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1. Introduction: Users and Options

Welcome to the Congestion Mitigation and Air Quality (CMAQ) Tracking System. This
Web-enabled system provides users with a simple, efficient way of entering and
monitoring project information gathered by fiscal year. The CMAQ System simplifies
the process of submitting the required annual report and generates reports based on data
within the System and allows users to monitor the current status of project funding.

The CMAQ System runs on both Microsoft’s Internet Explorer and Netscape’s
Navigator. The System uses an Oracle9l database to store project information, and
Seagate’s Crystal Reports to generate reports on projects.

There are four types of users in the CMAQ System:

Metropolitan Planning Organization (MPO)

State Department of Transportation (DOT)

Federal Highway Administration Division (Division)
Federal Highway Administration Headquarters (HQ)

At each level, at least one person will have authority to approve project data (discussed
below and in section 10).

The CMAQ Tracking System is set up to mimic the existing flow of paper CMAQ
reports. Project data is to be entered at the level closest to the project, which probably
has the best idea of what work is being done. Which level this is is not standard.
Depending on which state and which year, we have received data that originated at
MPOs, at state district offices, at state central offices and even at FHWA Division
Offices. The CMAQ Tracking System does not require changing this level of
responsibility. Whoever has been typing in the data can now enter it online instead.

MPO Users
The following options are available to MPO users:

“Entry — Enter a New Project”

“Entry — Enter Subsequent Project” data for a continuing project

“Entry — Edit Existing Project” for either current or continuing projects

“Search” for projects already entered into the System

“Reports” similar to those used in the CMAQ Annual Report

“Utilities — Upload Project Information” for batch uploading of data from another
system

e “Approval”

Under the Entry tab, Enter a New Project is used to enter data into the System via a
series of data entry screens. You can hit the Save Data For Later Editing icon and
return to the project later for further editing. When complete, the user can use the Save
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Data and Submit for Approval function to submit the data to someone else in the MPO
who has approval rights. When this person approves all the MPQO’s projects, the System
sends an e-mail to State level user who have approval rights that the current year’s data is
available for review and approval. (See Section 10: Approval below for details.)

Enter Subsequent Project is used to enter additional funding and benefits data for a
project that was originally entered in a previous fiscal year without having to re-enter all
of the other project information.

Edit Existing Project allows the user to add information to a project for which some
data was previously entered.

MPO users can use the Search function to search for projects within the state as well as
those that have been approved by HQ.

The Reports function is used to organize the project data into the 15 different reporting
formats used in the CMAQ annual reports. These reports can be generated on projects
entered/approved by each user level, as well as those approved by HQ. Once generated,
the reports can be printed or exported to a file.

Under the Utilities tab, the Upload Project Information function, can be utilized by
users with their own systems in place. This function allows them to extract information
from their current systems and transfer it to the CMAQ System. Refer to Appendices 1
& 2 for more information on the batch upload process.

MPO users who have Approval rights can also approve project data entered by the MPO.
Data entered by the MPO needs to be approved before the State DOT can review it.

State DOT Users

State DOT users have access to the same options as MPOs. State DOT users may enter
project data, approve project data, and review project data entered by MPOs in their
State.

At least one user in each office (MPO, STATE, DIVISION, HQ) needs to have the ability
to approve projects. Users who have project approval rights can approve project data,
which causes the System to notify the next level user that there is project data awaiting
review.

So, if a user in the East-West Gateway Coordinating Council approves project data, a
message will appear on the opening screen of MoDOT users who have approval rights
that there is project data awaiting approval. The State DOT user can then either approve
the project or reject it and send it back for review. Data for multiple projects can be
approved at one time.
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Approval of all projects electronically by the State is equivalent to compiling a paper
report from MPOs and State District Offices and forwarding it to the FHWA Division
Office.

FHWA Division Users

FHWA Division users have access to the same options that State DOT users have.
Division users who have approval rights review project data submitted by the State DOT
users or entered by other Division users. Once project data is reviewed, it can either be
given approval or returned for correction.

FHWA HQ users
FHWA HQ users have access to the same options as the Division.

HQ users review and approve project data that have been approved by Division users or
entered into the System by other HQ users. Upon approval of the entire national program
by headquarters, the data is used to compile the national CMAQ annual report.
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2. Gaining Access to the CMAQ System & Logging on

FHWA Division Users

FHWA Division users of the system are “Sponsors,” which means they can sponsor State
and local “Users,” as well as others in their Division office, into the CMAQ System. If
no one in the Division has access to the system, contact Robert Kafalenos or Diane
Turchetta in FHWA headquarters. [If you need to sponsor someone else in your Division
office, skip to step two in the next section.]

State or Local Users

There are two steps involved in becoming a State or local User of the CMAQ system.
The first step is for the State/local user to apply for access to FHWA'’s User Profile and
Access Control System (UPACS). To initiate this, go to the following web address:

http://apps.fhwa.dot.gov

Click on “FHWA Information Systems” (in blue), and UPACS will be loaded. Click on
the “Register Now” icon, and input your email address and the ID of the UPACS
Administrator in you State. When you click on “next,” you will go to the “Registration
Profile” where you complete your official contact information. Click on *“submit” at the
bottom of this screen to send a message to the UPACS Administrator that you are
requesting a UPACS ID.

One way to get the ID of the UPACS Administrator is to click on the “UPACS
Administrator” link and get a list of all the UPACS Administrators. As there are two
listed for each Division, you may want to call the Division office first to see which
administrator handles UPACS IDs.

You should receive back from the UPACS Administrator a message with your UPACS
ID, which is typically your first initial and last name but may vary slightly. Keep in mind
that it may take several days or longer for the UPACS administrator to verify your
information and grant the ID.

The second step is performed by the Division planner/ air quality specialist who sponsors
new CMAQ users.

The Division sponsor creates a CMAQ user by clicking on “User Profile and Access
Control System” which takes you to an area for changing passwords and profiles, and
also where modifications can be made to system rights for the CMAQ system. The
Division user then clicks on the “Establish, Change or Remove System Access Rights
for:” the CMAQ system, which takes you to a “UPACS-CMAQ Maintenance” screen
where you have to put in the UPACS ID of the state or local person you are adding to the
system. (Until someone has a UPACS ID, you can’t make her or him a CMAQ user.)
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When you put in a valid ID and click next, you are taken to a screen of information about
that person, the same information just submitted by that person to your UPACS
administrator. Clicking on “CMAQ Access Rights” at the bottom of the page takes you
to the next page, where you actually grant rights. You do want to verify all of the
information to be sure you have the right person.

At least one user in each MPO and State office should be granted approval rights, while
all users will be able to enter project data.
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Logging Into the CMAQ System

Users must login to CMAQ using UPACS. FHWA users can get to this system by
opening up a web browser and going to http://staffnet.fhwa.dot.gov and clicking on
“Information Systems.” State and local users access the system over the internet via
http://apps.fhwa.dot.gov . For any additional registration information for the UPACS

system not covered in the previous pages, click the “‘Help” button on the top right of the
screen or refer to the UPACS User Document.

34 FHWA Information Systems / Production (Staffne —|= x|
File Edit \iew Favorites Tools Help ﬁ
“Back v = +~ @ [ & QSearch EFavorites @Media B3| B S = ~

Address Iﬁ;'l apap02. fhwa.dot.gov/upacsp/tm ?ransMName =MenuSystemRaction=buildHTrML ﬂ #Go | Links

15, Deparment of Transporation -
Federal Highway Administration | FHWA Home | Feedback —

FHWA Information Systems - Login

" Existing User: Please enter your ID and " Need help? Contact vour
password. local UPACS
User D | Administrator.
Password: | @I " By logging into FHWA
Information Systems you b
indicate yvour awareness of
= Locked or Forgotten Password: WI and consent to the Terms

= Lacked or Forgotten Fin: and Conditions of Use and
. Rules of Behayvior.
= MNeed a UPACS ID?

" System Availability

- CAUTION Accessmg FHWA ll

|@ ’7 ’7 ’7 ’@ [nternet

Enter your user 1D and Password and click the Login button.
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A list of systems available for access will appear. Click the Info button to view
information about the CMAQ System or click the Congestion Mitigation and Air
Quality System link to enter CMAQ.

A FHWA Information Systems / Production (Internet _ =] x|

File Edit \iew Favorites Tools Help ﬁ

“Back v = +~ @ [ & QSearch EFavorites @Media B3| B S = ~

Address IE_"Ihttps:,ffapps.fhwa.dot.gov;’upacspftm?transNamezLogin ﬂ #Go | Links
gi&umﬂgh:wmm Help | FHWA Home | Feedback il

FHWA Information Systems - Production

what's New

CMAQImtion and Air Quality Syst Contacts |

KM Knowledge Sharing Communities nfo Contacts
UPACS User Profile & Access Control System nfo] Contacts

FHW& Home | Feedback | Logout

2 FHWA

United States Department of Transportation - Federal Highway Administration

|@] ’7 ’7 ’@ ’@I Internet

At this point it should be noted that there are several access points to the CMAQ
Tracking System, which have been labeled individually for identification purposes. This
screen shot shows “CMAQI” which shows what a user sees when accessing over the
internet. FHWA users entering through the FHWA Staffnet will see “CMAQ?” at this
point. Both of the access points lead to the same database.

There is also a training and testing version, “CMAQT,” which is accessible from FHWA
offices through the FHWA Staffnet. CMAQT does not affect the actual CMAQ database
and is available for practice and demonstration purposes. Nothing entered through
CMAQT will appear in the CMAQ database.
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3. Using the CMAQ System: Introduction to the main views,
Help

After logging into UPACS, the main screen for the CMAQ System will appear. The
menu along the top of the screen facilitates easy access to the five processes.

Clicking on the Entry tab produces an additional line with options to Enter a New
Project, Enter Subsequent Project, and Edit Existing Project.

“-s QA0 IIR-SE-E m
Federal Highway Administration
/Enty O\ Utilities Search Reports Approval CMAQ System  Help Logout

Utilities allows the user to Upload Project Information for multiple projects at once.
Then Send to the Database is used to import the projects into the CMAQ system.
Uploading projects requires special formatting and is addressed in chapter 7 as well as the

appendices.

Using the Search page, the user can locate projects according to a variety of search
criteria including State, year, approval status, etc.

The Reports tab is a gateway to 15 different reports that summarize the data for easy
review.

The Approval tab allows users with approval rights to approve projects for their
organization and notify the next highest level that projects are ready for review. (Note:
Users who do not have approval rights will not see the Approval tab.)

10
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“Help” features

Clicking on the Help icon located to the right of the screen takes you to a Help page. The
screenshot below is of the CMAQ Help System main page. Each of the five tabs has a
help screen associated with it that summarizes the relevant functions, defines the fields
and explains how to use the system.

A CMAQ Help System - Microsoft Internet Explorer -1=] x|
CMAQ Help System "
Entry Menu For help with a certain area of this system, please choose from the menu
Utility Menu options on the left
Search Menu
Report Menu
Anrmral Menu
Contact Us
=]
[&) pore [ ] 5 @ rernet
HAstart||| @ € &) ® * | Dirbox ... | QHACM. | Bcvag | Elconge... [Elcmag... [ GOBENHSES ISR 444 M

11
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4. Entering New Projects

From the main Entry screen, to enter a new project click on the Enter a New Project
button. A screen that allows you to select the year from a dropdown list before

proceeding will appear. After you have selected the year and state for the new project,
click the Go button.

Federal Highway Administration

CMAQ System Help Logout
Enter Subsequent Project Edit Existing Project

12
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The Enter a New Project screen allows you to enter general project information, project
location information, and project details.

“-2-RQEA0EeI BR-SH-E _
Federal Highway Administration s o

Utilities CMAQ System Help Logout

Enter Subsequent Project Edit Existing Project

Enter Project Information

Project Information

Project Year 2002

CMWAQ Project Id CA20020002

State Project |d ceptienaly l—
FMIS Project |d coptionan l—
TIP Project Id coptionaly l—

Is this a planning or project development activity?  [MNo -
Is this an outreach activity? No -

Is this a TCM in an approved SIP? MNo -

Project Location

State Califarnia

MPO | =

Mon-Attainment/Maintenance Area | ;l

Project Details

these itemns will appear in the Project Description for Reporting Purposes
Project Title

Please check If applicable

™ Experimental Pilat Projects

I” Public-Private Parnerships hd
(the bottom half of this screen is displayed on the following page)

Project Information

The CMAQ Project ID is a unique number assigned by the system to a new project.
Subsequent projects (that is, continuing projects) retain this initial number. The first two
letters indicate the State, the next four places indicate the Federal fiscal year, and the last
four digits are specific to individual projects.

The three optional IDs allow the user to enter a State Project ID, a FMIS Project 1D
(The Feds’ Fiscal Management Information System) or a TIP Project ID.

Below the tracking numbers, the Entry screen allows the user to indicate whether the data
input is for a planning or project development activity, an outreach activity, ora TCM in
an approved SIP.

Project Location

For each entry, the user will need to select from the dropdown menu the Non-
attainment/maintenance area involved. NOTE: For projects using flexible funds,
select: “No Nonattainment Area Selected”. Keep in mind that only States that have fewer
air quality problems receive part of their CMAQ funding as flexible funds.

13
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Additionally, a State or Division level user will also need to select the MPO where the
project is taking place. In some cases, this might be “No MPO identified/State sponsored
project” if, for example, the project takes place in an isolated rural nonattainment area not
associated with an MPO.

Project Details

Scrolling halfway down the entry screen (see the following page for the screenshot), you
will see a place to enter the project category and description. Project Reporting
Category lets the user select one of six project categories, as well as the STP/CMAQ and
miscellaneous categories. STP/CMAQ should be selected for projects funded with
flexible CMAQ money (in areas where some of the funding received is not apportioned
based on nonattainment/maintenance status). Miscellaneous should be used for
deobligating money for a project.

After choosing one of the six project categories, click on Build Description to input
essential project details. This function leads the user through a description tree that
changes depending on the category. Note that the system will not allow you to save the
project data without first building the description using the description tree. Additional
information can be typed directly into the Additional Description Information box.

Project Benefits

For the six main CMAQ categories, at least one benefit must be entered for the system to
save the project. (For STP/CMAQ or Miscellaneous, benefits should not be entered.)
Benefits should be entered in kilograms per day, that is, an average operating day in the
first year that the project is operational. The CMAQ Program guidance allows a
qualitative analysis in rare circumstances where a quantitative analysis is not possible.
Check the Qualitative Analysis box in cases where qualitative analysis alone was
performed in analyzing project benefits.

Monetary Information

In the box marked CMAQ Obligation Amount input the CMAQ funding obligated for
the project during the current Federal Fiscal Year (October 1%-September 30™). For
projects involving CMAQ funds transferred to FTA, list funds transferred to FTA, not the
money actually obligated by FTA. In the Total Project Amount, type in the total
amount including both the CMAQ obligation and the State/local match obligated during
the current Federal Fiscal Year for the project.

14
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@ - DhalAEFS B S = gl - o %
RESe erns Wil Bppest I The PIoect Leschphion 1or Reporing PUrposes
Project Title |

Please check If applicabie
" Experimental Pilot Projects
" Public-Private Partnerships

Project Reporting Category Demand Management j Build Description

Project Description

Additional Description Information

Project Benefits

WOC Emissions Benefit (kgfday) l— Clualitative Analysis
CO Emissions Benefit (kg/day) l_ Qualitative Analysis
MO, Emissions Benefit (kg/day) l— Clualitative Analysis
Pt-10 Emissions Benefit (ko/day) l— Qualitative Analysis

I i i |

Monetary Information

ChAD Obligation Amount (this Fiscal Year):
Tatal Project Amount (this Fiscal Year):

Cancel Project Entry | Save Data and Submit for Approwval | Save Data For Later Editing

Once you have finished inputting all the necessary data on a project, you can click the
Submit Data for Approval button, and the system will save the data for approval within
your organization (MPO, State, Division). If you want to save the data and return to it
later to finalize it, click the Save Data for Later Editing button. Alternatively, any
information entered may be canceled by clicking the Cancel Project Entry button,
which will clear all fields on the page.

Note that when you Save Data and Submit for Approval or Save Data for Later
Editing, the system may generate automatic pop-up messages asking you to verify some
of the information. Examples of things that cause the system to generate these messages
include: benefits greater than 500 kg/day, negative dollar amounts or incomplete project
descriptions.

15
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The Confirmation Screen confirms that the project has been saved, and displays the
CMAQ ID for that project. The CMAQ ID is a unique ID assigned to the project by the
System. It is not related to the State Project ID, FMIS Project ID or TIP Project ID.

Federal Highway Administ

(K [l
CMAQ System Help
Enter Subsequent Project Edit Existing Project

16
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5. Entering Subsequent Project

Updating Funding and Emissions Benefits for Continuing Projects

This option allows the user to enter information for a project that was begun in a previous
year without having to re-enter all the project information. When this option is selected,
a project search form appears that allows you to select projects based on the criteria
entered. Not all the fields are required; search criteria can be as minimal as the year or
one of the Project IDs. Once the search criteria for the project are entered, click the Get
Projects button. [Note: to search on partial project titles, put an asterisk (*) immediately
after the words entered.]

Er-e DR A 0EE 3R SE- _
Federal Highway Administration s .

Utilities Search Reports Approval CMAQ Systemn Help Logout
Enter Subsequent Project Edit Existing Project

Subsequent Project Entry Search

To find a project to link this project to, enter search criteria to bring back a list of possible projects.

Project Year |2DD2 ﬂ
CMALZ Project Id
State Project Id
FMIS Project Id
TIP Project Id
MRPO

MNon-Attainrment/Maintenance Area

Project Title

Project Reporting Category
P10 benefit (kg/day)

we [T

WOUC benefit (kafday) I
CO benefit (kg/day) < I
MO, benefit (kgfday) < - I

Get Projects |

17
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A screen with the search results will appear. In this example, the search criteria were
#2000 and “California”

To select a project from the list, click on the CMAQ Project ID link in the left column.
The CMAQ Project ID is a unique number assigned by the system when the project is
first entered. When funding and benefits information is entered in subsequent years, this
number does not change.

-2 -0 A Q=T B B SE-EH

Utilities

Search

Enter Subsequent Project

Approval

Enter Additional Benefits/Funding for Previously Approved Project

Click on the Project ld to select the project.

Fe ighway H

deral Highway Adi

Help

Logout

18

Non-
5 " q 0 PM-10 VoC co NO_
C!“AQ State MPO Aﬂ.ammemf Project Project Title Project Reporting Benefit | Benefit Benefit Benefit
Project Id Maintenance | Year Category Ka/d Ka/d Ka/d
Area (kg/day) | (kg/day) | (ka/day) | (kg/day)
Sacramento Area
CAPOD00001 |Califaria Council of SEEEMENE (g (SRR REEE P e HEC g e 0z 03 N Data (0.4
Mletro Facility
Governrments
Sacramento Area
CA0000002 |Califamia Council of Sacramento oy |Park and Ride Facility Right of g oy pige 0.4 061 Mo Data 0,98
Mletra Way Aguirement
Governrments
SECRIMEIE A2 Sacramento Traffic Flow
CAXO000003 |California Council of 2000 HOV [ane Construction 13.72 90.74 Mo Data 59.31
Metra Irmproverments
Governrments
SECIMEID A2 Sactamento Traffic Flow
CAXO000004 |California Council of 2000 City of Lincoln Traffic Signal Mo Data 2659 Mo Data 24 23
Metra Irmproverments
Governrments
Sacramento Area Sacramentn Ped/Bicycle Bridge for UP
CAXO000005 Walifornia Council of 2000 Railyard; connect Roseville and  |Pedestrian/Bicycle 0.3 1819 127 B8
tletro :
Gavemments Old Town Roseville
Sacramento Area Sacramentn
CAX000006 |California Council of Metro 2000 Antelope Creek Bikepath-Phase | [Pedestrian/Bicycle |0.18 0.7 Mo Data 055
Gavemments
Sacramento Area . -
CA0000007 |California Council of SEHEGED oy (PO MUREETES SR g e NoData | NoData | WoData | No Data
tletro and Colfax train stations
Gavemments
SHEBEITCITE AT Sacramento Traffic Flow
CAX0000008 |California Council of 2000 TPA Work Program element 30 0.09 0.35 Mo Data 0.3
G Metra Irmprovements
overnments
Sacramento Area AT Bikeway from Lakeside Drive to
CAX0000009 |California Council of Metro 2000 Joiner Parkway along Micholas  |Pedestrian/Bicycle |0.16 0.68 Mo Data 0.51
Govemnments Road
Sacramento Area |~ =7
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Once you click on the CMAQ Project ID, the Enter Project Information screen will
appear again with options to enter funding information and emissions benefits by fiscal
year, and re-save.

Only enter benefits if your projection of the benefits has changed since the previous entry
in the system. If no benefits are entered the system will report “PR” (previously
reported) in the Detailed Project Listing report. If different benefits are entered, the
Detailed Project Listing report will list the difference in the year for which you change
the benefits. (The system does not go back and adjust benefits reported in previous
years.)

Enter information on the CMAQ funds and the total project amount for this fiscal year.

r
r
r

m

19
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6. Edit Existing Project Information

To edit project information, select the Edit Existing Project option from the Entry tab.
When selecting this option, a project search form appears, allowing you to select projects
based on the criteria entered. Once the search criteria are entered, click the Get Projects

button.

Federal Highway Administration &=
MAQ System Help Logout

Edit Existing Project

Enter Subsequent Project

20
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A screen with the search results will appear. In this example, the search criteria were
#2000 and “California.”

To select one project from the list, click on the CMAQ Project ID link in the left
column. Once you click on the project, the Edit Project Data screen will appear with
options to edit project information and to re-save.

-5 QEA0ETIB EE 3 [0
Federal Highway Administration s &

Utilities CMAQ System Help Logout

Enter Subsequent Project Edit Existing Project

Project Selection

Click on the Project Id to select the project. o

C Project State MPo Nl?nqnﬂttamment;r Project Praject Title
| Maintenance Area Year
CAzuuuuum\ California S2Camets Area Council of Sacramento Matro 2000 Cambridge Road Park and Ride Facility
overnments
CASI0DO002 \ California S2Camets Area Council of Sacramento Matro 2000 Park and Ride Facility Right of Way Aguirement
overnments
CA20000003 \Califurnia SIS e COuTE G Sacramento hetro 2000 HOY lane Construction
Governments
CAINIONDA  |California S2C1aMENto Area Council of Sacramento Matro 2000 City of Lincaln Trafic Signal
overnments
CAJ0000005 il Sacramento Area Council of e L 000 F'edellcyc\e_Elndge for UP Railyard; connect Roseville and Old
= Governments Town Roseville
CAX0000006 alifornia gacramentn Aoz ol @ Sacramento Metro 2000 Antelope Creek Bikepath-Fhase |
overnments
CA20000007 alifornia SPREES A= GOl G Sacramento hetro 2000 ParkM Ride facilities at Auburn and Colfax train stations
Governments
CAX0000005 alifornia gacramentn Aoz ol @ Sacramento Metro 2000 TPA Work Program elerment 30
overnments
CAZ0000009 alifornia Sacramento Area Council of cacramanto Matro 000 Bikeway from Lakeside Drive to Joiner Parkway along Nicholas
Governments Road
CAZODNNOND  [califomia |2 aCraMENto Area Council of Sacramanto Matro 2000 Safe school Route Phase ||
Governments
.. |Sacramento Area Council of -
CAXO000011 California Sacramento Metro 2000 Bike Path
Governments
CAXO000012 / California SHEEHERD A5z Coumel @ Sacramento Metro 2000 Ped Bridge across State Hwy 160
Governments
CMDDDDDB/ California SHEEHERD A5z Coumel @ Sacramento Metro 2000 Bikeway Projects
Governments
|caonomnid  [Califomia |23CraMenta Area Council of Sacramenta Metra 2000 Highway 50 Bicycle Facilities
Governments
-

AN )

Data that has been saved for later editing can be edited. Similarly, data that has been
submitted for approval can also be edited. However, once it has been approved at your
level (MPO, State or Division) and thus made ready for review and approval at a higher
level, editing the data will require sending it through the review process and approval
process again, as discussed below in the section on Approving project data.

21
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7. Utilities: Uploading Project Information

Project data can be uploaded in batches via the Utilities menu. This function may be of
use to users who have already organized their CMAQ project data using a spreadsheet or
database application. The process is a two-step process: First, data is uploaded into the
system, and then it is sent to the database. Users at all levels can Upload Project
Information, which entails formatting the data and sending it to a server maintained by
FHWA.

Step 1: Upload Project Information

Prior to uploading project data, first put it into the required format as discussed in
Appendices 1 & 2. Systems that can output text files in coma-delineated format can be
used to prepare data to be uploaded in a batch into the CMAQ Tracking System.

To upload project information, click on the Utilities tab and select Upload Project
Information link and click the Browse button to select a file.

« -+ -QERd0ueg B-SE-4 ﬂ
Federal Highway Administration
ntn Utilities Search Reports Approval CMAQ System Help Logout
‘ Ipload Project Informatioi Send to Database
————— s

Click “Browse..." to find the file on your computer or
Type in the full path and file name. {e.qg. c'my d txt)

Then click "Upload File” to transmit file. -
Brawse...
Upload File >»

22
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You are now able to select a file from your computer to upload. Once the file is selected,
click the Open button, and then click the Upload File button to proceed.

Choose file
Federal Highway Administration %
CMAQ System Help Logor

[CINovELL
[CJ0ffice Updates
CdProgram Files
Cpst
Cltemp
Jwebshats
CIWINNT
B4 Greetings DOT confor
Tazzs77.ndf
asf.xls
B Completeproposaldraft

T

NOTE: The system will scan uploaded data for proper formatting according to
Appendix 1 at the end of this document. The system will reject data that is not in the
proper format, and will report error messages as appropriate.
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A confirmation page will appear, displaying the contents of the file and the number of
CMAQ projects uploaded. At this point the user can review the data and has the option
to Discard Project Data if there are any errors. The confirmation page will also display
the user’s UPACS ID to indicate that the information is coming from that user and that
the user will be the point of contact for any issues with that project file.

t-o-RRdaEeIB-am-E m
Federal Highway Administration
Entry Utilities Search Reports Approval Administration CMAQ Help Logout

System

jpioad Project Information Send to Database
There are 1 CMAQ projects in this fike

Your file has been uploaded onto the system and will be awaiting approval. Please take a moment and review your submitted information.
If there is data that you feel is inaccurate, you may delete the file at this time with a button located at the bottomn of this screen

Sroject Title: projftest

State: DC

WPO: Metropolitan YWWashington COG
Non AttainmentMaintenance Arear VWashington DC-MD-V A
Year: 2004

=roject Reporting Category: Demand Management
ChMAQ Amount: $50,000

Total Amount: $62,500

YOC Benefit: 2

Z0 Benefit: 3

NOx Benefit: M4

>M-10 Benefit: fsA

YOC QA MA

Z0 QA A

NOx QA N4

Sh-10 QA AA

YOC PR Benefit: 0

20 PR Bengfit: 0

NOx PR Benefit: 0

=M-10 PR Benefit: 0

Development Activity: Na

DJutreach Activity: No

dpproved SIP: Mo

Zroject Description: project description
=MIS Project ID

State Project ID

TIP Project 1D
JPACS usgf ID: RKAFALENOS
Press the button below to delete the uploaded file.

Discard Project Data ‘

Step 2: Send to Database

Once files have been successfully uploaded, a user with approval rights at your level will
need to send the files to the database using the Send to Database command. Then, the
project data has to go through the normal approval process

Note: If there is uploaded data waiting to be sent to the database by you (or someone else

in your organization with the same approval rights), when you first log into the CMAQ
system you will see a note to that effect.
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8. Search: Project Search

To search for a project, select the Search tab from the main menu. A project search form
appears, which allows you to select projects based on the criteria entered. After entering
the search criteria for the project, click the Get Projects button.

*-2-004d0EFIB- G- _
Federal Highway Administration & .
Entry Utilities Reports Approval CMAQ System Help Logout

Project Search

To find a project , enter search criteria to bring back a list of possible projects.

Praject Year |ZDDD ;I

=l

Approval Status
CMAQ Project Id

|

|

State Project Id I
FMIS Praject Id |
|

TIP Project Id

State: ICa\ifomia -
MPO: | LI

MNon-Attainment/Maintenance Areal LI

Project Title |

Project Reporting Category

Pr-10 benefit (kg/day) I( -

YOG benefit (kg/day) I( -
GO benefit (kafday) I( -
MO, benefit (ky/day) |< -

Get Projects

4

You can run a search on a variety of different parameters, including: Project year, CMAQ
Project ID, one of the optional IDs, the MPO (if you are a State or Division user), the
nonattainment area, etc. Alternatively, you can search for projects based on a range of air
quality benefits. If you are searching using part of the project title, put an asterisk ( *)
directly after the word, and the system will search for titles that contain those words.
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After entering the search criteria and hitting Get Projects, this is what you get. You can
click on CMAQ Project IDs to view project details, however, data cannot be edited
using the search tab.

Er=-Qhd|loae3B-a@E-4

51| !

Federal Highway Adi I
Entry Utilities Reports Approval CMAQ System Help Logout
Project Selection
Click on the Project Id to select a project.
Hon-
. A A q PM-10 vOC co HO,
C!“AQ Approval State MPO An.ammem.-’ Project Project Title Project Reporting Benefit | Benefit | Benefit | Benefit
Project |d | Status Maintenance | Year Category Kkard Ka/d Kaid
Area (kg/day) | (kg/day) | (ka/day) | {kg/day)
Sacramento
cazooonoot (™29 e ifomia Area Council of [Soc@MEMe  oggy - Cambridge Road Park and g,y g 0z 03 Wo Dstz 0,48
by State Mletro Ride Facility
Governments
Sacramento
cazooononz (™29 |calfomia Area Council of |[Soc@MEMe gy Park and Ride Pacility Right gy gige 0.4 061 o pats 1,98
by HQ G Metro of Way Aguirernent
overnments
Sacramento
caoonnoos (M8 |calfomia Area Council of 20 2MEM oong 4G lane Construction Miclizs IR 1372|074 wo oztz |53 31
by HQ G Ietro Improvements
overnments
Entered Seamee Sacramento Traffic Flow
CAXO000004 California Area Council of 2000 City of Lincoln Traffic Signal Ao Datz |26 59 No Datz 24 73
by HQ G Ietro Improvements
avernments
Enterad Sactamento cacramento Ped/Bicycle Bridge for UP
CAXO000005 California Area Council of 2000 Railyard; connect Roseville  Pedestrian/Bicycle 0.3 181.9 127 B.S
by HQ Iletro ;
Governments and Old Town Roseville
Sactamento .
00000008 [T |Califamia Area Council of [C2CIAMEN0 opng  Antelope Creek Bikepath —p oy ian/Bicycle 018 (07 woozta 155
by HG G Iletro Phase |
overmnments
Sifiaiad] Sacramenta AR Park Ride facilities at
CA20000007 California Area Council af 2000 |\Auburn and Colfax train Shared Ride Mo Dtz Q4 No Data | Mo D=tz
by HG G Iletro p
overmnments stations
Sacramento
caonooooos MY califormia Avea Council of [S2oAmENte  |oggg  |TRA Work Pregram element - Trafic Flow 008 035 vogata 03
by HG G Iletro 30 Improvements
overnments
Sifiaiad] Sacramento AR Bikeway from Lakeside Drive
CAX0000009 California Area Council of 2000 |to Joiner Parkway along Pedestrian/Bicycle 0.16 0.68 o Datz 051
by HQ Metro
Governments Micholas Road
L Sarramentn -

The Project Year can be set to “ALL”. If you run this type of search, on the Project
Selection Screen multiple years of the same project (according to CMAQ Project ID) will
be grouped together.
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9. Reports: Generating Reports

To generate a report, select the Reports tab from the main menu. Choose from a list of
reports by selecting the radio button next to the report description. The system creates
the reports using Crystal Viewer software, which should automatically download to your
computer when you first run a report. Alternatively, the system will generate an HTML
version if you select HTML report at the bottom of the screen.

ErsroRd e E @S EraE-d _
Federal Highway Administration&® =
Entry Utilities Search Reports Approval Administration CMAQ Help Logout

System

CMAQ Reporting

CMAQ Obligations (Pie Chart)

Type of Proposals Funded by Category (Bar Chart)

States Receiving the Largest CMAQ Apportionments (Table)

Expected Emission Reductions (VOC) (Bar Chart)

Expected Emission Reductions (CO) (Bar Chart)

Expected Emission Reductions (NOX) (Bar Chart)

Expected Emission Reductions (Ph4-10) (Bar Chart)

Project Types and Emissions Benefits Calculations (Table)

Estimated CMAQ Air Quality Emission Benefits for Transportation Pollutants {Table}
Air Quality Analysis by Project Type (WOC) (Table)

Air Quality Analysis by Praoject Type (CO) (Table)

Air Quality Analysis by Project Type (NOX) (Table)

Ajr Quality Analysis by Project Type (PM-10) (Table)

Projects with at Least 500 kg/day VOC Emission Reductions (Table)

Detailed Project Listing Repart sl

Federal Fiscal Year (Oct. 1- Sep. 30) [1999 =

" i e ¥ i i 1 Y 0 e T o T e e [ ™ i)

Status Selection Criteria IApprude by Division j

State [air |
" Click here to generate an HTML report

Submit

Select a single Federal Fiscal Year, or select “By Fiscal Year” to generate reports for
each year listed.

Set the Status Selection Criteria to all to include all data regardless of approval status.
Alternatively, you can specify the Status: Entered means projects for which data has
been entered and saved for later editing. Submitted indicates projects for which data has
been entered and then the submit data for approval button has been hit. Approved picks
up projects that have been approved. Generally the system lets the user see only the
projects for their geographic region. However, any user can view reports on all projects
that have been Approved by HQ.
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These reports are used in putting together the annual National CMAQ report. MPO and
State users may find the reports useful in presenting data on the CMAQ program in their
area.

Once you submit a report to view, a new window will appear with the requested report.
To print this report, click on the print icon in the report window.

a;\vammmca@avu [ - = 7]
J@ Z e o || 1 4] Tof 1 y ol u || ERtalse |
Pres

FIGURE 1 - CMAQ OBLIGATIONS FOR FY 2001

Fiscal Year = '2001' and Status Selection Criteria = "All' and State = 'Alabama’
CMAQ Obligations
by Type of Project

W Demand Managen ent 1.7%
W Pedestrian/Bicy cle 27%
W Tratfic Flowimprowements  25.6%
Trarsit 50.8%
1M and Other TCMs 9.2%
Tetal: 100.0%
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The Detailed Project Listing Report, produces a spreadsheet report. This can also be
exported to Excel to produce an Excel version. The button to click for exporting to
Excel is circled.

v+ 0D AEBI D IE [ - 5 |
( Click here to generate Excel spreadsheet 5 | =
| % & & 7w o[l Terz b oWow [ —— ~Erytal e
Preview |
CMAQ DETATLED PROJECT LISTING REPORT (FY 2001 ) 09-January
Fiscal Year = '2001" and Status Selection Criteria = "All' and State = 'Alahama’
ELIE REPORT | APPORTION. | OBLIGATED | OBLIG. | PROJECT PROJECT TYPE PROJECT TITLE & DESCRIPTION voc | co | nNo»
SUBMIT | AMOUNT AMOUNT % AMOUNT ®g | ®Ky | ®s
Day) | Dayy | Day
Alhama 10972003 $8,734,015 $9,576,290 | 110 %
Akbama $1,120,000 | Demand Management (Ozone Awareness Program QA Q4
Demand Management Project - Publie
Information - Public Eduration - Other - Ozone
Alhama $881,000 | LM and Other TCMs 4.54P Service Patrol z 1
LM or Other TCM Project - Other - Service
[Patrol - new
Albama $193,760 | Pedestrian/Bicycle [ Trussville Greemway and Wallway Trail Qi
[Pedesirian/Bicyele Project - Facilities - Separaie
Paih
Alahama $63,717 | P ian/Bi Shades Creek Q4
[Pedesirian/Bicycle Project - Facilities - Separaie
Pah
Abbama 640,000 | Traffic Flow Improvements  [ASAP Service Parol H 1
Traffc Fow Project - Other - Incident
ment
Service Patral
Alahama 4620000 | Traffic Flow Ip Congeston TCC Operations 12 2
Traffc Flow Project - Congestion Management
Systems - Establishment - TCC Operations
Abhama $513,260 | Traffic Flow Imp rovements [Hoover Area ConglIneident Managment Project Q4a
Traffc Flow Project - Congestion Management
Sysiems - Implementation - Upgrade
Abbama $297.871 | Traffic Flow Imp rovementis US-31 Closed Loop System I-65 - Riverc hase 12 2
Plovy
Traffc Flow Project - Traffic Engineering -
Clsed bop system - Other
Abbama $240,000 | Traffic Flow Improvements (4 reawide Jefferson & Sheby Cong, Msng, Syst. Q4
Traffic Flow Project - Congestion Management
Sysiems - Implementation - Upgrade b
==
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10. Approval: The Approval Process

At least one user at the MPO, State and Division level has final approval rights over data
submitted by users in the same organization. Additionally, users with approval rights in
the State and Division can approve data that has been approved by the next lowest level.
Project data approved by the MPO is reviewed and ultimately approved by the State.
Project data approved by the State is reviewed and ultimately approved by the Division.
And, finally, project data approved by the Division is ultimately reviewed and approved
by Headquarters. The annual National CMAQ Report is based solely on projects
approved by Headquarters.

To select a project to approve, click on the Approval tab. Select a project year from the
dropdown list to retrieve a list of projects awaiting approval, and click Go.

Ey3-QH A Q@GS B S H
Utilities Search Reports
Enter Subsequent Project

Federal Highway Administraliung
CMAGQ Help Logout
System

Ediit Existing Project
Select Project Year: [2003 >
Go

(Note: If you need approval rights, contact the Division’s CMAQ person or one of the
headquarters people listed on the Help page under “Contacts.”)
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Main Approval Screen

If you have already reviewed the project data, check the box next to the projects you want
to approve and click on the Approve Selections button at the bottom of the page.
Clicking the Clear Selections removes any checks in the boxes in the left column.

«-=2-0Rd0EDB B S E| m
Federal Highway Administration
CMAQ Help Logout
System

Entry Utilities Search Reports Approval

Project Approval Selection for the state of California for FY 2002

Use this screen to approve data for multiple projects. Or, click on individual Project IDs to review/approve/or reject data for individual projects.

Non- .
) h . Project Project Description PM-10 yoc co NO,
Area Category Additional Description | {kgfday) | (kg/day) | (kgiday) (kg/day)
Traffic Flow Project -
" : - Traffic Enginesring -
acramento ime 3 Retime lights at 20
CA20020001 |FEERSN N SEEEmEnS traffic [t (Rlow irtersections on Capital Mo Data (2.5 10 11
el hietro Improvements
Governments lights Blvd. - Other
Mo Data
Clear Selections | | Approve Selections
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Approval Actions on Individual Projects

Click on the Project ID link to view or change information on a specific project. The
“Data Approval” screen will come up. From this screen you can approve the data by
clicking the Approve button. You can also Edit the data, if necessary, prior to approving
it. Remember that if you edit any data that the system will not save your changes until
you click the Save button (not shown) at the bottom of the screen.

L PRAlo=d 3 - SE-E m
Federal Highway Administration® o
Entry Utilities Search Reports Approval gMAQ Help Logout
ystem
Data Approval

This screen allows you to focus on individual projects. Click "approve" if all the information is correct. Click "edit" to change any of the
information. If you edit the data, click "save" to update the database.

Click "reject and send back for corrections” if you want the data corrected by the person who last medified it andfor the person who originally

entered it.

Approve ‘ @ Reject and Send Back for Corrections
Project Information
Project Year 2002
CMAQ Project Id CA20020001

State Project Id
FMIS Project Id
TIP Project Id

Is this a planning or project development activity?

Mo
Is this an outreach activity? No
Is this a TCM in an approved SIP? No
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If you approve individual project data, a confirmation screen will appear confirming that
the project has been approved.

cv2-Q240EE3 R IW- = | 5 - 2]
Federal Highway Administration
Entry Utilities Search Reports Approval CMAQ Help Logout
System

The data has been approved and submitted to the next level for Approval.

Back to approve more data --->>>

Note: Once project data for a particular year has been approved by headquarters for the
annual report, it is locked and cannot be adjusted through normal means.

If there is data waiting to be approved by you (or someone else in your organization with

the same approval rights), when you first log into the CMAQ system you will see a note
to that effect.
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Lastly, you can choose to reject data and return it for clarification by clicking the Reject
and Send Back for Corrections button. Note that the system automatically creates an e-
mail for you to notify the users who submitted and approved the project data, and
includes the project number. You can use this e-mail to give the reasons for rejecting the
data. The e-mail automatically includes the project number.
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11. Logging Out of CMAQ

To log out of CMAQ, click the Logout link on the menu bar.

This will return you to the UPACS menu, where you can log out of UPACS or make
another selection from the UPACS menu.
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Appendix 1: The Upload process

Information for a particular CMAQ project may have already been compiled through
other software packages. The upload process for the CMAQ System is a process
designed to provide users with the ability to send one or many CMAQ projects to the
System without having to enter them individually through the System. With this process,
a user can take the information collected with other software, convert it to the correct
format, and send it in one file to the System.

Naming Convention

The upload process looks specifically for comma delimited files. The file should be
saved in either .txt or .csv format. The required naming convention per file is as follows:

A two-letter state abbreviation (e.g.., AL = Alabama, CA = California, WV =
West Virginia, etc...), followed by the user level (e.g., H = Headquarters, D =
Division, S = State, M = MPQO), followed by the User Profile and Access Control
System (UPACS) ID, followed by additional optional numbers.

Example: masjlennon123.txt (for Massachusetts State DOT user John Lennon)

File Format

These text files must be comma delineated. In other words, a comma MUST separate
each piece of information contained in the file. There is a particular format that MUST
be adhered to which is listed below. All CMAQ upload files MUST contain the
following fields (either as valid data or a blank separated by a comma, and in order):

CMAQ Project’s Title, CMAQ Project’s State, CMAQ Project’s MPO,
CMAQ Project’s Non-Attainment Area, CMAQ Project’s Year,
CMAQ Project Reporting Category, Total CMAQ Amount, Total
Project Amount, VOC Benefit/ Qualitative Analysis *, CO Benefit/
Qualitative Analysis *, NOx Benefit/Qualitative Analysis *, PM10
Benefit/Qualitative Analysis *, Previously recorded VOC benefit,
Previously recorded CO benefit, Previously recorded NOx benefit,
Previously recorded PM10 benefit, CMAQ Project’s Development
Activity, CMAQ Project’s Outreach, CMAQ Project’s Approval SIP,
CMAQ Project Description, Project’s FMIS ID, Project’s STATE ID,
and Project’s TIP ID

*A project should list either a quantitative benefit (in kg/day) or a qualitative analysis, but
NOT both.

36



1.5, Department of Transpordation
Federal Highway Administration

A user-friendly version of this breakdown can be found on-line in the CMAQ System
under “Upload File Help.” (Once you enter the System, go to: Utilities—Upload Project
Information—Upload File Help). Upload File Help lists all the fields and the required
parameters for the data. Please note that there is also a short summary of this process
found under the main Help icon found on the right side of the main page.

Specific things to keep in mind when using the upload utility include:

e Each field must be separated by a single comma. Even if the field is blank (e.g.,
for some of the benefits fields), still include a comma to represent the field.

e Do not include any commas within a field (for example, the project title) because
the System will read it as the start of the next field

e Double quotes (“) are not allowed

e One project per line

e Do not use any formatting to fit the margins of your text editor

If any of the required fields are missing or out of place, the data would be considered
corrupt and the entire file would be rejected. The System informs the user as to whether
a file is accepted or rejected.

Keep in mind that at least one of the eight emissions benefits fields needs data in it for the
System to accept the upload. See the Upload Data Schema below for specific guidelines
on the data in each field.

Once a file has been uploaded into the System, it is irretrievable and awaits an user with
approval rights to send it to the data base.
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An upload file that looks like this:
projtest,DC,Metropolitan Washington COG,Washington DC-MD-VA,2004,Demand
Management, 50000, 62500,2,3,,,,,,,N0,No,No,project description,,,

Will look like this once it has been uploaded into the system:
There are 1 CMAQ projects in this file.

Your file has been uploaded onto the system and will be awaiting approval. Please take a
moment and review your submitted information.

If there is data that you feel is inaccurate, you may delete the file at this time with a button located
at the bottom of this screen.

Project Title: projtest

State: DC

MPO: Metropolitan Washington COG
Non Attainment/Maintenance Area: Washington DC-MD-VA
Year: 2004

Project Reporting Category: Demand Management
CMAQ Amount: $50,000

Total Amount; $62,500

VOC Benefit: 2

CO Benefit: 3

NOx Benefit: N/A

PM-10 Benefit: N/A

VOC QA: N/A

CO QA: N/A

NOx QA: N/A

PM-10 QA: N/A

VOC PR Benefit: 0

CO PR Benefit: 0

NOx PR Benefit: 0

PM-10 PR Benefit: 0

Development Activity: No

Outreach Activity: No

Approved SIP: No

Project Description: project description
FMIS Project ID:

State Project ID:

TIP Project ID:

UPACS user ID: RKAFALENOS
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Upload Data Schema

FILE FORMAT
Field Order and | Field | _. .
2
name/description | Size Field Type Required?(Y/N) Examples
l)-CMAQ Projects 80 | Character Y
Title
2)CMAQ Projects 20 | Character Y
State
A Character
3)CMAQ Project's 90 | See Figure v
MPO ,
: Character
4)CMAQ Project's :
Non-Attainment Area | °° %gu_re Y
5)-CMAQ Projects 4 Numeric Y 2002
Fiscal Year
6) CMAQ Project 4 éza;?chi; y
Reporting Category 419_
7)Total CMAQ . 100000 or
Amount 9,2 | Numeric Y £00.50
i 5000000
/?r;gtuar:tprmect 9,2 | Numeric Y or
8500.45
50.1456
; Numeric or
?Q)lj/alcl)igtﬁ/in;frllgfgis 8"'1\1(? for benefit, Y 50.2 or
’ "Y" for QA 50 or
Y
50.1456
i Numeric or
(lQ(L)zgl:i(t)aE\?Q ?I\Ir:acl)rsis 8"'A\'(9r for benefit, Y 50.2 or
y "Y" for QA 50 or
Y
50.1456
: Numeric or
élu)all\lli(t)a)éi\?: nAer::atI Osris 8-'-¢9r for benefit, Y 50.2 or
Y "y for QA 50 o
Y
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]

50.1456
. 8,4 | Numeric for r
L2JPIL0 Beneft or or | benefit, |Y020r
"Y" | "Y"for QA 50 or
Y
~ [50.1456
13)Previously recorded VOC benefit | 8,4 Numeric N g(r).z or
50
' [50.1456
14)Previously recorded CO benefit | 8,4 Numeric N g(r).z or
50
' [50.1456
15)Previously recorded NOx benefit | 8,4 Numeric N gg.z or
50
 [50.1456
égr)]z][ﬁwously recorded PM10 8.4 Numeric N g(r)lz N
50
17)Question: Is this_ a planning or 3 Character; ; YES
development Activity? YES or NO
18)_Q.uestion: Is this an outreach 3 Character; ; NO
activity? YES or NO
19)Question: Is thisa TCM in an 3 Character; N NO
approved SIP? YES or NO
]20) CMAQ Project Description | 254 ] Character W\
]21) Project's FMIS ID | 12 ] Character N]
,26\23) rz:)cgrigtjstgtgﬁ Ilg System 20 Character F
,26\?;) rzggjftzgstoT IIE)I\/IIIIDS System 20 Character F
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