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1. PRS V2 KEY BENEFITS

Key benefits for external system users include:

e Automated emails
e Improved data auditing

e Multi annual project spend tab to view projects yearly spend and allocations
history at a glance

e Improved reporting with access to all data instead of on a yearly basis only

e Improved search functionality

2. LOGIN

To log in the user must navigate to the home page URL. Here they will be prompted
to sign in via Username & Password.

Welcome to the PRS — NTA Capital Grant Management System

NTA

Udards Naisiinta lompair
Mational Transpart Autharity

Enter your credentials to access the
system

Forgot your password?

MTA Privacy Statement




PASSWORD RESET

In the event where the user cannot access the site via their current credentials, they
have the option to reset their password via the ‘Forgot your Password’ link.

Welcome to the PRS — NTA Capital Grant Management System

NTA

Udards Néisiinta lompair
National Transport Autharity

Enter your credentials to access the
system

Forgot your password? _

NTA Privacy Statement

Clicking this link will redirect the user to the password reset screen. The user will be
instructed to enter the email address associated with their PRS account and click the
‘Send Verification Code’ button.

Welcome to the PRS - NTA Capital Grant Management System

Cancel

NTA

Udards Naisianta lompair
Natonal Transport Authority

Verification is necessary. Please click Send button.

‘ Email Address ‘

Send verification code

Once the user clicks the ‘Send Verification Code’ button an email will be sent to the
entered email address and the user will be redirected to a verification page. Please
note that this email verification code will expire after 5 minutes.




Verify your email address

Thanks for verifying your .com account!

Your code is: 932830

The user can then either type or copy/paste the code they receive into the verification
code field and click the ‘Verify code’ button.

Welcome to the PRS — NTA Capital Grant Management System

£ Cancel

Verification code has been sent to your inbox. Please copy it
to the input box below.

|

Verification code

Alternatively, if no email was received the user can click the ‘Send new code’ button
to receive a new code.

Once a valid code is entered and the user has clicked verify the user is allowed to
continue to the password reset screen.

Welcome to the PRS — NTA Capital Grant Management System

£ Cancel

NTA

Udaras Naisionta lompair
Mational Transpart Autharity

E-mail address verified. You can now continue.

.com ‘

Here the user can enter a new password & confirmation before continuing to the login
screen. The password must conform to the following standard:

e The following characters are not allowed: % [ &", “:+=\/()<>] and space.




e Allowed characters '@', '.", dash and underscore cannot be starting
characters.

e Allowed characters '@’, '.", dash and underscore cannot be ending characters.

Welcome to the PRS — NTA Capital Grant Management System

Cancel

NT

Udaras Naisiinta lompair
Matianal Transport Autharity

j‘J lew Password

Confirm Mew Password

SYSTEM USERS

The external PRS system is accessed by 5 types of user roles: Claim Proposers,
Finance Officers, Project or Programme Managers, Director or Equivalents and
Sponsoring Agency Administrators.

CLAIM PROPOSER

This user role is responsible for:

e Creating claims on specific projects and submitting them for Finance Officer
review

FINANCE OFFICER

This user role is responsible for:

e Approving Claims to be processed by NTA

¢ Rejecting Claims back to Claim Proposer for revision

SPONSORING AGENCY ADMINISTRATOR

This user role is allowed to:

e Create claims on specific projects and submit them for Finance Officer review

e Create documents Grant Application Form/Project Funding Continuance
Form/Allocation Adjustment Form




Edit documents if they are in Draft or NTA Preview status and provide
comments on them

Approve documents if they are in Draft or NTA Preview status
Cancel document submission

Export details from grids to excel spreadsheet

This user role is responsible for:

Manage Users assignment to the Projects. This applies only to the ‘Project or
Programme Manager’ and ‘Director or Equivalent’ roles. Claim Proposer and
Finance Officers have access to all projects by default

PROJECT OR PROGRAMME MANAGER

This user role is responsible for:

Creating documents Grant Application Form/Project Funding Continuance
Form/Allocation Adjustment Form

Editing documents and providing comments on them
Cancelling document submission
Approving documents if they are in Draft or NTA Preview status

Cancelling Document in the ‘For SA Approval’ status and changing the status
to ‘NTA Preview’

DIRECTOR OR EQUIVALENT

This user role is responsible for:

Creating documents Grant Application Form/Project Funding Continuance
Form/Allocation Adjustment Form

Editing documents and providing comments on them

Cancelling document submission Approving documents if they are in Draft,
NTA Preview or For SA Approval status. In the last status user is also
responsible for providing eSignature on the document

Cancelling Document in the ‘For SA Approval’ status and changing the status
to ‘NTA Preview’




3. AUTOMATED EMAILS

Throughout the PRS system, users will receive automated emails for various actions
in the system. Below is a description when an automated email is sent and to whom it
will be sent to.

All users can enable certain email notifications in the Manage Notifications section
of the user’s profile below.

9 Finance Officer

Manage Motifications
s

ign out

From here select required options and click save.

«

Manage Notifications
&a PAG Documents

= Worklist Manage Notifications
O3 Projects Claims are approved and payrun is closed

€ Payruns Document rejection completed by NTA

¢ Administration

Project has been set to open
Project was created as draft by PRS Administrator

There are outstanding actions on PAG Documents Worklist

CLAIM REJECTED BY FINANCE OFFICER (NOT MANAGEABLE
NOTIFICATION)

When is this email sent?
The email is sent when a claim has been rejected by the Finance Officer

Who receives this email?

This email is sent to the Claim Proposer and Sponsoring Agency Administrator for
the Sponsoring Agency for which the claim has been rejected. The email will also
include the rejection reason provided by the finance officer user who had rejected
the claim.

CLAIM REJECTED BY NTA (NOT MANAGEABLE NOTIFICATION)

10




When is this email sent?
The email is sent when a claim has been rejected by a NTA Section Head, NTA
Senior Programme Manage or NTA Programme Manager

Who receives this email?

This email is sent to all Claim Proposers, Finance Officers, and Sponsoring Agency
Administrator for the Sponsoring Agency for which the claim has been rejected. The
email will also include the rejection reason provided by the NTA user who had
rejected the claim.

REMITTANCE SENT (NOT MANAGEABLE NOTIFICATION)

When is this email sent?
The emaiil is sent when a remittance has been sent.

Who receives this email?
This email is sent to all Finance Officers, Claim Proposers and Sponsoring Agency
Administrator for the Sponsoring Agency for which the remittance has been sent.

PROJECT ALLOCATION UPDATES (NOT MANAGEABLE
NOTIFICATION)

When is this email sent?
The email is sent when a system administrator has updated the project allocation.

Who receives this email?

This email will be sent to the Sponsoring Agency Financial Officer and Sponsoring
Agency Administrator, NTA Programme Manager and NTA Senior Programme
Manager of the project.

PROJECT CREATED (NOT MANAGEABLE NOTIFICATION)

When is this email sent?
The email is sent when a system administrator has created a new project.

Who receives this email?

The email is sent to the Sponsoring Agency Financial Officers and Sponsoring
Agency Administrators with CC to the projects NTA Programme Manager and NTA
Senior Programme Manager.

PAYRUN CLOSED (MANAGEABLE NOTIFICATION)

When is this email sent?
The email is sent when a system administrator or capital finance officer as closed a
payrun.

Who receives this email?
The email is sent to the Sponsoring Agency Financial Officers and Claim Proposers

11




with CC to the projects NTA Programme Manager and NTA Senior Programme
Manager.

DOCUMENT REJECTION COMPLETED BY NTA (MANAGEABLE
NOTIFICATION)

When is this email sent?
The email is sent when a document has been rejected by the NTA User

Who receives this email?
When rejection was completed during NTA approval process the notification will be
send to all users that were involved in document approval process.

PROJECT WAS CREATED AS DRAFT BY PRS ADMINISTRATOR
(MANAGEABLE NOTIFICATION)

When is this email sent?
The email is sent when a Project is created and saved as Draft by NTA Administrator

Who receives this email?

When the Project saved as Draft email is send to Sponsoring Agency Administrators
with CC to NTA Programme Manager / NTA Senior Programme Manager with
subject: ‘New Draft Project Created on PRS'.

PROJECT HAS BEEN SET TO OPEN (MANAGEABLE
NOTIFICATION)

When is this email sent?
The email is sent when a Project status changed to Open by Administrator/CPO
Analyst/CPO Management

Who receives this email?

Once the project status changes from On Hold or directly to Open, there will be an
email notification send to Project or Programme Managers, Director or Equivalent,
Sponsoring Agency Administrator with CC to NTA Programme Manager / NTA
Senior Programme Manager with subject: 'New Project Activated on PRS'.

OUTSTANDING ACTIONS ON PAG DOCUMENTS WORKLIST
(MANAGEABLE NOTIFICATION)

When is this email sent?
The email is sent who have outstanding actions on PRS.

Who receives this email?

12




Individuals who have outstanding actions on PRS ( Project or Programme Manager,
Director or Equivalent).

[Note: This should only be for outstanding actions on forms]

4. PAG DOCUMENTS WORKLIST

When logging onto the external site the default landing page will be the Worklist.

User has to click on PAG Documents tab from the left-hand menu.

PAG DOCUMENTS SEARCH.

The following search field filters are available to search Documents:

Document ID

Project Code

Project Name

Project Type

Project Band

Project Phase
Document Deliverable

Document Status (Note: This will be pre-set based on role but can be
changed)

Submission Date-From
Submission Date-To

Return records with comments not resolved

Once the desired search criteria are set the user has 2 options:

Reset — Clear all search fields.

Search — Display Results.

If all search fields are blank and the user clicks on ‘Search’ button, all the data
available will be displayed to the user.

13




& Fill the Form

i

Documents
O Pgject > : .
Document ID Mreject Code roject Mame Projet Type
£ Payr Select o
Diacumant Dalvarable Dlocument Status

- - Solect -

Submizsion Cate - From Submisson Sete - To
. Petsrn recorcs with comments not
E E resohed

By default, the document status will be preselected depending on the role the user
has logged into.

e For Sponsoring Agency Administrator, the Document status will be pre-set to
‘Draft’

e_

Sponsoring Agency Administrator

PAG Cocuments
= Worlist Documents @ Fill tha Form
v

3 Projects » " » : "
Dozument ID Project Cade Project Name Sroject Type
€ Payruns Selact
& Admmistraticn Prgyect Band Project Phase Document Celiverable Coctument Status
-= Select -« v Sele. v -- Seect - v Draft
Submission Date - From Submission Date - To

_ Retum records with
E camments not resolvac

e For Director or Equivalent the Document status will be pre-set to ‘For SA
Approval’
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<«
Jment
IS Workit
Documents
0O Frojests
Dacument ID
€ =

“roject gand

Praject Cane

9 Diractor or Cquvalent

Projsct Nama Stojest Tyre
selact v
Cozument Deliverzbie Jocument Status
- Sefect -- v For SA ACpreva

Ratwirn records with comments not
resclved

= e

e For Project or Programme Manager the Document status will be pre-set to

‘Draft, NTA Preview’

e Project of Hrogramme Manager

Documents

Cocument IC

Project 0and

Sulmission Dzle - Fiem

Projzc: Cede

VIEW DOCUMENT DETAILS

xoject Name 1cject Typz

Document Deliverstle Document Status

, Raturn recerds with comments not
[C

Once a search has been performed and results are returned the user can view the
document details by simply clicking anywhere on the line item. This will show the user

the following details:

e Submitted By
e Submission Date

e Related Files

e Number of Comments not Resolved

e Approval Details
e Edit Action Icon

e History Icon

15




Results 628

Document ID  Project Code  Project Name  Project Type Project Band

1011 BE/19/0012  Planner Capital Investment Project test
505 BE/19/0012  Planner Capital Investment Project test

Project Phase
Phase & Construction & Implementation, Phase 3: Preliminary Design

Phase & Construction & Implementation, Phase 3: Preliminary Design
a

Document Deliverable

Document Status

Project Funding Continuance Form  NTA Preview

Project Funding Continuance Form  NTA Preview

Submitted By

Submission Date

- Planner-Project Funding Continuance Form

Number of Comments not Resolved
0

Approval Details

504 Planner Capital Investment Project test

BE/19/0012  Planner Capital Investment Project test
88 BE/19/0012  Planner Capital Investment Project test
46 BE/19/0012  Planner Capital Investment Project test

Phase 6: Construction & Implementation, Phase 3: Preliminary Design
Phase 6: Construction & Implementation, Phase 3: Preliminary Design
Phase 6: Construction & Implementation, Phase 3: Preliminary Design

Phase & Construction & Implementation, Phase 3: Preliminary Design

Project Funding Continuance Form  NTA Preview

Allocation Adjustment Form
Allocation Adjustment Form

Allocation Adjustment Form

Draft

INTA Preview

Cancelled




DOCUMENT STATUS WORKFLOW

/ Create

External User
Creates a Document Create

/ Cancel

Create

X

Draft /\ Approve NTA /\ rprove | For SA
\/ Preview Approval

y

Cancel Cancel

For NTA
Approval

5. WORKLIST (CLAIMS)

When logging onto the external site the default landing page will be the Worklist. This
is where all claims associated with the logged in users’ projects will be located.

By default, this list will be pre-filtered depending on the role you have assigned.

e For Claim Proposer the Claim status will be pre-set to ‘Draft’

worklist
Claims
(i Redrrener Mumker Tomert Onds Mrajrct HMame Catagery
select
i Sl
at -
Results
Claim Reference Murnber Project Mame Creation Date Submitled By Verified By Stalus  Approved By Tolal Actinns
T szweleny B Bocks aft T O+
Rl iewndrry o Ranks Tt £1ann O«
T ceweleny i Books waft 10000 O v
14 e R e Tealt F1ENDT O«
|-

e For Finance Officer the Claim Status will be pre-set to ‘For Finance Officer
Verification’
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Claims
Clairm Refarance rumber #rgject Code Hrojact Mame Latzgany

el -
Chiirn S0

=of sinance Officer varification

=
Rezults
Claim Reference Muml=r  Praject Code Project Mame Craation Date Submited By verified By Status approved By Total Actions
|21 linanze Offiear . B2 O X o
B0 [ ® o
< [T AR R ter Hinanze Officer verifizatio et [ x W
121 232 secd@weodea Fr o ot FRR0TT LS R
& Ol Fiim O o
irtare = Ollices wenilic atin Flddor [ X o
n o

CLAIMS SEARCH

The following search fields are available to search claims:

e Claim Reference Number

e Project Code

e Project Name

e Category

e Claim Status (Note: This will be pre-set based on role but can be changed)

Once the desired search criteria are set the user has 2 options:

e Reset — Clear all search fields.
e Search — Display Results.

If all search fields are blank and the user performs a search the results will display all
data available to the user.

Claims
Claim Reference Number Project Code Project Name Category
I v
Claim Status
-- Select - v
S
=3

VIEW CLAIM DETAILS

Once a search has been performed and results are returned the user can view the
claim details by simply clicking anywhere on the line item. This will show the user the
following details (where available):

e Category Detalils

18




e Claim Description.
e Document — it can be downloaded to user local machine.
e Verification Date — date when claim was verified by Finance Officer.
¢ Number of Comments — added against the claim.
e Payrun Number — populated when Claim is already Paid.
e Approval Date — date when claim was approved by NTA for payment.
e Paid Date — date when payrun was closed.
:‘L e s g i B ety S s iy o
1 Do s Gy Sy 25T ‘ Bt s O v

Category Detalls
DezignyP znneng

ConstructionsImplcmentation

€1,500.00

£3.000.00

Fayrun Number

Approval Date

Claim Description

Clamn description 12t Paid Date

Document
B2 21 et il pedf

Veriflentlan Date

Numbar of Comments
o
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CLAIM STATUS WORKFLOW

Claim Status Flow

Claim Status
e
L
]
=]
=N
]
=
o
E
5
J
-Approved +—{(laim Updated: Rejected by FO
&
Rejectad
L
o 1]
g ¥
@] Aot Cai
mg Finamce Taim o -
8 Officer Verificati Revi Approved? 4—laim updated Rejected by NTA
= Claim
m
= L
= Approved
For Payment
Approval
Fejected
Approved,
=
=
=
==
m
(=
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CREATE A CLAIM

As a Claims Proposer or Sponsoring Agency Administrator navigate to the
projects section on the left navigation pane, search for a project and click to view the
desired project via the actions menu.

This will then open the project dashboard which will display all related claims by
default, as well as allowing the user to select the +Create New Claim button.

g,
- > = m—— =

Pgped Type 7 Poges  Create New Claim [ g X bpon Gad
o na23,ms

Clams Keterence

eation Dlate Subrmittec dy Veritie st oved By otal ctisne

ome Rl sickedt b Creation Uat, Subrittec By itiad By Status Approved By Total Aetion.
porsoring Agency P : o
Sublin Bus -

Preject Slates

Irdicative Overal Tetal
Fact of Project
€000

EsUmete Pruject
Campiction Year

A pop-up will then be displayed to the user, allowing the user to enter the following
information:

e Claim Reference Number - automatically generated incremental number.
e Category Details - mandatory drop-down with following values:

o Design/Planning

o Construction/Implementation

o Land/Property

o Other

21




¢ Amount - mandatory field which accepts negative and positive amounts with
up to 2 decimal places. Field is restricted to 20 characters and does not
accept A-Z characters and special characters other than full stop.

e Add Category Details — Adds another row of category details and amount

e Remove Category Details — Removes a row of category details and amount.
User cannot remove all rows and must have at least one.

e Claim Description — non-mandatory free text field restricted to 2000
characters.

e Add Attachment — User can 'Drag & Drop file from local machine or Browse'
upload area. Accepted file types are *.msg, *.xIs, *.xIsx, *.pdf, *.doc, *.docx,
*.ixt, *.jpg, *.png, *.dwg and *.bmp formats with a maximum size of 40 MB.

Add/Edit Claim

Clairs fataranca Mumber Toral Claim Areount

Wl be quie generaied £0.00

Add Amachment™

a
c I+
I3
;

#1 Category details
Camzgont Amount (£ TURV

- Relart -

=+ Add Category Details

Before continuing the user has two options via buttons at the bottom of the page:

e Cancel - Cancels the process and claim will not be saved.

e Save — Saves the claim in 'Draft' status. The Claim can be saved only if the
Allocation on the relevant project is >0. If there is not enough allocation on the
project (i.e., Current Year Allocation on project is €10,000 and | input €
100,000 or €10,001 in Amount field) User will receive an error message
saying ‘Claim cannot be submitted. Please verify if Amount you input is lower
or equal Current Year Allocation on this Project’

22




EDIT CLAIM DETAILS

Claims will be available for the Sponsoring Agency Administrator, Claims
Proposer or Finance Officer to edit. Only records in the following statuses will be
available for editing:

e Draft

e For Finance Officer verification
¢ Rejected by FO

e Rejected by NTA

To do this the user performs a search and expands the details of the claim they wish
to edit. Once expanded the user can select the ‘Edit’ icon on the right side of the
details window.

This will open a pop-up to edit the following details:

e Claim Reference Number
e Category Details

o Add Category Details
o Remove Category Details
e Amount

e Claim Description
e Add Attachment

Once all desired details are updated the user clicks Save to complete the edit.

Note: Required fields cannot be left blank when editing a claim. If details are not known
the user can cancel the pop-up and edit later.

23




Acld/Edit Claim

Clsim Reference Humber Tetal Zlaim Ameimt
Wil o auto goneratod £4,500.00
i Dasar pal

CUlaim description test

Add Atzachment ™
0T Test Nile.nedf n

#1 Category details
Category ™ Arounz (€ CUR}*

Design/Planning - 1500.00

W Hemwve Calugury Lueleil:

2 Category detalls
Calegury ™ farounl ik EUEE®

Caonstruction/rplameantation o 300000

CLAIMS COMMENTS

Throughout the claims process comments may be added. These may be notes on
approval/rejection, or simply general comments by the Claims Proposer or Finance
Officer.

Comment visibility

¢ Claim comments from external users can be viewed by internal users but
cannot be edited.

e Claim comments from external users can be edited by other external users.
(All edits are captured in the comment history.).

VIEW COMMENTS.

To view the comments related to a claim the user performs a search and clicks on the
comments icon under actions.

Results
Claim Reference Mumber  Project Code  Praject Name Cr=aticn Dale Submitted By Verified By Status Appraved By Tola Acticns
07,07/2027 092

7 TAISC/21/0002 5D QA2 For Finanze OHicer veritication £45.00 0 x v
12 TAIZS 210001 Q205 0A 0107 /2021 145 For Finanzc OHicer veritication E20000 [ X &
ez LA TR00T  Jeweery B 80048 T0MUBYAET 1L For Finance Officer ver ficatian S TA VN e R

This will display a pop-up of all existing comments related to the claim.
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Comments

Comment Number Created By Created Date Comment Actions

8 26/07/2021 12:10 Test Comment SORT 4

ADD COMMENTS

To add a comment the user simply selects the +Add Comment button which will
display a pop-up allowing the user to enter a comment along with the option to cancel
or save.

Comments

Please note that any comments below are visible to both your agency and the MTA

Comment *

This is @ test comment

=

EDIT COMMENTS

Once a comment has been submitted the user has the option to edit their comment.
To do this the user needs to open the comment pop-up and click the edit icon under
actions.

Comments

Comment Number Created By Created Date Comment Actions

8 26/07/2021 12:10 Test Comment SO 4




This will display a pop-up allowing the user to edit the comment details.

Comments

Please note that any comments below are visible to beth your agency and the NTA

Comment*

his is & test comment edit

oz

COMMENTS HISTORY

All edits made to comments are recorded in an audit history. To view this the user
needs to open the comment pop-up and click the history icon under actions.

Comments

=+ Add Comment
Comment Number  Created By Created Date Comment Actions
8 26/07/202112:10 Test Comment DT 4

/ “

This will then display a filterable overview of all changes made to the comment.

Comment History

Change Type Change Date Created By Actions
Soleer » E Created Ry

Comment Updated PEAOTP021 1727407 Q

Comment Crested 2E/07,/2021 ' 2 0:50 Q

The user can then click on the view icon under actions. This will display a ‘before and
after’ view of any comment changes:
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History Details

Change Type Changs Date

Camment pdaten QEOTIEOA 114
Created Ry

Details

BEFORE CHAMGE AFTER CHANGE
Camment Camment

Tert Camment Tast Comment updatad

CLAIMS APPROVAL (CLAIMS PROPOSER)

Once a claim has been created it is left in draft status. To move the claim to For
Finance Officer Verification status the Claim Proposer must approve the draft
record first.

To do this the user selects the approve icon under the actions section for the record.

Claims

lniim Refs Nunk et Proje: Flarn Iy

e
Clzim Ltatus
Drstt
Results \\
Claim Reference Mumber Project Code Projoct Name Creativn Cate Submitied By Vaified By Status Approved By Tclu;\\\i??una
120 Jewelery B Books TOU L2047 G800 Lvft €000 [P
-

16 Jewelery 8 Bocks st £10.00 @ e
13 Jewelery & Books Dzt 100,00 O «
114 | lewelery ¥ Lnnks 12aft 1R T

The system will display an alert before moving the status, allowing the user to cancel
the action or to agree and proceed. Once Yes is clicked the status of the claim will
move to For Finance Officer Verification status.

Approve Claim

hereby confirm that all amounts included in this submission have been incurred in line
g with the terms agreed with NTA, have been checked in full and are accurately recorded

Thiis clairm should be approved for further actions

e [ -
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CLAIMS APPROVAL (FINANCE OFFICER)

After the Claim Proposer has created and approved the draft claim it is moved to For
Finance Officer Verification status.

When the Finance Officer logs in they are automatically brought to the Worklist section
with the claims status of For Finance Officer Verification pre-set. Here they can see
all claims awaiting review.

To approve a claim the user simply selects the Approve icon under the actions
section for the record.

Claims
Claairn Refemtsne Humbaer Prarjerc | Ceales Progjees b Noeries Uty
-- Salect-- -

Claim tratur

Far Finance Cificer vertication ~
Results

Clasim Referencs Numbe Verified By Stal Approved By Totl A

117 e e (T 40T @ o ]ﬂl
113 For Finance Ot E20000 [ % ;M
1 Fenr Eivarna: Dl cn weni i cronon QoM

e B O om oW

The system will display an alert before moving the status, allowing the user to cancel
the action or to agree and proceed. Once Yes is clicked the status of the claim will
move to For Payment Approval status and will be reviewed by Internal PRS users.

Approve Claim

hereby confirm that all amounts included in this submission have been incurred in line
Q with the terms agreed with NTA, have been checked in full and are accurately recorded

Thiis claim should e approved for further actions

e [ -
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CLAIMS REJECTION

Any claim in the status For Finance Officer Verification can also be rejected after
review by the finance Officer and sent back to the Claim Proposer for further
support/clarification.

To Reject a claim the user simply selects the Reject icon under the actions section
for the record.

Claims
Clgirm Reterence Humber Projoct Code Frojoct Nomic Catcgory
Chain Status

Foat Finnes O Rewr we Tieatin hd

(o
Results .\\‘\
N
Claim Reference Number  Project Code Praject Mame Verified By Status Appioved By Tota B ctions
17 TAISC21/0002  OEDS 042 For Finance Orvicer veritication €500 O X v
e
113 TAIZZ/21/0001 O30S 04 For Firanoe © weriliCatiur czoope @ oWt
12 Jowciery 8 Bocks  TG05/2021 1555 For Finanes Oicer veritication 10000 [0 % o

The system will display a pop-up requiring the user to provide a rejection reason before
moving the status, allowing the user to cancel the action or to save and proceed. Once
the rejection reason is provided and Save is clicked the status of the claim will move
to Rejected by FO status.

Reject Claim

Please provide rejection reason *

This is a reason for rejection.

The record can then be accessed again by the Claim Proposer to review any
comments from the Finance Officer, make any changes that may be required and
approve once again to send to the Finance Officer again to review changes.
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CLAIMS HISTORY

All actions taken on a claim are recorded in an audit history. To view this the user

needs to expand the details of the claim by selecting the line item & clicking the history
icon under actions.

Results

Clzim Reference Mumber  Project Code Froject Marme Creation Date submitred By werified By Status Approved By Total Actions
1% TAFL YA TENER [ R e LR U P R R Fast | inane D Tiees werificalinng FAMKARY @ ®x «

Category Details Payrun Mumber |

@3

DesignManing £1,500.00 - /@’ "il o |
Construct oyl mplere ntztion E1.000.00 Approvel Date y

= P
Clalm Descrlption
Clzirn desziption test Paid Date
Dacument
& PORpdf

Veriflention Date

Number af Commeants

Clicking the history icon will present the user with a pop-up covering all changes to the
claim.

Claim History

Change Type Change Date Created By Actions
Select v

Claim Updated 09/06/2021 15:55:34 Q

Claim Rejected 09/06/2021 15:15:31 Q

Claim Approved 09/06/2021 14:26:54 Q

Claim Created 09/06/2021 08:58:58 Q

Clicking on the ‘Magnifying Glass’ icon will present another pop-up detailing what
changes were made in greater detail.
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History Details

Change Type
Claim Updated

Created By

Details

BEFORE CHANGE

Description

Vestibulum ante ipsum primis in faucibus orci
luctus et ultrices pasuere cubilia Curae; Donec
velit neque, auctor sit amet aliquam vel,
ullamcorper sit amet ligula. Curabitur aliquet
quam id dui posuere blandit. Pellentesque in
ipsum id orci porta dapibus. Vestibulum ac
diam sit amet quam vehicula elementum sed
sit amet dui.

Change Date
09/06/2021 15:55

AFTER CHANGE

Description

Vestibulum ante ipsum primis in faucibus
orci luctus et ultrices posuere cubilia Curae;
Donec velit neque, auctor sit amet aliquam
vel, ullamcorper sit amet ligula. Curabitur
aliguet quam id dui posuere blandit.
Pellentesque in ipsum id orci porta dapibus.
Vestibulum ac diam sit amet quam vehicula
elementum sed sit amet dui. UPDATED

6. PROJECTS

PROJECT DETAILS PANEL

On the left-hand side will be a Project details panel which will contain all important

information for the selected project. This is split into 4 sub-sections

e Project Details
e Summary
e Scheme and Management

e Grant Application Details
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Project Details

Project Type
The project type will be one of 2 options

e Capital investment project
e |ICT Project

Code

The unique code assigned to the project. This is a combination of the sponsoring
agency, the year the project was created followed by a 4-digit number.

Example NTA/21/0001

Name
Project name

Sponsoring Agency
The sponsoring agency assigned to the project

Project Band
The current band which the project is currently in. This can be one of the following:

e Band1l
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e Band?2
e Band3

Project Phase
The current phase which the project is currently in. This can be one of the following:

e For Band 1 - Capital Investment Projects

o Phase 1: Scope and Purpose
o Phase 2-5: Combined
o Phase 6-7: Combined

e For Capital Investment Projects

o

o

o

o

o

Phase 1:
Phase 2:
Phase 3:
Phase 4:
Phase 5:
Phase 6:
Phase 7:
N/A

Scope and Purpose

Concept Development & Option Selection
Preliminary Design

Statutory Process

Detailed Design & Procurement
Construction & Implementation

Close-out & Review

e For ICT Projects:

o

o

o

o

o

Phase 0:
Phase 1:
Phase 2:
Phase 3:
Phase 4:
Phase 5:
Phase 6:
Phase 7:
Phase 8:
N/A

Project Status
The current project status can be one of the following:

e Draft

e On Hold

Concept

Initiation

Planning

Procure

Analysis & Design
Build & Test
Deploy/Rollout
Hand over & BAU

Post Project Benefits Review
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e Open
e Closed
e Frozen

Indicative Overall Total Cost of Project
The current estimated overall cost of the project.

Estimate Project Completion Year
The current estimated project completion year

Start Year
The year the project is proposed to start.

Cost Centre
The assigned cost centre assigned to the project. For example:

¢ Rural Hackney Service
e Leap Capital Projects
e Public Transport contracts & licensing (Bus & Rail)

Location
Location details provided during submission of the Grant Application Form. This
information is filled only for the Capital Investment Projects

Walking Kilometres
Walking Kilometres details provided during submission of the Grant Application
Form. This information is filled only for the Capital Investment Projects

Cycling Kilometres
Cycling Kilometres details provided during submission of the Grant Application Form.
This information is filled only for the Capital Investment Projects

Summary

Total Project Budget
This is the total project budget assigned to the project.

Current Year Allocation
The projects overall budget for the current year.

Current Balance

The remaining balance for the current year of the project. This will be the ‘Current
Year Allocation’ minus the total value of claims for the project in For Payment
Approval, Payment Approved or Paid status.

If a Claim in ‘For Payment Approval’ status is subsequently rejected by the NTA
user, the claim amount value will be re-allocated back to the Current Balance.
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Paid This Year
The total value of claims for the project in ‘Paid’ status for the current year.

Total Paid to Date
The total value of claims for the project in ‘Paid’ status for the entire duration of the
project.

Awaiting Payment
The total value of claims in ‘Payment Approved’ status.

Submitted
The total value of claims in “For Payment Approval” status.

Scheme and Management (Can be expanded or minimised using the © or @ icons)

Programme
The current programme of the project

Sub-Programme
The current sub-programme of the project

Classification
The current classification of the project

NTA Programme Manager
The assigned NTA programme manager user

NTA Senior Programme Manager
The assigned NTA senior programme manager user

NTA Section Head
The assigned NTA section head user

Project or Programme Manager

The assigned sponsoring agency project or programme manager.

Director or Equivalent

The assigned sponsoring agency director or equivalent.

Grant Application Details (Can be expanded or minimised using the © or @ icons)
Project Description

Original Indicative Overall Total Cost of Project
This is the original Indicative overall total cost of the project excluding any updates or
changes to the original value.
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Original Estimate Project Completion Year
Original estimated project completed year excluding and updates made to the
original value

Projects in the PRS system are generated by the NTA team and accessible by
Sponsoring Agencies users via the projects section on the left navigation pane.

<«

&2 PAG Documents
= Work .
:= Worklist PrOJects
m Project Name Status
€ Payruns -~ Select -- ~

¢ Administration

PROJECT SEARCH

When the projects section is selected the user is presented with a search screen. The
following criteria is available for searching:
e Project Code
e Project Name
e Status
o Draft
o On Hold
o Open
o Closed
o Frozen

Alternatively, the user can click the search icon with no data in the search fields to see
all available projects.
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Projects

el ol Fogji

Results

Project

2 Project Mame Fregramm e

PSS AN B Drarninle THLT SUSTAIMAE VAR ARG

L5f20002  Projoct Bxamale B30 SUSTAIMASLE URBAK TRANS™MIRT  5ha

F
LE/E7 003 Projact Luamiale DL LILA0Y HAIL BAl L1V e Heaw, 4ail
3 DEVELSPMENT

PROJECT NAVIGATION

Projoct Typo

Cagai sl levess el
Froject

Capal Ivezszment
Froge:

Capitsl Inwsszmant
Projoct

Paicl
¥T0

Awvaiting NTA
r.-” : Ilgl Status Actons

HLn Upen QL
0,00 Cpen Q)
w000 DOpan Q)

Once the user has performed a search and found the desired project the user can click
on the ‘magnifying glass’ icon located on the right side of the page to open the project

dashboard.

Projects
Projest Code Project Mame
Results
Project % ’ Sk
Project farna Programnns
Code g Pragia
L521,/0001 Project Bxamole BS.1 SUSTAIMAZLE URBAN TRAMSPORT 204
(Bl PNy Hioe Prarnpile I SCUSTAIMEGL LIEHAN [HANSPLIR s
RS PIREIRES HrocecT meamale  BEGE Hoawy BAIL 3Akz iy ke Fezwy K
! NIRRT N
o

Project Type
Capital Irveszmcnt
Projec:

Capiliel Irumsoriee

P,

_apitzl lmveszant
Projert

Sarus

Faid
T

€100

£2.0U

fvaiting MTA ey
Bayment

£0.00 o
i t o
n.cu pen QL

The system then displays the project dashboard which contains all project details,
associated claims, payruns, documents & project spends.
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Projects Search / Project Details / Claims

- close details panel

Project Details Claims Payruns Documents Multi Annual Project Spend

Project Type X Bxport Grid

Capital Investment Project

CL/19;/000 a Refer
Code CL1s/0001 N:L:T:Serg rence Creation Date Submitted By Verified By Status Approved By Total Actions
Name withdrawsl
Reference P Submitted By Verified By -- Select - A Approved B
Spansoring Agency

Clare County Coundil

Project Band Testhand En 28/07/2021 15:52 seed@seed.com For Finance Officer 72477 o
Project Phases NA verification
93 28/07/2021 15:52 seed@seed seed@se n Baid nconnally@openskydatacom £618:51 O
Project Status Spen o3 29/07/2021 15:52 seed@seed.com seed@seed.com aid meconnally@openskydatacom £E185 2
Indicative Overall Total Cost of 92 29/07/2021 13::52 seed@seed.com For Finance Officer €611.02 o
Project verification
£6,665.45 . I . _
91 29/07/2021 15:52 seed@sesd.com For Finance Officer £605.2 J
Estimate Project Completion verification
Year e e - - -
2035 552 seed@seed.com For Finance Officer €70169 |
- verification
Start Year 2018 e . . _
& 15:52 seed@sesd.com seed@seed.com Paid seed@seed.com £640.28 J
Cost Centre  BusConnects Flest L o ) . _
88 5:52 seed@sesd.com For Finance Officer 2150 J
Location - verification
Walking Kilometres - 62 29/07/2021 15:52 seed@seed.com seed@seed.com Paid seed@seed.com £20093 >

VIEW CLAIMS

When opening the project dashboard, the claims tab will be opened by default. This
will show all claims within the project but can be filtered if required. The following

search fields are available for filtering:

e Claims Reference Number
o Category

e Creation Date

e Submitted by

o Verified by

e Status

e Approved by

e Total
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Qaims Reference

X Creation Date Submitted By Verified By Status Approved By Total Actions
Number
: v
N 29/07/2021 15:52 seed@reed.com For Finance Officer €72477
erificatiof
Project Status oomn seed@seed.com seed@seed.com Paid meonnoiy@opensiydatacom €61851
Indicative Overall Total Cost of seedBreedcom €611.02
Project
€6 66523 8 39/07/2021 15:52 5
Eal 29/07/2021 15:52 seea@seed.com €605,
Estimate Project Completion
b x 9, 55 cecGreedom €70159 ~
Start Year Ny - - » s 464028
20 seeg@seed.com seecFseed.com d seec@seea.com 6028
Cost Centre  SutCornects Fieet s = = o =
S 29, seedGreed.com For Finance Officer Q1501
Location 3 verification
Walking Kilometres = 62 29/07/2021 15:52 seeaSseedcom seea@seed.com g seeg@seea.com €095

VIEW PAYRUNS & ASSOCIATED CLAIMS

To view any payruns associated with the project, select the Payruns tab at the top of
the page. By default, this will show all payruns associated with the project but can be
filtered with the following search fields:

e Payrun Number
e Paid Date

e Claim Reference Number

e Total Paid

Code

Payiun Burnbe: Paid Date Claiin Re'erae Number Tutal Paid At
Nams
Sporsorng Agency -
Froject Bans

% 000 —
Praject Phases % ] €50.00 =
Project Matus: o ) 1,500 =
tnfieats 2 15, 186 95,000, =
Penject

oo -
Estimate Project Completion

ear

Start Vear

Costertre

Lacation

Walking Kilometres

DOCUMENTS TAB
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To view any Documents associated with the project, select the Documents tab at the
top of the page. By default, this will show all documents associated with the project
but can be filtered with the following search fields:

¢ DocumentID
e Document Deliverable

e Document Status

e Actions
S FAG Docmenm o
€ Bwprune

<<<<<<<

Last Centre.

REVIEW MULTI ANNUAL PROJECT SPEND

The multi annual project spend tab, offers users the ability to view project allocations,
year end spend and balance on a per year basis.

To view the multi annual project spend for a project, select the last tab at the top of
the page. This will give an overview of Allocations at year end, year-end spend and
the remaining balance. This will be split by year.

40




% close details panel

Froject Derails Py | g | p-— W

Project Type

Capital Investment Project

Code CL15/0001 Year Allocations & at Year End
Mame withgrawal 2me #522 04088
Spensoring Agency 2020 £5.363,647.00
(i Caunty Counsil - S
Project Band TensBang a3 €000

Project Phases NIA Total

Project Status Goen

Indicative Owerall Total Cost of .

Praject

€6.665.48

Estimate Project Completion

Year

Stant Vear W

Cost Centre  BanConnects Fleet
Location

Walking Kilometres

7. PAYRUNS

Year End Spend
00

£3,12922
€3,74783

©00

€6,877.05

& Beport Grid

#1245, 55817

.00

Payruns are available via the Payrun tab on the left navigation pane or within a specific project
via the tab on the project dashboard. Payruns group all claims approved for payment in a biweekly

period.
<«
.Ja';nr\lns
&3 ML Documents
i= Worklist Payruns
O Projects Sayrun Number Project Code Froject hname Claim Reference Number

-

Sand - e >
& Administialion Oale Paid - From Dale Peid - Tu

e oo
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prejocts & dess cws s pane

P«I iii

Payrun Mumber Paid Date Gaim Aeterence Number

Spurnuring Ageny O B
Projmct Band Bana |

Project Phases  Dhszs O intisied

Project Stats

Iedicative Overab Total Cost ot
Profect

Edtimate >roject Campletion
Yewr

Stact Vear
Cost Centre
Leaation

Wakng Sometres

Crdieg Kiomenes

PAYRUNS SEARCH

The following search fields are available to search payruns:

e Payrun Number

e Project Code

e Project Name

e Claim Reference Number
e Date Paid — From

e Date Paid —To

Once the desired search criteria are set the user has 2 options:

e Reset — Clear all search fields.

e Search — Display Results.

If all search fields are blank and the user performs a search the results will display all

data available to the user.

Payruns
Pavrun Mumber Sroject Code Prajzct Mama
Cab Ficam P; T

Claim Referones Mumber

e Ja
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VIEW CLAIMS IN PAYRUN

Once a successful search is performed the user can click on the View Claims button
under the actions section of the claim.

Payruns
Pagrins Mmbser Project Crds Project Mama Claim Reterece Mumkbser
Nte Pri- - Fromn Mt Paic - Tn

o=
Rrsulis
Puyrun Nusrber Peid Cate Clam Refersnce Kurnber Total Paic Artives

02082021 39 40041, 42,13, 44 A5, 45 €197 =

Lefi=triei L23450 231162 =

Clicking on this will present the user with a pop-up to view all claims contained within
the payrun.

Payrun Claims

4 k
Clai
RT:‘S e Project - Ciealion % s Approval -
eference Project Code rogramma | o pprovad By B Total
MNumber
349 1AISCA19/0007  Jewelery B85 U0/ 2047 seecideseadcom  U2pUES202T £257,
& WALKING &  20:22 20:22
Docks  CYCLING
PROGRAMME
40 TAISC/19/0007 Jewelery B85 02/06/2021 seed@uezadioom 02/C6/2021 €149,
& WALKING & 20:22 20:22
Bocks CYCLING
PROGRANMF
A1 TAISC/19/000° Jewelery B85S 02/06/2021 ceed@sesd.ccm 02/CE/2021 €647,
& WATKING & 2 027
Docks  CYCLING
PROGRAMME
4z TAISC/19/0007 Jewelery B8.S 02/06/2021 seed@sezdcom 02/06/2021 €803,
& WALKING & 20:22 20:22
Bocks  CYCLING ¥

L3

8. FILL THE FORM — GRANT APPLICATION FORM

As an External User with relevant permissions, to create a ‘Grant Application Form’
go to ‘PAG Documents’ and click on ‘Fill the Form’ button on the top right corner of
the page.
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& il the =orm

PAG Docamerts
PAS Docunents
= Worldict o
Boeuments -
et
DOCUPREDT ID) Penfact Coce o

-+ Select -- .

Project Rand Poject Phage

Click on the ‘Fill the Form’ button. The system shows an Online Form Selection pop-

up with ‘Please choose the form you would like to fill' and following options on the
drop-down below:

e Grant Application Form — pre-selected

o Click on the ‘Fill the Form’ button.

Online Form Selection

Please choose the form you would like to fill:

Grant Application Form v

The NTA ‘Grant Application Form’ should be used for all
Capital Funding Applications for new projects funded by

NTA's Capital Programme for the first time.
——

If the user wants to cancel the Grant Application Form, click on the ‘Cancel’ Button.
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Online Form Selection
Please choose the form you would like to fill:

Grant Application Form v

The NTA 'Grant Application Form' should be used for all
Capital Funding Applications for new projects funded by
NTA's Capital Programme for the first time.

[# Fill the Form

After clicking on the ‘Fill the Form’ button system shows a Grant Application Form
with 7 sections.

SECTION 1 - PROJECT DESCRIPTION AND FULL DESCRIPTION OF
WORKS PROPOSED

User can enter Project description and full description of the works proposed in the
following fields:

Project Name — Mandatory free text field, restricted to 100 characters
Project Type — mandatory drop-down with following values listed:

o Capital Investment Project

o ICT Project

Agency Project or Programme Manager — Mandatory drop-down with agency
users with ‘Project or Programme manager’ role

Agency Director or Equivalent- Mandatory drop-down with agency users with
‘Director or Equivalent’ role

Programme
Sub-Programme
Classification

Description - Restricted to 5000 characters

45




L T ]

Field to upload file - (User can be able to upload multiple files in *.msg, *.xls,
* xIsx, *.pdf, *.doc, *.docx, *.txt, *.jpg, *.png, *.dwg and *.bmp formats and able
to upload single attachment with maximum size of 40 MB)

PAG Documents / Project Grant Application Form

Project Grant Application Form

1 202020202020,

Afull and detailed description of the proposed project/ scheme is required. The description should incluge the purpose, justification for and impact of the project.
Please note that this section shou'd specifically refer to the issue proposed to be solved, the cbjectives of the scheme, and the fype of options to be considersd.
Where relevant, 2l applications must be accompanied with an appropriate supporting documentation requested by NTA.

Project Name Project Tyoe* Agency Project or Programme Manager* Agency Director or Equivalent*
- Select -- ~ - Select -- ~ - Select -- v
Programme” Sub-Programme ™ Classification *
- Select - v - Select - v - Select - v

Description *

Please upload supporting documentation where relevant for this section
1

Drag & Drop file here or Browse

Loowmaierom- T T

SECTION 2 — DESCRIPTION OF PROJECT BENEFITS

User can enter description of project benefits in the following fields:

Description - Restricted to 5000 characters

Field to upload file - (User can be able to upload multiple files in *.msg, *.xls,
* xIsx, *.pdf, *.doc, *.docx, *.txt, *.jpg, *.png, *.dwg and *.bmp formats and able
to upload single attachment with maximum size of 40 MB)

PAG Documents / Project Grant Application Ferm

Project Grant Application Form

O3 2020202020

An indicative list of project benefits shouid be provided including, but not limited to, local and strategic benefits.
All relevant information available at the time of application for funding should be provided with this application, including supporting documentation for any/all of the benefits listed,

Description

Please upload supporting documentation where relevant for this section

1

—
Drag & Drop file here or Browse

& oowiadte Fom - | et | 5o 5200 | it or T reien | st o g
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SECTION 3 — CONSISTENCY WITH PLANS
User can enter Consistency with plans in the following fields:

o Location
o Walking Kilometres
o Cycling Kilometres
e Description - Restricted to 5000 characters

e Field to upload file - (User can be able to upload multiple files in *.msg, *.xIs,
* xIsx, *.pdf, *.doc, *.docx, *.txt, *.jpg, *.png, *.dwg and *.bmp formats and able
to upload single attachment with maximum size of 40 MB)

[Note: Location, Walking Kilometres, Cycling Kilometres fields are available when
Project Type selected as Capital Investment Project in Section-1]

<«
PAG Documents / Project Grant Application Form

Project Grant Application Form

0203 : 20,0,0:0.

Please identify the NTA Strategic Priority from the most recent NTA's Statement of Strategy to which the project aligns and provide & namative on how it aligns. Reference to a Development Plan, Local Area Plan and or relevant
Transport / Traffic Plan(s) of which the Project forms a part (if any) should be identified, where relevant.
If the project does not form part of any of the above plans this should be clearly noted, Details of how the Proposed project is consistent with relevant statutory plans should be provided (f relevant].

0 oroject
€ r

Please also identify the location of the project i, which area/region of a Gounty in the State the project is located and if applicable the amount of walking and cydling kilometres the project will produce.

Location Walking Kilometres Cycling Kilometres

Description *

L

Drag & Drop file here or Browse

rE— T T T T

SECTION 4 — FINANCIAL INFORMATION

User can enter financial information in the following fields:

» Single year project
¢ Indicative Overall Total Cost of Project/Programme

e Comments
¢ [s this project part of a previous NTA funded project/programme?
o Yes

= NTA Contribution Date
= Comments

o No
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Is this project part of a previous NTA funded project/programme?

o Yes

» Co-funding/self-funding to date
= Comments

o No
Funding Sought from NTA (current calendar year only)
Co-funding/self-funding (current calendar year only)

Section Summary

[Note: If ‘Total Estimate' for ‘Total Indicative Project/Program Cost'is not equal to
‘Total Indicative Project/Program Cost', the error message will appear under the
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Project Grant Application Form
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The applicatior shoulg clzarly identify key indicative cost Information.
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Multi-annual project

Indicative Overall Total Cost of Project/Programme

Comments

Is this project part of a previous NTA funded project/programme?
o Yes

= NTA Contribution Date
= Comments

o No
Is this project part of a previous NTA funded project/programme?
o Yes

» Co-funding/self-funding to date
= Comments

o No
Funding Sought from NTA (current calendar year only)
Co-funding/self-funding (current calendar year only)
Add funding for another year

o Year

o Funding Sought from NTA for selected year

o Co-funding/self-funding for selected year

Section Summary
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SECTION 5 — CURRENT YEAR PROJECT/PROGRAMME PHASE

User can enter Current year Programme/project Phase in the following fields:

e Project Band (based on Indicative Overall Total Cost of Project/Programme)
e Select current phase(s) of the project from dropdown list

o For Capital Investment Projects (or matching the values in Manage
PAG Settings):

= Phase 1: Scope and Purpose

» Phase 2: Concept Development & Option Selection
» Phase 3: Preliminary Design

» Phase 4. Statutory Process

» Phase 5: Detailed Design & Procurement

» Phase 6: Construction & Implementation

» Phase 7: Close-out & Review

= N/A

o For ICT Projects (or matching the values in Manage PAG Settings):

= Phase 0: Concept
= Phase 1: Initiation
* Phase 2: Planning
*» Phase 3: Procure
* Phase 4: Analysis & Design
* Phase 5: Build & Test
» Phase 6: Deploy/Rollout
= Phase 7: Hand over & BAU
= Phase 8: Post Project Benefits Review
= N/A
e Description — Restricted to 5000 characters

e Field to upload file - (User can be able to upload multiple files in *.msg, *.xIs,
* xIsx, *.pdf, *.doc, *.docx, *.txt, *.jpg, *.png, *.dwg and *.bmp formats and able
to upload single attachment with maximum size of 40MB)

[Note: Project Band and Project Phase are available when Project Type selected as
Capital Investment Project/ICT Project in Section-1]
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<«

Projects Search / Project Details / Documents / Project Grant Application Form

Project Grant Application Form

€ o,
Section 5 - Current Year Project / Programme Phase
Project Band (based on Indicative Overall Total Cost of
Project/Programme) * Select current phase(s) of the project from dropdown list*
v

i

oz o~ | e | e st | s o i v | i o et

SECTION 6 — STATUTORY APPROVALS STATUS

User can enter Statutory Approval Status in the following fields:

e Description — Restricted to 5000 characters

e Field to upload file- (User can be able to upload multiple files in *.msg, *.xIs,
* xIsx, *.pdf, *.doc, *.docx, *.txt, *.jpg, *.png, *.dwg and *.bmp formats and able
to upload single attachment with maximum size of 40MB)

<«

Projects Search / Project Details / Documents / Project Grant Application Form

Project Grant Application Form

0202020202 - 20

The applicant must clearly state which Statutory Approvals, i any, are required for the progress of the project. If no Statutory Approvals are required this must be stated.
If any of the Statutory Approvals have been granted prier to this application being submitted, this must be indicated in the application and evidance of the approvalls] must be supplied along with the application.
If statutory approval does nat apply please input “Not applicable” in the Description field.

Description*

L

Drag & Drop file here or Browse

oo e Fom- | WG | 5025300 | it or A i | st o P o

SECTION 7 — CONTACT PERSONS

User can enter Contact person’s details in the following fields:

e Contact Type
e Name
e Job Title

e Contact Number
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e Email Address

e Add Another Contact Person

«

Projects Search / Project Details / Documents / Project Grant Application Form
& a6 Documents

IS Worklist Project Grant Application Form

OO
'

#1 Contact Person details

Contact Type* Name* Job Title * Contact Number

- Select - v

Email Address ™

<+ Add Anather Contact Person
& oo e - T T

FORM NAVIGATION

Cancelling the Grant Application Form filling:

User can click on ‘Cancel' button at the bottom of the page.

Scstio impect of the andiect.

propcaed proiec’ sachere is reanived The dea o
7 4 the type of mptions da be consicered.

raky refac 47 the issue propased & be soved,
wst Se szmmpaniec With an aproprate supporing docu

2 )y
y 4

e T T I R [ [

Navigate between the Sections in Grant Application Form:

User can click on the ‘Next’ button to go to next Section.
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VG Documents | Prolest Geant /ipo iestien Feer
& RAG Dux e

Project Grant Application Form

Sechion 1 - Progect Descnption and Full Descnption of Works Proposed

ANII 3 CEIIEO SCIPHar M Dropesad PRI/ SENEME 15 AQUISE. The CRZCNpIICr 27004 IClUdE Ihe PUTposs, 93
16328 NOBC That 13 S3CTIDn S70LHT SPICCDINY FRIr 10 1€ 150K BIOPO3Ed 10 G $24Td, TC ORECUICSH O he STnoms, o
Where reevart, all eppiications sust be azomasrizd nith on aspecpriste supponing decumentation recuested by NA

70r 300 IMPOC e PO
DHPS Of 02LONS IO DX CONS OCCe.

Froect Neme* Freiact Tige* Agercy Froect or Prcgremms Wamsqer® Acency Direcor or [quivaiert®

Sease upiced suppo-ting decumeristion whers elevart for $his section

& Comrdosd the Fon - m V Submit for NTA Freview | v Subrmt for Finat Aooroved

User can click on the ‘Back’ button to go to previous Section.

m R o

Froject Grant Application form

section 1 - Project Description and Full Description of Works Proposed

A b zng deiaded GISnpton OF I02 proposed pegunct! STheme S neduined |he SESCrption SN00d reluce §RC purnoss, ushatian ho” and ipacs € the pagiedt.
Aease mne te

5 seciion should specifaly refer o the Issue poacsed o be sohved. the obrectives of the sdreme. and the tvoe of aotions b be cors dered.
8, 21 appcatis maish W NTIITEACIe with A Appronrate S pweting o cendstion e isste hy BTA.

Profec Mame® Projct Trpa® Agency Project o Frogramma Manager® Agancy Direcor e Equivaant

- Selent - sET w

Pliease upoad sucpuriing ducnes Lalic it o Lirs seec Ui

8

=
Crag B Drop §¢ hers or Browee

S [ [T (v— — E

[Note: Back button will be inactive when the user is in the first section, Next button
will be inactive in the last section]

User can save the document in draft by clicking on ‘Save as Draft’ button.
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«

PAG Doouments / Project Crart ASSheaton ro
Q PAC Documerts

projact Grant Application Form

D s
<

saction 1 - Project Description and Full Description of Works Prapased

A 11300 4eta1eG Se:criotion Cf 1he Proposed Proiect SCame ' Tequired. THa ERCTZE N SFoud INShoq Tha Jurposs, JUSTTcaEan Sor 303 IMPact of tha praject
Fiaase note 1k 171 £&CTON SMOU 0 SSECIICa Ty réfer 10 the (13u@ POJ0TEC 10 B soivel the fBC of tha scPéme, 303 Pé type 0° Cotions 10 Le Consicered

Wrern relavart 81 aopy cation: must be scecapanied with an approoriste susccrtng Gotumen equested oy NTA,
Prciet Name® Proect Trpe* Agen nles
~ - v
v - v
Piease uitosd susucrlrg douwsmenlato whese ieevent fur L3 sl

[RESRNNY L. Duwriicend e Foo - m o Suwil for NTAPreview | 7 Subaril for P Acproval

After clicking on the Save as Draft button, new Project is created, and document is
saved in ‘Draft’ status. Documents in Draft status are not visible to NTA.

<«
Projects Search / Project Details /

&S PAG Documents

= Workiist « Close details panel

€ payruns Project Type 2 Fill the Form & Boport Grid

Capital Investment Project
Code DRAFT/DB/23/0013 Document ID Document Deliverable Document Status Actions
Name Draft Project Document ID - Seect-- v Selete v

Sponsoring Agency Dublin 3us 0D Grant Appiication Form Dratt X v

Project Band -
1 E

Project Phases . -
Project Status Draft

Indicative Overall Total Cost of

Project

€000

Estimate Project Completion

Year

Start Year 2023

Cost Centre

Location
Walking Kilometres

Cycling Kilometres

Summary

User can save the document for NTA Preview by clicking on ‘Submit for NTA
Preview’ button.
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«

Project Grant Application Form

™ i

' 5636,0,0,0,0)

“ v v
v - v
pramsa ipion o trés sacr
:‘ %.@,
Drag & Dea fie bese or Bromse o
g
b

—==20,
B 5 s ve i [RRRE e v o | .ot s | o Sttt e |

After clicking on the Submit for NTA Preview button, new Project is created, and
document is saved in ‘NTA Preview’ status. Documents in NTA Preview status are

visible to NTA.

<«

Projects Search / Project Detalls / Documents

& close details panel

Project Details Claims || Payruns Multl Annual Project Spend
Project Type €T Project [ Fill the Form & Export Grid

Code DRAFT/DE/22/0014

Document t 1D Document Deliverable Document Status. Actions
Name NTA
Document ID -- Select - v v
Spansoring Agency
Project Band 1194 Grant Appiication Form NTA Preview X v

Project Phases
- |-

Project Status Draft
Indicative Overall Total Cost of
Project

£0.00

Estimate Project Completion
Year

Start Year 2023
Cost Centre

Location

Walking Kilometres

Cycling Kilomatres

User can submit the form as final for Agency and NTA Approval by clicking on
‘Submit for Final Approval’ button.

[Note: Must fill all mandatory fields before submitting the form]
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Project Grant Apglication Form
£ preas AV AT AW A WAl
[ 2626,0,0:0.0)

Sectinn 1 - Project Nescription and Full Description of Woorks Proposed

EPUOprtE LuOpOr

Frajec: Norve® Projact Tive® Agercy Proiect or Proaramme Merager® Agercy Divesior cr ouirsient®
v v -
v v 5 v
® S TUEROMING SECUMENITOr WRH'E TRHAVA"S f0r TS S
&Drig fle tere o

After clicking on the Submit for Final Approval button, new Project is created, and
document is saved in ‘For SA Approval’ status.

9 stivejack26@gmail.com

Project or Programme hManager

Projects Search / Project Details / Cocuments

4 closs details pane|

Caims || Payruns Multi Annual Project Spend

Project Details

Project Type CT Project @ Fill the Form & Boport Grid
Code RA| /0014
Document ID Document Deliverable Document Status Actions
Name
Document ID - Select - v | - Select - v
Sponse
Projec 1134 Grant Appiication Form For SA Approval x
Project Phases Phase - Intiated
i 1 [RE

Project Status Draft

Indicative Overall Total Cast of
Project
£20000

Estimate Project Completion

Start Year 2023
Cast Centre

Location

Walking Kilometres

Cycling Kilometres

Summary

Note: ‘Submit for Final Approval’ button is only visible if the designated ‘Project or
Programme Manager’ or ‘Director or Equivalent’ chooses themselves as the
designated Project or Programme Manager/Director or Equivalent. If the user
chooses another Project or Programme Manager/Director or Equivalent, they will no
longer have access to the ‘Submit for Final Approval’ button.

Similarly, if the user clicks on the ‘Submit for NTA Preview’ button while choosing
another Project or Programme Manager/Director or Equivalent as designated, they
will no longer have access to it.

If access is required or the designated Project or Programme Manager/Director or
Equivalent need to be reassigned, the user can contact Agency Administrator to get
the access.
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Project Grant Application Form

0-0-0-0-60:6-0

A full and detailed description of the proposed project/ schame is required. The description should include the purpose, justification for and impact of the project.
Piease note that this section should specifically refer o the issue proposed 1 be sofved, the objectives of the scheme, and the type of options tc be considered.

‘Whene relevart, ail st be withan supporting reguested by NTA.
Project Mame * Project Type* Agency Project or Programme Manager® Agency Director or Equivaient®

Mew Project Capital Investment Broject L stvelaceZE@grnal.com - michaliadczakl E8@gmall.com ~
Programme* Sub-Programme * Clasgification ™

£58.2 HEAVY RAIL SAFETY & DEVELOPMENT - Heavy Ra - rish Ra: v
Description™

A full and detalied description of the proposed project/ scheme is required. The description should inciude the purpose, justification for and impact of the project.
Pigase nole that this section should specifically refer to the issue proposed to be soived, the obiectives of the scheme. and the type of options to be considened.

Whaere , 3 appiic must be sccompanied with approprate supporting documentation requested by NTA

Please upload supporting documentation whene relevant for this section

A

Drag & Drop flie here or Browse

Project Access Denied

‘You are not the designated Director or Equivalent/Project
or Programme Manager for this project. So you no longer
will be given access. Contact your Agency Administrator to
get the access.

User can download the form by clicking on ‘Download the Form’ button.

[Note: user can download the form in *.docx or *.pdf format]
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Preject Grant Application Form

= L2020,0,6,0,0

Section | - Project Desoription and Full Description of Works Proposed

ATl ngd Cetaved SeRiriTton Of 198 propoied prosect/ SO 1S FRQU RS, BE OITED 0T ERouid rolucd 108 purnode, [LEThGnon Tor and impact 27108 Iraedt.
MEsd note that T3 30CTN SROJIT SOCTH@EY KA 90 132 5500 Sroposed 1o B SCDAL tre clioctives of the schemie. and the ok of ootiens 10 be consicencd.
Whre riesm, mlapoabnn sast o aerrenganiad wis an agempinte sapoeet ag don rer et s isted by WTA.

Projct niama * agancy Poject or ProgaTime Manage-* Agency Direcior cr Equlalant *
-~ sesd - sEer -
Programme* Sub-Frogramane Clags ficatior *
- Seledt — “ - eledt - - —Sewdt - o
Dy igrlir =
Pieasc LpICEd SuPPOrt g JOTUMENtIbon WICs rekewant For this Xeben
2g % Cvop e here or B

= sucmd for MIA Preves |+ subm for ns Approval m

. FILL THE FORM — PROJECT FUNDING CONTINUANCE

FORM

As an External User with relevant permissions, to create a ‘Project Funding
Continuance Form’ go to the Projects section and search for the chosen project and
navigate to Documents tab.

Click on the ‘Fill the Form’ button. The system shows an Online Form Selection pop-
up with ‘Please choose the form you would like to fill' and following options on the
drop-down below:

e Allocation Adjustment Form
e Grant Application Form

e Project Funding Continuance Form

Select ‘Project Funding Continuance Form’ from Online Form Selection drop-down
and click on Fill the Form button.
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Online Form Selection

Please choose the form you would like to fill:

-- Select --

-- Select --

Allocation Adjustment Form

Grant Application Form

Project Funding Continuance Form

Online Form Selection

Pleaase choose the form you would like to fill:

Project Funding Continuance Form e I

The NTA 'Project Funding Continuance Form’ should be
used for all existing projects seeking a new allocation for

the current calendar year. \

User can cancel the Project Funding Continuance Form by clicking on the ‘Cancel’
Button’.

Online Form Selection

Pleaze choose the form you would like to fill:

Project Funding Continuance Form hd

The NTA 'Project Funding Continuance Form' should be
used for all existing projects seeking a new allocation for
the current calendar year.

=

After clicking on the ‘Fill the Form’ button system shows a ‘Project Funding
Continuance Form’ with 3 sections.
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«

Projects Search / Project Details / Documents / Project Funding Continuance Form
&a PAG Documents

= Worklist Project Funding Continuance Form

000
€ Payruns
Section 1 - Current Costs

Cumulative grant funding paid to date (€ Funding requested for current year (€ Self-funded amount (information only) (€
EUR) EUR)* EUR)
€ 000 € XXX € XXX
& Download the Form ~ + Save as a Draft + Submit for NTA Preview & Submit for Final Approval
> Next

SECTION 1 — CURRENT COSTS

User can enter the Current costs fields which are mentioned below

e Cumulative grant funding paid to date — read only information with sum of all
paid Claims on this project to date.

e Funding requested for current year- Field is restricted to 16 Characters and
does not approve ‘0’ amount.

¢ Self-funded amount- - Field is restricted to 16 Characters and approve ‘0’
amount.

[Note: Funding requested for current year field is blocked if in current year the
allocation on related project was already updated and is not set to O]

«

Projects Search / Project Details / Documents / Project Funding Continuance Form
&a PAG Documents

= Worklist Project Funding Continuance Form

000
€ Payruns
Section 1 - Current Costs

Cumulative grant funding paid to date (€ Funding requested for current year (€ Self-funded amount (information only) (€
EUR) EUR)* EUR)
€ 0.00 € XXX € XXX

X Download the Form ~ + Save as a Draft + Submit for NTA Preview +” Submit for Final Approval

SECTION 2 — CURRENT STATUS OF PROJECT

User can enter the Current Status of Project fields which are mentioned below

e Description — Field is restricted to 5000 characters
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<«

Projects Search / Project Details / Documents / Project Funding Continuance Form
& PAG Documents

i Worklist Project Funding Continuance Form

500
€ Payruns
Section 2 - Current Status of Project

Provide description of milestones reached to date.

Description®

£

& Download the Form ~ + Save as a Draft + Submit for NTA Preview + Submit for Final Approval

SECTION 3 - DESCRIPTION OF WORKS TO BE UNDERTAKEN WITH
REQUESTED FUNDING

User can enter the Current Status of Project fields which are mentioned below

e Select Current Phase(s) — multi-selectable drop-down with phases relevant to
this project

e Description — Field is restricted to 5000 characters

e Field to upload file- (User can be able to upload multiple files in *.msg, *.xls,
* xIsx, *.pdf, *.doc, *.docx, *.txt, *.jpg, *.png, *.dwg and *.bmp formats and able
to upload single attachment with maximum size of 40 MB)

w

Projects Search / Project Details / Documents / Project Funding Continuance Form

Project Funding Continuance Form

000
€ Payruns
Section 3 - Description of works to be undertaken with requested funding

Select Current Phasefs) *

Description®

Please upload supporting documentation where relevant for this section

"

(L)
Drag & Drop file here or Browse

& Download the Form = m + Save as a Draft + Submit for NTA Preview + Submit for Final Approval
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10. FILL THE FORM — ALLOCATION ADJUSTMENT FORM

As an External User with relevant permissions, to create a ‘Project Funding
Continuance Form’ go to the Projects section and search for the chosen project and
navigate to Documents tab.

Click on the ‘Fill the Form’ button. The system shows an Online Form Selection pop-
up ‘Please choose the form you would like to fill" with following options on the drop-
down below:

e Allocation Adjustment Form
e Grant Application Form
e Project Funding Continuance Form

Online Form Selection

Please choose the form you would like to fill:

Allocation Adjustment Form v

Allocation Adjustment Form is used solely to seek approval
for an allocation adjustment in the current year and not an
estimated change in the total/ multi-annual cost of the
project. The Sponsoring Agency should engage with their
associated NTA Programme Manager or MTA Senior
Programme Manager on any allocation adjustment
requirementis before submitting the form for final approval.

Select ‘Allocation Adjustment Form’ from Online Form Selection drop-down and
click on Fill the Form button, after clicking on the ‘Fill the Form’ button system shows
an Allocation Adjustment Form.

The system will show a screen with following fields:

e Existing Allocation — It is non editable value with Current Year Allocation
saved on the project while filling the form

e Adjustment Value — Restricted to 16 characters

e New Allocation (€ EUR) — field will calculate the value based on the Existing
Allocation + Adjustment Value.

e Reason — Restricted to 2000 characters
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«

Projects Search / Project Details / Documents / Allocation Adjustment Form
&2 PAG Documents

IS Workist Allocation Adjustment Form
Existing Allocation (€ EUR) Adjustment Value (€ EUR)* New Allocation (€ EUR)
3 s €0.00 € XXX €0.00
Reason*

Fa

& Download the Form ~ + Submit for NTA Preview [ v Submit for Final Approval

13. FORMS MANAGEMENT

As an external user with relevant permissions, user would like to review, edit, cancel,
and approve all documents related with a chosen project.

DOCUMENTS TAB

As an External user with relevant permissions navigate to the projects section on the

left navigation pane, search for a project and click to view the desired project via the
action’s menu.

Frgjects

Slelin

Resdts
m o0 Program o siatws | Ad
Progect Coge roject Mame: Prograneme Sup-Programme et i At Satws  Actions
9001 =
001 L e
reiess ang
sest o8
d
2220 # € ct 0w i) nied 0

In the dashboard user can choose the ‘Documents tab’.
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Fatimnbe Projact Cnrepletion
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Shaet Yoar

Last Centre.

This will then open the project dashboard which will display all related documents by
default, as well as allowing the user to select the Fill the Form and Export grid
buttons and document grid.

«
e Project De
¢ cose detais pane
Soan
p— "\?".4
Al — .
Iy < resspe
Code Document 1O Cotumant Dednerabls Docurnant Sestue Actiore
Meme Do ioad LR Docur-ent 1D - Selact v - Selel - oo
$ponsoring Agency  Swom vz 199 Proect Furging arce B 84 Approns X
P A Band
ot Grant Agoricaton form P o

Praject Phases

P = M

dicative Ovarall Total Cost of
Praject
€000

Eimate Project Complation
Vout

Start Yoar

After clicking the ‘Export Grid’ button user can export all returned records to excel
spreadsheet and download.

After clicking the ‘Fill the Form’ button a pop-up will be displayed to the user, allowing
the user to select and fill any of the following form from the dropdown:

e Grant Applicatin Form
e Project Funding ContinuanceForm

e Allocation Adjustment Form
Online Form Selection

Please choose the form you would like to fill:

-- Select -- W

Jlocation Adjustment Form

1Y
-
L

rant Application Form
Project Funding Continuance Form
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User can view the following searchable columns in the Document grid:

Document ID
Project Phase
Document Deliverable
Document Status
o Approved
o Cancelled
o Draft
o Not Approved by NTA
o NTA Preview
o For NTA Approval
o For SA Approval
o Approval in Progress
Action Icons
o Cancel

o Approve

When a user clicks on a record in the grid, the record's details are expanded. Once
expanded, the user can see the following details.

Submitted by

Submission Date

Related files(s)

Number of Comments not Resolved
Approval Details

Edit Action Icon — User can able to edit the document which is in ‘Draft or
NTA Preview’ status.

History Action Icon
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Claims Payruns Multi Annual Project Spend

[ Fill the Form & Export Grid
Document ID Document Deliverable Document Status Actions
Document ID -- Select -- Select A
1199 Prgject Funding Continuance Form For SA Approval ® W
1197 Grant Application Form NTA Preview x
= D

Submitted By
Submission Date

Related File(s)
[} CRAFT-DB-23-0016 - Download the form 6/1/23-Grant
Application Form.pdf

of C not Resolved
0

Approval Details

DOCUMENT EDIT

Document Edit will be available for the Sponsoring Agency Administrator, Project
or Programme Manager and Director or Equivalent to edit. Only records in the

following statuses will be available for editing:

e Draft
e NTA Preview

To do this the user performs a search and expands the details of the document they
wish to edit. Once expanded the user can select the ‘Edit’ icon on the right side of the

details window.

Claims Payruns Documents Julti Annual Project Spend
Document D Document Deliverable
Decument ID - Sefect -
1198 Proect Funding Continuance Farm
1197 Grant Application Form
Submitted Dy
Submission Date
Related File(s)
[ DR d the fi ra
Applic
Number of Comments not Resclved
0
Approval Details

& Frporl Geind
Document Staius Actions
Sefect -- w~
Fer SA Approval x
MTA Preview x v
< 9

After clicking on the Edit Action Icon, the screen will show the form fields,Uploaded
documents grid (if any files have already been uploaded) and Section comments.

69




stvejac6@gmail com

Hroject or Programme Manager

«
=rojects Search / Project Jateds ) Documents / ~rogact Grant Appication ' prm

Project Grant Application Form

ATl and dvlailud Sencription of the proposd srojwel) schwme is recuine, Thy dscription sheuld inckede Uw purpos, iustification Tor sed snipect of the crojet.
Plgasa note that this section should speifically -efer 1o the sue provosed Lo be sulved, the obyectives of the scheme and the tye of options to be comidesd
Where rélavant all applications must be accompsnied with 3n appropriste supporting documentation raguested by NIA

Sroject Name Brogect Type ™ Agency Project cr Programme Manzger®

Test Project Capitz| Investment Project v suvsfack2egdgmail.cor v

r1ogram

lgase upload supperting documensation where relevant for tis secton

A

Drag & Drop file hete or 2rowse

File 1D Hie Name Uploaded gy Upload Uate Actions
364 amminjusSgmail com 06,01/ F s |
265 testpat.pot ammirajuo&gmallcam 08/ F

oot~ [ + sove . | 5 i vt | st o s | 3 et

Section Comments

Comment

[3 save Comment for this Section

© 2022 - PRS - 1.1.04

UPLOADED DOCUMENTS GRID

User can see a list with already uploaded documents on the grid with following fields:

e FilelD
e File Name
e Uploaded By
e Upload Date
e Actions
o Download action icon - allows to download the attachment

o Remove action icon - allows to remove the attachment
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Fleaze upload supporting documentation where ralevan: for this section

1

Drag & Drop filz here or Srowse

File 1D Filz2 Name Uploaded By Upload Date Actions
3e4 test.docx 06/01/2022 16:51:28 A 0
E testpdf pdf 06/D1/2023 16:51:28 & @O

SECTION COMMENTS

User can provide comments with following field:
e Comment — Text field restricted to 5000 characters

e Save comment for this Section button

To add a comment to the section the user simply enters the comment in ‘Comment’
field and click on the ‘Save comment for this Section’ button.

Section Comments

Comment

[ save Comment for this Section

After clicking on the ‘Save comment for this Section’ button a new entry added to the
grid with following fields.

e Comment Number
e Comment

e Created By

e Created Date

e Actions

User can resolve the comment by clicking on the Resolve action icon.

71




Section Comments

Comment

G 5ave Comment for this Section

Comment Number Comment Created By Actions

2 Section Comment 1

1 Section Comment

After Clicking on Resolve action Icon, user will see a pop-up with ‘Resolution
Comment’ text field. Once enter the resolution comment and click on ‘Resolve’ button,
resolution comment added to the comment grid with following fields.

e Created Date
e Resolved By
e Resolution Date

e Resolution Comment

Resolve comment

Resolution Comment *

=
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Section Comments

Comment

Comment Number Comment Created By
Section Comment 1

1 Section Comment

s

3 save Comment for this Section

Actions

Created Date

06/01,/2023 1212

Resolved By

Resolution Date

06/01,/2023 1215

Resolution Comment
Recolved Section Comment

DOCUMENT APPROVAL

To approve the document, user clicks on Approve action icon. On clicking Approve
action icon, the pop-up will appear on the screen with a message based on the

document status and following two buttons:

¢ No — User can cancel the operation

e Yes — User can approve the document

Claims Payruns Documents Multi Annuzl Project Spend

' Fill the Form

Document ID Document Deliverable
ment |D -« Selact --
1204 Allocation Adjustment Form
1188 Allccation Adjustment Form
1196 Project Funding Continuance Form

Document Status

== Select ==

Draft
Far SA Approval

NTA Preview

£3 Export Gnid

Actlons

To approve the document, which is in ‘Draft’ status, user clicks on 'Yes' button in the
pop-up screen. On clicking ‘Yes’ button, the status will change to ‘NTA Preview’.
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Approve Document

Are you sure you wish to approve this document for NTA Preview?

Mote: If you click on “Yes™ button document will be submitted for NTA Preview. You won't be able to reverse
this operation.

Show the Terms & Conditions content

&

To approve the document, which is in ‘NTA Preview’ status, user clicks on 'Yes' button
in the pop-up screen. On clicking ‘Yes’ button, the status will change to ‘For SA
Approval’.

Approve Document

Are you sure you wish to approve this document for agency director or equivalent approval?

Mote: If you click on "Yes™ button document will be submitted for SA approval. You won't be able to reverse
this operation.

Show the Terms & Conditions content

e ] e

To approve the document, which is in ‘For SA Approval’ status, user must be in
designated ‘Director or Equivalent’ role. After clicking the Approve icon, a pop-up will
appear; on that pop-up, the user clicks the 'Provide your Signature' button and
provides signs. After signing, clicks the 'Yes' button in the pop-up window. The status
will change to 'For NTA Approval' after you click the 'Yes' button.

[Note: While approving the document do an extra validation to check if there are
unresolved comments on the document. If there are unresolved comments must
resolve those comments]
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Approve Document

This document requires your signature.

to NTA Terms & Conditions?

this operation.

Show the Terms & Conditions content

Provide your signature

Are you sure you wish to approve and sign this document for NTA approval and you confirm that you agree

Mote: If you click on “Yes™ button document will be submitted for NTA approval. You won't be able to reverse

e ]

DOCUMENT CANCELLATION

Any document in the form submission External user (Sponsoring Agency
Administrator, Project or Programme Manager, Director or Equivalent) with

relevant permissions can cancel the Document.

Claims Payruns Multi Annual Project Spend

Document ID Document Deliverable

Document ID -= Select -~
1200 Project Funding Continuance Form
1199 Project Funding Continuance Form
1197 Grant Application Form

3 Export Grid

Document Status Actions
-= Select -- v
\K
Draft "}t. X
For SA Approval x
NTA Preview x

To cancel a document the user simply selects the Cancel icon under the actions

section for the record.

On clicking Cancel action icon, the pop-up will appear on the screen with a message

and following two buttons:
e No — User can cancel the operation

e Yes — User can confirm the document cancellation
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Cancel Document

Are you sure you wish to cancel this document submission?

A Mote: If you click on Yes' button document will be cancelled. You won't be able to revert
this operation.

e

Once the "Yes" button is clicked, the document status will change based on the
previous status.

DOCUMENT HISTORY

All actions taken on a document are recorded in an audit history. To view this the user
needs to expand the details of the document by selecting the line item & clicking the
history icon under actions.

Document  Froject Project : Project . ” Documant 3
‘ 4 Projact Type 4 Project Phase Document Deliverable Actions
D Code Name Band Status
1097 BE/19/0072  Plarner apital mvastmant  tast Fhase & Construction & Iimplemantatior, Bhase  Project Funding NTA Preview X
Project 3. Prel minary Design Continuance Form
s
Submitted B
Y ®_D
Submission Date /
Felated File(s)
& BE-19-0012 - larner-Prgject Funding Continuance

Farm

MNumber of Comments not Resolved
a

Approval Details

Clicking the history icon will present the user with a pop-up covering all changes to the
document.
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Document History

L]

Change Type

-- Select --

Document Updated

Document Cancelled

Document Created

Change Date Created By Actions
Created By

23/11/2022 12:40:55 Q

08/11/2022 07:02:35 Q

07/11/2022 14:32:20 Q

Clicking on the ‘Magnifying Glass’ icon will present another pop-up detailing what
changes were made in greater detail.

History Details
Change Type
Document Updated

Created By

Details
BEFORE CHANGE

Status

MNTA Preview

Section 6 description

Project contact person

Change Date

15/12/2022 10:07:53

AFTER CHANGE

Status

For SA Approval

Section 6 description
test

Project contact person

Maggie: FinancialApprovals, 3567898764,
maggie567@demo.com, Admin, ;
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14. MANAGE EXTERNAL USERS ASSIGNMENT

MANAGE USERS

To manage users as Sponsoring Agency Administrator the user can navigate to the
administration section via the dashboard of the left navigation pane.

9_

Sponcoring Agency Administrator
<«

Admiristration [ Manags Users
& PAG Dotuments

= Worklist User Search

Prujecls Frat Name Last Namez Email Adldress

=
€
e

N

After the user clicks into the administration section, they are presented with a search
screen. The following criteria can be used for a full or partial search:

e First Name
e Last Name
e Email Address

Once the desired search criteria are set the user has 2 options:

e Reset — Clear all search fields.
e Search — Display Results.
e Export Grid — Exports all results to an excel file.

If all search fields are blank and the user performs a search the results will display all
data available to the user.

The grid will give an overview of all relevant details for the users with following
details:

e Email Address
e First Name

e Last Name

e Role

e Actions
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Administration ¢ Manage User

User Search

First Marre Last Hama Emal Adaress
Results & Export Gnd
Email Address First Narre Last Name Role Actions
P i o L a
Jacezak istrakz
abc G
E1=4 Project of Programme Manager o
Demo Sponsonng Agency ddmiristrabor

MANAGE USER PROJECTS

To view and manage a user’s assigned projects, the user selects the Assigned
Projects icon under actions.

[44
Administratior, [ b
& o
£ Workis User Search
O Projects Firs) Peame st Narme Ermail Adidress

Enmall Addrass First Namea Last Name Rale Actiong
crak

This will open a screen allowing the Sponsoring Agency Admin to manage User
Projects, Assign New Project(s), Project Management Re-Assignment,

Projects.

] o
Results & Fupart Gricl
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Manage User Projects 4 Back to Manage Users

User Details

First Name Ammi  Email Address

Last Name R Role

Assign New Project(s)

Project

Project Management Re-Assignment

Select projects below that you wish to re-assign and use Re-Assign to other User’ search field to search for
new system user. Rememiber that only users with the same permission level will be listed,

Assign u
Project
Project Code & Name Programme Sub-Pogramme Project Management Remove Access  Select for Re-Assignment
BE/19/0012/ 88.2 HEAVY RAIL SAFETY & DEVELOPMENT  Heawy Ra - o
CL/18/0001 / 85.1 SUSTAINABLE URBAN TRANSPORT Regional Cties - ]
CN/19/000 88.3 PUBLIC TRANSPORT INFRASTRUCTURE  Integration and Support - o
85.2 HEAVY RAIL SAFETY & DEVELOPMENT  Heawy Rai - o

V'Y RAIL SAFETY & DEVELOPMENT  Heavy Ra - ju

B8.2 HEAVY RAIL SAFETY & DEVELOPMENT  Heavy Ra

D8/22/0018 / Demol BB8.2 HEAVY RAIL SAFETY 8 DEVELOPMENT  Heavy Ra

The following fields will be displayed in the ‘User Details’ section grid:
e First Name

e Last Name
e Email Address

e Role

User Details

First Name Email Address
Last Name Rols Mirector ar Snuvalent
e Assign New Project(s)

The dropdown will contain a list of all projects the user is not already assigned to.
This can be used to give the user access to projects.

To assign a project:

1. Select 1 or more projects from the list of available projects
2. Select Assign New Project(s)

Assign New Project(s)

Prnject

3E/22/0026 - test 1239 ¥  Assign Naw Project(s)

[Note: If user select project and decide to assign, user will have access to selected
projects but will not be assigned in their Project Management section]

e Project Management Re-Assignment
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The user can assign projects to other users. However, they can only reassign a user
of the same role. For example, if the user being modified is a programme manager,
programme manager can only assign the project to another programme manager
user.

To reassign a project to another user:

1. Select a project or projects using the Select for Re-Assignment tick box
2. Search for another user using the Re-Assign to other User search field
3. Select Re-Assign button

Project Management Re-Assignment

Select projects below that you wish 1o re-zssign and use 'Re-Assign to
other User” search field ta search for new system user. Remember that
only users with the scame permizzion level will ba heted.

Rz-Assign to other User

S v Re-Assign

Projects
Remove Select for Re-
Project Coda & Name Programme Sub-Pogrammae ProjectWesmagemeant *
. Access Assignment
DE/22/0013 [ test BR.2 HEAVY RAIL SAFETY R Heavy Rail Director or Equivalent

DEVELOPMENT

¢ The following fields will be displayed in the ‘Projects’ section grid:
o Project Code & Name
o Programme
o Sub-Programme
o Project Management
o Remove Access
o Select for Re-Assignment
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