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1 Purpose

This is a user manual for the web-based application for Local Administered Projects and
Program Site (LAPPS) from Georgia Department of Transportation (GDOT). The scope of this
guide is restricted to the process of completing the application via the online portal. This guide
does not detail the requirements of the LAP application. LAP Program guide and details
regarding application requirements can be found at
https://www.dot.ga.gov/GDOT/Pages/LAP.aspx.

2 Technical Support
For technical support regarding the web-based application, please contact GDOT at Solution
Center at SolutionsCenter@dot.ga.gov.

3 User Roles

Once you have created an account, a GDOT admin will assign you a role. The available roles and
their responsibilities are described below.

3.1 Available Roles

The available roles are:

Role Full Title  Brief Role Description
Applicant Applicant Can view, edit, and submit applications
LAPCC Local Administered Can leave messages and approve / reject sections
Project Certification Includes various Subject Matter Experts (SMEs)
Committee |
DPPL District Planning & Can leave messages and approve / reject sections
Programming Liaison
GDOT Admin GDOT Admin Can leave messages and approve / reject sections
Can approve new users and edit existing users
Can view approved organizations
Can view, add, and edit form pages

4 Getting Started
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4.1 User Account Set Up

1. To gain access to the GDOT LAPPS system, you must have a user account. Each user must
have their own unique login credentials. To get a user account for the LAPPS system, visit the

site, and select “Log in / Register”.

GD@T LAPPS 1

Welcome 10 GDOT

By ciicking the Log in / Register button, you egree to GDOT Terms and Conditions
moetiant Notice
s 8 GOCOT applcaton N is provided 1o conduct olfical State business and must be used agpropnately. Al
ndwiduals veng this appicetion must folow the spprogriste use polcy and procedures defmed by hes
dividusl Agencies or 33 defned by COOT's appropriate use policy
You are sbout 10 socess Georga Department of Transportation computer system that is ntended for authorized
users only. By ogg ng into this spplicetion, you agree 10 sbide by all established Enterprise, Stete and Federal
om I8 srictly

polcaes Qovening the appropnate use of State of Georga resowrces Unauthorzed ute of this &
prohibited and may be subject to criminal prosecution. By proceeding, your use of this system constitutes you
consent 10 monitonng. retreval. and deaclosure of any mformation within this system 1or any purpose deemed
aporopriate by SDOT. including law enforcement purposes and enforcement of rules concerning unacceptable
uses of thes system
For any issues?
Please contact Solutions Center via email at SolutionsCenter Gidot ga gov

2. You will be redirected to a sign in page. Select “Sign up now”.

GDoT

Sign in with your email address

I [mail Addre

rd Keep me signed in

Don't have an account? | Sign up now 2

Sign in with your social account

GDOTLAB - AzureAD

3. On the next screen, enter your email address.
4. Click “Send verification code”. A code will be sent to the provided email address.
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£ Cancel £ Coried

‘ New 4
| co o | Waw P
|
|
| First Mam: Nar
| Last N ‘
| Desplar | N

5. Once you receive the code, enter it where indicated.
6. Select “Verify code”.

¢ coen GDeT
Gbher

Verfication code hes been sent 10 your Inbox. Please copy 1t
10 the nput box below

Verfication code has Deen sent 10 your inbox. Plesse copy 1
10 the Imput box below |

useri®email com |

7. Fill out the remaining boxes on the page.
8. Click “Create”.
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L <«
GDQT GDherT
E-mad address verified. You can n « Eomad address verified. You Can now CONtnue
user@email. com useriemail com
7

9. You will then be asked to enter and verify your phone number.
10. After you hit “Verify Code”, you will be redirected back to the landing page.

< Cancel

GDoT

Enter a number below that we can send a code via SMS or

< Cancel
phone to authenticate you
Country Code
United States (+1 v

Enter a number below that we can send a code via SMS or
phone to authenticate you

Phone Number

Hi#-sug-gauy

Enter your verification code below, or send a new o

[ 103149

L

At this point, you must wait for a GDOT Admin to approve your account. Once your account is
approved, you can log in as described in the next section.

GD@T LAPPS

Your account is waiting for approval from the LAPPS Administrator. You will be notified as soon as its approved
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4.2 LoglIn

To login:
11. Go to: lapps.dot.ga.gov.

12. Click on “Log in / Register”.

GDQT LAPPS

GD@T

Georgia Department of Transportation

13. Enter the email used to create the account and the password chosen at account set up.

14. Click “Sign In”.
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GDoT GDoT

Sign in Signin

Sign in with your email address Sign in with your email address

{ fmail Address ‘ Fmail Address

sword

Keep me signed in

T

Don't have an account?  Sig0 U Now Oon't have an account?  3:9n up now

Sign in with your social account Sign in with your social account

GDOT-AzureAD GDOT-AzureAD

15. You will be directed to a two-factor authentication page, where you can either receive a
text message or a phone call to complete your sign in.

< Cance GDOT
Sign in

Sign in with your email address

We have the following number on record for you. We can

send a code via SMS or phone 1o authenticate you

JO0K- XX 4905

Enter vour verification code below. or s0nd 3 new code

| | 15

Sign in with your social account

GDOT-AzureAD

Forgot Password
16. If you have forgotten your password, click on “Forgot your password?”. You will be asked to
enter your email. You will then receive an email providing instructions to reset your password.

5 Homepage

Upon logging in, you will reach the homepage. Under Applications, you will see any active or
past applications started by the Local Government (LG) (17). The search bar labeled filter
rows... (18) allows you to search your applications by keyword. *Refresh page as needed.
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BT LAPPS o
phcathon 18

The columns of the Applications section are described below:
19. Name: Indicates the type of application the LG has started.
20. Status: Indicates the status of the application.
o Started: The LG has started an application, but it is not yet submitted.
o Submitted to SME / DPPL / GDOT: The LG application has been submitted to the
SME / DPPL / GDOT Admin and is under review.
o Ask For More Info: The LG application requires additional information as
indicated by GDOT’s comments.
o Approved: The LG application has been approved.
o Reject: The LG application has been rejected by the SME / DPPL / GDOT Admin.
21. Days Left: Indicates the days remaining for the LG to fill out the application.
22. Date: Indicates the date the application was started.
23. Created By: Indicates the user that created the application.
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GDQT LAPPS e :

§ ] 20 21 22 23

m
-

Under Communications (24), you will see any messages regarding your application. The search
bar labeled filter rows... (25) allows you t8 search your messages by keyword.

26. Date: Indicates the date the message was sent

27. Created By: Indicates which user sent the message

28. Message: Shows the content of the message

29. Organization Name: Indicates which organization sent message

30. Section: Indicates which section of the application the message was left in
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Alezs Lowis

GDOT LAPPS

Applications

amramtered Moects bie
26 27 28 29 e
sphcat Borm @uestion sk - o

6 Useful Documents

At the top of every page, you will see a tab labeled Documents (31). This tab includes example
applications, guides for filling out an application, as well as frequently asked questions. Refer to
this tab if you have any questions regarding the application process.

Alera Lowa

GD@T LAPPS
31

pplications

mn

/7 Profile

To view your profile, click on the profile icon located in the top right corner of every page
(32). Here you can view details of your profile as well as add a profile picture. The process for
adding a profile picture is similar to uploading a file as described above.

oNQPY

10



LAPPS Online Manual G D QT

Georgia Department of Transportation

GDQT LAPPS - . -y -

Applications

n

i

8 Role-Based Actions

8.1 GDOT Admin

The GDOT Admin role has an additional Admin menu (33) with the following sections:

GDOT LAPPS ome (R

Applications

m {11}

e Users: view, edit, and approve users
® Organizations: see all organizations with the ability to submit an application
®* Forms: view and edit the names and order of application sections

®* Form Fields: view and edit the application questions

When editing form fields, the following parameters are editable:

33. Form Name: name of form section in which application question appears
34. Field Type: question type (e.g., TEXTCONTAINER, CHECKBOX, DATE)

35. Parameter Alias: question text

36. Guide: tooltip text (shows up when the ? icon is clicked)

37. Row Order: indicates in what order the questions are arranged

38. Mandatory: indicates whether an answer is required

39. Enable Comment: indicates whether a question can be commented on

40. Enable Attachment: indicates whether a question can support an attachment
41. Certification Type: indicates whether the question appears on a Certification
application, a Recertification application, or both

QNDPY 1
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Edit FormFields

you have a Title VI Policy, Title VI Notice to the Public. Title VI
Assurances and Title VI Plan or non-discrimmnation agreement in place

ould have a Title VI agreement

® Lovs: view and edit identifiers for all multi-select application questions

®* Lov Items: view and edit answer options for all multi-select application questions

® Application Files: view and delete all created applications

® System Settings: control role settings (i.e., how long each role has to approve
applications)

® County District Mapping: view and edit how counties are assigned to districts

The GDOT Admin also has an SME Status Summary tab (42), where they can view the progress
of SME approvals.
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GDQT LAPPS . — TR

SME Status Summary ® Approved @ Rojected @ No Act v SME

8.2 DPPL

The DPPL portal looks very similar to the Applicant portal, however, the DPPL cannot start a
new application.

In order to approve an application, the DPPL must approve every section of the application.
Approved sections are indicated with a green checkmark (43). To-be-approved sections are
indicated with a yellow checkmark (44). Click the checkmark to approve the section.

o Section E.b - Construction Division Questionnaire v 43

Section F - Procurement of Engineering and Design
Related Services Questionnaire 44

- Section G - Certification and Re-Certification for a 3-
Year Period
Section H - Certification and Re-Certification Appeal
Process

n

Prior to approving Section G, the DPPL must acknowledge this section and provide
recommendations. Once the questions are answered, the DPPL will then be able to click the

QN IPY
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checkmark to approve Section G and to continue reviewing the rest of the application.

Recommendation(s) of action to be taken by Agency from GDOT Reviewer:

Action to be taken by Agency

Full administration by agency of all projects

Administration by agency on a project-by-project basis

[ MNon - CA Status Option 1
1 Non - CA Status Option 2

Deny approval for Certification Acceptance

Reviewed By

Title

Once the application is reviewed and all sections have been approved, the DPPL will then click
on approve and the application will be sent to the SMEs for their review (45). If there is
additional information needed, the DPPL can submit questions for any information the LG has
provided. The DPPL can select “Request For More Information” (46) and submit the application
back to the LG to review. *Refresh page as needed.

e
Section H - Certification and Re-Certification Appeal Process
o Section B - Enarormentsl Quesstoverre -]
1 aNon Nas bewrs devred, e i Agency wil then receive & kette

o:«.ﬂ«c Rght of Way Cuestiornare [ Sersal The LPA Con ther spped aey Sefcunces fownd wihin 3D dey
© secion 0 Ly Dsion Quessonnace ° i
o Section .2 - Construction Daveion Questionnave o abue 1o cormoly wit doa wr regd ters ad poloe
o Secraon £ B Constrcton Dawson Que stenae o s 15 OSE FOCOS STRONaINSS 157 SENNCE Sabuary

Section b Procurernent of Engneanng and Dessgn Wrwen g 1wo Cprton s for Moy Cer b atan Acte e NOn ~CA) statun e svnlaise |

Helated Services Questovare o

Section G ~ Certification and Re Cersficanion for 3 3 Year
Pecica S

o.y ' . 100 Ao

o

8.3 SME

The SME portal looks very similar to the Applicant portal, however, the SME cannot start a new
application.
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The SME will review their section only. The application is broken down into sections and sent to

each SME to review.

The SME can provide questions back to the LG and / or approve if there are no further
questions. *Refresh page as needed.

9 Application Flow Charts

Flow charts showing the pattern of application progress and approvals (Figure 1) and the

recertification progress (Figure 2) follow.

If application
exists, fetch data

Certification Flow Chart

1

Start
Application

If does not exist,
create new
application

Fill data in application

forms and files with
valid formats

Notarize in
Section H

v

.

Application
Notarized

Application
not notarized

- =

Finalize and submit the application

Goes to DPPC

Goes Back to Applicant

Goes Back to Applicant

h 4

Applicant answers the
questions & finalizes the

application

Applicant answers the
questions & finalizes the
application

Figure 1: The pattern of application progress and approvals
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Recertification Flow Chart

| 90 days before Expiration Period |

I

Applicant

:

| Show button as “Recertification”

I

T

l

Copy previous application

v

i

:

New Application

If application already copied

If not copied

Y
| Show Recertification forms |

Figure 2: The recertification process
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