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Good afternoon Transit Partners,
 
I hope this email finds you well.
 
We are excited to share the new External ROAP system sheet step-by-step guide with you. This
guide is designed to help you navigate the new tool efficiently and ensure a smooth
implementation. Please find the guide attached for your reference.
 
If you have any questions or need further assistance, don’t hesitate to reach out to your
assigned RGS.
 
Have a great holiday season!  
 
 
Kenetta M. Spence
Grants Administration Manager
Integrated Mobility Division
North Carolina Department of Transportation
 
919 707 4673    office
kmspence1@ncdot.gov
 
1 South Wilmington Street
1550 Mail Service Center
Raleigh, NC 27699-1550
 
 
Bicycle, Pedestrian and Public Transportation Programs
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Montly ROAP Report and Program Balances Smartsheet 


An external-facing dashboard has been created to provide more transparency and information 


about the ROAP balances for each transit system.  This new dashboard is being integrated into 


the new reporting process and will assist the Transit Agencies and IMD in ensuring correct 


financial information is being captured.    


ROAP Approval Process 


The monthly ROAP report will be reviewed and approved by the Regional Grant Specialist (RGS).  


This approval will trigger Smartsheet to send an automated email to the Transit Agency to 


confirm the accuracy of the report.  The screenshot below shows what the email will look like.  


The Transit System will click on the blue button “Open Request.” 


 


 


 


 


 


 


 


 







2 
 


 


When the Open Request button is clicked, a Smartsheet form will appear.  The form is shown 


below.   
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The Transit System will need to review the provided information for accuracy.  If the information is 


correct, click on the checkbox “Transit System Approval” and click on “Submit Update”.  To receive a copy 


of your response, click on “Send me a copy of my responses” and enter your email address. 


If the information is not accurate and there is a discrepancy, then the Transit Agency will need to reach 


out to their RGS to work on correcting the issue. 
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If the Transit System does not respond and submit an update within 4 days of receiving the email, then a 


reminder email will be sent to the Agency to complete the form.  See the screenshot below. 


 


 


 


 


ROAP Monthly Reporting/Program Balance Sheets 


The Transit System will now have access to see their Monthly ROAP report data and balances at any 


time.  All aspects of ROAP reporting will be shown in this new sheet to ensure that the Transit 


System and IMD have the same information.  


Each Transit System will be shared a link to their Smartsheet Workspace that belongs only them 


and can only be seen by that System.  Below are screenshots of the new Smartsheet Tool. 
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Once the transit systems acknowledge the accuracy of the ROAP monthly report from the form 


sent via email, Smartsheet will automatically check the box noting their approval.   


If the transit system does not approve the information, the RGS will reach out to the system for 


resolution. 
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