Contact Us Public Tool Quick Reference Guide
Users can:
· Search for FAQs
· Rate FAQs
· Ask a New Question
· Ask up to two follow up questions
· Customer Satisfaction Survey
Splash Screen
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Navigation
Right Hand Navigation options include:
· Categories
· Subcategories
· Narrow By*
· New Search*
· Question Not Answered? Ask FTA*
*Note: These options are only available once a question is asked.
[bookmark: SearchFAQs]Search for FAQs
There are two ways to search for Frequently Asked Question (FAQs) in the Contact Us Tool. Search by Category or Ask a question. Users must first search for an FAQ in order to ask a new question since the Question Not Answered? Ask FTA link is located on the search results screens.
Search by Category
To view all FAQs for a specific Category, click on a link on the right hand navigation menu. Some categories have sub-categories. 
[image: ]        
To view them, click the plus sign ([image: ] ) icon to expand the menu and then select the desired sub-category.
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The Search Results will filter based on the method of Search you performed. In this case a user selected the Category: Other and it’s Sub-Category: Calendar of Events the Search Results screen will resemble the screen shot below.
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Ask a Question
Users can also search for FAQs by typing a question into the text field on the splash screen and clicking the Ask button.
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The search results screen will display any possible FAQ’s and highlights keywords from your search.  If no FAQ’s are found based on your search a message will display informing the user to try a different search.
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If no FAQs have the answer you are looking for you can click the Question Not Answered? Ask FTA link to submit a new question directly to FTA. See the Ask a New Question section for more details.
[bookmark: RateFAQs]Rate FAQs
After searching for an FAQ users have the ability to rate the helpfulness of an FAQ. This feedback will assist FTA in providing more helpful FAQs to future users of the Contact Us Tool. Beneath each FAQ is the  Rate this FAQ section.  Any user can click the appropriate number of stars to provide the desired rating. Note: To give a low rating select one star, the highest rating is five stars.  Higher rated FAQs will display first in your search results.   The Overall Value label represents the current rating for the FAQ.
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[bookmark: AskANewQuestion]Ask a New Question
If a user was unable to find an answer in the FAQ database they have the ability to ask a new question. On the right hand navigation click the Question Not Answered? Ask FTA Link. 
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The Submit a Question or Comment screen is displayed.
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The Business Email, Category and Question fields are required in order to submit a new question. For the Categories that have Sub-Categories you will also be required to select that field in order to submit a question. For a full list of descriptions on each Category and Sub-Category click the Description of Categories link underneath the Category label field.
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[bookmark: ConfirmCAPTCHA]Once you submit your question the Confirm New Question or Comment screen is displayed. Review the information that you entered, type the two words that are displayed in the CAPTCHA field and click Confirm to continue. If the information is incorrect, click Cancel to return to the previous screen and re-enter the correct information.
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Once you confirm your information the next screen notifies you that someone from FTA will be contacting you shortly with an answer along with a summary of the information you submitted to FTA.  You will receive an email notification with confirmation that your question was successfully submitted, and you will receive another email notification from the application as soon as an answer has been provided to your question. 
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[bookmark: FollowUpQuestion]
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Ask a Follow-up Question
Once you review a response to your question in the form of an email, you will have the ability to  ask a follow-up question.
You can do so by clicking the link located at the bottom of the email to ask a follow-up question.
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The Contact Us Verify Email screen is displayed. You will need to enter the business email that you provided when you asked your original question in order to continue.
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Once you click Continue, the Contact Us Request Follow-Up screen is displayed. Enter your new question into the Follow-Up Question field and click Submit when ready.
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The Confirm Contact Us Follow-Up Request screen is displayed. This screen is similar to the Confirm New Question or Comment except you do not need to enter CAPTCHA words in order to confirm your information. Once you review your information, click the Confirm button and your question will be submitted as before. You will receive an automated email notifying you that someone from FTA will provide you an answer within two to three business days.
Once you receive the FTA Contact Us Tool Submission Response email with a response to your follow-up question you have the option to ask an additional follow-up question. Note: You may only ask two follow-up questions. If you wish to ask more questions you will need to submit a new one in the Contact Us Tool. 
[bookmark: Survey]Customer Satisfaction Survey
With each response with FTA a separate email is generated where Public users can access the Contact Us Tool Satisfaction Survey. This gives each user the opportunity to provide feedback on their experience with the application. This feedback is reviewed by FTA in order to improve the customer experience.
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Frequently Asked Questions

Disclaimer
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Question Not Answered? Ask FTA
Category:  Other
Sub-Category: Calendar of Events

New Search

Question:  How often s the calendar of events section updated?
Answer. ‘The calendar of events section is updated frequently. To receive e-mail updates for this
‘section sign up on FTA's homepage at hitp:/www. fa.dot govl.
Rate this FAQ
Overall Value: No Rating

Category:  Other
Sub-Category: Calendar of Events

Question: 1 am unable to attend the 3rd annual FTA Drug and Alcohol Conference this year. When will
this conference be held again?
Answer. Please check the VOLPE website for more detailed information at htp:/ransit-

safetyvolpe.dot.govl.
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Frequently Asked Questions

Disclaimer

Find On This Page: [vg 1= "FTA™ "new™
Thare e 415 matones hghighas

177 possible answers located in 17 Categories. Click a Category to narrow your st P—
We used these words you provided tell* FTA* new* CUDTE
.’ Question Not Answered? Ask FTA

Narrow by Buy America
Narrow by Civil Rights & Accessibilty

Category:  Freedom of Information Act (FOIA)

Question:  Howlong wilttake before | receive a response to my FOIA request?
Answer: ‘Once an agency properly receives a FOIA request, it has twenty working days in which to LT I SR
make a determinaion on the request. FTA sirves o respond o a FOIA requests within that e
timeframe. However it may take us longer to respond to large o complex requests. Narrow by Doing Business with FTA
Rate this FAQ Rkkdck Narrow by Freedom of Information Act
(FOIA)
Overall Value: 5
Narrow by Legislation and Regulation
Category: Research Narrow by National Transit Database
Question:  Where can I find information about ransitindustry standards? o O
Answer: ‘While the Federal Transit Administration does not directly mandate industry standards (such

5 standards concening procurement o are collecton, for instance), FTA does sponsor VOV DY Other  Calendar of Events
the development and dissemination of consensus-based specifications through the Narrowby Other / Comment
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7. Category. Doing Business with FTA
Question: Where can | find information on daing BUSiAS8 wih the Deparment of Transportaton?
Answer.  You can locate information regarding doing BUSIESS witn the Depariment of Transportation at

it dot govBusiness i

Rate this FAQ ***-@
Overall Value- 4
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Submit Question or Comment

Please check our Frequently Asked Questions before submitting a question here.
Ifyour question s of alocal nature, contact the FTA Regional Office nearest you.

Required
Business Emal: * istal fanssca cr@dot
(Privacy Policy) @t g0

Category: * [Freedom of Information Act (FOIA) ¥/ Have a Recovery ACUARRA Question?

(Description of Categories) Click here to view Recovery ACUARRA information.

Question: * (yypat js FOIA?
(Please be as detailed as possible.

Note that there is a 1500
character imit)

==
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Confirm New Question or Comment
Please review your question o comment and use the buttons below to Confirm the request and submit tto FTA orto Cancel it
Business Email; kristell fonseca.cr@dotgov.

Category: Freedom of Information Act (FOIA)
Question: Whatis FOIA?

RSN

880

o (reCieroms

ithdv. 880 |

Return to FTA's Public Website or Close the Browser Window.
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Confirm New Question or Comment

Your question or comment has been submitted to FTA. You will receive an email from FTA's Automated Email Notification account (FTA. SQLExec Serv@dot.gov) confirming the
receipt of your submission. f you do not receive a confirmation email within 24 hours please submit your request again. It is our goal to address your request within two to
three business days.

Business Email: kristell fonseca.ctr@dot.gov
Category: Freedom of Information Act (FOIA)
Question: What is FOIA?

Return to FTA's Public Website or Close the Browser Window.
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Subject: _(TEST Output Ignore] FTA Contact Us Tool Submission Response.

DO NOT REPLY TO THIS MESSAGE. This is an automatically generated email from FTA's Contact Us Tool. Contact information is located at the
end of this message.

Thank you for your Contact Us Submission on the FTA website. The following is FTA's response to your question.

Answer: The Freedom of Information Act (FOIA) is a Federal statute that affords any person the right to obtain access to Federal agency records,
unless the records (or a part of the records) are protected from disclosure by one of the nine exemptions or by one of the three special law enforcement
record exclusions contained in the law. FOIA provides for access to agency records, it is not an appropriate vehicle for posing questions of the agency.

Question: What is FOIA?

Unless otherwise specified, this message is being sent by an individual employee in an effort to provide a rapid response to an email inquiry and may
not represent official FTA or DOT policy. Individuals secking formal determinations or opinions are invited to submit their requests in writing to the
agency.

Federal Transit Administration

Office of Communications & Congressional Affairs
East Building, STH Floor

1200 New Jersey Ave SE

Washington, DC 20590

to ask a follow up question within two weeks.

1 i.m Feel that this in does not completely answer your question, please use this lnk httpi/ftawebtest/ContactUsTool/Publie/V erifyErmail 8spx?

If you have any difficulty accessing the Contact Us Tool, please contact DOT IT Services at 1-866-466-5221
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Contact Us Verify Email

Please verfy the Business Email address you supplied with your original comment or question.

Business Email: * [iistell fonseca.ctr@dot goyf
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Contact Us Request Follow-Up
*=Required
Business Email:  kistelfonseca cr@dot gov
Category:  Freedom of Information Act (FOIA) - TAD

Question:  Whatis FOIA?

Answer:  The Freedom of Information Act (FOIA) is a Federal statute that affords any person the rightto obtain access to Federal agency records,
unless the records (or a part f the records) are protected from disclosure by one of the nine exemptions or by one of the three Special
Iaw enforcement record exclusions contained in the law. FOIA provides for access to agency records, itis not an appropriate vehicle for
posing questions of the agency

Follow-Up Question: * 1o,y o | make a FOIA request for FTA records?
(Please be as detailed as possible. 1455

characters remaining.)

==
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