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A. Getting Started with the Application
A.1. User Accounts

To submit a project application, the applicant/sponsor will need to create a user account on the lllinois
Transportation Enhancement Program (ITEP) online application portal.

If you applied during previous cycle, you are encouraged to use your existing account. All
applicants/sponsors will be able to copy portions of an application submitted during the previous cycle

to save time. If you do not have an existing account, you will need to create one.

A.2. Creating a New Account

To create a new login, utilize the “New
User? Create an Account” link, located
under the login form on the ITEP
application homepage, Figure 1.

When choosing login credentials,
username and password, consider
generic, not person specific, such that
other team members of the application
process can easily remember them.

This will bring you to the new account
sign up page, Figure 2.

Your new account will require a unique
username, password, valid e-mail

address, security question and answer.
Keep this information for your records.

Your password will need to meet the

following criteria:

e be at least 7 characters long

e contain at least 1 number

e contain at least 1 upper case letter

e contain at least 1 lower case letter

e contain at least 1 special character
suchas:'@#$ % * (or)

T
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User: | |

Password: | |

o Thy

Login

New User? Create__fé'! Account

Forgot Password t

Figure 1: Create Account link, located beneath the login form
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User Name:*l ,
Password:*l
Confirm Password:*l
E-mail:* |

Security Question:* |

Security Answer:* I

Figure 2: New account sign-up form
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When you have completed all fields with the required information, click the “Create User” button
located at the bottom of the form. If all fields have been correctly filled, you will receive a confirmation
notice, Figure 3. Otherwise, you will receive an error message indicating the corrections that need to
be made, Figure 4.

Instructions:
1. Username field should not contain spaces or special characters. It can be your email address.

2 Passwaord field must be atleast T characters lona. It must contain atleast 1 number, 1 alphabet and 1 special character.
Good Password example: p@ssword - (In this word, the '@’ is a special character, and '0" is the number Zero)

3. Special Characters examples ! @ #§ % " (and )

Account has been successfully created, you will be redirected ta login page.

Figure 3: New account successfully created

Instructions:

1. Username field should not contain spaces or special characters. It can be your email address

2. Password field must be atleast 7 characters long. It must contain atleast 1 number, 1 alphabet and 1 special character.
Good Password example: p@ssword - (In this word, the '@’ is a special character, and "0"is the number Zero)

3. Special Characters examples '@ #% % *(and )

Sign Up for Your New Account

User Name:* deDEQ—
Password:* |||||
Confirm Password:* Inn

E-mail:* IW

Security Question= [First dog's name? |

Security Answer:® IF\do—

Email does not match regular format, try again.
Passwaord length minimurm: 4. Mon-alphanumeric characters required: 1.

{
;

Figure 4: Identified errors must be corrected before the account can be created

A.3. Recovering an Existing Account

A.3.1. Forgotten Username

If you have a user account but cannot access it, email the name of the application that was
submitted under that username to DOT.ITEP@illinois.gov.

You will still need either the password or the answer to the security question to login to the
account, see “Lost Passwords and Security Answers” for more information.
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A.3.2. Lost Passwords and Security Answers

“lost password” function to reset
your password. To utilize this

function, you will need to answer {i}y User: |
your security question.

If you lost your password, use the )_ﬂ«
3
\

Password: | |

To reset your password, click the

“Forgot Password?” link located §

Login

New User? Create an Account

under the login form on the ITEP

application homepage, Figure 5. Foraot Passw@_ﬁ

Figure 5: Forgot password button

You will be prompted for the username of the account for which you are trying to reset the
password. Enter it in the field and click the “Next” button.

The reset password form will
prompt you for the answer to
your security question and a
new password. Fill in the

fields to reset your password

Change Password - Confirm Identity and Password.

If your password has been successiully changed then you will be redirected to Login page.

Answer your security question.

will be directed back to the N e
ITEP application homepage. . ;
Qnrm Fasswor IT

{1‘
j User Name: jdoe (
Figure 6. Question: First dog’s name?
Answer. IFido
When Successfu”y reset, you § Enter a new password, your previous password will be overwritten.
> $

Figure 6: Password reset form will require the answer to your
security question

We cannot reset the password for you, nor can we reset the answer to your security question.
Therefore, it is important that to keep a record of your password and the answer to your

security question.

A.3.3. Locked Accounts

Repeated failed login attempts will lock your account for security purposes. Contact
DOT.ITEP@illinois.gov with your username to request to have your account unlocked.
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A.4. Logging In

Once you have created a user YN AT

account, you can login on the ITEP {
application submittal homepage,
Figure. 7.

oy User: |de9 |

Password: |.||.||||| |

New User? Create an Account

Forgot Password

Figure 7: Login form on ITEP Application Homepage

A.5. Account Management

User Name:

your e-mail, password, security
question and answer, and contact
the administrator.

Old Email Address:

st N N e T T N Once you have logged in, access
fhw the “Account Maintenance and
> Support” page by clicking the “My
?::;c::u:;um Account Maintenance & Support Account” menu item on the left-hand
s ¢ side of the screen. From this screen,
S [ chang cmat | secuyas | conacacmin [ Figure 8, you will be able to manage
\

MNew Email Address*

ﬁonﬂrq NW Email Adiieaa * 2

Figure 8: My Account screen options

7 of 11



ITEP Application Account Setup Instructions

06/11/2024

A.5.1. Changing Your E-mail

To change your e-mail,
choose the “Change E-mail
tab on the “Account
Maintenance and Support”
page. In the form, Figure 9,
enter your new e-mail
address, confirm your new e-
mail address, and choose
“Save” to update your e-mail.

A.5.2. Changing Your Password

To change your password,
choose the “Security Q&A”
tab on the “Account
Maintenance and Support”
page. In the form,

Figure 10, enter your
current password in the
“Old Password” field. Enter
your new password in both
the “Enter New Password”
and “Confirm Password”
fields. Click “Change
Password” to update your
password.

{W_WM"WM,M/\MJ—“NWMMW
A

, .

<

g
?
b
¢
{

ccount Maintenance & Support

0ld Password

{ Chagge Email Security Q & A Contact Admin

User Name:

Old Email Address:

e

jdoe

|i:1-:a@iHin-:is gov ‘

New Email Address:* [ |

Canfirm New Email Address* | ‘

Cancel Save

Figure 9: Change e-mail form

 p—

- NP
Secuity O R A | ﬁ

Enter New Password: New Vecwiity (wetios {

Confirm Password: New Vecwiity Asiaer

Change Password snge (uestion

‘I"—“FJNMr

Figure 10: Update password form
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A.5.3. Changing Your Security Question and Answer

To change your security question, T
choose the “Security Q&A” tab on REE—— ccrio 028 —— ﬁ
the “Account Maintenance and Wt stsee s Shr7

Support” page. In the form, A pa— (
Figure 11 enter your current <\ oM asse T——
password in the “Current = 'New T —— {

Password” field. Enter your new ——— _
security question and new security - [ |
answer in the “New Security S Pe— Shanocgucssion

Question” and “New Security )

Answer” fields. Click “Change y —

Question” to update your security e a e S S g
question settings.

Figure 11: Update security question form

A.5.4. Contact the Administrator

You can contact the ‘ _ \
SyStem administrator via 7 Account Maintenance & Support

the “Contact Admin” form, ) r
Figure 12, located on the Naege £ sowmy QA | Contact Admin

“Account Maintenance and

User Name: jdoe

Support” page if at any < Ener Subject | [
time you experience a ;
problem with the system or Hesser®: |l Bdetala ¢
need assistance. )
i il
Required
Cancel Send Email )

‘\»J-—WN.—/

Figure 12: Contact the administrator form
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B. ITEP Application Submittal Instructions
B.1. Information & Instructions
All applications must be submitted through the ITEP application portal.

Complete instructions are available at the bottom or Information and Instructions page. Page-by-page
information entry instructions are in the box on each application page accessible by clicking a

A
question mark icon \-../]

To proceed with your application submittal, start with the Community Score for your project. Select
“My Community Score” tab on the left-hand menu. Review instructions or click question mark icon for
detailed instructions with the section.

Once you created your Community Score, select “My Applications” tab on the left-hand menu. Select
“Create New Application.”

If applicant experiences technical difficulties with the online application, e-mail
DOT.ITEP@illinois.gov with an explanation of the problem. Be as descriptive as possible how the
problem occurred and what if any error messages are being displayed. Include a phone number so
we can call you if necessary.
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C. IDOT Transportation Enhancement Program Contacts

Julita Kuzminaite

ITEP Manager

lllinois Department of Transportation
2300 South Dirksen Parkway, Room 308
Springfield, IL 62764

217-782-5482

DOT.ITEP@illinois.gov

John Paris

Special Programs Unit Chief

lllinois Department of Transportation
2300 South Dirksen Parkway, Room 308
Springfield, IL 62764

217-524-6756

John.Paris@illinois.gov
DOT.ITEP@illinois.gov
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