Chapter 2 - Getting Started

Register to Use the Act 51 Distribution and Reporting System (ADARS)

Registration is  Users must register in the MILogin for Third Party system in order to get

Required access to state applications in general. After access to MILogin is
granted, users must request access to specific applications.

One Time The following procedures, which you do only one time for registration,

Only provide you with data security and the ADARS user role(s) needed to do
your job.
» First Steps
» Register in MILogin
» Change Password
= Subscribe to ADARS
* Request a User Role
After you have completed these procedures, use the Access ADARS
procedure for business as usual.

First Steps

Step Action
é Web browser requirements for using ADARS is Internet Explorer.
Note:
1 Click to open your Web browser.
2 Enter the Michigan Act 51 Reporting Portal address,
www.michigan.gov/Act51Reporting, on the browser's address line.
|g http rnichigan. gow /ActS 1Reporting
The portal screen is displayed.
See Next Page =
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Action

Step

IMPORTANT NOTES ABOUT THE NEW WEBSITE:

Michigan Act51 Reporting Portal R

The Transportation Asset Management Council (TAMC) website has been changed.
The new site can be found at www.michigan.gov/TAMC K

« The Act 51 Distribution and Reporting System (ADARS) and the Investment Reporting Tool (IRT) login

access is now found under “Reporting Hub".
« More information on ADARS and the IRT is located under “Training”.

Please update your bookmarks, as this old site will be retired soon.
If you have any questions, please contact the TAMC Helpdesk at 517-373-7910.

Thank you.

r
Michigan
Transportation Asset

Management Council

e

Click the link and select Reporting Hub from the main screen as shown

below:

-
Michigan Home Training Support Aboul,
Transportation Asset -
Management Council Maps Dash Reporting Hub )
—

P

NEW ADARS ACCESS -

click on Reporting Hub

SPOTLIGHT
Save the Date /

Spring
Conference
INTERACTIVE MAPS
Create an up-1" date road and brage
ohndition map

NEW ADARS RESOURCES -
click on Training_

TRAINING
Sponsored lraining
Support, and education
programs J

This will take you to the MILogin Home Page. The TAMC website also has
new resources and contacts under Training and Support sections for ADARS

and other related programs.
See Next Page =
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Register in
MILogin

Use the following procedure to register in MILogin.

Step

Action

1

Click Sign Up

HELP CONTACT US

) Michigan.gov

Login to your account

User ID

MiLogin for I

Password

Third Party  EEEE

—_—— - — sm —m——mwm-—— -
1

Forgot your User ID? Forgot your password?
Need Help?

Copyright 2015-2017 State of Michigan

Create your account - Step 1 screen is displayed.

Michigan. o

MiLogin for Third Party
5 8

Create Your Account

lie

Profile Information

- 1 C | |
e e ]
— L )
e

Enter the required information.

See Next Page =
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Step

Action

Click the Next button on the Create your account - Step 1 screen.

Michigan.oov

MiLogin for Third Party

Create Your Account o o

Socurity Setup

e

*Security Options

T3 1 s et o e e e (5 7 B s b A e 1 b bt

B @
b Secunny

« |f the information on the screen is not correct, click the Back button to
return to the Create your account - Step 1 screen. Repeat steps 2 and 3 to
correct the information.

« |f the information on the screen is correct, click the Create Account button.
The following screen is displayed.

" Michigan.gov

MiLogin for Third Party

" HomE

Create Your Account o ‘ o_ 4 2 ]

Confirmation

¥ Success

Your account has been successhuly croated

WOME | MELP | CONTACTUS | FOUCIES

Copyright 2015-2017 State of Michigan

Click Login to go to your account.

See Next Page =
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Step Action

6 At the MILogin home page you can now request access to ADARS

| ’Michigan.gov & WELP  CONTACT US

MiLogin for Third Party

# HOME &) REQUEST ACCESS \¥ UPDATE PROFILE A, SECURITY OPTIONS @ CHANGE PASSWORD * LOGOUT

Home Page
E Your password will expire in E[IJ days

Access your applications by ciicking on the appication knks baiow

You do not have access to any application. You can request access by clicking on Request Access link.

MOME | MELP | CONTACTUS | POLICIES
Michigan ooy

Copyright 2015-2017 State of Michigan

Click the Dropdown arrow and choose Michigan Department of Transportation. Scroll down
to find MDOT ADARS — Act 51 Distribution and Reporting.

[ "Michigan.gov

MiLogin for Third Party

a vome & REQUEST ACCESS 3 UPDATE PROFILE A, SECURITY OPTIONS © CHANGE PARSWORD

Request Access @ 3
Search °
Apphicanon
Search Application T
o oot RO
Search 10r &N BPPICATON WIIN & KeywOrD G Select 80 SgeNcy 10 view 1% ADPACATGNS Framm tha drap down bt

Q Michigan Department of Transportation (MDOT) -

' Michigan Department of Transportation (MDOT)

1391 Annual Employment Report

AASHTOWare Project
MOOT ADARS -

Orosse
cs - prory o P ——

MDOT Bus and Limo Regulatory Information System

MDOT DBE Awards and

MDOT Bond and of Public
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Step Action

7 Follow the step to request access to ADARS.

MDOT ADARS - Act 51 Distribution and Reporting System

ADARS (ACT 51 Distribution and Reporting System) handles calculating Michigan
Transportation Fund (MTF) payments, filing of annual Financial Report by Counties
(Form 2029) and Municipalities / Cities / Villages (Form 2030) and reporting of
payments to counties, cities, and villages by MDOT's Finance Division.

CANCEL

After you click the Request Access button this screen is displayed. Enter your
email address and work phone number.

Michigan.qov VELP  CONTACTUS

MiLogin for Third Party

HOME & REQUEST ACCESS I3 UPDATE PROFILE 4, SECURITY OPTIONS © CHANGE PASSWORD

Request Access @ 3
IAM onsematon

Additional Information

Proide folkwing information 10 SUBM your BXCAsS (equest

*Email Address

*Work Phone Number

susmiT RESET

Michigan

Copyright 2015-2017 State of Michigan

The following screen is displayed.

! “Michigan.gov WELP  CONTACTUS

MiLogin for Third Party

" HOME & REQUEST ACCESS €8 UPDATE PROFILE 4, SECURITY OPTIONS © CHANGE PASSWORD * LOGOUT

Request Access

Confirmation

+ Success

The request for your access has been successfully submitted

You will see the updated list of application(s) on your home page once it is processed
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Step Action

8 When you go to the MILogin Home Page you will now see the applications available.

" Michigan.gov

MiLogin for Third Party

» Houe ) REQUEST ACCESS 3 UPOATE PROFILE & SECURITY OPTIONS O CHANGE PASSWORD » LOGOUT

Home Page
E Your password wil expire in [T days

Actens your appicatons Dy LIKAIng Cn the BpPKANon inks DeOw

Dep: of Ti (MDOT)

MDOT ADARS - Act 51 Distribution and Reporting System

HOME | MELP | CONTACTUS | POUCIES
Michigan

Copyright 2015-2017 State of Michigan

9 Go on to the next procedure Change Password
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Change The password for MILogin will be active for 365 days. To change your

Password password follow these steps
Step Action
1 Go to the MI Transportation Reporting Portal at

www.michigan.gov/Act51Reporting.

Follow steps at beginning of Chapter 2 to go to the MILogin Home Page.

2 At the MILogin Home Page after you login click the Change Password button

' “Michigan.gov

MiLogin for Third Party

" HOME &) REQUEST ACCESS [ UPDATE PROFILE &, SECURITY OPTIONS © CHANGE PASSWORD * LOGOUT

Home Page ey
:
E Your password wil expire in ELT] days

Access your appications by clicking on the spplication inks below

Michigan Department of Transportation (MDOT)

MDOT ADARS - Act 51 Distribution and Reporting System

HOME | HELP | CONTACTUS | POLICES
Michigan

Copyright 2015-2017 State of Michigan

Follow the steps on the page to change your password.

Michigan.gov

MiLogin for Third Party

- nome & REQUEST ACCESS 5 UPDATE PROFILE A, SECURITY OPTIONS © CHANGE PASEWORD

Change Password [+

......... ot

Enter Password

Fresse enler New GOS0 reral yOur SXOYed DOBEAONd

“Enter Current Password

Copyright 2015-2017 State of Michigan

ADARS Street Financial Report Guide Page 13


http://www.michigan.gov/Act51Reporting

Step Action
3 You will get this message when your password has been successfully changed.
" Michigan.gov s
MiLogin for Third Party
Change Password o 0 mom
Confirmation
¥ Success
Copyright 2015-2017 State of Michigan
4 Go on to the next procedure, Request a User Role.

ADARS Street Financial Report Guide
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Request a User

Role

Use the following procedure to request an ADARS user role.

Step

Action

1

Go to the MI Transportation Reporting Portal at

WWW

.michigan.gov/Act51Reporting.

(] Michigan Act51 Reporting Portal SRS
30

The Transportation Asset Management Council (TAMC) website has been changed.
The new site can be found at wavw. michigan.gov/TAMC \

IMPORTANT NOTES ABOUT THE NEW WEBSITE: I
« The Act 51 Distribution and Reporting System (ADARS) and the Investment Reporting Tool (IRT) login
access fs now found under “Reporting Hub".
« More information on ADARS and the IRT is located under “Training”.

Please update your bookmarks, as this old site will be retired soon.
If you have any questions, please contact the TAMC Helpdesk at 517-373-7910.

Thank you.
r
Michigan
Transportation Asset
Management Council
s

M

g

On the portal screen, click the Reporting Hub (either location) to display the

ILogin Home Page.

Michigan Home Training Support Abg <
Transportation Asset
Management Council Interactive Maps Dashboards{ Reporting Hub

>4

NEW ADARS ACCESS -
click on Reporting Hub

DASHBOARDS
SaSVPeOJ\'gI g{e / Condition, operation, and
Spring investment in Michigan's public
ad system
Conference roa

INTERACTIVE MAPS
Create an up-t0-date road and bridge
gondition map

NEW ADARS RESOURCES -
click on Training

REPORTING HUB TRAINING
Investment Reporting Tool (IRT), Sponsored training
stribution and Reporting support. and education /
System (ADARS), Non-Trunkline programs

Federal Aild (NTFA)

ADARS Street Financial Report Guide
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Step Action

3 Enter your User ID and Password and click the LOGIN button.

B 'Michigan.gov

Login to your account

User ID

MiLogin for
Third Party

SIGN UP

Forgot your User ID? Forgot your password?
Need Holp?

Copyright 2015-2017 State of Michigan

See Next Page =
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Step

Action

| represent:

4 Click the MDOT ADARS - Act 51 Distribution and Reporting System link.
The ADARS security screen is displayed.
Name: Télﬁ%@ﬂ'rﬂﬁﬁ&!&%@ a%?ame’ phone
Phone Number: W?%ﬂ%@ email address you

Email Address: eﬂ@%ﬁg%@whﬁ%%u

Please provide the following information:

i State of Michigan Agency
" Local Government

" County Road Association of Michigan and/or Michigan Municipal League

Click to put a dot in the circle next to Local Government.

Please provide the following information:

| represent: @ State of Michigan Agency

»  Local Government

T County Road Association of Michigan and/or Michigan Municipal League

Answer the following questions:

Agency Type: C County @ City/Village
* CityVillages: NOTE: MDOT has sent the Agency Cede to your agency.

Please select an agency or agencies. For each agency selected. enter the Agency Code

lAddisan ﬂ

Adrian
Ahmeek
WAlcron
Alansaon
Albion
Algonac

Allegan
Allen
Allen Park

Alma

Almant
Alpena ~|

aaaiai oo oo o o amaa

In ADARS I will: ® Prepare, View, Submit and Print Report

 View and Print Report Only

See Next Page =
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Step Action
2 TIP: If you need the Agency Code send an e-mail to

MDOT-Outreach@michigan.gov and request it.

7 Click the Submit button.
ADARS sends your request to the system administrator. You will receive a
role confirmation email within three business days. If you do not, contact
the system administrator at MDOT-Outreach@michigan.gov.

8 After you receive the role confirmation email, you have completed the one-
time-only registration procedures. For business as usual, use the next
procedure, Access ADARS, to access the system.

ADARS Street Financial Report Guide Page 18
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Access ADARS

Business As Before you can use this procedure, you must complete the one-time-only
Usual Register to Use the Act 51 Distribution and Reporting System procedures.
Step Action

1 Go to the Michigan Transportation Reporting Portal at

www.michigan.gov/Act51Reporting.

Michigan.gov

Michigan Act51 Reporting Portal

s The Offcial State

The Transportation Asset Management Council (TAMC) website has been changed.
The new site can be found at www.michigan.gov/TAMC K

IMPORTANT NOTES ABOUT THE NEW WEBSITE: ) ‘Location l
« The Act 51 Distribution and Reporting System (ADARS) and the Investment Reporting Tool (IRT) login
access is now found under “Reporting Hub”.
« More information on ADARS and the IRT is located under “Training”.

Please update your bookmarks, as this old site will be retired soon.
If you have any questions, please contact the TAMC Helpdesk at 517-373-7910.

Thank you.
r
Michigan
Transportation Asset
Management Council
B B

2 Click the Go to the Reporting Hub.
The MILogin Login screen is displayed.
Michigan.gov

Login to your account

User 10

MiLogin for I
Third Party =

LOGIN

Fergot your pessword!

Forget your Usac ID?
See Next Page =

Copyright 2015-2017 State of Michigan
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Step Action
3 Enter your User ID and password, and click the Login button.

The MILogin Home Page is displayed.

i Michigan.qov

MiLogin for Third Party

# HOME &) REQUEST ACCESS B UPDATE PROFILE @, SECURITY OPTIONS © CHANGE PASSWORD @ LOGOUT

Home Page
E Your password will expire in [T days

Access your applications by clicking on the application links beiow

Michigan Department of Transportation (MDOT)

MDOT ADARS - Act 51 Distribution and Reporting System

HOME | HELP | CONTACTUS | POLICIES
Michigan gov

Copyright 2015-2017 State of Michigan

4 Click the MDOT ADARS - Act 51 Distribution and Reporting System link.
The ADARS home page is displayed.

See Next Page =
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Step |

Action

@MDOT !

i
19an.gov

epartmentioty ransportation @ i

Hil
R

PUCNGAN. GOV nom

City Village Financi

CVFR Recipients

Welcome, colangelod | Sign Qut

ADARS Homa| Contacts| FAQs
Act 51 Distribution and Reporting System

O

2l Report
al Keport

of MTF are required to report on annual eamings and expenditures on forms provided by the Department which have

been complied into the Street Financial Report Compliance is determined by MDOT's review of the Street Financial Report

More Information
About Act 51

More information about Act 51 and the SFR for cities and villages
is available at this link: www.michigan.gov/act51.

Data Security

Your User ID and password secure your report until you submit it to
MDOT.

Features and
Functions

ADARS Street Financial Report Guide

The following topics describe features and functions available throughout
ADARS. These are all designed to facilitate your reporting tasks.
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Home Page When you access ADARS, the home page is displayed.

@®@MDOT Departmentof ransportation %J:Juﬂw

NG

Michigan.gov Home ADARS Home!| Contacts| FAQs Welcome, colangelod | Sign Out
Act 51 Distribution and Reporting System

City Village Financial Report

CVFR Recipients of MTF are required to report on annual eamings and expenditures on forms provided by the Department which have
been complied into the Street Financial Report Compliance is determined by MDOT's review of the Street Financial Report

Screens and In this document, screens are also called pages. The terms are used
Pages interchangeably.
Links Underlined words are hyperlinks (or links). A link is a connectionto a

different section of a computer application. When you click a link, it
displays the named item.

Home Page The home page has the following link.
Links

City Village Financial Report
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Links on These links are on the gray bar between the MDOT banner and the Act 51

Every Page banner at the top of every page. They are also at the bottom of every page
in ADARS.
Link Function
IMichinn.c}nm& Home | Click to display the State of Michigan home page.
ADARS Home Click to display the ADARS home page.
Contacts Click to display a page of contact information.
FAQS Click to display a list of commonly asked questions and answers about
ADARS.
Help Click to display a PDF of this user guide.
Sign Out Click to exit ADARS.
Menu Bar The menu bar is a line of tabs across the top of all ADARS screens

(except the home page.)

N[0 Report Status | Report Contact | Verify/Submit Report | Change Agency FY

Click Tabs to Click the tabs to move between ADARS screens.
Navigate
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Data Formats

The following table shows examples of data formats in ADARS.

Format

Description

* = Required Fields

* Actual Construction Cost; [7] I

You must enter data into fields marked with a red
asterisk.

Dropdown field:

City/Village Name : ISeIect CityVillag 'l

1) Click the dropdown arrow to display the list of
options.

2) Click an option to select it.
The option you select will display in the field.

Read-only field:

Total: [7] $0.00

Data is system-supplied. You can't change or enter
data in read-only fields.

Data-entry field:

Planning/Education: [¥] I |

Read the field label, and enter the correct information.

Pre-filled field:

State: W

You can change the data in a pre-filled field.

Checkbox: Click to select the item. And then click the function
button, for example, Update or Delete.
r De To select all items in a list, click the checkbox at the
™ Fund top of the list. In this case, you would click the
P test checkbox at the Details line.
Date field: Enter the date in mm/dd/yyyy format OR click the
calendar icon and select a date.
E| [mmidd iyl

ADARS Street Financial Report Guide
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Data Displays

The following table describes options for managing data displays.

Feature

Description

Hotice Date & €—

Click the up and down arrows to move through lines of data.

or ===

Click to hide or show data.

=4 or |2l ang = Click the up and down arrows to move through a text display or list.

Save Button

Before you navigate to a different screen or exit ADARS, click the Save
button to save the data you entered on the current screen.

Save

If you click on another screen tab without clicking the Save button first you
will get the following message:

Windows Internet Explorer

) Are you sure you want to navigate away from this page?
.
You haven't saved your changes.

Press OK to continue, or Cancel to stay on the current page.

Success
Messages

When you save data that ADARS is able to validate, a success message is
displayed across the top of the screen.

1/ tssets Save/lUpdate Successiul

ADARS Street Financial Report Guide Page 25



Error If you attempt to perform an action that ADARS is unable to validate,
Messages one or more error messages will be displayed across the top of the screen.

Each message contains instructions for how to clear the specific error and

continue your work.

The procedures in this user guide assume that you will clear error
conditions and return to the current procedure.

a

’lu

Selectvalid Agency
“Value required for Street Administ
YValue required for Street Adming
Yalue required for Street Admir
Yalue required for ClerkiTreasure:

‘alue required for ClerkiTreasurer Fi
‘Value required for Report Preparer,
“Value required for Report Frep

\';.-'alue required ia '11{:‘-.—'illage
\qLue requi i«;[[I:a;na St
e p ""-nq)
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