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Welcome!

> Introduction

» What is a Locally Administered Project (LAP)?

»Planned, Developed, and Delivered by a Local Government Agency (LGA), which can be a
Municipality, County, or State Agency

» NCDOT provides oversight of local projects to ensure compliance with applicable Federal and
State laws and regulations

> What is the EBS Portal?

»On-line project management tool - locals can request agreements and supplemental agreements,
submit documents for review, and request reimbursement of approved funding

» What resources are available?
»This training
> LPMO Website on NCDOT Connect
»Program Consultants in our office


Presenter Notes
Presentation Notes
Good morning!  Welcome to our first training of 2025 from the Local Programs Management Office. Our plan for this year is to host a training on different topics throughout the year, but always on the last Wednesday of the month at 11 am.

The topics will be varied and will focus on topics related to Federal-aid project delivery for local governments.  Included will be deep dives into the EBS portal, how to access it and navigate it and understand what you see in the portal.

As an introduction and overview, we’re providing a reminder of what is a locally administered project – one that is planned, developed, and delivered by a local government agency. NCDOT’s role is to provide oversight and guidance to ensure compliance with applicable State and Federal laws and regulations.

The EBS portal is the on-line project management tool that will allow you to submit requests for agreements, submit documents for review and request reimbursement. 

Resources available to Local Governments include these trainings, which are being recorded; the LPMO Website on NCDOT Connect; and of course our staff.
Various topics – if have any suggestions for a topic
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Locally Administered Projects Application Process

What will you learn from this presentation?

»How to Complete the Application Form
»Saving the Application and attaching documents

»What happens after submittal



Presenter Notes
Presentation Notes
As mentioned in the previous slide, trainings will include various step by step details for working in the portal on different topics.  Today, we’re going over the steps for requesting a municipal agreement for a funded project. This will include all the steps for getting the agreement drafted, reviewed, and executed.
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Overview of Agreements
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What is an agreement?

» An agreement allows NCDOT to reimburse funding to
an LGA - Not a grant program

» Includes provisions that LGA must comply with in
order to receive reimbursement

» Requested by the LGA through the EBS Portal
» Executed between NCDOT and the LGA

> Includes funding, time frames, scope of work, and
responsibilities

» Typically 80% Federal reimbursement

» Must be matched locally, per STI law in the case
of bike/ped projects

» Per NC BOT policy, local match required for LAPs
selected and programmed by MPOs.


Presenter Notes
Presentation Notes
So, what is an Agreement?  An agreement is the legal tool that allows NCDOT to reimburse funding to an LGA. It’s important to note the word “reimburse” – these are not typical grant funds, we do not provide funding up front; therefore, the Agreement outlines all the steps that the LGA must comply with in order to receive reimbursement.

Agreements are requested in the EBS portal by the LGA and agreements are executed between NCDOT and the LGA.

The agreement specifies the funding available, the phases of work eligible for reimbursement, time frames for completing work, and an overview of all responsibilities of the LGA and the Department.

Most Federal funds are reimbursed at 80%; however, the funding share may vary.  The non-federal share is provided by the LGA in most cases – per STI law, NCDOT cannot provide the non-federal match on bicycle/pedestrian projects. Per NCDOT Board policy, local match is generally required for projects selected and programmed by the planning organizations.
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Important Reminders

» Federal reimbursement for any phase of work
generally constitutes a commitment to
complete the project in its entirety

» Application is for a new project (Supplemental
Agreements are requested through a Change
Request)

» Federal Funding Accountability and
Transparency Act (FFATA) form must be on file
— not project specific, specific to municipality

» Project is not in EBS until you request an
Agreement through portal

Funding authorizations cannot occur until a fully executed agreement s in place


Presenter Notes
Presentation Notes
Here are a few important reminders about agreements:

When Federal funds are on a project, reimbursement of funds generally constitutes a commitment to complete the project in its entirety.

In EBS, the Application for an agreement is the initial request for the Agreement.  Once an agreement is executed and a supplemental agreement is needed, then you’ll submit a Change Request (we’ll cover that in another training)

The LGA must comply with the Federal Funding Accountability and Transparency Act, or FFATA.  NCDOT must have the City’s FFATA form on file as part of the agreement request.  The template is on our website with directions on completing and submitting.

When you are notified that your project has received funding and you are directed to EBS to enter a request for an agreement, please know that the Project is not actually in EBS, until you request the agreement.

Finally, an agreement must be in place before NCDOT can authorize any funds from FHWA.
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Federal Grants

BUILD, RAISE, etc.

> Signhed Agreement

» Grant agreement process can take up to 18-24 months
after award announcement

» Costs incurred before signed grant award is not eligible
for reimbursement

» LGA will enter two agreements - one with the Federal
entity and one with NCDOT.

» Fixed Deadlines
> Obligatior) of funds, expenditures and/or start of
construction
> Project Costs
» Grant is fixed amount
» Match rate is set with grant award

> Any additional funding required to complete project
are responsibility of municipality



Presenter Notes
Presentation Notes
Let’s talk a little about Federal Grants.  This slide is delivered with a caveat – most Federal grants, even those that have been awarded, are under review by the new Administration, so there may be some changes coming, but in general:

A Federal grant requires an agreement with the Federal government:
If you are a DIRECT Recipient – your agreement will be with USDOT (NCDOT will not be involved, unless the project encroaches on the State Highway System)
If you are a SUB-RECIPIENT – there will be two agreements: one with USDOT, NCDOT, and the LGA; and the second agreement will be between NCDOT and the LGA

Federal Agreements take a long time to be developed, reviewed, and executed. We have seen anywhere from 12 – 24 months for the whole process.
Costs incurred prior to entering into a grant agreement are not eligible for reimbursement.
With Federal grants there are fixed deadlines that have very little wiggle room – if funds are not obligated by the deadline, the funding is lost.
Federal grants are fixed – there is no opportunity to go back and request more funding, so any additional funding is the responsibility of the local government
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NEXT STEPS TO COMPLETE APPLICATION

We have reviewed the
requirements for the different
types of federal agreements.

Now let's jump into how to
complete an application!



Presenter Notes
Presentation Notes
Let’s talk a little about Federal Grants.  This slide is delivered with a caveat – most Federal grants, even those that have been awarded, are under review by the new Administration, so there may be some changes coming, but in general:

A Federal grant requires an agreement with the Federal government:
If you are a DIRECT Recipient – your agreement will be with USDOT (NCDOT will not be involved, unless the project encroaches on the State Highway System)
If you are a SUB-RECIPIENT – there will be two agreements: one with USDOT, NCDOT, and the LGA; and the second agreement will be between NCDOT and the LGA

Federal Agreements take a long time to be developed, reviewed, and executed. We have seen anywhere from 12 – 24 months for the whole process.
Costs incurred prior to entering into a grant agreement are not eligible for reimbursement.
With Federal grants there are fixed deadlines that have very little wiggle room – if funds are not obligated by the deadline, the funding is lost.
Federal grants are fixed – there is no opportunity to go back and request more funding, so any additional funding is the responsibility of the local government
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Completing the Application in EBS



Presenter Notes
Presentation Notes
Let’s jump into the EBS Portal
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EBS Portal

» 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

n


Presenter Notes
Presentation Notes
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 and allows you to see in real time the expenditures and payments

EBS is your filing cabinet for all project records
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LPMO Security Form

» Must have user id and password to
access the EBS Portal and Local
Projects

» Form is on the Connect Website

> If you already have access to EBS
Portal, then indicate that in Section
2 of the form

Local Programs Management System Access Authorization Form

The new Local Programs Management System reguires a User ID and Password for access in the system. Complete
Sections 1 -3 for a User ID and password, if you are going to perform work within the System (i.e. submit a PID
application, submit a Reimbursement claim, request changes to an agreement, or view documentation). Scan,
attach and email the form to the LPMO Security Coordinator at LPMO@ncdot.gov.

Section 1 — User ID Information

First: Last:

Agency Mame: (LGA/MPO/RPO):

Apency Address:
Title: Email:
Telephone: | ] Fax: ( ]

Remittance Address:

Note: Remittance oddress Is the official locotion for poyment. Invoices and bockup documentation will need to
match the remittance oddress. Error in identifying the correct location will result in delayed payments.

Section 2 — Username or Secure 8-Digit Number

If you are o Current User of the NCDOT GRANTS System (Powell Bill, GHSP, PTD, etc.), please enter your usernome.!
Username: . There s no need to create o Secure 8-digit number below.

If you are o New User, you must create an S-digit #. We recommend using the last 4 digits of your 55N & birthday }
(MMDD). If you forget your password, you will need this S-digit # to retrieve your information. Once cleared, you
will receive an email with your personal User ID ond o temporary password. You must create a new password
prior te logging into the Grants System for the first time.

Secure B-digit number:

Section 3 — Access Request Information

] ALL ROLES (includes the fallowing):

Submit PID Application (allows you to request an agreement)

View Agreement & Submit Documentation [ex: Plans & Specifications, Cost Proposals)
Create/Submit Reimbursement Reguest/Claims

Create,/Submit Change Reguest (Amendment/Revision) (used to reguest funding authorizations
or a supplemental agreement)

oo oo

] Display/View Roles Only (for stoff who do not need to submit documents and only want to review
information available. This role will not allow any workflow octivities)

12
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Presentation Notes
To get access to EBS, you must complete the LPMO Security Form on our Connect Website

You may already have access to EBS through another program with NCDOT; if so, indicate your user name and we will update your role to add “Local Projects”

Return the completed form to the email address at the top of the page, highlighted in blue.
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Access to EBS

» Receive an e-mail
from the NCDOT
Service Account

» Check your junk or
spam folders

EBS Application Process for Locally Administered Projects

Welcome to the LPMO Enterprise Business System Portal

£ Reply

%3 Reply All

—» Forward

L]

@ Service Account - SAP Acct | @
To [

Cc HLPMO

Welcome to the Enterprise Business (EBS) Portal

Fri 1/24/2025 214 PM

You have been given access to the EBS Portal's Local Programs Management Office (LPMO). Your logon EBS credentials are as follows:

EBs User ID:

Temporary Password: gm#XXXXXXXX (where XXXXXXXX represents the 8-digit secure code you submitted when requesting your account)

For example, if your 8-digit secure code is 45678124 then your temporary password would be gm#45678124. If you do not remember your
g-digit secure code, it is found on your Access Authorization form. Alternatively, you may contact your LPMO coordinator for assistance.

13


Presenter Notes
Presentation Notes
After you submit the LPMO Security form, you will receive an e-mail from the Help Desk with your username and temporary password.  
Follow the directions in the e-mail to login and change your password.
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LPMO Login Screen

» This is the login
screen for EBS access

User*

Enterprise | |

Password *

Business | |

- Passwords are case sensitive
Services

I iz L]
Login Heip

14


Presenter Notes
Presentation Notes
This is the login screen for EBS Access – again, the first time you login, you’ll use your temporary password, but then you’ll be prompted for a new password.

If you forget your password, there is a link on this page to the Help Desk – they will be able to reset it.
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Local Project Management Tool

@i om Enterprise

» Once you have logged in you

. . . . i M=£H Business H v
will see this screen with tiles. i
» You can select either tile to Partner Applications  Reports and Dashboards  Help
begin.
DOT Grants Local Projects
System

15


Presenter Notes
Presentation Notes
Once you have logged in, you’ll see a blue screen with tiles – you’re looking for Partner Applications and you’ll see either “DOT Grants” or “Local Projects System” – you can click either tile to start.
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Local Project Management Tool

» When you login to EBS, this

DEPARTHENT OF THRANSPOETATION

home page.

/% LOCAL
is a screenshot of your B e PROJECTS Saved Searches v

Welcome Agustin Rodriguez

» If you are requesting a new

Home
agreement — your project Help - LPMO
will not be in here yet. FAQ's
> You must select “New [ Recent ltems
Agreement Application” 2000004525 Interse
. . . 1267 Environmental
first to create the Project in (00BN AES hrarne

EBS 000086289 Interse
.

1000003271 Interse
20759 Environment
20757 PEF Tasks a
Allison Brickey 100

20763 ROW Appra

2000023058 ITS: H

[ MENU

New Agreement Application -=—
Edit Agreaement Application

View Agreement Application
Submit Document/View Agresment
Display Documents

New Change Request

Edit Change Request

Mew Reimbursement Claim

Edit Reimbursement Claims

View Reimbursement Claims

View Program/Grants
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Presenter Notes
Presentation Notes
This is the home screen in EBS
You must click on NEW AGREEMENT APPLICATION 


.
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Local Project Management Tool

EBS Application Process for Locally Administered Projects

> Click on NCDOT /;\ LOCAL

DEPARTHENT OF THRANSPOETATION

New Agreement

NCDOT 7~ PROIJECTS

Saved Searches

Welcome Agustin Rodriguez

Application

Home
Help - LPMO
FAQ's

Recent ltems

2000004525 Interse
1267 Environmental
4000014941 Intersa
000086289 Interse
1000003271 Intarse
20759 Environment
20757 PEF Tasks a
.""~||I='.:_|I'. |r:|.'ll key 100
20763 ROW Apprai

2000023058 ITS: H

MENU

New Agreement Application -=—

Edit Agreaement Application

View Agreement Application
Submit Document/View Agresment
Display Documents

New Change Request

Edit Change Request

Mew Reimbursement Claim

Edit Reimbursement Claims

View Reimbursement Claims

View Program/Grants

17



Presenter Notes
Presentation Notes
From here click on New Agreement Application


.

ncdot.gov EBS Application Process for Locally Administered Projects

Local Project Management Tool

» Your search criteria will show “Program ID” — do not change

» Click on “Search” — only one program will appear
» Click on “LPMO - Application BSP”

Welcome Agustin Rodriguez

PROJECTS Saved Searches -

LocAI_ Welcome Agustin Rodriguez
PROJECTS —

Advancec

" " Search: Application Form Back
.| Search: Application Form Back ~ [ ~ ]
PMO Search Criteria Hide Search
Search Criteria Hide Search Fields [
Help - LPMO Program ID - s - oe
FAQ's Program ID - s - O o Program Type - s ~ LPMO StandardPr.. v o &
nt ltems
Recent ltems Maximum Number of Results: | 100 0004525 Interse. Maximum Number of Results: 9,...
P E— 7 Environmental . . -
iéCul-_F|0Ev452o ntsrsei - ,m‘ w - achas [ Include View | Z1Save 1014941 Interse Clear Save Search As: [ Include View | [E]Save
3267 Environmental .. o
0086289 Interse..
4000014941 Interse - o e Result List
R Result List 0003271 Interse.. § =
3000086289 Interse — TG 59 Environment Filter. [m]
1000003271 Interse 57 PEF Tasks a Application Form Program 1D
075 Vi Application F P o] ickey 100
20759 Envtoament L [T — on Brickey 100... LPMO - Application BSP < LOCAL PROJECTS - LPMO
20757 PEF Tasks a B No result found 63 ROW Apprai...
0023058 ITS: H
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Presenter Notes
Presentation Notes
Your next screen will show Search Criteria, with Program ID Selected – do not change or enter any information here, leave that space blank.

  Simply go down and select “Search”

The Result List will show the LPMO Application – click on that to open the application.


.
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Local Project Management Tool

>

Some information will
automatically populate based on
your user profile

MPO/RPO are drop down options
— select the appropriate PO

Type is also drop down option -
Municipality/County/Other

Contact Info - Agreements
» Contact person designated
by municipality; this person
should coordinate
Agreement execution

Contact Info — Project Delivery

» Person desighated to deliver
project; this person should
have responsibility for
submitting activities for
review in EBS. If they need
access — they must complete
a LPMO Security Form.

DEMOGRAPHIC INFO

Name of Entity

MPORRPO"

Type*

CONTACT INFO - Agreements
Name

Title

Address

Phone #1

Email

TOWN OF FUQUAY VARINA

Please Select

Please Select

John Doe

(919) 555-1212

johndoe(@fuquay-varina.org

Phone #2
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Presenter Notes
Presentation Notes
Your form will have several blue fields that will need to be completed.  Some information will already be in here based on your user name/log in.  

If the NAME OF ENTITY does not match your TOWN or ENTITY Name, see if you have a drop down to change it (you might have access to different entities). If you cannot change it, contact LPMO – we will need to correct your profile.

The remaining fields are self-explanatory – select the planning organization that your entity is associated with. Then select the type of organization – municipality, county, or other.

The Contact for agreements should be the person who will coordinate getting the agreement signed on your end. The Contact for Project Delivery will be the person who is responsible for submitting documents into EBS.   

Its  IMPORTANT to make sure this person also has access to EBS.
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Local Project Management Tool

» Contact Info - FFATA Reporting
» Person responsible for FFATA
reporting for municipality; this
is generally a finance position

» Project Information

» Project Name is a short
summary of project

» Detail Description - full project
scope. Must be in line with
STIP

» County
> County project is in / Division
will automatically populate

> Project Data

» TIP -required field - the TIP
Number will be on your award
letter or notification from PO.

Email

CONTACT INFO - FFATA Reporting

Name
Title
Address
Phone #1
Email
PROJECT INFORMATION

Project Name™

Detail Description™

County* Choose One

PROJECT DATA
TIP*
WBS Element -PE
WES Element -ROW

WBS Element - UTILITY RELOCATION

WRS Flemant 0N

[ same as Agreements

] same as Project Delivery

Phone #2

Division

20


Presenter Notes
Presentation Notes
For FFATA reporting – enter contact with the Town who will complete the FFATA report – this is usually a finance position.

When you get to Project information, there are two fields. The first is the Project Name and this will appear on the Agreement Screen of EBS and the field is restricted to size, so it’s helpful to have a concise name for the project.

For Detailed Description – we are looking for alignment with the STIP description to include locations, end points, detail on what will be constructed; however, we do not need a justification for the project.

Entering the county location will allow the Division field to populate.

The TIP Number is required – this will be on your award letter or other notification.


.

ncdot.gov

Local Project Management Tool

Eligible Phases

» Enter fiscal year that the phase of
work is programmed in the STIP

» Federal fiscal year runs from
10/01 to 09/30

» Funding must be authorized for
the phase of work in that
timeframe

» Deliverables — Responsible Party
will always be the LGA.

(exception could be maintenance).

ELIGIBLE PHASES

PE Year Programmed v
Pre-construction Activities
Implementation of a Program Il
Mon-construction Purchases OJ

ROW Year Programmed w
Acquisition of ROW

UTIL Year Programmed w
Utility Relocation

CON Year Programmed v

Construction, CEl, Contract Admin

MAINTEMANCE

DELIVERABLES - Responsible Party

ENVIRONMENTAL DOCUMENTATION OweaO

OLeaO
CONTRACT PROPOSAL AND ESTIMATE U Lea
RIGHT OF WAY DOCUMENTATION OLeaQ
UTILITY RELOCATION OLeaO

FINAL ACCEPTANCE OF CONSTRUCTION O Lea(
CEICONSTRUCTION ADMINISTRATION OweaO

OLeaO

NCDOT

NCDOT

NCDOT

NCDOT

NCDOT

NCDOT

NCDOT

NCDOT

O BOTH

EBS Application Process for Locally Administered Projects
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Presenter Notes
Presentation Notes
Enter the years that your phase of work is programmed in the STIP – this will be on your award memo or notification. 

Under each phase, check the box of the eligible activities.  

When you check a box, the Deliverables Box opens on the right.  Indicate who is responsible for each deliverable.
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Local Project Management Tool

» Funding - drop down options for
funding source

» Federal amounts are based on
what is in the award letter

» Delivery dates need to match
program dates

> If ROW isin FFY26, then

start date will need to be

between Oct 1, 2025 and
Sept 30, 2026.

> LET Date -this date is when
the LGA receives and opens
bids for construction

FUNDING SOURCE

Select One
Select One

Select One

TOTAL PROJECT FUNDING

TOTAL ESTIMATED COST”
DIFFERENCE B/W FUNDING AND COST

TOTAL LGA LIABILITY

Delivery Dates
Start of ROW Acquisition (MM/DD/YYYY)
Let Date (MM/IDDIYYYY)

Completion Date (MM/DDIYYYY)

Totals

LGA Proposed

FUNDING
FEDERAL
Federal Amount Fed %
%
%
%

50

50

50

Division Approved

State Amount

NON-FEDERAL MATCH

State %

%

%

%

Local Amount

EBS Application Process for Locally Administered Projects

Local %
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Presenter Notes
Presentation Notes
Again there are dropdown boxes for the different funding types. Select the funding type that is listed on your award letter.

Funding amounts are based on what is listed in the award letter, normally the percentages arAgain,/20

There is also place for additional money that is being provided by the municipality without any match.

Reminder, the delivery dates should lineup with the dates in STIP



.
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Local Project Management Tool

» Space for any additional comments

» Agency Authorizing
» Confirmation that applicant has read and accepts terms and conditions of application
» Must be checked to submit application

Comments

_ AGENCY AUTHORIZING
- | have read and accept the terms and conditions for funding and all the information and attachments supplied in this application are true to the best of my knowledge.
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Presenter Notes
Presentation Notes
This is the final section of the application
There is a place for any additional comments
Must check the agency authorization box to complete application 
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Local Project Management Tool

> Selecting the yellow Check button on the application will highlight errors in and will
show errors at the bottom of the screen

Check Save

Delivery Dates

Start of ROW Acquisition (MM/DD/YYYY)

Let Date (MM/DD/YYYY)

Completion Date (MM/DDYYYY)

m Print Application

LGA Proposed Division Approved

24


Presenter Notes
Presentation Notes
You have completed the required information in the application.

Click on the yellow check button and let the system review the application for any issues or missing information.

If there is incomplete or missing information, the errors will be highlighted in pink
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Local Project Management Tool

» Selecting the yellow Check on the application will highlight errors in pink and will show
errors at the bottom of the screen

AGENCY AUTHORIZING
[ 1 have read and accept the terms and conditions for funding and all the information and attachments supplied in this application are true to the best

of my knowledge.

Form Validation Errors

Please enter Project Information - Project Name.

Please enter Project Information - Detail Description.
Please enter Project Information - County.
Please enter Project Data - TIP.

Please enter Total Estimated Cost.

25


Presenter Notes
Presentation Notes
The errors or missing information on the application will also be shown at the bottom of the application below the check button
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Local Project Management Tool

» Fix your errors and select ger.ebs.nc.gov says
“CH EC K" agaln- Check complete!

Application Form

> If the errors have been
corrected, you will receive
the following message:

TOTAL PROJECT FUNDING $0

TOTAL ESTIMATED COST™ $1,000,000

C h eC k CO m p I ete! DIFFERENCE B/MW FUNDING AND COST $1,000,000

TOTAL LGA LIABILITY $1,000,000
Delivery Dates LGA Proposed Division Approved
Start of ROW Acquisition (MM/DDMYYYY) 09/30/2027
Let Date (MM/DD/YYYY) 09302028
Completion Date (MM/DD/YYYY) | 09302034 |
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Presenter Notes
Presentation Notes
Once you have corrected any errors, you will click on check again and if everything is correct you will receive a message 
Check completed
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APPLICATION FORM IS COMPLETED - NEXT PART: WORKFLOW

NEXT (®

27
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1 HAVEADDITIONAL
JUESTIONS
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Presenter Notes
Presentation Notes
Does anybody have questions about the application form and what’s required.
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Workflow of the Application in EBS



Presenter Notes
Presentation Notes
Let’s jump into the EBS Portal
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Workflow of the Application
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Presenter Notes
Presentation Notes
This section will discuss saving and submitting the application, plus re-submitting if there are any changes to the application


.
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What'’s next?

v

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

PRINT APPLICATION - will allow you to print the form that you just completed

Check Save Print Application
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Presenter Notes
Presentation Notes
We’ve discussed the Check button and how that will work

Now let’s look at SAVE and SUBMIT
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SAVE APPLICATION

» When select the green SAVE

button the application, you will
receive Confirmation the Check

application has been saved with
an ID number

Application ID - 1000019328

> Thisis the application number for
the project.

Your Application has becessfull}r. Application ID - 1000019328

HELPFUL HINT: All of the information
does not have to be completed on
the application in order to save it.
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SAVE APPLICATION

MENU

To return h Y lication:
o retu to the saved applicatio New Agreement Application

Edit Agreement Application
View Agreement Application

» From the Home page, select Edit

Agreement Application Submit Document/View Agreement
Display Documents
> Enter the TIP number in the search New Change Request
b Edit Change Request
OX NMew Reimbursement Claim
. Edit Reimbursement Claims
> Click on Search View Reimbursement Claims

View Program/Grants

o

Search: Grantor Applications

TIP number w* s AB-1234 (4]

Maximum Number of Results: 100

A

Search
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SAVE APPLICATION

> Note that the application status will show “In process by LGA” — this means that it is
not yet submitted.

» Click on the Agreement ID and the application form will open

| Search: Grantor Applications

TIP number v s v AB-1234 (4]

Maximum Number of Results: 100

Filter:
Pre-Agreement Request ID Description TIP number Sta
1000019328 < Installation of Sidewalk along Main Stre AB-1234

In Process by LGA
|
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SUBMIT APPLICATION

If you've made all changes and you're ready to submit the Application:
« All fields must be completed and errors must be corrected

+ Click on Green Submit Button

* Will receive message that application has been submitted successfully and Application ID will
match

Check

Your Application has bee ccesstully. @atiﬂn ID - 1000019328
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ATTACHMENTS

» When submitting the application, it is helpful to
attach the award letter or other backup

documentation showing details about the
funding

> Please include a copy of the Notice of Award or
Funding to the application

v Attachments [ Attachment [ URL [ With Template | [ Download  Advanced
. Aftachment Type Description Name

2024-01-25 Resolution_signed.pdf

{

Filter:

File Name

2024-01-25R
4
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ATTACHMENTS

There are 2 ways to attach documents
» Click on “Attach Documents” when the Application is submitted; or,

> If you forget to attach, you can go back and view your application and attach
documents.

Let's see how this works....
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ATTACHMENTS

s > This PC » Desktop > Attachments v @ | Search Attachments o
Organize *  New folder > W @
A Name " Date madified Type Size
-
- @ Attachment & 9/18/2024 %10 AM Microsoft Word D... 14 KB - -

3 1. Click ‘Choose File’
@v Navigate to the files you
File name: | Attachment & ~ | [ All Files w~ Wa nt to u pload'

Open Cancel
2. Click ‘Open’ |=omrramorme v croawasooewsss

lv. - Application ID - 100003338

=

Select file to attach supporting Documentation | Choose File

Mo file chosen



Presenter Notes
Presentation Notes
When you get the notice that your application has been submitted, you’ll see an option on that screen to attach documents.

Select “Choose File” and then navigate to where the file is saved on your computer, select it, click open. 
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ATTACHMENTS

Your Application has been Created successfully. - Application ID - 1000033383

File name is shown here.

_ Application has been Created successfully. - Application ID - 10000333303

Select file to attach supporting Documentation | Choose Fild(| Attachment A docx

Select file to atwgch supporting Documentation | Choose File | Mo file chosen

Click ‘Attach’

Confirmation message < >
. Documents successfully uploaded.
will appear below.



Presenter Notes
Presentation Notes
Your file name will appear besides Choose File button. You must click Attach for your file to be uploaded to the application. You should get a confirmation message that your file was uploaded. Repeat this process if you have multiple documents you wish to attach
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ATTACHMENTS

MENU

What if you forgot to add on the previous page?

NMew Agreement Application
Edit Agreement Application

» From the Home page, select View Agreement View Agreement Application <

Application. Submit Document/View Agreement
Display Documents
> Enter the TIP number in the search box New Change Request
Edit Change Request
» Click on Search New Reimbursement Claim

Edit Reimbursement Claims
View Reimbursement Claims
View Program/Grants

o

Search: Grantor Applications

TIP number w* s AB-1234 (4]

Maximum Number of Results: 100

A

Search
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ATTACHMENTS

» Once your application is open, scroll down to Attachment section.
> You can click on New Attachment; or,

> You can Click on Browse to upload several documents at once; or

> You can “drag and drop”

Actions
Properties B 4

- Attachments { [ Attachment} [5URL [, With Template | [ Download Advanced

Description MName

WEF-BATCH_20250110_100248 TIP# BL-0052 - LPMC Application 10000239

Upload Document(s) From Local Hard Disk:

Created On Created By

01A10/2025 10:08 WF-BATCH

Mo file chosen.

| Browse | | Upload | I
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ATTACHMENTS

» The dialog box gives you a line to
name the attachment and a line
to include a description of the
attachment.

» Click on Browse and you will
locate the file, and click on the file
and it will upload

» TIPS for naming attachments:

Use TIP # followed by type of
document

AB-1234 Funding Award Ltr

EBS Application Process for Locally Administered Projects

| Application: 1000019323, abc

aiSave | X Cancel Il & Refresh

Attachment - Google Chrome

25 qerebs.nc.gov/sap(====

© Employee Responsible 1000012302 may not be used

To attach a document, select the document using the value help. If you upload a document from your local hard disk, you can enter a name for
the document. If you choose to enter a name, this name is displayed in the attachment list. If you do not enter a name, the file name is displayed

B No result found

Name: |
Description:
Attachment Type:
Upload Document(s) From Local Hard Disk:  No file chosen Browse
Attach | Cancel
s M wusas wy Lun Ly pane
~ Attachments [ Attachment [URL [ With Template | [ Download ~ Advanced

0.00 USD

ab-1234

01/27/2025
12/31/2099

Filter:
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Presentation Notes
Here’s how it looks when you click on NEW ATTACHMENT (read the slide)
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ATTACHMENTS

» EBS allows you to Drag and Drop a document in the attachments
TIPS for naming attachments:
Use TIP # followed by type of document
AB-1234 Funding Award Ltr

= Attachments [ Attachment [ URL With Template | Download  Advanced Filtar:
r-------------------__'--------------------
0 DrmpﬂlI s here.

L--------------------I:,_c__"l------------------

You can also Drag and Drop the
file from an open window on your
‘ computer to the EBS window.

~ Attachments [ Attachment [JURL [ With Template | [ Download — Advanced Filter:
Attachment Type Description Mame Created On Created By
Agreement_ 10000000 102372024 11:43 DIVISIOM USER
REVISED_Agreement_10000XAX XX 11/04/2024 16:14 DIVISION USER
Upload Document(s) From Local Hard Disk: Mo file chosen. Browse | Upload |

43



ncdot.gov EBS Application Process for Locally Administered Projects

Questions?

Are there any
guestions?

44


Presenter Notes
Presentation Notes
All right – any questions on saving the application, finding it later, or adding attachments?

Let’s move on to moving the application through workflow on the DOT side


ncdot.gov

Application Submitted for Agreement




.

ncdot.gov

EBS Application Process for Locally Administered Projects

Agreement Process

Application has been submitted - What happens now?
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Presenter Notes
Presentation Notes
The LGA has now completed the application form in EBS and submitted. Let’s now look at the review process by NCDOT.
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NCDOT REVIEW

When LGA submits application, EBS will route
the workflow to LPMO for review.

The following items will be reviewed:

> Look at Project Name and description

> Are eligible phases programmed in the STIP
in the year indicated?

» Who is providing maintenance? If both,
then need some details on who is
responsible for maintaining what.

» Does funding source match the STIP?
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Presenter Notes
Presentation Notes
When the LGA submits the application, EBS will route the workflow to LPMO for review.  These are items that LPMO and the Division make sure are correct to start the Agreement. 
LPMO will review the project name and description to make sure it is inline with the STIP description.
We will make sure eligible phases for reimbursement are programmed in the STIP and in the correct year.
Who is providing maintenance? If both LGA and DOT are checked on the form, then we will make sure the agreement is clear on who is responsible for maintaining what.
The funding source selected on the application needs to match the funding source programmed in the STIP.
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NCDOT Review - cont'd

» Do percentages and funding amounts match what the
funding program approved? The STIP rounds to the
nearest $1,000, so information from the MPO may be

needed.

> Is the math correct? Does TOTAL multiplied by
percentage = Federal funds without rounding up?
Local match may need to be adjusted.

> Are attachments included that explain funding? Re:
Award Letter

The more information you can provide, the easier our review will be is


Presenter Notes
Presentation Notes
We will check to make sure your percentages and funding amounts match what the funding program approved. When checking the STIP remember they round to the nearest $1,000.
Make sure your math is correct.  We will check by taking the total amount and multiplying by the percentage to get the federal amount. The federal amount you do not round. The local match may need to be adjusted.
If you have the award letter to show your funding amounts, then always attach to the application.  This will help in using the same amounts as the award letter since the STIP rounds to the nearest $1,000.

The more information you can provide, the easier our review will be and the faster the agreement will be created


ncdot.gov EBS Application Process for Locally Administered Projects

Agreement Process

Once application is reviewed, there are 3 options
that can be taken on application.

» Approved: If all information is correct, a
note will be added for the next reviewer

» Returned: Application will be returned to
LGA to make corrections. Items to be
corrected will be listed in the letter that is
sent via e-mail.

» Rejected: This is rarely used; generally, for
duplicates, or for projects that are not
programmed in the STIP.

1D 32338289 © Artistashmita
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Presentation Notes
Once the application is reviewed, there are 3 options that can be taken on the application.

Approved: Once LPMO and the Division has reviewed all the bullets that were just discussed, the agreement is ready to be drafted. 
There are a few levels of approval within EBS. Upon submittal from LGA, the first level of approval is from LPMO. When LPMO approves, the EBS workflow will be sent to the Division. The Division completes their review and approves. It then goes back to LPMO to draft the agreement.

2. Returned: During the review process from LPMO and Division, if corrections are needed we will return to LGA. The LGA will receive an email of a letter stating what items that need to be corrected on the application. 

3. Rejected:  This action is rarely used. We will reject an application if it is a duplicate or for projects that are not programmed in the STIP.
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Agreement Process — Returned Application

“Return Notes” will
appear in the letter that W

you will receive by e-mail PO Box 878

Application number:
Ref: LOCAL PROJECTS - LPMO Application Returned

o S

The Local Programs Management Office (LPMO) has returned your app]ication_ibr corrections.
Please make the below mentioned corrections and submit the application back for review.

Please change maintenance statement to LGA under the deliverables
section in the Application Form then resubmit.

Please feel free to contact the Local Programs Management Office, should you have any questions or concem in
regards to the above information.

Sincerely,
Justin Jorgensen

JDJORGENSEN@NCDOT.GOV
Local Programs Management Office
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Presenter Notes
Presentation Notes
If the application is returned, you will receive an e-mail from the Program Consultant with a letter attached that will tell you what to correct. These letters are sent by EBS but has our e-mail addresses included if there are additional questions.


.
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Agreement Process — Returned Application

This letter also is listed under attachments

Ea

- Attachments [ Attachment [ URL Vith Template | [ Download Advanced
Actions Description MName
Properties T # WF-BATCH_20250110_100848 TIP# -— LPMO Application 101}[](-

Created On
011072025 10008

Created By
WF-BATCH

EBS Application Process for Locally Administered Projects
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Presenter Notes
Presentation Notes
This letter received by email is also listed under attachments
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Re-submit Application with Corrected Information

The application has been returned
for corrections or additional
information.

» From home screen select Edit
Agreement Application

" MENU

New Agreement Application
Edit Agreement Application <

View Agreement Application
Submit Document/View Agreement
Display Documents

New Change Request

Edit Change Request

New Reimbursement Claim

Edit Reimbursement Claims

View Reimbursement Claims

View Program/Grants
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Presentation Notes
If your application was returned for corrections or additional information, you will go to your home screen and select “Edit Agreement Application” from your menu.



.
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Re-submit Application with Corrected Information

» Type in TIP # and click search

» Application will appear and you
can click on agreement ID to
open application

» Make corrections and submit

Do not start a new
application

Search: Grantor Applications

TIP number v s

Search

Pre-Agreement Request ID

1000019328

o Do

Maximum Number of Results: 100

Description

Installation of Sidewalk along Main Stre

TIP number
AB-1234
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Presentation Notes
Search for your project by the TIP # and click search
Your application will appear, and you click on the agreement ID to open your application.
Make your corrections and click submit.

Remember if the application is returned for corrections, do not start a new application.
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LPMO Approves - Division Review

Division is reviewing primarily scope and
schedule

> If there are questions, Division may have
a conversation with LGA to ensure dates
are realistic

> If ROW and Let date milestones do not
match programming, Division will need
to submit a schedule change

> If changes are requested by Divisions,
application is returned to LPMO, who
then returns to LGA. Process for editing
and resubmitting application starts again
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Presentation Notes
Once LPMO Approves your application the workflow will move to the Division for review.
The Division is reviewing the scope and schedule.
If the Division has questions, they may have a conversation with the LGA to ensure the dates are realistic based on the scope and location of the project.
If the Right of Way and Let date milestones do not match programming (or STIP) the Division will need to submit a schedule change.
If any changes are requested by the Division, the application is returned to LPMO, who then returns to the LGA with a reason for return.  The process for editing and resubmitting application starts again.
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Agreement Process - Signatures

» Once the review by LPMO and
division is completed and any issues
have been corrected, the agreement
will be created and sent to the LGA for
sighatures.

» Agreements are sent through
DocuSign with instructions on
obtaining signatures.

» The contact person listed on the
application will receive the DocuSign
and will have authority to enter the
names and e-mails of the LGAs
authorized signer and finance officer.

Trent Mulgan sent you a docurmant 1o revwese and Sign

Phease sign the following documents

,.-"""n,'
©)

56


Presenter Notes
Presentation Notes
Now that we have completed the review by LPMO and the division it is time to start the agreement process.  LPMO will create the agreement, attach in EBS and send to the LGA for signatures.

LPMO will send the agreement through DocuSign with instruction on obtaining signatures. 

The LGA agreement contact person that was indicated on the application will receive an email from EBS with instructions on how to enter the names and emails of the LGA’s authorized signer and finance officer.
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Agreement Process - Signatures cont.

» The contact person listed on the
application will receive the
DocuSign with the message
shown.

» The authorized signer and finance
officer are required to sign the
agreement

» An account is NOT needed to use
DocuSign

» DOT is using DocusSign for all its
agreements

Please find attached the Municipal Agreement for BN-0022

Please open attached agreement to review and circulate as needed. When the Municipality is
ready to sign the agreement, please return to this email and click on the link and enter the NAMES
and E-MAIL ADDRESSES of the AUTHORIZED SIGNER and FINANCE OFFICER. The
Agreement will be routed to those individuals immediately; once the Municipality has signed, the
Agreement will be routed to NCDOT for execution, and you will be notified when that is complete.

For more information on the DocuSign process, please visit our website:

If you have questions regarding the content of this Agreement, please contact: Leah Roberts at
919-707-6630 or lIroberts@ncdot.gov

Thank you,
Leah Roberts
NCDOT - Local Programs Management Office
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Presentation Notes
The contact person listed on the application will receive the DocuSign with the message shown here. 
The authorized signer and finance officer are required to sign the agreement.
The LGA does NOT need an account to use DocuSign.
DOT is using DocuSign for all agreements.

https://connect.ncdot.gov/municipalities/Funding/Pages/default.aspx

ncdot.gov EBS Application Process for Locally Administered Projects

Agreement Process - Signatures - cont.

IN WITNESS WHEREQF, this Agreement has been executed, in duplicate, the day and year
heretofore set out, on the part of the Department and the County by authority duly given.

» Tabs will clearly mark where each
person is required to sign.

L.S. ATTEST: MEW HAMOVER COUMTY
» The finance person will complete o o ¥
the information for the Federal Tax —
.o . TITLE: TiTLE: EEEEE
Identification Number and the P —
remittance address for the LGA. Date: eee Soned)
. NCGS 133-32 and Executive Order 24 prohibit the offer to, or acceptance by, any State Employes of
> W h en both Si g natures an d lahnysgli;ttfmné anyone[?nrith fa contract with t_he“;s_tate. or from atng,r persti:n Ls:afeking to d'::. business wti!h
e State. By execution of any response in this procurement, you attest, for your entire organization
i nform atIOn h as bee N CO m pleted and its amplgyaes or agents, ;fhat '_.fpou are not avtrjare that any guch gift has b:grl offered, ag::r;aptad. or
’ promised by any employees of your organization.
th e agreeme Nt W| I I come ba C k to This Agreement has been pre-audited in the manner

required by the Local Government Budget and Fiscal

LPMO for DOT senior leadership
sighatures. %

{SEAL) (FINAMNCE OFFICER)
Federal Tax Identification Number
NEW HANOVER COUNTY

Remittance Address:



Presenter Notes
Presentation Notes
When you receive the agreement in DocuSign the tabs will clearly mark where each person is required to sign.
The finance person will complete the information for the Federal Tax Identification Number and the remittance address for the LGA.
When both signatures and information has been completed, the agreement will come back to LPMO for DOT senior leadership signatures.
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EBS Application Process for Locally Administered Projects

Agreement Process - Signatures - cont.

» Final signatures are for DOT senior leadership and all agreements must
be reviewed and approved by the Board of Transportation at the

monthly meetings.

» Application to signed and fully executed agreement can take 3-6

months

APPROVED BY BOARD OF TRANSPORTATION ITEM O (

DEF’f"‘-':?—"'-E':;':‘- F TRANSPORTATION Initial
2 ¥
BY: e l
(CHIEF ENGINEER)
DATE: |Da1:e Signed I
== . Initial
g l (Date) | i
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Presentation Notes
Final signatures are for DOT senior leadership and all agreements must be reviewed and approved by the Board of Transportation at the monthly meetings.
Application to signed and fully executed agreement can take 3-6 months


.
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Agreement Process

CONGRATULATIONS!

The Agreement contact will receive an e-mail when the agreement is fully executed

Your document has been completed

VIEW COMPLETED DOCUMENTS
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Presenter Notes
Presentation Notes
When the agreement is fully executed the agreement contact will receive an email that says your document has been completed
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Agreement Process

Now what?

LPMO will do a final approval of the
application

LPMO will convert the application
to an Agreement in EBS

LGA will receive a separate e-mail
that agreement has been created
in EBS

To view Agreement, ignore the
application options — go to “Submit
Documents / View Agreement”

[ MENU

lication

MNew
E dit lication
Viewwareamen plication

Submil Document/View Agreameant

Display Documents

New Change Request

Edit Change Request

Mew Reimbursement Claim
Edit Reimbursement Claims
View Reimbursement Claims
View Program/Grants
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Presentation Notes
Now we have the fully executed agreement. 
LPMO will do a final approval of the application
LPMO will convert the application to an Agreement in EBS.
The LGA will receive an email that the agreement has been created in EBS
Once agreement is approved in EBS, you will not use from your home screen “New, Edit or View Agreement Application” options for that project.
To view your agreement you will select “Submit Documents / View Agreement”
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Agreement Process — completed!!

We have completed the application
to agreement process! It does feel
like a Chutes and Ladders game!

There are several steps and
approvals required to turn an
application into an agreement.
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Presentation Notes
We have completed the application to agreement process!  This picture of our childhood game Chutes and Ladders is an example of all the steps, up and downs it takes to complete.
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Resources

EBS Application Process for Locally Administered Projects

LPMO Website

Any questions?
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Presentation Notes
Here is the link to our website.  Our website includes great information on how to use EBS, forms and templates.  
This training will be added to the website – but not today!
I am going to now open up to any questions, you can type them in the chat or raise your hand.


https://connect.ncdot.gov/municipalities/Funding/Pages/default.aspx

ncdot.gov EBS Application Process for Locally Administered Projects

Questions from EBS Application Process

Will there be a way to access this PowerPoint after the training?

Yes, the PowerPoint will be on the LPMO website

You can also access the recording and transcript from the webinar meeting in Teams
e Will we be notified when the recording is on the website, and will there be a direct link to access it?

Yes, you will be notified. There should be a link to the website, with directions on accessing the
training.

e What sort of documentation will LGAs be attaching?
Award letter or notice of funding

e What does MPO/RPO stand for?
Metropolitan Planning Organization -
Rural Planning Organization -

e In Transaction History what is the difference in Submitted and submit. There are two transactions that
state submit

This is an IT error, submit/submitted are the same
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https://connect.ncdot.gov/municipalities/Funding/Pages/default.aspx
https://www.ncampo.org/mpos/
https://ncarpo.org/

ncdot.gov EBS Application Process for Locally Administered Projects

Questions from EBS Application Process

How do you go about submitting a formal schedule change?
Talk to your Division Project Manager — a contact list is available on our website.

e Early in the webinar, it was mentioned subrecipients could have 2 agreements (USDOT and
NCDOT). Will both agreements be automatically generated by following the steps included in this
webinar?
No. The USDOT agreement will be initiated by USDOT/FHWA and they will provide a template via
e-mail.

e Will CMAQ awards have both federal and state agreements?
No. CMAQ funds are administered by NCDOT, so you will only have an agreement with NCDOT.

e Canlaskaquestion on Claims?
There will be another training session on claims.
e Do we have to update the FFATA annually?

Yes, or if information on the form changes before the next annual report is due.
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Leah Roberts - Divisions 1-4, 6
llroberts@ncdot.gov
919-707-6630

Co nta Ct U S Sheila Atwood - Divisions 5, 7-9

sbatwood@ncdot.gov
919-707-6625

Marta Matthews - Local Programs Manager
Justin Jorgensen - Divisions 10-14
Mtmatthews@ncdot.gov

919-707-6626

[djorgensen@ncdot.gov
919-70/-6635]1

= ncdot.gov

X @NCDOT ncdotcom u NCDOTcommunications @ ncdotcom

O oncoor @ neoor B \cDOTcommunications = View All Channels


Presenter Notes
Presentation Notes
Here is our contact information for each division. 

Like Marta mentioned in the beginning of the presentation.  This is the first training of 2025 and our plan for this year is to host a training on different topics throughout the year.  The trainings will always be on the last Wednesday of the month at 11 am.


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

Thank you!


Presenter Notes
Presentation Notes
Thank you and I will open it up for any questions.  You can place question in the chat or unmute.
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