E-FSTIP Amendment Approval Procedures for MPOs

e Use the procedures below to approve and upload your approved FTIP amendments and
administrative modifications in the California Transportation Improvement Program
System (CTIPS). Once these programming documents are uploaded in CTIPS, you will
not be able to make any changes to them. Therefore, please make sure that the
documents to be uploaded are correct and final. Should you need to make changes to
the documents, contact your Caltrans HQ FTIP Coordinator.

e Notify your Caltrans HQ FTIP Coordinator and FHWA’s and FTA’s planning coordinators
by e-mail once you have approved you’re amendment and administrative modification

in CTIPS.

A. Procedures for MPOs who enter data directly in CTIPS:

Step 1: Create a new amendment (or administrative modification):
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In the “FTIP” Module, select “Approve” and click “GO”. This will take you to the FTIP
Approval Control Panel shown below.



Step 2: Enter data in the FTIP Approval Control Panel:

FTIP Approval Control Panel
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Step 1. Select Document Type
Draft FTIP
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Step 5. Enter Approval Date (Required)

04/12/2021

Step 2. Select Document Year
Doc. Yr/ 1st FY / Status

(Required)

Step 6. Review (Optional)

() Preview On Screen
) send To Printer
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@® Approve Amendment
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Amendment No.
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Step 7. Process FTIP Approval (Required)

Approve FTIP

Step 4. Attach Approved Doc (Required)

File Title

File Description File

scagfm20_052920.‘ |AmendmentNo_2 HBrowse...

Exit

In the control panel above:

Step 1: Select FTIP

Step 2: Select Document Year — 2020
Step 3: Select “Approve Amendment,” then select the Amendment No.

Step 4: Upload the PDF of your board approved FTIP amendment or administrative
modification. The maximum file size is 220 MB. Use the naming convention below for “File

Title”

mponame number_MPO approval date(xxxxxx)
Example: AMBAG’s Amendment (or Administrative Modification) No. 1 —ambag01_040121
Once the file is uploaded, the name of the file will automatically populate in the “File Title”

field.

Enter the File Description: Amendment No. xx

Step 5: Enter the MPO board approval date (xx/xx/xxxx) e.g 04/01/2021
Step 6: View/print project list (Optional)
Step 7: Click “Approve FTIP” to approve




To View the approved project list:

Search for the approved document by selecting “Document Year 2020”, select MPO, then select
Amendment No. x.xx and click Search.
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01 HUM RURAL Keisner Road Safety Street Crossing 2020| FTIP 2| Bear River Band of | 23000000443| * v
01 | HUM RURAL Highway 101 Interchange 2020| FTIP 2| Cher Ae Heights Ind 23000000448
01 | HUM RURAL Comprehensive Wayfinding System 2020| FTIP 2| Cher Ae Heights Ind - 23000000446
01 HUM 2510 Greenwood, Rallroad, & Hatchery Road (Blue Lake Truck Route) 2020 FTIP 2| Blue Lake, City of 13000003103
01 | HUM 2509 Old Arcata Road Rehabilitation & Pedestrian/Bikeway Improvement| 2020/ FTIP 5| Arcata, City of 13000003102
01 HUM RURAL Cher Ae Lane Slope Stabllization 2020| FTIP 2| Cher Ae Helghts Ind 23000000445
01 HUM RURAL Panamnik Way Parking Facility 2020| FTIP 3| Karuk Tribe 23000000453
01 | HUM 2511 Redwood Way, Fortuna Boulevard to Rohnerville Road Improvemer| 2020/ FTIP 2| Fortuna, City of 13000003107
01 HUM RURAL Tribal Roads Street Lights 2020| FTIP 2| Bear River Band of | 23000000444
01 | HUM RURAL Trinidad Pler 2020] FTIP 3| Cher Ae Heights Ind_ 23000000447 ~ |
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To view project details and the uploaded document:

Select a project from the list shown on the previous page. To view the uploaded PDF

document, click “View Approval”. A pop-up screen will display the document as shown below.
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B. Procedures for MPOs using the FASS Process:

Step 1: click “Create New Amendment” for amendments and administrative
modifications:

[ https://ctips-test.dot.ca.gov/ctips/AmendmentsForm.do
[_] |8an Diego Association of Governments 2016/ 14 3 0 Vigfm | Submitted -
[C] |San Diego Association of Governments 2016/ 15 3 0 Vielr’ | Submitted
[_] |8an Diego Association of Governments 201870 3 0 View Submitted
[_] |8an Diego Association of Governments 201871 3 0 View Submitted
[_] |8an Diego Association of Governments 201872 3 0 View Submitted
[_] |8an Diego Association of Governments 201873 3 0 View Submitted
[_] |8an Diego Association of Governments 201874 3 0 View Submitted
[_] |8an Diego Association of Governments 201875 3 0 View Submitted
[_] |8an Diego Association of Governments 201876 3 0 View Submitted
[_] |8an Diego Association of Governments 201877 3 0 View Submitted
[_] |8an Diego Association of Governments 201878 3 0 View Submitted
[_] |8an Diego Association of Governments 201879 3 0 View Submitted
[_] |San Diego Association of Governments 20187110 3 0 View Submitted
[_] |San Diego Association of Governments 20187/ 11 3 0 View Submitted
[_] |San Diego Association of Governments 203a 12 3 0 View Submitted
[_] |San Diego Association of Governments 2018113 3 0 View Submitted
[C] |San Diego Association of Governments 20187114 3 0 View Submitted
[C] |San Diego Association of Governments 2018115 3 1 View Submitted
Delete Row | I Create New Amendment I
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Step 2: Enter the new amendment information as required. Use the “Attach Add-on Files”
feature by clicking on “Add File/s” to upload the approved document:

Amendment Details:
MPO: San Diego Association of Governments

Document Year: | 2018 |

AmendmentNo:  [15 |

Upload Motes:

— Attach Projects Data XML Files:

Project File: Choose File |project.xml

Fund Type Filg: Choose File | fundtype xml

Fund Line File: Choose File |fundline.xml

— Attach Add-on Files:
Add Filels
[File Title [File Description [File
O [sandag15 0326 2018 FTIP .| Choose File | No file chosen

Delete Row I

— Execution Mode:
®) validate Only () Submit Data
Cancel Delete Save Only Submit to Queue

Use this "Attach Add-on File" feature to upload approved document. Only
one file in the PDF format is allowed to be uploaded. Maximum file size is
220 MB. Recommended naming convention for file title to be uploaded is:

MPOName MPO#_approval date (ex: SANDAG15_03262021)



Step 3: Validate and submit data as before, and verify the amendment is submitted:

Y Ameng ~ o
2 https ‘AmendmentsForm.do
] |5an Diego Association of Governments 2016714 3 0 Submitted
] |San Diego Association of Governments 20161715 3 0 Submitted
] |5an Diego Association of Governments 201870 3 0 Submitted
] |San Diego Association of Governments 2018171 3 0 Submitted
] |5an Diego Association of Governments 201872 3 0 Submitted
] |San Diego Association of Governments 201873 3 0 Submitted
] |5an Diego Association of Governments 201874 3 0 Submitte
] |San Diego Association of Governments 201875 3 0 Submiﬁek
] |5an Diego Association of Governments 201876 3 0 Submitted
] |San Diego Association of Governments 201877 3 0 Submitted
] |5an Diego Association of Governments 201878 3 0 Submitted
] |San Diego Association of Governments 201879 3 0 Submitted
] |5an Diego Association of Governments 2018710 3 0 Submitted
] |San Diego Association of Governments 2018711 3 0 Submitted
] |5an Diego Association of Governments 2018712 3 0 Submitted
] |San Diego Association of Governments 20181713 3 0 Submitted
[_| |San Dieoo Association of Governments 2018014 k! 0 Submitted L
|_| |San Diego Association of Governments 20181715 3 1 Submitted
Delete Row I Create New Amendment |
Refresh Cancel |

To View the approved project list:

Search for the approved document by selecting “Document Year 2020”, select MPO, then select
Amendment No. x.xx and click Search.
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To view project details and the uploaded document:

Select a project from the list shown on the previous page. To view the uploaded PDF
document, click “View Approval”. A pop-up screen will display the document as shown below.
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