DRP , ACCESSING THE PERFORMANCE DATA

L m—— REPORTING SHAREPOINT SITE

VIRGINIA DEPARTMENT OF RAIL
AND PUBLIC TRANSPORTATION

Accessing the Performance Data Reporting
SharePoint Site

The purpose of this document is to provide instructions for how to access the Performance
Data Reporting SharePoint site and associated agency folders to report annual and
monthly performance data figures.

Instructions for Accessing DRPTs Performance Data Reporting SharePoint Site

1. Once you receive an email notifying you that DRPT has shared your agency folder with
you, please click “Open”

Note: If you are a data reporter and have not received an email notifying you that DRPT has
shared your agency folder with you, please check your Spam and Junk folders. If you
checked those folders and still have not received an email, please contact
grace.stankus@drpt.virginia.gov.

Stankus, Grace (DRPT) shared the folder "VA Transit Agency” with you © nbox =

e Stankus, Grace (DRPT)
tome v

2

Stankus, Grace (DRPT) shared a
folder with you

Here's the folder that Stankus, Grace (DRPT) shared with you.
VA Transit Agency

This link only works for the direct recipients of this message

2% Microsoft

Privacy Statement
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2. You will be prompted to sign in to Microsoft. Enter your email address and click “Next”

B® Microsoft
Signin

vatransitagency@gmail.com|

Can't access your account?

Q Sign-in options

3. After you enter your email, a verification code will be sent to that email address

B® Microsoft
< vatransitagency@gmail.com

Enter code
We just sent a code to vatransitagency@gmail.com

F_nter code
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4. Check your email and copy the verification code into the Microsoft window

< 8 O W B 0 & m D 10f12 >
Your Commonwealth of Virginia account verification code  inbox x = v
) Commonwealth of Virginia (via Microsoft) <account-security-noreply@accountprotection.microsoft.com> 5:20PM (1minute ago) ¢ €
. tome =

Commonwealth of Virginia

Account verification code

To access Commonwealth of Virginia's apps and resources, please use the code below for account verification. The code will only work for 30 minutes.

Account verification code:

11557786

If you didn't request a code, you can ignore this email.

B® Microsoft
€ vatransitagency@gmail.com

Enter code

We just sent a code to vatransitagency@gmail.com

11557786

v

Didn't receive it? Please wait for a few minutes and try again.
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Note: the dual authentication process outlined in steps 5 - 9 may differ for each agency
depending on each agency's IT set up. The following steps show potential authentication
steps you may be asked to complete.

5. After entering the verification code received via email, you may be prompted to verify
your identity through the phone number associated with your email account. If you
receive this message, follow the instructions below. Select “Text” or “Call” to receive a
verification code.

BE Microsoft
vatransitagency@gmail.com

Verify your identity

D Text +X XXXXXXXX63

%‘ Call +X XXXXXXXX63

More information

Are your verification methods current? Check at
https://aka.ms/mfasetup

Cancel

6. Enter the code you received either via text or phone call and click “Verify”

BE Microsoft
vatransitagency@gmail.com

Enter code

[ We texted your phone +X XXXXXXXX63. Please
enter the code to sign in.

815231

Having trouble? Sign in another way

More information
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7.You may be prompted to “Protect your account” or receive the message “More
information required” via Microsoft Authenticator. If you receive either of these
messages, click “Next”

B® Microsoft B® Microsoft
vatransitagency@gmail.com vatransitagency@gmail.com
Protect your account More information required

Your organization needs more information to keep

For a faster and safer way to sign in, your
your account secure

organization requires you to use Microsoft
Authenticator.
Use a different account

Skip for now (1 time left) Learn more

8. You will then be prompted to either download/open the Microsoft Authenticator app or
you can choose to verify via phone. If you don’t want to use the Authenticator app, click “I
want to set up a different method”. If you choose to use the Authenticator, click “Next”

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Microsoft Authenticator

Start by getting the app

On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "MNext".

want to use a different authenticator app

| want to set up a different method
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9. If you click “I want to set up a different method”, a drop down will appear enabling you to
select “Phone”

Choose a different method <

Which method would you like to use?

Choose a method

Authenticator app

Phone

e |f you choose to verify via phone and follow the prompts, you should receive this
message. Click “Done” to receive access to the SharePoint site

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Success!

Great job! You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:
% Phone
-1 I
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e Ifyou choose to verify via Microsoft Authenticator and follow the prompts, you should
receive this message. Click “Done” to receive access to the SharePoint site

Keep your account secure

Success!

Great job! You have successfully set up your security info. Choose "Done" to continue signing in.
Default sign-in method: Phone - text | N | E NI

=
‘3 Microsoft Authenticator

10. Once access is granted, you will see your agency folder. Click the folder to access your
agency's performance data reporting files

Microsoft 365 L Search this library

@ DRPT- Performance Data Reporting (External)

Private group

#% Automate ~ P Integrate = All Documents T (O] Ve

Performance Data Reporting 0t ~

[ Name v Modified -~ Modified By

N
“VA Transit Agency 10 hours ago Stankus, Grace (DRPT)
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1. In your agency folder, you will have an Excel file for monthly performance data reporting
and a folder to upload any supporting documentation. If you are a full transit reporter, you
will have a second Excel file to enter your annual PMT.

Microsoft 365 L Search this library

DRPT- Performance Data Reporting (External)

Private group

D)

T Upload ~ 12 Share @ Copylink &3 Sync 1 Download #E Automate ~~ [ Integrate

Y O S

= All Documents

Performance Data Reporting > VA Transit Agency

[ Name -~ Modified Modified By ~

Stankus, Grace (DRPT)

L -
Supporting Documentation 2 hours ago

N
l#i* TVA Transit Agency - Annual Performance Da... | 7 hours age Sonenklar, Daniel {DRPT)

N
L2+ “VA Transit Agency - Monthly Performance D... | 4 hours ago Sonenklar, Daniel {DRPT)

Note: Instructions for completing the performance data reporting requirement along with
definitions of each transit mode are located at the bottom of each Excel file.

L | WA Transit Agency - Monthly Performance Data Reporting - Saved - £ Search for tools, help, and more (Alt +
Filer Home Insert Draw  Pagelayout Formulas Data  Review View  Automate Help Table Design
If'tl E‘K Arial : @ é EE) Wrap Text General ¥
ete LA = = =
Paste B I U D —_ $v% 9 W@ N
M <1 =€ 3= .
Clipboard Font Alignment Mumber
G2 v fr 2000

2 |VA Transit Agency Bus - Fixed Route/Local (MB) Ridership (UPT)
3 VA Transit Agency Bus - Fixed Route/Local (MB) Hours (WVRH)
4 VA Transit Agency Bus - Fixed Route/Local (MB) Miles (VRM)
5 VA Transit Agency Demand Response (DR) - ADA Paratransit Ridership (UPT)
5 VA Transit Agency Demand Response (DR) - ADA Paratransit Hours (VRH)
7 WA Transit Agency Demand Response (DR) - ADA Paratransit Miles (VRIM)

El Instructions

EI Definitions

FY24 Monthly Performance Data  +
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