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AGENDA

Oregon Public Transit Information System (OPTIS)
External User Training

Session 15 - December 13-14, 2011 9:00 a.m. —4:00 p.m.
ODOT Human Resource Center — Suite H
2775 19" Street SE, Salem OR 97302 (map attached)

Participants: Doreen Blome (SAMTD), Scott Chancey (Josephine County), Cathy Pennington
(Coos County), Jay Flint (Sunset Empire Transportation District), Mary Parker (Sunset Empire
Transportation District), Julia Takko (Sunset Empire Transportation District), Christy Galaviz
(Malheur Council on Aging), Pamela Jackson (Columbia County), Patty Toombs (Eastern Oregon
Center for Independent Living)

Special Guests: Joni Bramlett and Sharon Peerenboom from ODOT Public Transit
Schedule /7 Day 1 — Tuesday, December 13

9:00 a.m. Welcome / Introductions / Course Overview / Objectives
9:30 a.m. OPTIS Overview / Design / Log-in - PowerPoint

10:15 a.m. User Roles & Privileges

10:30 a.m. Break

10:45 a.m. Registration / Agency and User Maintenance / Practice
11:30 a.m. Document Types / Navigation Menu

Noon — 1:00 p.m. Lunch

1:00 p.m. Navigation Menu Continued / Search Features

1:30 p.m. Asset Register - PowerPoint, Demonstration & Reports
2:00 p.m. Asset Q & A with Joni Bramlett

2:30 p.m. Break

2:45 p.m. Intro to Quarterly Reporting - PowerPoint & Demonstration
3:30 p.m. Questions / Individualized Help if Needed

After Day 1 you will:

1. Be familiar w/OPTIS design/terminology & be able to locate the information you need
2. Be able to register new users & revise agency/user information
3. Be able to view & understand your assets in OPTIS

Oregon Department of Transportation, Public Transit Division






Schedule / Day 2 — Wednesday, December 14

9:00 a.m. Review & Questions

9:15 a.m. Q & A with Sharon Peerenboom - Reporting

10:00 a.m. Manager Approval Process & Document Progression
10:15 a.m. Practice: Creating Quarterly Reports

10:45 a.m. Break

11:00 a.m. Requesting Reimbursement - Demonstration

11:30 a.m. Practice: Creating Reimbursement Requests

Noon — 1:00 p.m. Lunch

1:00 p.m. Advanced Topics & Special Situations

1:30 p.m. Help Features / User Guide / OPTIS Webpage

1:45 p.m. Final “Quiz” - All Topics

2:30 p.m. Review / Production Site / What’s Next

2:45 p.m. Questions / Evaluation Form / Individualized Help if Needed

After Day 2 you will:

1. Be able to enter & submit agency periodic reports electronically
2. Be able to request reimbursement electronically within OPTIS
3. Be able to deal with special situations

Contact:

Maile Boals

ODOT Public Transit

555 13th Street Suite 3, Salem OR 97301
Maile.boals@odot.state.or.us
503-986-3372

Thank you!

OPTIS

your
Friend
@

iy

Oregon Department of Transportation, Public Transit Division






Directions to ODOT’

Map not to Scale

25th Street

Mizsion Street

[«

K-Mart

12ih Stieet

131h Sireet

Railroad 30K

N i McGilchrist
1

Main
Enfrance {:}

| 9th

22nd

Pence Loop

ODOT

Human Resource Center
2775 19th St. SE
Salem Or 97302-1503

HIR.Comby Mg 1 5th. Streat Map ppt

s Human Resource Center

.
v
L
"
-
- T
= @
=] ]
& £
8 =
<t =
Ly
. 1
Salem s

Airport

Driving Directions:

From I-5, take Mission 5t. (Hwy. 22) west
to 25th Street (just west of airport), and turn
left. Go about four blocks to light and furn
right on McGilerest. Go about six blocks
and fum left on 19th Street.
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OPTIS Contacts and Quick Reference Guide
Key Contacts

Contact Information Question /Comment /Area of Concern

OPTIS Trainer - Maile Boals 503-986-3372 e Technical assistance for OPTIS (Immediately
Maile.boals@odot.state.or.us fo”‘?"\."ng ”a'”'T‘g-)

e Training materials or schedules

OPTIS Administrator - lvan Presnyy 503-986-4004 | Computer specs or OPTIS compatibility issues

lvan.a.presnyy@odot.state.or.us e Forgotten password, user name, or eResponse
keyword

e Lockout resets
PTD Ops. Manager - Robin Bjurstrom 503-986-6579 | ¢ Public Transit Division questions

Robin.e.bjurstrom@odot.state.or.us * High level information regarding OPTIS
Periodic Report/Payment Coordinator - e Agreement or amendment execution or specifics
Francine Peterson 503-986-3376 e Payment Status (for Jean Palmateer, Matthew
Francine.peterson@odot.state.or.us Barnes, or Sharon Peerenboom)
Asset/Payment Coordinator — o OPTIS asset troubleshooting & maintenance
Jenny Erickson 503-986-3408 e Other technical assistance for OPTIS

Jenny.erickson@odot.state.or.us e Payment Status (for Alison, Joni or Sherrin C.)

e General PTD & OPTIS Information

Public Transit Website (www.oregon.gov/ODOT/PT) « Training and Assistance

OPTIS Web Addresses

Name Address

OPTIS Production Site (Prod) ¢ https://keiko36.0dot.state.or.us/ - Click on OPTIS

OPTIS Training Site (Train) ¢ https://optisalt.oregon.gov/train/open_grants.dll/welcome

Key Terms & Icons

" Term ~ Definition B

Navigation Menu o List of features; starting place for everything in OPTIS after log in. Far left of home screen.
Reimbursement e Document created in OPTIS by a provider (or by PTD on their behalf) requesting
Request reimbursement of expenditures made under a grant agreement.

Payment Request | ¢ Document created in OPTIS which authorizes ODOT accounting to pay a provider for
project costs. Contains detailed payment funding information.

Document e Currently Active — Documents needing attention by the agency or person listed. (Searching
Status Terms by your name w/ this selected shows docs that will stay incomplete unless acted on by you.)
(Used to refine e Complete — Finished document with no further activities to be performed.

searches) e In Progress — Documents with outstanding activities left to be done, but not necessarily by

the organization or person listed; some parts may be complete.
o All — Every document regardless of status.
Issue e Stage/step indicating document is in the process of being completed or "issued". Finishing
the "Issue" step finalizes a document. Does not mean there is a problem with the document.
Overview/Master e Screen showing a summary or “snapshot” of the progression of documents in OPTIS. Exists
for each biennium, each provider and each sub-recipient agreement.
Periodic Report e OPTIS version of PTD’s quarterly report.

Privileges e Conditions which define what you can do in OPTIS (browse, create, approve, etc.)

X e Incomplete document icon. (X marks the spot where more work needs to be done.)

[ e Completed document icon. (The document has been published and is ready to read.)
Vi o Agreement routed for signature - not yet executed.

@ e Closed document icon. (Used for grant agreements which have expired or been closed.)
Wy or ¢ View additional details icons.

® Help for OPTIS e Screen-specific help entry iconltitle - applies to that screen; area still under construction.
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Public Transit Communication Process
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PTD/STATE BIENNIA

Bl 11-13 7/01/11 1o 6/30/13
Bl 13-15 7/01/13 1o 6/30/15

STATE FISCAL YEARS

FY12 - 7/01/11 70 6/30/12
FY13 - 7/01/12 710 6/30/13
FY14 - 7/01/13 10 6/30/14
FY15 - 7/01/14 70 6/30/15

STATE QUARTERS

Bl 11-13

Q1 07/01/11 7o 09/30/11
Q2 10/01/11 7o 12/31/11
Q3 01/01/12 70 03/31/12
Q4 04/01/12 7o 06/30/12
Q5 07/01/12 1o 09/30/12
Q6 10/01/12 vo 12/31/12
Q7 01/01/13 1o 03/31/13
Q8 04/01/13 1o 06/30/13

Bl 13-15

Q1 07/01/13 1o 09/30/13
Q2 10/01/13 70 12/31/13
Q3 01/01/14 70 03/31/14
Q4 04/01/14 10 06/30/14
Q5 07/01/14 10 09/30/14
Q6 10/01/14 1o 12/31/14
Q7 01/01/15 70 03/31/15
Q8 04/01/15 10 06/30/15

July to Sept
Oct to Dec
Jan to March
April to June
July to Sept
Oct to Dec
Jan to March
April to June

July to Sept
Oct to Dec
Jan to March
April to June
July to Sept
Oct to Dec
Jan to March
April to June

FEDERAL FISCAL YEARS

FFY12 - Oct 2011 to Sept 2012
FFY13 - Oct 2012 to Sept 2013
FFY14 - Oct 2013 to Sept 2014
FFY15 - Oct 2014 to Sept 2015

FEDERAL QUARTERS

Q1 Oct to Dec

Q2 Jan to March
Q3 April to June
Q4 July to Sept






SAMPLE HIERARCHY — AGENCY/USER

¢ OPTIS

¢ External Agencies &
¢ LOTRBus, Inc.
o Frodo Baggins*
o Sam Gamgee
o Gandalf The Grey
= Rohan Transit &
e Lucy Baggins*
e Meriadoc Brandybuck ¥

= Umbar, Inc. &
e Laura Baggins*

e Peregrin Took {

= Gildor Ride Link B
e Aragorn Isildur ¥

Denotes Agency with Association to another Agency

Denotes Primary Contact (maintain agency profile and create documents)
Denotes Registered System User with basic privileges (view all)

DOCUMENT HIERARCHY

APPLICATION
NOTICE

)|

1

)|

\ 4
v

1
Y APPLICATICN OLI}QE%EFD FUNDING 1
HEADER 7| APPLICATION SUBGRANT

PROJECTS
AGREEMENT

REIMBURSE-

MENT REQUEST

PAYMENT

REQUEST







OPTIS User Settings

User Class (what you can see)

A collection of security matrix settings which determine a user’s menu options.

OPTIS classes include: Anonymous User, External Registered User, Support Staff, Program Manager,
Department Head, and OPTIS Administrator.

Privilege (what you can do)
A set of conditions that define a user’s ability to create or modify documents.
Examples: create reitmbursement requests, browse notices, approve payments, execute agreements.

User Type (External & Internal)
A person who interacts with the OPTIS system. (External=Transit Provider; Internal=PTD Staff)

Primary or Prime User
Initial user registered for any agency. Has the most privileges of any external user. One per agency.

User Status - Further defines what a user can do.
»  Primary / Validated for eResponse®
0 Sees all external user menu options
0 Can create and submit (approve) docs for agency (after eResponse issuance**)

0 Can add and delete users; can change user and agency info; can change primary contact
0 Cannot change own personal information
»  Not Primary / Validated for eResponse*®
0 Sees some external user menu options
0 Can create and submit (approve) docs for agency (after eResponse issuance**)
0 Cannot add or delete users; cannot change user or agency information or primary contact
0 Can change own personal information
»  Not Primary / Not Validated for eResponse*
0 Sees some external user menu options
0 Cannot create or submit docs for the agency
0 Cannot add or delete users; cannot change user or agency information or primary contact
0 Can change own personal information

eResponse issuance is the granting of a secure keyword to be used as an electronic signature when
approving documents. eResponse keywords are only granted to authorized signatories.

*¥ Validation is a PTD process designed to certify that agencies/users are authorized to create/submit
documents in OPTIS.

®

@ See attached for pictures of OPTIS Navigation Menu options. &
®

OPTIS User Settings -1- May 2011





NAVIGATION MENU OPTIONS

User Class=Anonymous Browser, Status=Not Assigned

Oregon Public Transit Information System

*OPTIS Home
Login to OPTIS
Provider Registration
Browse

How to disable your
popup blocker

Grant Management using OPTIS
OPTIS

(Train)

If yvou have any gquestions about OFTIS, please =end email to: QFTIS or phone us at (503) 986-3300.

User Class=Not Assigned, Status=Registered, Seeking Affiliation

Oregon Public Transit Information System

VWelcome Screen
Browse Open Notices
My Profile

OPTIS Time

Exit from OPTIS

Hello Harvey Hare
The last time you logged onto the system was: 10/13/2010 11:47 AM

Your requested affiliation is pending. If yvou need to change your affiliation request please contact
Oregon Public Transit Information System (OFTIS) support at (503) 986-3300.

Welcome to the Oregon Public Transit Information System (QFTIS).
***¥Ypu have successfully registered as a system user®**
If yvou have any guestions or require assistance, please contact our Help Line at (503) 986-3300 or

Email Ivan.a.presnyy@odot.state.or.us.
(e-Response)

User Class=External User, Status=Registered - Not Validated for eResponse

Oregon Public Transit Information System

Welcome Screen
Browse Open Notices
Asset Search

My Documents

My Profile

OPTIS Time

Exit from OPTIS

Hello Mopsy Clover Provider No: 11051

The last time you logged onto the system was: 07/19/2010 11:47 AM

Welcome to the Oregon Public Transit Information System (OFTIS).

***You have successfully registered as a system user***

If vou have any guestions or require assistance, please contact our Help Line at (503) 986-3300 or

Email Ivan.a.presnyy@odot.state.or.us.
(e-Rezponse)

OPTIS User Settings

-2- May 2011






User Class=External User, Status=Reg

istered - Validated for eResponse

Oregon Public Transit Information System

\VWelcome Screen

Browse Open Notices
Asset Search
et
My Documents

My Profile

OPTIS Time

Exit from OPTIS

Hello Daisy Cottontail Provider No: 11051

Welcome to the Oregon Public Transit Information System (OFTIS).

***¥ou are authenticated as a system user®**

Feel free to browse the application notices.

Only registered users can download official documents. You may reaister online by selecting the
"Register” button from the OPTIS main page.

Registration is free.

If you have any gquestions or reguire assistance,
please contact our Help Line at (503) 986-3300 or Email Ivan.a.presnyy@odot.state.or.us.

User Class=External User, Status= Prime Contact - Validated for eResponse

Oregon Public Transit Information System

HWelcome Screen
Browse Open Notices
Asset Search

My Documents

My Profile

OPTIS Time
Exit from OPTIS

Hello Peter Rabbit Frovider No: 11051

The last time you logged onto the system was: 10/08/2010 4:42 PM
Welcome to the Oregon Public Transit Information System (OFTIS).

***¥ou are authenticated as a system user***

Feel free to browse the application notices.

Only registered users can download official documents. You may register online by =electing the
"Register” button from the OPTIS main page.

Registration is free.

If vou have any questions or require assistance,
pleaze contact our Help Line at (503) 986-3300 or Email Ivan.a.presnyy@odot.state.or.us.

OPTIS User Settings

-3- May 2011







REGISTERING A NEW USER — TWO METHODS

METHOD 1: SELF REGISTRATION
(New user registers him/herself and seeks affiliation with an agency.)

1.
2. Select Provider Registration

3. Click Email Notification and Electronic Response boxes; click Next
4. Click “I Agree” box

5. Enter all registration information including creating a password

6.
7
8
9
1

Access OPTIS log in page; DO NOT LOG IN.

Click Next twice.

. Enter organization name; click Submit
. Choose organization from list; click Mext three times

Click Finish

0.Organization’s primary user must then accept self-registered user.

METHOD 2: REGISTRATION BY THE PRIMARY USER
(Primary user for the agency registers the new user.)

1.
2.
3.
4.

oo

Log in as primary user
Select Users and then Users again
Click Add a New User
Enter new user’s information
a. Title / Name
b. Logon Id (jsparrow)
c. Password (case-sensitive, at least six characters, two or more pattern characters —
upper case, lower case, numeral, or symbol)
Confirm Password
Phone, fax, emalil
Status — Registered (View Privileges) or Validated for eResponse (Create Privileges)
Services - eNotify - Yes (Email notification of application notices) eResponse — Yes
(Allows you to respond to application postings)
Click Organization Find button
Choose agency
Back at Add User screen, either Submit/Return to save and see Authorized Personnel

screen, or Submit/Next to save and add another user.
%k * ES ES £ 3 %k %k * ES ES ES £ 3 %k %k * ES ES £ 3 %k %k %k * ES ES £ 3 %k %

@moo

8. New user logs in

9.

At Agreement page, new user agrees or disagrees with statement (user will not be able to
proceed if he or she disagrees).

10.Message appears — “You have successfully registered.”

Note: If this user needs to be able to create and/or submit documents for the agency, the primary
user should select the Validated for eResponse status. If this user is the authorized representative,
he or she must have PTD issue an eResponse keyword. To do this:

» Contact Maile (or lvan) for an eResponse keyword to be emailed to you (current), or

» Send email request for eResponse keyword directly from OPTIS (futPTIS (future)






OPTIS DOCUMENT PROCESS FLOW

————

Source of Funds
|_FTT ]'ST_ATE'I

S S

| APPLICANTS |
|_ S —_ — FUNDS
FUND HEADER ARE
Source of funds in OPTIS — — — PINNED
I sTip |
I | KEYS |
e.g., 5310, 5311, FHWA | 1dentify |
FUNDING AFP | fed +
APPLICATION NOTICE SUBMITTED funded
Announcement projects I
¥ ltora 4-yr |
----------------- FUND INSTANCE I per|0d I
e.g., 2017-13 E&D ) _——— AGENCY PERIODIC ASSETS
Program Notice Funds available frDl‘TI REPORTS V0978, E0978,
#D-11-19 each year of fundlng_ APR-09-1234 50978
Appropriation
#OR-18-031
- ~
. - "
v o b
APPLICATION HEADER ORDERED LIST OF FUMDING APPLICATION SUBGRANT REIMBURSEMENT PAYMENT REQUESTS
1 per agency per app PROJECTS Where PoP is created, AGREEMENT REQUESTS
notice. List of projects List of alf d revised, and amended. Federal Auto-generated by
applied for. Created w/ ist of all approve ' 0 Created by Grant OPTIS. Completed by
each grant cycle. Includes projects per biennia, byl _y, Details of Fund Instance j—p STF > Recipient or by PTD on p| FPTD. Used to request
basic identifying info (e.g., type. {e.g., appropriation, 3TG Grant Recipient's behalf. payment from ODOT
agency, phone, address) JARC. NF. E&D. efc. reserves, match Financial Dept.
RVTD E&D Package B ’ requirements.)
#24321 or 09-0044 09-11-1234 09-11-1234
#9948333* #L-00/11-04 #OR06X001 or
h 4 T T T T
APPLICATION PROJECT HEADER SUBGRANT PROJECT
PROJECT HEADER Equivalent to Application HEADER
Contains ONE project Project Header, , )
from App. Header, PURind s el Equivalent to Project
REQUESTED funds.  fe=ip COMMITTED p| Header, but funds are
Includes mare details Includes CEN, App Score, [ ™, now ENCUMBERED and Documents
{e.g., project type and Total Proj Budget, Match, Must be project is attached to - accessible to
purpose) Grant Amount issued agrecment. external users
#9948333-096 #P-09-1028 before #P-09-1028
sub-
mitting
APPLICATION PROJECT DETAIL funding SUBGRANT PROJECT
PROJECT DETAIL . appli- DETAIL — —
Sub-level of Proj. Header cation Activiti id
Sub-level of Application Includes Budget Details W Sub-level of Subgrant = ctivities outside
Project Header

Includes Coordinated
Plan info, Budget
Summary and SOW
#9948333-096-1

and links to funding

details such as ALI, EAS
Subjob, Activity, Obj
Detail, Match Rate

#P-09-1028-01

h 4

Project Header
Includes SOW and
detailed funding
information.

#P-09-1028-01

—

OPTIS

* #z in boxes represent the numbering system used
in OPTIS & are example only







OPTIS NAVIGATION MENU
External User

1 | Welcome Screen Hello Peter Rabbit
2 Browse Open Hotices The last time you logged onto the system was: 07/15/2010
3 Asset Search Welcome to the Oregon Public Transit Information System (OPTIS).
4 Create Documents =**You are

5 | myDocuments Fe/euz/Navigation Menu]
6 ~JEEE = m:.m the OFTIS main page. regis
7 S BT TERTE Registration is free.

8 Users If vou hawve any questions or require assistance,
9 OPTIS Time please contact our Help Line at (503) 986-3300 or Email Ivan.a.presny|
10 | Exit from OPTIS

1. Welcome Screen

Helps you find your way back
2. Browse Open Notices

Search feature for notices. A notice is an announcement of an available application for grant
funding. (Open Notices only appear during the grant application period.)

3. Asset Search

Find and view assets for your agency

. o 1
4. Create Documents (Provisional Privilege)

¢ Create Periodic Report
¢ Create Reimbursement Request
5. My Documents

¢ Document Search
» Find by Person
¢ Your name is selected by default; you may change name to others in your agency

¢ Filter by Document Type, Document Number, Federal ALI Number, Date Range
and/or Document Status

» Find by Document Title

¢ This is not the document type, but the title given to any document created in
OPTIS

¢ Enter words in title of document

¢ Titles include whatever was entered when document was created. Could be type
of project (Purchased Service, Formula, Capital, etc.), name of provider, fund
(JARC, ARRA, NF, etc.), etc.

» Find by Organization Hierarchy

¢ Locates documents for your agency and any sub-agency included by your agency
in the hierarchy established for you in the system

¢ Filter by Document Type, Document Number, Product (ALI), Date Range and/or
Document Status

Navigation Menu 1/2011





» Find by Organization

¢ Locates documents for the agency you are logged into. Your organization is
selected by default

¢ Filter by Document Type, Document Number, Product (ALI), Date Range and/or
Document Status

» Find by Document Number

¢ Locates documents by number such as grant number (e.g., 24850) or periodic
report number (e.g., APR-09-0123)

¢ You may search by exact match or partial match
» Find by Control Number

¢ Locates documents by OPTIS-generated 7-digit control number. Used mostly by
OGMA to locate items for research

¢ Must be entered as an exact match
¢ Email Notices — A history of emails to you from the system. (Future Process)

6. My Profile
¢ User Information

» Name, title, phone numbers, and eContact information
» Maintain email notification preferences (Future process)
Change Logon Password — change the password used to access the system

Change eResponse Keyword — change the password used to validate documents you
create

Service Information — profile of your services

Location Information — a list of regions in which you provide service
eServices Information — future process when emailing is activated
View Agreement — the user agreement for the system

Registration Summary — information as it exists in the system including agency name,
address, phone, and prime contact — look up only

*® & & o o

7. My Provider Details (Provisional Privilege)2

¢ Office Information
» Maintain provider name, class, FEIN, email, website, phone and address information
» Change primary contact

¢ Supplemental Information (Optional) — your agency’s mission, services, customers,
history, and financing

¢ Organization Hierarchy — the hierarchy for all associated agencies under your profile
8. Users (Provisional Privilege)2
¢ Users — add, change, or delete users and organizations under your control
¢ Affiliation Maintenance — accept or reject users seeking to be affiliated with your agency

9. OPTIS Time — Shows the current date and time clock. Used by the system to track workflow
completion on documents.

10. Exit from OPTIS — The best way to exit the system

. Privilege applies to validated user only
2 Privilege applies to Primary Contact only

Navigation Menu 1/2011






FINDING DOCUMENTS IN OPTIS
THE OVERVIEW SCREEN

OPTIS maintains a master record of all documents related to each agency. You can see a
picture of this record by accessing the Overview Screen.

1. Open areimbursement request or an agreement for the biennium you are interested in.
2. Click on "View Data"

3. Select "Overview(Provider)" to see the master record of all documents for your agency for
the biennium.

4. Select "Overview(Central File)" to see the master record of all documents pertaining to
that agreement for the biennium.

Provider Overview:

Overview ( " i Print
{Trair) A G)
Mastar: ¥ 2009/2011-4
B C E
icati Notice — =3 Application Hesder ——————=Ordered List of Projecty ————3 Funding Application =———% Sub t Ag
f-_gg X Lo0e/i1-04 g ) [ ] .“3?.:53\'::1 ] 25645
i M suew S
28] (28] M =
EH & £ zssss
& [ax]
@ 2
@ x
221
[ X
[un] EH
[un] 22}
% [an]
A. Indicates the biennium.
B. List of all application notices (grant opportunities.)
C. List of all application headers (online versions of your applications.)
D. List of all project headers (project records.)
E. List of all sub-grant agreements.
F. List of all reimbursement requests relating to all agreements.
G. List of all payment requests relating to all agreements. (Cannot be opened.)

Central File Overview (The column headers are the same, but the data is only for this agreement.):

Overview (Central File #26109) ? @

(Train)
Mastar: X 2009/20131-4
Applicstion Notice ———3 Applicstion Hesder ————3 Ordered List of Projects ———3 Funding Applicstion =———3 Sub-Grant Agresment ——3 Reimbursement Request ——3  Payment Request

] D-02-07 Fo4535% ORESHD03 05111743
24} [n1] X i m 26109 L:;]

[ oeiiisis

[[] OResx0D4 o
it [ cotisass

An X next to a document means it has not been completed. An L (open book) next to a
document means it has been completed. A 2 (closed book) next to an agreement means the

agreement is closed. A 4 (pencil) next to an agreement means the agreement document is
complete but it is being routed for signatures and has not yet been executed.

. ) ) . . Master X 2009/2011-4
Remember, the overview screen is biennium-specific:
There is no overview screen which combines all biennia.
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@ 'Ore'gcn Public T ransit Information System

OPTIS ASSETS

For External Users

Asset Types

T
O e

H EEﬂ Real Estate — snhelters / signs 7 Land / Buildings
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Asset Types, cont.

Commaodity Numbers
(Show on Asset Reglster as “Commaodity”}

ALI Codes
{Show on Grant as “Product Number”})

Real Estate

. 103 Velida
Vehicles 10,641 Bus sTO 40 Fr &4

10,02: Bus 5T 35 Fr )

10.03: Bus 30 FT 23

10,642 Bus < 30 FT

10.06: Bus Articulated

10.07; Bus Comamzter f Subuhzn 1Ky
10,681 Bus Intercity i)

10.09: Bus Trolley ST

10.10: Bus Trabay Artic. #
10.14: Bus Double Deck Hh
10.12: Bus ised (R

10,145 Bus Duzl Hede

10.15% vans

10,162 Sedan / Stathon Wagon (K

P T T

Equipmen

* 28 Equipment

+ ALL Adtivity Ling [tem Codes 39
* 1 Capitat )
+ 111 6us B
* 15.4x; Revenus Roling Stock [}
+ 31,125 Purchase « Replacemart 29
1112014 Bus 570200 3
11.12.02: Bus 5T 35ft 39
11,1202 5us 30t ¢
11.12.041 Bus < 30 B
11.12.08; Bus Intercity 30
LL.52.08: Bus Tetley STD 30
1142021 Bus Used O
111215 Vans §
2132161 SedanfStation Wegen
11.32.39: Teansfercad Vehidles 09
» 11,131 Purchase » Expansion H
+ $1.12.01: Bus STO 45t B
* 11,12.02: Eus STO 35/ R
* 11,13,03: Bus 30% 6D

P S S Y

v 30: Real Estata

+ 30.20: Etztions, Stops, Terminals, IMermodal M
* 30.30: Suppott Facilties: Yerds, Shops, Admin Eldgs #
+ 30.60: ROW, Land, Fxisting Improvements 3

3

Asset Register

SAMPLE ASSET REGISTER

Equipment

FR—

Thp

Real Estate
Assal &

Vehicle

Sty

R L

(R

[Et

Vot g Tt

tapig
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HOW TO VIEW YOUR ASSETS — OPTIS ASSET

T

Wetcoms Screen Assets

Browise Qpen Hotices (Tratn)

Wy Locumeats Find Asset Q)

I}y Profile

My Providar Delalls Asret ] (erasmanky

users Treer AL dazees ] 2

QPTIS Time Kevwtords Vehiele .o ol ; .

Equipsant :
. Commadity: . . Find

Exit from OPTIS Real Escrate: - — i C.) @

Iesued By: I . . L. I \l {:ﬁ'@@

g o | —— () @)
Operatars I- | (Fnd) {Fear)

Recard Status: O orall OFnal &A%

AssetStatust Em B iil

Include Histedcal?  [7]
Viem @ Summary (O Detaled

5

Find your organization

Find Organizations with Assets

{Traln}

5. Key in agency name

Search % ®

Orgarfeatior Name: Il'hzee

]
6. Select agency 7. ——p>

Select the orgfnization you wich to search by. Only arganizations that have assats of the chosen tyge (AR
Assels) will by available for selection,

Qrganh .n.n ;
1 The Thren Musketeers = Uniclerlined = assets exist L
2 Thefour Muskslesrs === Not Underlined = no assets
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Continue refining your search.

Find Asset

Asset &1 :! {Exatt Match)

Type: [}-ll Agaata tvl

Keywards: E I
Commiodibys i
Issued Bys

| GG

Ownar @ ‘5-.._\
Selected Age

(Fiod ) (Clasr)

ncy Appears
1 tndude Hierarchy Y ARR
Operator: I i Find f-Ci!;ar
Record Status: Cibrat  OFnal @A You can choose Status:
AssetStatust pram All or Active, Backupls_pare,
) Disposed, Out-of-service, Pending
Include Historicat? [ Disposal, Title Released

View: /'ﬂ @ Summery € Detailed

P Cabrit)

Summary View

View: @ Summary [} Datailed

Click here to see more details
at summary-screen- o

Equipment
Asset# Version Tag &
1 LLJEOL7 KYZ0o1

2 £018 ZYX100

Assaeb# Version DisteictLakt
3 |1 S006 RC#2009-058595
Vehicle
Asseb# Verston Plate#

4 [J]vinid 1FarAll

Serial #

1021206212120

Legal ID
Tax Lot 799

VER #
DGB1045967787

Step
Change Posted
Change Posted

Stap
Change Posted

Step
Change Posted






OPTIS Training

Asset Register Details

ASSET REGISTER FOR McGREGOR'S GARDEN L )_

CPTIS-
Step /
gﬁggrg;?d Revision ﬁfgggfg Relations Status
Asset Type Equipment History
{Ey Assat # Verslon ) Step
1@ 1 3ZIKHK  GHTAESS Ghange Posted
TesmewBy Dwner AssetStatus
i i McGreger's G Active
Vearslon T Serlal & Step
2 | 123456 change Posted
Teswed By Owner Operatar AssetShatus . J
___PublicTransit Diviston | McGregor's Garden__ _  McGregor's Garden | Disposed | |

Assel Type Real Estate
() _— :
3., 56401 shbl11222 Change Pasted :

Issued By Ownar Opearator Aszet Stabrs i
fubilic Transh Divisian MeGredor's Garden MeGregor's Garden Active

Asset Type Vehicle
(v) Assnb# Version ( :’ Step

4 g; \voaza Hoppyl 1EUNE2§4567350123 Change fosted
Issued By Owner Operatar Asset Status
MecGragor's Garden McGragor's Garden McGragar's Garden Active

C;]

Asuet Neathart vises
Versbanr H
Trsned gvr BbTe Trasgk Divisien
TRTez FATE TSR Oivisizn
Ohners '
Dperaten
Copiodity: 10031 By STD IS #T
Tescriplien
targe kewop-dity Bus -
Flate #: £213791 Vit 1EGGEINTTIRTIES)
Yean 260
Haker Gt fodel
Staty EH ADAY 2
O1lgine) Valoe: Instalied:
Orlgfnal D3smelar rending:
Condition!
Statos Adive i
Status Datez :
Address: 1139 Aduna St
1173 Adamy B
stamyth Falle, A 7681

Centael 150l gramiet
Phane: LIs sa-s
it Rl O.BLEITETT G edub et sris :
Corrrmaniy 4
Criginal 33 From Excel (24 {4852 Aseat Esadiend) i
Frep Té0umes VH :
Frogrant...1 311
Fel Grace 7.2 CRLECHLE
Oarereaitie | ®
REQRA s 3 i
Courdy. oot KHEmth i
Central Rlets
Project &1
Fund Info
Expectef Usefy] Life

From: Fed Toi

uLR1{2080 12 pref 552620 e flarge, haavy-duy) 010172812
Last Rezoried Condition

Oameters Hiteage Date af eadieg: Cendition:

332381 03I Gezd

o
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Assed Howtar
Yersiom
Issued By
Tie

Qrmert
Qperator

€ "

Qestriplion

VI3

L

b Trassd Oresian
FubTe Trassit Diviean

L5 Vars

Caleadty 1 dmall Fabt-datr bodt G-1442 pastenger,

flals e
Year:
Habes

seats

@rigizatvahse

Orgleat Ddometer raadisg:
Candilicar

Statusi

Stales Date:

Address:

EC45735
Bt
Ford B35 Statrans

i
$42,750.00
M

Hen

Adaic

1330 2483 5
Wzash fals, CA 97401

win

Hodek

ADAZ
Instaled:

LFOEE1SLIASDA41E2

Condidate Can B1 23l by
(2]

F

Contecls
Phoue:
Emak

Commerts
ARRA bdad.

13d Braafen
1{523) 524-3158

koL DERANIETTEBITL4IRN GG AS

Centeal Flady
Pevjact Bt
Fond Lalo:

25855
FOF05IT0L
5311

Expasted Usefol L
Fraaw
LOHED

Farr
A4 1063 pldas (erad, Igheeduny)

Tt
P reprehe]

Last Reporied Condiha
Ddpeietar Mleages
25453

Date of Readyagt
82172334

Loaddhon:
Kot

14

“Why don't I see what T expect to see?”|&]

(S

L2

i,

The asset entry ma}/fnot be complete yet (status would be

“Review Change").

Register, but not on the APR.
Simple data entry errors {on our part) or reporting errors {(on

your part).

this is true, the asset appears in the Asset

Owner/Operator/Hierarchy issues may be causing the search
feature to not display your assets correctly.

Your hierarchy may be set up to include other agencies, so you
may be seeing assets elther not reported on or not owned by
you. Let Maile or Jenny know.

In the past, PTD sometimes released titles on vehicles that
were still in use & belng reported on. These vehicles won't
appear in OPTIS, since we are no longer the title holder. We've
changed our procedure; now titles are released only when the
vehicle Is out of service.

12
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PTD Contacts For Asset Issues

For errors or questions on OPTIS asset register:

Jenny Erickson, OPTIS Asset Maven
503-986-3408
Jenny.erickson@odot.state.or.us

For capital program questions:

Joni Bramlett, Capital Queen
503-986-3416
joni.d.bramlett@odot.state.or.us

13

Key Points to Remember %}(@

)

B You may view your asset register and
individual assets in OPTIS.

0 You may not make changes to your
assets. Work with Jenny Erickson to
resolve discrepancies.

O Someday, you will be able to enter non
PTD-funded assets yourself.

[ Entry of equipment and real estate
assets has not yet been completed.

14











rerom,

Active ~ Vehicle is in active service to provide passenger transportation.

ASSET REGISTER TERMINOLOGY (Slide #9)

Asset types: E = Equipment, S = Real Estate (Shelters), V = Vehicles. The code letter appears at the
beginning of each asset number

Asset #: OPTIS-generated reference number — unique in all of OPTIS, e.g., V0999 or E023

Revision History: indicates a change to asset information such as status, mileage, etc. (1=revised
once, 2=revised twice, eic.)

Reference numbers:

Tag # = Inventory control number assigned by owner/operator

Serial #= Usually assigned by manufacturers

District Lot #= Deed or parcel number or property id number (usu. found on county assessor's doc)
Legal ID #= Tax assessment number or lot number (also found on covenant document)

Plate #= License plate number

VIN #= Chassis identification number

Relations: [ssued By=Who created the record in OPTIS. Owner=Grant recipient who owns the vehicle
(on title); AKA “Secondary Lien Holder” Operator=\Who actually uses the vehicle.

Step: Change Posted=Asset entry completed. Review Change=Asset entry in process

Asset Status: Active, Backup/Spare, Disposed, Out-of-Service, Pending Disposal, Title Released

3ackup/Spare — Vehicle is no longer in active passenger transportation service, but is retained as a
back-up to temporarily replace active vehicles out of service for repairs, maintenance, etc.

Disposed — Vehicle has been sold at auction, used for trade-in on a new vehicle purchase, legally
transferred to another agency, or otherwise disposed of. (NOTE: Disposed vehicles will remain in the !
Asset Register, but won't populate the APR.) |

Out-of-service - Active vehicle temporarily out of service for maintenance, repairs, etc.

Pending Disposal — PTD has been notified of agency’s intent to dispose of vehicle and has agreed to
release ftitle. This desighation should only be used temporarily until the title has been released.

Title Released — A designation used for vehicles that are still used in transit service but for which PTD
has already released the title. (Primarily used for older vehicles -- PTD no longer releases title on
vehicles still in transit service.)












ASSET REGISTER TERMINOLOGY (Slide #9)

Asset types: E = Equipment, S = Real Estate (Shelters), V = Vehicles. The code letter appears at the
beginning of each asset number

Asset #: OPTIS-generated reference number — unique in all of OPTIS, e.g., V0999 or E023

Revision History: indicates a change to asset information such as status, mileage, etc. (1=revised
once, 2=revised twice, etc.)

Reference numbers:

Tag # = Inventory control number assigned by owner/operator

Serial #= Usually assigned by manufacturers

District Lot #= Deed or parcel number or property id number (usu. found on county assessor’s doc)
Legal ID #= Tax assessment number or lot number (also found on covenant document)

Plate #= License plate number

VIN #= Chassis identification number

Relations: Issued By=Who created the record in OPTIS. Owner=Grant recipient who owns the vehicle
(on title); AKA “Secondary Lien Holder” Operator=Who actually uses the vehicle.

Step: Change Posted=Asset entry completed. Review Change=Asset entry in process
Asset Status: Active, Backup/Spare, Disposed, Out-of-Service, Pending Disposal, Title Released
Active — Vehicle is in active service to provide passenger transportation.

Backup/Spare — Vehicle is no longer in active passenger transportation service, but is retained as a
back-up to temporarily replace active vehicles out of service for repairs, maintenance, etc.

Disposed — Vehicle has been sold at auction, used for trade-in on a new vehicle purchase, legally
transferred to another agency, or otherwise disposed of. (NOTE: Disposed vehicles will remain in the
Asset Register, but won't populate the APR.)

Out-of-service - Active vehicle temporarily out of service for maintenance, repairs, etc.

Pending Disposal — PTD has been notified of agency’s intent to dispose of vehicle and has agreed to
release title. This designation should only be used temporarily until the title has been released.

Title Released — A designation used for vehicles that are still used in transit service but for which PTD
has already released the title. (Primarily used for older vehicles -- PTD no longer releases title on
vehicles still in transit service.)
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OPTIS
AGENCY PERIODIC
REPORT (APR)*

EXTERNAL USER ENTRY

*Also Known As Quarterly Report

Reporting Guidelines
Quarterly/periodic reports . . .

O Are required from any agency which has
B an active PTD-funded grant, or
B a PTD-funded capital asset still in use.

1 Must be received or entered no later
than 45 days after the end of a quarter.

O Must be “on file” before most grant
payments will be authorized.

Contact your friendly neighborhood program
manager if you have questions.

2
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OPTIS Periodic Report Guidelines

[0 OPTIS APR is very similar to the current
“manual” Quarterly Report.

O Reporting information is keyed directly into
the system, may be saved in progress, and
can be printed if you want a hard copy.

O OPTIS APR does not include special progress
reports or Budget Detail Worksheet (BDW).

O OPTIS allows you to attach the BDW to the
APR before submittal.

3

Comparison of Manual QR to OPTIS APR

ODOT PUBLIC TRANSIT OIVISION Rumber: ARG5S

L PORT
AGENCY QUARTEALY REFOR GROT Peblic Transit Djvisian
INSTRUSTIONS: Agency Quarterly Repart
p P . lomatan 3 Gratiarss b 1 ot b feuat 10 GOGT i Tracsiz Diviahn & aach 7t b
1. T foa s isesetiobe T ter wa folts il Jue um's'!rﬁxmuumn&‘mnﬂmg:g.
qeEyGuiored talls, doukEs Tk onor s of ¥a fed, m-zumﬂwla' &e;:;;:a_ﬂww w.‘ (‘:;ﬁ:k_:h
A Fortecbores, £15tyeartad nota ddinn o arad ke fakgoe bos jerde, iy i Sk i)
Fist12 rede paihe it baues 't axc£pl st srmites amoc s 128, 36 UIASIS By ey Hve RS ey sectatns ekt s et of
thatihe arournt d lest m3y crexeihe rombir of seped pagen mwﬂcﬂlwv 211 Fienclum Quiter JiJarcary 1 ts Barch 1
b Forchack boxat, S2%e01 Chek oUechans; [Loqat Memsa of Agaecys Slem Area Huf Tane Dhurik

. For bores siging"seea’ makaite approprate sadicn Hi iy AaTrees Y05 G S LS
2, Prasersden (B2 rsinction Sxement fo dfiniions and sddtoal Homaten - 130
aboct compaiepitafam, [ St B Stwa, O rgon, FTRI17F

indkeata brwhich year and pericd you are reporting:

O RRER O [
03 20102001 | Jitepn

Cet-Dar Jmsa sk Ap'l jwa

Peoeder
Tegnlamad Graries Fysroy, ot :[Ebams coted s doenmant st et n el Bk of 5y kadmindd B8 KULE
trrqdl.l}u;ﬂ lmdula‘\m ML
k) AL
St of Lo s et [Tike o Ruthoriond Bpreds daibves
[EmalAdies s ot
3 = Commy Ll

Perstaconparg Bpel i FEPAS e

[Ty cAesohy THe i [ e Sy £, Teamny Ih ToR e v ] Currerk Pardnd Jaforpuytion

seprzsentalive: this documend i3 comesf foths East of my htowidadya, eod i ot Veluzear k Hoz Canh Rrsageres

B2 v1ed 19 sequeast mivbusyement [ram any other sture Trpra ol Syt iy :':nmu G Valun | Totel Valaa

]
Nameo Autozes Repraetslve Dazz oy o
P T ot e by
- - - [ofee bty

Shcatcracl Adtorced Asprasrmbe: Tak of AUrGrEad Reprasertstve = e plalrd TS

T Ri
Aue you submibtingreimbursemeat request{s) foe s pedad? OIYesMa B R Ny, entahs gt et
$istOO0Y grat ageemet famtety fun kb yos e r2Lasing pntiganert | I I n“::} FEITY

— Telal] 100

- MANUAL QUARTERLY REPORT AGENCY PERIODIC REPORT (0RliS)
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Periodic Report Guidelines

Periodic or Quarterly Reports
are not Reimbursement Requests!

OPTIS Validation
and Security

O Validation Process - ensures that agencies and
individuals are authorized to view, create and
submit documents such as reports in OPTIS.

O Only a validated user may cregie an OPTIS APR.

O Only a validated user with signature authority
may submit an OPTIS APR,

O Validated users with signature authority are given
an “eResponse keyword,” which must be entered
at the last step of OPTIS document submittal. The
keyword functions as an electronic signature.

6
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Preliminary APR Steps

& Verify Current Assets
B Check Asset Report and Asset Register

B For Corrections - Contact Jenny Erickson
(503-986-3408)

[4 Verify Current Reports
B APR Search

B For Corrections — Contact Francine
Peterson (503-986-3376) or send an email
to the reporting inbox and someone will
contact you.

7

How to Enter a New APR
Start by clicking on “Create Documents” . ..

© Create Documents
(Ttain)

Create Periodic Report  Cresate Reimbursement Reguest
Create Periodic Reports Create Reimbursement Requests

. and then Create Periodic Report

8
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Select Organization

Create Periodic Report

(Traln}

@ Selact the erpanization responsible for the dacument, \
Organization

Tssued By: [chartarte's Wb Tranair s1072f]

Criaclotse’s ¥eb Transit 11072

Choose Biennium &
Verify Assets

Create Periodic Report

(Traln)

© Back

@ This page handlas any additional infermatien needed for the creation of the decument,
Additional Information — (Create)
Discipline: Periodic Repart Discinline

Rocument Typet Periadic Report ‘

Procuremeant Method: Periodic Reporting

Issued By: Templetan Taxi

Fiscal Periad: @ 1 |2009 i 2051 Bienniumn
I have varified that all assets to be reportad have baen enterad into the svste.
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Information Screen

Create Periodic Report
(Train}

—> ()

Periodic Reported Created

Form Kumber: {_APR-09-0654
Control #: 9968393

The initial Periadic Report has been created. To continue setting up the Pericdic Report dlick on
'Continue’, You can feave the set up at anytime, Usa the My Documents searching functions to find
the Periodic Report again by the form number listed above and continue with set up.

' Te bypass the creation wizard and go directly to the review page click on the View button,

11

Steps

APR Wizard Begins |* ™™=

2. Perjadic Repart
Details .

‘8. Authaorized
Representative

4, Address

5. Voluntaer & Han-
Cash Resaurces

6. dervice Data

7. Financial Statement
8. Grant Infarmation
5. Assals

10, Accident Reparting

11. Civil Rights

12. Optional Agercy
Marrative

13. Attachments o
12
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APR / QR Fields Compared

Hanual Quarterty Report Fields

OP1IS Agency Periodic 1. Fiscal Year and Quarter
Report Flelds 2. Agency Information
f. Number 3 gzatjﬂﬂ;atlgnkd\ergk Box
. orized Rep Name
; iﬂfﬁéﬁ?&ﬁ;ﬂiﬁu . 5. Authorized Rep Signature
4. Address 6. ODOT Agreement Numbers
7. Velunteer & Non-Cash
3. Volunteer & None Resourees
Cash Resouctes 8. Setvice Data
6.. Service Dala 9. Revenue & Fxpense
7. Bnandal Statement Information
8. Grent Informalion 10. Accidents
9. Assels L1, Asset Report
10. Acddent Reporting 12. Civil Rights
11, Civil Rights 13. Optional Agency Status
12. Optional Agency Narrative Repost Narmatlve
13, Altachments 14. Progress Reports

15. Budget Detall Worksheet
16. Documented In-Kind
Contribution Worksheet

Attachments - Warning!

Number APR-03-0847

Documents related to payments (e.q., RRFs and invoices)
should not be attached to the APR.

13. Attachments
(Fred)

Cantrol #; 5374042

Stegs

1, #Hymbar

2. FPeriedig Reped
Datsts

7. Comtatt

4 Addreas

3. Weluntear B Kon-
Cark Rercues

Sandce Oats
. Fraagd Stabemant

. Grant Infarmitan

womow P

o ALEsTE

10, Areident Regoning

11, Chil Righis

12, Optienal Agency
Namatve

13, Attachmanls

- Aack

‘ Fizlah ]
Attachments
(D Flease attach supporting infarmation hera, Click *Supparfing Documerks & Feerma® fer selevant forms and
formation,
Attachreest Tle FYA1Q1 bedgat detadl EE (i ra)
Aktachmeni Titta i ARF f3] = [ ATEEH
Attachresnt Tite PHRAF O s Don't do this!
Abbachpeat Yitle PH Levsices MY (21208
* indizeres 3 required fald B Tep

14
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Attach
Budget
Detail
Worksheet
to APR.

You may also
attach other
reporting
documents
such as
Intercity
Service
Reports or
JARC / New
Freedom
Reports.

OROT FUBLIC TRANSIT DRISION Sheat: Jotd

7‘[ QUARTERLY REFORY BUDGET DITALL WORKSHFET

(TobrusedFed Opetaions F

IROVDERIAGENCY NAME:

b, BAGRTy Manag 2 snd Planing Prajects]

TSCAL YEAR OF REQUEST;

Labar. S & Frnge Becalts
AdriisuwkeCitct SpweCosts
Adristeke Exgioyte Tianing Cetficaten
MrkelgPublc bruo,

GRANT DESCRIPTION{S] |

QUARTEFUMOHTEH:

AgencyLlisig broree

Ceniractid Senicas{eg Hy ol rott Ko)
Adririsusrg Dk Meched Tesrg

Treasl

O b Equiprard Loss than 35,000

Drtar Admiristrathee Eperses Bst)

Laber §dy b Fisge Berali

Ogaeatieg Emploges TraringTandeason

Weticle Accidest Fepar
Tues frone i)
FualbOF
Spxe Purts fretrokided b FV)
Trars? Serviot Tonirats
Ot ions ind Passesge FasBy Marranace
Vedicle/Fasiey bsurance
e Equpcent Less tan $3.009

=] )

PEDANTIC GEEKS

ONLY GEEKS KNOI THAT .

T?rMLD‘ YU SIVE
LS DOCUMENT Y
R

Workflow
“Completsd

Periodic Report PDF

Click “View PDF” to load printable APR,

ﬂ Qragan B
Depasiment -
of Yrensperfation

0DOT Pablic Fransit Division

Agency Quarterdy Report e
Drections: Every agency is requied o report to OROT ;:*;?E::n

STF agency o each STF formula recipiznt must 350 Fefiy—yre=t
stale or federay- fundad vehicles a3 Jong a5 the welich
d=veloped for differant grenl and pinyreant bypes, Cert
I Please review stalevent sfwork for 2ach praject

Report for: 2011 - 2013 Blennium Quarter 1: X
Legal Hame af Agency:  AgencyMama

| [Maliing Address: 423 Maln Street imkalekinid

; [Chy, State, i Angtews, OR 97300 lz‘

I L

pedanstic ~adjective
1. ostentatious in one's learning.

16

2, everly concarned with minute detalls or formialisms, especially in Teaching.

wwmreia rarien






,ﬁ.\_

Agency Periodic Reports OPTIS Training

Finishing

® viewpor .

® Refresh

Review/Approve \
{Tratn}

@4_”_’3[?. '-: Hembart APR-08-0655 06/10/20%0 5:04 PM
L ——= Current Step: Issue
iComplete Step -, eResponse

L Keyword

(issuie}

orkElow
oy

@ To send & request for a new eResponse Keyword te the Registrar, dick on tha Go buitton.  (8o)

Dy checking this box I am certifying that this docunient is correct te the best of my
knowledge and that X am the autharized preprasentative, :

¥ Indieates o required flald

17

Your report is now complete!

unn"nnu".uuuu.-nuuuuuf !
Documentlo  Document Type  Organization Issued By Status :
D{Amoo0sse  Perdichept  ClacPead Compllz 3
2009 - 3014 Bienniom Quarter L: July § to September 30 E
DRI Pedhet Bk e
2009 - 2011 Biennium Quarter 2: October 1 to Decentber 31 E
x|l
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MANAGER APPROVAL STEPS

Obtain your OPTIS user name and password from PTD or a user trained for your agency.
Log in to OPTIS:

a. https://keiko36.odot.state.or.us/ (If asked to install Whale Communications' client components, click
"Install" and "Continue with Limited Functionality".)

nNoE

b. Select OPTIS from the list of available applications.

c. If a Security Alert message appears, check "Trust this site", select "Always" and "Trust" (These steps
may vary depending on your operating system.)

d. Click "Login to OPTIS" and enter your User Name and Password. Click "Submit"
3. Atthe Welcome Screen, select "My Documents" from the grey bar on the left.
Click on "Document Search."

5. Choose one of the options below to find the document needing your review/approval.
a. If you know the doc number:
I. At the "Search By" drop down menu, select Find by Document Number;
ii. Enter the document number in the Document Number box;
iii. Click "Search" and open the document which appears.
b. If the document has been forwarded to you by the preparer, you can also search by
yourself:
i. Leave the search criterion at the default (Find by Person). Your name displays.
ii. At Document Type, select Periodic Report or Reimbursement Request from the drop
down menu;
iii. Click "Search" and select the document from the list which appears.
c. If you don't know the doc number nor if the document has been forwarded to you:
I. Atthe "Search By" drop down menu, select Find by Organization;
ii. If your agency does not appear, click Find and enter keywords to locate and open it;
iii. Once the correct organization is displayed, at Document Type, select Periodic Report
or Reimbursement Request from the drop down menu;
iv. Leave all other search criteria blank;
v. Click "Search" and then select the document from the list which appears.

6. Review the document. When satisfied that the document is accurate, click on "Complete
Step." If the words "Complete Step" are grayed out, the document is not in your queue; you
cannot take action on it. Contact the preparer and ask that he or she forward it to you.
("Actions" / "Forward" / Choose name from the "Forward To" drop down menu / Click
"Submit/Return."”) Once the document is in your queue, the words "Complete Step" will be
black and you may act upon the document.

7. At the “Review/Approve” screen, enter your eResponse Keyword in the box. (NOTE: If any
required fields are incomplete, you will receive an "Integrity Check Failed" message. For
most issues, the failure reason will also be a link to the area that needs to be modified. Once
the issue is resolved, click "Refresh" to reload the page and continue.)

8. Click the box near the statement “By checking this box | am certifying that this document is
correct to the best of my knowledge and that | am the authorized representative.”

9. Click “Submit.”

The document has now been approved and finalized within OPTIS; it will be processed as if you
had signed it in ink and mailed, emailed, or faxed it to PTD. The electronic submittal of the
document, using your eResponse Keyword, functions as a valid authorizing signature.



https://keiko36.odot.state.or.us/




OPTIS Reimbursement Request Steps

Numbers >/ indicate order of screens. Arrows indicate action for you to take.
Letters indicate the order of actions on screens with more than one action (i.e., do A before B).

Oregon Public T

HWelcome Screen
Browse Open Notices

Asset Search /

Create Documents

My Documents .

My Profile 1.)

My Provider Details /
LeslE Create Reimbursement Request

OPTIS Time Create Reimbursement Requests

Exit from OPTIS 2 .j

@ Select the organization responsible for the document.

Organization 3

Issued By:

* MeEregor's Garden 11-351L|
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Create Reimbursement Request

(Train)
(0 Back B

@ Select the biennium that your Sub-Grant Agreement was created within.

Number Title [ Fiscal Period
1 O EDDSfEDél 03-05 LAB (Historic) 4 2003 - 2005 Biennium
2 ' 20052007-2 05-07 LAB (Historic) - 2005 - 2007 Biennium
3 € gbo7/2009-3 07-09 LAB 2007 - 2009 Biennium
4 ¥ 2009/2011-4 09-11 LAB 2009 - 2011 Biennium

Top

Create Reimbursement Request
(Train) I

5
(© Back ) ,f
y

@ Select the Sub-Grant Agreement to request reimbursement. A check indicates that the
agreement i executed and the reimbursement may be requested. Draft agreements may not
be selected. A check without the selection indicates that the agreement is closed.

Select

Number Version Title

1 ¥ 23458 234568 McGregor's Garden Vehicle Purchase

Top
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() Back

@ Thiz page handles any additional infarmation needed for the creation of the document.

Additional Information

6 (info e

Discipline: Funding
. onl
Document Type: Reimbursement Request Y)
_ -
Procurement Method: Reimbursement Reguest 4
Sub-Grant Agreement: 23456 23456 McGregor's Garden Vehicle Purchase
Issued By: McGregor's Garden
Provider: McGregor's Garden
¥ indicates a required field Top

Create Document

(Train]

Form Number: 09112743
Control #: 9953478 - J

The initial document has been created. To continue setting up the document click on 'Continue’. You
can leave the set up at anytime. Use the My Documents searching functions to find the form again by
the form number listed abowve and continue with set up and publication.

ff‘v’iew::.' To bypass the creation wizard and go directly to the review page click on the View button.

1. Number

(Train)

Number: 09112743 Control #: 9963478

1. Number

Number

2. Information i
3. G ts .
mmmen @ The document number is the reference number for the document/form. 8 (LGF" i
4. Select Activity i .]C |
i INTC on
3. Attachments T ——— Y
: The number cannot be changed. screen)
4

Number: *09112743
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2. Information
(Traim) B
Mumber: 09112743 \A Control #: 9963478
Steps { Skip 3 ( Back )] { Save 3 { Next )] ( Finish ]
L. Numbar ;
3. Inbormeation Information
3. Commants Document Date * [a7 /20,2010 a
4. Select Activity A
5. Attachments Title \“ |23i5€ MeGragor's Gardan Vehicle Furchase
Reimbursement Period * ;I ~ %
~ -"l
Is this the last request for 1+ Julw 1 mo ° 3
this sub-grant agresmant? Quazzer I: Ccteber L to Decesmber 31 | 9
Quarter 3: January 1 To March 31 l":_
& ; ; Fial Quarcer 4: April 1 co June 30 *1'\. n Top
R I L Quarter 5: July 1 to September 30 J
GQuarter &: October 1 to Decembar 31
Quarter T7: January 1 to March 31
Quarter B: April 1 =o Juns 30
3. Comments
(Trmin)

Number: 05112743 \ Control #: 3968478

Steps { Skip } ( Back ) { Sawve } f Hext } { Finish ’
1. Number i -
A - Comments ~ :

2. Information

2. Commants s : 1
i ' 10 3
2. Salest Anivigptlgnag T~ \,

5. Attschmants -ﬁ\“_

[Traim)

Number: 09112743 \ Control #: 9963478

Steps ( Skip ) [ Back ) [ Save ) ( Mext ] ( Finksh j

L. Nurmbar

4. Select Activity B

2. Information

Select Activity

3. Commants Ft . )

[ (@) select the activity for which you are seeking reimbursement. - Lo
4. Select Activity [ | i
8. Attachmants i ® 23456 McGregor's Garden Vehicle Purchase ( 11

EDCr - MoGregor's Garden - Vehicle Replacement

“é
\\‘ ED - McGregor's Garden - Vehicle Replacement -
H F  11.12.15 Vans : $89,729.00

A
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5. Attachments

[Train)

D

Mumber: 00112743 :- Contral 2: 9963478
b 12 i
.
steps sk G o D o= O™
L. Numbar H »
. Attachments \‘ /
. Information
3. Commants Attachmant Title In,. Invoicas File I Browes__ I
Choose Fle to Upload ﬂﬂ
5o e
| Browss... |
" 091208 PMinv 2561508 1] 100421 3 Budget s
Sy - e b 5L e Ol
= Brewes...
bl jull \ o e » bzt PR I _I
o ok 6%t Ol C' S o P gl gulf B
St _Hi =il - R o e m o el I —“I
S 5l
B i s L el I m.-
S W il
LR Top
b g gulll
o |
e Baligm 150 B ey -
o @50 B e -
s ]
My Computer . ,.:“: g
.|
-
My Metwork | d Qpen
|40 Fes 09 =l Cancel |
P
@ View PDF ODOT Public Transit Division
Reimbursement Invoice and Request Form
@ Refresh
Recipient Document No.: 09112743
@ Help McGregor's Garden Process Date:
123 Bunny Lane Effective Date: 07/01/2009
Sweet Home, OR 99955 Execution Date: 07/01/2009
Sl EEL BT Contact:  Peter Rabbit 13 A3LE (PRI
(lssue) Phone: 1 (333) 333-3333 TEAMS Id: Cw123456
Fax: ODOT Agreement: 23456
Email: prabbit@hotmail.com
Fiscal Period: 2005 - 2011 Biennium Quarter 3: January 1 to March 31
Actions
Item: 11.12.15 - Vans Activity Budget: %$99,995.00
View Data Subgrant Contribution: £89,729.00
Grantee Match: $10,270.00
Reimbursement Requested: $0.00
\REEDFE‘ ExpenseJ,' I Match Expense ) I Add Assets )
Total Reimbursement Requested: $0.00
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Record Expenses
(Train)

—

@ Record the ExnensBenmring the receipt total,

14

E

C. |

,

Wy

{Euhn'l.if,n"ﬂ!nturn ) (SUhmitln"Ftnm:in}

\ - 4 \~~

Type Descrs ) Hon Receipt Dite Total Expenses Delete
. #* . *

|capitar | [vehicle Furchase r 0371572010 @ * [a3000

Ihd.-..:n istzat Lvnzl

"
"

Iad..-r.xn:s:,r.a cive :J

I_
-

- E——N
—e'— D

ODOT Public Transit Division

Reimbursement Inveoice and Request Form

Recipient Document Mo.: 09112743
McGregor's Garden , Process Date:
123 Bunny Lane i Effective Date: 07/01/2009
Sweet Home, OR 995585 15 Execution Date: 07/01/2009
Contact: Feter Rabbit FEIN: 123456789
Phone: 1 (333) 333-3333 LS T A E ST
Fax: il J ODOT Agreement: 23456
Email: prabbit@hotmail.com
Fiscal Period: 2009 - 2011 Biennium Quarter 3: January 1 to March 31
Itemn: 11.12.15 - Vans Activity Budget: $99,999.00
Subgrant Contribution: $89,729.00
Grantee Match: $10,270.00
Expense Type Description Receipt Expense Amount
» Capital Vehicle Purchase M $33,000.00
Total: $33,000.00
Reimbursement Requested: +0.00

Z_rRe:ord Expense-::'

pe

(" mMatch Expense -::' Add Assets

Total Reimbursement Requested:

$0.00

OPTIS

Expense Match

(Train)

Close ﬂ'

@ Enter the total matching funds and reimbursement requested

Number: 09113553

ALI Coding
30.09.02

Total Expenses:
Match:

Reimbursement Requested:

Payment Approved:

i Control #: 9374500

16

(Suhmit[Return) (SuhmitiRemain )

Description Cost Fund Amount Match Amount
Cperating Sliding Scale $100,000 456,080 £43,920
This Request To Date In Process Balance

£33,000 £4,000 $0 £63,000

s0 %1,757 %0 42,163

W 18,506 $2,243 30 $53,837

%0 $£2,243 %0 $£53,837
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OPTIS

Match Source
(Train)

@ Enter the source for matching funds.

Expenses:

Expected Match:
Total Match:

Match Remaining:

w ".. C —ibr Submitf Return

E

£33,000

514,454

£14,454

$0 4

Match Soorce Match Additional Description
In Kind: 0
Local: o B
State Funds: /
] B

Others — 14454 BETC

OPTIS Close Q
Expense Match \

(Train) l

@ Enter the total matching funds and reimbursement requested 18

Number: 09113553 - - Control #: 9374500

ALI Coding
30.09.02

Total Expenses:
Match:

Reimbursement Requestad

Payment Approved:

( Submit/Return ) ( Submit/Remain )

Description Cost Fund Amount
Operating Sliding Scale $100,000 %£56,080

is Request To Date In Process

$33,000 $4,000 $0

$14,494 ) $1,757 50

: $2,243 %0
$2,243 $0

Match Amount
£43,920

Balance

£63,000
$27,669
£53,337

$53,837
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OPTIONAL STEP - Forward to Approver (If preparer is not also approver):

OPTIS

{
{= Approval - Windows Internet Explorer provided by Oregon Dept of Transportation r._|r§|[E|

OPTIS Close €

@ Help Forward Y%

(Train) ( . ; i E =

Complete Step ' 19 e e

(la5ue) Mumbaer: 09113553 1 01/13/2011 11:41 AM
“
Current Step: Issue
Makvisin Fi rd T o -ﬁ/
b e Select Pezscn Responsible W
FActions Selact Ferson Responsible
Send email to agent resp e TR M
® Check o d'Artagnan, Charles o — D
Infegrity Indicates a reguired f "5':!.1.':?4, Arhos

& Dalets == External Vendors =--
PR .. — opTIS —-

Bacha, Craig
Barnas, Macthaw
BJU:I‘-:M, Rebin
Bra=lett, Jond

AUTHORIZED REPRESENTATIVE (Approver) STEPS:
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(@ view PDE
@ Refresh
@ Help

Complete Step
{Issue}

Maintain
Actions

View Data

View Data

0DOT Public Transit Division

Reimbur Invoice and Form
Recipient Document No.: 09112743
McGregor's Garden Process Date:
123 Bunny Lane | Effective Date: 07/01/2009
Sweet Home, OR 99333 Execution Date: 07/01/2009
Contact: Peter Rabbit 20 EEan: renmanhie
Phane: 1(333) 333-3333 TEAMS Id: Cv1234356
Fax: ODOT Agreement: 23456
Email: prabbit@hotmail.com &
Fiscal Period: 2009 - 2011 Biennium Quarter 3: January 1 to March 31
Item: 11,12,15 - Vans Activity Budget: £55,935.00
Subgrant Contribution: £89,729.00
Grantee Match: £10,270.00
Expense Type Description Receipt Expense Amount|
= Capital “ehicle Purchase M $33,000.00
Total: £33,000.00
Match Source Match Amount]
Local £3,383.00
State Funds £0.00
Other £0.00
Total: £3,389.00
Reimbursement Requested: £29,611.00
Record Expenze | Matc] | Sdd fmmats ]
1
Total Reimbursement Requested: $29,611.00
Mame of &utherized Representative: Date:
Certification Statement: Title of Authorized Representative:
To date summary for this Subgrant:
This Request To Date In Process Balance
Total Expenses: £33,000.00 =0.00 =0.00 £66,999.00
Match: £3,285.00 =0.00 =0.00 £6,881.00
Reimbursement Requested: £29,611.00 £0.00 50,00 £60,118.00
Payment: £0.00 =0.00 =0.00 £89,729.00

Control # 5568478
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Review/Approve

(Train)

Integrity Check Warning

21

C

-
* Miz=ing provider's periodic report: 2009 - 2011‘%“ nium Quarter 2: October 1 to December 31
* Missing provider's periodic report: 2009 - 2011 Biennium Quarter 3: January 1 to March 31
® Missing provider's periodic report: 2009 - 2011 Biennium Quarter 4: April 1 to June 30

B 07/20/2010 4:57 PM

Number: 09112743
Current Step: Issue
ERE-.EE,;F;:;ESE @ : IIIIIIIIII

¥ Indicates a required field

By checking this box I am certifying that this document is correct to the best of my
knowledge and that I am the authorized representative.

il

(») View PDF
ODOT Public Transit Division
Reimbursement Inwoice and uest Form
Recipient Document Mo.: 05112743
McGregor's Garden Process Dabe: 02002010
1273 Bunry Lare . Effective Date: OF 0L 2005
Sweet Mome, OR 959930 2 2 :i?ﬁuﬁnn Diabe: D;.ﬂlﬁ.-’érﬂal:?
i 1
Contact: Peter Rabbit TEAMS Id: Cv123456
Phone: 1 (333) 333-3331 ODOT Agreement: 23456
Fax: i
Email: prabbi@hotmail corm &+
Fizcal Period: 200% - 2011 Bennium Quéarter 3: lanuary 1 to March 31
Item: 11.12.15 - Wans Activity Budget: £00 999 00
Subgrant Conmtribution: $B0 729,00
Grantes Match: £10 270.00

Expense Typa Description Receipt Expanse Amount]
= Capital Wehicle Purchass 33, 00000
Total: £33 0:00.00)
Match Source Match Amount
Local $3,389.00
Chate Funds £0.00)
Other $0.00
Total: $3,389.00
[ Reqg 426,611 .00
Total Reimbursement Requested: %$29,611.00
Mame of Authorized Represantativa: it
Peter Rabhit 072002000
Cartification Statement: Tithe of Authorized Repressntative:
I have certified that this document i=
correct to the best of my knowledge and
that I am the authoriz representative
shown abowve.
To date summary for this Subgrant:
his Reguest To Date In Process Balance
Total Expenses: £33,000.00 $0.00 £0.00 66, 955,00
Match: $3,365.00 $0.00 $0.00 $6,B81.00
Reimbursement Reguested: £29 611.00 £0.00 £0.00 £50,118.00
Payment: &0.00 $0.00 £0.00 89, 725.00
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PRACTICE LESSON 1

Registration, Modifying Information & Searching
Training Site Only

A. New User Registration Method 1 - Self-Registration

Steps done by new user:

1.

Pretend you are a famous athlete who has just been hired by your agency.
Your supervisor has asked you to self-register in OPTIS.

Make sure you are not logged info OPTIS. Go to the OPTIS Home Page.

Using any famous athlete name you want (e.g., Olga Korbut, Arnold Palmer...),
self-register and seek affiliation with the agency you have been using in this
training. Write the newly-created athlete username and password here:

Username: Password:

Steps done by primary user:

3.

4.

Exit from OPTIS. Log in as the primary contact for the agency. Read the
"Hello" screen details. (You should see that an affiliation is pending.)

At My Provider Details, check the organization's hierarchy and note the
symbol next to the new user. (Click the legend +sign to see what it means.)

At Users, select Affiliation Maintenance and approve the new user's
affiliation request.

B. New User Registration Method 2 - As Primary Contact

1.

Logged in as the primary contact, add another new user to your agency. Add
yourself if you are not already registered OR add another fictitious user
if you are already registered.

Check the Authorized Personnel screen (under Users) to verify that you or
the fictitious new person has been added.

C. Password Practice (Optional):

1.

Change your password to something new and write it down here so you don't
forget it.

New Password:






2. Log out and then log back in using the new password.

D. Modifying Information:

1.  Logged in as the primary contact, make the athlete user created earlier the
prime contact for your agency. (Hint: start at My Provider Details.)

2.  Logout. Log back in as the athlete prime contact (see A.2. for password if
needed) and make yourself the prime contact again.

3.  Find and view your office phone numbers. Add a new number (cell, fax, etc.)
if you know one, if not, make a note of where you would change them if
needed. Add a website address if you have one.

E. Searching for Information:
1. View your organization's hierarchy. (Remember to expand it using View Al)).
2.  Search for all agreements for your organization (Hint: Do not use "Find by

Person.) Notice if any are closed by looking for the closed book icon. Notice
if any have been revised by looking below the number for a version number.

3.  Open an older agreement and view the agreement pdf. View the Available
Balance. View the Payment History.

4.  View a list of reimbursement requests and note payments. Open a payment
request if available and review.

5. Search for reimbursement requests for the 07-09 biennium only. (Hint: Use
date range of July 1, 2007 to June 30, 2009.)
6.  Search for all periodic reports for your organization . . .

a. ...using Find by Document Number and entering the first three digits
of any periodic report.

b. ...using Find by Organization / Document Type.

V72N
SCe





REGISTERING A NEW USER — TWO METHODS

METHOD 1: SELF REGISTRATION
(New user registers him/herself and seeks affiliation with an agency.)

1.
2. Select Provider Registration

3. Click Email Notification and Electronic Response boxes; click Next
4. Click “I Agree” box

5. Enter all registration information including creating a password

6.
7
8
9
1

Access OPTIS log in page; DO NOT LOG IN.

Click Next twice.

. Enter organization name; click Submit
. Choose organization from list; click Mext three times

Click Finish

0.Organization’s primary user must then accept self-registered user.

METHOD 2: REGISTRATION BY THE PRIMARY USER
(Primary user for the agency registers the new user.)

1.

2

Log in as primary user

2. Select Users and then Users again
3.
4. Enter new user’s information

Click Add a New User

a. Title / Name
b. Logon Id (jsparrow)
c. Password (case-sensitive, at least six characters, two or more pattern characters
— upper case, lower case, numeral, or symbol)
d. Confirm Password
Phone, fax, emalil
f. Status — Registered (View Privileges) or Validated for eResponse (Create
Privileges)
g. Services - eNotify - Yes (Email notification of application notices) eResponse —
Yes (Allows you to respond to application postings)
Click Organization Find button
Choose agency
Back at Add User screen, either Submit/Return to save and see Authorized Personnel

screen, or Submit/Next to save and add another user.
% ES ES ES £ % % ES ES ES ES £ % % ES ES ES £ % % % ES ES ES £ % %

®

8. New user logs in

9.

At Agreement page, new user agrees or disagrees with statement (user will not be
able to proceed if he or she disagrees).

10.Message appears — “You have successfully registered.”

Note: If this user needs to be able to create and/or submit documents for the agency, the
primary user should select the Validated for eResponse status. If this user is the authorized
representative, he or she must have PTD issue an eResponse keyword. To do this:
» Contact Maile (or lvan) for an eResponse keyword to be emailed to you (current), or
» Send email request for eResponse keyword directly from OPTIS (future).





		Username: 

		Password: 

		New Password: 






PRACTICE LESSON 2

Reimbursement Requests
Training Site Only

Using PTD's "Grant Reimbursement Request" form and your imagination as
your data sources, create a reimbursement request for your agency.
(Practice adding comments and attachments too.)

Write down the 8 digit OPTIS document number for the reimbursement
request and the central file number (agreement number) it pertains to.

Document Number Agreement Number

Submit the request to PTD. (If the agency you're using for practice is missing APRs for
the quarter you choose, you will not be able to complete the final step. When this happens in
Production, save your request and complete your outstanding APRs and/or contact PTD to resolve.

For today's practice, just save and close.) Close the reimbursement request if it's
still open and return to the home page.

Using "Document Search by Number", find and open the reimbursement
request you just created using the document number from 2. above.

From the reimbursement request, find the overview screen for your entire
agency. Notice that the reimbursement request just submitted is complete,
and the corresponding payment request has been created.

From the overview screen, open the sub-grant agreement for the
reimbursement request (select the agreement no. you recorded in step 2.)

By checking the "Payments Pending" field on the sub-grant agreement you
can see the new reimbursement request amount pending.

Check the available balance for this agreement. (Notice it does not include
pending payments.)

Find the reimbursement request again and forward it to someone else.
Refresh the screen and open the Work Flow History to see who has the
document now.

C ¢

L\ L\ L\





		Document Number: 

		Agreement Number: 






OPTIS Frequently Asked Questions

1. How do I account for farebox revenue on a Periodic Report in OPTIS?

Farebox is deducted from operating grants, including purchased service grants. Capital grants
(such as preventive maintenance) do not generate farebox revenue.

If a grant is service-specific and only one grant funds that service, the farebox associated with
that service should be deducted from that grant. Example: if you have an intercity service that
is funded by only one grant, all of the farebox revenue from that service should be deducted
from the grant funding the intercity service. If you have multiple grants funding a service, the
farebox revenue should be allocated in a reasonable way. Example: if you have two grants of
equal amounts funding dial-a-ride service, you should allocate 50% of the farebox revenue to
each of the grants funding the service.

. Farebox is not tracked in OPTIS.
o OLD FORM:

Operations and Passenger Facility Maintenance

Vehicle/Facility Insurance

Durable Equipment Less than $5,000

Other Operating Expenses (list)

TOTAL OFERATING EXPENSES /| & - I's -
Farebox Revenue Allocated to Grant | 5 o
Other Reductions in Grant Eligible Project Amount 5 =
(Total - Farebox - Other ) MET OPERATING EXPENSE s 5 | s 5
( Met Operating + Admin) TOTAL EXPENSE | s 5 | s 5

o "Old Way" - Total the operating revenues and deducted farebox revenue from the
operating subtotal. When combined with the administrative total, this equals your
net operating expense.

o NEW FORM:

Record Expenses
(Train)

@ Record the expenses, entering the receipt total.

CSuI:lmil:fRel:urn) CSuhmitfRemain)

Type Description Receipt Date Total Expenses Delete
|2dminissrasive 5| * |tabor, overhead, Insurance, Travel,ece| [ * |osraaszo1o & |z.788.21
|0perating = * |Labor, Training, Fuel, Tnsurance, esc. | * |osraaszo1o & |as.716.63
I;’i_d.vr.inistratived * I I_ * I ® * I

* indicates a required field Top

o "New Way" - Farebox revenue is still deducted from operating expense. Enter one
line for administrative expenses and one line for operating expenses. The operating





expenses line is the net of farebox. Any details (which are necessary for operating
grant reimbursement) can be included in the Budget Detail Worksheet (BDW). The

Net Total Expense on the BDW matches the Total Expense claimed in OPTIS.

e When you have a situation like this:

2. How do | request a reimbursement missed on a previous request?

Expense Pmt Project Match
Date Period Item Description Percent
12/31/2008 [FY10-Q2 30.TO.02-Demand Management 89.73%

09/30/2009 |FY10-Q1 Underbilling From Q1

Total
Match Source: Local
Match Distribution: | 5 1,615

Total Project Expense Match Payment Match
Budget Total Amount Amount Variance
£ 45,000 | § 15,729 1,615 | § 14,114
g 1,255 & 1,126
s 45,000 | & 16,984 1,615 | § 15,240 | & -
State Federal In-Kind Other Match Mek

In OPTIS, record the expenses like this (keeping all dates in the most
recent biennium, and indicating the quarter in the description.)

Record Expenses
(Pred)

@- Record the expenses, entering the receipt total.

Type Description

Ic‘pe:a::.ng j

* IQ]. TDM - Amrt not billed previoualy

‘ -
laz Tow

Ic-pe:a:ing d

a #
Iib:;:'i;s::&t.:::e d

*

S d L
Iiu.'::n::‘_':lt.:'u'l "FI I

Iil:i."::‘.n:'. strative 3

¥ indicates a required field

Receipt

-

-
-
-
-

Date

Total Expenses Delate

* [12/31/2009] & * [1.255.00 r
* |1z2/31/2009 & [15,729.00 C
[ O
[ O
[ O
Bl Top






This creates a reimbursement request like this:

ODOT Public Transit Division
Reimbursement Invoice and Request Form

Recipient Document No.: ]
Process Date: 02/18/2010
Effective Date: 07/01/2009
Execution Date: 07/01/2009

FEIN:

TEAMS Id:
Contact: ODOT Agreement:
Phone:
Fax:
Email:

Comments:
Reimbursement reflects Q1 amount not previously billed. -MIB
Fiscal Period: 2009 - 2011 Biennium Quarter 2: October 1 to December 31

Item: 30.T0.02 - Demand Management Activity Budget: $45,000.00
(89.73%) Subgrant Contribution: $40,379.00
Grantee Match: $4,621.00

Expense Type Description Receipt Expense Amount

+ Operating Q1 N $1,255.00

+ Operating Q2 N $15,729.00]

Total: $16,984.00

Match Source Match Amount]

Local $1,744.00

State Funds $0.00|

Other $0.00

Total: $1,744.00

Reimbursement Requested: $15,240.00

Total Reimbursement Requested: $15,240.00

3. How do | create a reimbursement request to account for a previous
overpayment?

o Begin the reimbursement request like you normally would up to step 2.
"Information” and choose the quarter for the current request (even though the
overpayment was in a previous FY/Q.)

2. Information
(Prod)

Number: 09112348 Control #: 9964943

Steps i ) ( Back ) ( Save ) ( Naext ) ( Finish )

1. Number

Information

2. Information

3. Commeants Document Date * IOS,-"OEI_»’E".'Il"_'I $

4. Select Activity

; *
5. Attachments B L IHccd River County Trensportation District Z4411 Facility

Reimbursement Period * d

i Is this the last request for

8 : July 1 to September 30
:  this sub-grant agreement?

: October 1 to December 31
: January 1 to March 31
: April 1 to June 30

: July 1 to September 30

: October 1 to December 31
: Jenuary 1 to March 31

: Bpril 1 to June 30

¥ indicates = raquirad fizld Top

S RTINS N i

Quarter

m






In 3. "Comments”, enter an explanation of the issue regarding the previous

overpayment.
3. Comments
(Prod)
Number: 09112348 Control #: 993645943
Steps ( skip ) ( Back ) ( Save ) ( Hext ) ( Finish )
1. Number
. . Comments
2. Information f
3. Comments : This Reimbursement Reguest (FY10 Q2] reflects an adjustment due toc an overpayment of ;I
4. Selact Activity #]$1,088.00 for FY 08-0% Ql. Previous overpayment was due to & miscalculation of legal fees.
i |-MIB
5. Attachments ;

When you enter information in “Record Expense,

reduce the total expenses by
the previous overpayment total expenses.

0 Example: this quarter you have $10,000 in expenses and would normally
be seeking $8,000, but the previous overpayment was $1,088:

o Calculate the total expense for the overpayment of $1,088
1,088/.80=1,360

0 Subtract the total expense of the overpayment from this quarter’s total
expense 10,000-1,360=8,640

o Enter this $8,640 in the total expense field of the reimbursement request
at “Record Expense.”

Record Expenses
{Prad)

@ Record the expenses, entering the receipt total.

( Submit/Return ) ( Submit/Remain )

Type Description Receipt Date Total Expenses Delete
ICapital j * IFYng‘QZ Expenses-Less prev.overpmt - s Im @ - Ir*
[2dministratives] ¥ | = - T B
[2dminiscracive ] ¥ | roo* I— o * I—

0 Your payment, after match is deducted, will be $6,912.00, instead of
$8,000.00, which is $1,088 less than your expenses this month would
indicate due to the previous overpayment. See next page.





(¥) view PDF Recipient Document No.: 09112348
Hood River County Transportation District Process Date:
@ Refrech PO Box 1147 Effective Date: 07/01/2007
Hood River, OR 97031 Execution Date: 07/01/2009
@ Hel . FEIN: 931112033
&lp Contact: Deanna Bishes TEAMS Id: CV20009876-00
Phone: 1 (541) 386-4202 0ODOT Agreement: 24411
Fax: 1 (541) 386-1228 Version: 4
Complete Step Email: bus@gorge.net
{lssue)
Comments:
This Reimbursement Request (FY10 Q2) reflects an adjustment due to an overpayment of
Maintain £1,088.00 for FY 08-09 Q1. Previous overpayment was due to a miscalculation of legal fees.
i -MI1B
Actions i _ -
Fiscal Period: 2005 - 2011 Biennium Quarter 2: October 1 to December 31
View Data ——
Item: 11.43.03 - Admin / Maint Facility Activity Budget: $913,234.00
Subgrant Contribution: $730,587.00
Grantee Match: $182,647.00
Expense Type Description Receipt Expense Amount]
* Capital F¥10/Q2 Expenses-Less prev.overpmt M $8,640.00,
Total: $8,640.00)
Match Source Match Amount
Local $0.00
State Funds $0.00
Qther $1,728.00
Total: $1,728.00
Reimbursement Requested: $6,912.00
:‘_Re:crd Expenzej} :‘_Mat:h Expenzej} :-.-*-.dd -ﬁ_EEetE:}
Total Reimbursement Requested: $6,912.00

This isn’t perfect, but it is the best way in OPTIS to make the correction for the
overpayment and create a record (in the comments field) of what happened. We
also keep documentation in the file for all agreements.

4. How do | know which Activity line to choose when creating a reimbursement
request?

e When creating a reimbursement request, the “Select Activity” screen shows the

three ALls available for payment, but unfortunately it doesn’t show the balance in
each category.

3. Select Activity
(Prod)

Number: 09112347 Control #: 39645942

) ( Back ) ( Save ) ( Naxt ) ( Finish )

. Infarmation

. Comments

1 .
) . Select Activity
3. Select Activi - oor . . .

e vity @ Select the activity for which you are seeking reimbursement.
4. Attachments

* Hood River County Transportation District 24411 Facility
: Hood Rwr-24411-Intercity Facility
Hood Rvr-24411-Intercity Facility

[ 11.41.03 Admin / Maint Facility : $66,853.00
[ 11.42.03 Admin / Maint Facility : $168,844.00

[T 11.43.03 Admin / Maint Facility : $730,587.00

! * indicates a required field Top






Access the subgrant screen (search “Documents For My Organization, Document

history:

Type — Sub-Grant Agreement, All, and then select 24411) and select payment
() Print Sub-Grant (Federal)
(Prod)
(® view POF Hood River County Transportation District 24411 Facility
@ Refresh
@ - Recipient Central File Number: 24411
® Hood River County Transportation District Version: 4
............................................. PO Box 1147 . .
ok Hood River, OR 97031 Provider Number: 10923
orkflow Effective Date: 07/01/2007
Completed Contact: Dan Schwanz T 01/
Phone: 1 (541) 386-4202 Expiration Date: 06/30/2010
............................................. I — 07/01/2000
Fax: 1 (541) 386-1228 . B o1/
S - Closure Requested:
Maintain Email: catl@gorge.net q
Planned Closure Date:
Actions Closure Date:
+View Data
Agreement Administrator Fund Amount: £966,290.00
* Owverview Public T':ansit Division Payments Pending: $0.00
& Dwverview 555 13th St. NE, Ste. 3 .
{Provider) Salem, OR 97301-4179 Payments Approved: $731,315.00
* Overview Contact: loni Bramlett Available: $234,975.00
[Central File)
o Vork Flow Phone: 1 (503) 986-3416
History Fax: 1 (503) 986-41389
* Payment Email: Joni.D.BRAMLETT@odot.state.or.us
History
Then, expand each row to see the detail:
Funded Req'd Match Payment Balance 4
24411 / Agreement Totals: $966,290.00 $908,519.00 $177,204.00 S§731
Description Funded Reqg'd Match Payment
Admin / Maint Facility 11.41.03 $66,859.00 $83,575.00 $16,716.00 $66,859.00
- Invoice OPTIS Teams Chack .
EA/S] Act/Obj Date Batch & Batch & Check # Date Req'd Match
OR180028/805 500/730 02/06/2009 10118  031309FFE] AS076005 03/17/2003 $37,292.00 $7,459.00 $29,833.00 [
OR180028/805 600/730 05/05/2009 10156  051409FRTK AS135004 05/15/2009 $34,589.00 $6,918.00 $27,671.00 [un]
OR180028/851 500/730 07/27/2009 10201  080309F6V1 A9217013 08/05/2009 $9,554.00 $1,911.00 $7,643.00 [un]
OR180028/851 600/730 12/10/2009 10302  122809f0jn AD013003 01/13/2010 $1,540.00 $308.00 $1,232.00 [un]
OR180028/851 500/730 02/05/2010 10356  021610F8SR AD050003 02/18/2010 £600.00 $120.00 : [un]
Description Funded Reg'd Match Payment
Admin / Maint Facility 11.42.03 $168,844.00 $211,054.00 $42,210.00
EA/SI Act/Obj I'B‘:‘ti:e g:::hs# ;‘::’;‘5# Check # %‘:tc: Reg'd Match Payment
OR180028/805 600/730 10106 000000000 10/03/2008 $2,506.00 $285.0 ]
OR180028/305 600/730 06/30/2008 10106 000000000 03/06/2009 $-2,506.00 ¢-285.[ Only this one has funds
OR180028/805 500/730 01/30/2009 10084  022509F952 AS056005 02/25/2009 $7,931.00 1,586 left. Choose it on
OR180028/851 600/730 07/27/2009 10201  080309F6V1 AS217013 08/05/2009 $145,211.00 ¢29,042\ reimbursement request
OR180028/851 600/730 12/10/2009 10302  12280%f0jn AD013003 01/13/2010 $56,332.00 $11,266.00
OR180026/851 500/730 02/05/2010 10356  021610F88R AD0S0003 02/19/2010 $1,580.00 $316.00
Description Fundad Reg'd Match
Admin / Maint Facility 11.43.03 $730,587.00 $613,890.00 $118,278.00 $4595,612.00
EA/S]  Act/Obj nyoics OPTIS - Teams  Check# Gk Req'd Match Payment
OR180022/851 600/730 06/30/2008 10106 000000000 03/06/2009 $2,506.00 $285.00 $2,221.00 [
OR180022/851 600/730 07/27/2009 10201 080303F6V1 AS217013 08/05/2009 $1,450.00 $290.00 $1,160.00 [un]
OR180022/851 500/730 10/31/2009 10279  112509FVTM AS335003 12/01/2009 $60,546.00 $12,109.00 $48,437.00 [un]
OR180022/851 600/730 12/10/2009 10302  122809f0jn AD013003 01/13/2010 $14,236.00 $2,847.00 $11,389.00 [un]
OR180022/851 600/730 12/10/2009 10312 AQDD7005 01/07/2010 $203,812.00 $40,762.00  $163,050.00 [anp
OR180020/851 500/730 01/15/2010 10329  012510F48] A0035004 02/04/2010 $161,286.00 $32,257.00  $129,029.00 [un]
OR180020/851 600/730 02/04/2010 10388 1V AQ0S0003 02/19/2010 $776.00 £155.00 $621.00 [un]
OR180022/851 600/730 02/04/2010 10389 1V AQDS0002 02/18/2010 $58,899.00 $11,780.00 $47,119.00 [un]
OR180028/851 600/730 02/04/2010 10389 1V AQDS0002 02/18/2010 $70,305.00 $14,061.00 $56,244.00 [un]
An4ARARATArY _FAAfTaA ARArinAdn 4Anrn Am4C4ACAAR _AAACAAAS AR LA INALA Ama Ane AN Anmmn AN Amn A AN L

Write down what you've learned from this screen about which ALI(s) you will be
using. If there is funding left in more than one, and you need to use them for one
payment, select both of them at the Select Activity screen of the reimbursement

request.





5. How do | attach a back-up document to an OPTIS reimbursement request?

It is best if you have a scanner or pdf converter to convert invoices, receipts, etc. to
an electronic format. Other formats such as Word or Excel are also acceptable.

Save documents to your computer, if not already done. It is helpful to give the
documents an easily remembered, descriptive title.

When you reach the fourth step of the reimbursement request process,
"Attachments”, in the text box next to “Attachment Title,” type in the title of the
document you are attaching (e.g., Vehicle Purchase Receipt or Quarterly Report.)
Click on the Browse button.

4. Attachments

(Train]

Number: 09112103 Control #: 9962714
Ghck:hare:

Steps =y e

1. Information

il Attachments

Enter
3. Selact Activity Attachment Title ttleof = | Fie . :
4, Attachments doc.

Attachment Title

Attachment Title

Attachment Title

Attachment Title

Attachment Title

* indicates a required fisld

——
——
——

ﬁ Top

Locate the saved file.

Look in l@ Desktop

2l ?H&mnuName:DDwnljl g “'?:_XI I-Ecc-g!a
Bl -k -

D My Documents

d My Computer

jMy Network Places

.7 Snagtt 9 Editor

Office

R SYMBOLS & SHORTCUTS
5 | Agreement Look-up

| ALI_tree_March30_2006 pdf
57 | Audit Trail Inguiny

(¥ Business Name Search

W CLAUSES doc

W) CorvalisOPTIS doc
& | Dictionary.com

Find saved file on your computer.

4 Fies )

ede[J] - (mhPort ~ |- Page + (@) Help ~ | Read Mai

Click on Browse\ Control #: 9962714

= 1] Bowsen |
= Bows. |
= Bowse |

i Attachment Title I File I B I
i Attachment Title I File I B I
Attachment Title I File I E I
{ *indicates a required fisld £ Top






e Depending on your system, either double-click on the document or click “Open,” to
attach it to the reimbursement request. For multiple documents, repeat this process,
using a new box and name for each. If you have more than six documents to attach,
after you enter the sixth one, OPTIS will create a second page with six more fields.

6. What do I do if I've made a mistake on an OPTIS APR & already submitted it?

Call or email Francine or email the Reporting Inbox and ask us to reopen it & forward it
back to you in OPTIS. This should be done as soon as possible after submitting since
program managers approve payments based on the details in your report. If a mistake
is discovered months after the fact, contact the program manager to discuss.

Important - if we revert a report back to you and you correct it and then re-submit, be
sure to change the document date to the new date of submittal.

7. How do | change / delete a reimbursement request after I have submitted it?

When you create and submit an OPTIS reimbursement request, the corresponding
payment request is auto-generated by the system. Since the two documents are a
“pair,” and the payment request is further along in the progression of documents
(indicated by the arrows on the overview screen,) the reimbursement request cannot
be modified or deleted unless the payment request is first deleted.

——>Sub-Grant Agreement > REi"&';“:IS:;;'E"t > Payment Regquest
LL] 25873 L] op9111850 L] op9111850
MErSIGnER [ 09112419 ¥ 09112419

A

When this is completed This is automatically generated

e When you discover an error or need to delete a reimbursement request:

o First, contact PTD (Maile, Francine, or Jenny) and ask that the payment
request be deleted. (The sooner you notify us the better, since we try to enter
the payment request into ODOT's financial system within three days of
receiving it.) PTD will reopen the request and forward it back to you (within
the system.)

0 Locate and open the request. The words “Complete Step” should be black, not
gray, indicating the document is in your control.

o To modify the request: select “Maintain,” and then select the area where the
change is needed.

* Maintain

#* |nformation

* Comments

* Select
Activity

* Attachments

o Make the necessary change(s) and then complete the request as usual. Note:
Be sure to click “Next” or “Save” to save your changes.





0 To delete the request completely: select “Maintain” from the Navigation Menu,
select “Delete” and then click “Submit/Return.” Refreshing the screen will
show that the document no longer exists. PTD can also delete the
reimbursement request for you if you desire.

@ Print
(») view PDF
@ Refresh
@ Help
Complete Step
1
e Delete
(Train)
Maintain (
< _=EE Number: 09112160 03/26/2010 8:59 AM
= Delete
* Foraard Current Step: I==ue
Viewr Data - " - —_ -
Clicking 'Submit Return’ will delete the entire document.

Note: If you have not completed the document, you can select “Actions” / “Delete” at
any time to delete a reimbursement request.

8. What happens if | inadvertently include ineligible expenses on a Reimburse-
ment Request in OPTIS?

Your Program Manager will contact you and we will revert the reimbursement request
back to you so you can remove the ineligible expenses.

We have to do this to avoid the following situation:

An agreement is funded for $1,000, no match. You complete a reimbursement
request for $500. The program manager reviews the payment request and
determines that $100 is not eligible for reimbursement. The correction is made on
the payment request only and is processed for $400. You subsequently (next
quarter) request reimbursement for the remaining $600, but since OPTIS validates
using the reimbursement request, it maintains that you have already recorded $500

in expenses and only have $500 left, even though the agreement balance is indeed
$600.

9. How do I print an OPTIS reimbursement request or periodic report for my
records?

e While in the request, (aka “Reimbursement Invoice and Request Form”), Select
“View PDF.”

See next page —»





@ Print
®

@ Refresh
@ Help
Workflow
Completed
Maintain

View Data

ODOT Public Transit Division
Reimbursement Invoice and Request Form

Recipient
McGregor's Garden
555 Potter Lane
Salem, OR 99999

Document No.:
Process Date:
Effective Date:

Execution Date:
Contact: Peter Rabbit FEIN:
Phone: 1 (503) 555-5555 TEAMS Id:

Fax: ODOT Agreement:
Email: prabbit@acl.com

Comments:
Bunny Bus
Fiscal Period: 2005 - 2011 Biennium Quarter 1: July 1 to September 30

09112112
01/26/2010
07/01/2009
07/15/2009
111111111
cviliiiii
20202

(Record Expense ) (Match Expense )

Item: 11.13 - Purchase - Expansion Activity pud_get: $50,000.00
Subgrant Contribution: $44,865.00

Grantee Match: $5,135.00

Expense Type Description Receipt Expense Amount
* Capital Veh Purchase N $1,000.00|
Total: $1,000.00

Match Source Match Amount|

Local $102.70)

State Funds $0.00)

Other $0.00

Total: §102.70)

Reimbursement Requested: $897.30

After the pdf loads . . .

DOT Public Transit Division
Relmbursemant Involce and Reguest Form

Reciplent
MclGregor's Garden
5535 Fobter Lame
Salemn, OR 953999

Do-cuneent Mo
Process Date:
Effective Date:
Execubtion Date:

Contact: Peter Rabbit :E:.s 1
Phone: 1 [503) 555-5555 DDOT Agresment: 20202
Fa:
Emall: prabbitiaol.com
‘Comments:!
Buniny Bus

Fizcal Perlod: 2009 - 2011 Blennism Quarter 12 July 1 to September 30

Ca112112

Activity Budget:
Subgrant Contribution:
Granbes Match:

Teem: 11.13 - Purchase - Expansion

Expanse Type
& Capital

Description

Recsipt
Veh Purchase N

Total:
Match Source
Loca
Smte Funds
Other
Total:

Reimbursement Requested:

Total Reimbursement Requested:

Name of Authorized Representatie: Crabe:

Certification Statement: Tiie of Authorized Representative

To date summary for this Subgrant:

This Request To Date  In Process

Total Expenses: $1,000,00 $1,000.00 1,200,00

Match: $102.70 $103.00 $123.54

Reimbursament Reguested: 485730 4B97.00 41,076,485

Payment: 485730 LRSI 7.00 40,00
Fage 1 of 1

Balamce
445, B00 00
54, 80570
141,594 24
$£43.070.70

Click the print button to print the document. Or. . .






.H H %lTilm‘Z) = |1|33°,~f., - E:il = .

Click to print this PDF file or pages from it

ODOT Public Transit Division
Reimbursement Invoice and Request Form

Click the save button to save the document to your computer.

H Ej '%ITUDH—) = = IIDB% < = ﬂ — .

]Clickto save this file to your computer or anather |ocation|

ODOT Public Transit Division
Reimbursement Invoice and Request Form

10. How do I print something that does not have the "View PDF" option?
A lot depends on what operating system and programs you have. Here are some
options:

e Do a "Print Screen" from your keyboard.

o] While in the document or at the screen you want to print, hold down the Alt

Prt Ser
Sys Rq |

key and press the PrtScr/SysRq key.
o] Open a blank Word document.
(o] Right click with your mouse and select Paste. (Or click Ctrl = V)
e Manipulate the screen view and your printer settings to get a good image.

0 Let's say you want to print a payment history but you can't see it all:

Payment History
(Prad)

Number: 09112602

@ History of all payments against the sub-grant agreement.

Funded Req'd

Agreement #: 26067 Agreement Totals: $32,741.00 $32,330.00
ALI Description Funded Req'd
1 [E 11.7A.00 Preventative Maintenance $32,741.00 $32,330.00
STIP EA/S] Act/Obj I'I']"':tize g::clhs " TB‘;::;IE‘# Check # C[',':tc: Req'd

1 16327 OR650003,/835 600/730 11/23/2009 10286 120409FWZ6 A9342007 12/08/2009 $7,211.00

2 16327 ORB50003/835 600/730 02/05/2010 10360 021110F3R] A0048006 02/17/2010 $3,311.00

3 18327 ORE50003/835 600/730 05/19/2010 10502 051910F52N A0145004 05/25/2010 $8,251.00

4 16327 OR650003,/835 600/730 11/04/2010 10674 111210FSDC AQD321003 11/17/2010 $3,687.00

3 16327 ORB50003/835 600/730 02/23/2011 10792 022411FBLM A1059006 02/28/2011 $6,721.00

6 18327 ORE50003/835 600/730 05/24/2011 10922 052411FTL3 A1147002 05/27/2011 $3,149.00

%3,

$3






o Right click on the screen and select "Print Preview" to see something like
this:

Payment Histary
e

Fumber: C52 12802

@ riatcry of all payrcats againal thc aulbrgrantl agroonll

Agresment & ZS08T
Tapcrimian

Crmck
mte

1ITHCTUATE ASSRICOT 1Y CE AT
CI2I0NER ADOREDON O
CEFIONSIN ATHIC08

Chack £

Iavgics OFTIE  Teams
Imte Gmich £ Gaich £

cafaEao
1P A MIOE OFI7E0m

o Click on the "Landscape" icon to change the orientation of the page so it
looks more like this (you can see more columns):

PaymentHistory
[Frac)

Numiber: 02112502 G

(@) Histary of 2l paymerts agminst the sub-grant agre=mart.

Fundad Rag'd Match Faymant
Agreement #: 26067 Agreement Tobals 532,741.00 532,330.00 £3,322.00 <20,00B.00
AL Description Fundad Rag'd Match Paymant
1 B 117400 Preveristive Maint=rsmcs £32,741.00 $32,330.00 $3,322.00 $£20,0068.00
sTIP Eass1 Ao URONE OFTIS o TeMS  ohecks o Raard Match Payment
1 16327  ORS50003/835 600730 11/23/2000 10266  120406FWES ASE42007 12/06/ 2005 $7.211.00 $741.00 $6,470.00
2 16317  ORS500D3/835 600730 02/05/2010 10360  021110FER] ADG4E006 D3/17/2010 £3,311.00 £340.00 £2,571.00
3 16327  ORE50003/835 600730 05/19/2010 10502  DS1S10FSIN ACL45004 0525/ 2010 $8,351.00 $847.00 $7,404.00
4 16327  ORE50003/B35 600/730 11/04/2010 10674  111210FSDC AGG21003 11/17/2010 £3857.00 $375.00 $3,306.00
5 16327 ORE50003/E35 600730 02/23/2011 107592 022411FELM A1055D06 0226/ 2011 $6,721.00 £651.00 $6,0530.00
6 16327  ORSS00D3/635 600730 05/24/2011 10522  052411FTL3 1147002 05/27/2011 $3,149.00 $324.00 $2,625.00

Agreement Control # 955038






0 Reduce the zoom percentage until you can see the entire screen:

OPTIS Close E

Paymrent History

Mumiber: 15112502 ‘Control 2! 987024

HiSmry of &l DEYMANTS AgMINE tne SUD-JTANT AgresTant.

randed Ang'd Permmmt Seiznze

Agrzement #: 6067 Agreament Totals: £33 74100 £32. 330,00 4§25 00800 £3.733.00 [[]
ALz Dusesiption Fundad Amg'd Y — Fr—

1 B 117403 PrevenmSve Hanenance §32,741.00 332,330.00 0a §29,008.00 337330

Inveicm OFTIS Taems

i Atk Detw Betch & Botchs Rl

Agreement Controd 2 3355033

e "Grab" a picture of the screen using capture software such as "Snag-It" or "FullShot"

11. At the Grant Information screen in an APR, why do closed grants still appear?
The more agreements you have, the more cumbersome this is.

All agreements for a given period are listed for record-keeping purposes. This
information is linked to other necessary fields in OPTIS and so cannot be deleted or
hidden here.

12. Can external users save their log on screen to make it easier to access OPTIS
each time?

This cannot be remedied since OPTIS requires a new login “session id” each time the
system is accessed. This has been established to ensure the security of information
stored in OPTIS.

13. Since the Budget Detail Worksheet is considered to be part of the QR, will it be
in OPTIS eventually? A good place for it would be at 8. Grant Information
Screen.

PTD is aware that having them combined in OPTIS would be a good thing. The issue has
been logged as a feature request for the future. Until then, attach the Budget Detail
Worksheet at the last step of APR creation — Attachments.

14. Why am | getting a ""Bad Referrer' message?

This error is related to system “cookies.” In a secure system, “cookies” are what keep
the application in communication with the secure server. The “Bad Referrer” error
occurs when this “connection” is lost. This can occur if:

e You are using the “Forward or Back” buttons on your browser instead of the OPTIS
program’s own buttons. Resolution: Exit OPTIS and close your web browser program.
Open your web browser again, and log back in to OPTIS. You should be able to





complete the task you were working on when you encountered the original problem.
In the future, use only the buttons on the OPTIS pages instead of the internet
buttons to move around in the system. OR

e You are trying to open a new window. This happens when you are submitting
documents or accessing attachments. Resolution: In this situation, it can be your
cookie (security) settings or a popup blocker on your computer. You can try to
resolve it by adding OPTIS as a "Trusted Site" in Internet Explorer. Directions are on
page 107 of the User Guide.

If you are still having difficulties, contact your internet service provider, or call lvan
Presnyy at (503) 986-4004

15. How do | research my payments in progress?

From the Welcome Screen Select My Documents / Document Search.
Search By: Find by Organization / Document Type: Sub-Grant Agreement
Select Status: All Click the Search button. Then follow A. or B. below.

A. Open the subgrant you are seeking information for; Select View Data / Payment
History; At Payment History screen, click on the ® to show details;

Payment History

(Fr=d]

Number: 26356 Control #: 9361343

@ Histery of all payments against the sub-grant agreement.

Funded Req'd Match Payment Balance

Agreement #: 26256 Agresment Totals: $120,857.00 §75,535.00 50.00 §75,535.00 545,322.00';];]
. ALT Description Funded Req'd Match Payment Balance
1 B zo0 Olperating $120,857.00 375,535.00 50.00 575,535.00 545,322.00 EL,]

Each payment is shown including check number and date, total expenses (Req’d),
match (if any), and payment amount.

Payment History

[Pred)

Number: 26356 Control #: 39651349

@ Histery of all payments against the sub-grant agresment,
Total Payments Grant Balance

Funded Reg'd Match Payment Balance
Agreement #: 26256 Agreement Totals: $120,857.00 $75,535.00 £0.00 575,535.00 545,322.00 g;_l
ALT Drescripti - - - Funded Req'd Match Payrment Balance
St Check Number & Date o = g o o
1 B 20 Operating £120,857.00 $75,535.00 $0.00 £75,535.00 $45.322.00 [[]
- Inwoice OPTIS Tedrms Check .
STIP EA/S] Act/Obj Date Bateh # Batch # Check £ 4 Dste & .Reqd Match - Payment
1 BOO83 STO/845 600/720 01/01/2010 10352 020910F78V 02061796 02/12/2010 $45,321.00 $0.00 $45321.00 e
2 pooss STO/845 600/720 04/01/2010 10420 040510F)98 TOOS8002 04/08/2010 £15,107.00 £0,00 £15,107.00 TMOrE
3 Boosz STO/845 600/720 07/01/2010 10544 071310F2ZZ TOZ00001 07/19/2010 $15,107.00 $0.00 s15,107,00 detal






If you want to see more detail for an individual payment, click on the little book,
which opens the grant payment request for that payment.

GRANT PAYMENT REQUEST

() print

(+) view PDF
(¥) Refrash
@) Help

Workflow
Completed

Maintain

View Data

Recipient
Ceolumbia County
230 Strand St

Saint Helens, OR 37051

Contact: Janet Wright

Phone: 1 (502} 297-1035

Fax: 1({502) 297-7243
Email: wright@co.celumbia.erus
Bill Tao: Public Transit Division

555 13th S5t, NE, Ste. 3
Salem, OR 373201-4179

Contact:

Phone: 1 [{502) 986-3472
Fax: 1{502) 986-4189
Email:

Document No.:

Process Date:

Effective Date:

Execution Date:

Federal ID No.:

TEAMS Id:

ODOT Agreement:
Reimbursement Request No.:
Reimbursement Method:

Jean.M.Palmateer@odot.state.or.us

Fiscal Period: 2009 - 2011 Biennium Quarter 3: July 1 to September 20

09112831
D7/12/2010
07/01/2009
D1/28/2010
936002288
CW20015446-08
26356

09112831
Electronic Transfer

Item: 20 - Cperating

Activity Budget:

5120,857.00

Subgrant Contribution: £120,857.00
Grantee Match: £0.00
Expense Type Description Receipt Expense Amount
= Operating F¥11 Q1 5TO FORMULA M £15,107.00
Total: £15,107.00
Match Source Match Amount
Other £0.00
Total: £0.00
Reimbursement Requested: £15,107.00
Fund This Request Interim Unit Account Subjob Activity 0Obj. Detail
QOR-5T-5TOF =0.00 6310 5TO 845 &00 720
Total Payment Approved: $15,107.00
Remit Advice

#26356 FY11 Q1 5TO FORMULA






OR,
B. View your entire agency information from the Overview or Master screen:
Open any subgrant from the list which appears after the first steps above;
Select View Data / Overview (Provider)
You are taken to the Master Overview screen for the biennium that subgrant is in.
You can tell which biennium it is by looking at the top left corner. This is 09/11:

Master: > 2009/2011-4

The Master Overview screen looks like this:

Overview (Columbia County) @

Master: ¥ Z008/2011-4 B Leg=nz

Applicstion Notice =3 Application Hesder = Ordered List of Projects =3 Funding Applicstion =3 Sub-Grant Agreement == Reimburgement Request=———=3  Payment Request
£ [0 ooiiis00

¥ LoEit-o4 (] orosxo01 [ zss20
e F

n= Version 1.4 Versizn 2 -
t—H [0 orisxoss m . l—‘] S
o R 0 e
EH ] orisxs: Bl zsme
[an] [0 oriswosz 0 zmne
EEJ " 3 7 A zs70
e =
& Project Heade ] s
an} ™ ' [0 oresxoos 0 s
X ORESKOO4 =
32 Documerts p— [0 orssxoos 0 0y -
[ orssxoo Q 2ss EH ceizzes
Warmizn 1.1 [ 26356 [0 ootizazs
£ sTosi (O 28a0 [0 ostizest
[ stoosit [0 26666 » 0911273

[ Tozo0m

By looking at the Reimbursement Requests and Payment Requests you can get an
idea of your payments, both completed and in progress.

Reimbursement requests (RR) and payment requests (PR) for the same transaction
have the same number, so you can match them up, but they are not always directly
across from each other on the overview screen.

In this example, RRs 09112225, 09112226, 09112228, and 09112739 are incomplete
(X) and do not have corresponding PRs in progress yet. All PRs for this agency in this
biennium are complete except for 09112731

7‘“3"::“:5:;16“ —> Payment Request
[0 psitisoo 0 os111800
L] 09111900 [0 09111900
[0 psit1901 0 os111901
[L] 09111905 L 09111905
09111906 0 09111906
[ 09111913 [ 09111913
L] 09111923 [0 09111923
[ psi1199s [0 09111995
L 09112133 L 09112133
X 09112225 [0 09112289
X 09112226 [0 09112363
X 09112228 [0 09112364
[ psii2269 0 09112365
[L] 09112363 L 09112424
09112364 [0 09112461
[ 09112365 ® 09112731
L] 09112424

[0 poi12461

L) 09112731

M 09112739






Once a PR appears here with a book icon, you know it has been entered into ODOT’s
accounting system. You can then look it up using the 0911XXXX number in
Document Search by Document Number and then selecting Payment History. If it has
a check number and date, then the check is in the mail. A completed PR that has no
check number and date is in process.

See Next Page For Another Option





C. PTD staff can also run an inquiry for you in ODOT’s financial system which looks like this:

ODOTVENDOR PAYMENTS FOR BIENNIUM 2009/11 FRINTDATE: SEFTEMBER 0
BY VENDOR NUMBER/SFX BY CHECK NUMBER PAGE
CRITERIA: (VENDOR NAME LIKE 'COLUMBIA COUNTY*') AND (RESP UNIT='6310") AND (CHRG UNIT='6310")
INVOICE INVOICE CHECK PROCESS
NUMBE R DATE DATE OPID DATE BATCH ID EA/SUBJOB AMOUNT RE MIT ADVICE DE SCRIPTION
CHECK NUMBER 02069992
OETIS0127 0172872010 0371672010 DRVH 0371672010 73Z201002Z4FETS901 OQOR187031-855 Z29_80 FETAP-Z0100PTISTEATMNINSREIME . WERIGHT J.
25808123109 02/28/2010 03/1e/2010 BOATL. 03/16/2010 73Z0100311FFEMEOZ OR184031-845 107 ,282.00 $25808 FY10 {Z OPERAT. £25308 2ND QTR
25620123109 03/04/2010 035162010 BOATL 03/16/2010 73Z20100311FFEMEOD]L OR840001-8335 15,791.00 $£25620 FY10 Q2 BM,
CHECK HNUMEEE 02063332 SUBTOTAL & 127,102._80
This shows all the payments included on check number 02069992. There was $29.80 for J. Wright’s OPTIS training,
$107,282 (grant #25808 Q2 Operations), and $19,791 (grant #25620 Q2.)
Here is another view of the inquiry:
Audit Trail Inquiry - Summary
Detail | Image Vendor Hame Doc No |[Cash Date | Check No | Trans Amt Batch 1D Remit Advice Desc EA/Subjob
Sel Sel  |COLUMBIA COUNTY CLERK RTAP | 03M6/2010 | 02069992 $29.80| 02/24/2010-F-BT9-01 f_ﬁ‘gﬁ]”DPT'STP":"'”'”GHE""E" OR187031/855
¥ N
g - c
Sel Sel  |COLUMBIA COUNTY CLERK 25620 | 03/16/2010 | 02069992 519,791.00] 03/11/2010-F-FMK-01 ‘;‘ETESED FY10 Q2 PM; #2580 2ND | 6 pasnoo1/83s
:.
Sel Sel  |COLUMBIA COUNTY CLERK 25808 | 03/16/2010 | 02069992 | §107,262.00| 03/11/2010-F-FMK-02 iﬁ;gg:g&”ﬁﬁupmﬂ OR184031/845






External User Suqggestions

1. Allow for a an agency’s entire vehicle fleet to be maintained (including
VINSs, plates, etc.) in OPTIS, not just PTD-funded vehicles.

Research is being done to make this possible. Once the system allows it and we
have confirmed with you that your PTD-funded vehicles listed in OPTIS are correct,
you will be able to enter your own, non PTD-funded vehicles. PTD will continue to
enter PTD-funded vehicles for you. We are still working on the best way to keep
these two records separate and easily identified.

2. Add a tag number field for locally assigned vehicle numbers to the OPTIS
asset register in order to more effectively synchronize agency’s current
asset inventory with OPTIS.

We are checking with the software developer to determine if adding a tag number
field to vehicle assets, as it exists for equipment assets, is feasible. One way of
making the two records more closely match is for you to add the unique OPTIS
Asset # to your vehicle list. Since this number is already assigned to every asset
in the system, and could never be duplicated by another agency, this may be the
best solution.

3. Allow copying and pasting information into OPTIS in bulk, rather than
tediously field by field. This is especially important for providers with
many vehicles; the time involved to enter each item is unreasonable.

This is limited by the system functionality and is not possible at this time.
4. Add a link to the asset register from 9. Assets so when an error message

appears (such as “odometer reading is less than last reported”), you can
go directly to the asset to research and fix the issue.

This has been logged as a feature request for the future.
5. Have a list of all VINs in a drop-down menu at the Accident Reporting

screen of the QR so you could select the correct vehicle and not have to
key it in.

This has been logged as a feature request for the future.

6. Upcoming improvements:

a. Sort order will be changed on search results so that newest documents appear
first.

b. With the next grant cycle, we will begin scanning the signature page of
agreements into OPTIS. It will be added as an attachment to the electronic
subgrant agreement. -

c. OPTIS will have its own dedicated server, increasing the speed of searches,
document creation, and running reports. -

d. Overview link will be added to Navigation Menu so you don't have to go into a
document first to access it.





e. External users will be given "read" access to payment requests.

External users will be able to save periodic report input screens in process.
DONE!

g. Authorization Workflow will be improved by adding the following to the
periodic report: a “prepared by” field to be populated by the person who
completes that step, an “authorized by” field to be populated by the person
who completes that step, and a “submitted by” field to be populated by the
person who completes that step.

h. External User Reports will be created.

Current OPTIS Issues

1. Authorized Representative’'s name is not appearing on completed Agency
Periodic Report, even though it was selected.

3. Authorized Representative

{Prod)

Number: APR-09-0921

1. Number

2. Periodic Report

Authorized Representative
Details :

2. Authorized @ Please complete the following.
Representative :
4. Address ! Contact Information
S. Volunteer & Non-Cash | N
Resources Contact:
5. Service Data Phone: *1 (503) 397-0060 8431
7. Financial Statement Fax: 1 (503) 397-5153

This happens infrequently, most often if you are not using Internet Explorer. The
software developer and ODOT are working to resolve. If this happens, put an
explanatory comment in the "Optional Agency Narrative™ comments section:

12. Optional Agency Narrative

(Prod)
Number: APR-09-0846 Control #: 9974307
Steps ( Skip ) ( Back ) ( Next ) ( Finish )
1. Number ) )
SIS — Optional Agency Narrative
Details
3. Authorized @ Elease tell the Public Transit Division about your agency's transit program, for example, a new service, a new service
Representative partner, a service cut-back, etc.
4. Addrass Report submitted by Joe Transit. OPTIS would not complete authorized rep. field.

2. Primary External User cannot forward document to him or herself.

Primary user should be able to access and work on all documents for his/her
agency. Currently, if a document was prepared by someone other than the





primary user, and the preparer does not forward the document to the primary
user, it can only be viewed, but not modified or completed by the primary user.

This has been logged as an upgrade request allowing the primary user to use the
"Action" feature to forward any document to him/herself in order to work on it.

3. Email functionality for password and eResponse keyword resets is
temporarily disabled.

This feature was disabled to prevent agencies who have not been trained from
inadvertently receiving OPTIS-generated emails. Unfortunately, it affects the use
of the "I have forgotten my password or user id" and “Generate a new eResponse
Keyword” features too.

* See Page 115 of User Guide *

Currently you are able to select the box to request a reset and it appears that an
email was generated, however, no one receives your request. For now, contact
Ivan Presnyy (503.986.4004 or Ivan.a.presnyy@odot.state.or.us) for password
and eResponse keyword resets.

You are able to use the email function of sending an email to the responsible
person when you forward a document to an approver or reviewer from within
OPTIS. Click the button that says "send email to responsible person?" before
submitting the document and OPTIS will notify that person via email that a
document is in his/her queue and needs attention.

We expect to activate full email functionality within the next few months.

4. Final Payment Rounding Issue
This issue has arisen since we changed to automatic rounding in OPTIS.

Situation: An agreement was written, and payments were made, when we weren't
rounding, then we re-programmed OPTIS to round. Now there are pennies
unaccounted for lurking in the background somewhere causing an error message on
the final payment:

"Requested amount does not agree with sub-grant funding ratio."

This only occurs for final payments, usually very small ones, where the threshold
percentage cannot be accounted for. (That language came from Ivan Presnyy our
OPTIS guru.)

Solution: In the future, for grants executed after this change took place, this will not
be an issue. If you get this error message for any of your older grants where you are
asking for the final payment, please call or email Ivan Presnyy, 503-986-4004
(lvan.a.presnyy@odot.state.or.us) and he will over-ride the error and complete the
request for you.
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		This error  is related to system “cookies.” In a secure system, “cookies” are what keep the application in communication with the secure server. The “Bad Referrer” error occurs when this “connection” is lost.  This can occur if:




1. User Names, Passwords, and Security:

a.

Which of these is not a valid password?

i, 1234584 ii. MYDOGspot

iii. mickeyM iv. ODOTI1

What should you do if you forget your user name, password, eResponse keyword or get
locked out of OPTIS?

If you want to change your password, what steps would you follow?

Circle T or F: The eResponse keyword is used to access the system when you first log
info OPTIS. T F

2. Roles and Profile Maintenance

a.

b.

g.

If you are the primary user, how do you view your agency's hierarchy?

Who can add a new user fo an agency's profile from within OPTIS?

i. Anyone

ii. Only the primary contact

iii. A Manager User

If you are the person above, how do you add a new user?

If the primary contact wants to make someone else primary, what steps would he or
she follow?

What status allows a user to view documents?
What status allows a user to create documents?

Who may submit a document to PTD from within OPTLS?

3. Documents

a.

What are two ways to view a list of all grant agreements written to your agency?

b. How do you get to the Overview Screen?
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c. What are two ways to find all payments processed for a specific grant agreement?
asdf

d. If you see an OPTIS Batch # in the Payment History, but no check number, what does
that tell you?
asdfasdf

e. Circle T or F - This document number: 09-11-1234, is for a periodic report.

T [JF

f. What does it mean if a reimbursement request or periodic report has not been
completed yet, but you can't open it to work on it+?

g. How can you tell if a document is in your queue?

h. How do you determine who created a document?

. Assets

a. Cir‘cle&lor l__El— All PTD-grant-funded vehicle assets have been entered into OPTIS.

b. Circle T or F - A sign on a pole, in the ground, is considered a real estate assef.

c. Circle T or F - PTD requires that you enter your new assets into OPTIS.

d. Circle T or F - If your agency's vehicle asset record does not match the OPTIS asset
register, contact Joni Bramlett. [ ]T []F

e. If you want to see the most accurate listing of all your assets, what should you do?

. Agency Periodic Reports

a.
b.

C.

Circle T or F - The Budget Detail Worksheet is now obsolete.

Circlel;lorlgl- You should not use the APR in OPTIS to request reimbursement.
Circlel;lor' F - An APR with "Issue” status is complete.

Circle T or F - To amend an APR, mail PTD a new one.

Circle T or F - The person entering a periodic report in OPTIS does not necessarily
have to be the authorized representative.[ 1T [ IF

Circle T or F - The total number of vehicles in service refers to PTD-funded vehicles
only.
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g. Which one of the following must be verified before entering quarterly reporting
information into OPTIS?

i. Previous reports are complete

ii. Asset record is accurate

iii. eResponse keyword is on record for preparer

h. If you have a question about Aow to enter an APR into OPTIS who do you call?
i. If you have a question about what to enter into an APR in OPTLS who do you call?

6. Reimbursement Requests

a. Once you are trained and using OPTIS, which of the following manual documents
becomes obsolete?

i. Pre-Award Vehicle Purchase Certification Form

ii. Pre-filled Reimbursement Request Form
iii. Budget Detail Worksheet

b. What do you do if you've completed an OPTIS reimb. request and realize it is wrong?

c. A reimbursement request cannot be submitted unless . ..

i. The match has been entered, even if it is zero.

ii. The periodic report for the period of reimbursement is complete.

iii. The user submitting the request has an eResponse keyword.
iv. All of the above
v. ii. and iii. only

d. Which Expense Type is missing from this list?
Planning, Operating, Capital, and

e. Tor F - The customized reimbursement request form sent to you (or accessed
from PTD's website) should be attached to your OPTIS reimbursement request as

backup documentation for payment. | |T F
f. Circle T or F - The Budget Detail Worksheet should be attached to your OPTIS
reimbursement request as backup documentation for payment. T F

g. Circle the correct OPTLS quarter for the following reimbursement request:

Record Expenses
@ Record the expenses, entering the receipt total.
Type Description Receipt Date
| capital =l 7 [venicie rurchase M *[11/15/2010

Q1 Q2 Q3 Q4 Q5 Q6 Q7 Q8
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h. What are two ways to check to see if you've missed any mandatory information on an
OPTIS document?

Study this Reimbursement Request and then answer the questions below.

ODOT Public Transit Division
Reimbursement Invoice and Request Form
Recipient Document No.: 09114203
Black Pearl Tranportation Service District Process Date:
666 Tortuga Blvd. Effective Date: 07/01/2007
Salemn, OR 995999 Execution Date: 07/07/2007
Contact: Jack Sparrow FEIN:
Phone: 1 (503) 986-6666 TEAMS Id:
Fax: ODOT Agreement: 30303
Email: Firatelll@msn.com Version: 1
Fiscal Period: 2009 - 2011 Biennium Quarter 1: July 1 to September 30
Item: 30.09.01 - Operating for Activity Budget: $100,000.00
AMTRAK Subgrant Contribution: $65,000.00
Grantee Match: £35,000.00
Expense Type Description Receipt Expense Amount
* Operating Quarter 1 M £1,000.00
Cperations
Total: £1,000.00
Match Source Match Amount
Local $300.00
State Funds $0.00
Other $0.00
Total: £300.00
Reimbursement Requested: $650.00
' Record Expense | ' Match Expense
Total Reimbursement Requested: $650.00
Mame of Authorized Representative: Date:
Certification Statement: Title of Authorized Representative:
Subgrant Reimbursement Request Summary:
This Request To Date In Process Balance
Total Expenses: $1,000.00 $0.00 $0.00 $99,000.00
Match: $300.00 $0.00 $0.00 $34,700.00
Reimbursement Requested: $650.00 $0.00 $0.00 $64,350.00
Payment: $0.00 $0.00 $0.00 $65,000.00
Control # 9930458

i. What three numbers could you use to search for this document in OPTIS?

j- What is the total amount you could be reimbursed for Operations under this grant?

k. Have there been any previous requests made under this grant?






I. How much is Jack Sparrow expecting to get paid with this request?

Study the "Check Integrity" message box below as it relates to the reimbursement request
above. Describe each integrity issue and then explain how you would solve it.

Check Integrity
(Train)

@ Check Integrity informs the user whether or not the document has met the minimum requirements
needed in order to complete the current step. For most issues, the failure reason will also be a link
to the area that needs to be modified. Not all issues will have a link.

Once the issue has been dealt with, you can click the 'Refresh’ button to refresh the page. Any

completed issues will then disappear.

Number: 09114203 05/25/2011 3:20 PM

Current Step: Issue

Integrity Check Failed

* Expense date not within the quarter. Item: 1
* Requested amount plus match amount does not equal expense amount. [tem: 1
* Missing provider's periodic report: 2009 - 2011 Biennium Quarter 1: July 1 to September 30

Issue 1:

Solution 1:

Issue 2:

Solution 2:

Issue 3:

Solution 3:
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