have requested is within 30 days. Approval for this training will be at the
discretion of ADOT Transit due to the limited processing time.

Click on OK, if you receive this message.

idgine serv.. B MPDTanst @ Google Suite Login - @ Cht » | [l Other bookm,

My Home My Applications My Reimbursement Requests

My Organization(s) | My Profile | Logout

L
Q Back
RTAP - Scholarships
Fill out the stuff below
Status: ( ] Training Type: )
Invoices Due Now: [
FILTER
© Delane Org: RTAP[07/2020-06/2022]Delane Org*-0007 Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: 06/30/22
@ AZTA ADOT Conference: Request In Progress Last Modified: 11/20/20 01:28:04 PM Amount Requested: $1,848.84 Request Submitted v| (CHANGE STATUS
Reimbursement Due Date: NIA Review Date: NIA
Training Type: AZTAADOT Conference v Event Name: (AZTA ADOT Conference ] Start Date: (127142020 [\ End Date: (121162020 _|
Training Location: (Phoenix Address: (122N 224 Ave ]
- S § Event Brochure: Test File docx
Registration Fee: ($8500 city: (Phoenix ) stmte:(az v] (Ghoose File | No fle chosen
o | ]
ADOT Comments: I ]

Your request is now in Request Submitted status and will be reviewed by ADOT Transit. Please allow 7 days for
review unless it is a short notice request. If it is a short notice request, training occurring in less than 30 days, then
please send an email to RTAP@azdot.gov in addition to submitting a request.

RTAP - Scholarships

Fill out the stuff below

Status: ( ] Training Type: v
Invoices Due Now: []
g Delane org: RTAP[07/2020-06/2022]Delane Org*-0007 Email Address: dohde@azdot.gov Phone Number: (760) 238-3503 Expiration Date: 06/30/22
© AZTAADOT Conferencﬁ Request Submitted Jlast Modified: 11120120 02:07:46 PM Amount Requested: $1,848.84 v
Reimbursement Due Date: N/A Review Date: N/A

Training Type:

o EventName: [AZTA ADOT Conference ) Start Date: (12/1422020 [\ End Date: (121622020 | L[)
Training Location: Address: (122N 220 Ave )

Event Brochure: Test File docx

No file chosen

T )

ADOT Comments: [ ]

@ sam Smith Last Modified: 11/20/20 02:07:46 PM DELETE
Name:  (Sam Smith ] itte: (Transit Manager ) Are you using an agency vehicle? Yes No
Conference/Training Hotel Rate or Out of State travel? Yes No MapLink: [htips +AZA1  +Phoenix,+ 4613861 @

The agency will receive an email notification after the request is approved.
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T. RTAP - Agency Materials Request

Submit your request if you are requesting RTAP funds to administer training and/or require materials such as
training booklets or handouts.

AGENCY Organization Administrator, AGENCY Authorized Official, AGENCY Financial Officer

1. Enter Materials Request
Click on Materials and Other Training Requests.

ADOT

MyHome My Applications My Reimbursement Requests

My Organization(s) | My Profile | Logout

[8) Menu = Forms Menu #2 Status Changes X Management Tools

Related Documents and Messages
Q Back
RTAP Menu - Forms

Please complete all required forms below.

Document ion: R Org-0007

»| Details
Forms

Status Page Name Note  Created By Last Modified By
RTAP Requests

é Training and Events

e Materials and Other Training Requests

—————

Click on the Plus Sign next to your organization name.

My Home My Applications My Reimbursement Requests

My Organization(s) | My Profile | Logout

[ Menu = Forms Menu ¥ Status Changes & Tools  Related Documents and Messages

@ Back
RTAP - Materials

Fill out the stuff below

status:
Invoices Due Now: [
FILTER

elane Org: RTAP[07/2020-06/2022]Delane Org*-0007

Email Address: dohde@azdot.gov Phone Number: (760) 238-3503 Expiration Date: 06/30/22
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Complete the RTAP Materials request form.

Training Title, Begin Date, End Date, Materials/Other Description, # of Attendees and an estimate as Supporting
Documentation are required fields.

If your request will be ADOT Procured, Enter Zero for Request Amount.
Comments are optional.

Click SAVE.

MyHome My Applications My Reimbursement Requests

My Organization(s) | My Profile | Logout

) Menu ¥ Forms Menu ¥ Status Changes X Management Tools ' Related Documents and Messages

Q Back
RTAP - Materials

Fill out the stuff below

Invoices Due Now:
FILTER
W D n Org: [0 020.0 1) 000

Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: 06/30/22
P— Begbus || Eatnue Materials/Other #of DOT Amount Actual Supporting Date

Amount
e 54 & Due Dats
Description At Pro. Requested  Amount Documentation Reviewed - o

Paid

u | T ==

| | | Nofle chosen
Comment

ADOT Comment

Option 1 - Request that is NOT ADOT Procured:

RTAP - Materials

Fill out the stuff below

Invoices Due Now: [

© Delane Org: RTAP[07/2020-06/2022]Delane Org?-0007

Email Address: dohde@azdot.gov  Phone Number: (760) 238-3503

Expiration Date: 06/30/22

s = Materials/Other #of ADOT Amount Actual Supporting Date Amount
AL Tith B Date End Dats Due Dats
ranng e sin e st Description Att. Pro. Requested  Amount Documentation Reviewed = o Paid
Request In Progress
Defensive Driver Manuals Defensive Driver Manuals - :
‘ ‘ 12/08/2020 N 12/08/2020 | elensive Driver Manua 3 [BCH | $150.00 || Choose File NA [ ]
& 2 | No file chosen CHANGE S
—
)
‘ ‘ N I O l | | [ Choose File | NA New Request
| J No file chosen
Comment
SAVE COMMENT
ADOT Comment

)
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RTAP - AGENCY MATERIALS REQUEST

Option 2 - Request that IS ADOT Procured. Select checkbox for ADOT Pro.:

RTAP - Materials

Fill out the stuff below

Invoices Due Now: [J
FILTER

Q Delane org: RTAP[07/2020-06/2022]Delane Org*-0007 v Email Address: dohde@azdot.gov Phone Number: (760) 238-3503 Expiration Date: 06/30/22

#of ADOT Amount Actual Supp DueDate  Amount —— .

te
Att.  Pro. Requestex Amount  Documentation Reviewed Paid

Training Title End Date

Begin Date

Defensive Driver Training ‘ ‘ | Request In Progress
12/08/2020 || 12/08/2020 [ Choose File N/A [ v]
: . SHANGESIATSS,
| | I ==
[ quest In Progress
CTAA Traiin CTAA Manual —— R
| g | 01/15/2020 || 01/16/2020 H s | $0.00 [ [ Choose File | NA [ v
) | } No file chosen CHANGE STATUS
—
' | ’
| | “ | | ‘ [ Choose File | NA New Request
£ | | | | No file chosen
ADOT C:

)

After you click SAVE, your request status will display Request in Progress. Select Request Submitted from the
Status dropdown list, then click on Change Status.

° Delane org: RTAP[07/2020-06/2022]Delane Org*-0007 Email Address: dohde@azdot.gov Phone Number: (760) 238-3503 Expiration Date: 06/30/22

Materials/Other #of ADOT Amount Actual Supporting Date Amount

Training Title Begin Date End Date Due Date

Description Att.  Pro. Requested Amount  Documentation Reviewed Paid

Request In Progress

|
Defensive Driver Manual =
|| 12/08/2020 | 12/08/2020 | FIEmaoe RIpeE Manues s | O ‘ $150.00 ’ [ Choose File NA
“1 | | No file chosen
| | T Request Cancelled

CTAA Trainin, CTAA Manual _ Request Submitted
9 |o1.f15/zozo “ 01/16/2020 | AR 5 ‘ $0.00 l | Choose File | N/A [F—

1 1 | No file chosen | CHANGE STATUS

| —_—
\—“ H | o ‘ l | Choose File | NA New Request SAVE
‘ |

No file chosen

| Defensive Driver Training

The system will give you a warning message, if the requested training is within 30 days.

WARNING-The training date you have requested is within 30 days. Approval for this training will be at the
discretion of ADOT Transit due to the limited processing time.

Click on OK, if you receive this message.

H Apps [l ADOT-Bookmarks [ Personal (@ Netscaler Remote A @) E-GrantsProd @ E-Grarfl Shared Gther bookmal
- @ 2 azshared.agatesoftware.com says

MyHome My Applications My Reimbursement Requests

My Organization(s) | My Profile | Logout

& Menu = Forfls Men “ conca | 1s:2ndflessages
RTAP - Materials

Fill out the stuff below

Invoices Due Now: [J

FILTER
@Delane Org: RTAP[07/2020-06/2022]Delane Org*-0007 Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: 06/30/22
" Materials/Other #of ADOT Amount Actual Supporting  Date Amount
ko e SednDas | Endipa Description At Pro. Requested  Amount Documentation Reviewed U°°™® paig
!
Requestin
Defensive Driver Trainin ive Driv — Regylestin Progr
| ive Drver Traiming | g — H p—"— | Defensive Diiver Manuats [ s & I - ‘ T A ‘ T V“ o)
= No file chosen CHANGE
Request In Progress
CTAA Trainin
| . | | 01/1512020 H 01/16/2020 | GTAA Mainyels 5 | $0.00 ‘ [Choose File | NA
i 2 | Nofile chosen
| I ‘ [ | [ u) I ‘ Choose File | NIA New Request
2 | Nofie chosen
Comment
SAVE COMMENT
ADOT Comment
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RTAP - AGENCY MATERIALS REQUEST

Your request is now in Request Submitted status and will be reviewed by ADOT Transit. Please allow 7 days for
review unless it is a short notice request. If it is a short notice request, training occurring in less than 30 days,
then please send an email to RTAP@azdot.gov in addition to submitting a request.

RTAP - Materials

Fill out the stuff below

Invoices Due Now: [

FILTER
© Delane Org: RTAP[07/2020-06/2022]Delane Org*-0007 Email Address: dohde@azdot.gov  Phone Number: (760) 2383503 Expiration Date: 06/30/22
o ] [ #of ADOT Amount Actual Supporting  Date Amount

king Tile ESdninate i ) EntDate Description ttl [ Pros K Reauasisdll I Amcunt Bl Docimentation [Reviessd | Lo s Paid

[ | Request Submitted
Defensive Driver Trainin iequeseoubmited

| < ‘ 12/08/2020 | | 12/08/2020 ‘ Bt e et |\ 3 | $150.00 ‘ NA [ v]
[ - J No file chosen CHANGE STATUS
| Request Submitted

CTAA Trainin Ereqlesi-ibiitean
| g ‘ 01/1512020 || 01/1612020 ‘ ClAAManuels |\ | $0.00 [ NA [ _ v]
( 4 No file chosen CHANGE STATUS

S

I ‘ | | ‘ l\ ] [ ‘ Choose File NA New Request
[ | | No flle chosen
Comment
ADOT Comment

The agency will receive an email notification after the request is approved.
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RTAP - SCHOLARSHIP TRAINING COMPLETED - SUBMIT INVOICE

U. RTAP - Scholarship Training Completed - Submit Invoice

e Agency Organization Administrator
o Agency Authorized Official
e Agency Financial Officer

1. Enter Actuals into Scholarship Form.

The Agency will receive an email notification stating their Invoices can be submitted once their request has been
approved and the training event has occurred.

IMPORTANT NOTICE: There can only be one Invoice per Training Request. Please make sure you have all the
backup documentation needed to submit your invoice for all the attendees.

There can only be one Reimbursement Request processed at a time, but if the first Reimbursement Request has
been approved and submitted for payment, a second one may begin its life and start going through the process
steps.

Navigate to your application and click on your application Name.

Wy Organization(s) | My Prote | Logout

Q Back
My Applications

Use the search functionalty below to find a specific Application

s [RTAP 2020

Click on Training and Events.

RTAP Menu - Forms

Please complete allrequired forms below.

Document Information: RTAP(07/2020-06/2022]Delane Org®-0007

Last Modified By

Click on the Plus Sign next to the organization name.

RTAP - Scholarships

Fill ut the stuff below

stas: ( <) Taining pe: 3
Involows Dis o |
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RTAP - SCHOLARSHIP TRAINING COMPLETED - SUBMIT INVOICE

Click on the Plus Sign next to the Training Request that was Approved.

RTAP - Scholarships

Fill out the stuff below

status: ~] Training Type: B

Invoices Due Now:

elane Org: RTAP 0Org*-0007 Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: 06/30/22

TA ADOT Conference: Request Approved Las Modfed. 11/25/20 10:52-14 Ald Amount Requested: $1,848.84 )
Amount Requested: N/A ]

© New Training: New Request

Click the Plus Sign next to each attendee to view the Attendee section.

RTAP - Scholarships

Fill ut the stuff below

staus: [ <) aining ype: )
Invoices Due Now: (1

FITER
©Delane Org:r Org™-0007 Email Address: dohde@azdotgov  Phone Number: (760) 2383503 Expiration Date: 06/30122

5184884

Y avE)
Reimbursement Due Date: 0113012021 Review Date: 1112612020

EventName: (AZTAADOT Conference ) sunome:(az )  Enaoste: (2200 0D

Address: (122N 220 Ave )

@ AZTA ADOT Conference: Request Approved Last Modified: 11/25/20 10:52'14 AM

Training Type:

Training Locatin: (Foenix

Event Brochure: Test File docx

Registraton Fee: (56500 ciy: e | No fle chosen

Comments: [ ]
\

ADOT Comments:
[sam Smith Last Modified: 11720120 02.07:46 P )
inger Tobi Last Nodited. 112020 020746 Il |

@ New Training: New Request Amount Requested: N/A ]

For each attendee:
» Enter the training actuals into the Reimbursement Actual row.
> Enter optional comments.
» Attach Backup Documentation.
>

Click on SAVE.

Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: 06/30722

© Delane Org: RTAP[07/2020.06/2022]Delane Org*-0007
@ AZTA ADOT Conference: Request Approved Last Modified: 11/725/20 10:52:14 AM Amount Requested: $1,848.84
Reimbursement Due Date: 01/30/2021 Review Date: 11/25/2020
Training Type: EventName: (AZTA ADOT Conference ) startoate: (127192020 [ End Date: (127162020 [N
Training Location: (Progaix ) Address:  (T2NZ2Aw )

Event Brochure: Test File doc

o e nosen

Sommme | )

Ao comments: )
© Som Smith Last Modified. 11725720 042732 PM | =5 [=5]
Name:  (Sam Smin ) mite: )| Are you using an agency vehicle? fos ®No
Conference/Training Hotel Rate or Out of State travel? OYes  ®No MapLink: (i SAZIT +Phoenix +AZ+55009/@33 461386 -11 E
b 12/14/2020] 12/16/2020] $650.00 $130.00] 312] $138 84 $85.00 $35.00| $103884)
Backup Documentation: | Choose Files | No file chosen Paid

Atendee Uploads.

Test File docx [a)

@ Ginger Tobin Last Modified: 11/2520 04:27:45 PM.

Name: [Ginger Tobin ] Title: [ssistant Transit Manager ] Are you using an agency vehicle?
Conference/Training Hotel Rate or Out of State travel? O Yes Map Link: hitps:/ivvwi. google comimaps/dir/Goodyear, +AZ/1120+N+22nd+Ave +Phoenix +AZ+85009/@33 461386,-11
= = CY———
200 2 2
Reimb 12/142020[ 12/1612020]_$650.00] _ $125.00) 312) 50.00 585.00] 53000 5890 00} |
Backup Documentation: | Choose Files | No file chosen Paid

Test File - Copy.docx 0

[ Page 65 of 75 }



RTAP - SCHOLARSHIP TRAINING COMPLETED - SUBMIT INVOICE

Select Invoice Submitted to ADOT from dropdown list.

Click on CHANGE STATUS.

© Delane Org: RTAP[07/2020-06/2022]Delane Org*-0007

Email Address: dohde@azdot.gov

Phone Number: (760) 238-3503  Expiration Date: 06/30/22

@ AZTA ADOT Conference: Request Approved Last Modified: 11/25/20 10:52:14 AM

Reimbursement Due Date: 01/30/2021 Review Date: 11/25/2020

Amount

$1,!

Training Type: EventName: (AZTA ADOT Conference

CHANGE STATUS i@
121612020 |}

Request Cancelled
Invoice Submitted to ADOT .

J

Training Location: Address: (122N 220 Ave
Event Brochure: Test File docx
Fee: (58500 ) City: No file chosen

o ]

ADOT Comments: l J

@ sam smith Last Modified: 11/25/20 04:27:32 PM (5AvE]
Name: (s2m smitn ) itee: (Transit Manager ) Are you using an agency vehicle?  ()Yes ®No
Conference/Training Hotel Rate or Out of State travel? Oves Map Link:  [nttps:/Avww google +AZ/11 +Phoenix, 4613861

Registration  Other
ees  expenses

Departure Retun  Lodging  Meals Total Miles Mileage $

L e e Il 12/14/2020[12/16/2020|  $625.00 $138.84

Comments

T Y YT I 12/14/2020 12162020 $650.00] _$130.00] 312] 13884

Backup Documentation: | Choose Files | No file chosen

Atendee Uploads

Test File docx o

© Ginger Tobin Last Modified: 11/25/20 04:27:45 PM

Name: (assistant Transit tanager

(Ginger Tobin

®@Yes CNo

Are you using an agency vehicle

+Phoenix.

©No Map Link:

+AZI1

Conference/Training Hotel Rate or Out of State travel? [uup

Click OK, to certify invoice is true, complete, and accurate . . .

ADOT @ Netscaler Remote A &

My Home My Appiications My Reimbursement Requests

[ menu =Foms M

azshared agatesoftware.com says

Status: ( ] Training Type:

Invoices Due Now: [

gional coordination ac
hat any false, f

tiou:

ny fal

Cancel

©Delane Org: RTAP[ Jelane Org™-0007

sgeEngine Serv

\d Messages

B MPD Transit

My Organization(s) | My Profile | Logout

o @ crst »

le Suite Login

+: dohde@azdot.gov

Phone Number: (760) 238-3503  Expiration Date: 06/30/22

© AZTA ADOT Conference: Request Approved Last Modified: 11/25/20 052714 AT

Reimbursement Due Date: 01/30/2021 Review Date: 11/25/2020

Amount

$1,848.84

invoice Submitted (0 ADOT v (B3]

EventName: (AZTA ADOT Conference

] Start Date: | 12/14/2020 [}

e

End Date: (12116/2020 | (1)

(1122 N 220 Ave

)

Event Brochure: Test File.docx

Registration Fee: city: Phoenix state:[ Az v N
o ]
ADOT Comments: [ //]
@ sam Smith Last Modifled: 11/25/20 04:27:32 PM
Name:  [Sam Smith 1 Titte: [Transit Manacer 1 Are vou usina an aaencv vehicle?

[ Page 66 of 75 }



RTAP - SCHOLARSHIP TRAINING COMPLETED - SUBMIT INVOICE

Invoice is now submitted and will be processed for payment. Once the invoice is reviewed and approved, the
system will automatically generate a reimbursement request with the information submitted and approved.

@Delane Org: RTAP[07/2020-06/2022]Delane Org*-0007 Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: 06/30/22
@ AZTA ADOT Conference: Invoice Submitted to ADOT Last Modified: 11/27/20 12:47:55 PM Amount Requested: $1,928.84
Reimbursement Due Date: 01/30/2021 Review Date: 11/25/2020 Invoice Submitted: 11/27/20 by DianeTest OhdeTest
Training Type: EventName: (AZTA ADOT Conference )| start Date: End Date:
Training Location: Address: (1122 N 220 Ave )

Event Brochure: Test File docx

Fee: ($85.00 city: Phoenix state:( AZ v No file chosen

| ]

ADOT Comments: [ ]

@ sam smith Last Modified: 11/27/20 12:47:55 PM

Name:  (Sam Smith ] Title: (Transit Manager ) Are you using an agency vehicle? Yes - No

Conference/Training Hotel Rate or Out of State travel? Yes No Map Link: (ntips:/mvww: +AZI1 +Phoenix, +A. 461386.-1

Registration  Other

Fees  expenses
12/14/2020 | 12/16/2020 $625.00 $138.84 $85.00
12/14/202012/16/2020|_$650.00] _130.00] 312] s13884]  $8500] s35.00] 81
Backup Documentation: | Choose Files | No file chosen

Test File docx

Departure Retum  Lodging  Meals Total Miles Mileage $ Total Comments

Pre-Approval Estimated
Reimbursement Actual

a Ginger Tobin Last Modified: 11/27/20 12:47:55 PM

FORSEE (S S 1w T ) ——
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RTAP - MATERIALS/OTHER TRAINING COMPLETED - SUBMIT INVOICE

V. RTAP - Materials/Other Training Completed - Submit Invoice

e Agency Organization Administrator
e Agency Authorized Official
e Agency Financial Officer

Note: This section does not apply to ADOT Procured requests.

1. Enter Actuals into Materials/Other Training form.

The Agency will receive an email notification stating their Invoices can be submitted once their request is
approved and the training event has occurred. There can only be one Reimbursement Request processed at a

time, but if the first Reimbursement Request has been approved and submitted for payment, a second one may
begin its life and start going through the process steps.

Navigate to your application and click on your application Name.

My Home My Appiications My Reimbursement Requests

My Organization(s) | My Profile | Logout

Q Back
My Applications

Use the search functionality below to find a specific Application.

Search Applications

[RTAP: 2020 v
Application Name [

RTAP Delane Org RTAP(07/2020-06/2022]Delane Org=-0007 RTAP Active 2020
1

MyHome My Applications My Reimbursement Requests

My Organization(s) | My Profile | Logout

3) menu = Forms menu 2 status Changes A Tools '] Related Documents and Message:

Q Back
RTAP Menu - Forms

Please complete all required forms below.

Document it R Org"-0007

Note Created By Last Modified By
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RTAP - MATERIALS/OTHER TRAINING COMPLETED - SUBMIT INVOICE

Click on the Plus Sign next to your organization name.

My Home My Applications My Reimbursement Requests

My Organization(s) | My Profile | Logout

[® Menu = Forms Menu ¥3 status changes X Toots il Related Documents and Messages
Q Back
RTAP - Materials
Fill out the stuff below
Invoices Due Now:
elane Org: RTAP[07/2020-06/2022]Delane Org™-0007 Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: oa/:snm]

For Non-ADOT Procured request, enter the Actual Amount and attach Supporting Documentation.
Click on SAVE.

ADOT Procured requests will be processed by ADOT.

RTAP - Materials

Fill out the stuff below

Invoices Due Now: (]

@ Delane Org: RTAP[07/2020-06/2022]Delane Org™-0007 Email Address: dohde@azdotgov  Phone Number: (760) 238-0503  Expiration Date: 06130122
a ott of ADOT Amo Actua pporting  Dat Amo
g Titie Begin Date d Date Due Date ta
- Request Approved
Defensive Driver Trainin S—
| g | 1210812020 ’ 1210812020 | DERCENe Diver Manils | 3 | $150.00 H Choose File | ff11/2512020 | 01122121 [ v
4 4 Nofeosa
Request Approved
CTAA Traimin I _ RequestApproved
| o | 01/15/2020 ‘ 01/16/2020 | TR Mariig | 5 | $0.00 | [Choose File | | 1172512020 | 03101720 ]| aE
4 4 Fioifie cipesn
| | ‘ | | (] | | [ choose File NIA New Request (SAvE)
. 4 No file chosen
Comment
ADOT Comment

@ Topofthe Page

Select Invoice Submitted to ADOT from the dropdown list.

Click on CHANGE STATUS.

RTAP - Materials

Fill out the stuff below

Invoices Due Now:

©Delane Org: RTAP[07/2020-06/2022]Delane Org-0007 Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: 06/30/22

Materials/Other #of ADOT Amount Actual Supporting Date Dyie Dals Amount
Description Att. Pro. Requested  Amount Documentation Reviewed Paid

Training Title BeginDate  End Date

Download Request Approved
| $150.00 | $15000 ([ Choose File
No file chosen

Defensive Driver Training
12/08/2020 1112512020 | 01/22/21
A

| i | Defensive Driver Manuals

CTAA Trainin
| o | 011512020 | 01/1612020 | CIARManRE | 5000 | Choose File | | 1112612020 | 03/01/20
V. 7 No file chosen
| ) [ | | l (] | | Choose File NA New Request
i il No file chosen |
Comment
ADOT Comment

)
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RTAP - MATERIALS/OTHER TRAINING COMPLETED - SUBMIT INVOICE

Click OK, to certify invoice is true, complete, and accurate . . .

ADOT-Bookmarks Personal (@ Netscaler Remote A.. &) E-GrantsProd @ E-Grants Shared sgekngine Serv... [] MPD Transit @ Google Suite Login - @ Chat » ¢
3 azshared.agatesoftware.com says

My Home My Applications My Reimbursement Requests

My Organization(s) | My Profile | Logout

| Meny == Forms M¢  and cash receipf d Messages
terms and cond
Q Back
RTAP - Materials v
Fill out the stuff below
Cancel
Invoices Due Now:
© Delane Org: RTAP[07/2020-06/2022]Delane Org-0007 Email Address: dohde@azdotgov  Phone Number: (760) 238-3503  Expiration Date: 06/30/22
. Materials/Other #of ADOT Amount  Actual  Supporting  Date Amount
ainiog Tktie BegRDas EncDse Description Att. Pro. Requested Amount Documentation Reviewed DusDas Paid S SAve
'
wnioad Request Approved
Detensive Driver Traini ~ RequestApproved _
| 9 ‘ 1210812020 | 12/08/2020 | Ociersive Driver Maniils ‘ 3 | | $150.00 | $150.00 | [ Choose File | | 1172512020 | 01/22/21 [invoice Submitted v |
= - 1 No file chosen
I
- Request Approved
CTAA Trainin S _ Request Approved _
| i [ 01/16/2020 | 01/16/2020 | CIARMans ‘ 5 I | $0.00 | [Choose File | | 11/2512020 | 03/01/20 [ v
A | Choose e | ______ ]
4 1 No file chosen
i
I [ l | ’ I a | | [ Cnoose File | NA New Request
€ g 1 No file chosen
Comment
ADOT Comment

Invoice is now submitted and will be processed for payment. Once the invoice is reviewed and approved, the
system will automatically generate a reimbursement request with the information submitted and approved.

RTAP - Materials

Fill out the stuff below

Invoices Due Now: [

© Delane Org: RTAP[07/2020-06/2022]Delane Org™-0007 Email Address: dohde@azdotgov  Phone Number: (760) 2383503 Expiration Date: 06130122
Begin Da d Da o of ADO Amo A pporting Dats o Ao »
f wni
Defensive Driver Traimin I
‘ g /” 12/08/2020 [ 12108/2020 | DEGCENE DI K | 3 | $150.00 ‘ $150.00 11252020 | 01722121 jivoice Submitly
i 4 No file chosen
i
| Request Approv
CTAA Training CTAA Manuals PR
01152020 || 011612020 5 50,00 SAVE
l ” ’ | 1 | | ‘ [ Choose File | | 1112512020 | 03101720 L.
! No'file chosen
i
l || l | | (] | l [ Choose Fite | NIA New Request
4 No file chosen
Comment
ADOT Comment
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5310 - APPLICATION PROCESS STEPS

W.5310 Application Process Steps

AE 0000 O OO0 E

(3] ro — b b —_ ——
L o ~ w -+ w ro

Application In Progress

Application Submitted
Application Cancelled

ADOT Review

Review Panel

Application Modifications Required
Application Ineligible

Grant Not Funded

Processing Award

Budget Modifications Needed

Exhibit A PM Review

ADOT Award Modifications Needed

Transit Director Approved

Notice of Award

Ready to Execute

Prepare GAE
Contract Executed

Active Grant

Grant Closed

Subrecipient Award Modifications Needed

GAE Modifications in Progress

(
L

Page 71 of 75 }

Application Cancelled
Application Submitted

ADOT Review

Review Panel
Application Modifications Required
Application Ineligible

Processing Award
Application Modifications Required
Grant Not Funded

Application In Progress

Exhibit A PM Review
Budget Modifications Needed

Processing Award

Transit Director Approved auto advance to Notice of Award
Budget Modifications Needed

ADOT Award Modifications Needed

Active Grant

GAE Modifications in Progress

Exhibit A PM Review
Subrecipient Award Modifications Needed
Active Grant

Notice of Award
Processing Award
Grant Not Funded

Ready to Execute

Prepare GAE
Contract Executed

Active Grant

Active Grant

Grant Closed
ADOT Award Modifications Needed

ADOT Award Modifications Needed

Active Grant
Subrecipient Award Modifications Needed
ADOT Award Modifications Needed

Cvhihid A DA Davrinar




5310 & PLANNING REIMBURSEMENT REQUEST PROCESS STEPS

Ordinal Process Step

1 Reimbursement Request in Progress

Reimbursement Request Submitted

Reimbursement Request Cancelled
Accounting Review

Accounting Review 1
D Accounting Review 2

Reimbursement Rejected - Modifications Required

Program Manager Review

D Program Review 1

Program Review 2

Reject - Ineligible for Funds

Submitted for Payment

Payment Sent to AFIS

GAX Bypass Interface, Already in AFIS
Paid

(
L

X. 5310 & Planning Reimbursement Request Process Steps

Connections

* Reimbursement Request Submitted

Page 72 of 75 }

Reimbursement Request Cancelled

Accounting Review
Accounting Review 1

Program Manager Review
Reimbursement Rejected - Modifications Required

Accounting Review 2
Program Review 1
Reimbursement Rejected - Modifications Required

Program Review 1

Reimbursement Request Submitted
Reimbursement Request Cancelled

Submitted for Payment

Reimbursement Rejected - Modifications Required
GAX Bypass Interface, Already in AFIS

Reject - Ineligible for Funds

Program Review 2

Submitted for Payment

Reimbursement Rejected - Modifications Required
GAX Bypass Interface, Already in AFIS

Reject - Ineligible for Funds

Submitted for Payment

Reimbursement Rejected - Modifications Required
GAX Bypass Interface, Already in AFIS

Reject - Ineligible for Funds

Payment Sent to AFIS
Paid
Paid

Reimbursement Rejected - Modifications Required

Details
View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit
View/Edit
View/Edit
View/Edit

View/Edit




5311 APPLICATION PROCESS STEPSs

Y. 5311 Application Process Steps

Ordinal

(SO I

o — - —— —
o ~J w - w

Process Step

Application In Progress

Application Submitted
Application Cancelled

ADOT Review

Review Panel

Application Modifications Required
Application Ineligible
Grant Not Funded

Processing Award

Direct Transfer to FTA
Budget Modifications Needed

Exhibit A PM Review

ADOT Award Modifications Needed

Transit Director Approved

Notice of Award

Prepare GAE

Active Grant

Grant Closed

Connections

» Application Submitted
« Application Cancelled

* ADOT Review

* Review Panel
« Application Modifications Required
= Application Ineligible

* Processing Award
« Application Modifications Required
« Grant Not Funded

* ADOT Review

Exhibit A PM Review
» Budget Modifications Needed
« Direct Transfer to FTA

» Processing Award

« Transit Director Approved auto advance to Notice of Award
« Budget Modifications Needed

* ADOT Award Modifications Needed

» Active Grant

* GAE Modifications in Progress

« Exhibit A PM Review
« Subrecipient Award Modifications Needed
« Active Grant

* Notice of Award
« Grant Not Funded

* Prepare GAE

Active Grant
ADOT Award Modifications Needed

« Grant Closed
ADOT Award Modifications Needed

Subrecipient Award Modifications Needed « ADOT Award Modifications Needed

GAE Modifications in Progress

(
L

Active Grant

Subrecipient Award Modifications Needed
ADOT Award Modifications Needed
Exhibit A PM Review
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5311 REIMBURSEMENT REQUEST PROCESS STEPS

Z. 5311 Reimbursement Request Process Steps

Ordinal Process Step

Reimbursement Request in Progress

1
Reimbursement Request Cancelled
Reimbursement Request Submitted
D Accounting Review
Reimbursement Rejected - Modifications Required
EI Program Manager Review

Reject - Insligible for Funds
EI Submitted for Payment
IZI Payment sent to AFIS

PVAIGAX BYPASS Interface, Already created in AFIS

Paid

Connections
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Reimbursement Request Submitted
Reimbursement Request Cancelled

Accounting Review

Program Manager Review
Reimbursement Rejected - Modifications Required

Reimbursement Request Submitted

Submitted for Payment

Reimbursement Rejected - Modifications Required
Reject - Ineligible for Funds

PWVAIGAX BYPASS Interface, Already created in AFIS

Payment sent to AFIS

Paid

Paid

Reimbursement Rejected - Modifications Required

Details
View/Edit

Wiew/Edit

View/Edit

View/Edit

Yiew/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit




PLANNING APPLICATION PROCESS STEPS

AA. Planning Application Process Steps

Ordinal

(3] — — p— — —
o ~J W o+ w ro

Process Step

Subrecipient Application in Process

ADOT Application in Process
Application Submitted
Application Cancelled

ADOT Review

Application Modifications Required

Application Ineligible

Review Panel

Grant Not Funded

Processing Award

Exhibit A PM Review

Notice of Award

Appealed

Subrecipient Accepted Award
Prepare GAE

Active Grant

ADOT Award Modifications Needed

Subrecipient Award Modifications Needed

GAE Modifications in Progress

Grant Closed

Connections

« Application Submitted
« Application Cancelled

Subrecipient Application in Process

ADOT Review

Review Panel

Application Modifications Required

Application Ineligible

Subrecipient Application in Process
ADOT Application in Process

Processing Award

Application Modifications Required

Grant Not Funded

Exhibit A PM Review

Application Modifications Required

Notice of Award

ADOT Award Modifications Needed
Subrecipient Award Modifications Needed

Active Grant

GAE Modifications in Progress
Subrecipient Accepted Award auto advance to Prepare GAE

Appealed

Notice of Award
Processing Award
Grant Not Funded

Prepare GAE

Active Grant

ADOT Award Modifications Needed

Grant Closed

Subrecipient Award Modifications Needed

Exhibit A PM Review
Active Grant

Exhibit A PM Review

Active Grant

ADOT Award Modifications Needed

(
L
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“Details

View/Edit

View/Edit
View/Edit
View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit
View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit



