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Introduction to Start-Up Documentation Processes



Agenda

• Introduction to TDA-GO Key Features

• Start Up Documentation Pages

• Where Do I find …?

• Q & A



TxCDBG Program

TDA-GO Key Features



TDA- GO Key Features -
Profile

• Profile Menu –
– Dropdown from your 

name
– Information applies to all 

grants



TDA- GO Key Features -
Profile

• Profile Menu –
– Person Information – role and contact 

information for specific individual
– Organization Information – general contact 

information for the 
community/organization

– Organization Members – list of individuals 
with access to the Organization itself (not 
specific grants)

– Organization Details – upload documents 
to be used across multiple grants



TDA- GO Key Features -
Navigation

• Navigation Menu –
– Window on left side of 

screen
– All tabs refer to the 

same Application/Grant
• Searches –

– Header across top of 
screen

– Find a specific Grant or 
document



TDA- GO Key Features -
Roles

• Authorized Official – confirm as 
authorized by resolution

• Payment Processor – authorized by 
resolution for payments only

• Project Director – local staff certified 
as TxCDBG administrators

• Agency Viewer – local staff, view only
• Consultant – third party certified as 

TxCDBG administrators



TDA- GO Key Features -
Add/Edit People

Role to be Added Role that can create
Authorized Official Current AO or TDA*
Project Director, Payment 
Processor or Agency Viewer

AO, PD, or TDA*

Consultant TDA*
* To request TDA assistance with Add/Edit people, send 
written request to CDBGapps@texasagriculture.gov



TDA- GO Key Features -
Save Button

• Top right corner, beneath your name
• If there is no button, you will not be 

allowed to save changes



TDA- GO Key Features -
Status Changes

• Navigation menu, left of the screen
• Select the Option you for the Status you 

want to change the document TO BE

• Example: to submit this report, click 
Performance Report Submitted to 
change the document to become that 
submitted status



TDA- GO Key Features -
Related Document

• Navigation menu, left of the screen
• Subdocuments related to the Parent 

Grant



TxCDBG Program

Grant Agreements



TxCDBG Start Up Documents 
Grant Agreement Certification

• Navigation menu, Award Section



TxCDBG Start Up Documents 
Grant Agreement, cont.

• To generate PDF agreement, click 
Grant Agreement link

• To execute, check the box and save the 
page

• Change status to …TDA Signature



TxCDBG Start Up Documents 
Grant Agreement, cont

• TDA Staff will upload executed 
documents and agreement 
attachments



TxCDBG Program

Materials & Services Record



TxCDBG Start Up Documents 
Materials & Services Report

• Navigation menu,  
Related 
Documents 
section

• To begin, click 
Initiate Related 
Document

• Confirm Grant  
number and type 
of Document, 
then Create



TxCDBG Start Up Documents 
Materials & Services Report, cont.

• Each section and page 
within the MSR builds on 
previously entered 
information, avoiding 
errors due to rekeying 
data



TxCDBG Start Up Documents 
Materials & Services Report, cont.

MSR Documents
• Procurement
• Labor Standards
• MBE Reporting
• Eligible Costs



TxCDBG Start Up Documents 
Materials & Services Report, cont.

• Each service provider/contractor 
requires a separate MSR

• Best Practice: 
– Administrator – complete MSR now
– Engineer – complete MSR now 
– Construction – initiate one MSR now, enter 

data for Labor Standards and first section of 
Main Form



TxCDBG Program

Performance Reports



TxCDBG Start Up Documents 
Performance Reports

• Navigation menu,  Related Documents 
section

• Automatically Generated
– Environmental Review
– Acquisition of Real Property
– Group A Documents
– Group B Document

• Manually Generated
– Current Status Report
– Mid Point Progress Report



TxCDBG Start Up Documents 
PR - Environmental Review

• Environmental Review Main Form
– Basic Information for Aggregated Project
– Certification / RROF
– AUGF



TxCDBG Start Up Documents 
PR - Environmental Review, cont.

• Environmental Review Checklist
– Rows based on selected Level of Review



TxCDBG Start Up Documents 
PR - Environmental Review, cont.

• Based on selected level of review, pages 
appear for Section 106 and Part 55.

• To request Section 106 Exemption, 
provide all required data, including “Date  
Requested” but do not change the status 
of the Env Review



TxCDBG Start Up Documents 
PR - Environmental Review, cont.

• Embedded Reports facilitate 
publication/consultation
– Ex: text for Tribal Consultation letters 

generated for each selected tribe



TxCDBG Start Up Documents 
PR - Environmental Review

• Environmental Review Main Form
– Certification / RROF
– AUGF

• Change Status to Performance Report 
Submitted



TxCDBG Start Up Documents 
PR – Acquisition

• Acquisition Plan
– Respond to each prompt
– Change Status to Performance Report 

Submitted



TxCDBG Start Up Documents 
PR – Acquisition

• Once Acquisition Plan is approved:
– Acquired Parcels page appears
– Use Add option below your name to 

create a separate page for each parcel
– No Status Change required



TxCDBG Start Up Documents 
PR – Group A

• Respond to each prompt
• Change Status to Performance Report 

Submitted



TxCDBG Start Up Documents 
PR – Group B

• Respond to each prompt
• Change Status to Performance Report 

Submitted
• Can only be submitted after Performance 

Reports for Environmental Review, 
Acquisition, and Group A



TxCDBG Program

Other



TxCDBG Start Up Documents 
Grant Overview

• Navigation menu, Award Section

• No Status Changes, can be updated at 
any time



TxCDBG Start Up Documents 
Grant Overview

• Various Program 
Requirements
– Key Personnel 

Designations
– Special Conditions
– Force Account Approval
– Special Requests / 

Unique documents
– TDA determined Hold 

Status




