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1. Program Management

B. Background:  What is Program Management?

The term “program” has two different meanings for transportation policy.  It can be a source of project funding with unique eligibility, selection, and approval processes or it can be a collection of projects selected for funding within a given time period.  Local Assistance program management involves both meanings and has as a key responsibility ensuring proper fund distribution, management, and oversight of the programs.
  LP2000 assists Local Assistance staff in meeting that responsibility.

Local Assistance divides the Program Management process into four main functions:

1. Planning – identifying available funds and program requirements

2. Programming – selecting projects for acceptance into a TIP

3. Monitoring – tracking and reporting use and program funds by projects

4. Evaluating – determining programmatic effectiveness.

The application of these process functions to particular Local Assistance projects depends upon the funding classification. Local Assistance recognizes three types of funding programs:  Federal or State Categorical, Regionally Apportioned, and Federal or State legislated.  Federal or State Categorical program projects require more intense Local Assistance involvement (all four Program Management processes) and, therefore, Local Assistance assigns a Program Coordinator for oversight. In contrast, Regionally Apportioned and Federal or State legislated projects only require Local Assistance monitoring. Projects that obtain funding from multiple programs require additional Local Assistance oversight.

For reference, a partial list of Local Assistance administered programs and their funding classification includes:

5. Highway Bridge Replacement and Rehabilitation (HBRR) – Federal Categorical

6. Hazard Elimination Safety (HES) – Federal Categorical

7. Safe Routes to Schools (SR2S) – Federal Categorical

8. Bicycle Transportation Account (BTA) – State Categorical

9. Congestion Mitigation and Air Quality (CMAQ) – Federal Regional

10. Regional Surface Transportation Program (RSTP) – Federal Regional

11. Emergency Relief (ER) – Federal Legislated

12. Traffic Congestion Relief Program (TRCP) – State Legislated

13. Environmental Enhancement and Mitigation – State Legislated 

C. Link to LP2000:  How does LP2000 Support Program Management?

LP2000’s initial design included Program Management functionality for all Local Assistance programs. However, this initial design has not yet been fully implemented. Presently, LP2000 contains Program Management functionality for two programs:  HES and SR2S, which are described in this chapter of the training manual. Local Assistance plans to increase the system functionality in the future to include all programs.

LP2000 supports primarily the Programming and Monitoring functions of the Local Assistance Program Management process. The remaining functions, Planning and Evaluating, require the expert judgment of Local Assistance staff and are performed external to LP2000. The remainder of the this chapter describes the LP2000 Program Management processes, including how to:

1. Gain access to the Project Programming Screens  

2. Create Candidate Projects (general information) and save the project  

3. Enter specific project information  

4. Search for projects and retrieve project information  

5. Change a project status from candidate to programmed or dropped  

6. Generate letters of project determination  

7. Print a list of project information  

8. Category maintenance  

9. Generate Reference Number  

10. Gain Access to the Project Programming Screens

To gain access to Project Programming, use the following process:

11. Enter your User Name and Password, as described in CHAPTER 1: GAINING ACCESS TO LP2000.
12. Once the system grants access to LP2000, your monitor will display the following screen beneath the menu and icon bars.
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Figure 2.1: LP2000 Entry 

13. To gain access to the Project Programming module, you must click on the Project Programming button (see Figure 2.1).

14. Doing so will open the Programmed Project Information window (see Figure 2.2).

[image: image2.png]P2000 - Production =10] x|
Eile Edit Record Action Repors Mainfenance Lefters Help Window ORACLE

KK T
s Search

Programmed Project Information

LT





Figure 1.2: Programmed Project Information window/Search Tab

15. You can perform a number of functions from this tab, including: creating a candidate project, finding a project/list of projects, showing detailed project information, and printing a list of projects. These functions are described later in this chapter.

16. Create Candidate Projects

Each year, Local Agencies submit Categorical Program project applications to Caltrans for funding consideration. Local Assistance staff reviews the merits of each application in relation to the objectives and funding of the project’s program. This process begins when Caltrans District Staff receive Local Agency project applications and enter the candidate project information into LP2000.

17. From the Programmed Project Information window, Search Tab
a. Use your mouse to position your cursor over the Create Project button

b. Click your left mouse button

18. Selecting to create a new project will generate a General Tab alongside the Search Tab (see Figure 2.3).
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Figure 2.3: General Tab

19. The General Tab within the Project Programming Information window stores the basic project information needed to evaluate a project for possible funding. All of the information entered into the General Tab can be found on the Project Application Form
 that Local Agencies must submit to the District. The District enters the following types of information into LP2000: 

a. Program Year – Enter the year in which construction is scheduled to begin for the candidate project. This will be the Federal fiscal year in which the project was solicited.

b. Program – Select the type of program funding proposed for the project. Currently HES and SR2S program data will be accepted by LP2000.

c. Lead Agency – This data element consists of 2 fields:  Lead Agency Number and Lead Agency Name. You may either enter the Lead Agency number or click the arrow to the right of the Lead Agency text field to select from a pop-up list of Lead Agency names.

· If you know the Lead Agency number, enter the four digits in the Lead Agency number field (the smaller field of the two). If you enter an invalid Lead Agency Number, the system will not allow you to leave the Lead Agency field, and you will receive a system error in the lower left portion of your screen.

· If you do not know the Lead Agency number, click the arrow to the right of the Lead Agency field to produce a pop-up list and select the name from the list. Selecting the Lead Agency name will automatically fill in the Lead Agency Number for you.

d. District – For most agencies the District number will be automatically filled in when you select the agency.  For those agencies that are statewide the District number will appear as 53.  You must change this to the appropriate District for the particular project.  You may either type the 2-digit combination into the field or click the arrow to the right of the District field to select a value from the pop-up list. If you enter an invalid District number, the system will open the pop-up list until you select a valid District number.

e. Award Date – Enter the estimated project award date for construction.

f. Project Description – Enter a general narrative description of the work to be performed. The description should be 50 words or less.

g. Location Description – Enter a geographical reference location, typically cross-streets or nearest intersection, for the project.

h. Status – Enter the project status. District users may only select the CANDIDATE status. The Program Coordinator has the ability to change status from candidate to programmed or dropped.

i. Status Date – Enter the date when a status is entered or changed.

4. 
Save the project to LP2000’s database. LP2000 will automatically assign a project number and date stamp it. From this point, you can enter additional project program information, as described in the next section.

E.
Enter Specific Project Information

Saving a candidate project opens a new set of Tabs (see Figure 2.4) for additional project data entry. These Tabs allow you to enter specific project information that will help to organize and sort the projects for later report generation.
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Figure 2.2: Additional Project Tabs

As shown in Figure 4, you now have access to a Program Specific (in this case, SR2S) Tab, Status Tab, Milestones Tab, Estimates Tab, and LP2000 Info Tab. A description of each Tab and the types of information contained within them follows:

20. Program Specific Tab – The name of this tab will vary depending upon the program, currently either HES or SR2S. Each screen will require program specific information (see Figure 2.5, Figure 2.7).

SR2S Tab
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Figure 2.3: SR2S Program Specific Tab

a. Project Rank Code – This description is based upon the project rating, as determined by the District’s evaluation of the project application. Click the arrow to the right of the field to produce a drop-down menu and select one of the descriptions. Current value options are Excellent, Good, Fair, Poor, and Ineligible.

b. Status Due Date – Currently not used.

c. Project Type –All SR2S projects are Work Type. The Safety Index project type is built into the system for future use and should not be selected at this time.

d. School Desc – Enter the name(s) of the school(s) directly involved in or affected by the project.

e. School District Desc – Enter the school District(s) involved in the project.

f. ZIP Code – Enter the ZIP Code in which the project is based. If multiple ZIP Codes are involved, enter the ZIP Code where most of the work will be performed.

g. Agency Priority – Enter the priority of the project as assigned by the Local Agency. If the Local Agency only submitted one project, the project’s priority will be 1.

h. District Priority – Currently not used.

i. Safe Routes To School Category –A project can belong to one or more predefined SR2S categories. Click the arrow to the right of the Category Description field to select a SR2S category from the pop-up list. To select an additional category, click in the next open Category Code field, then click the arrow to the right of the Category Description field and select another SR2S category. The category description should generally match to the description provided in the General Tab, Project Description field. The Local Agency should have identified the category(ies) on their application form.

j. Fed Percentage Amt – Enter the percentage of Federal funding for the project. The field accepts values to 2 decimal places.

k. Local Percentage Amt – Enter the percentage of Local funding for the project. The field accepts values to 2 decimal places.

l. Original Estimate Amount – Enter the total cost of the project.

m. Original Federal Amount – Enter the amount of Federal funs requested for the project.

n. Assembly Senate District – Click this button to open the Assembly/Senate District Selection window (see Figure 2.6).
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Figure 2.4: Assembly/Senate Selection Window

· From this screen you can select the Assembly and Senate Representatives who represent the project’s location. You may assign a Senate/Assembly member on one of two ways: by entering the District Number into the District Code field, or by clicking the arrow to the right of the Assembly Person/Senator Name field and selecting the proper person from the pop-up list. To select an additional Senate/Assembly person, click in the next open District Code field, then click the arrow to the right of the Senate/Assembly Person Name field and select another person.

· Click the Senate/Assembly District Selection Save button once the representatives are assigned to the project.

HES Tab
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Figure 2.5: HES Program Specific Tab

o. Project Rank Code – This description is based upon the project rating, as determined by the District’s evaluation of the project application. Click the arrow to the right of the field to produce a drop-down menu and select one of the descriptions. Current value options are Excellent, Good, Fair, Poor, and Ineligible

p. Project Type – Click the button to the left of either Safety Index or Work Type to select the project type.

q. S.I. # – Projects that are Safety Index project type will have an associated Safety Index Number (S.I. #). The Local Agency calculates this number using the Safety Index Calculation Form.

r. BC Ratio – Currently not used.

s. Category –A project can belong to only one predefined HES category. Click the arrow to the right of the Category field to select a HES category from the pop-up list. The category description should agree with the description provided in the General Tab, Project Description field.

t. Status Report Due Date – Currently not used.

u. Agency Priority # – Enter the priority of the project as assigned by the Local Agency.

v. District Priority # – Currently not used.

w. Federal – Enter the percentage of federal funding for the project. The field accepts values to 2 decimal places.

x. Local – Enter the percentage of Local funding for the project. The field accepts values to 2 decimal places. The sum of the Local and Federal Percentage Share should equal 100%.

y. Original Estimate Amount – Enter the total cost for the project.

z. Federal Funds – Enter the amount of Federal funds requested for the project.

21. Status Tab – The Status Tab in Project Programming is used to record changes to a project that occur after its initial entry into LP2000. Using this screen, you can change the project’s current estimate, current Federal amount, or current award date, as well as record reasons for the change and additional comments (see Figure 2.8).
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Figure 2.6: Status Tab

a. Date Revised – Enter the current date. If multiple revisions occur, this will allow you to see the chronological order of the changes.

b. Current Estimate – If the project’s Original Estimate Amount of funding changes, record the current amount in this field. The value entered here will be reflected in the Current Estimate Amount field of the Program Specific Tab. This field is restricted to HQ Program Coordinator entry.

c. Current Federal Amount – If the project’s Original Federal Amount of funding changes, record the current amount in this field. The value entered here will be reflected in the Current Federal Amount field of the Program Specific Tab. This field is restricted to HQ Program Coordinator entry.

d. Current Award Date – If the project’s Award Date changes, record the current award date. 

e. Reason for Change – Enter the reason for the change. Double clicking your mouse button on this field will open a text editor box.

f. Comments – Record any pertinent comments. Double clicking your mouse button on this field will open a text editor box.

22. Milestones Tab – The Milestone Tab contains all of the milestone data for each project. At this point in time, there are no predefined program milestones and this tab is not used. Local Assistance Headquarters intends to activate the Milestones Tab in the near future.

23. Estimates Tab – The Estimates Tab allows you to separate the project funds into discrete phases (see Figure 2.9). The phases match the phases listed in the Project Application Form
 submitted by the Local Agency. Currently, Local Assistance does not track projects costs by phase for HES or SR2S. The functionality of this screen may be implemented in the future.
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Figure 2.7: Estimates Tab

a. Fund Year – Enter the year in which the funds will be expended.

b. Phase Description – Enter the project-related phase. The phases that may be chosen from the pop-up list are:

· Preliminary Engineering Environmental

· Preliminary Engineering PS&E

· Right of Way Engineering

· Right of Way Appraisals and Acquisitions

· Construction

· Construction Engineering

· Other

c. Estimated Amount – Enter the estimated cost for each phase.

24. LP2000 Info Tab – The Program Management and Project Implementation modules of LP2000 do not currently exchange information. However, you may view part of the project Implementation information through the Program Management module’s LP2000 Info Tab (see Figure 2.10).
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Figure 2.8: LP2000 Info Tab

a. Project ID – Once the project has been established in LP2000’s Implementation module, enter the project ID here and then left click on the save icon.  Once this is done left click on the Refresh button to see the LP2000 data.  After a FNM 76 has been transmitted to FHWA and a program supplement transmitted to Local Programs Accounting and Management System (LPAMS) you may view the LPAMS information by clicking on the Accounting button (see figure 2.11). 
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Figure 2.11: LP2000 LPAMS Information

b.  This screen provides an actual view into LPAMS and shows a variety of data including Invoice Amount, Encumbrances and Expenditure Summary and Federal dollars obligated. 

D. Search for Projects and Retrieve Project Information

LP2000 supports the ability to search for projects and retrieve/edit project information through the Search Tab (see Figure 2.12). From this tab you have the ability to either:

· Search for a single project based upon the Program Project ID number, or

· Search for a series of projects based upon various criteria or combinations of criteria (e.g., program year, status, location description).

After completing your search, you may view project details, edit project information, or perform a variety of other functions, described later in this chapter.
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Figure 2.12: Search Tab

1. Single Project Search – To search for a single project, you must know the Program Project ID. Once you have the Program Project ID, perform the following actions:

a. Click in the Program Project ID field and type in the four-digit code (the next screens use Program Project ID 2014 as an example). If you enter the Program Project ID, the system will disregard any additional criteria.

b. Click the Find Project button to begin the search. Assuming you used a valid Program Project ID, your screen will display the basic project information, as shown in Figure 2.13.
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Figure 2.13: Single Project Search Example

2. Multiple Project Search – To search for a series of projects or to narrow the search for a single project (when you do not know the Program Project ID), you will enter search criteria for the types of projects you want to view.

a. To select the criteria, click in the appropriate field. The values are:

· Program – Click the drop-down menu arrow to the right of the field to select HES or SR2S.

· Location Description – This field will search for partial values. For instance, if you enter Acacia into this field, the system will display all the projects on Acacia Street, Acacia Avenue, and Acacia Way.

· Status – Click the drop-down menu arrow to the right of the field to select Candidate, Programmed, Dropped, or None (blank).

· District – Enter the District (01-12, or 53).

· Program Year – Enter the project Program Year.

· Local Agency – You can enter the four-digit Local Agency code, or select the Local Agency by clicking on the pop-up list arrow to the right of the Local Agency Code field.

b. For example, assume that you want to find a project about which you have limited information. You know that the project is HES, was programmed in 2002, and is in Sacramento, but you do not know the Program Project ID. Select the following list of values, click the Find Project button, and you will receive results similar to Figure 2.14:

· Program = HES

· Program Year = 2002

· Lead Agency = 5002 (Sacramento)
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Figure 2.14: Multiple Project Search Example

c. When you select the Program (HES or SR2S), the top of your screen will change depending upon the program choice. LP2000 replaces the Programmed Project Information text with program specific advanced search criteria. These search criteria can be used to further refine your search based upon Work Type and Category (see Figure 2.15 and Figure 2.16).
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Figure 2.15: HES Advanced Search
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Figure 2.16: SR2S Advanced Search

Retrieve Project Information

d. Regardless of the search method used (single vs. multiple search), you can select a specific project to view from the search screen. For searches that result in more than 10 matches, use the scroll bar on the right of the screen to sort through the listed projects until you find the one you want.

e. To view the project details: 

· Click on the project number, which will highlight the line in light blue, then click on the Show Project Information button, or 

· Double click on the project number.

f. At that point the system will display the General Tab, Program Specific Tab, Status Tab, Milestones Tab, Estimates Tab, and LP2000 Info Tab for you to view/edit the information for that project.

3. Change a Project Status from Candidate to Programmed or Dropped

Section D described the process required to create a candidate project. The HQ Program Coordinator is the only person that can change a project’s status from Candidate to either Programmed or Dropped. The process follows:

4. Use the Search Tab process (see Section F), to identify the specific project or group of projects that require a status change.

5. Select the project, as described earlier.

6. Click on the General Tab.

7. Click on the arrow to the right of the Status Field and click on the appropriate status (see Figure 2.17).
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Figure 2.17: Status Selection

8. Save the project into LP2000’s database, per Section 1.D. 

9. Generate Letters

For both the SR2S Program and the HES Program, the District sends a letter to all applicants immediately after the program plan has been approved and released by Headquarters. The letter informs each applicant whether or not the project was selected and approved for funding. LP2000 allows users to generate the letters for both successful and unsuccessful projects. Currently, this functionality is only available for SR2S projects. Similar functionality for HES projects will be included in future LP2000 upgrades.

Letters to Local Agencies – LP2000 allows you to create two types of Local Agency letters: individual and batch.

a. Use the Search Tab (see Section F) to find and open the project.

b. Go to the Menu bar and click the Letters Menu item. The system will open the Generate Letter (Programmed Projects) Screen (see Figure 2.18). The system will auto-populate the Program, District, Agency Selection, and Agency fields based on previously stored information.
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Figure 2.18: Generate Letter Screen

c. Complete the other data fields as follows:

· Program Year – Enter the year in which the project is programmed. Entering an incorrect year in this field will cause your query to fail and produce a blank letter. LP2000 will auto-populate the Fiscal Year field based upon the Program Year entry.

· District – Enter the two-digit District number or click the arrow to the right and select the District number from the pop-up list.

· Agency Selection – This field determines whether you will produce an individual or a batch letter. Choosing Select Agency will produce an individual letter, while choosing All Agencies will produce a batch letter to all of the agency representatives that are shown in the Contact Name field.

· Agency – For individual letters, the system will auto-populate the field according to the project data. For batch letters, this field should be blank.

· Letter Name –District staff may generate Successful Notification or Unsuccessful Notification letters. Choose the appropriate letter name for the Local Agency you have selected. In some cases, you will generate both letters for a single agency.

· Letter Generation Date – Enter the current date.

· Contact Name – Click the arrow to the right of the field to open the pop-up list and select the Local Agency contact to which the letter will be addressed.

d. To produce the letter, click the Generate Letter button. LP2000 creates the letter using Adobe.

**Note: 
The generic letter was developed for legal-size paper (8.5” by 14”) with a perforated address tab at the bottom. In order to ensure the proper paper tray is selected, you will need to change your printer settings using the following process:

· Menu Option – Move your mouse pointer over the Project Menu item, left click your mouse once to open the Project Menu bar, and left click on Print.

· Icon option – Move your mouse over the Printer Icon and left click your mouse once.

· Performing either of these will open the Printer Window. Within the Printer Window, click on the Properties Button to open the Printer Properties Window.

· From this point, your system and printer setting will determine how to select your paper size. Normally these setting are determined under a Paper Tab within the window. If you have difficulty selecting your paper settings, contact your local IT Help Desk.

For the SR2S Program, Headquarters staff typically sends a letter to all Senate/Assembly members that had a project approved within their Legislative District. LP2000 creates these letters.

Letters to Senate/Assembly Members

e. Use the Search Tab (see Section F) to find and open the project.

f. Go to the Menu bar and click the Letters Menu item. The system will open the Generate Letter (Programmed Projects) Screen (see Figure 18). The system will auto-populate the Program, Agency Selection, and Agency fields based on previously stored information.

g. Complete the other data fields as follows:

· Program Year – Enter the year in which the project is programmed. Entering an incorrect year in this field will cause your query to fail and produce a blank letter. LP2000 will auto-populate the Fiscal Year field based upon the Program Year entry.

· District – Enter the two-digit District number or click the arrow to the right and select the District number from the pop-up list.

· Letter Name – Click the arrow to the right of the field to choose either Assemblymen Notification or Senator Notification. LP2000 creates a separate letter for each project.

· Letter Generation Date – Enter the current date.

· Assembly Person/Senator – Click the arrow to the right of the field to select the legislator to which the letter should be addressed.

h. To produce the letter, click the Generate Letter button. LP2000 will create the letter using Adobe.

**Note: 
The generic letter was developed for legal-size paper (8.5” by 14”) with a perforated address tab at the bottom. In order to ensure the proper paper tray is selected, you will need to change your printer settings using the following process:

· Menu Option – Move your mouse pointer over the Project Menu item, left click your mouse once to open the Project Menu bar, and left click on Print.

· Icon option – Move your mouse over the Printer Icon and left click your mouse once.

· Performing either of these will open the Printer Window. Within the Printer Window, click on the Properties Button to open the Printer Properties Window.

· From this point, your system and printer setting will determine how to select your paper size. Normally these setting are determined under a Paper Tab within the window. If you have difficulty selecting your paper settings, contact your local IT Help Desk.

10. Print a List of Project Information

LP2000 allows you to search for projects and print out the results of your search.

11. Use the Search Tab (see Section F) to find and open the project. For instance, if you want a list of all SR2S projects with a Program Year of 2001 that were assigned a status of Dropped statewide, you can enter the following criteria:

a. Program = SR2S

b. Program Year = 2001

c. Status = Dropped

d. District = Nothing selected, statewide desired

12. Click the Find Project button

13. After the results appear, click the Print Search Results button to produce a report of these projects (see Figure 2.19).
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Figure 2.19: Printed Project Search Results

14. Category Maintenance

Local Assistance Headquarters is able to add or modify the categories identified with SR2S and HES projects. If District staff find that categories should be added, deleted, or modified, please contact your Program Coordinator to discuss the addition/modification. Once agreement is reached, the Program Coordinator would follow this process:

15. Click the Maintenance text in the Menu bar, and then click the SR2S Menu item or the HES Menu item. Then click the Category Maintenance option to open the SR2S Category Screen (see Figure 2.20) or the Category option for the HES Category Screen. 
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Figure 2.20: SR2S Category Maintenance Screen

16. To modify the existing Codes, Categories, or other information, click on the text and modify the values.

17. To add new information, click on the first blank value and add the required information.

18. Save the categories into LP2000’s database, per Section 1.D. 

19. Generate Reference Number

Once projects have been programmed, Local Assistance Headquarters assigns a reference number to each project to facilitate letter generation.

20. Click the Action text in the Menu bar and click SR2S – Generate Reference Number Menu item to open the SR2S Generate Reference Number Screen (see Figure 2.21). 
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Figure 2.21: SR2S Generate Reference Number Screen

21. Type the Program Year for projects to which a Reference Number will be assigned and hit Return. LP2000 will auto-populate the programmed projects into the fields.

22. If the list of projects contains previously assigned Project Reference Numbers, click the Clear Project Reference Number button to clear the list.

23. Click the Generate Project Reference Number button to create a project reference number.

24. Save the results into LP2000’s database, per section 1.D. 

� Local Assistance Procedures Manual, Chapter 2.8, Caltrans Responsibilities


� See Local Assistance Program Guidelines. For HES, Chapter 9, Exhibit 9-A. For SR2S, Chapter 24, Exhibit 24-A.


� Local Assistance Program Guidelines, Chapter 24, Exhibit 24-A


� Local Assistance Program Guidelines, Chapter 9, Exhibit 9-B


� See Local Assistance Program Guidelines. For HES, Chapter 9, Exhibit 9-A. For SR2S, Chapter 24, Exhibit 24-A.








12/19/03

PAGE  
12/19/03
Page 2-9



_1110808854

_1110877592

_1110884206

_1110890278

_1110892413

_1110887984

_1110878833

_1110810738

_1110812740

_1110725848

_1110806852

_1110289392

