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Welcome to our LGA’s
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Who needs Access to EBS?

• LGA responsible person

• LGA contact to submit project documents

• LGA contact to submit reimbursement requests

How to gain Access to EBS?
• Contact LPMO lpmo@ncdot.gov 
• Complete form and email to LPMO email

Introduction

EBS Portal

Contact Information
• Layout of LPMO and Divisions

Future Training Opportunities
• Any updates to EBS Portal
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Presenter Notes
Presentation Notes
You will see here our scheduled topics for this morning/afternoon. You may ask, who may need access to EBS.  The LGA’s responsible person for the project will need access to view the project or submit documents.  If you have other employees within the LGA that will need to submit documents or reimbursement request, then they can have certain roles within EBS.How to Gain Access to EBS:  If someone needs access to EBS you can email our LPMO email address for the form to complete and send back to us at the lpmo@ncdot.gov email address. At the end of the presentation, we will go over some contact information and future training opportunities.Now I am going to go over our EBS system for your federal local project.  

mailto:lpmo@ncdot.gov


LOCAL PROJECT MANAGEMENT TOOL

EBS Portal
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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

Presenter Notes
Presentation Notes
The Local Project Management Tool is our way of managing the paper process of administering your project. This includes requesting new agreements, supplemental agreements, submitting documents for review by the Department, request funding authorizations and submit reimbursements.  While we will still use e-mail, team meetings, phone calls and letters to document steps and questions, the Project Management Tool will be the electronic filing system for all documents pertaining to the project.



• Must have a user id and password to access the EBS 
portal and Local Projects.

• Form is on the Connect website: 
https://connect.ncdot.gov/municipalities/Funding/Pag
es/default.aspx 

• If you already have access to EBS portal, then indicate 
that in Section 2 of the form.

LPMO SECURITY FORM

EBS Portal
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Presenter Notes
Presentation Notes
LPMO Security Form – You must have a user id and password to log into the EBS portal and access the Local Projects System. You can download the form from the Connect website, complete and e-mail to the address listed on the form If you already have access to the EBS portal, for example for Powell Bill or Public Transportation, you must indicate that on the form.  You will use your same login, but NCDOT will need to update your role to allow you access to the Local Projects System.

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


LOCAL PROJECT MANAGEMENT TOOL

EBS Portal
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Presenter Notes
Presentation Notes
Once you have access to EBS, this is your login screen



LOCAL PROJECT MANAGEMENT TOOL

EBS Portal
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Presenter Notes
Presentation Notes
Once you log in you will see this screen with tiles.  You can select on either tile to begin.



APPLICATION / AGREEMENT

EBS Portal
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Presenter Notes
Presentation Notes
Let’s talk about the application and agreement process.



APPLICATION PROCESS – AGREEMENT REQUEST

EBS Portal
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Presenter Notes
Presentation Notes
Application Process & Agreement RequestThis 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.  As I stated earlier, LGAs will use this system to request an agreement, upload documents for review, request funding authorization, and request reimbursement.  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.  



APPLICATION PROCESS – AGREEMENT REQUEST

EBS Portal
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Presenter Notes
Presentation Notes
This screen leads you to LPMO’s application.  You will click Search and then LPMO Application to start your process.



APPLICATION PROCESS – AGREEMENT REQUEST

EBS Portal
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Presenter Notes
Presentation Notes
If your project will be managed through the on-line project management tool, then this is the form you will use to request an agreement.  It will ask for contact information, project scope, funding, and delivery schedule.  Please be realistic with your delivery dates, PE, ROW and CON will not be delivered in the same year so select your program year accordinglyOnce it’s submitted, it comes to the Local Programs Management Office, known as LPMO in a workflow.  
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• Your Application will be Returned, Rejected or Approved:

• Returned: If the application needs to be corrected or needs additional information.

• Rejected:  If the Project is not programmed in the STIP, you can’t start agreement process.

• Approved:  An Agreement is started by the LPMO.

ACTIONS FOR APPLICATION

EBS Portal
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Presenter Notes
Presentation Notes
There are 3 actions for  an ApplicationOnce you have completed your application and you have submitted, it will come to LPMO’s inbox.  We will review the application along with the STIP and any MPO letters for approval. It will then go to the Division for them to review the scope and approve the Delivery Dates.  The delivery dates need to be reasonable and to make sure the STIP is current. We have 3 options to move forward with your application. If we Return the application back to you then there is some information that needs to be corrected the reason for the return will be listed in an email that will go to the person who submitted the application We may Reject the application. If the application is rejected then usually it is because the project is not programmed in the STIP, therefore we can’t start the agreement process.  Or we will Approve the application and we can then start the Agreement process. We will send the Agreement out for signatures thru DocuSign – you will be notified by an e-mail from the portal and also an e-mail from DocuSign, which will provide instructions for signing.



EBS Portal
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Presenter Notes
Presentation Notes
Let’s look at how to submit your documents.



VIEW AGREEMENT / SUBMIT DOCUMENTS

EBS Portal

15

Presenter Notes
Presentation Notes
You will select View Agreement / Submit DocumentsOnce you have an approved agreement that is fully executed, you may View your Agreement on the Portal.



VIEW AGREEMENT / SUBMIT DOCUMENTS

EBS Portal
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Presenter Notes
Presentation Notes
To see your project agreements, you will enter a specific TIP number, or you click Search and all your projects will list.



VIEW AGREEMENT / SUBMIT DOCUMENTS

EBS Portal
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Presenter Notes
Presentation Notes
When all your projects are listed, you will click on the project you need to view or submit a document.



VIEW AGREEMENT / SUBMIT DOCUMENTS

EBS Portal
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Presenter Notes
Presentation Notes
This screen shows your project details.  You will see the different sections.  The first section is General Data from your municipal agreement.  The next section is labeled Items that will show your phases of work that is eligible for reimbursement with the WBS element, the amount authorized and claim amount.  The third section is Transaction History.  This will show all the activities you have submitted for review and approval with attachments. 



VIEW AGREEMENT / SUBMIT DOCUMENTS

EBS Portal
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Presenter Notes
Presentation Notes
When you are ready to submit documents for review you will start on your agreement page.  You will click Submit Documents, and this will give you a dropdown list of documents to submit for review.



VIEW AGREEMENT / SUBMIT DOCUMENTS

EBS Portal
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Presenter Notes
Presentation Notes
From the dropdown you will select the activity you need to submit for review and attach any necessary documents.



VIEW AGREEMENT / SUBMIT DOCUMENTS

EBS Portal

Tips for naming attachments: Use TIP# followed by type of document:

 BL-0073_CE Consultation Form

 U-5500_PE RFLOI
21

Presenter Notes
Presentation Notes
This screen is for your attachmentsPlease make sure you always include the TIP number in the name of the attachment



VIEW AGREEMENT / SUBMIT DOCUMENTS

EBS Portal
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Presenter Notes
Presentation Notes
Once you attach any needed documents you will click submit at the top.  This workflow will go to the Division first.The division will review and forward to another DOT office as needed.



DOCUMENTS YOU WILL SUBMIT IN EBS FOR REVIEW

EBS Portal
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Presenter Notes
Presentation Notes
This is a list of the documents in chronological order that you will need to make sure are submitted in the EBS Portal for your project.This list as well as steps for submitting documents for review are on the Local Projects Management Office website



EBS Portal
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Presenter Notes
Presentation Notes
Now we will go over how to resubmit an Activity that has been returned for corrections.  
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RETURNED EMAIL FROM EBS BATCH

EBS Portal
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Presenter Notes
Presentation Notes
When an activity is returned to you, you’ll receive an e-mail with a letter attached.
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RETURNED EMAIL FROM EBS BATCH

EBS Portal

Presenter Notes
Presentation Notes
When you open the letter, you’ll see several items:The TIP # is at the top – this is helpful if you have multiple projects in EBSThe activity that has been returned – this will help you search for the activity in the Transaction HistoryThe reason why the activity was returned – this will be a message from the NCDOT staff person who has returned the activity.The next section is the steps to view any additional comments and directions on resubmitting revisions.The last item is the name and e-mail of the person who returned the activity, so you can reach out to them if you have questions.Now let’s walk through the steps to find a returned activity
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VIEW AGREEMENT / SUBMIT DOCUMENTS

EBS Portal

Presenter Notes
Presentation Notes
When you are ready to resubmit an activity that has been returned you will follow these steps.  Also go back to your Home Screen.  You will click Submit Document/View Agreement
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EBS Portal

From VIEW AGREEMENT – scroll down to your Transaction History

Presenter Notes
Presentation Notes
Once you’ve opened your project and you are on the Agreement Project Screen, you will scroll down to Transaction History and find the returned activity.A Tip is to sort your transaction history by Created on date (descending order).By doing this you will right click on the Created On column and select descending order – this will list the most recent transactions at the top of the pageClick on the returned activity and open it.
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To sort Transaction History, right click on “created on” date and select “Sort Descending”

EBS Portal

Presenter Notes
Presentation Notes
Sorting your transaction history by date created will have your most recent transactions at the top of the page.Right click on the Created On column and select descending order – this will list the most recent transactions at the top of the pageYou can also sort by any of the columns shown under the transaction history
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Returned to LGA - Activity

EBS Portal

Presenter Notes
Presentation Notes
With the activity open, you can see the status of the project is “returned to LGA”. The attachments will also include the letter that was attached to the return e-mail (if you want to reference it), and in this example we also have a separate set of comments that the DOT has uploaded. So, this is where you’ll go to find the comments that were returned.
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LGA ready to Resubmit an Activity

EBS Portal

Presenter Notes
Presentation Notes
Once you’re ready to submit revisions, attach your revised documents and add in an LGA Note.  Please note – this is NCDOT’s view, so I don’t have the ability to show you a screen shot with notes or revised documents uploaded. Once you have finished uploading, you’ll click SUBMIT at the top of the page.  If you don’t hit submit, it will not go into to workflow . Please attach documents to the RETURNED activityYou can check by going back to Transaction History to see if the status has updated to submitted.
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Transaction History with Too Many New Submittals of same Activity; when LGA should correct Returned Activity 

EBS Portal

Presenter Notes
Presentation Notes
This is an example of a transaction history that we really don’t like to see – the Town keeps creating a “new submittal” rather than revising the existing activity and resubmitting. It’s hard to find the most recent one and then all the documents are not grouped together on one activity.So, please use the original workflow until it is either approved, or rejected.  If the workflow is approved or rejected, you cannot resubmit on that workflow, you must start a new one.



EBS Portal
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1. Supplemental Agreement   
 
• Modify Scope
• Additional Funding
• Extend Completion Date

2. Funding Authorization 

Presenter Notes
Presentation Notes
Now we will go over how to submit a Change Request.  Remember a Change Request is when you need a Supplemental Agreement or to request for Funding Authorization.
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SUBMIT CHANGE REQUEST

EBS Portal
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Presenter Notes
Presentation Notes
To Submit a Change RequestFor every phase that is eligible for reimbursement, the LGA must submit a New Change Request for funding authorization.  If your scope, funding or completion date changes during the project you will need to submit a New Change Request for a Supplemental Agreement.This is located on your home page listed as New Change Request
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SUBMIT CHANGE REQUEST

EBS Portal

Presenter Notes
Presentation Notes
Type in your TIP Project number and click “Search”
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SUBMIT CHANGE REQUEST

EBS Portal

Presenter Notes
Presentation Notes
Find your Project and click on LPMO – Change Request
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CHANGE REQUEST FORM

EBS Portal

Presenter Notes
Presentation Notes
Your Project information will already be populated.  You will have 2 options for a Change request. If you select Fund Authorization, you will need to complete the funding table for your total amount requested and non-federal match amount.  You will need to include a reason for this change in the box provided.If you select in the drop-down Supplemental Agreement, you will need to add your comments in the Reason for Change box. 
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SUBMIT CHANGE REQUEST

EBS Portal

Presenter Notes
Presentation Notes
This is an example of funding authorization request.Again if you select Fund Authorization, then you will need to complete the funding table for your total amount requested and non-federal match amount.  You will need to include a reason for this change in the box provided.If you select in the drop-down Supplemental Agreement, you will need to add your comments in the Reason for Change box. 
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EDIT CHANGE REQUEST

EBS Portal

Presenter Notes
Presentation Notes
If A Change Request is returned, you’ll receive an e-mail and you must select “EDIT CHANGE REQUEST” from your main menu.  You can search for the Change Request by Project # or by Change Request # (This will be on the e-mail). Open the change request, revise the form and click submit at the bottom.
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REIMBURSEMENT

EBS Portal

Remember the consultant bills the LGA; the LGA reimburses the consultant 100%, then the LGA bills NCDOT 
and will receive reimbursement at a cost share per municipal agreement.  Most of the time it is 80%.

Presenter Notes
Presentation Notes
Let’s talk about how to submit your request for reimbursementRemember the consultant bills the LGA; the LGA reimburses the consultant 100%, then the LGA bills NCDOT and will receive reimbursement at a cost share per municipal agreement.  Most of the time it is 80%.
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SUBMIT REIMBURSEMENT REQUEST

EBS Portal

Click New Reimbursement Claim

Presenter Notes
Presentation Notes
On your home page you will click on “New Reimbursement Claim”
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SUBMIT REIMBURSEMENT REQUEST

EBS Portal

Type TIP Project number and click Search

Presenter Notes
Presentation Notes
Type in your TIP Project number and click “Search”
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SUBMIT REIMBURSEMENT REQUEST

EBS Portal

complete the blue highlighted fields

Presenter Notes
Presentation Notes
Your Project information will be populated on the form.  You will need to complete the blue highlighted fields. 
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• Is the grant expired?
• Is there a current FFATA form on file and less than one year old?
• Were there DBE/MBE/WBE vendor payments made during this period?
• Is this a final claim?
• Is the information on the cover sheet complete?

• Letterhead
• All expenditures are itemized by consultant/vendor/contractor
• If multiple phases are requested (PE/ROW/CON) they must be separated on the cover letter and entered 

on the correct line of the claim form
• Cost on the cover letter must match what is on the claim form
• The invoice period must be included on the cover letter and match what is on the claim form
• The date on the cover letter must match the date prepared in EBS.
• Invoice number must be unique – LGA will need to create a Unique Invoice Number for each claim form. 

Fiscal will no longer accept 1, 2, 3 etc.  Do not add spaces or special characters between the numbers.
• If there is not a unique invoice number for the claim, use the date of the cover letter, YYYYMMDD, for 

additional tracking you could include the TIP #AB-1234
• Unique Invoice Number Example:  20240201AB1234

BEFORE SUBMITTING A CLAIM CHECK FOR THE FOLLOWING:

EBS Portal

Presenter Notes
Presentation Notes
Here is a list of items you need to look over to make sure you have before you can submit your reimbursement.  Is the grant expired? – look in EBS on the agreement page and it shows the End Date.Make sure you have a FFATA form sent to our office within the last year.Are there any DBE payments, if yes or no make sure you have the form completed to submit with claim.Make sure you have a Cover Sheet – we are updating and will have on our website for you to use. 
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SUBMIT REIMBURSEMENT REQUEST

EBS Portal

Complete the table to show your expenses and reimbursement amount for that period.

Presenter Notes
Presentation Notes
You will complete the table to show your expenses, and your reimbursement amount for that period.  These amounts should match your cover letter that you will attach in EBS. Once you have completed the form you will click Submit at the bottom. The claim will go to LPMO first for the initial review and then to the Division for review and approval.
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EDIT REIMBURSEMENT REQUEST

EBS Portal

When a reimbursement request has been returned to you, you will select “edit reimbursement claim” to make 
corrections and re-submit.

Presenter Notes
Presentation Notes
If a Reimbursement Request is returned, you will receive an e-mail, and follows the same process as a returned Change Request. From your menu, you must select “Edit Reimbursement Claim” and search for the claim by your TIP# or the Claim # (this will be on the returned e-mail). Make the changes to the claim form and submit, then you will have the option to attach more documents.
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TRANSATION HISTORY

EBS Portal

The Transaction History will help you see where things are in workflow.  

Presenter Notes
Presentation Notes
The Transaction History will help you see where things are in workflow.  A helpful hint – anytime an activity, change request, or reimbursement claim has been submitted, you can still attach documents.  For example, say you filled out your Reimbursement claim form and you hit submit, and then you got distracted and didn’t upload the documents.  You can go into your transaction history, find that claim that’s been submitted and open it.  Then go ahead and attach documents.  It doesn’t matter if the workflow is in someone else’s inbox.  Just make sure you click SAVE at the top of the page.
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• Use Edge or Chrome as your browser option

• If you forget your password, notify the SAP Help Desk – link is on EBS login page.

• System times out quickly – plan your work accordingly

• Check your SPAM or JUNK Folder for system e-mails

• All notification e-mails should include TIP number

• Use the “wrench” symbol to personalize each section for viewing

HELPFUL HINTS FOR USING EBS PORTAL

EBS Portal

Presenter Notes
Presentation Notes
Helpful Hints for using EBSUse Edge or Chrome as your browser optionIf you forget your password, notify the SAP Help Desk – link is on EBS login page.System times out quickly – plan your work accordinglyCheck your SPAM or JUNK Folder for system e-mailsAll notification e-mails should include TIP numberUse the “wrench” symbol to personalize each section for viewing
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EBS Portal

Presenter Notes
Presentation Notes
Remember we are here to help! Teams is a wonderful tool for us to jump on a call and share our screens to work together!  Does anyone have any questions?



QUESTIONS??

Questions

50

Presenter Notes
Presentation Notes
This concludes our presentation. If there are any questions, please unmute, raise your hand or type in the chat box.



CONTACT INFORMATION – DIVISION & LPMO

NCDOT Contact List

Division Contact
51

Presenter Notes
Presentation Notes
We keep a Contact Information sheet for each division.  We will have this posted on our website.



Contact Us

@NCDOT

@NCDOT NCDOT

ncdotcom NCDOTcommunications

ncdot.gov

NCDOTcommunications

ncdotcom

View All Channels

Leah Roberts – Divisions 1-4, 6
llroberts@ncdot.gov 
919-707-6630

Sheila Atwood – Divisions 5, 7-9
sbatwood@ncdot.gov
919-707-6625

Justin Jorgensen – Divisions 10-14
jdjorgensen@ncdot.gov
919-707-6631

Marta Matthews – Local Programs Manager

mtmatthews@ncdot.gov 

919-707-6626

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!
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