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LPMO Webinar Schedule
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• January – Project Selection – Prioritization / MPO Selection / 
Competitive Grants

• February – Understanding the STIP

• March – EBS/FIORI Access and Requesting Agreements

• April – EBS Navigation -  Funding Authorizations, Submitting 
Documents, and Reimbursements



EBS/FIORI PROJECT SYSTEM
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The Project Management Tool on the EBS Portal will be used to:
 Request new Agreements and Supplemental Agreements
 Submit Documents for review by the Department
 Request Funding Authorizations for each phase of work
 Submit Reimbursement Requests for work performed 
 EBS Portal is the electronic filing cabinet for projects 

Presenter Notes
Presentation Notes
EBS portal is the electronic filing cabinet for LAP projects

The portal will house everything from the application of the project to the final closeout




Enterprise Business Services (EBS) External Access Request Procedure

Complete the following steps to request EBS access:

1. Register for an NCID Account: https://ncid.nc.gov
If you already have an NCID, continue with step 2

a. Click Register!
b. Select from the following categories, then proceed as 

directed.
• Individual
• State Employee
• Local Government Employee

NCIDs must be for a specific individual. 
 Do not select Business. 

 Enter your First, Middle and Last name and your Email address.

 Do not create an account on behalf of someone else.

 Shared business or organization NCIDs will not be accepted for EBS 
use.

 NCIDs can be linked to multiple businesses/organizations in EBS. Do 
not create a new NCID for each grant program or organization 
supported. Use the same NCID for all EBS Access Requests.

Create 
only one 
NCID per 
individual. 
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Presenter Notes
Presentation Notes
There is a new way to gain access to EBS. Remember you have to have an NCID. If you do not have an NCID then you will need to register thru your employer. An NCID is specific to you, not your LGA. 


https://ncid.nc.gov/


Steps for Accessing Enterprise Business Services (EBS)

2. Complete an EBS External Access Request Form:

 https://www.ebs.nc.gov/sap/crmaccess/index.html

a. Select Agency from the dropdown. 
b. Enter NCID Username.
c. Complete User Information:

• Name as found on the NCID
• Organizational information and address
• Individual’s Phone and Email as found on the NCID
• If Remittance Address differs, enter the Remittance 

address in the Comments section

d. Select Role.
e. Complete Code Verification.
f. Click Submit.

Your request will be rejected if: 
 Your NCID does not exist.
 Your First, Middle, Last Name or Email does not match your 
NCID exactly.
 You already have an active EBS Account under a different 

NCID. Use your original NCID on the EBS Access Request. 
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Your NCID, 
name and 

email 
must match 

the NCID 
exactly!

The fields in 
this section 
differ based 

on the 
Agency 

selected.

Presenter Notes
Presentation Notes
Once you have your NCID you can complete the online access form.
Make sure you are selecting LPMO to request for Local Projects. 
Please make sure you create your NCID first. This form does not create the NCID for you.
Review the form correctly and enter accurately

https://www.ebs.nc.gov/sap/crmaccess/index.html


Time Frame for Accessing Enterprise Business Services (EBS) and Troubleshooting

 On average, EBS Access Requests take 3-5 business days to process.

 For the status of your Access Request, contact the EBS Grant Security Coordinator: 
lpmo@ncdot.gov 

Include the following information in your email:

 Name
 Phone number
 EBS Access Request Confirmation Number (Refer to page 2, step f.) 

 You will receive an EBS Welcome letter when your account is ready to use. 
• Follow the First-Time logon instructions exactly as they are written.
• If you are unable to logon, contact EBS Support at EBSSupport@ncdot.gov. 

 Government users who access EBS via NCID, should change their password every 90 
days: https://ncid.nc.gov  

 Non-Government users who access EBS via myNCID, MUST change their myNCID 
password every 90 days: https://myNCID.nc.gov 

Please note, Government and Non-Government users use different NCID websites to change 
passwords. 

mailto:EBSSupport@ncdot.gov
https://ncid.nc.gov/
https://myncid.nc.gov/


Notification of EBS Access

• You will receive an email from “Service Account - SAP Account”
• The email will be titled, “Welcome to the LPMO (Local Programs Management Office) Enterprise Business 

System (EBS) Portal.msg
• The email will have detailed instructions on logging into the Portal and troubleshooting access issues.

Note:
• You must login within 60 days of receiving the “welcome email”
• You must update your NCID password every 90 days
• To maintain access you must login once within a 395-day period

WE CANNOT ASSIST WITH NCID ISSUES
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EBS Login
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Local Project Management Tool
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Presenter Notes
Presentation Notes
This is what your screen will look like,
The Local Projects System is what you will need to click on to access your projects




FIORI Interface in EBS
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New FIORI Interface in EBS 
• Access by TILES not a menu 
• LPMO Activities – document submittals for review 
• LPMO Reimbursement Claim – for reimbursement requests 
• LPMO Change Request – to authorize funds or request a supplemental 

agreement 
• LPMO Application – to request an agreement on a new project 

Presenter Notes
Presentation Notes
This is a screen shot of the main menu when you access your project 

This system was developed to help LGAs follow a consistent path when administering a local project.  LGAs will use this system to request an agreement from the LPMO Application tile, upload documents for review by selecting LPMO Activities, request funding authorization by selecting LPMO Change Request, and submit a reimbursement claim.  The system will contain all the documentation related to a project.  

And, as a reminder, this system doesn’t change any of the requirements for federal-aid project delivery; it’s designed to simplify the logistics of going through the process.  It also gives more control to the LGA to initiate requests and manage the delivery of the project.  





Tiles Available through FIORI – LPMO Application
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• LPMO Application – to request an agreement on a new project

Presenter Notes
Presentation Notes
Let’s talk about creating an application for a new project.









Application Process – Agreement Request
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1 2

Presenter Notes
Presentation Notes
Let’s walk through the application layout and the process to start the application

When you open the application tile, this is what you will see

On the left you will see a current and History tab. 
When you click on the current tab (shown here as 1) this will show you a list of applications that are in process. These are applications that are going through the approval process.

Items listed under box #2 is the History tab. The History tab will have all the applications that have been completed or rejected

When starting a new application/agreement you will need to start by clicking “Create”.  You do not use the TIP number to start a new application.
The top boxes are to filter what has already been created. 



Application Management 

1

2
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Presenter Notes
Presentation Notes
So a few things I want to show you on this screen

screenshot 1 shows your current applications that are in process by LGA, or  Returned to LGA.  This shows the status of your application in the process. Such as here the 2 are in process by LGA.  under the history there are 21 that have been L4 NCDOT Approved which means the application is now an agreement, or the application was rejected. To Create a new application you will click on the “Create” button. 

screenshot 2 You have the option to make corrections or CANCEL the application. By canceling the application you will click on the box to the left of Agreement ID (100000013270), this will highlight the line and enable to the cancel option. To make corrections you click on the ID number






Application Process – Agreement Request – New Application
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Presenter Notes
Presentation Notes
1. Click on the program ID – this should be the Local Projects LPMO category
2. Click on partner – this should be the municipality that you are trying to create the application for
3. Click YES – you do want to create a new application
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Application Process – Agreement Request – Completing Application

Presenter Notes
Presentation Notes
The application form is a bit different.  There are tiles across the top of the screen with the different areas of information that need to be completed.

The first area of information is the Demographic info for the municipality. 

*sponsor name and address should populate based on TIP
*Select your MPO/RPO from the dropdown list
*Select type of organization - 
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Application Process – Agreement Request – Completing Contact Info

Presenter Notes
Presentation Notes
The next tab is contact information. the contact information for the municipality is being requested
Project Delivery – person responsible for project
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Application Process – Agreement Request – Completing FFATA Contact

Presenter Notes
Presentation Notes
Again, just a continuation of application information, and contact info

FFATA reporting – who is responsible for submitting the FFATA form – this is a federal requirement and must be updated annually for any municipality receiving federal funds
Blank FFATA form is located on the LPMO website
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Application Process – Agreement Request – Completing Project Information

Presenter Notes
Presentation Notes
This is the Project information tile here you will give a short project description and a longer more detailed description in the detailed description field. 
 This information should match what is programmed in STIP.

NOTE detailed project description doesn’t allow you to wrap the text and see information that may be longer than the text box
Working with IT to expand the detailed description box so that all of information can be seen
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Application Process – Agreement Request – Project Data

Presenter Notes
Presentation Notes
Project Data tab
Project data section you will only be able to list the TIP, the WBS elements will be completed by LPMO when the application is submitted
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Application Process – Agreement Request – Selecting Funding

Presenter Notes
Presentation Notes

Funding – this is funding allocated and programmed in STIP.  

The funding source has a drop-down option to select what funds are allocated to the project
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Application Process – Agreement Request – Entering Dollar Amounts

Presenter Notes
Presentation Notes

You have selected your funding source, now you will complete the federal, state and local amounts.  Note the percentages for each will not allow the total to be more than 100%

Funding percentages are normally 80/20. But must always be in intervals of 5. Meaning 60/40, 75/25, 80/20

If there is additional funding being provided by municipality there is a place here to add those funds in this tab and will show in the total LGA liability
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Application Process – Agreement Request – Completing Schedule

Presenter Notes
Presentation Notes
Anticipated Milestones Dates

LGA Proposed Delivery Dates are the anticipated dates the LGA can deliver the project 
There is a space for comments, any additional information you want to provide can be put in the Comments box

There is also a place for any attachments that you may want to submit with your funding document examples of attachments are 
Funding resolution
Award from MPO/RPO




Application Process – Delivery Dates 
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FFY Programed
FFY 2027

FFY 2027

If Starting ROW Acquisition Date of 11/1/2026, which is FFY 2027 you must request for 
funding between the dates 10/1/2026 – 9/30/2027

Let Date is 9/1/2027 which is FFY 2027. You must request for Construction prior to 9/30/2027. 

Completion date of 3/1/2028 means acceptance of project, submittal of final 
reimbursement and closeout 

Presenter Notes
Presentation Notes
When completing your Milestone Dates for your project, you will need to think about the Federal Fiscal Year. This is a good time to look in the STIP and see when your Project is programmed. If there is a difference between your proposed dates and the STIP you will need to start working with your MPO and your Division Project Manager to make sure your project is programmed correctly. 

Let us discuss this slide 
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Application Process – Eligible Phases and Responsibilities

Presenter Notes
Presentation Notes

Project Data tab continued – 

You will include the Federal Fiscal Year for each phase that matches the STIP. Does anyone notice the errors with the data on the eligible phases tab?  All phases are programmed in same year, which is not possible given the requirement for the LAP process

Eligible phases are the ones programmed in the STIP and are eligible for reimbursement in agreement

The phases and deliverables are color coded and are what is available in each phase

Deliverables - this determines who is responsible for phases of the project. Majority of the time, these will be the responsibility of municipality.

If there are exceptions this would need to be outlined in the agreement and will need to have concurrence with the division





25

Application Process – Agreement Request – Attaching Documents

 EBS allows you to Drag and Drop a document in the attachments or upload from 
a saved file

    

Presenter Notes
Presentation Notes

You can drop and drag attachments, or you can click on the attachments button and it will open up another screen where you can browse for your file
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Application Process – Agreement Request – Options for Submitting

 BACK – Go back to previous screen
 CHECK – check application to ensure all required fields 

are completed (incomplete required fields will highlight 
in pink)

 SAVE – if you are not ready to submit, save progress on 
application and return at a later time to complete 

 SUBMIT- the application is complete and the workflow 
will advance to LPMO for review

Presenter Notes
Presentation Notes
At the bottom of each section, you have the option to 

GO back want to add something on previous tab
Check ensure that all required fields are completed
Save what it says it does, save work and can come back to it – This will show the application “In Process” on your initial screen when starting application inbox
Submit completed with all required information and attachments and ready to submit for review

Completed all of the requested information and ready to submit your application.





Actions for Application
Returned applications:

Issues with the application and must be corrected. 
The application will be returned to LGA with an email 
explaining the issues.  When the corrections have 
been completed, please resubmit the returned 
application.  
DO NOT start a new application.
The letter shown is an example of a returned 
application.

Rejected applications:
A new application will need to be submitted.
Rejected applications will have letter stating reason 
for rejection.

Approved applications:
Information has been reviewed and approved; 
agreement has been drafted and will be sent via 
Docusign
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Presenter Notes
Presentation Notes
The reason for the return will be listed in the letter that you will receive from email.

The letter is also listed under the attachments for the application.

When the corrections have been completed resubmit the returned application – DO NOT START A NEW APPLICATION
.



Steps to Submit Application through EBS

Items you need to verify prior to submitting your application for a Project in EBS.
• Having EBS access
• Programming in the STIP must be initiated 
• Application and STIP should reflect each other (phases, year programmed, funding)
• If you have an Award Letter or memo from MPO attach to application in EBS

• Need to always know your schedule and if needs updating you take immediate action. Updating 
your schedule in the STIP is a 3–6-month process. 

• Refer back to LPMO February Webinar Topic on the STIP

Federal Fiscal Year Calendar: October 1 – September 30
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Application Submitted

Application is reviewed by LPMO and the Division. 
• Items that LPMO will compare your application with:

• Check the online STIP to see what type of federal funding, amount of federal funding and to make sure 
the phases are programmed correctly.

• Some types of federal funding may have deadlines and need to make sure it is programmed correctly 
or need special language included in the agreement. 

• Application funding – does the math equal based on your percentages. STIP may round to the nearest 
hundred, but the agreement must equal your percentages. 

• Your funding is usually 80/20, if not it must be in intervals of 5 (75/25, 70/30, etc.)
• Check to make sure the Project has been approved on Item N Handout and/or Item N Approval.

• Item N is the Board of Transportation agenda item for programming in the STIP

LPMO will then send to the Division for final review. 
• Division will review the scope. 
• Division will review the LGA’s Proposed Delivery Dates and complete Division Proposed Delivery Dates. If 

these differ the Division will discuss with LGA and submit any schedule changes needed to update the 
schedule in the STIP
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Agreement Prepared for LGA - DocuSign

Process:
Once the application has been reviewed, LPMO will draft the agreement and send it to the LGA using 
DocuSign

Key Benefits:
• LGA does not have to have a DocuSign account
• LGA can have as many signatures needed for the agreement
• Faster Agreement processing 
• Cost Savings
• Secure and Reliable – tracks who viewed, signed and approved documents

Note: 
• Some LGA’s have their own DocuSign account to start the Agreement signing process.
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Agreement Executed and PE is Eligible for Reimbursement

• Executed Agreement & Submitting a PE Funding Request
• Once Agreement is fully executed and PE is an eligible phase for reimbursement the LGA must 

submit a Change Request in EBS.
• The Change Request is an online form for the LGA to request PE 

• While the LGA is waiting for PE funding to be authorized there are a few items that can be completed:
• LGA can draft your RFLOI and have LPMO and Division review
• LGA can advertise for PE services
• LGA should not enter into a contract until NCDOT has reviewed and funding authorized

• Note: 
• If PE is not eligible, engineering work can still move forward without delay
• All engineering deliverables must be reviewed by NCDOT
• It is recommended to hire a pre-qualified engineering firm familiar with DOT processes
• NCDOT does not need to review contracts, tasks, or cost estimates for PEF services when Federal 

funds are not participating in those costs.
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Presenter Notes
Presentation Notes
Once Agreement is fully executed and PE is an eligible phase for reimbursement the LGA must submit a Change Request in EBS.




LPMO/Division Standing Meetings with LGA’s

• LPMO and the Division are working together on having scheduled meetings with each LGA.
• The meeting is designed to assist the LGA’s by making sure the local projects are delivered and are 

being completed based on the project schedules.
• These meetings consists of LPMO contact, Division Project Manager, MPO/RPO Representative, STIP 

Representative and LGA Representative. 

• This meeting is to allow the LGA’s to ask any questions about EBS, any deliverables, any project 
questions.

• If you are a small LGA and we see an application for a new project, we will reach out and schedule a 
“Kick-off Meeting”. This will be for LPMO and the Division to familiarize ourselves with new project 
and discuss the best way to move forward. 

Please look at the meetings as being helpful!!!
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Presenter Notes
Presentation Notes
If an LGA is small and doesn’t have experience with local projects these meetings may be every month. If it is an LGA that is very familiar with the process then the meetings may be held every other month. 
We want everyone to feel comfortable asking questions. This meeting is a positive meeting. Informal meeting so everyone can speak up to ask questions. 




LPMO/Division Standing Meetings with LGA’s 

• LGA’s use this meeting time to benefit you and your project:
• EBS questions
• Are there obstacles 
• Does the schedule need to moved
• I don’t have a phase listed in agreement, but we need to add. What are the steps?

• LPMO/Division will explain what is needed from LGA:
• What is needed by next meeting
• What are the next steps for your project

WE ARE ALL TEAM PLAYERS FOR A SUCCESSFUL PROJECT
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Supplemental Agreements 

When are Supplemental Agreements needed to the Municipal Agreement:
• If the scope of the project changes
• When additional funding has been awarded by the MPO/RPO (locally-selected projects)
• The milestones or completion dates need to be amended
• Cost Verification Memo (CVM) has been issued with higher project costs
• Project was awarded with Toll Credit funding

34

Supplemental Agreements

Scope 
Change

Additional 
Funding

Milestones 
Completion

Dates

CVMToll 
Credits



Supplemental Agreement - Submit Change Request
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Presenter Notes
Presentation Notes
Again we are the home screen and you have the different tiles to choose from based on what you are wanting to submit

Here you will click on the LPMO Change request tile to start a change request



Submit Change Request & Clean up Old Change Request
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1

2

Presenter Notes
Presentation Notes
Layout is very similar to the application screen 

So a few things I want to show you on this screen

screenshot 1 shows your current change request that has been returned to the LGA for corrections and there are 38 under the history that have been completed or rejected. Also, not the cancel option is greyed out

screenshot 2 shows the returned change request highlighted, and you have the option to make corrections or CANCEL the change request. Clicking on the box to the left of 4000020011 highlights the change request and enables the cancel option

In your Current tab, if you see a lot of items that are old and the status is Returned to LGA, you can clean these up by moving them to the History tab. You will highlight that line and click “cancel”. They are not deleted but moved. 




Submit Change Request
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Presenter Notes
Presentation Notes
This is showing how to submit a NEW CHANGE REQUEST


Click on CREATE



Submit Change Request – Find Associated Agreement
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Presenter Notes
Presentation Notes
This is showing how to submit a NEW CHANGE REQUEST


Select the agreement you want to create the change request for



Submit Change Request – Is this a New Request or should edit an existing 
request?
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Presenter Notes
Presentation Notes
Again the Layout is very similar to the application screen 

They system will ask if you are sure you want to start a new Change Request or if you want to start a new one, click yes



Complete Change Request Form
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Presenter Notes
Presentation Notes
The information from Program ID to available funding is completed
You will need to put in the let date and choose the reason for the change request – supplemental agreement






Sign and authorize submittal
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Presenter Notes
Presentation Notes
When you have finished you will click the box certifying the information is correct
Enter your name and date 
Add any supporting documentation to support the change request



Upload attachments and Submit or Save
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Presenter Notes
Presentation Notes
When you have finished you will click the box certifying the information is correct
Type your name and date 
Add any supporting documentation to support the change request,

Again options at the bottom of screen to 
Back
Check
Save
Submit

I would suggest always doing a check prior to submission, this will confirm data is entered but not necessarily the data is correct





Save or Cancel Request
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Presenter Notes
Presentation Notes
Again, asking if you are sure, you are ready to submit



RESOURCES
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On the right is a screen shot of the 
LPMO website. See the link for 
requesting access to EBS/Fiori and 
directions.

Presenter Notes
Presentation Notes
here are some resources to help with the process going forward



Contact Us

@NCDOT

@NCDOT NCDOT

ncdotcom NCDOTcommunications

ncdot.gov

NCDOTcommunications

ncdotcom

View All Channels

Leah Roberts – Divisions 1-4, 6, 7
llroberts@ncdot.gov 

Sheila Atwood – Divisions 5, 8, 9
sbatwood@ncdot.gov

Justin Jorgensen – Divisions 10-14
jdjorgensen@ncdot.govMarta Matthews – Local Programs Manager

mtmatthews@ncdot.gov 

Contact Us

https://twitter.com/ncdot
https://www.facebook.com/NCDOT
https://www.linkedin.com/company/ncdot
https://www.instagram.com/ncdotcom/
https://www.youtube.com/ncdotcommunications
https://www.flickr.com/photos/ncdot/albums
https://www.threads.net/%40ncdotcom
https://www.youtube.com/ncdotcommunications
https://www.ncdot.gov/news/social-media/Pages/default.aspx
mailto:llroberts@ncdot.gov
mailto:sbatwood@ncdot.gov
mailto:jdjorgensen@ncdot.gov
mailto:mtmatthews@ncdot.gov
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