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Purpose of User’s Guide

The Joint State MPO Certification Program is a computer program designed to streamline the creation
of the Joint State MPO Certification Questionnaire. The Joint State MPO Certification Program User’s
Guide is designed to explain to the FDOT MPO Liaison how to use the program to develop their
certification questionnaire.

Required Software/Computer Specifications

The Joint State MPO Certification Program is designed to be easily installed on most current computers
with the Microsoft Office suite of programs installed. Word 2007 and Access 2007 must be installed to
run the certification program and the recommended operating system is Windows 7.

Installing Joint State MPO Certification Program

The Joint State MPO Certification Program is a standalone computer program which can be run without
a standard installation, meaning the user does not need administrative privileges on the machine to use
this program. The program can be installed to the default location or to a location of the user’s
choosing, including shared drives.

Option 1 — Default Location

Once the download is complete, the contents of the ZIP file must be unzipped to a folder named “MPO
Cert Program” on the local “C:\” drive (i.e., C:\MPO Cert Program\). Unzipping the files can be done with
the users preferred software (e.g., Winzip).

Option 2 — User Selected Location

Once the download is complete, the contents of the ZIP file can be unzipped to any location on a local or
shared network drive of the user’s preference. Unzipping the files can be done with the user’s desired
software (e.g. Winzip). If this option is selected, the following steps should be taken:

¢ |dentify the location where the program is to be housed — for the purposes of this example,
assume that the user wishes for the program to be housed in a folder titled “MPO Cert
Program” on their Desktop. However, the same directions apply anywhere that the user
chooses to save the file — to a shared folder, to a Documents folder, etc.

® Unzip the file to the chosen location.
o Open the downloaded program and open any folders available to get to the
following screen (Figure 1). While on this screen, click “Extract all files”.
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IS = s B
@v" . « MPO Cert Program » FDOT MPO Questionnaire - | 43 ‘ | Search FDOT MPO Questionnaire yel |
Organize Extract all files =~ [ @

=
T Name Type Compressed size Password ...  Size
Bl Desktop @ 2012-09-58_MPO_CertificationQue...  Microsoft Office Word Do... 95KB Neo
4@ Downloads \%| FDOTDataLib.dll Application extension 17KB Ne
1 Recent Places |_| FDOTDatalib.pdb PDB File 30KB Ne
%| FDOTDocumentLib.dil Application extension 22KB No
7 Libraries __| FDOTDocumentLib.pdl PDB File 28KB No
S Documents E‘._] FDOTMPO Microsoft Office Access D... 51KB Neo
& Music [2] FDOTQuestionnaire Application 42KB No
[E5] Pictures | FDOTQuestionnaire.exe COMFIG File 1KB Mo
B Videos || FDOTQuestionnaire.pdb PDB File 44KB No
‘ @ MPO_CertificationQuestionnaire Microsoft Office Word Do... 96 KB Mo
18 Computer
G‘j MNetwork
« I r
) 10 items
J

Figure 1: Extract Zipped Files

o Click “Browse”, find the folder that the program is to be housed in, and click “OK”.
Then click “Extract”. See Figure 2.

=B 2
@\‘/ | Ji « MPO Cert Program » FDOT MPO Questionnaire Pl
Organize v ‘il L‘ | @
e Favonta_ '\,/I' |4y Extract Cornpressed (Zipped) Folders fword ... Size
Bl Deskig
& Downl Select a Destination and Extract Files
=l Recen

Files will be extracted to this folder:

= Libraries C\Users\KNCDMSS\DesktopMPO Cert Program

S Docun|
. -
Select a destination =50

& Music Show extra
[&] Pictur

B videos Select the place where you want to extract the selected
item(s). Then dick the OK button.

¥ Compud Bl Deskiop =

G‘; Netalos > [ Libraries
> A Santalla, Sean
&> |8 Computer
[ M Metwork
. FDOT MPQ Questionnaire
[» L. Joint State-MPO Certification

‘ MPO Cert Program b . Ezct )

— »» | PBCAT Program

mn

——
To view subfolders, dick the symbol next to a folder.
* [allf —— . F\ v

po— ke New Flder Y o

Figure 2: Select Location to Install Program

o At this point, the group of files required to run the program should be housed in the
folder that was chosen above.
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e Open the folder with the program files and right click and copy the folder address, found in
the bar near the top of the window. See Figure 3. THE FOLLOWING STEPS ARE VERY
IMPORTANT TO RUN THE PROGRAM.

- .

Organize »  Include m NOTHY

Right click + copy

- Favorites Name
B Desktop 4] 2012-09-58_MPO_CertificationQuestionn... Microsoft Office .. 116 KB
i Downloads | FDOTDataLib.dll Application extens... 47KB
% Recent Places || FDOTDataLib.pdb PDB File 118 KB
%) FDOTDocumentLib.dll Application extens... 63 KB
i Libraries || FDOTDocumentLib.pdb PDB File 106 KB
5 Documents FDOTMPO Microsoft Office A... 564 KB
o Music {3 FDOTQuestionnaire Application 115 KB
[ Pictures |7 FDOTQuestionnaire.exe CONFIG File 2KB
| B Videos || FDOTQuestionnaire.pdb PDB File 150 KB
) MPO_CertificationQuestionnaire 12/27/2012 1141 ... Microsoft Office ... 116 KB
8 Computer
€ Network
} 10 items

Figure 3: Copy the Location of the Unzipped Files

®  Once this address has been copied, open the “FDOTQuestionnaire.exe.config” file. This may
also be labeled as “FDOTQuestionnaire.exe”. If prompted to choose a program to open this
in, simply choose Notepad. See Figure 4.

s S B
GU'| / » MPO Cert Program » FDOT MPO Questionnaire - |&,| ‘ Search FDOT MPO Questionnaire pel |
Organize v 3 Open = Share with » Burn MNew folder > [ @

e
T MName Date modified Type Size
Bl Desktop @_] 2012-09-58_MPO_CertificationQuestionn... 12/27/201211:41 ...  Microseft Office ... 116 KB
4@ Downloads %] FDOTDataLib.dll 12/27/201211:41 ... Application extens... 47 KB
1=l Recent Places || FDOTDataLib.pdb 12/27/201211:41 ...  PDB File 118 KB
%] FDOTDocumentLib.dil Application extens... 63 KB
3 Libraries __| FDOTDocumentLib.pdb PDB File 106 KB
@ Documents FOOTMPO 6/27/2013 8:51 AM Microsoft Office A... 564 KB
& Music {3 FDOTQuestionnaire 12/27/201211:41 ... Application 115 KB
‘ [E5] Pictures | || FDOTQuestionnaire.exe 9/16/201312:53 PM  CONFIG File 2KB
B Videos || FDOTQuestionnaire.pdb PDE File 150 KB
@] MPO_CertificationQuestionnaire 12/27/201211:41 ...  Microsoft Office ... 116 KB
1M Computer
G‘j Network
j FDOTQuestionnaire.exe Date modified: 9/16/2013 12:53 PM Date created: 9/16/2013 12:53 PM
o CONFIG File Size: 147 KB
L A

Figure 4: Open Config File
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%

Within this program, two lines of text must be edited before the program can be run. Lines 4
and 5 should have addresses within them saying “C:\Program Files\MPO Cert Program\” and
“C:\Program Files\MPO Cert Program\FDOTMPO.mdb"” respectively. Within each of these
lines, highlight the portion of the address shown below and paste in the address that was
copied earlier. See Figures 5 and 6 for before and after images.

Line 4:
Before: <add key="TemplatePath" value="C:\Program Files\MPO Cert Program\"/>
After: <add key="TemplatePath" value="C:\Users\KNCDMSS\Desktop\MPO Cert
Program\FDOT MPO Questionnaire\"/>

Line 5:
Before: <add key="dbLocation" value="C:\Program Files\MPO Cert
Program\FDOTMPO.mdb"/>
After:  <add key="dbLocation" value="C:\Users\KNCDMSS\Desktop\MPO Cert
Program\FDOT MPO Questionnaire\FDOTMPO.mdb"/>

e M
_ | FDOTQuestionnaire.exe - Notepad l = g
File Edit Format View Help
[k?xm]1 version="1.0" encoding="utf-8" 2> P

<configuration>
<appsettings>
<add key="Templatepath” valueZJCi Program ejles Wig
<add key="dbLocation” value=|CI\Program Files \MPO Cert Brooramf\FDOTMPO.mdb” />
</appsettings>
<system.diagnostics>
<sources>
<!-- This section defines the logging configuration Before n.Log --»
<source name="DefaultSource” switchName="Defaultswit]
<listeners>
<add name="FileLog"/>
<!-- uncomment the below section to write to the application Event Log --»
<!--<add name="EventLog"/>-->
</1isTenerss>
</source>
</sources>
<switches>
<add name="pefaultswitch" wvalue="Information" />
£ </switches>
<sharedListeners>
<add name="FileLog"
Type="Microsoft.visualBasic.Logging.FileLogTraceListener, Microsoft.visualBasic, version=8.0.0.0, '
initializepata="FileLogwriter”
<!-- uncomment the below section and replace APPLICATION_NAME with the name of your application to writ
<!--<add name="EventLog" type="System.Diagnostics.EventLogTraceListener" ﬁmﬁtia¥12eData="APPLIcATION_NN
</sharedListenerss>
{ </system.diagnostics>
</configuration>

< | n | 3

Figure 5: Edit Config File (before)
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FDOTQuestionnaire.exe - Notepad =) |

File Edit Format View Help
<?xml version="1.0" encoding="utf-8" 7> -
<configuration>

<app5ettings>

<add key="Templaterath” val AUsers \KNCDMS5\DesKTop\MPO_Cert Program\FDOT MPO_Questionnairel />
<add key="dbLocation" value \KNCDMS5Y DesktopiM ert_Program MPO_Questionnair el FDOTMPO. mdb" />

</appsettings>
<system. diagnostics>

<s0urces> 1 H
<!-- This section defines the logging conﬁguraﬁom for my.applicatio After paStIng n
<source name="pefaultsource” switchname="pefaultswitch">

<listeners> H
<add name="FileLog"/> copled address
<!-- Ugéomment the bETow/sEctw‘on to write to the Application
<!--<add name="EventLog"/>-->
</listeners> (See above)
</sources>
</sources>
<switches>
<add name="Defaultswitch" value="Information" />
</switches>
<sharedListen

s>

ileLog

type="Microsoft.visualBasic.Logging.FileLogTraceListener, Microsoft.visualBasic, version=8.0.0.0,

initializepata="FileLogwriter"/>

<!-- Uncomment the below section and replace APPLICATION_NAME with the name of %rour' application to writ

<!--<add name="EventLog" type="System.Diagnostics.EventLogTraceListener” initializeData="APPLICATION_NA
</sharedListeners>
</system. diagnostics>

</configuration>

<add

4 n | k

Figure 6: Edit Config File (after)

Once this has been done, click File then Save to save the text changes. The FDOT
Questionnaire application should now be able to be run.
To run the application, open the FDOTQuestionnaire application. See Figure 7.

I :.IEIEE‘

@uv| , » MPO Cert Program » FDOT MPO Questionnaire - ‘ +3 | | Search FDOT MPO Questionnaire Fel |
Organize « Open Share with + Burn MNew folder = » [ @
e T MName Date modified Type Size

Bl Desktop 012-03-58_MPO_CertificationQuestionn... 12/27/201211:41 ...  Microsoft Word D... 116 KB
& Downloads |%| FDOTDataLib.dll 12/27/201211:41 ... Application extens 4T KB
i) Recent Places || FDOTDatalib.pdb 12/27/201211:41 ...  PDBFile 118 KB
|%| FDOTDecumentLib.dll 12/27/201211:41 ... Application extens... 63 KB
4 Libraries __| FDOTDocumentlib.pdb 12/27/201211:41 ... PDBFile 106 KB
a Documents AR === N 10/8/2013 411 PM Microsoft Access ... 564 KB
J‘i Music L | ﬂ FDOTQuestionnaire 12/27/201211:41 ...  Application 115KB
[& Pictures 10/8/2013 411 PM  CONFIG File 2KB
H videos |_| FDOTQuestionnaire.pdb /201211:41 .. PDBFile 150 KB
MPO_CertificationQuestionnaire 12/27/201211:41 ...  Microsoft Word D... 116 KB

- Computer
&, 0sDisk (C3)
¥ sysplan (\\planarray

Gi Metwork

FDOTQuestionnaire Date modified: 12/27/2012 11:41 AM Date created: 12/27/2012 11:41 AM
Application Size: 114 KB

Figure 7: Open Certification Program
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Create Joint MPO State Certification Questionnaire

Creating a new Questionnaire

Step 1 - Create or edit the questionnaire: Highlight the questionnaire titled “Automated Joint State
MPO Certification Questionnaire.” This questionnaire contains a comprehensive list of certification
guestions. Once the questionnaire is selected click the button Create New Questionnaire from Selected
to continue to the next screen seen in Figure 8. If a questionnaire has already been created, the Edit
Selection option should be used after highlighting the appropriate questionnaire.

FDOT MPQ Certification Questionnai oo |

Select Questionnaire From List

Automated Joirt State/MPO Certification Questionnaire —Select Action

Edit Selection |

MNew Blank Questionnaire |

ﬁ Create New Questionnaire from Selected

Preview |

Generate Questionnaire |

Import Responses

View Responses

Close

Figure 8: MPO Certification Program Main Screen
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Step 2 - Populate cover page of the questionnaire: In the title screen shown in Figure 9, the user
should fill in the Description, Cover Title, MPO, and Cover Date fields. The Description is the name given
to the questionnaire in the first screen of the program. The three fields listed under Cover Page
Information are used to populate the cover of the questionnaire.

La N

Mew Questionnaire

Description: |

Cover Page Information

Cowver Title: |

MPO: |

Cover Date: |

Created By: ||:'-.-'a|'||'u:-51|aru:|

Create From: |.-'-"-J_rt|:|mateu:| Joirt State/MPO Cerdification Questionnaire J

Templats: |MF‘O_Cert'rficatiu:urﬂuestiu:u'maire.u:h:u:;-r. J

Create Cancel

Figure 9: MPO Certification Program Title Screen

Step 3 — Edit the questionnaire: The Questionnaire Design Screen, shown in Figure 10, provides many
options for customizing the questionnaire. The Cover Page Information can be verified and updated if
necessary from the Questionnaire Design Screen. Individual question text or order can be modified by
first selecting the question to be changed. Once the question to be modified has been selected, the text
can be changed in the Question/Statement Text box. In addition to changing the text of individual
guestions, the order can be adjusted by selecting the question and clicking either the Up button to move
the question higher in the list of questions, or Down to move the question lower. The question can be
removed from the questionnaire by clicking Remove Question and either a new or existing question can
be added next to the highlighted question in the questionnaire. For each question, the types of answers
required by the MPO can be selected. Show Y/N Checkbox is a toggle to include the yes or no checkbox
for the highlighted question. The response area can also be toggled on or off for each question, and the
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suggested response length can be selected from the dropdown menu. The suggested response length
will change the size of the blank response box on the page, although if the MPO requires more space,
the response box will automatically expand as necessary.

—Cover Page Information
Cover Title: |Test Cover Date |Test
MPO:  |Test
Federal Requirement #1 — Metropolitan Planning Process +  Question/Statement Text: I
- |g the MPO propery designated by agreement between the Govemor and 75% of the uban|
. Does the MPO policy board include local elected officials, officials that administer or operate Did the Long Range Transportation Plan (LRTP) have at least a 20 year horizon at the time of adoption  «

- Dioes the MPO have up to date agreements such as the interlocal agreement that creates tl of the last major update? [23 U.5.C. 134 (N2)A): 23 C.F R. 430.322 (a]]

- Dioes the MPO boundary encompass the existing urbanized area and contiguous ares expe
- Diid the MPQ send a copy of the boundary map to FHWA and FTA? [23 C.F.R. 450.312 {)]
- For projects located within the boundaries of more than one MPO, does the MPO coordinat
- Dioes the MPO planning process provide for consideration of the 8 planning factors? [23 U
[=)- Did the LRTP address the following areas in accordance with 23 U.5.C. 134 {i)(2), 49 U.5.C
- |dentify major transportation facilties that function as an integrated metropolitan transpol
- Include discussion of types of potential environmental mitigation activities and potential
- Include a financial plan that showed the public and private revenue sources that could
- Include discussion of operational and management strategies to improve the peforman:_
- Include discussion of capital investment and other strategies to preserve the existing an

- Indicate as appropriate proposed transportation and transit enhancement activities. ¥ Show YIN Checkbox
[=)- Did the LRTP address the following minimum required areas in accordance with 23 CF.R. 4
- |dentify projected transportation demand of persons and goods in the metropolitan planr
- |dentify existing and proposed transportation facilties (including major roadways, transit,
- Include operational and management strategies to improve the peformance of existing 1
- In TMA areas, consider the results of the congestion management process;

- Include an assessment of capital investment and other strategies to preserve the exdstin ¥ Include number with this Question/Statement
- Describe the proposed improvements in sufficient detail to develop cost estimates;

- Discuss types of potential environmental mitigation activities and potential areas to camy

- Include pedestrian walkway and bicycle transportation facilities;

- Include transportation and transit enhancement activities;

- Include a financial plan that demonstrates how the adopted transportation plan can be i

- Hag the LRTF been reviewed and updated at least 5 years since the date of the last MPO

- Hag the MPQ sent all updates/amendments of the LRTF to FHWA and FTA via the FDOT

- Was the TIP developed in cooperation with the State and local transit operators? [23 UL5.C
... Wize tha TIP undstad ot laset avanr 4 wmare and snnrmasad bartha MPOL and tha S e F S
< T ] +

m

Answer Types

¥ Show Response Area [Standard (10) =]

Add New Question | Up | Down | Spell Check Document | Preview |

Remove Question | Save
Add Existing Question | Reset Close |

Figure 10: Questionnaire Design Screen

Step 4 - Issue and print the questionnaire for delivery to the MPO: After saving and closing the
guestionnaire design page, the user is taken back to the initial program screen shown in Figure 11. The
guestionnaire may be previewed at any time by selecting the Preview button. Previewing a
questionnaire does not generate the questionnaire, so further changes can be made. Once the user is
satisfied with the questionnaire, the questionnaire is finalized and locked by selecting the button
Generate Questionnaire.
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r a B

Select Questionnaire From List
|A|.rtamated Joirt State/MPO Certification Questionnaire —Select Action

Edit Selection |

MNew Blank Questionnaire |

Create New Questionnaire from Selected |

ﬁ Generate Questionnaire |

Import Responses

\iew Fesponses

Close

Figure 11: MPO Certification Program Main Screen

When the user selects the “Generate Questionnaire” button a pop-up window, shown in Figure 12, will
prompt the user to confirm that the questionnaire is ready to be generated. Once the questionnaire is
generated, it can no longer be edited. The user should select yes if the questionnaire is finalized.

= =

If you continue, this will mark this Questionnaire as Issued and no further updates I
will be allowed, Do you want to continue?

Yes Mo

Figure 12: Questionnaire Issue Message

,. 9|FDOT




Joint State MPO Certification Program | User’s Guide

Overview of Questionnaire

A sample page from the generated questionnaire is shown in Figure 13. For each of the Federal
Requirements, live links are provided to each of the relevant sections of US Code through the
Government Printing Office (GPO) website. These links allow the MPO or FDOT to quickly reference the
specific language relating to the Federal Requirement. For each of the pre-loaded questions, the specific
US Code is identified. The only portions of the questionnaire that can be changed are the questions and
checkboxes, everything else is locked once the questionnaire has been generated and issued.

FEDERAL REQUIREMENT #1 - METROPOLITAN PLANNING PROCESS
Defined — Covers the majority of planning reguirements that all MPOs must meet.
FEDERAL REFERENCES

LIVE LINE! Chapter 1 on Federal &id Hizhways: Section 134 Metropolitan Transportation Planning
[Title 23 USC Section 134)

LIVE LINE! Chapter 53 on Public Transportation: Section 5303 Metropolitan Transportation Planning
[Title 42 USC Section 5303)

LIVE LINK! Chapter 1 on Federal Highway Administration, Department of Transportation:
Part 450 Flanning Assistance and Standards [Title 23 CFR Part 450)

ctri-Click here to goto table of conterts.

1. Is the MPO properly designated by agreement between the Gowernor and 75% of the urbanized area,
including the largest incorporated city, and in accordance with procedures set forth in state and bocal
law? [23 W.SC. 134 [d[1}{~} and [B); 48 W.5.C. 5303 [c}; 23 C.F.R. 450.310 [b}]

DYEE- | MO

Pleaze Provide Additional Information. [Box Expands)

Figure 13: Final Questionnaire — Sample Questionnaire Page
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