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ODOT Grant Management Training 2015
Agency Periodic Report

Screenshots of a report:

: ,
e —

Current Period Information

() view poF

Volunteer & Non-Cash Resources

® Refresh If your organization uses Volunteers, please complete the following table.
® Type of Volunteer # of Units Unit Value Total Value
Help
(hrs/qty)
Drivers $0.00
Complete Step Scheduler/Dispatcher §0.00 =
(Prepared)
Office Help §0.00
Wehicle Maintenance (washing, etc.) §0.00
Maintain Contributed Professional Services:
B List such services as legal, accounting, advertising, etec.
Actions | | |
W_Drk Flow Other In-Kind Services:
History List donated services or matsrials, suppliss, =te. |
Total $0.00 |
|
Service Data I
Category Fixed Route Other Than Fixed Total
Route
Total Passenger One-Way Rides 0
Elderly & Disabled One-Way Rides 0
Revenue Operation Hours 0
Revenue Service Mileage 0 I
Are you aware of other PTD grantees that may also be reporting these service data? I
#125% ~

This section in OPTIS follows the contact information and is also about the agency as a whole.
Here, please include all donated services to public transportation service provision, whether or
not the volunteer efforts are used as match. When accessing grants with in-kind match, attach
documentation to the APR on how your agency came up with the value of donated service. For
example, if you receive pro-bono legal services, have the attorney complete a pro-bono invoice
that shows the value of the donated service. If you pay drivers and have some other volunteers
drive, you may use the value of a paid driver. Note: paid drivers may not volunteer to drive on
their time off. Paid drivers may volunteer for other activities.

If you need help on ride reporting, check instructions on the website.
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Agency Periodic Report

F il
72 Periodic Report - Internet Explorer provided by ODOT [E=NFEN )

Revenue and Expenses
® View PDF
Previous Current Total To Date
@ Refresh
I
@ Help Fare Revenue $0.00 $0.00 $0.00
Contract Revenue $0.00 $0.00 $0.00
PTD Federal Assistance $0.00 $0.00 $0.00 i
Complete Step -
(Prepared) Other Federal Assistance $0.00 $0.00 $0.00 =
PTD State Assistance $0.00 $0.00 $0.00 =
Other State Assistance $0.00 $0.00 $0.00
Maintain -
Local Assistance $0.00 $0.00 $0.00
Actions Federal Income Earned %0.00 $0.00 $0.00
Work Flow Donations (Cash) $0.00 $0.00 $0.00
History Total Revenue $0.00 $0.00 $0.00
Administration Expenses $0.00 $0.00 $0.00 I
Operations Expenses $0.00 $0.00 $0.00 I
Capital Expenses $0.00 $0.00 $0.00
Planning Expenses $0.00 $0.00 $0.00 1
Total Agency Expenses $0.00 $0.00 $0.00 |
Operating Profit/Loss $0.00 $0.00 $0.00
H125% v

Include ALL revenues and expenses used to provide public transportation service, whether
requesting reimbursement from ODOT RPTD or not. The Division uses this information for
reporting to legislatures, committees, and to inform funding decisions.

Updated October 2015 Page 2 of 9





ODOT Grant Management Training 2015
Agency Periodic Report
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OPTIS Close ©
Grant Information
View PDF
® ODOT Agreement # |Title
@ refresn 30413 CTUIR 30413 - 5339 Bus & Bus Facilities
® Help . .
Value of Grant Amount Paid Amount in Amount Start Date End Date
Process Available
Complete Step $220,780.00 $0.00 $0.00 $220,780.00 07/01/2015 06/30/2017
(Prepared)
Other Notes
Maintain
ODOT Agreement # |Title
Actions
30467 2015-17 CTUIR 20467 Rural 5311 Program l
Work Flow
History Value of Grant Amount Paid Amount in Amount Start Date End Date
Process Available
$411,292.00 $0.00 $0.00 $411,292.00 07/01/2015 06/30/2017 |
Other Notes A
B |
ODOT Agreement # |Title |
30550 2015-17 CTUIR 30550 STF Formula
Value of Grant Amount Paid Amount in Amount Start Date End Date
Process Available
$160,000.00 $20,000.00 $0.00 $140,000.00 07/01/2015 06/30/2017
Other Notes
ODOT Agreement # |Title
30781 2015-17 CTUIR 30781 E&D 5210 Program
I
Value of Grant Amount Paid Amount in Amount Start Date End Date
Process Available I
$95,472.00 $0.00 $0.00 $95,472.00 07/01/2015 06/30/2017 I
|
Other Notes
H15% v

The Grant Information is auto-populated by OPTIS for current biennium grant agreements.
Currently, the optional Other Notes section is where to report status of projects.

The Division is planning to activate a function in OPTIS that will require agencies to report on
the status of capital deliverables. Trigger points will be ordered/dates, delivered/dates, and
when the procured item is put into service.

Updated October 2015
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Agency Periodic Report

We tested this with Gilliam County in the 2013-2015 biennium for all project types in the 5310
award. Several agencies will pilot for further testing before the feature is turned on in OPTIS for
capital projects. This is what it looks like when the feature is turned on in OPTIS:

/=) Periodic Report - Internet

() print
(¥) view PDF
() Refresh
(@) Help

Workflow
Completed

Maintain
Actions

Work Flow
History

lorer provided by ODOT

PREVIEW:

Grant Information

ODOT Agreement #

Title

29339 Gilliam Co. 29339 5310 Mobility Mgmt/Vehicle Purch-Expansion/PM
Value of Grant Amount Paid Amount in Amount Start Date End Date
Process Available
$108,818.00 $22,499.00 $3,798.00 $82,521.00 07/01/2013 06/30/2015
Deliverables Target Date Status @ Status Notes
Mob. Mgmt. Hours 06/30/2015 on Target (D Dispatching wages will be expended by
expendead " |June 30, 2015
Vehicles: Order Date 01/01/2015 Not Started O Planning to get process started by 2015
Vehicles: Delivery Date 06/30/2015 Not Started O Planning to get process started by 2015
Date vehicles put into 06/30/2015 Not Started O Planning to get process started by 2015
service
Other Notes
ODOT Agreement # |Title

Close €

m

29515 Gilliam County 29515 STF Formula/STO Funds 2013-2015
Value of Grant Amount Paid Amount in Amount Start Date End Date
Process Available
$171,332.00 $171,332.00 50.00 30.00 07/01/2013 06/30/2015
Other Notes
#125% v
—— = —— 3/

This is Quarter 5, and the example shows progress on grant 29339 with status. Below it, you
can see the STF grant where the feature is not turned on. The deliverables and target dates will
be populated by RPTD staff. Agencies will enter status and provide status notes each quarter.

Red icon = not started

Yellow icon = on target

Green icon = completed

Updated October 2015
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PREVIEW:

@ Periodic Report - Internet Exp

Close ©

Grant Information

® Print

ODOT Agreement # |Title
() view sDF
29339 Gilliam Co. 29339 5310 Mobility Mgmt/Vehicle Purch-Expansion/PM
@ Refresh
Value of Grant Amount Paid Amount in Amount Start Date End Date
@ Help Process Available
$108,818.00 $34,178.00 $65,493.00 %9,147.00 07/01/2013 06/30/2015

Workflow Deliverables Target Date Status Status Notes
Completed @
Mob. Mgmt. Hours 06/30/2015 On Target (D Dispatcher wages will be expended before B

expended 6/30/2015 =
Maintain - -

Vehicles: Order 01/01/2015 Completed @ 2 Honda vehicles have been purchased. L

- Date

Actions

Vehicles: Delivery 06/30/2015 Completed @ Vehicles have been delivered. 1 vehicle is
Work Flow Date waiting for aftermarket additions and 1 vehicle
History is operating

Date vehicles put 06/30/2015 Completed 6 1/20/2015 1 vehicle in service 3/12/2015 other

into service vehicle in service

Other Notes Vehicle reimbursement request submitted 8/3/2015: $56,255.70 total
29339 request: $50,478/Match 5,778
Remaining balance: 7,452

®125% v |

This is Quarter 7 completion on vehicle procurements.

Red icon = not started

Yellow icon = on target

Green icon = completed
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. Asset Management
® W AEE Update your capital inventory each year. All capital items purchased with state and federal grants from the Public Transit
@ Refresh

Division must be listed as long as the item is used in transit service {even if PTD released the title.)
® Help vehicles in service: 0 # of spares/back-ups: 0 out of service: 0 total: O

Entire Vehicle Inventory

PTD-Funded Vehicle Inventory

Complete Step Asset # Agency # VIN Number Current Date of Vehicle | Out of
(Prepared) Odometer Odometer Condition |Service
Mileage Reading

V000090 1FDXE45553HB43271
Maintain V000847 1DBHN44E09B520686
V000853 1GBE4V1G59F404252
Actions V0009E0 1GBESV1968F410154
Work Flow V001202 1FDGF5GTSBEC21637
History V001208 1FDGF5GY8BEDO6726
V001535 1FVACWDU3FHGI6353
V001536 1FVACWDUSFHGI6354

ol|lo|lo|lo|o|o|o|o
—

Vehicles Out of Service
You must report any vehicle purchased with state and federal funds that is idle for more than 90 days. Il

VIN Number Date of Last Use Reason for Being Out of Date Expected to
Service Return to Service,
Transfer or Disposal

Other Equipment and Facilities Inventory
Capital items purchased with state or federal grants that had an original useful life of at least one-year and cost of
35,000 in the aggregate at the time of purchase. For example, computers and communications equipment aggregated
purchase over $5,000; bus barns; passenger shelters, shop equipment, etc.

Type of Description of Use Which Program Funded Date of Acquisition
Equipment or |
Facility
Equipment Waste 0il Fired boiler producing hot water for
in floor heat, boiler stand, 10" vent stacking
package, installation, installation of filtration
system.

Equipment Karcher Hot Water Pressure Washer. Diesel- 12/31/2012 |
fired for hot water and steam washing of
vehicles. 208V, Single Phase with hose reel (|
and mounting brackets. 1
U

This section is important and people get confused on what to enter.

For Entire Vehicle Inventory, report all vehicles used for public transportation service provision
(not agency staff or maintenance vehicles—only those used in passenger transportation).

The PTD-Funded Vehicle Inventory is auto-populated with the OPTIS number and VIN.
Agencies must enter mileage and date of odometer reading in quarters 4 and 8. (Agencies are
encouraged to report quarterly.)

Vehicles Out of Service: Report any vehicles that are not being used for a period of 90-days or
more. If a vehicle is not being used to provide rides, the vehicle must be reported as out of
service. RTCs are going to be checking mileage and use for accuracy more regularly than in the
past. A vehicle cannot be designated as spare or back-up until condition and/or useful life
warrants it. Report out-of-service vehicles quarterly.
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Reasons for a vehicle being out of service may include: major component rebuilds if
complications arise or parts are not provided timely; the vehicle is no longer being used
because it is being sold or transferred; accident causing a lot of repairs; or a vehicle is not
drivable.

FTA has changed condition reporting due to MAP-21. Condition must be reported quarterly.
New materials and training are available, based on new terminology and condition descriptions
being implemented in January.

ASSET CONDITION MEASUREMENT
ASSET CRITERIA AND SCORING SYSTEM

Asset Age Asset Condition Asset Performance Level of Maintenance
Asset
Rating | (Percent of useful Life (Quality, Level of (Reliability, Safety, Meets (Level of Preventive and
Score Remaining) Maintenance Required) Industry Standards) Corrective Maintenance)
) Asset meets or exceeds all
5 Asset new or nearly | Asset new or like new; no . No unfunded or deferred
o performance and reliability ) .
Excellent new 75% - 100% visible defects o maintenance activities
metrics, industry standards
; . ; Corrective maintenance
. | Asset showing minimal signs Asset generally meets ] ) .
4 Asset nearing or at its B o increasing; no skipped
o . of wear; some slight defects| performance and reliability . .
Good midlife point 50%-75% i . o preventive or corrective
or deterioration metrics, industry standards .
maintenance
. Some moderately defective . More frequent corrective
Asset has passed its ) Occasional performance and ) A
3 o . or deteriorated o maintenance required and
midlife point reliability issues; may be )
Adequate components; expected . some minor component
25%-50% i substandard in some areas .
maintenance needs failures
Corrective maintenance
. Increasing numbers of Performance and reliability .
Asset nearing or at i . . activities frequently,
2 ] ) defects; deteriorating problems becoming more | ) .
. end of its useful life . . including major components
Marginal components; growing serious; sub-standard )
0%-25% . needing replacement or
maintenance needs elements
rehab
Asset in need of
. . Frequent performance and
1 Asset passed its useful | replacement or restoration; o . }
) » reliability problems; does Major component failures
Poor life may have critically damaged )
not meet industry standards
components
| 0 | Asset non-operable or unsafe I

This document (above) was developed to assist in reporting vehicle condition, per the MAP-21
changes. This is a PDF version; the Excel spreadsheet posted to the RPTD website will do the
calculations for the condition, once numbers are entered.

When asset management guidance is released by FTA, agencies will be required to report on
all capital assets, not just vehicles.
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Close @

® View PDF

® Refresh Accidents

Has your agency had any vehicle accidents related to your transit service?
® Help Were injuries involved?

If Yes to any of the above questions, please complete the following and attach DMV accident report, if filed:
VIN Number Type Number of Number of Vehicle Drug & Alcohol
Complete Step Fatalities Injuries Disabled Test
(Prepared) Performed

Comments

Maintain

Actions
Civil Rights
Work Flow Grantees are required to report civil rights complaints, including Title VI, Americans with Disabilities Act, and Limited

History English Proficiency. Complaints must be reported on each quarter until resolved.

Did your agency receive any Civil Rights complaints?
If yes, pl explain, including outcomes:

Are you reporting on complaints from a prior quarter?

Optional Agency Narrative
Please tell the Public Transit Division about your agency's transit program, for example, a2 new service, a new service
partner, a service cut-back, etc.

Control # 10047799

Accidents and Civil Rights complaints are rare, so we won't cover these in detail at training
sessions. These reports are required quarterly if such events occur.

Accidents that involve passenger transportation must be reported, regardless of how the
vehicle was funded. Report any accident that involves death of a person, or injury requiring
medical attention, the vehicle has to be towed, or a report must be provided to DMV ($1,500 or
more damage to vehicle(s) involved). Upload a copy of the DMV report to OPTIS APR as an
attachment. Refer questions to your RTC regarding accidents.

Civil Rights complaints: ODOT Office of Civil Rights, Sherrin Coleman, Intermodal Civil Rights
Manager, is the expert and can assist with your questions. She can be reached at (503) 986-
3169 or sherrin.k.coleman@odot.state.or.us The ODOT Civil Rights web page provides
valuable information: http://www.oregon.gov/ODOT/PT/Pages/index.aspx (left grey navigation
bar has this link on the main page, and most pages).
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ODOT Grant Management Training 2015

OPTIS close © I

| 11. Attachments
(Test)

Number: APR-15-2832

Agency Periodic Report

Control #: 10047799

Steps

1. Number
2. Periodic Report Details

3. Volunteer & Non-Cash
Resources

Save ) Next

Skip ( Back D C

Attachments

@ Please attach supporting information here. Click "Supporting Documents & Forms" for relevant forms and information.

4. Service Data
. . Attachment Title * File
5. Financial Statement
6. Grant Information Attachment Title * File
B
8. Accdent Reparting Attachment Title * File
Fade
9. Civil Rights
10. Optional Agency Attachment Title * File
Narrative
11. Attachments Attachment Title * File
Attachment Title * File
- . . Top
* indicates a required field n
#125% -

Examples of attachments:

Intercity Service Report—for agencies awarded Intercity funds: the Intercity Service Report
must be included in order for your APR to be considered complete and payments made.

Budget Detail Worksheet (for operating projects and mobility management). This is expected
to be going away when data is captured on Reimbursement Requests in OPTIS. A new form will
be available for agencies—see Reimbursement Request handout.

Deliverables such as travel training data reports on mobility management projects, a draft plan
or meeting notes on a planning project; activity reports, annual reports, and park & ride lot
inventories for Transportation Options projects.

Accident report information
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AGENCY GRANT EXPENSES
OPTIONAL AGENCY WORKSHEET

j% ODOT RAIL AND PUBLIC

TRANSIT DIVISION

FISCAL YEAR: PERIOD (Quarter or Month):

GRANT TYPE:
AGREEMENT NUMBER:

ADMINISTRATIVE EXPENSES TOTAL

Administrative Staff Labor - Salary (including fringe benefits)
Administrative Staff Training and/or Certification
Administrative Office Costs (utilities, telephone, rent, etc.)
Marketing, Outreach and Public Involvement

Insurance (vehicles, facilities, etc.)

Contracted Services (legal, bookkeeping, payroll, audit, etc.)
Drug and Alcohol Test Administration

Administration Related Travel

Durable Equipment *1

Indirect Administrative Expenses *2

Any other administrative expense type should be tracked locally; ODOT RPTD tracks only the types listed above.

TOTAL ADMINISTRATIVE EXPENSES | $ - $ - $ - $ - $ - $ - $ - $ - $ -

B |7 [0 [0 |8 |8 |8 |0 [0 [0
'

OPERATING EXPENSES

Operating Staff Labor - Salary (including fringe benefits) $ -
Operating Staff Training and/or Certification *3 $ -
Operating Staff Travel *4 $ -
Vehicle Maintenance and Repair *5 $ -
Transit Service Contracts (including purchased service) $ -
Facility Maintenance $ -
Facility Operations (rent, storage, etc.) $ -
Durable Equipment *6 $ -
Fare Box Deduction (enter a negative value) $ -
Any other operating expense type should be tracked locally; ODOT RPTD tracks only the types listed above.
TOTAL OPERATING EXPENSES | $ - |s - s - s - s - |s - Is - Is - Is -
TOTAL EXPENSES | s - $ - $ - $ - $ - $ - $ - $ - $ -
A. $ -
B. $ -
C. $ -
D $ -
TOTAL MATCH AVAILABLE | $ - $ - $ - $ - $ - $ - $ - $ - $ -
Local Approval Date
Notes

*1 This expense type is for assets used for administration - valued at less than $5,000.

*2 To claim this expense you must have an approved indirect cost rate, or use the DeMinimus calculation. See your agreement Exhibit A.
*3 Includes training and certification costs for dispatch staff, maintenance staff and drivers.

*4 Includes travel costs for dispatch staff, maintenance staff and drivers.

*5 This expense type is for non-capitalized costs such as spare parts, accident repair, fuel, oil, etc.

*6 This expense type is for assets used for operating - valued at less than $5,000.
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ASSET CONDITION

MEASUREMENT

ASSET CRITERIA AND SCORING SYSTEM

Asset
Rating
Score

Asset Age

Asset Condition

Asset Performance

Level of Maintenance

(Percent of useful Life
Remaining)

(Quality, Level of
Maintenance Required)

(Reliability, Safety, Meets
Industry Standards)

(Level of Preventive and
Corrective Maintenance)

5
Excellent

Asset new or nearly
new 75% - 100%

Asset new or like new; no
visible defects

Asset meets or exceeds all
performance and reliability
metrics, industry standards

No unfunded or deferred
maintenance activities

Good

Asset nearing or at its
midlife point 50%-75%

Asset showing minimal signs
of wear; some slight defects
or deterioration

Asset generally meets
performance and reliability
metrics, industry standards

Corrective maintenance
increasing; no skipped
preventive or corrective
maintenance

3
Adequate

Asset has passed its
midlife point
25%-50%

Some moderately defective
or deteriorated
components; expected
maintenance needs

Occasional performance and
reliability issues; may be
substandard in some areas

More frequent corrective
maintenance required and
some minor component
failures

2
Marginal

Asset nearing or at
end of its useful life
0%-25%

Increasing numbers of

defects; deteriorating

components; growing
maintenance needs

Performance and reliability
problems becoming more
serious; sub-standard
elements

Corrective maintenance
activities frequently,
including major components
needing replacement or
rehab

Poor

Asset passed its useful
life

Asset in need of
replacement or restoration;
may have critically damaged

components

Frequent performance and
reliability problems; does
not meet industry standards

Major component failures

Asset non-operable or unsafe

ODOT RPTD
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OPTIS REIMBURSEMENT REQUEST DETAILS

Record Expense Screens

After creating a new OPTIS reimbursement request, completing basic information screens and uploading any
backup attachments, the next step in the process is to record eligible expenses for the period. To do this, users
click on the “Record Expense” button.

® View PDF ODOT Public Transit Division
Reimbursement Invoice and Request Form
® Refresh
Recipient Document No.: 151710370
® Help McGregor Transit Process Date:
123 Bunny Lane Effective Date: 07/01/2015
.......................................... Sweet Home’ OR 99999 Execution [)ate: 0?!01;‘!2015
(Ilo-mplete Step Contact: Peter Rabbit FEIN:
R Phone: 1 (333) 333-3333 TEAMS Id:
------------------------------------------ Fax: 1(333) 111-1111 ODOT Agreement: 23456
L Email: prabbit@hotmail.com
Maintain . .
e Fiscal Period: 2015 - 2017 Biennium Quarter 1: July 1 to September 30
ctions
[Click here to enter Attachments]
View Data Item: 30.09 - Operating Assistance Activity Budget: $100,000.00
Subgrant Contribution: $100,000.00
Grantee Match: $0.00
Reimbursement Requested: $0.00
" Record Expense ) [ Match Expense )
|
Total Reimbursement Requested: $0.00

Current — Description is keyed in.

Currently, the “Record Expense” screen presents you with four options in a drop-down menu for expense type
(Administrative, Operating, Planning, or Capital) and then requires that you key in a description to give more
detail on that expense. Additionally, farebox revenue must be deducted from Operating expenses before
entering the total expense amount.

OPTIS Close ©

Record Expenses

® Record the expenses, entering the receipt total. (Submit/Return) (Submit/Remain)

Type Description Receipt Date Total Expenses Delete
Rdmini=strative - * atass Salary [} * 09/15/2015 ® * 1,000 |
Administrative ¥ * Contracted Bookkeeping [ * 09/15/2015 ® * 500 |
Administrative <+  * Durable Equipment B % os/isrzois @ * 750 B
Operating - * staff salary =] * 0s/15/2015 Q‘} * 4,250 m
Operating - * staff Travel m * os/1s/2015 @ * s00 |
Operating - * Transit Service Contract [l * 05/15/2015 ® * 3,000 ]
Capital - * Van Purchase B * 09/15/2015 @ * 30,000 ]
——Select type-—— =~ * [} * ® *

* indicates a required field n Top






Future — Description is chosen from a dropdown menu. No typing required; select from
available options. Farebox is entered as a negative value.

RPTD is considering the elimination of the requirement for the Budget Detail Worksheet for operations and
administrative projects. Instead, the information could be captured via OPTIS data entry. We want to make it
simpler to report for reimbursement, and to reduce the number of categories to the highest level needed by
the Division. RPTD would create a fixed list of acceptable expenses for each type. A drop-down menu, specific
to the broad category of expense, would appear and give you a list of descriptors to choose from.

Administrative Expenses Example

PREVIEW:

Record Expenses
@ Record the expenses, entering the receipt total. (Submit/Return) (Submit/Remain)
Type Description Receipt Date Total Expenses Delete
Administrative @~ * - - Select type - - EI 4] * 09/15/2015 @ * 1,000 0
Rdministrative ~+  © Staff Labor [ai * 0s/1572005 § * s00 &
— - « Staff Training ¥ ¥
Bdministrative - Office Costs il 09/15/2015 ® 750 |
Marketin
Operating - * Insur'ancg & * os/1s72015 @ * 1,250 |
: +« Contracted Service " "
Operating v Prug and Alcohol Testing a] 09/15/2015 ® =00 a
, * Travel * *
Operating - Burable Equipment [a] 0s/15/2015 & * 3,000 &
: Indirect
capital - * = * 0971572015 & * 30,000 |
--Select type—-—- ~ * [ * ® *
* indicates a required field ﬂ Top

Operating Expenses Example

PREVIEW:

- - Select type - - -

Staff Labor

Staff Training

Travel

Vehicle Maintenance and Repair
Contracted Services

Facility Maintenance

Facility Operations

Durable Equipment

Farebox Revenue
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Loqistics:

Audio Call In:
888-557-8511, Participant Code 276949

Computer Join Me link:

Instructions:
Please mute your phone
Please do not put the call on hold
during the session
Either hold your questions until the
Q&A portion of the training, or use
the ‘Chat’ button in Join Me to notify
the presenter when you need
clarification




https://join.me/PTAC.ODOT

https://join.me/PTAC.ODOT



Agenda

« Reporting overview

 Agency periodic reports
 Charter bus rules and reporting
« Reimbursement requests
 Grant management reminders
« Compliance findings

Question: What do you hope to get out of
today’s training?





Reporting Purpose

Data collection
Project status
Payments

Desk reviews

Technical assistance

Federal requirement
for capital assets





Required Reporters

1. Grantees with current grants

2. Prior grantees that operate/use vehicles and/or
capital items awarded by ODOT

3. Vendors/consultants may prepare information

for reports, but grantee must submit the report

4. STF agencies receiving STF/STO awards

5. Subrecipients to an STF agency report to the STF
agency

I





Reporting Schedule

Grant Agreements

Due November 15, for July — September (Q 1 & 5)
Due February 15, for October — December (Q 2 & 6)
Due May 15, for January - March (Q 3 & 7)

Due August 15, for April = June (Q 4 & 8)

‘ﬁ( Transit Required Reporting Schedule Handout 1

I





Reporting Requirements

 Budget

 Rides/miles

o Assets

« Accidents

e Civil rights complaints

o Grant progress/milestones
« Charter bus

 Otherreports, as applicable: NTD, drug &
alcohol, DBE, and Title VI





Where to Report

OPTIS

Grantees submit reports through OPTIS

On a pre-approved and limited exception basis,
submit to ODOT Public Transit reporting at:
ODOTPTDreporting@odot.state.or.us

I
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Reporting and Reimbursement Request Process

= | START —Questions >
i Direct questions to the
TRANSIT AGENCY —Documents Submit documents together, I
w! Executed Grant using one format. correct staff member.
Agreement

Mailed OR Faxed Entered Emailed
; Electronically x @ e @

S

Emailed
Documents

OPTIS Entry

Poli
Questions o

Gluestions

Mailed or Faxed
Documents

RPTD's
Reporting

Regional
Transit
Coordimators

Mail .
Processing

Program Assistant

Create Pmt
Requestsin
OPTIS, Review
Reports & Other §

Documents

F 3
F 3

Process

FINISH

Payment i
ok ggl(;eT’sm » Payment to
Support Analysts Eay Grantea

Regional Transit Coordinators Frtem
Support Analysts 9
‘lﬁ( Process Flowchart Handout 2





Agency Periodic Reporting

What’s Changing:
 Charter bus reporting is required for everyone
e Following a testing period with select providers:

— Budget detalil worksheets will be replaced by
reporting directly in OPTIS

— Vehicle acquisition milestones/deliverable
reporting will occur in OPTIS

e Review APR handout

‘,ﬁ( APR Handout 3; Vehicle Condition Matrix Handout 4;
Chapter 8 OPTIS User Guide — Resource 1

I





Charter Bus Rules and
Reporting
e Definitions

 Regulations and resources
« Exemption and exceptions
 Reporting

I :





Charter Bus Service

FTA’s Charter Bus Service Rule protects private charter
operators from unauthorized competition from FTA
grant recipients. Charter service is characterized by:

« Someone requests exclusive use of a vehicle and
wants to pay for some or all of the service

« Outside of provider’s regular service

« Someone else decides where and when the trip
ocCcCurs

« Event trips that are not part of program purpose

I





Charter Bus Regulations & Resources

Regulations

« Read up on the applicable
regulations to determine relevance:
49 CFR Part 604

 Of note, no FTA funds may be used to
provide charter bus service

» Revenue from charter bus service
must be accounted for separately

Resources *

e FTA Ombudsman for Charter Services:
ombudsman.charterservice@dot.gov

« FTA’s Charter Bus Service web page:
http.//www.fta.dot.qov/15740.html
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Charter Bus Exemptions

Exemptions are not reported

I

Transporting employees for transit purposes
(including training in rural areas)

Responding to immediate emergencies or for
emergency preparedness planning

Private charter operators (unless standing in the
shoes of a public transit agency)

Charter trips that support program purposes by
agencies receiving 5310 and 5311





Charter Bus Exceptions

Public transit agencies may provide charter services
under these exceptions:

1. Government officials

2. Qualified Human Service Organizations; elderly, persons
with disabilities, and low income

3. Leasing vehicles, if no others available
4. When no registered charter provider responds to notice

5. By written agreement with all registered charter
providers

6. With an approved petition from FTA (events of regional
or national significance, hardship, and discretion)

Reporting required for exceptions 1-4
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Other Charter Reporting Requirements

« Report due to ODOT 15 days after quarter ends

« Reportrequired regardless of whether charter
service was provided

« Directrecipients of FTA awards report to FTA, all
others report to ODOT.

¢ Charter service reporting form is located in the RPTD
online Guidance Library under the Reporting tab,
Charter Service Report, Handout 5

I





Notification Prior to Providing Service

« Atransit agency may provide charter service if no
registered charter provider responds to notice.

 Notification must be issued in accordance with
procedures in 8604.14

 Notice can be sent through the FTA Charter
Registration website (link below)

 Notification forms and requirements are available
on FTA’s Charter Bus Service page

3¢ FTA’s Charter Bus Service web page, includes sample:
http://www.fta.dot.gov/15740.html
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Charter Bus Complaints

 FTA has a complaint process, results may be
appealed

* Violations could result in FTA withholding fundes,
barring future funds, or agency suspension

« A pattern of violations can only be established for
unauthorized charter service, not for reporting or
paperwork

I





Reimbursement Requests

What’s Changing
 Budget Detall Worksheet data
— To be entered in OPTIS as part of request

— Need volunteers to test

— Revised BDW available as tool to support OPTIS
data entry

Reminders and resources

« Complete APR and submit deliverables at same
time as reimbursement request

‘/ﬁ( OPTIS User Guide, Ch. 9 Reimbursement Requests, Handout 6;
OPTIS Reimbursement Request Details, Handout 7;
7r Agency Grant Expenses worksheet, Handout 8





Special Purpose Reports

Drug and Alcohol
National Transit Management
Database (NTD) Information System
(MIS)

Disadvantaged
Business Enterprise Title VI
(DBE)

RPTD will notify of need for report and due date

X Reporting guidance and forms are located in the RPTD
online Guidance Library under the Reporting tab

I
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rant Management — Reminders

Notify/discuss potential schedule, budget and scope
amendments with RTC early

Capitalized vehicle maintenance has more
restrictions than maintenance is or in a purchased
service arrangement

Submit all federally-funded sub-agreements to RTC
for review prior to signature

Provide copies of STF-funded sub-agreements to
your RTC





Grant Management — Capital Reminders

Vehicle Grants
 Order early, buses take 6-24 months to build

« Send your procurement bid documents to your
RTC and Christine West BEFORE sending them to

vendors

All Capital Purchases

 Reqguest reimbursement as soon as the item or
vehicle is put into service

I





Online Resources %

I

RPTD is refreshing its web content

Left navigation bar

— Programs and Funds

— Guidance Library/Provider Handbook
— Forms (Coming Soon)

— Civil Rights

— OPTIS

— 2015 State Management Plan (NEW)





Compliance
 Progress and schedule

 Review findings

e Areas for improvement






Progress and Schedule

* 54 subrecipients reviewed to date
« Remaining reviews to be completed by June 2016

Future reviews determined by:

 Time passed since last review

 Past review observations/compliance performance
« New concerns, such as staff or service changes
 Geographic proximity of other reviews

% Compliance Field Guide:

http://www.oregon.gov/ODOT/PT/resources/guidance-
library/Oregon%20Field%20Guide%202 1.pdf
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Compliance Review Scope

Program management

Civil rights

Financial management
Americans with Disabllities Act

Operations management
Charter and school bus

Procurement

Special Transportation Fund

Use and maintenance of equipment
Miscellaneous topics





Common Observations

45
40
35 -+
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25
20
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Civil nghts Use and Malntenace Procurement FlnanC|al Management D & A Policy
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Civil Rights

Title VI
 Missing adopted plan

LEP

e Missing materials in alternate formats

EEO

e Lack of communication to employees/potential
Employees

DBE

« Falilure to include DBE language in procurements
 Failure to obtain manufacturer’s DBE certificate
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% Civil Rights Guidance

The Civil Rights tab of ODOT Transit web page
Includes information on:

o Title VI

 Environmental Justice

« Limited English Proficiency

« Americans with Disabilities Act
 Equal Employment Opportunity

 Disadvantaged Business Enterprise

Sherrin K Coleman
ODOT Intermodal Civil Rights Manager Office of Civil Rights
503.986.3169

7r Sherrin K. COLEMAN@odot.state.or.us





Americans with Disabilities Act

Nondiscrimination

 Lack of due process in service suspensions

Fixed Route
* Failure to announce stops

« Complementary paratransit hours of service inconsistent with
fixed route hours

» Eligibility process issues

General Reqguirements
e Lack of material in alternative formats

« No alternative telecommunication access

« Failure to make prompt lift repairs
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v ADA Guidance

Accessible formats guidance:

http://www.oregon.qgov/ODQOT/PT/resources/civil-
rights/ada-accessible-formats.pdf

APTA ADA Essentials Handbook:

http://www.oreqon.gov/ODOT/PT/resources/civil-rights/ada-
essential-handbook.pdf

ADA Complementary Paratransit Plan: Required Elements:

http://www.oreqon.gov/ODOT/PT/resources/civil-rights/ada-
required-elements.pdf
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Procurement

I

Lack of written procurement procedures

Failure to include required federal clauses in
procurement documents

Inclusion of geographic preferences in policies
and/or procurements

General asset procurement resources are located under the
Other Guidance tab and vehicle procurement guidance is under the
Vehicle Asset Procurement in the online ODOT Transit Guidance Library





Use and Maintenance

Real Property

» Lack of facility maintenance plans

Equipment — General

e Lack of asset data/records

Maintenance

* Missing vehicle maintenance plan
* Insufficient number of on-time events
« Failure to include lift maintenance in plan

See Asset Maintenance tab in the online Transit Guidance
Library for samples, handbooks, and forms

I :





Financial Management

Cash Management

 Lack of controls over credit card use
 Insufficient controls over fare handling/storage

Budget
 Record retention policies inconsistent with ODOT

reguirements

Documentation of Costs

* Primarily related to personnel whose time is
charged to two or more federal awards

I e
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Drug & Alcohol Policies

Policies Out-of-Date

Testing
« Tests not randomly distributed

 Testing lab not open during service hours

ifr FTA Technical Assistance:
http://transit-safety.volpe.dot.gov/DrugAndAlcohol/default.aspx
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% Other Compliance Guidance

2015 State Management Plan
http://www.oregon.gov/ODOT/PT/
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Thanks for coming today!
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8. Periodic Reports

General Information / Guidelines

Recipients of grant funds through ODOT Rail and Public Transit Division (RPTD) are
required to provide a periodic accounting of their transit activities. Recipients report on
service data, revenues, expenses, accidents, assets, civil rights complaints, and project
progress for each of the eight quarters in a biennium. No quarterly report should be
skipped, and quarters should not be combined in one report.

The standard reporting schedule is:

Quarters 1 & 5 (July-September)
Quarters 2 & 6 (October-December)
Quarters 3 & 7 (January-March)
Quarters 4 & 8 (April-June)

Submit by November 15
Submit by February 15
Submit by May 15
Submit by August 15

b

NOTE: In OPTIS, the first quarter of the second fiscal year in a biennium is referred to
as quarter 5, the second quarter of the second fiscal year is quarter 6, and so on.

Agencies enter reporting information directly into OPTIS, creating a document called an
Agency Periodic Report (APR). After an agency completes and electronically submits the
APR, it becomes a permanent record, available to both RPTD staff and the agency.

APRs created in OPTIS can be prepared by one person at your agency and authorized
by another using the "Preparer" and "Authorizer" steps. APRs can be printed for your
records, or to obtain “ink signatures”, if required by your internal processes.

Other types of special purpose reports required by RPTD are not currently tracked in
OPTIS. They must be submitted manually or attached to the APR - this includes the
Intercity Service Report.

NOTE: APRs and reimbursement requests are separate documents. APRs are not used
to request grant payments; reimbursement requests are not used to report agency
activities, other than the specific ones for which you are seeking reimbursement.

Validation

Any user who has been given OPTIS document creation privileges may create APRs and
reimbursement requests. However, before the system will allow a user to officially
submit documents on behalf of his or her agency, the user must also be ‘validated for
eResponse’.

Validation is a security process used by RPTD to certify that agencies and individual





users are legitimate. After an agency requests and receives system privileges
(accomplished during the registration process by RPTD staff), the prime contact
person’s classification is set to 'validated for eResponse’, and that person is given an
“eResponse keyword”. The keyword functions as an electronic signature and must be
entered when submitting documents on behalf of the agency.

(See the OPTIS User Guide Chapter 4 more information on eResponse keywords.)

The validation process also activates links to OPTIS screens which are not visible to
non-validated users.

Asset Verification

In order for an asset to appear on an APR so you can report on it, it has to be entered
into OPTIS first. Before starting a new APR, verify that your vehicle asset data in OPTIS
is current. (This section of the APR is required every 4™ and 8™ quarter, but may be
completed more frequently.)

To verify that all RPTD-funded vehicle assets have been recorded in OPTIS accurately,
validated users can use either the “View or Generate Reports” feature or the “Asset
Search” feature.

1. “View or Generate Reports”
a. Select "View or Generate Reports" from the Navigation Menu.

b. At the "Reporting" screen, ensure the Category shows as "All". Choose "Provider
Vehicle Statement (X)" as the Report Name.

Welcome Screen Rep orting
Browse Open Notices (Train)
Asset Search @ Send requests to OPTIS reporting. The requests are processed on a first-come first-serve basis. Start
by selecting the "Report Name™. Complete the fields displayed and dick "Generate Report”™. See the

Create Documents status of your request using the “View Report” button.
My Documents
My Profile View or Generate Reports Q)
My Provider Details

Category: All b
Users

Report Name: Felect Report i

»View or Generate - Select Report
Reports 1 Frovider Fayment Statement (X)
Frovider Sub-Grant Statement (X)

OPTIS Time Provider Vehicle Statement (X)
Exit from OPTIS

Figure XX: Report Screen

Select various filters to customize the report. Some helpful ones are:

e "Output Format" which allows you to load the data as a PDF or Excel document.
You can then save those files to your computer.





e "Email When Complete?" which prompts OPTIS to notify you when the

C.

2.

generated and ready.

Send requests to OPTIS reporting. The requests are processed on a first-come first-serve basis. Start
by selecting the “Report Name™. Complete the Frel‘-ds drwlaud and chek "Generate Report”. See the
status of your regquest usng the “View Report” butt

View or Generate Reports

0]

Category: All v
Report Name: Provider Vehicle Statemeat (X) -

View Heport

Report Tithe: Frovider Vehicle Statement (X)

Assels to selech: ALl -

Provider: ReCipient agency Fnd
Use Hierarchy: Yes @ No

Assel Status: All =

Report Format: @ Detaded Summany F

Output Format: & PDF Exced Web Page 9

Postpone Until: ® (e84 vy ) (hzrrems ARUPM)
Archive Report™: Yes @ No

Email When Complete?: o Yes

m*

t Lenerate Heport , (_

Figure XX: Report Filters

report is

When you have selected all desired filters, click the "Generate Report" button to
create the report. When it is ready, the icon for the file type will appear at the

bottom of the search screen. Click the icon to open the file.

The request to generate your report has been initiated.

It may take several minutes for OPTIS reporting to execute and complete your report. You may click
the "‘Refresh’ button to see if the status of your report has changed.

Show Ootols 5
Initiated By Initiated Date Status Language View
1 Nameof User 12/27/2013 1:45 PM Complete Enghsh

LR —

Figure xx: Generate Report
“Asset Search”

a. Select “Asset Search” from the Navigation Menu.





b. At the Find Asset screen, leave all fields blank and click “Submit.”

Welcome Screen Assets
Browse Open Notices (Train)
» Asset Search @ This page is used to maintain assets.
Create Documents
My Documents Find Asset
My Profile
. (Exact Match)
My Provider Details Asset #: @
Users Agency #: () (Exact Match)
View or Generate Type: Rll RAssets ¥
Reports
© PTD © Non-PTD @ All
‘OPTIS Time
K ds:
Exit from OPTIS ewordss . @
Commodity: (7) (Find) (Clear)
IssuedBy:  (7) (Find) (Clear)
Owner: ® (Find ) (Clear )
Operator: @ (Find) (clear)
Record Status: @ Draft @ Final @ Al
Asset Status: R11 -
Include Historical?  [] \
View: @ Summary () Detailed -

Figure XX: Asset Search Screen

c. A list of current assets recorded for your agency appears. This list may
generate more than one page. Click “Next” or choose the page you desire to
see more pages.

Equipment
Asset £ Version Tag & Serial 2 Step
1 [LJE0001 E249729 1FDWF3HRBAEAD2530 Completed
2 [[lEcooyz E249723 1JBGRABKGEC144365 Completed
3 [L)E00DBT Computer system, Software, Change Posted
Antrarus
4 [ Eccoss Misc Communications Review Change
Equmpment
Real Estate
Assel & Version District Lot Legal ID Step
5 “_| S00007 Multiple sheélters see Completed
descnpbion for location.
& [[]sooo13 1 R-3809-033CA-02000-000 Completed
Vehicle
Assect £ Version Plate 2 VIN # Step
7 Hvooooos 2 E213754 15GGB2217Y1071043 Completed
8 l:ﬂ_'{ﬂ_ﬂ_':‘_ﬂ_ﬂ& 2 E213795 15GGB2215Y1071042 Completed
9 EQIQ_UQH_I.Q 1 E213756 15G66B2213Y1071041 Completed

Figure XX: Asset Register





d. Compare this list of RPTD-funded assets to your records to determine if all
assets are recorded accurately in OPTIS. (Individual assets may be opened by
clicking on the underlined Asset number to see more details.)

If the asset register is incorrect or incomplete, contact RPTD. We will work with you to
identify and resolve any discrepancies. Do this before creating a new APR. Correcting
asset records proactively ensures that the only assets present on the APR will be those
on which you must report.

NOTES:

¢ Plate numbers, VINs, etc. should match your records.

o “Step” indicates the stage of completion of the record. Only those assets listed as
‘Complete’ will populate the APR. Any other step means asset entry is in progress or
there are pending issues.

e RPTD'’s internal processes work better if we enter RPTD-funded assets for you. If you
would like to use OPTIS to track your non-RPTD-funded assets, see the Additional
Asset Information section at #14 below for instructions on how to enter them.

Report Verification

To verify that the APR you plan to enter does not already exist in OPTIS, choose one of
two search options explained in steps 1. and 2. below:

1. Report Verification, Option One:

a. From the OPTIS Navigation Menu, select "My Documents” / “"Document Search.”
In the “Search By” field, select “Find by Document Number” if it is not already
selected.

b. Type “APR” (Agency Periodic Report) in "Document Number” field. Click Search.

c. A list of APRs for your agency (and any sub-agencies in your hierarchy) appears.
(See Chapter 4. Maintaining User and Agency Details for information on
hierarchies.) Scroll through the list to verify that a report does not already exist
for the year and quarter you are preparing to enter.

Welcome Screen My Documents

Browse Open Notices /2"

Asset Search
Document Search Q)
Create Documents
-
* My Documents search By: Find by Document Number -
» ® Document Search Document Number: APR

® Email Notices X

Exact Match @ Partial Match






Document No Document Type Organization Issued By Status
1 X APR-11-2122 Periodic Report Anytown Transit Authorized
2011 - 2013 Biennium Quarter 8: April 1 to June 30

2 X APR-11-2003 Periodic Report Anytown Transit Prepared

2011 - 2013 Biennium Quarter 6: October 1 to December 31

3 LJAPR-11-1784 Periodic Report Anytown Transit Complete
2011 - 2013 Biennium Quarter 5: July 1 to September 30

4 HJAPR-11-1691 Periodic Report Anytown Transit Complete
2011 - 2013 Biennium Quarter 4: April 1 to June 30

Figure XX: Document Search for APR by Document Number

IN THE FIGURE ABOVE:
“Prepared” means the APR has been prepared, but not authorized or submitted.
(Different staff members may perform the Preparer and Authorizer steps.)

“Authorized” means the APR has been prepared by your agency, but is not yet
successfully submitted.

“Complete” means the APR has been successfully submitted.

An “X” means the APR was started but has not yet been completed.

An open book icon means the APR is complete.

2. Report Verification, Option Two:

a. From the OPTIS Navigation Menu, select *My Documents” / “"Document Search.”
In the “Search By” field, select “Find by Organization Hierarchy.” In the
“Document Type” field, select “Periodic Report”. In the “Document Status” field
at the bottom of the screen, select “All”. Click Search. A list of APRs for your
agency (and any sub-agencies in your hierarchy) appears.
1~
\ HINT: OPTIS does not always clear previous search criteria when you select

a new search type. For instance, if you searched first by Document Number and

then changed the search to Organization Hierarchy, the document number

previously entered may remain and skew your next search results. Clear the
number before clicking Search.

(Using this search option, you may narrow your search by entering beginning
and ending dates for the period in the Date Range fields. Use mm/dd/yyyy
format. For more information on document search, see Ch. 5 Searching for
Documents.)

b. Scroll through the list to verify that a report does not already exist for the year
and quarter you are preparing to enter.





My Documents
(Train)

Document Search @)

Search By:
Find by Organization Hierarchy hd

Find } Anytown Transit

Document Type:

Periodic Report -
Document Number:
Federal ALI Catalog:
Find Item |
Reset | i
Cmm/dalyyvy) © ©
Document Status: Currently Active Complete In Progress @ Al

Figure XX: Document Search for APR by Document Type

3. Verify:

If you find a report for the period you were planning to enter, open it by clicking on
the document number. Review the information. If it is identical to what you were
preparing to enter, the current report is a duplicate and should not be re-entered. If
the period is the same, but the information is not identical, this indicates the need to
revise or amend the report. Contact your RTC or other support staff for help.

If no record already exists for the period you plan to enter, begin entering a new
report by following the steps in the next section.

Create an Agency Periodic Report

1.

From the Navigation Menu, select ‘Create Documents’; select ‘Create Periodic
Report.’

DLIsiismsiiol Create Documents

Browse Open Notices (Train)
Asset Search Create Periodic Report Create Reimbursement Request
Create Periodic Reports Create Reimbursement Requests

» Create Documents «

@ Create Periodic Report
® Create Reimbursement

Request

Figure XX: Create Periodic Report
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2. At the “Create Periodic Report” screen, using the drop down menu, select the
correct agency for this APR, if needed. Click “Next.”

Create Periodic Report

(Train)

Organization

Issued By: *

@ Select the organization responsible for the document.

Next

Anytown Transit -

Figure XX: Select Reporting Agency

3. The ‘Create Periodic Report’ screen reappears with the correct agency name
populated in the “Issued By” field. Verify the agency name.

If there are any issues with previous reports, it is at this point OPTIS will display an
error message such as: “The following Periodic Report(s) must be completed before
a new one can be created.” You must correct the issue before proceeding.

4. Select the correct biennium/fiscal period for this report from the drop-down menu.

Issued By:

Fiscal Period:

# indicates a required field

* I have verified that all assets

Anytown Transit

@ * 2015

2013
2011
2005
2007
2005
2003

2017 Biennium

2015
2013
2011
2009
2007
2005

-

Biennium
Eiennium
Biennium
Eiennium
Biennium
Biennium

ered into the system.

Figure XX: Select Fiscal Period

5. If you have no new assets to report, check the box next to the statement, ‘I have
verified that all assets to be reported have been entered into the system.’

Click “Create.”

If you have not verified that all assets have been entered into OPTIS, return to the
Asset Verification section above and follow the steps there before continuing.

If you know that you have taken delivery of a new RPTD-funded asset since your last
report, and the asset has not been entered, do not continue the creation of this report.
Contact RPTD and work with staff to update your asset register.





NOTE: If you leave the “Create Periodic Report” screen before clicking the “Create”
button, OPTIS does not create the APR. Begin again at Step 1 after asset entry is
complete. If you have created the APR, you can find it again by using the steps in Report
Verification above.

6. A verification screen appears documenting that the initial APR was created. Record
the form number, if desired, for future reference and searching purposes.

NOTE: The form number (e.g., APR-15-XXXX) uses this convention:

Agency Periodic Report + First Year of Biennium (2015-2017) + 4 Digit OPTIS-
Generated Number.

7. Click “Continue” to begin the Periodic Report Wizard.

Depending on your agency’s activities, you may not need to add data at every step.
Choose the step you want from the menu or use the back button to return to a
previous step. However, be sure to click “"Save” before leaving a step to save
your work.

Also, if you receive an error message and you do not rectify the error before closing
the Wizard, the data just entered in the current screen may be lost.

Steps

1. Number

2. Periodic Report
Details

3. Volunteer & Non-
Cash Resources

Service Data
Financial Statement
Grant Information
Assets

Accident Reporting
Civil Rights

W 0 N O U b

10. Optional Agency
Narrative

11. Attachments

Figure XX: Agency Periodic Report Wizard Steps
8. Wizard Step 1 — Number.

This screen simply displays the auto-generated number for this report, which cannot
be changed. Click “Next.”





9. Wizard Step 2 - Periodic Report Details.

OPTIS populates “"Document Date” with today’s date. “Title” gives you reporting
period information with the quarter listed. OPTIS assumes, then indicates, based on
the APRs already entered, which quarter you are entering.

If it is not already listed, select the correct quarter from the “Periodic Report Period”
drop down menu. Click “Next.”

NOTE: OPTIS allows flexibility in these fields to accommodate unusual
circumstances where you may need to enter a different date or quarter.

10. Wizard Step 3 — Volunteer & Non-Cash Resources.

Volunteer & Non-Cash Resources

@ If vour organization uses Volunteers, please complete the following table.

Type of Volunteer # of Units Unit Value Total value
(hrs/aqty)
Drivers $0.00
Scheduler/Dispatcher $0.00
Office Help $0.00
Vehicle Maintenance (washing, etc.) $0.00

Contributed Professional Services:
List such services 35 legsl, accounting, sdvertising, oto.
Other In-Kind Services:

List donated serviges or materizls, suppliss, sto.

Total £0.00

Figure XX: Volunteer & Non-Cash Resources

Non-cash resources, also called in-kind resources, are donated contributions for
which the agency would otherwise pay. (Examples: pro bono legal counsel,
volunteer drivers.) This does not include staff time, which is paid by the agency and
is considered cash match. If your agency wishes to use all or a portion of the
reported non-cash resources as matching funds, complete this section.

Complete the table as follows, using the tab key to move from field to field. If your
agency does not have, or is not reporting, volunteer or non-cash resources, click
“Next” to move to the next page.

Drivers
Column 1, # of Units (hrs/qty) — Enter total volunteer driver HOURS
Column 2, Unit Value — Enter hourly RATE
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Column 3 — Total Value - OPTIS auto-calculates
Schedulers/Dispatchers

Column 1, # of Units (hrs/qgty) — Enter total volunteer scheduler and/or volunteer
dispatcher HOURS

Column 2, Unit Value — Enter hourly RATE

Column 3 — Total Value - OPTIS auto-calculates

Office Help

Column 1, # of Units (hrs/qty) — Enter total office help HOURS
Column 2, Unit Value — Enter hourly RATE

Column 3 — Total Value - OPTIS auto-calculates

Vehicle Maintenance

Column 1, # of Units (hrs/qty) — Enter total volunteer HOURS spent performing
vehicle maintenance such as cleaning, repair, etc.

Column 2, Unit Value — Enter hourly RATE
Column 3 — Total Value - OPTIS auto-calculates
Contributed Professional Services

Enter TYPE of PROFESSIONAL SERVICE donated such as legal advice, accounting
services, advertising, etc.

Column 1 — Enter number of volunteered service hrs/qty
Column 2 — Enter amount

Column 3 — OPTIS auto-calculates the total value
Other In-kind Services

Enter TYPE of OTHER IN-KIND SERVICE or MATERIALS
Column 1 — Enter number of service hrs/qty

Column 2 — Enter amount

If you need to report professional services or donated materials with more than one
rate, please enter them on separate lines.

To add a new line, place your cursor in the current box and press Enter.
Click “Next”.
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11.Wizard Step 4 — Service Data (aka Performance Data)

Service Data

@ Fleaze complete the following. If vou have grants that require specific reporting of Service Data such as Intercity
or Transportation Options, please attach separatly.

1. Rides

Total Passenger One-Way Rides (Fixed
Route)

Total Passenger One-Way Rides (non-Fixed
Routea)

Elderly & Disabled One-Way Rides (Fixed
Routa)

Elderly & Disabled One-Way Rides (non-
Fixed Route)

2. Hours

Rewvenue Dperation Hours (Fixed Route)

Rewvenue Operation Hours (non-Fixed
Route)

3. Mileage

Revenue Service Mileage (Fixed Route)

Revenue Service Mileage (non-Fixed
Route)

4. Other Information

Are you aware of other PTD grantees that

may also be reporting these service data? Yes No

If Yes, please provide the names of these
agencias:

Figure XX: Service Data

Enter rides, hours, mileage, and other information as follows:
1. Rides

Total Passenger One-Way Rides (Fixed Route) — Enter total one-way fixed-
route rides, /ncluding those for elderly and disabled passengers.

Total Passenger One-Way Rides (non-Fixed Route) — Enter total one-way
other-than-fixed route rides, including those for elderly and disabled
passengers.

NOTE: A one-way ride is an origin-to-destination passenger trip in one direction

made by one person. Each time a passenger leaves and then re-enters the vehicle, it
is counted as a hew one-way ride.

Examples: If a bus took 15 people from each of their homes to a destination, then
later returned those riders home, this would be counted as 30 one-way passenger
rides. Similarly, if a bus took a person from home to a shopping center, then took
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that person from the shopping center to a nutrition site, and then took that person
from the nutrition site to home, this would be counted as three one-way trips.

Elderly & Disabled One-Way Rides (Fixed Route) — Enter total elderly and
disabled passenger only one-way fixed-route rides. (Of the total one-way fixed-
route rides, how many were for elderly and disabled passengers?)

Elderly & Disabled One-Way Rides (non-Fixed Route) — Enter total elderly
and disabled passenger only one-way other-than-fixed route rides. (Of the total
one-way non-fixed-route rides, how many were for elderly and disabled
passengers?)

2. Hours

Revenue Operation Hours (Fixed Route) — Enter the total revenue service hours for
fixed-route rides.

Revenue Operation Hours (non-Fixed Route) — Enter the total revenue service hours
for other-than-fixed route rides.

NOTE: Fixed Route Revenue service begins when the first passenger is picked up.
Include scheduled hours of revenue service available to passengers. For more
information, please contact your Regional Transit Coordinator.

3. Mileage

Revenue Service Mileage (Fixed Route)
Revenue Service Mileage (non-Fixed Route)
4. Other Information

Answer Yes or No to the question "Are you aware of other RPTD grantees that may
also be reporting these service data?”

If Yes, enter the name(s) of agency(ies) in comment box.
If No, leave comment box blank.
Click “Next.”
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12.Wizard Step 5 — Financial Statement

Revenue
Fare Revenue *
Contract Revenue #*
PTD Federal Assistance *
Other Federal Assistance *
PTD State Assistance * EKPEHEE

Administration Expenses *
Other State Assistance *

Operations Expenses *
Local Assistance *

Capital Expenses #
Federal Income Earned *

Planning Expenses *
Donations (Cash) *

Figure XX: Financial Statement

Enter all revenue and expense information for your agency. This is not a budget; it is a
summary of actual financial figures. All fields are required, so enter a zero in any field
for which you have nothing to report. Do not use dollar signs. You may use decimals
and cents. When finished, click “Next.”

If you have questions regarding this financial section, contact your RTC for assistance.
1. Revenue

a. Fare Revenue - List revenue collected for each ride, whether collected on
board, prepaid, or post-paid. (If a human service agency purchases bus
passes, the payment for the passes is considered fare revenue.)

b. Contract Revenue - List revenue paid for transit service by a third party
where the amount paid is negotiated. (Contract revenue is generally
associated with specific individuals for specific eligible purposes. Examples:
Monies paid for Medicaid medical trips; monies paid to a transit agency by a
college for a student bus pass program.)

c. RPTD Federal Assistance - List revenue from federal grants issued to the
recipient agency by RPTD. (Examples: 5310, 5311.)

d. Other Federal Assistance - List revenue from federal sources other than
RPTD. (Examples: 5307; 5339; tribal transit funds; federal veterans' funding;
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community service block grants.)

e. RPTD State Assistance - List state-source revenue issued to the recipient
agency by RPTD. (Examples: STF, STG, and STO.)

f. Other State Assistance - List grant funds or payments of state source funds
from state agencies other than RPTD. (Examples: Mass Transit Payroll funds
paid to transit districts by DAS, Connect Oregon, state veterans' funding. DO
NOT include BETC in this category.)

g. Local Assistance - List transit funds collected through taxation at the local
level, funds contributed by local governments, interest income earned from
local revenue, and all other sources of revenue that are local in nature and
not program revenue.

h. Federal Income Earned - List revenue earned by the operations of the
program, other than fares and contracts already listed. (Examples: On-board
cash donations given in lieu of fares (assuming all transit vehicles are
federally funded); BETC; advertising; sales of federally funded vehicles and
equipment; charter bus revenue; facility rental.)

i. Donations (Cash) - List cash contributed to the agency through charitable
fund-raising, and donations in addition to any donations in-lieu of fares,
and from other sources, such as foundations or other charitable
organizations.

2. Expense

a. Administrative Expenses - List expenses for labor, materials, and fees
associated with general office functions, phones, insurance, cost and
implementation of drug and alcohol programs, civil rights and other
regulations, legal services, and customer services. Also include the cost of
advertising, planning, and service oversight not included in the operations or
planning categories. And, list all mobility management project expenses here
(not in the operations expense section).

b. Operations Expenses - List expenses for labor, materials, supplies, and
equipment used to maintain equipment and buildings, schedule/dispatch
transit services, operate phone systems (if the operations portion is tracked
separately), and maintain or operate vehicles. Also include the cost of transit
vouchers and purchased transportation payments made to other transit
systems or private operators for providing transportation service.

c. Capital Expenses - List expenses associated with the purchase of items with a
useful life of one year or more and an aggregate cost of $5,000 or more.
Include items costing less than $5,000 under “Operations Expenses" as
durable equipment rather than as a capital asset. The cost to maintain a
capital item is categorized as an operations expense (e.g., preventive
maintenance).

d. Planning Expenses - List expenses associated with a specific grant-funded
project only; include other planning expenses under “administration".
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13. Wizard Step 6 - Grant Information (optional)

Describe progress made on projects since the last report by entering a narrative
description in the “Other Notes” box for each agreement. Agreement information is
prepopulated for you with agreement number, title, grant value, start/end dates,
and current balance. This section is important for communicating progress about
your transit activities and may be required in order to process reimbursements in

some instances.
Click “Next.”

14. Wizard Step 7 — Assets
Enter vehicle information, even if it has not changed since your last report. This

section of the APR is required every 4" and 8" quarter, but may be completed
more frequently.

Assets

Update of your capital inventory is mandatory every 4th and 8th guarter. 1. Report on your entire vehicle inventory to
Public Transit Division (PTD). 2. Report on vehicles purchased with state and federal grants from PTD as long as the
item i= in service (even if title was released).

1. Entire Vehicle Inventory

Number of vehicles in service
Number of spares/backups a
Number of vehicles out of service 0

2. PTD-Funded Vehicle Inventory

For each vehicle, list the odometer readings and condition below.

Current Date of Dut of
Asset # Agency # VIN Number Odometer Mileage Odometer Reading Vehicle Condition Service
1 000090 IFDXE45553HB43271 [ L) - ]
2 000847 1DBHN44EQ9B520686 [~ L) - il
aw
3 V000853 1GBE4V1GS9F404252 [ © ?‘C;lle“t F
Blalal
4 V000960 1GBESV1968F410154 |7 |7 Fair
@ Poor D

Figure XX: Capital Inventory

Assets 1. For your entire vehicle inventory:
Enter the total number of vehicles in service;
Enter the number of spares or backups; and
Enter the number of vehicles out of service.
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Assets 2. For RPTD-funded vehicles only:

Enter current odometer reading, date of reading, and vehicle condition for each
vehicle.

If a vehicle is out of service (and is expected to be idle for more than ninety days, or
is scheduled for sale or transfer), select that box. Several additional fields appear.

Current Date of - - Out of
Asset # Agency # VIN Number Odometer Mileage Odometer Reading Vehicle Condition el
V000090 1FDXE45553HB43271 | | ® - 7

Date of Last Use Expected to Return Reason

Maintenance
Transferred

Dispos=sed
Loan
Cther

Figure XX: Asset Reporting

Enter the date of last use, the date the vehicle is expected to return to service, and
the reason it is out of service. You may key in dates or use the calendar icon.
Selecting “"Reason” creates another field where you can add details such as type of
maintenance, the agency to which you will transfer the vehicle, etc.

Reason

Transferred -

Please Specify: |

Click “Next.”

NOTE: OPTIS displays an error message if odometer reading entered is lower than
previously reported or higher than subsequently reported. Adjust the number
accordingly. If the number was misreported previously, contact RPTD.

Additional Asset Information

1.

Some agencies find it helpful to track all vehicles in OPTIS, not just those funded
through RPTD. OPTIS has a feature that allows users to enter non-RPTD-funded
vehicle assets if they wish. Please see Chapter 7. Working With Assets for
instructions on this feature.

Your own agency vehicle tracking numbers can also be added to the asset register

to assist you with vehicle identification. Please see Chapter 7. Working With Assets
for instructions on this feature.
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NOTE: If you have RPTD-funded non-vehicle assets, you will see them in the
“Other Equipment and Facilities Inventory” section of the APR. RPTD maintains
these asset records, so there is no step in the APR Wizard for them. Notify RPTD if
any information in this section is incorrect.

3. Some large agencies have multiple pages of vehicles listed in OPTIS. In order to
make it easier to track vehicles and to provide the required odometer and
condition information, the OPTIS APR has a feature called “Import/Export Assets”.
Initially, you export the OPTIS vehicle list to your own computer where you can
access and update it at your convenience. You then import it back to OPTIS while
creating your APR.

Import/Export Assets

(Train)

Number: APR-13-2042 Control #: 10017238

Click the download icon to export assets for this report. Ensure yvou save the file with an xml extension so
that it can be imported back into the system.

Download: 9 (=

(@) 1mport

To import assets, browse to the location you saved the modified xml file and click the Submit button.

Upload: | Browse.. | (Suhmit‘)

Figure XX: Import/Export Assets

While in an APR, select Actions and then select “Import/Export Assets”.

Click the download icon under “Export”; open and save the file to your

computer using an .xml extension.

c. Enter all required information into the cells in the Excel worksheet and save.
Do not add or remove columns or rows.

d. When it is time to report assets, return to the online APR “Import/Export
Assets” screen and under “Import”, select “Browse”.

e. Locate the saved worksheet and double click it or select “Open”.

Click “Submit”.

OPTIS will display a message telling you how many records were successfully

processed or notifying you of missing data which needs to be added.

o

Q

15.Wizard Step 8 - Accident Reporting.

NOTE: Do not wait until your next periodic report to notify RPTD of an
accident involving a fatality. Within one day of the accident, contact your RTC
with details. You will still report the accident on the next periodic report.
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Accident Reporting
@ Please complete the following.

Has your agency had any vehicle accidents related to your transit service?
Were injuries involved? 9 Yes No

If Yes to any of the above questions, please complete the following and attach DMV accident report, if filed:

Add Accident

VIN Type Fatalities Injuries

* e Yes No

Vehicle Drug & Alcohol

Disabled? Test Performed comments Delete

Incident <~

Major
Minor

o

Figure 78: Accident Reporting

Answer Yes or No to the question, ‘Has your agency had any vehicle
accidents related to your transit service?

If your agency experienced an injury event involving a vehicle, answer Yes or
No to the question, ‘Were injuries involved?’

If you have an accident to report, click the ‘Add Accident’ button. Enter the
VIN of the vehicle involved in the accident. Select the type of occurrence
(incident, major accident, or minor accident) from the drop-down menu. (For
assistance on this section, please contact your RTC.)

Enter the number of fatalities and injuries, if any.

If a Drug and Alcohol test was performed, check the box.

In the Comments box, key in a description of the accident or incident and
what follow up, if any, occurred.

If a DMV accident report was filed, attach a scanned copy to this APR in the
Attachments section (Wizard Step 11). If you are not able to scan the report,
note in the Comments box that you are sending a copy via fax or postal mail.
Send the accident report to: RPTD fax 503-986-4189 or ODOT Rail and Public
Transit Division, 555 13th Street NE, Salem OR 97301. (NOTE: Click the DMV
link to be redirected to the Oregon DMV Accident Reporting website, where
you can obtain an accident report form and more information.)

If you need to report more than one accident, click the ‘Add Accident’ button
again to add another record.

NOTE: Use the “Delete” button if you mistakenly enter an accident and wish to
remove it. Refresh the screen (click Save) to verify that the record has been
deleted.

Click “Next.”
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16.Wizard Step 9 - Civil Rights Complaints.

Civil Rights

Grantees are required to report civil rights complaints for both passengers and drivers, including Title VI, ADA
and Limited English Proficiency. Complaints must be reported on each quarter until resolved.

Did your agency receive any Civil Rights complaints? * Yes No

If yes, please explain, including outcomes:

Are you reporting on complaints from a prior *
quarter?

Yes No

Figure XX: Civil Rights Complaints

Answer Yes or No to the question, 'Did your agency receive any Civil Rights
complaints?’ If yes, in the text box, identify the specific complaint(s) and the current
status (outcome) of each.

Answer Yes or No to the question, ‘Are you reporting on complaints from a prior
quarter?’ Click “Next.”

17.Wizard Step 10 - Optional Agency Narrative.

Optional Agency Narrative

Please tell the Public Transit Division about your agency's transit program, for example,
3 Nnew service, a new service partner, a service cut-back, etc.

A

A new contract with Agency X for service to the hospital resulted in a
service expansion during the work week. We also extended hours on
our Saturday service until 6:00 p.m.

Figure XX: Optional Agency Narrative

Briefly tell RPTD about your agency’s transit program. Inform us of a new service, a
new service partner, or a service cut-back. You may also enter text here for
historical or record-keeping purposes.

If your narrative is longer than a few sentences, type “see attachments” and attach
relevant support documents to this APR at Wizard Step 11. (Lengthy narratives in
this box can cause OPTIS to stop displaying the text.)

Click “Next.”
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18.Wizard Step 11 - Attachments.

Attachments

@ Please attach supporting information here. Click "Supporting Documents & Forms” for relevant forms and information.

Attachment Title * Type in the File Click the Browse

document . your computer files
Attachment Title * ) File Znd locate saved (Bro !
document.
Attachment Title * File E -
| Browse... |

| Browse...
name of your button to access | |

Figure XX: Attachments

Save backup documents to your computer, click "Browse" to find each one, and click
"Open" to attach. Enter a descriptive hame in the “Attachment Title” field for each
file you attach. If you fill all of the available rows, click “Save” and OPTIS will create
more rows for you. To access RPTD progress reports and forms, click on the
“Supporting Documents & Forms” link to be redirected to the Guidance Library
section of RPTD’s website.

19.Click “Finish.” The online periodic report appears.

20.Preparer: Review and verify all information. If errors are found, you can return to

21.

the APR Wizard by selecting “Maintain” from the Navigation Menu. Or, to return to a
particular section, click on that section of the online report. Make any necessary
change(s) and click “Finish” when complete.

OPTIS validates report data to verify completeness (not accuracy). You can check
this in one of two ways:

1. Select “Actions” and then “Check Integrity” from the Navigation Menu, or
2. Select “"Complete Step” from the Navigation Menu.

If there are any incomplete required fields, OPTIS will display them in the Integrity
Check screen. For most issues, the Integrity Check failure reason provides a link to
the area where it can be corrected. If nothing is displayed, all required fields are
complete.

Preparer: Click “"Complete Step” when finished. If all required fields are complete,
the “Review/Approve” screen appears. Select the name of the person who will
authorize the APR using the drop-down menu.

NOTE: Depending on roles at your agency, the preparer and authorizer may or may
not be the same person. If one person has both roles, the system still requires you to
select a name to advance the report to the next step.

Click “Submit”. This completes the Prepared step and populates the online periodic
report “Prepared By” section.
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22.Authorizer: Review and verify all information. If errors are found, return to the APR
Wizard by selecting “Maintain” from the Navigation Menu. Or, to return to a
particular section, click on that section of the online report. Make any necessary
change(s) and click “Finish” when complete.

23.Click “Complete Step” when finished. If all required fields are complete, the
“Review/Approve” screen appears. Click to check in the certifying statement box.
Enter your eResponse keyword. Click “Submit.”

24.1If you need to delete an entire APR from OPTIS (and it is not yet finalized), open
the document (if needed) and select “Actions” from the Navigation Menu.

If “Revert” is an option, select “Revert”, select your own name in the drop-down
menu at the Revert screen, select "Submit/Return”, and then select “Actions” again.

If “Delete” is an option, select “"Delete,” and select “Submit/Return” at the Delete
screen. Refresh the screen to verify that the APR no longer exists.

To Amend or Revise an APR:

Preferred Method: Open the APR and click on "View Data" then "Work Flow History"
in the Navigation Menu. Record the date the APR was originally completed for later use.
Then, email RPTD’s reporting inbox ODOTRPTDReporting@odot.state.or.us stating that
you would like RPTD to reopen a completed report and revert it back to you to correct.
The email serves as a permanent record that an authorized person requested this
action.

Make the necessary change(s), then briefly note the original completion date and the
general reason for the change in "Optional Agency Narrative" (Wizard step 10.)

The authorized representative must re-complete the final "Authorized" step on the APR
in OPTIS to submit the corrected data.

Another Option: Print the incorrect APR from OPTIS, clearly make any necessary
changes on the printout, mark REVISED across the top, initial it, and fax, mail, or email
the printout to RPTD. (If emailing, send to RPTD's reporting inbox.) RPTD will make the
corrections for you in OPTIS. The authorized representative must still re-complete the
final "Authorized" step on the APR in OPTIS to submit the corrected data.
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Rail and Public Transit Communication & Submittal Process

For periodic reports, progress reports, reimbursement requests, preventive maintenance invoices, vehicle
purchase forms, racial and ethnic impact statements, certs & assurances, etc.

(= | START —Questions >
i Direct questions to the
TRANSIT AGENCY —Documents Submit documents together, I
wi Executed Grant using one format. correct staff member.
Agreement

OPTIS Entry
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Mailed OR Faxed Entered Emailed
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Policy
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9. Reimbursement Requests

The OPTIS system provides an electronic format for requesting reimbursement for authorized
expenses. Supplemental or backup documentation such as invoices or capital documents may need to
be attached to the request, depending on the project type and guidance from RPTD.

Supporting Documentation

The preferred method for providing supplemental documentation when creating an electronic request
for reimbursement (RR) is to attach documents directly to OPTIS. This ensures that everything
required for the Regional Transit Coordinator (RTC) to approve your payment is in a central location.
To attach documents to your online RR you must have the ability to scan documents and save them
to your local computer. These documents are then attached during the creation of your OPTIS RR.

If you do not have access to a scanner, supporting documents should be sent to RPTD in one other
format such as fax or mail. A note in the "Comments” section of the RR should be added informing
RPTD of how documentation has been sent; details are included in the instructions which follow.

Note: Attaching documents directly to an OPTIS RR is covered at Step 10 of the instructions.
(Number 5 of OPTIS Wizard.)

Periodic Reporting and Reimbursement Requests

Reimbursement request submittal in OPTIS has been programmed to validate against your agency’s
quarterly reporting status. If an Agency Periodic Report (APR) is not on record for a given quarter,
the system will not allow a RR to be issued. At the final step, an error message will display letting you
know for which quarter(s) a report is missing:

OPTIS Close ©

Review/Approve
Number: 151710370 Control #: 10047854

@ Review/Approve 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.

Current Step: Issue

® Missing provider's periodic report: 2015 - 2017 Biennium Quarter 1: July 1 to September 30

Figure 79: Integrity Check Failed Message

Although agencies have forty-five days following the end of any quarter to submit quarterly
reporting information, payment cannot be made without a completed report on record for the
period in which expenses were incurred. An exception can be made for vehicle purchases.
Contact your RTC.





Creating a Reimbursement Request

As with other processes in OPTIS, there are several ways to progress through the various screens
while creating your request. You may prefer to use the Navigation menu, the wizard, or a
combination of both, since some fields are auto-generated and do not require any action on the
user’s part. Follow the steps below the first few times you create an RR and as your comfort level and
knowledge of the system increase, modify them to suit yourself.

1. Log in to OPTIS
2. Select “Create Documents” and then “Create Reimbursement Request” from the Navigation Menu.

¥ Create Documents

# Create Pericdic Report

®# Create Reimbursement

t
Requesi .

Figure 80: Create Reimbursement Request
3. Select the correct agreement for this request. Click ‘Next.

Create Reimbursement Request

@ Back

Select option button next to agreement # to request reimbursement. An agreement with no option
button is unexecuted or closed, and may not be selected. A check mark indicates reimbursement has
been made against the agreement in the past.

Select w (Next
Number Version Title

2015/2017

1 v O 743456 McGregor Transit Operations

Figure 81: Choose Agreement
4. Click “Create”.

Create Reimbursement Request

@ Back

® This page handles any additional information needed for the creation of the document.

Additional Information .
Discipline: Funding

Document Type: Reimbursement Request

Procurement Method: Reimbursement Request

Sub-Grant Agreement: 23456 McGregor Transit Operations

Issued By: McGregor Transit

Provider: McGregor Transit

Figure 82: Create Reimbursement Request





OPTIS assimilates the data you've entered so far, creates the basic document, and assigns a form
number. If you need to exit at this point, make a note of the form number in order to search for it
later at ‘My Documents / Document Search.’

Click to begin the Reimbursement Request Wizard. (Optionally, once you are familiar with

OPTIS, you can click “**' instead which will open the high level page where you can select only
those elements you wish to enter.)

Create Document

Form Number: 151710371

Control #: 10047864

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 above and continue with set up and publication.

View ) To bypass the creation wizard and go directly to the review page click on the View button.

Figure 83: Reimbursement Request Created

5. Number 1. of Wizard — Number:
This is an information-only screen showing the OPTIS-assigned number. Click ‘Next.’

1. Number
Number: 151710371 Control #: 10047864
C o Cam
1. Number i

i Number
2. Information

@ The document number is the reference number for the document/form.

3. Comments
4. Select Activity The number cannot be changed.
5. Attachments Number: *151710371

Figure 84: Reimbursement Request Wizard — Step 1

6. Number 2. of Wizard — Information:.
Document Date — Auto-filled with today’s date; leave as is;
Title — Auto-filled from title of sub-grant agreement; leave as is;
Reimbursement Period — Select correct period (quarter) for this RR from the drop-down menu;
If this is the last RR for this agreement, let check the last request box. Click ‘Next.’





2. Information
Number: 151710371 Control #: 10047864
Steps C Back ) C Save ) C Next ) C Finish )
1. Number
2. Information Informatlon
2 Comments Document Date * 0s/17/2015 @
4. Select Activity Title McGregor Transit Operations
5. Attachments Reimbursement Period * -
L,
Is this the last request for this sub- B
grant agreement?

Figure 85: Reimbursement Request Wizard — Step 2

7. Number 3. of Wizard — Comments (optional):
Enter any comments you have regarding this request (e.g., clarifying information which RPTD
may need to process this payment.) May be left blank. Click ‘Next.
3. Comments
Number: 151710371 Control #: 10047864
Steps ( Back ) ( Save ) ( 7 Next ) ( Finish )
1. Number
i Comments
2. Information i
3. Comments My supporting documents have been sent to RPTD's Reporting Inbox. -PR -
4. Select Activity i
5. Attachments
Figure 86: Reimbursement Request Wizard — Step 3
8. Number 4. of Wizard - Select Activity:

Select the correct activity (operating, vehicle purchase, etc.) for this request. Click ‘Next'.

4. Select Activity
Number: 151710371 Control #: 10047864
Steps ( Back ) ( Save ) ( Next ) ( Finish )
1. Number .
Select Activity
2. Information
3. Comments ® Select the activity for which you are seeking reimbursement.
4. Select Activity
5. Attachments * McGregor Transit Operations
5311 Operations

5311 Operations

b 30.09 Operating Assistance : $100,000.00

Figure 87: Reimbursement Request Wizard — Step 4

9. Number 5. of Wizard — Attachments:

If back-up documentation is required under the terms of your agreement attach here. To attach
documents electronically:

If you have already scanned and saved the back-up document, start at D.
A. Click ‘Save’ at this step and note the OPTIS document number (located at top left of screen in





this format — 09111379) to find this document later.
B. Scan back-up documentation and save to your computer.

C. Return to number 5. of Wizard.

D. At the 'Attachments’ screen, type in the name of document, tab to the ‘Browse File’ box, click

the '‘Browse’ button, find the document, and select/open it.

E. the document is now attached to the RR in OPTIS.

If you are not able to attach documents electronically:
A. Return to number 3. of the Wizard.
B. In the comments section, indicate that documentation is being sent separately.
C. Return to number 5. of Wizard.

Click ‘Finish.’

5. Attachments
Number: 151710371 Control #: 10047864
Steps Coa ) (=
1. Number
_ i Attachments
2. Information ;
; . . ’
3. Comments i Attachment Title % 01 Invoices File
4. Select Activity i
5. Attachments i Attachment Title File
= Choose File to Upload &2
@ Q.I J. v Computer » tdb0OS (\wpdotfillLO\R VMPG_USERS) (F) » 3.0PTIS » = [ [ search z.0Pmis o
Organize ¥ MNew folder R I @
e Desktop i Name Date modified Type Size i
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Figure 88: Reimbursement Request Wizard — Step 5

10.Verify all details of ‘Reimbursement Invoice and Request Form’ which has been created. Make
changes if necessary by selecting Maintain from the Navigation Menu and opening the correct
step of the Wizard to make the change.

11. In each item (project detail) of the RR, select “Record Expense.”





ODOT Public Transit Division
Reimbursement Invoice and Request Form

Recipient Document No.: 151710371
McGregor Transit Process Date:

123 Bunny Lane Effective Dates: 07/01/2015
Sweet Home, OR 99999 Execution Date: 07/01/2015
Contact: Peter Rabbit FEIN:

Phone: 1 (333) 333-3333 TEAMS Id:

Fax: 1(333) 111-1111 ODOT Agreement: 23456
Email: prabbit@hotmail.com

Comments:

My supporting documents have been sent to RPTD's Reporting Inbox. -PR
Fiscal Period: 2015 - 2017 Biennium Quarter 1: July 1 to September 30

‘2 Attachments Exist

Item: 30.09 - Operating Assistance Activity Budget: $100,000.00
Subgrant Contribution: $100,000.00
Grantee Match: $0.00
Reimbursement Requested: $0.00
. Record Expense | . Match Expense
|
Total Reimbursement Requested: $0.00

Figure 89: Record Expense Button

12. At the “Record Expense” screen complete each of the following:
‘Type’ — Choose from drop-down menu (Administrative, Operating, Planning or Capital.)
‘Description’ - Type in expense description (e.g. Q1 Operations.)
‘Receipt’ — If you are attaching backup documentation, check this box.
‘Date’ - Type in the last day of the quarter that this payment falls in. For capital items only —
type in the date the asset was received. (This must match the reimbursement period chosen
at Wizard Step 2. or you will get an error message.)
‘Total’ — Type in the total project amount of this request (not the payment amount.)
Click ‘Submit/Return’

Record Expenses

® Record the expenses, entering the receipt total.

(Suhmit/Return) (Suhmit/Remain)

Type Description Receipt Date Total Expenses Delete

*

Operating - * Guarter 1 Cperations =il 0%/30/2015 @ * 1,250

* * *
——Select type— ~ ®

Figure 90: Record Expense Information

13.Click on “Match Expense.” (If you have chosen multiple expense types, you will have to match
the expense for each one. The example only shows one. )





ODOT Public Transit Division
Reimbursement Invoice and Request Form
Recipient Document No.: 151710371
McGregor Transit Process Date:
123 Bunny Lane Effective Date: 07/01/2015
Sweet Home, OR 99999 Execution Date: 07/01/2015
Contact: Peter Rabbit FEIN:
Phone: 1 (333) 333-3333 TEAMS Id:
Fax: 1(333) 111-1111 ODOT Agreement: 23456
Email: prabbit@hotmail.com
Comments:
My supporting documents have been sent to RPTD's Reporting Inbox. -PR
Fiscal Period: 2015 - 2017 Biennium Quarter 1: July 1 to September 30
{2 Attachments Exist
Item: 30.09 - Operating Activity Budget: $100,000.00
Assistance Subgrant Contribution: $100,000.00
Grantee Match: $0.00
Expense Type Description Receipt Expense Amount
* Operating Quarter 1 Y $1,250.00
Operations
Total: $1,250.00
Reimbursement Requested: $0.00
" Record Expense Match Expense
|
Total Reimbursement Requested: $0.00

Figure 91: Match Expense Button

14. At Expense Match screen, enter match amount. Click on $0 if necessary. If the match is zero,
enter 0.0. Click “Submit/Return.”

Expense Match

@ Enter the total matching funds and reimbursement requested

Number: 151710371 Control #: 10047864

CSuhmit/Return) (:Suhmit/Remain)

ALI Coding Description Cost Fund Amount Match Amount

30.09 Operating Assistance $100,000 $89,730 $10,270
This Request To Date In Process

Total Expenses: $1,250 $0 30

Match: * $128 30 $0

Reimbursement Requested: * $1.122 30 $0

Payment Approved: 30 $0 $0

Figure 92: Match Amount






(Train)

State Funds:

Other:

Match Source

Match Source

@ Enter the source for matching funds.

Expenses: $100.00
Expected Match: £10.27
Total Match: $10.27
Match Remaining: £0.00

Match Additional Description

10.27 [BETIC

Submit/Return

Figure 93: Match Source

15. If prompted, at “Match Source” screen, enter match amount in correct source box (e.g. Local
Taxes, State Funds or Other.) Key in other source if necessary. Click ‘Submit/Return” If the
amount being requested has not been pre-filled, enter it. Click “Submit/Return.”

16. At “Expense Match” screen verify or enter amount of reimbursement requested. Click
Submit/Return. Verify total reimbursement request and match amounts.

() view POF
@ Refresh
® Help

Complete Step
(Issue)

Maintain
Actions
View Data

ODOT Public Transit Division

Reimbursement Invoice and Request Form

Recipient Document No.:
McGregor Transit Process Date:

123 Bunny Lane Effective Date:
Sweet Home, OR 99999 Execution Date:
Contact: Peter Rabbit FEIN:

Phone: 1 (333) 333-3333 TEAMS Id:

Fax: 1(333) 111-1111 ODOT Agreement:
Email: prabbit@hotmail.com

Comments:

My supporting documents have been sent to RPTD's Reporting Inbox. -PR
Fiscal Period: 2015 - 2017 Biennium Quarter 1: July 1 to September 30
‘A Attachments Exist

151710371

07/01/2015
07/01/2015

23456

Item: 30.09 - Operating Activity Budget:
Assistance Subgrant Contribution:

$100,000.00
$100,000.00

Grantee Match: $0.00
Expense Type Description Receipt Expense Amount
* Operating Quarter 1 Operations Y %1,250.00
Total: $1,250.00
Match Source Match Amount
Other $0.00
Total: $0.00
Reimbursement Requested: %$1,250.00
Record Expense | Match Expense
Total Reimbursement Requested: $1,250.00

Figure 94 : Reimbursement Request Completion
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OPTIS External Us

17.If you are th

er Guide 9. Reimbursement Requests

e Authorized Representative for your agency: Click "Complete Step. At the

“Review/Approve” screen, enter your eResponse Keyword in the box. Click the box next to the
certification statement (“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”). Click “Submit.”

eResponse
keyword

knowledge

By checking this box I am certifying that this document is correct to the best of my * e,

@l .

and that I am the authorized representative.

Figure 95: eResponse Keyword & Certification Statement

18.If you are not the Authorized Representative for your agency: Select "Actions" and
"Forward." At the Forward screen you will see the document number and the current step labeled
"Issue." (This does not mean that there is an issue or problem with the document, but that the
current step for the document is the issuance step.)

Select your

agency's authorized representative from the drop-down menu and click

"Submit/Return” to send the document to that person's OPTIS queue for review/approval.

Complete Step
(Prepared)

Maintain
»Actions

* Import/Export
Assets

® Check
Integrity

* Delete

® Forward

Work Flow H

‘= Forward - Windo

OPTIS Close €

Forward

(Test)

Number: APR-15-2834 Control #: 10047867
Current Step: prepared

Forward To *

Select Person Responsikle -

Sglect Person Responsikble .
—-— HMeGregor Transitc —-— o
# Indicates a required field |Rabbit, Peter

—-- External Vendors --
09/29/2015 2:54 PM -- COPTIS —- |
Barnes=s, Matcthew
Bjurstrom, Robin
Boals, Maile
Box, Drop
Bramlett, Joni
Criswell, Earyn
Dempster, Jamey

Send email to agent resp

Figure 96: Document Forwarding





(" uinT- To notify the person you are forwarding the document to that there is something in his or

her queue pending review/approval, before clicking the Submit/Return button, check the

Send email to agent responsible for the decument? [ | box.

NOTE: If your agency’s periodic report for the period for which reimbursement is being
requested has not been submitted, an error message will appear and you will not be able to
submit the reimbursement request. An exception can be made for vehicle purchases.
Contact your RTC.

Review/Approve
(Test)
Current Step: Issue

* Missing provider's periodic report: 2015 - 2017 Biennium Quarter 1: July 1 to September 30

Figure 97: Integrity Check Warning — Missing APR(s)

Your request has now been created and issued and will be processed. If the payment processor or
RTC have any questions, you will be contacted.

(») view PDF

If you would like a copy of this request for your records, click on at the Navigation menu.
After the document loads, you may print it or save it to your computer.

If you have not attached required back-up documentation to your request in OPTIS,
please be sure to send it separately to the Reporting inbox.

Correcting a Reimbursement Request

When you create and submit an OPTIS RR, 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 RR cannot be
modified or deleted unless the payment request is first deleted.
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Reimbursement 3 Payment Request

—Sub-Grant Agreement >

Request
L] 25873 L] 09111850 ) o09i1i1i1s850
Version 1 L) 09117419 M 09112419

| When this is completed . . . This is automatically generated. |

Figure 98: Overview Screen

If, after finalizing and submitting an RR via OPTIS you discover an error or need to delete the request
completely:

1. Contact the payment processor for your region and explain that you wish to re-open an RR. Have
the eight-digit number for the document available (e.g., 09112419).

2. The payment processor will delete the corresponding payment request in OPTIS, re-open your RR
and forward it (within OPTIS) back to you.

3. The RR is now ready for you to make changes.
To delete an RR:
1. Open the request

2. Select Maintain from the Navigation Menu
3. Select Delete
4. Click on Submit/Return. Refresh the screen to show that the document no longer exists.
(E} Print
() wiew PDF
(E} Refresh
@ Help
Complete Step
{Issue)
-------------------------------------------- Delete
Maintain A€ (Train)
- Ck_‘ Number: 09112160 03/26/2010 8:59 AM
Current Step: Izzue
View Data Clicking 'Submit Return’ will delete the entire document.

Figure 99: Delete Document

To modify an RR after re-opening it:
1. Select Maintain from the Navigation Menu
2. Select any of the four areas to re-open
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3. Make the necessary changes

4. Complete as normal.

F Maintain

Infermation
Comments
Select
Activity
Attachments

Figure 100: Reimbursement Request Maintenance

Note: If the words “Complete Step” on the Navigation Menu are grayed out, that means the
document is not in your control. Depending on how roles/privileges are set up, you may be able

forward the document to yourself in order to take action on it. See below.

Document Management

It may be necessary for multiple people to access a document before completion. For instance, as
explained in the reimbursement request procedure above, one individual may create the document
and another may need to review it. Forwarding a document within OPTIS places it in a person's

"queue" which means it's available for action by that person.

You can tell if a document is in your queue by looking at the color of the words of the step on the
Navigation Menu. If they are black, the document is in your queue and you may act upon it. If they
are gray, the document is in someone else's queue.

@ Help

(lssue)

Maintain
Actions

View Data

(») view PDOF

@ Refresh

Documentis in
your queus and
you may take
action upon it.

Complete Step

() view PDF

@ Refresh

(@) Help Document is
not in your
queue and

Complete Step vou cannot

(Issue) N .
take action

upon it.

Maintain
Actions

View Data

Figure 101: Queue Indicator

To forward a document, click on "Actions" and "Forward." Select a person from the drop-down menu
and then click "Submit/Return."
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OPTIS External User Guide

9. Reimbursement Requests

Forward

(Train)

Number:
Current Step:

Forward To

09112741

Issue

* Select Perscon Respnnsiblej

Send email to agent reg|

¥ Indicates a required fis

Select Person Hesponsikle
-— Black Pearl --

Eb;arrnw Jack
-— ¥amhill County —-
-— QETIS —--

Barnes, Matthew
Bijurstrom, Robin
Bozls, Maile
Bramlett, Joni

Submit/Return

08/09/2010 10:55 AM

Figure 102: Forward Screen
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Transit Required Reporting Schedule

PERIODIC QTR 2 REPORT PERIODIC QTR 3 REPORT

CHARTER SERVICE QTR 2 REPORT

J:]g g@

CHARTER SERVICE QTR 3 REPORT

©$©$
‘ May un

DEPT OF LABOR CERTIFICATION

DISADVANTAGED BUSINESS ENTERPRISE
REPORT

DRUG & ALCOHOL TESTING REPORT

CALENDAR YEAR START

PERIODIC QTR 4 & CAPITAL ASSETS

REPORT PERIODIC QTR 1 REPORT

CHARTER SERVICE QTR 4 REPORT

X

CHARTER SERVICE QTR 1 REPORT

.&Dg@)

Aug Sep | NTV
START NTD REPORTING
DISADVANTAGED BUSINESS ENTERPRISE
REPORT
1
FTA CERTIFICATIONS AND ASSURANCES
STATE FISCAL YEAR FEDERAL FISCAL YEAR YEAR END
© Quarterly © sSemi-Annual © Annual
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