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1. Disclaimer
©Aurigo® Software Technologies Inc. All Rights Reserved.

While every reasonable precaution has been taken in the preparation of this document, Aurigo®
Software Technologies Inc. does not assume responsibility for errors or omissions, or for damages
resulting from the use of the information contained herein.

The software is provided strictly on an "as is" basis. All software furnished to the useris on a licensed
basis. Aurigo® Software Technologies Inc. grants to the user a non-transferable and non-exclusive
license to use the software program delivered hereunder (licensed program). Such license may not be
assigned, sublicensed, or otherwise transferred by the user without prior written consent of Aurigo®
Software Technologies Inc. No right to copy a licensed program in whole or in partis granted, except
as permitted under copyright law. The user shall not modify, merge, or incorporate any form or portion
of a licensed program with other program material, without written permission from Aurigo® Software
Technologies Inc. The user agrees to maintain Aurigo® Software Technologies' copyright notice on the
licensed programs delivered hereunder, and to include the same on any authorized copies it makes,
in whole or in part. The user agrees not to decompile, disassemble, decode, or reverse engineer any
licensed program delivered to the user or any portion thereof.

Aurigo® Software Technologies Inc. reserves the right to make changes to any software or product to
improve reliability, function, or design.

Aurigo® Software Technologies Inc. does not assume any product liability arising out of, orin
connection with, the application or use of any product, or application described herein.

No license is granted, either expressly or by implication, estoppel, or otherwise under any Aurigo®
Software Technologies Inc., intellectual property rights.

Aurigo® Masterworks and all other Aurigo® Software Technologies, Inc., product or service names are
registered trademarks or trademarks of Aurigo® Software Technologies, Inc. in the USA, Canada and
other countries.

Other brand and product names are trademarks of their respective companies. Aurigo® Software
Technologies Inc.

www.aurigo.com


http://www.aurigo.com/
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2. Introduction to Using the Participant Guide

The Participant Guide helps you get started with the process of setting up library catalogs. These
catalogs help you in defining, storing, and managing reusable data to provide standard data sources
to complete forms and information fields in the application.

The options selected for use in this guide are for instructional purposes to showcase the process of
managing library content. Field selections, other than the ones used in this guide, could lead to a
varied project workflow, and may not be covered in this guide. For additional information on the
application, refer to Masterworks Online Help available with the application.

Note: You may notice screenshots containing information added throughout the document, even in
places where a new empty screen would typically be displayed. This practice eliminates the need for

multiple images, allowing a single screenshot to convey the essential details required to proceed with
the work effectively.
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3. Library Management

The Masterworks Library module serves as a collection of catalogs to manage reusable information. In
catalogs, you create, define, and store reusable information that is used while creating a record. This
ensures consistency in the available information and provides a standardization factor to ensure the
integrity of the information.

The process of adding, editing, viewing, and deleting items from the library catalogs follows a mostly
similar procedure throughout the application. However, certain catalogs, like the Document Folder
Structure and Document Properties catalogs, operate differently.

The following topics describe the various catalogs and functions you can perform to manage library
information:

e 3.1. Standard Library Functions
e 3.2. Library Catalogs

Library Catalog Permission Matrix

This section provides information on the roles and corresponding permissions for the respective
catalogs.

Note: The Table 1 - Library Catalog provides roles and permission information for all library catalogs
except the Standard Items Table, Measurement Unit Crosswalk, and Standard Items Conversion
Crosswalk catalog.

Table 1: Table 1 - Library Catalog

Role Create Edit View Delete Audit Log
Administrator Yes Yes Yes Yes Yes
A/E Support Tools - - Yes - -
Project Viewer - - Yes - -
Design Component - - Yes - -
Lead

Designer - - Yes - -
Lead Designer - - Yes - -
Design QA/QC - - Yes - -
Highway Design - - Yes - -
Manager

Project Manager - - Yes - -
A/E Designer - - Yes - -
A/E Lead Designer - - Yes - -
A/E Manager - - Yes - -
Acquisitions - - Yes - -
Construction Yes Yes Yes Yes Yes
Component Lead
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Role Create Edit View Delete Audit Log
Construction Admin - - Yes - -

Staff

Construction Engineer | — - Yes - -
Construction - - Yes - -
Operations Engineer

Assistant Project - - Yes - -
Engineer

Project Engineer - - Yes - -
Regional Engineer - - Yes - -
Assistant Project - - Yes - -
Engineer A&E

Project Engineer A&E - - Yes - -

Note: The Table 2 - Library Catalog table provides roles and permission information for only Standard
Items Table, Measurement Unit Crosswalk, and Standard Items Conversion Crosswalk catalogs.

Table 2: Table 2 - Library Catalog

Role Create Edit View Delete Audit Log
Administrator | Yes Yes Yes Yes Yes
Pay ltem Team | Yes Yes Yes Yes Yes
A/E Support - - Yes - -
Tools

Project Viewer | - - Yes - -
Design - - Yes - -
Component

Lead

Designer - - Yes - -
Lead Designer | - - Yes - -
Design QA/QC | - - Yes - -
Highway - - Yes - -
Design

Manager

Project - - Yes - -
Manager

A/E Designer - - Yes - -
A/E Lead - - Yes - -
Designer

A/E Manager - - Yes - -
Acquisitions - - Yes - -
Construction - - Yes - -
Component

Lead
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Role

Create

Edit

View

Delete

Audit Log

Construction
Admin Staff

Yes

Construction
Engineer

Yes

Highway
Construction
Manager/QA

QC

Yes

Construction
Operations
Engineer

Yes

Inspector

Yes

Assistant
Project
Engineer

Yes

Project
Engineer

Yes

Regional
Engineer

Yes

Construction
Inspection A&E
Manager

Yes

Inspector A&E

Yes

Assistant
Project
Engineer A&E

Yes

Project
Engineer A&E

Yes

3.1. Standard Library Functions

The following library item-related tasks are common in procedure for most of the library catalogs:

° 3.1.1. Adding an Item to a Catalog
° 3.1.2. Editing Item Details in a Catalog
° 3.1.3. Viewing Details of an Item in a Catalog

° 3.1.4. Deleting an Item from a Catalog
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3.1.1. Adding Library Items

Prerequisites

The role of the logged-in user must be one of the following:

* Administrator
* Payltem Team

* Construction Component Lead
For more information on role-specific permissions, referto Table 1 or Table 2 Library Catalog

Permission Matrix
Overview

You can add library items to a catalog individually. Alternatively, you can concurrently import multiple
library items into a catalog using a predefined Microsoft Excel workbook template.

To import multiple library items, you must download the template from the application to your local hard
drive, fillin the required information, and then import the updated Microsoft Excel workbook to the
catalog. For more information on uploading multiple items, refer to Section 4.2. Importing Form Details

from an Excel Workbook.

The Contact Type library catalog is used as an example to demonstrate how to add, edit, and delete
library items.

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Sea X VA
ype to Search Configure Standard Tables and Items

[ Bidding ¥ Create modify library data.

o

[& [ ContractManagement
[ Contractors
07 [ Document Management
Estimate
Fund Management
Wotifications

Project Management

A A Y Y

Resource Management

= Time Zones

Figure 1: Library Management

8
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In the navigation pane, click a library catalog.
The items in the selected catalog are displayed.

LIBRARY CONTACT TYPE
Q Type to Search X WA ] Reports ~  Bit Excel import/Export ~ € More ~
I-j’ ™9 Contract Management & [ Name Description
1& = Adjusiments
= Arca of Work Allecied D Subcontractar Subcontracter
@- = Change Modilication Type O] iy utility Companies
m Claim Types D Other
= CM Initiated By D Partner Agency
= (M lssue Reasons D FHWA
| = Contact Type D Consultant
= Contractual Effects of C... D Contractor
= Daily Diary Categerias
= FAR Authority
m FOIA Requester's Catego..
= |dle Codes
Figure 2: List Page of Contact Type Form
Click New.

The page to create a new item is displayed.

CONTACT TYPE

[a Save & Exit B Save & Continue @ Cancel

*
Name : Subcontractor

Description : Subcontractor a

£

Figure 3: Contact Type Details Page

Enter the appropriate information for the item.

Library Management
Participant Guide

Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and

exit the page.
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3.1.2. Editing Item Details

Prerequisites

The role of the logged-in user must be one of the following:

* Administrator
* Payltem Team

* Construction Component Lead
For more information on role-specific permissions, referto Table 1 or Table 2 Library Catalog

Permission Matrix
Overview

Updating the information for a library item does not update the records where the library item has been
used previously. However, the updated library item is available for use in new records.

You can also update information for multiple library items in a library catalog using a predefined Microsoft
Excel workbook template. You can download the Microsoft Excel workbook to your local hard drive,
update the appropriate information in the workbook, and then import the updated Microsoft Excel
workbook to the catalog. For information on updating or uploading multiple items, refer to Section 4.2.
Importing Form Details from an Excel Workbook.

The Contact Type library catalog is used as an example to demonstrate how to add, edit, and delete
library items.

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT
Q Type to Search X Vv A )
r| Configure Standard Tables and Items

ﬁ [ Bidding Create modify library data.

[& [~ Contract Management
[~ Contractors

@. [~ Document Management
[~ Estimate
[~ Fund Management
[~ Motifications
[~ Project Management
[~ Resource Management

m Time Zones

Figure 4: Library Management
10
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2. Inthe navigation pane, click a library catalog.

The items in the selected library catalog are displayed.

LIBRARY

Q, Typeto Search X WA

f-} ™ Conrtract Management

L& = Adjustments

@

Arca ol Work Allecied

Change Modilication Type

Claim Types

CM Initiated By

CM Issue Reasons

Contact Type

Contractual Effects of C...

Daily Diary Categerias

FAR Authority

FOIA Requester's Catego..

= [dls Codes

3. Select the appropriate item from the list page, and click Edit.

CONTACT TYPE
_0- Edit | © View m Delete
[0 Name
Subcontractor
[ utlity
[] oOther
D Partner Agency
[ rHwA
D Consultant
D Cantractor

CONTACT TYPE

+1 New  [8] Reports ~ [t Excel import/Export ~ € More ~

D Name

Subcontractar
utility

Other

FHWA

Consultant

O
O
O
[] Partner Agency
O
O
O

Contractor

Figure 5: List Page of Contact Type Form

E] Reports ~

Description

S Subcontractor

Utility Companies

Figure 6: Edit Option

11

Description

Subcontractor

Utility Companies

Library Management
Participant Guide



Federal Highway Library Management
Administration Participant Guide

4. Editthe necessaryinformation.

CONTACT TYPE

[a Save & Exit [-S Save & Continue @ Cance

*
Name : Subcontractor

Description : Subcontractor a

Figure 7: Modify the Details

5. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.

3.1.3. Viewing Details of a Library Item

You can view a summary of item details or all the details of a selected item on the application, or you can
download item information to an Excel workbook.

You can perform the following tasks:

e 3.1.3.1. View information of a library item

e 3.1.3.2. Download information of multiple library items

3.1.3.1. Viewing Information of a Library Item
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* PayltemTeam

* Construction Component Lead
* A/E Support Tools

* Project Viewer

* Design Component Lead
* Designer

* Lead Designer

* Design QA/QC

* Highway Designh Manager
* Project Manager

* AJ/E Designer

12
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* A/E Lead Designer

* A/E Manager

* Acquisitions

* Construction Component Lead

* Construction Admin Staff

* Construction Engineer

* Highway Construction Manager/QA QC
* Construction Operations Engineer

* Inspector

* Assistant Project Engineer

* Project Engineer

* Regional Engineer

* Construction Inspection A&E Manager
* Inspector A&E

* Assistant Project Engineer A&E

* Project Engineer A&E
For more information on role-specific permissions, refer to Table 1 or Table 2 Library Catalog
Permission Matrix

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X VvV A
" Configure Standard Tables and ltems

[~ Bidding ¥ Create modify library data.

n
r& [~ Contract Management
[~ Contractors
@ [~ Document Management
Estimate
Fund Management
Notificztions

Project Management

A B R

Resource Management

® Time Zones

Figure 8: Library Management

13
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2. Inthe navigation pane, click a library catalog.

The items in the selected library catalog are displayed.

LIBRARY

Q, Typeto Search X WA

f-]' ™ Contract Management

L&

@

Adjustments

Arca ol Work Allecied
Change Modilication Type
Claim Types

CM Initiated By

CM Issue Reasons

Contact Type

Contractual Effects of C...
Daily Diary Categerias
FAR Authority

FOIA Requester's Catego..

Idla Codas

CONTACT TYPE

+1 New  [8] Reports ~ [t Excel Import/ Export ~

Subcontractar
utility

Other

FHWA

Consultant

O
O
O
[] Partner Agency
O
O
O

Contractor

Library Management
Participant Guide

€ More ~

Description

Subcontractor

Utility Companies

Figure 9: List Page of Contact Type Form

3. Toview complete details of a selected item, select the appropriate item from the list page, and click

View.
CONTACT TYPE
_7 Edit| © view |l Delete
D Name
Subcontractor
[ utility
[(] other
[] Partner Agency
] rHWA
[[] consultant
[[] Contractor

[# Reports ~

Description

E Subcontractor

Utility Companies

Figure 10: View Option

14
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The CONTACT TYPE page is displayed.

CONTACT TYPE

_ﬁ Edit @ Cancel

*
Name : Subcontractor

Description : Subcontractor A

Figure 11: Contact Type Details Page

3.2.3.2. Downloading Information of Multiple Library Items Steps
Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q Type to Search X v A
. r| Configure Standard Tables and Items

i-]‘ [ Bidding ‘x Create modify library data.
E [~ Contract Management
Contractors
@ Document Management
Estimate
Fund Management

Notifications

Project Management

S T B B |

Resource Management

= Time Zones

Figure 12: Library Management

15
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2.

In the navigation pane, click a library catalog.

The items in the selected library catalog are displayed.

LIBRARY CONTACT TYPE
Q, Typeto Search X W oA flNew [ reports -
L7 ™ Contract Management & [0 Name

Adjustments

L&

m Arca ol Work Allecied

Change Modilication Type

@

Claim Types

CM Initiated By

CM Issue Reasons

Subcontractar

Utility

Other

FHWA

Contact Type

Consultant

O
O
O
[] Partner Agency
O
O
O

FAR Authority

= [dls Codes

In the item list page, click Excel Import / Export, and then select Excel Export.

CONTACT TYPE

Contractual Effects of C...

Daily Diary Categerias

Contractor

FOIA Requester's Catego..

Bt Excel importfExport ~ € More ~

Description

Subcontractor

Utility Companies

Figure 13: List Page of Contact Type Form

£ new [ Reports - | Byt Excel import 7 Export ~ | @ More ~

|:| Name
B: Excel Import
E": Excel Export (xls)
I:l Subcentractor B{ Excel Export (xIsx)
D Utility @ Excel Template (xls)
D Other @ Excel Template (xIsx)
@ Excel Template With Data (xls)
[C] Partner Agency
@ Excel Template With Data (xlIsx)
O FHwaA
D Consultant
D Contractor

Description

Subcontractor

Utility Companies

Figure 14: Excel Export

Library Management
Participant Guide

The items in the catalog with all details are downloaded to an Excel workbook and saved in the local

hard drive.

Note: If you have filtered records, then only the records that match the filter criteria is available in the

downloaded file.

16
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3.1.4. Deletinganltem

Prerequisites

The role of the logged-in user must be one of the following:

* Administrator
* Payltem Team

* Construction Component Lead
For more information on role-specific permissions, referto Table 1 or Table 2 Library Catalog

Permission Matrix
Overview

Deleting a library item from a catalog does not delete the information from records that have used the
library item. However, the library item will not available for use in new records being created.

The Contact Type library catalog is used as an example to demonstrate how to add, edit, and delete
library items.

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X v A
e Configure Standard Tables and Items

i.} [~ Bidding ‘3{ Creale modify library data.

I} [~ Contract Management
[~ Contractors
[

'@- [~ Document Management
[~ Estimate
[~ Fund Management
[~ Motificetions
[~ Project Management

[~ Resource Management

= Time Zones

Figure 15: Library Management

17



Federal Highway Library Management
Administration Participant Guide

2. Inthe navigation pane, click a library catalog.
The items in the selected catalog are displayed.

LIBRARY CONTACT TYPE
Q, Typeto Search X W oA flNew [ reports ~ [t Excelimport/Export ~ € More ~
f-]' ™1 Ceontract Management & O Name Description
L& = Adjustments

.

@

R . Subcontractar Subcontractor
Arca ol Work Allecied

Change Modification Type Ly Utility Companies

Claim Types Other

CM Initiated By

FHWA
CM Issue Reasons

Consultant
Contact Type

O
O
O
[] Partner Agency
O
O
O

Contractor

Contractual Effects of C...

Daily Diary Categerias

FAR Authority
FOIA Requester's Catego..

Idla Codas

Figure 16: List Page of Contact Type Form

3. Selectthe required items from the list page, and click Delete.

CONTACT TYPE

_F Edit © View [2] Reports ~

O

<]

ODDODOOoOaOo

Name

Subcontractor

utility

Other

Description

}  Subcontractor

Utility Companies

Partnar Agency

FHWA

Consultant

Contractor

Figure 17: Delete Option

A confirmatory message is displayed, and the item is deleted from the list page.

fhwasitdm.masterworkslive.com says

Are you sure you want lo Delele the selected record(s)?

“ cancc'

Figure 18: Confirmation Message

18
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3.2 Standard Library Catalogs

3.2.1. Library Catalogs

The procedure for adding, viewing, editing and deleting items in a library catalog, remains consistent
across most parts of the application. For example, in library catalogs such as Contact Type, Business
Types, Skies, Fund Type, Terrain, etc.

To learn how to configure library information in a simple catalog, refer to Standard Library Functions.

Specific library catalogs such as the Standard Items Table, Document Folder Structure, and Document
Properties differ in their handling.

To learn how to configure library information in catalogs other than the simple ones, refer to the following
topics:

e 3.2.2. Contract Management
o 3.2.2.1. Specification Section
o 3.2.2.2. Submittal Response
e 3.2.3. Contractors
o 3.2.3.1. Contractor Details
e 3.2.4. Document Management

o 3.2.4.1. Document Folder Structure

o 3.2.4.2. Document Properties

o 3.2.4.3. Associating Document Property Templates to Folders in a Folder Structure
e 3.2.5. Estimate

o 3.2.5.1. Construction Inflation Indices
e 3.2.6. Notifications

o 3.2.6.1. Mail Merge Process
e 3.2.7.Project Management

o 3.2.7.1. Additional Permissions Setup
3.2.7.2. Calendar
3.2.7.3. Measurement Systems

3.2.7.4. Measurement Unit Crosswalk
3.2.7.5. Standard ltems Tables
3.2.7.6. Standard ltems Conversion Crosswalk

o O O O O

19
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3.2.2. Contract Management

3.2.2.1. Specification Section
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission Matrix

Overview

The Specification Section form enables you to define the specification section and associate it with the
standard items table.

The specification sections defined in the library are used in the Submittals form of the contract.
Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q Type to Sez X v A
ype to search Configure Standard Tables and Items

f-]‘ 7 Bidding ‘3{ Create modify library data.
r& [~ Contract Management

Wi [~ Contractors

@. [~ Document Management
Estimate

Fund Management

Notifications

Project Management

A Y R |

Resource Management

= Time Zones

Figure 19: Library Management

20
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2. Inthe navigation pane, expand Contract Management, and then click Specification Section.
The SPECIFICATION SECTION list page is displayed.

LIBRARY SPECIFICATION SECTION
Q Type to Search X VA [yt Excellmport / Export = () Mare - T
iv-]. m PaymeniTypes 4 [] standarditemsTableName Section Section Titles Is Active
& n AFATypes O
= Skies [J fros3 Other Other a
= 30 D Fp 14 722 ANCHOR MATERIAL
& | u Specification Section [] Fria 721 ELECTRICAL AMD ILLUMINATION MATER...
= Sunmitzal Response O rri4 720 STRUCTURALWALL AND STABILIZED EM..,
= Submittal lype O rra 719 PAINT
® Supparting Facls D FP 14 718 TRAFFIC SIGNING AND MARKING MATER...
® Wind D FP 14 77 STRUCTURAL METAL
® Work Condition [C] Fr14 716 MATERIAL FOR TIMBER STRUCTURES
n Work lloins [] Fria 715 PILING
[ Contractors I:I FP 14 714 GEOSYNTHETIC MATERIAL
[~ Documnent Mznzgement D FP 14 713 ROADSIDE IMPROVEMENT MATERIAL
7 Fstimale [] rria 71z JOINT MATERIAL
[~ rund Managemant D FP 14 711 CONCRETE CURING MATERIAL AND AD...
™ notifications D FP 14 710 FENCE AND GUARDRAIL
[ 2roject Manaperment D FP 14 709 REINFORCING STEEL AND WIRE ROPE
[ Resource Managament O fr1a 708 PLASTIC PIFE .

Figure 20: List page of Specification Section Form

3. Click New.
The SPECIFICATION SECTION page is displayed.

SPECIFICATION SECTION

[ save & Exit  [§ Save & Continue (%) Cancel

Standard Items Table Name : FP 14
Section "1 714
Section Titles S GFOSYNTHFTIC MATFRIAI

Is Active :

Figure 21: Specification Section Details Page

4. Provide the appropriate information in the fields, as described in the following table:

Field Name Description
Standard Items Table Name To associate the standard items table with the specification
section, perform the following steps:
a. Click'

The Standard Items Table Name dialog box is displayed.

Starndar 1

T a

OQ- e - e

Figure 22: : Standard Items Table Name Dialog Box

b. Click the appropriate table and click Select.
21
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Field Name Description
Section Enter the section number.
Section Titles Enter the name of the section.
Is Active Ensure the check box is selected to make the specification
section active for use in the Submittals form.

5. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and

exit the page.

3.2.2.2. Submittal Response

Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Construction Component Lead

For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission Matrix

Overview

You can create a submittal response and set it to work in either of the following ways in a submittal form:

® (Create a copy of the submittal for revision

® (Close the submittal

For information on the Submittal form, refer to Submittals section in the Construction Participant

Guide - Part C.

22
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Steps

1.

2.

In the module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

Q

o)
L&
&

LIBRARY
Type to Search X
[~ Bidding
Contract Management
Contractors
Document Management
Estimate
Fund Management
Motificztions

Project Management

A A R B O R

Resource Management

= Time Zones

LIBRARY MANAGEMENT

Configure Standard Tables and Items

Create modify library data.

Figure 23: Library Management

Library Management
Participant Guide

In the navigation pane, expand Contract Management, and then click Submittal Response.
The SUBMITTAL RESPONSE list page is displayed.

Qo

ype 1o Search

af]= »

LIBRARY

® Payment lypes a

REA Types

Skies

Suil

Specificat on Section

Submittal Response

Subimillal Type

supporting Facts

Wind

Waork Condition

Work items

[T Contractors

SUBMITTAL RESPONSE

O

O0o0ao

X v oA [H] Rreports ~ it Excellmport/Export ~ () More =

Submittal Response

Revise and Resubmit
Approved
Revision not required

Revision Required

Figure 24: List Page of Submittal Response Form
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3. Click New.
The SUBMITTAL RESPONSE page is displayed.

SUBMITTAL RESPONSE

[@ save & Exit [@ Save & Continue (%) Cancel

Submittal Response *: | Revise and Resubmit

Revision Required? :

Figure 25: Submittal Response Details Page

4. Inthe Submittal Response box, enter submittal response.

o

To create a revision of a submittal, select the Revision Required check box.

6. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.

3.2.3.Contractors

3.2.3.1. Contractor Details
Prerequisites

The role of the logged-in user must be one of the following:
* Administrator

* Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission Matrix

Overview

The Contractor Details catalog comprises a list of contractors. It enables you to define and manage
details of a contractor, such as the UElI number, address, and phone number.
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Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X Vv A
Configure Standard Tables and Items

ﬁ [~ Bidding X Create modify library data.
i

Contract Management

Iz

104

Contractors

Document Management
Estimate

Fund Management
Notifications

Project Management

S S A R S R

Resource Management

® Time Zones

Figure 26: Library Management

2. Inthe navigation pane, expand Contractors, and then click Contractor Details.
The CONTRACTOR DETAILS list page is displayed.

LIBRARY CONTRACTOR DETAILS
Q, TypataScarch X W A [ Rreparts ~  [Bir excel imparts expert ~ € more ~ T
&, I Uidding O mwn Company Mame UEI Number Business Type Is Active Subcontractar?
o P~ Contract Management ] n O

= Cantractars » Subcontractor: No -

1 = Business Types [ sear Winkler Excavating, Inc
[] sese Wilsen Concrete
s = Dacument Managerment 0 sos Wilsen Brothers Constr..
[ Estivate [ sove wilsen Bros
[ Fund Managsment O seer Williams Blasting and B.
I Neilications O so7s Willamette valley steel
[ Project Management 0O sems Wildlands Inc.
0 Resource Managsment O sers WILDER CONST. €O. INC
= Time Zones O =073 WIDMAN MINING COMN...
O so72 WHITE EAGLE CONST.
O se7 Wheeler Electric Inc.
[ so70 Wharton Asphalt, LLC
] s=oes Wharton Asphalt -
> BB (23 +5 s 7 5 5 o .. 30 ——

Figure 27: List Page of Contractor Details Form
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3. Click New.

Library Management
Participant Guide

The CONTRACTOR DETAILS page is displayed.

CONTRACTOR DETAILS
[B Save & Exit [_'6 Save & Continue

1D

Company Name *.
UEI Number :
Business Type :

:
:

Subcontractor?

PrimeContractor?

Is Active

ADDRESS

@) Cancel

: <Aulu Generaled=

Key Stone Limited

DD3432

8a Firmx

£
Use Address for
- Zip Code Phone Number
i

Vega Boulevard Houston X 77204 222-222-2222 a@amail.com

[ J cor J oo |

Figure 28: Contractor Details Page

4. Provide the appropriate information in the fields, as described in the following table:

Field Name Description

ID

On saving the record, a unique identification number for the
record is automatically generated.

Company Name

Enter the name of the company.

UEI Number

Enter the UEI number of the contractor.

Business Type

From the drop-down list, select the business type of the
contractor.

Available options are 8a Firm, Women Owned Business, etc.
The drop-down list displays active business types defined in the
Business Types catalog of the library.

Subcontractor?

Select the check box to ensure the details entered belong to the
subcontractor.

PrimeContractor?

Select the check box to ensure the details entered belong to the
prime contractor.

Note: Any new company registering through New Bidder
Registration is considered as a Prime Contractor.

Is Active

Ensure the check box is selected to make the contractor active
and available for use.
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5. Inthe ADDRESS section, perform the following steps:

a. Click Add.

The New Address dialog box is displayed.

New Address

Is Default

Use Address for Bid

Address2 :
City o

State *:

Zip Code *:
Phone Number *:

Email ID *:

.0
.2

Address1 *:

‘ Address 1

Address 2

Austin

> v
523523

421-421-4214

Contractor@keystone.com

o f e

Figure 29: New Address Dialog Box

Library Management
Participant Guide

b. Provide the appropriate information in the fields, as described in the following table:

Field Name

Description

Is Default

applicable.

Select the checkbox to ensure the address is marked as
default address for the contractor or subcontractor, as

Use Address for Bid

bidding.

Ensure the check box is selected to use the address for

Optionally, clear the check box to ensure the address is not
used for bidding.

Address 1 Enter the address of the contractor or subcontractor, as

Address 2 applicable.

City Enter the name of the city of the contractor or subcontractor,
as applicable.

State Enter the name of the state of the contractor or
subcontractor, as applicable.

Zip Code Enter the zip code of the contractor or subcontractor, as
applicable.

Email ID Enter the email address of the contractor or subcontractor, as
applicable.

c. Click Save.

The address is added to the ADDRESS section.
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d. Optionally, perform the following steps, as applicable:

® To edit an address, perform the following steps:
o Selectthe appropriate entry, and then click Edit.
The Edit Address dialog box is displayed.
Edit Address X
Is Default : [
‘ Use Address for Bid : [_|
Address1 *:  Address 1
Address2 : Address 2
city *:  Austin
State *: | TX v
Zip Code *: 523523

Phone Number *:  421-421-4214

Email ID *: Contractor@keystone.com

Figure 30: Edit Address Dialog Box

o Make the necessary changes, and then click Save.

® To delete an address, select the appropriate entry, click Delete, and then click OK.
6. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.

3.2.4. Document Management

3.2.4.1. Document Folder Structure
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission Matrix

Overview

The Document Folder Structure catalog in the library enables you to create predefined folder structures

and save them as templates. You can also add files to folders in these templates. Upon selecting a

document template when creating a project or a contract, the folder structure and files as defined in the

selected template are automatically created in the Documents module of the Prerequisites project or
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contract. You can also assign permissions and associate a workflow to each of the folders in the
template that are effective when the folder structure is created automatically in a project or a contract.

You can create multiple folder structures and save these templates in the library. Each of the templates
can be structured differently and can be used for various types of projects and contracts.

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X VvV A
e Configure Standard Tables and Items

m [ Bidding % Create modify library data.

r& Contract Management
Contractors

@. Document Management
Estimate
Fund Management

Notifications

Project Management

S Y R N RN B

Resource Management

m Time Zones

Figure 31: Library Management

2. Inthe navigation pane, expand Document Management, and then click Document Folder

Structure.
The DOCUMENT FOLDER STRUCTURE list page is displayed.
LIBRARY DOCUMENT FOLDER STRUCTURE
Q Type o Search X WA @ Wore = T
i'] I Bdding [ Folder structure name Is Default Created Gn Description
L [ Contract Management 0 Wby &
I Contractars [C] CFLProject CONSTRUCTION test 11411/2023 Records
" Document Management [] Pre-Construction (Test) 1011272023 PE Notebook & Awarded Contract
@ [[] WFL construction Test 2 071412023 SIT WFL Construction Test 2
u Dosument Properties [] wFL construction Test 07/14/2023 SIT WFL Test 1
o Dosument Type [ ®pTest 0705/2023 SIT Test
B Eelmate [[J construction Document Struct... 06/20/2023 Canstruction Document Structure
P Furd Manageren: [[J Design & Construction 06/15/2025 Design & Construction

-

Metifications

-

Project Management

-

Resource Management

= Time Zones

Figure 32: List page of Document Folder Structure Form
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3. Click New.
The DOCUMENT FOLDER STRUCTURE page is displayed.

DOCUMENT FOLDER STRUCTURE

m Save @) Cancel

Document Folder Structure Name *: Design & Construction

Description : Design & Construction

Figure 33: Document Folder Structure Details Page

In the Document Folder Structure Name box, enter the name of the template.

In the Description box, enter the description for the folder structure.

Click Save.

To define the folder structure for the template, perform the following steps:

a. Inthe DOCUMENT FOLDER STRUCTURE list page, select a document template, and then click

No ok

Settings.
DOCUMENT FOLDER STRUCTURE
_f Edit @ View El Delete {:‘e Mark Default {}'\ Undo Mark Default @ More =
D Folder structure name Is Default Created On
O MM/dcAyyvy =
Design&Construction H O 07/03/2024

Figure 34: Settings Option

The Configure Document Folder Structure page is displayed.

CONFIGURE DOCUMENT FOLDER STRUCTURE

@ A e W B-a &

DOCUMENT FOLDERS. -

Assaciate Workflow w

Inherit Parent Folder Permissions * [_]

DOCUMENTS

o e e oo

[ Design&Construction

Figure 35: Configure Document Folder Structure Page

b. Inthe DOCUMENT FOLDERS pane, click a folder to create a folder within the selected folder.
CONFIGURE DOCUMENT FOLDER STRUCTURE

© & G- W B-&@ ©-

DOCUMENT FOLDERS a

" Design&Construction

Figure 36: Open the Folder
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c. Click Folder, and then click New Folder to add a new folder to the document template.

CONFIGURE DOCUMENT FOLDER STRUCTURE

© plule @ -2 o

DOCUMENT FOL &
T4 New Folder
3+ Edit Folder
Lk Delete Folder
[ Permissions
-{BDESIgF

Figure 37: New Folder

The added folder is displayed in the DOCUMENT FOLDERS pane.
d. Inthe DOCUMENT FOLDERS pane, enter a name for the folder.
CONFIGURE DOCUMENT FOLDER STRUCTURE

© N Greo W B-&d O

DOCUMENT FOLDERS [

= Design&Construction

O e o]

Figure 38: Name the Folder

Note: You cannot duplicate folder names at the same level of hierarchy.
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e. Toedit afolder name, or delete a folder, click the required folder, click Folder, and then click Edit

Folder or Delete Folder.
CONFIGURE DOCUMENT FOLDER STRUCTURE

© 4| Gl W Brga O
DOCUMENT FaL| a
C3 New Folder
5. Edit Folder
% Delete Folder
Ce Permissions

= Desigr
".[[] 7 vesign corresponoence

Figure 39: Edit or Delete the Folder

8. To assign a workflow to a folder, perform the following steps:
a. Inthe DOCUMENT FOLDERS pane, click the appropriate folder.
b. From the Associate Workflow drop-down list, select the appropriate workflow to associate with

the folder.

CONFIGURE DOCUMENT FOLDER STRUCTURE

®© A G- W -8 O

DOCUMENT FOLDERS a .
Associate Warkflow ' None k"

Inherit Parent Falder Permissions *
= [ Design&Canstruction DOCUMENTS

Ogrmirmrs || T

Figure 40: Associate Workflow

Available options are workflows defined for the document management modaule.
9. To define permissions on a folder, perform the following steps:
a. Inthe DOCUMENT FOLDERS pane, select the appropriate folder.
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b. Perform either of the following steps:

® Toinherit permissions from the parent folder, select the Inherit Parent Folder Permissions check
box.

® Alternatively, to define permissions, perform the following steps:
i Click Folder, and then click Permissions.

CONFIGURE DOCUMENT FOLDER STRUCTURE

© dlule m B-& o

DOCUMENT FOL| &
L3 New Falder

£+ Edit Folder

% Delete Folder

Cp Permissions

=1 Desigr
: D == DesIgn Lorresponaence

Figure 41: Folder Permissions

The FOLDER PERMISSIONS page is displayed.

DOCUMENT PERMISSIONS

[@ save & cance

Roles Create Edit View Delete Others
x =2 = =
B esigner [0 ceae [ et View [ velete [0 Asse O <ea. [J EditF. -
B  construction Admin staff Create Ecit Viaw Delete Assn. Creat... [ditF...
B Project Viewsr [0 ceate [ Ecit View | [J Delete  [J Asso.. [J creaw. [ EditF
Design Compenent Leac Create Ecit Vicw Dclete Asso. Creat... EdlitF..
B LezdDesigner Create Ecit View Delste Asso.. Creat. EditF..
B Desiznowc [0 create [J eoit view  [] Delete [ Asso.. [J ocea. [J EditR.
B Hichway Design Manager Create Evit View Delete Assn Creat.. bl
B rroject Manzger Create reit View Nelete Assa.. Creat. EdlitF..
B e Designer O creme [J Ecit Vicew [J odete [0 Asse. [ creat. [J CoitF.
B A5 Lead Designer Create Ecit View Delete Ass0... Creat.. EditF..
B ~Emanager Create Ecit View Delete Assa.. Creat... EclitF..
Constiucion Compenent Lead Create Eit View Delete ASSD... Creat... kit ..
B comstriction Contractor (13RS only Create [ ot view | [ nelete [0 asso. [ cean. [ EditR. =

Figure 42: Document Permissions Matrix

Roles are available as rows, and permissions as columns.

ii.  Correspondingto each role, select the required check boxes to grant permissions
specified in the columns.

iii.  Click Save.
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10. To add documents to the folder structure, perform the following steps:
a. Inthe DOCUMENT FOLDER section, click the folder to which you want to add a file.

CONFIGURE DOCUMENT FOLDER STRUCTURE

©[A|n-e @ B-& ©

DOCUMENT FOLDERS &

||

= Design&Construction
|:| = Design Correspondence

Figure 43: Add New Document

b. Click New to add afile to the selected folder.
The Masterworks dialog box is displayed.

SIT Testing Build- FHWA eDelivery X

Select Document *: | Choose File | Mo file chosen

Title

Save Cancel

Figure 44: Masterworks Dialog Box

c. Click Choose File to select the file to upload.
The Open dialog box is displayed.

d. Click the required file, and then click Open.

e. Inthe Title box, enter the name of the file.

f. Click Save.
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3.2.4.2. Document Properties
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission Matrix

Overview

You can create custom document properties templates that is displayed in the New Document page to
define additional information pertaining to documents that are managed in a project or contract.

The Document Properties form enables you to add attributes when uploading a document. These
document attributes are used in the Document Search form to search for documents.

You can create multiple document properties templates with varied specifications for use in different
project types. For example, a design project may require document properties that refer to the architect
numbering scheme to simplify communication, while a construction project may require document
properties to identify the vendor who provided the document.

You can associate a document property template to a folder in the Documents module and also
associate document property templates to folders defined in a folder structure. The document properties
as defined in the template that is selected for a folder are displayed when uploading documents to that
folder.

The document properties template specification can comprise library items (stored lists), text, numbers
and various other information. Additionally, you can mark fields as mandatory or optional.

You can select a document properties template when creating a project or contract, or until a document
is uploaded to the Documents module. The document properties as defined in the template that is
selected for a project or contract is displayed when uploading documents to the Documents module.

Characteristics of metadata specifications include:

® The Document Properties template selected for a project or contract cannot be changed after
the first document is uploaded in a project.

® The Document Properties template is not applicable to attachments in forms or workflows.

® The Document Properties template selected for a project or contract is consistently used across
the project or contract.

Defining a document properties template is similar to the functionalities available with the
Form Builder utility in the Administration module.

The following procedure describes the steps to create a sample document properties template that is
displayed when uploading a document. The sample document properties template consists of a text box
to enter the document number, and a radio-button control to select the type of document.
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Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X v A

Configure Standard Tables and Items

i’.’] [~ Bidding ¥ Create modify library data.

[~ Contract Management
[ Contractors

Document Management

£ 1=y F

T R EFaRM

Estimate

Fund Management
Notifications

Project Management
Resource Management

m Time Zones

Figure 45: Library Management

Library Management
Participant Guide

2. Inthe navigation pane, expand Document Management, and then click Document Properties.

The DOCUMENT PROPERTIES list page is displayed.

LIBRARY DOCUMENT PROPERTIES

Q, Type to Search X v A &) More +

'r.) [ Bdcing [ Formip Form Header Created Date Last Modified Date
]:& [ Contract Manegzment MM ddiyyyy e | B @ MM dhyyyy i L iy G
B Contractors ] user1s User name 10/30/2023 7:05 AM 10/30/2023 7:07 AM
=1 Dacumant Management D MTRDOCM Document Metadata 06/08/2023 8:02 AM

= Document Folder Structure

| = Document Properties

®m Document Type
[ Cstimate
[~ Fund Management

[ Notificalions

[ Projsct Managemant
[ Resourca Management

= Time Zoncs

Figure 46: List Page of Document Properties Form
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3. Click New.
The GENERAL and DESIGN tabs for the document properties template are displayed.

GENERAL | DESIGN

[a Save

@ Cancel

FormID :

Header :

Parent Module :

Folder :

@ More «
MTRDOCM @
Document Metadata @
DOCMGMT O]

Figure 47: General and Design Tabs
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Participant Guide

To modify the form settings, in the GENERAL tab, perform the following steps:

a. Inthe Form ID box, a unique number to identify the form is displayed. Modify the form ID as
required.
The form ID should contain seven alphanumeric characters.

b. Inthe Header box, the name of the form is displayed. Modify the header information as required.
Header is displayed only after you publish a form.

o

From the Parent Module drop-down list, select the module in which the XML form will be placed.

d. Inthe Folder box, enter the folder location where the form will be placed in the navigation tree.
Type the complete path of the folder using the '/ separator.
If the folder exists, then the form will be available under the existing folder.
Otherwise, a new folder will be created, and the form will be placed under that folder.

area to add controls.
a. Click the DESIGN tab.

GEMERAL

DESIGN

[a Save ® Cancel

GROUP LAYOUT

(]

Section

Spacer

= Tabs Container

5

Tab

SIMPLE INPUT CONTROLS

CHILD DATA CONTAINERS

@' Freview *2 Undo @ Mare ~

o Project Code :

Project Name :

Document Type : ~

Figure 48: Design Tab
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b. Inthe controls pane, expand GROUP LAYOUT, and then drag and drop Section to the design
area.

The label SECTION <number> is displayed in the design area.

GENERAL  DESIGN

[a Save @ Cance :'& Preview <“2 Undo @ More ~
GROUP LAYOUT A Attributes  Hierarchy
. Spacer Filter : | Filter the Attributes
Tabs Container
T ATTRIBUTES a
SIMPLE INPUT CONTROLS v

Caption : | pocument Propet -

CHILD DATA CONTAINERS v

Name : | 5ec(ion000 - ®
HelpTooalTip : . @
| HelpDescription : . @

r

Figure 49: Adding a Section

c. Inthe design area, click SECTION <number>.

The control attributes pane displays the attributes for SECTION <number>.
d. To define the attributes of the section, enter information in the COMMON ATTRIBUTES section, as
described in the following table.

Attribute Description

Caption This denotes the display name of the section. In
the Caption box, enter Document Properties.

Name This is an automatically generated name to

identify the section, and need not be modified.
This is also the name of the column in the
database, and is used to derive the name of the
HTML item that is rendered.

HelpToolTip Enter the tool tip that should be displayed on
mouse hover on the Help ('?') icon.
HelpDescription Enter the title that should be displayed when the

Help ('?") icon is clicked.

6. To add atext box control, perform the following steps:
a. Inthe controls pane, click SIMPLE INPUT CONTROLS, and then drag and drop Multi Line Text into
the DOCUMENT PROPERTIES section.

Note: Drop a control within the confines of the section for the control to be displayed in the design
area.
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b. Double-click TextBox <number> and enter Document Properties.

GENERAL  DESIGN

m Save ® Cancel :0 Preview *= Undo Redo @ More ~
GROUP LAYQUT a ’
DOCUMENT PROPERTIES Attributes Hierarchy
(1] section
s Spacer TextArea 000 : a Fliter : | Filrar the Attribures
- i v
== Tabs Container v Edit Fields
g Tab
ATTRIBUTES a
SIMPLE INPUT CONTROLS - . -
Caption: pocument Proger - @
<f> Aulu Generaled -
A Single Line Text Name : TexeArca000 - @
= Date
. HelpDescription : . @)
1.0 Numeric
1 Integer Height : . @
g Time Input Width : . @
@ Time Input Picker
=l DropDawn Type ! | TextArea ~ @
= List Box Value : @
B=  Check Box List
ReadOnly : g 3
Iz Check Bux 4 Falss > O
€= Radio Button List

Figure 50: Adding a Simple Input Control

The various attributes of the control are listed below:
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Attribute Description
Caption This denotes the display name of the control.

The name to render on the display surface. If the caption is not set,
then the default caption is set to the Name attribute of the control.
To set a control with no title, delete the caption.

Enter Document Properties.

Name This is a system generated name to denote the control. You need not
modify this field; however, normally a form designer provides names
that represent the meaning of the data in the field. Name attributes
should not have spaces in them, and they must be unique
throughout the form.

The name field is used to create the underlying database column
name and to derive the name of the rendered HTML item.

HelpToolTip You can enter the tool tip that should be displayed on mouse hover
on the Help ('?') icon.

HelpDescription You can enter the title that should be displayed when the Help ('?")
icon is clicked.

Width This is used to set the width of a control in the user interface.

Type This determines the options to select the type of control required in
the form.

For example, you can add a text box to a section and later change it
to a drop-down list.

Value You can specify a default value to be displayed in the control.

Also, you can also use the Value field to retrieve system level
information during display processing.

The supported format values include the following:
{CURRENTUSER} - Displays the user name of the logged in user.
{CURRENTUSERNAME} - Displays the first name of the logged in
user.

{CURRENTDATE} - Displays the current date.

{CURRENTDATETIME} - Displays the current date and time.
{CURRENTTIME} - Displays the current time.

{PROJECTNAME} - Displays the name of the project.
{PROJECTCODE} - Displays the project code.

{CONTRACTNAME} - Displays the name of the contract
{CONTRACTCODE} - Displays the contract code.
{PRIMECONTRACTOR} - Displays the prime contractor of the project.
{ FORMULA: formula}

{ REQUEST: state info field}

{_DB: db expression}

{_Picker: [name Of The picker that is defined in this xml]} "any static
text" - Displays the text entered here.

ReadOnly If set to true, the data in the form is made read only. That is, the data
cannot be modified by the end user.
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Attribute Description
MaxLength Sets the maximum number of characters that can be entered in the
text box.

7. To specify the document type in the properties template, perform the following steps:
a. Inthe controls pane, click SIMPLE INPUT CONTROLS, and then drag and drop Radio Button List
into the DOCUMENT PROPERTIES section.
b. Click the Radio Button List group.
The attribute pane displays the radio button control attributes.

CG-NEAL DESIGN
[:] Save @ Cancel ‘- Preview “> Undo @ More =
—  Spacer &
. DOCUMENT PROPERTIES Artributes Herarchy
== Tabs Container
T Tab N N
Document Properties a Filter: Filzer the Artribures
SIMPLE INPUT CONTROLS & =
¢f>  Autp Generated
SR Single Line Text RadioButtanList 000 : @ Optior 1 () Option 2 ATTRIBUTES 5
SA  Multi Line Text Caption : Document Tyoe - (@
& Date Name : gadicBurantistit w | (3
1.0 Numeric
i )

1 inceger HelpToolTip : O]
Cg  Tima input 1 HelpDescription : w | @)
& Time Input Ficker

[ | Width : - @
= Drop Down
B List Box TYpe | pagiosutentist v | ()
8- Check Box List Value : @
[+ heck Box
2= Radic Butten List DataSource ; - @
5 Formarted Irput ReadOnly: rooc v @
= Password

Figure 51: Adding a Radio Button

c. Inthe Attributes pane, in the Caption attribute, type Document Type.
d. Inthe Attributes pane, in the DataSource, click

The Data Source Editor dialog box is displayed.

i In the Listltems box, for an additional radio button, click Add.
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ii. In the Display column, enter Specifications for Option 1, Design for Option 2, and
Contract for Option 3.

Data Source Editor -0 X
Listltems : @l Display Value
Specifications Option 1 ® 4
Design Option 2 ® '
Contract ® v
Select a Module : | Select a Module to ge... v
Selecta Form : | Select a form v
Select Display : | Select an item to disp... v Select Value : | Select a value for Dis... v
Filter Field : | Select a Filter Field v Condition :  Epter a filter condition @
Sort based on : | Select a field to sort by v

Query String

Figure 52:Defining Display Values

Note: For newly added radio buttons, you must enter both the Display and Value.
iii. Click OK.
8. Click Save.
The DOCUMENT PROPERTIES list page is displayed.
9. You must publish the properties template to make it available for selection in projects and contracts.
To publish the template, perform the following steps:
a. Inthe list page, select the properties template to be published.
b. Click Publish.

DOCUMENT PROPERTIES

_&? Edit € View Ef Delete | F Publish| @ Associate Document Folder {"e Mark Default @ Mare =

D Form ID Form Header Created Date Last Modified Date

MW/dddyyyy hzmm Tt C @ MM/ddfyyyy h:mm E G)
D User131 User name 10/30/2023 7:05 AM 10/30/2023 7.07 AM
MTRDOCM :  Document Metadata 06/08/2023 8:02 AM

Figure 52: Publish the Document Property

A confirmation message is displayed.
On creating a new project, the published document properties template can be selected. When
adding a new document to the project, the properties template is displayed.
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3.2.4.3. Associating Document Property Templates to Folders in a Folder Structure
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission
Matrix

Overview
You can associate a document property template to folders defined in a folder structure.
Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q Typetos X VA
ype o search Configure Standard Tables and ltems

f-]‘ 7 Bidding ‘k Create modify library data.
r& [~ Contract Management

[~ Contractors

i
&

Document Management
Estimate

Fund Management
Notifications

Project Management

A Y Y Y Y

Resource Management

= Time Zones

Figure 53: Library Management
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2. Inthe navigation pane, expand Document Management, and then click Document Properties.
The DOCUMENT PROPERTIES list page is displayed.

LIBRARY DOCUMENT PROPERTIES
O\ ype w Scarch X Vv A .|I:I New @ More -
m I Eidding D Form ID Form Header Created Date Last Modified Date
E [ Contract Management MM/ddiyyyy mmtt | B @ MMrddayyy imm B @
I Contractors D User131 User name 1043072023 7:05 AM 10/30/2023 7:07 AM
D MTROOCM Document Metadata 06/08/2023 8:02 AM

@ 1 Dacument Management

= Document Folder Structure

| = Document Properties

= Document Type

Est'mate
= Fund Management

Narifications

[ Project Menagement

Resource Managemeanrt

m Time Zonos
Figure 54: List Page of Document Properties Form

3. Select the required document property, and then click Associate Document Folder.

DOCUMENT PROPERTIES

7 Edit @ View (il Delete & Publish |[} Associate Dacument Folder

ﬁ‘g Mark Default @ More ~

[ Formip Form Header Created Date Last Modified Date

MM/dd/yyyy hemm L O] MM/dd/Ayyyy hamm L B e
D User131 User name 10/30/2023 7:05 AM 10/30/2023 7:07 AM
MTRDOCM - Document Metadata  06/08/2023 8:02 AM

Figure 55: Selecting Document Folder

The Associate Document Folder dialog box is displayed.

Associate Document Folder X

Falder Structure : | Design & Construction v

Document Folders

- Dr Design & Construction
Dr Design Correspondence
[JJF" Design submittals
|:|F' Construction Carrespondenc
Dr Construction Submittals

Figure 56: Associate Document Folder Dialog Box
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4. From the Folder Structure drop-down list, select the folder structure to associate the selected
document property template.
Available options are folder structures defined in the Document Folder Structure catalog of the
library.
The folders defined in the selected document folder structure is displayed in the Document Folders
section.
5. Select the required folders to associate the selected folder property template.
6. Click Save.
You must publish the properties template to make it available for selection in projects and contracts.
7. Inthe DOCUMENT PROPERTIES list page, select the properties template form to be published.
8. Click Publish.

DOCUMENT PROPERTIES

_F Edit ® View [ Delete | & publish| F@ Associate Document Folder  %& Mark Default € More

D Form ID Form Header Created Date Last Modified Date

MIVI/ddAyyyy himm Tt o) MM/ddfyyyy h:mm = @
D User131 User name 10/30/2023 7:05 AM 10/30/2023 7.07 AM
MTRDOCM i Document Metadata 06/08/2023 8:02 AM

Figure 57: Publish the Document Property

A confirmation message is displayed.

You can choose the applicable Document Folder Structure when creating a project or contract.
You need to enter all the metadata information at the time of document upload to a folder that has
been associated to a Document Properties template.

3.2.5. Estimate

3.2.5.1. Construction Inflation Indices
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Construction Component Lead

For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission Matrix
Overview
The Construction Inflation Indices catalog enables you to define distinct inflation indices.

The defined inflation index is used to calculate the inflation percentage (%) in the Unit Price Search
utility.
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Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY

LIBRARY MANAGEMENT

Q, Type to Search X v A

o)
L&
&

[~ Bidding

Contract Management
Contractors

Document Management
Estimate

Fund Management
Motificztions

Project Management

A A R B O R

Resource Management

= Time Zones

Configure Standard Tables and Items

Create modify library data.

Figure 58: Library Management
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2. Inthe navigation pane, expand Estimate, and then click Construction Inflation Indices.
The CONSTRUCTION INFLATION INDICES list page is displayed.

LIBRARY CONSTRUCTION INFLATION INDICES
CL Type to Search X Vv A .ﬂ New [é_] Reports ~ [':if Excel Import / Export ~ @ More ~

o
L
102

[~ Bidding

[~ Contract Management
[~ Contractors

[~ Document Management
™ Estimate

® Bridge Cunslruclion Type

(] nflation Index Name

Colorado DOT CCI
Califernia Highway CCI

2.0 National Highway CCI

Oo00o0o

BLS Non-Residential Construction

| ® Construction Inflation Indices

® Schedule Construction Type
[ Fund Management
[ Notifications
[ Project Management
[ Resource Management

= Time Zones

Figure 59: List Page of Construction Inflation Indices Form
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3. Click New.
The CONSTRUCTION INFLATION INDICES page is displayed.

CONSTRUCTION INFLATION INDICES

m Save & Exit B Save & Continue @ Cancel

Inflation Index Name *: | Colorade DO CCl
Is Active :

INFLATION RATES TABLE

.
Ol et
O s p 535.‘:‘ =
] 1998 p 6U6.5,
[ 1999 p 610.7,
[J 2000 p 654.3,
O 2c01 p 501.3‘
O 2co2 P 5758,
[ 2003 p 592.3,
[0 2004 p 644.5,
O 2005 P 979.0,
(J 2006 p 9801 v

(s

Figure 60: Construction Inflation Indices Details Page

4. Provide the appropriate information in the fields, as described in the following table:

Field Name Description

Inflation Index Name Enter the name of the inflation index.

Is Active Ensure the check box is selected to make the inflation index
active and available for use in project.

5. To add aninflation rate, in the INFLATION RATES TABLE section, perform the following steps:
a. Click Add.
Arow is added to the table.

INFLATION RATES TABLE

E Year T Inflation Rate T
O 19ur 535.5
=

Figure 61: Inflation Rates Table

b. Provide the appropriate information in the fields, as described in the following table:

Column Name Description

Year From the drop-down list, click and select the
appropriate year. Available years are from 1995 to
2024
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Column Name Description
Inflation Rate Enter the rate of inflation.

Optionally, use the button to increase or decrease
the value entered.

Note: To enter negative inflation rate, prefix the
value with a - sign.

6. Optionally, to delete an inflation rate, in the INFLATION RATES TABLE section, perform the following
steps:
a. Selectthe check box adjacent to the appropriate entry.
b. Click Delete, and then click OK.
7. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.

3.2.6.Notifications
3.2.6.1. Mail Merge Process

The Mail Merge feature enables you to use the information available in a form into a predefined
document template to create documents with dynamic values.

You can design a mail merge document and create mail merge templates and email body templates.

You can design a mail merge document in Microsoft Word format with objects that are placeholders to
include specific form information.

You can then create a mail merge template by uploading the designed mail merge document. The mail
merge template is configured for a form by mapping the objects in the mail merge document with the
fields in the form.

When the mail merge document is sent to the configured recipients, the mapped objects are replaced
with the actual field values defined in the selected record of the form. The mail merge document is sent
as an email attachment to the recipients. You can also attach the mail merge document to a record of the
associated form.
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You can also desigh an email body template by defining the subject and message for the email
notifications. These mail body templates are used when sending emails to recipients.

Mail Merge Functionality

Merge And Attach creates a document with form Merge And Email creates a document with form data
data and attaches to the form and attaches to an email using a mail body template

Define the fields
Create a in a specific form
document Upload the Word to be merged
template in document in the with the

Define the mail
body template in
the Mail Body

Word with Mail Merge template in the Templates form

mergefields Templates form Mail Merge
placeholders Configuration
form

to email the
document to
recipients

Figure 63: Mail Merge Process Overview

The functional flow for mail merge is as follows:

3.2.6.2. Create mail merge documents with objects

3.2.6.3. Create mail merge templates

3.2.6.4. Configure mail merge for a form

PoObd=

3.2.6.5. Create mail body templates

3.2.6.2. Creating Mail Merge Documents
Overview

A mail merge document is created in Microsoft Word format with objects that are placeholders to include
specific information of a record of a form. This document is then associated with a mail merge template,
configured for a record of a form, and sent as an email attachment to the recipients.

Steps

1. Open a new document in Microsoft Word.

2. Enterthe appropriate content for the mail merge document.

3. Place the cursor where you want to insert an object as a placeholder for the actual content of the
form.
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4. Onthe Inserttab, in the Text group, click Quick Parts, and then click Field.
@ s @I B2 90 (U 7 Fuject Fund Tansaction Appioval Recsipt () Personal + Last Modified: 3/24/2023 je! » -

File  Home Draw Design  layout  References  Malings  Review  View Help
B Cover Page v E 75 Shages v T& SmartArt [% @ link v
ol E

| P Comments | ¢ Editing ~

B~ T0Soustion ~

-Ilv—j B Header ~
Text

[ Blark Fage bl | Picres 65 leans il Chart rline [l Boakmark Commant [ Footerv £0 puioTent >
=L page Break N ¥ (D3I Models ~ gl Sereenchot~  Videos [ Cross-refersnce [& fage Number + Box v [ acument bropery N
Pages Tahles Hlustrations Media Links Comments, Header & Footar
= Fiedd..
[} buiding tlocks Organizer...
Save Seletion 1o Cuick Part Gallery..
Project Fund Transaction Approval Receipt
Helln,

e ramsetion [Un on RIRONSOUURIBRUEN hes b moved Lo Approved stutus, | ie banssced

amountis wArmounlin Sw 5.

Huguds,

Addmiristratar

Figure 62: Adding Field

The Field dialog box is displayed.

Field ? X

Pleasze choose a field Field properties Field options

Categories: Field name; [:] Text to be inserted before:
(Al Transaction date

. [ Text to be inserted after:
Field names: Format:

LastSaveds

Link Y Uppercase [:] Mappediield

ListNum Lowercase

First capital E] Vertical formatting
Title case

MergeRec

MergeSeq

Next

Nextlf

NoteRef

NumChars

NumPages

NumWords

Page

PageRef

Print

PrintDate

Private B preserve formatting during updates

Description:

Insert a mail merge field

Field Codes

Figure 63: Field Dialog Box

5. Inthe FieldNames list, click MergeField.
6. Inthe Field name field, enter the name of the object.
7. Click OK.

The objectis inserted in the document.
8. Click Save.
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3.2.6.3. Mail Merge Templates

Prerequisites

* Therole of the logged-in user must be one of the following:
o Administrator
o Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog
Permission Matrix

* Mail merge document in the Word format is available.

Overview

A mail merge template is created by uploading the Word format of the mail merge document.
Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT
Q, Type to Search X Vv A .
Configure Standard Tables and ltems

Ly [ Bidding ¥ Create modify library data.
r& [~ Contract Management

[~ Contractors
@. [~ Document Management

[~ Estimate

[~ Fund Management

[~ Notifications

[~ Project Management

[~ Resource Management

® Time Zones

Figure 64: Library Management
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2. Inthe navigation pane, expand Notifications, and then click Mail Merge Templates.
The MAIL MERGE TEMPLATES list page is displayed.

LIBRARY MAIL MERGE TEMPLATES
Q, Type ta Search Xl v A E] Reparts ~ @ More ~
I.]- [ Bidding |:| g Name Description Created By
La: [ Contract Management

No recorcs to display.

. [ Contractors

[ Docurmnent Management
[ Estimate
[ Fund Managemen:
™7 Notifications
= Mal Body lemplates

= Mal Merge Configurations

= Mail Merge Templates

[ Project Management
[ Resource Management

= [ime Lores

Figure 65: List page of Mail Merge Templates Form

3. Click New.
The MAIL MERGE TEMPLATES details page is displayed.

MAIL MERGE TEMPLATES

m Save & Exit B Save & Continue ® Cancel

* .
Name : Project Fund Transacton

Description @ Project Fund Transaction

ATTACHMENTS

El_ R

Project Fund
Transaction Approval Project Fund P 07/03/2024 4:33 AM 13 KE
Receipt.decx

Upload Document

Figure 66: Mail Merge Templates Details Page

4. Inthe Name field, enter the name of the mail merge template.

o

In the Description field, enter the description about the mail merge template.
6. Inthe ATTACHMENTS section, upload the mail merge document. For information on attachments,
refer to Section 4.1. Attachments.

7. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.
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3.2.6.4. Mail Merge Configuration

Prerequisites

* Mail merge templates for a form are available in the Mail Merge Templates catalog of the library.
* Therole of the logged-in user must be one of the following:
o Administrator
o Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog

Permission Matrix

* The logged-in user should be invited to the project and assigned with the edit permission.
Overview

You can configure Mail Merge for a form by associating the required fields of the form with the objects of
the mail merge template.

When email notifications are sent, the mail merge document is sent as an attachment. In the
attachment, the mapped objects in the mail merge template are replaced with the actual field values
defined in the selected record of the form.

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X Vv A
" r| Configure Standard Tables and Items

[~ Bidding % Creale modify library data.

o
E [ Contract Management
[~ Contractors
'@- [~ Document Management
[~ Estimate
[~ Fund Management
[~ Notificetions
[~ Project Management
[~ Resource Management

= Time Zones

Figure 67: Library Management
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In the navigation pane, expand Notifications, and then click Mail Merge Configuration.

The MAIL MERGE CONFIGURATION list page is displayed.

LIBRARY MAIL MERGE CONFIGURATIONS
Q Type to Search X VA .n New @ More ~
I.) [~ Bidding [0 Name Associated Form
[& [~ Contract Management

No records to display.

. [~ Contractors

[~ Document Management
[~ Estimate

[~ Fund Management

"1 Notifications

= Mail Body Templates

= Mail Merge Configurations

= Mail Merge Templates

[~ Project Management
[~ Resource Management

® Time Zones
Figure 68: List Page of Mail Merge Configuration Form

Click New.
The MAIL MERGE CONFIGURATION page is displayed.

MAIL MERGE CONFIGURATION

m Save @ Cancel

Name ": | Project Fund Transaction Form ™: | Project Fund Transaction

Document *:  Project Fund Transzction Ap| | ... Template : | Project Fund Transaction

Configuration

m__l

“Transaction ID” \* MERGEFORMAT  Transaction ID Comma Separated
"Transaction Date” \* o S c < d -
ransaction Date ~ a
MERGEFORMAT omma Separate
"Amount in $" \* MERGEFORMAT Amountin § v Commz Separated v

Convert ta PDF D

Figure 69: Mail Merge Configuration Details Page

In the Name box, enter the name for the configuration.
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5. Corresponding to the Document box, perform the following steps to associate a mail merge
template:
a. Click .-
The Select a template dialog box is displayed.

Select a template

Secmentians femplate feme Srsatsd By

IProject lund |ranzaction IProject | und Iransaction
Project Fund Tronsaction
Approval Receipt.cocx Apporova’ Receipt

Figure 70: Select a Template

07/03/2024

Available options are mail merge documents defined in mail merge templates in the
Mail Merge Templates catalog of the library.
b. Click the required template, and then click OK.
The template name associated with the selected mail merge document is displayed in the
Template box, and the objects in selected mail merge document are listed in the Configuration
section.
6. From the Form drop-down list, select the form for which you want to configure mail merge.
7. To configure the data source for mail merge, in the Source field, perform either of the following steps:
e Configure mail merge for a single form:
a. Click Form (By default, the option Form is selected).
In the Configuration section, all the fields associated with the form selected in the Form field
are listed.
e Configure mail merge for a multiple form:
a. Click View.
The View field is displayed.
b. From the View drop-down list, select the view for which you want to configure mail merge.
Views are predefined in the system that fetches information from multiple forms.
Available options are views pertaining to the selected form.
In the Configuration section, all the fields of the forms defined in the selected View and the
fields associated with the form selected in the Form field are listed.
8. Inthe Configuration section, all the objects associated with the selected mail merge template are
listed. To define the fields and layouts for the objects, perform the following steps:
a. Corresponding to the row of the required object, click in the Fields column, and from the drop-
down list, select the required field to map the objects with the fields of the form.
b. Corresponding to the row of the required object, click in the Layout column, and from the drop-
down list, select the required option to separate the objects in the mail merge document.
9. To send the mail merge document as a PDF, select the Convert to PDF check box. If the check box is
cleared, then the mail merge document is sent in the Word format.
10. Click Save.
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3.2.6.5. Mail Body Templates
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission
Matrix

Overview

You can configure email messages that are sent from forms, and save the templates in the Mail Body
Templates catalog of the library.

You can configure the content of the subject and the body of the email. Also, you can add fields of the
associated form as placeholders to the subject and body of the email. The content of these placeholders
is replaced with the actual values from the form when the mail merge, workflow, or Ball in Court
notification from the form is sent to configured users.

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q Type to Searct X Vv A
ype to search Configure Standard Tables and Items

i-]‘ [T Bidding % Creale modify library data.
r& [~ Contract Management

Wﬁ [~ Contractors

@- [~ Document Management
Estimate

Fund Management

Notifications

Project Management

oo o a

Resource Management

= Time Zones

Figure 71: Library Management
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2. Inthe navigation pane, expand Notifications, and then click Mail Body Templates.
The MAIL BODY TEMPLATES list page is displayed.

LIBRARY MAIL BODY TEMPLATES
Q Type 1o Search X v oA Ls] Reports [""il‘ Excel Export = @ More -
i;}. [ Bidding D MName Associated Form Created By
l& [ Contract Management
I Comtractors [0 submittalTosubmit Submittals Administrator
~ |:| AdvertisementEEUpdated Advertisement Administrator
@. [ Document Manzgemnent
D AdvertisementPendingEERevisl... Advertisement Administrator
[ Estimate :
= Fund Management [J AmendmentPendingRevision Amendment Administrator
= Natifications [[] AmendmentEEUpdated Amendment Administrator
= Mail Body Templates D EEMailTemplate2 Engineers Estimate Administrator
= Ml Merge Canligurations D EEMailTemplate Engineers Estimate Administrator
. - [] mominviteeEmailTemplate Minutes Of Meeting Administrator
= Mail Merge Templates
I Project Management D MOMOrganizerémailTemplate Minutes Of Meeting Administrator
P Resource Managament D submittz/DiscussicnResponse... Submittals Administrator
[] submittaiDiscussionRecallTem... Submittals Administrator

= Time Zcnes

Figure 72: List Page of Mail Body Templates Form

3. Click New.
The MAIL BODY TEMPLATES details page is displayed.

MAIL BODY TEMPLATES

[a Save & Exit [3 Save & Continue @ Cancel

Name Project Fund Transaction
Form : Project Fund Transaction
Lo .
Subject ": Approval Receipt

*
Message :
Paragraph B I

c
M
il
Ml
\

|
"|‘
M

e W H

Hi <<Form_CurrentUserFullName>>

The Project Fund Transaction record <<TransactionID>> with <<Amount>> is approved.

Thank you

Figure 73: Mail Body Templates Details Page

4. Inthe Name field, enter the name of the email body template.
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5.

Forms Picker

b

Add Standard Table

Additional Permissions Selup
Ad-Hoc Unit Price Search Result
Adjustments

Advertisement

Amendment

Amendment |ypes

Application Settings

Area of Work Affected
Attachment List Template
Authentication & Login Settings
Auta Invite

Auto Invite

Bid Estimata Details

Rirl Fetimata Infarmatinn Cattinos

poagn - - -

4

1-40 of 187 items

s | e |

Figure 74: Forms Picker Dialog Box

b. Selectthe required form.
c. Click Select.
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In the Forms field, perform the following steps to select the form for which the email body template is
being created.
a. Click! .

The Forms Picker dialog box is displayed listing all the forms in the application.
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6. Inthe Subject box, enter the subject of the email body template.
You can also add fields from the selected form to the subject line as placeholders. The field
placeholders are later replaced with actual values from the form when notifications are sent from the
form. To add field placeholders, perform the following steps:
a. Click
The Fields Picker dialog box is displayed.

Fields Picker x

Amount in $ -
Current Date

Current Use~

Current User Tull Namz

Form Key

Form Name

Fund Description

Fund Scurce Catagory

Fund Scurce Name

Passworc Expiry Date

Project Code

Project Name

Recaord denritier

Record Idenritier With Caption

v
Barard | ink

dooog - -

Figure 75: Field Picker Dialog Box

Available options are fields of the selected form.
b. Click the required field, and then click Select.
The selected field is added to the Subject line.
When a notification email is sent from the selected form, the field placeholders are replaced with
the actual field values of the selected form.

59



Federal Highway Library Management
Administration Participant Guide

7. Inthe Message box, enter the content of the email body for the template.
You can also format the message using the formatting tool bar available in the box.
You can also add fields from the selected form to the message body as placeholders. The field
placeholders are later replaced with actual values from the form when notifications are sent from the
form. To add field placeholders, perform the following steps:

a. Click
The Fields Picker dialog box is displayed.
Fields Picker X
Amount in $ A

Current Date

Current User

Current User Tull Namea
Form Key

Form Namc

Fund Description
Fund Scurce Category
Fund Scurce Name
Passwore Expiry Date
Project Code

Project Name

Record 'dentitier

Record |denritier With Capfion

v
Rarnrd | ink

nnnnu 40 w | items 1-31of 31 items

Figure 76: Field Picker Dialog Box

Available options are fields of the selected form.
b. Click the required field, and then click Select.
The selected field is added to the message of the email.
When a notification email is sent from the selected form, the field placeholders are replaced with
the actual field values of the selected form.
8. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.

60



Federal Highway Library Management
Administration Participant Guide

3.2.7. Project Management

3.2.7.1. Additional Permissions Setup
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission Matrix

Overview

The Additional Permissions Setup catalog enables you to provide permissions to only certain roles for
editing and viewing specific information about the project.

By providing additional permissions to certain roles for viewing details such as probables, funding
summary, private bids, and editing project-related details, confidentiality pertaining to specific
information about the project is maintained.

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X Vv A
v Configure Standard Tables and Iltems

i-j‘ [ Bidding ‘x Creale modify library data.

E [~ Contract Management
[~ Contractors

@. [~ Document Management
Estimate
Fund Management
Notifications

Project Management

AN B B B

Resource Management

= Time Zones

Figure 77: Library Management
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2. Inthe navigation pane, expand Project Management, and then click Additional Permissions Setup.

The ADDITIONAL PERMISSIONS SETUP page is displayed.

ADDITIONAL PERMISSIONS SETUP

[a Save | [§_| Mail Merge ~

PROJECT PERMISSIONS

Project Code *:

o *

Project Name :
standard Items Table *:
Measurement Systems .

e O |
Business Unit :

Design Component Lead X
Design Compuonent Lead X
Design Camponent Lead X
Design Component Lead X

Design Compoenent Lead X

Construction Component Lead X

ACQUISITIONS PERMISSION

View Private Bids *:

CONTRACT PERMISSIONS

PE Work Done: Probables *:

Acquisitions X

Administrator X

Construction Component Lead X

Figure 78: Additional Permissions Setup Page

3. Provide the appropriate information in the fields, as described in the following table:

Section

Field Name

Description

PROJECT PERMISSIONS

Project Code

Project Name

Standard Items Table

Measurement Systems

Business Unit

To provide permissions to edit project-
specific details, select the appropriate
role.

Available options are roles with Edit
permissions defined for the respective
form in the Permissions matrix of the
Administration module.

Adjustment: Probables

Contract ltems: Is
Complete

Item Posting : Measured
By

ltem Posting: Contractor
Representative

ACQUISITIONS View Private Bids To provide permissions to view private

PERMISSION bids, select the appropriate role.
Available options are roles with view
permissions defined for the respective
form in the Permissions matrix of the
Administration module.

CONTRACT PE Work Done: Probables | To provide permissions to view contract

PERMISSIONS Pay Estimates specific details, select the appropriate

role.

Available options are roles with view
permissions defined for the respective
form in the Permissions matrix of the
Administration module.
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Section Field Name Description
Item Posting : FHWA
Verified By
Pay Estimates: Funding
Summary
Contract Items: Probables

REPORT PERMISSIONS Pay Note Report: To provide permissions to view report
Probables specific details, select the appropriate
Pay Note Summary role.
Report: Probables Available options are roles with view
Grand Pay Item Summary | permissions defined for the respective
Dashboard: Probables form in the Permissions matrix of the
Progress Payment Report: Administration module.
Probables
Pay Note Summary
Report: Probables

4. Click Save.

Permissions are successfully saved.
3.2.7.2. Calendar
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission Matrix

Overview

The Calendar library catalog enables you to define the working days of the organization. You can also
define non-working days and holidays for the organization in a calendar.

During project or contract creation when a calendar is selected, the number of working days of the
project or contract is calculated based on the calendar selected.
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Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X v A
e Configure Standard Tables and Items

i-]‘ [ Bidding ‘x Create modify library data.

E Contract Management
Contractors

@ Document Management
Estimate
Fund Management

Notifications

Project Management

A A R B O R

Resource Management

= Time Zones

Figure 79: Library Management

2. Inthe navigation pane, expand Project Management, and then click Calendar.
The CALENDAR list page is displayed.

LIBRARY CALENDAR
Q. Type to Search X WV A EI Reports E“it Excel Import / Export ~ @ More ~
H A O wname Description
(l']‘ [ Document Management
E [~ Estimare
[J standard Calendar Standard Calendar

mﬂ [~ Fund Management
@_ ™ Natifications

1 Project Management

= Additional Permissicns ..

| = Calendar

= Density
= Measuramant Systems

= Measurement Unit Cros

Partner Agency

Pay llem Type

Project Type

Figure 80: List Page of Calendar Form
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3. Click New.
The CALENDAR page is displayed.

CALENDAR

[E] Save & Exit L'S Save & Continue @ Cancel
Aa
Name * Standard Calendar
Description !  Standard Calendar a
v,
A
Is Active :
Non-Working Days : [ |Satwrday [ ]Suncay

D Monday D Tuesday

[[] Wednesday []Thursday

O rriday

EXCEPTIONS
ey
No rccords ta display.

Figure 81: Calendar Details Page

In the Name box, enter a name for the calendar.
In the Description box, enter a description for the calendar.
To make the calendar unavailable for selection in projects or contracts, clear the Is Active check box.
From the Non-Working Days check box options, select the non-working days in a week.
To define exceptions to the calendar, that is, to change a specific non-working day to a working day or
contrariwise, in the EXCEPTIONS section, perform the following steps:
a. Click Add.
The New Exceptions dialog box is displayed.

© N o oA

New Exceptions X
Date *: 07/03/2024
Type Non Working Day ~
Notes

Recurring Annually

Figure 82: New Exceptions Dialog Box
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b. Provide the required information in the fields, as described in the following table.

Field Name Description
Date Select the date to define an exception.
Type Select the required option.

e [fthe selected option is Working Day, the date is considered
when calculating the number of working days in projects.

e [fthe selected option is Non Working Day, the date is not
considered when calculating the number of working days in
projects.

For example, in the Non-Working Days field, if Saturday is

selected as a non-working day, and if a particular Saturday

needs to be a working day, the exception can be defined here,
and the Saturday is considered when calculating the number of
working days in the project.

Notes Enter any appropriate notes for the exception.

Recurring Annually Select the check box to consider the exception across years

when calculating the number of working days in a project.

c. Click Save.

9. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.

3.2.7.3. Measurement Systems

Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Construction Component Lead
For more information on role-specific permissions, refer to Table 1 — Library Catalog Permission Matrix

Overview

Everyitem in a project orin a contract is associated with a measurement unit to quantify the item. The
Measurement Systems catalog enables you to define measurement systems and the related units of
measure.
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Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X v A
e Configure Standard Tables and Items

i-]‘ [ Bidding ‘x Create modify library data.

E Contract Management
Contractors

@ Document Management
Estimate
Fund Management

Notifications

Project Management

A A R B O R

Resource Management

= Time Zones

Figure 83: Library Management

Library Management
Participant Guide

2. Inthe navigation pane, expand Project Management, and then click Measurement Systems.

The MEASUREMENT SYSTEMS list page is displayed.

LIBRARY MEASUREMENT SYSTEMS
Q ype to Search X Vv A E] Reports ~ [}f Excel Import / Export « @ More «
f-] [~ Contract Management 4 [ systemname Description
]:& [~ Contractors
. US Customar: JS Customar
Dacument Management D Y Y
- [ Metric Metric
@ Estimate

I~ Fund Management
[ Netifications
™ Project Management

= Addilional Permissions ...

= Calendar

= Density

= Measurement Systems

= Measuremenr Unir Cros...

B Partner Agoney

Pay ltem Type

Figure 84: List Page of Measurement Systems
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3. Click New.
The MEASUREMENT SYSTEMS page is displayed.

MEASUREMENT SYSTEMS

<
m Save & Exit B Save & Continue @ Cancel

*
System name . US Customary
Description *ous Customary

MEASUREMENT UNITS

&)
O
'Y

ACRE ACRE
CTSM CTSM
CUFT CUFT
cuYD CUYD
DAY DAY

EACH EACH
FXHR FXHR

GAL GAL v
o
Figure 85: Measurement Systems Details Page

4. Inthe System Name box, enter the name for the measurement system.
In the Description box, enter the description for the measurement system.

6. To associate a unit with the measurement system, in the MEASUREMENT UNITS section, perform the
following steps:

a. Click Add.
The New Measurement Units dialog box is displayed.

o

New Measurement Units X
Unit *:  ACRE

Description :  ACRE

Save Cancel

Figure 86: New Measurement Units Dialog Box

In the Unit box, enter the name of the unit.

In the Description box, enter a description for the measurement unit.
d. Click Save.

The unit is added to the MEASUREMENT UNITS section.
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7. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.

3.2.7.4. Measurement Unit Crosswalk
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Payltem Team
For more information on role-specific permissions, referto Table 2 — Library Catalog Permission

Matrix
Overview

The Measurement Unit Crosswalk catalog enables you to provide the conversion factor to convert the
historic unit prices to the currently used unit based on the selected measurement system. This aids in
using the Unit Price Search utility.

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q Type to Sez X Vv A
ype to search Configure Standard Tables and ltems

[~ Bidding ‘3{ Creale modify library data.

Foy

I} [~ Contract Management
[~ Contractors

@- [~ Document Management
Estimate
Fund Management
Notifications

Project Management

oo o a

Resource Management

= Time Zones

Figure 89: Library Management
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2. Inthe navigation pane, expand Project Management, and then click Measurement Unit Crosswalk.
The MEASUREMENT UNIT CROSSWALK list page is displayed.

LIBRARY MEASUREMENT UNIT CROSSWALK
O‘, Type Lo Search X VvV A .‘r,\_l New El Reporis ~ [{W Excel Impert / Export = @ Mere =
ﬂ 7 Conlracturs 'Y D From Mezsurement System Frem Unit To Measurement System To Unit
l} = Document Mz nagament
[~ Lstimate [[] uscCustemary sQYD US Customary SQFT
[~ Fund Management D US Customary STA US Customary MILE
@‘ [~ Narificarions |:| US Customary WEEK Metric Week
™7 Froject Management, [] uscustomary TON Metric t
= Additional Permissions Selup [OJ uscustomary STA Metric km
m Calendar [[] uscCustomary sQYD Metric m2
= Density [ usCustemary SQFT Metric m2
® Meoasurement Systems [} uscCustomary SLRY Metric slry
= Measurement Unit Crossw... [J s customary Q TON Metric Qt
= Parliner Agency [] uscustomary Q_STA Metric Q_km
= Pay ltem Type [C] s customary Q_sQYD Metric Q_m2
m Project lyoe [] vscCustomary Q_CUYD Metric Q m3
= Standard ltems Conversion ... [J  uscustomary Mo Metric mo

Figure 87: List Page of Measurement Unit Crosswalk Form

3. Click New.
The MEASUREMENT UNIT CROSSWALK page is displayed.

MEASUREMENT UNIT CROSSWALK

[a Save & Exit [_'6 Save & Continue @ Cancel

*

From Measurement System : US Customary v
PRE

From Unit : sQvYD s

To Measurement System *: US Customary v
. *

ToUnit : SQFT v

Conversion Factor *: 0.1110

Figure 88: Measurement Unit Crosswalk Details Page

4. Provide the appropriate information in the fields, as described in the following table:

Field Name Description

From Measurement System From the drop-down list, select the measurement system.
Available options are Metric and US Customary.

The drop-down list displays measurement systems defined
in the Measurement Systems catalog of the library. For
more information on measurement systems, refer to
Section 3.2.7.3 Measurement Systems.

From Unit From the drop-down list, select the measurement unit.
Available options are Day, Each, Hour, Kg, etc.
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Field Name Description

The drop-down list displays measurement units defined for
the respective measurement system in the Measurement
Systems catalog of the library. For more information on
measurement systems, refer to 3.2.7.3. Measurement
Systems.

To Measurement System From the drop-down list, select the measurement system.
Available options are Metric or US Customary.

The measurement system selected in the From
Measurement System field is not available for selection.
The drop-down list displays measurement systems defined
in the Measurement Systems catalog of the library. For
more information on measurement systems, refer to
Section 3.2.7.3 Measurement Systems.

To Unit From the drop-down list, select the measurement unit.
Available options are ACRE, CTSM, CUFT, CUYD, etc.

The drop-down list displays measurement units defined for
the respective measurement system in the Measurement
Systems catalog of the library. For more information on
measurement systems, refer to 3.2.7.4. Measurement
Systems.

Conversion Factor Enter the appropriate conversion factor.

5. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.

3.2.7.5. Standard Items Tables

The Standard Items Table catalog is a collection of standard tables comprising commonly used items
and their related information such as their units of measure, estimated cost, and so on. In the Standard
Items Table catalog, you can group items into containers. This enables you to easily categorize items into
specific containers for easy access and classification of work. You can create multiple such standard
items tables and store them in the library for use in multiple projects across the application.

You can perform the following standard items table related activities:

e 3.2.7.5.1.Create a Standard Items Table

e 3.2.7.5.2. Access items of a Standard Items Table
e 3.2.7.5.3. Add Item to a Standard Items Table

e 3.2.7.5.4. Copy items from Standard Items Table
e 3.2.7.5.5. Importitem details in bulk
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3.2.7.5.1. Creating a Standard Items Table
Prerequisites
The role of the logged-in user must be one of the following:

* Administrator

* Payltem Team
For more information on role-specific permissions, refer to Table 2 — Library Catalog Permission Matrix

Overview

A standard table is a collection of items and containers. For categorization of items, items can be saved
into containers.

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q Typetos X VA
ype to search Configure Standard Tables and Items

f-]‘ 7 Bidding ‘k Create modify library data.

r& Contract Management
Contractors

@. Document Management
Estimate
Fund Management

Notifications

Project Management

A T S R R

Resource Management

= Time Zones

Figure 89: Library Management
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2. Inthe navigation pane, expand Project Management, and then click Standard Items Table.

LIBRARY STANDARD TABLES LIST
Q Type Lo Search X v A .ﬁ New O Mere -
m [ Document Managzment 4 [ standard Table Name
E_ [ Cstimate
[ fund Management [] Fr14
@ [ Notfications [] Fpo3

™7 Froject Management

Addtionz| Permissions Setup

Calendar

= Density
= Measuremenl Syslems
= Measurement Unit Crosswalk

Parmer Agoncy

Pay Ilern Type

Project Type

Srandard Irems Convarsion

Standard Items Table

State/Territory

larrain

Figure 90: List Page of Standard Items Table Form

3. Click New.

The NEW STANDARD TABLE page is displayed.

NEW STANDARD TABLE
[a Save @ Cancel

Table Name FP 14

Measurement System @  Metric

Figure 91: New Standard Table Page

In the Table Name box, type a name for the table.

5. From the Measurement System drop-down list, select a measurement system. Available options

are Metric and US Customary.

The drop-down list displays measurement systems defined in the Measurement Systems catalog of
the library. For information on measurement systems, refer to Section 3.2.7.3. Measurement

Systems.
6. Click Save.

You can now add items to the table. For information on adding standard items, refer to Section
3.2.7.5.3. Adding Items to a Standard Items Table.
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3.2.7.5.2. Accessing Items of a Standard Items Table
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Payltem Team

* A/E Support Tools

* Project Viewer

* Design Component Lead

* Designer

* Lead Designer

* Design QA/QC

* Highway Design Manager

* Project Manager

* A/E Designer

* A/E Lead Designer

* A/E Manager

* Acquisitions

* Construction Component Lead

* Construction Admin Staff

* Construction Engineer

* Highway Construction Manager/QA QC
* Construction Operations Engineer
* Inspector

* Assistant Project Engineer

* Project Engineer

* Regional Engineer

* Construction Inspection A&E Manager
* Inspector A&E

* Assistant Project Engineer A&E

* Project Engineer A&E
For more information on role-specific permissions, refer to Table 2 — Library Catalog Permission Matrix

Overview

You can access items and containers of a standard table to edit, view, or delete containers and items.
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Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X v A
e Configure Standard Tables and Items

i-]‘ [ Bidding ‘x Create modify library data.

E Contract Management
Contractors

@ Document Management
Estimate
Fund Management

Notifications

Project Management

A A R B O R

Resource Management

= Time Zones

Figure 92: Library Management

2. Inthe navigation pane, expand Project Management, and then click Standard Items Table.

LIBRARY STANDARD TABLES LIST
Q, Type o Search X| W A {1 New () More~
m [ Document Managament 4 [ s5tandard Table Name
E_ [ Cstimate
_ [ rund Managemeant [] FP14
[ Notfications [] FPo3

™7 Froject Managsment

Add tionz| Permissions Setup

Calendar

Density

Measuremenl Syslems

Measurement Unit Crosswalk

Parmer Agoncy

Pay Itern Type

Project Type

Srandard Items Convarsion

Standard Items Table

State/Territory

lerrain

Figure 93: List Page of Standard Items Table Form
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3. Select the appropriate standard items table, click Standard Items.

STANDARD TABLES LIST

_F Edit < View [l Delete | [[5] Standarditems |({) More ~

[[] standard Table Name

FP 14
] FPo3

Figure 94: Selecting Standard Items

The STANDARD ITEM LIST page is displayed.

STANDARD ITEM LIST
41 Mew - Bt Excel Import/Export ~ € More -

D Name Pay Item Description (US Customary) Pay Item Description (Metric) Unit {US Customary) Unit (Metric)

D \G 15101-0000 MOBILIZATION Iobilization LPSM LPSIM
O \n 15201-0000 CONSTRUCTION SURVEY AND STAKING  Construction survey and staking LPSM LPSM
_ SLOPE, REFERENCE, AND CLEARING Slope, reference, and clearing and

D ‘G 15205-0000 LPSM LPSM
AND GRUBBING STAKE grubbing stake
SLOPE, REFERENCE, AND CLEARING slope, reference, and clearing and

O % 1520£-0000 MILE km
AND GRUBBING STAKE grubbing stake

D \G 152101000 CENTERLINE, STAKING Centerline, staking MILE km
CENTERLINE, VERIFICATION AND . - .

O \n 15210-3000 Centerling, verification and staking MILE km
STAKING

Figure 95: Standard Item List

3.2.7.5.3. Adding Items to a Standard Items Table
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* PayltemTeam
For more information on role-specific permissions, refer to Table 2 — Library Catalog Permission Matrix

Overview

Items must be added to the standard table to complete the process of creating standard tables so that
they can be used across the application.
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Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X v A
e Configure Standard Tables and Items

i-]‘ [ Bidding % Create modify library data.

E Contract Management
Contractors

@ Document Management
Estimate
Fund Management

Notifications

Project Management

A A R B O R

Resource Management

= Time Zones

Figure 96: Library Management

2. Inthe navigation pane, expand Project Management, and then click Standard Items Table.

LIBRARY STANDARD TABLES LIST
Q Type to Search X v A .n New @ More ~
m [7 Document Management a [7] standard Table Name
[é [7 Estimate
[ Fund Management [ rFP14
[ Netifications D FP03
@ 7 Project Management
m Additional Permissions Setup
m Calendar
= Density

® Measurement Systems
®m Measurement Unit Crosswalk

= Partner Agency

Pay ltem Type

Project Type

Standard Items Conversion ...

Standard Items Table

State/Territory

m Terrain
Figure 97: List Page of Standard Items Table Form
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3. Select the appropriate standard items table, and then click Standard Items.

STANDARD TABLES LIST

_f Edit @ View [l Delete | [[F] Standarditems [(2 More ~

[[] standard Table Name

FP 14
[(] FrPoO3

Figure 98: Selecting Standard Items

The STANDARD ITEM LIST page is displayed.

STANDARD ITEM LIST

+1 New ~ save [ Excel Import/Export ~ & More ~
[0 Neme Pay [tem Description (US Customary) Pay Item Description (Metric) Unit (US Customary) Unit (Metric)
D ‘P‘ 15101-0000 MOBILIZATION Mebilization LPSM LPSI/
15201-0000 CONSTRUCTION SURVEY AND STAKING  Construction survey snd siaking LPSM LPSM
s ) ]
SLOPE, REFERENCE, AND CLEARING Slope, reference, and clearing and
O Iy 152050000 LPSM LPSM
AND GRUBBING STAKE grubbing stake
SLOPE, REFERENCE, AMD CLEARING Slope, reference, and clearing and
O I 15206-0000 MILE km
AND GRUBBING STAKE grubbing stake
152101000 CENTERLINE. STAKING Centerline, staking MILE km
L]
CENTERLINE, VERIFICATICN AND -
D n 15210-3000 Centerling, verification and staking MILE km
STAKING

Figure 99: Standard Item List

4. To add anitem, perform the following steps:
a. Click New, and then click New.

STANDARD ITEM LIST

.ﬂ New ~ Save E‘}t Excel Import / Export - @ More -
Pay Item Descriptio
41 New
=] New Container
— ey MOBILIZATION

Figure 100: Add New ltem
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The NEW STANDARD ITEM page is displayed.

NEW STANDARD ITEM

[a Save & Exit L'S Save & Continue R Save & Create New

Container : Root

Pay Item Number *: | 15201-0000

Pay Item Description (US *;  CONSTRUCTION SURVEY AND

Customary) STAKING

Unit (US Customary) “:  LPSM

Pay Item Description (Metric) *:  Construction survey and -

staking

Unit (Metric) "t LDSM
Bid Decimal ™ D
Pay Item Type N
Material Incentive : () Yes @ No
Standard Item Table Name : FP 14
Pay Item Created Date : 0b/20/2023
Pay Item Modified Date : 06/20/2023
Division Requested : Select One
Unit Price in $
Force Unit Prices : []
Force Quantity

Did Tunna ¥+ /@ Did

@ Cancel +3

o
T
o

€.00

o ———————————————————— 4

Figure 101: New Standard Item Page

The following information is displayed:

Field Name

Description

Container

The name of the container, if any.

Standard Item Table Name

The name as defined while creating the standard table.

Pay Item Created Date

The date on which the pay item is created.

Pay Item Modified Date

The date on which the pay item is modified.

b. Provide the appropriate information in the fields, as described in the following table:

Field Name

Description

Pay Item Number

Enter the item number.

Pay Item Description (US
Customary)

Enter the description of the item for the measurement
system — US Customary.

Unit (US Customary)

From the drop-down list, select the unit of measure for
the item.

Available options are ACRE, CTSM, CUFT, CUYD,
MILE, etc. The drop-down list displays the
measurement units defined for the US Customary
record in the Measurement System catalog of the
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Field Name

Description

Library. For more information on measurement
systems, referto 3.2.7.3. Measurement Systems.

Pay Item Description (Metric)

Enter the description of the item for the measurement
system — Metric.

Unit (Metric)

From the drop-down list, select the unit of measure for
the item.

Available options are CTSM, Day, Each, Hour, KG, etc.
The drop-down list displays the measurement units
defined for the Metric record in the Measurement
System catalog of the Library. For more information on
measurement systems, referto 3.2.7.3. Measurement

Systems.

Bid Decimal

From the drop-down list, select the appropriate bid
decimal value for the item.
Available options are 0, 1, 2, 3.

Pay Item Type

From the drop-down list, select the type of pay item.
Available options are N, NM, NR, NS, QM, etc.

The drop-down list displays the active pay item types
defined in the Pay Item Type catalog of the library.

Material Incentive

Click the appropriate option.

Division Requested

From the drop-down list, select the appropriate division
requested.

Available options are Federal Land Highways, Eastern
Federal Lands, Central Federal Lands, and Western
Federal Lands.

The drop-down list displays the active business units
defined in the Business Unit form of the
Administration module.

Unit Pricein $

Enter the cost per unit.

Force Unit Prices

Select the check box to ensure the unit price for the
item is non-editable in the e-Bidding module.

Force Quantity

Select the check box to ensure the quantity for the item
is non-editable in the e-Bidding module.

Bid Type Click the appropriate option.

Mobilization Select the check box to ensure the item is considered
as a mobilization item.
It enables the user to add the unit price as a percentage
(%) of Schedule Amount in the engineer's estimate.

Is Active Ensure the check box is selected to make the standard
items table active.

Notes/Remarks Enter any notes for the item.

5. Optionally, inthe ATTACHMENTS section, upload or link related files.
For information on attachments, refer to Section 4.1. Attachments.
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6. To save the item, perform any of the following steps, as applicable:
¢ Click Save & Exit to return to the item list page.
e C(Click Save & Continue to save the item and continue on the same page.
¢ Click Save & Create New to save the current item and continue creating new items. Click Cancel
to discard the added information and exit the page.

3.2.7.5.4. Copying Items from Standard Items Table

Prerequisites

* Therole of the logged-in user must be one of the following:
o Administrator
o Payltem Team
For more information on role-specific permissions, referto Table 2 — Library Catalog
Permission Matrix

* Anitem exists in the standard items table.

Overview

You can copy and paste items from a container to a different container.
Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Search X Vv A
v Configure Standard Tables and Iltems

i.} [~ Bidding ‘x Creale modify library data.

E [~ Contract Management
[~ Contractors

@. [~ Document Management
Estimate
Fund Management
Notifications

Project Management

AN B B B

Resource Management

= Time Zones

Figure 102: Library Management
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2. Inthe navigation pane, expand Project Management, and then click Standard Items Table.

LIBRARY STANDARD TABLES LIST
O-, Type to Search X Vv A .|.nj New @ More ~
m [~ Document Managzment a [7] standard Table Name
[~ Estimate
[~ Fund Management [] FP14
[= Notifications O rpo3

10

™ Project Management
= Additional Permissions Setup

= Calendar

Densily

Measurement Systems

Measurement Unit Crosswalk

Partner Agency

m Pay ltem Type

Project Type

Standard Items Conversion ...

Standard Items Table

State/Territory

Terrain

Figure 103: List Page of Standard Items Table Form

3. Select the appropriate standard items table, click Standard Items.

STANDARD TABLES LIST

_f Edit @ vView T[T Delete | [[F] Standarditems |(2) More

| ] Standard Table Name

FP14
[] FrPO3

Figure 104: Selecting Standard Items
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The STANDARD ITEM LIST page is displayed.

STANDARD ITEM LIST
&l Mew — save [t Excel Import/Export ~ () More -

0 Name Pay Item Description (US Customary) Pay Item Description (Metric) Unit {US Customary)  Unit (Metric)

15101-0000 MOBILIZATION Iiobilization LPSM LPSIM
§ bilizat
15201-0000 CONSTRUCTION SURVEY AND STAKING  Conslruction survey and s.aking LPSM LPSM
% i y and staking
_ SLOPE, REFERENCE, AND CLEARING Slope, reference, and clearing and
D ‘G 152050000 LPSM LPSM
AND GRUBBING STAKE grubbing stake
SLOPE, REFERENCE, AND CLEARING slope, reference, and clearing and
O G 1520&-0000 MILE km
AND GRUBBING STAKE grubbing stake
152101000 CENTERLINE, STAKING Centerling, staki MILE m
% i king ko
CENTERLINE, VERIFICATION AND .
D n 15210-3000 Centerling, verification and staking MILE km
STAKING

Figure 105: Standard Item List

4. Selectthe appropriate items, click Actions, and then click Copy Items.

STANDARD ITEM LIST

£ New - sove  _ff Edit @ View Tl Delete ) More -
] nNeme Pay ltem mary) Pay Item Description (Metric) Unit (US Customary)
I Copy ltems
D G 15101-0000 MOEILIZATION Mobilization LPSM
[ 15201-0000 I CONSTRUCTION SURVEY AND STAKING ~ Construction survey and staking LPSM
SLOPE, REFERENCE, AND CLEARING Slope, reference, and clearing and
n 15205-0000 R LPSM
AND GRUBBING STAKE grubbing stake
SLOPE, REFERENCE, AND CLEARING Slope, reference, and clearing and
E 15206-0000 MILE
AND GRUBBING STAKE prubbing slake

Figure 106: Copy Items

5. Select the appropriate container, click Actions, and then click Paste Items.

_i Edit & View '@' Delete @ More =
[ Name Pay Item nary) Pay ltem Description (Metric)
Paste Items

O |R 15101-0000 MOBILIZATION Mobilization

STANDARD ITEM LIST

-I'-j New -

O % 15201-0000 CONSTRUCTION SURVEY AND STAKING  Construction survey and staking

SLOFE, REFERENCE, AND CLEARING Slope, reference, and clearing and

[} 15205-0000 i
AND GRUBBING STAKE grubbing stake

Figure 107: Paste Items

The item is added to the container.
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3.2.7.5.5. Import Item Details to Standard Items Tables in Bulk
Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Payltem Team
For more information on role-specific permissions, refer to Table 2 — Library Catalog Permission Matrix

Overview
The Excel Import / Export feature enables you to upload and update standard item details in bulk.
The high-level process of uploading or updating details of standard items in bulk is as follows:

1. Export the template workbook.
2. Add or update item information in the template workbook.
3. Import the updated workbook.

Note: You cannot delete records or upload attachments using an Excel workbook
Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY LIBRARY MANAGEMENT

Q, Type to Sez X VvV A
ype to search Configure Standard Tables and ltems

ﬁ [T Bidding ‘k Creale modify library data.

I} [~ Contract Management
[~ Contractors

@ [~ Document Management
Estimate
Fund Management
Notifications

Project Management

oo

Resource Management

= Time Zones

Figure 108: Library Management
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2. Inthe navigation pane, expand Project Management, and then click Standard Items Table.

LIBRARY STANDARD TABLES LIST
O-. Type to Search X v A .n New @ More -
'I') 7 Document Management 4 [7] standard Table Name

E [ Estimate

[~ Fund Management [ rP14
i

[ Natifications [J Frro3
™ Project Management

= Additional Permissions Setup

m Calendar

= Densty

= Measurement Systems

m Measurement Unit Crosswalk

= Partner Agency

Pay ltem Type

Project Type

Standard Items Conversion ...

Standard Items Table

State/Territory

m Terrain

Figure 109: List Page of Standard Items Table Form

3. Select the appropriate standard items table, click Standard Items.

STANDARD TABLES LIST

_F Edit @ View T Delete | |} Stendarditems |6 More ~

[[] Standard Table Name

FP 14
] FrPo3

Figure 110: Selecting Standard Items
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The STANDARD ITEM LIST page is displayed.

STANDARD ITEM LIST

15101-0000

G
G

15201-0000

15203-0000

5%

1520&-0000

G
G
G

152701000

15210-3000

Bt Excel Import/ Export ~

) More -

Pay Item Description (US Customary) Pay Item Description (Metric)

MOBILIZATION

CONSTRUCTION SURVEY AND STAKING

SLOPE, REFERENCE, AND CLEARING
AND GRUBBING STAKE
SLOPE, REFERENCE, AND CLEARING
AND GRUBBING STAKE

CENTERLINE, STAKING

CENTERLINE, VERIFICATICN AND
STAKING

Mabilization
Construction survey end staking

Slope, reference, and clearing and
grubbing stake
slope, reference, and clearing and

grubbing stake

Centerling, staking

Centerling, verification and staking

Figure 111: Standard Item List Page

Unit {US Customary)

LPSM

LPSM
LPSM
MILE
MILE

MILE

Unit (Metric)

LPSM

LPSM

LPSM

km

km

km
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4. To export details of new items, in the toolbar, click Excel Import / Export, and then click Excel
Template or Excel Template With Data.

STANDARD ITEM LIST

(SR

E]f Excel Import / Export ~

15101-0000

G
G

15201-0000

15205-0000

G

15206-0000

G
G

15210-1000

<1 Excel Import

-

Excel Export (xIs)

*

=

Excel Export (xIsx)

ore -

cription (US Customary) Pay Item Description {Metric)

E

Excel Template (xls)

Excel Template (xlsx)

Excel Template With Data (xls)

E

Excel Template With Data (xlsx)

N SURVEY AND STAKING

NCE, AND CLEARING
G STAKE
MNCE, AND CLEARING
G STAKE

CENTERLINE, STAKING

Mabilization

Construction survey and staking

Slope, reference, and clearing and

grubbing stake

Slope, reference, and clearing and

grubbing stake

Centerline, staking

Figure 112: Excel Import / Export Option

The Excel workbook template is downloaded to the local hard drive.

Note: It is recommended to download the template with data. To download the template workbook
with data, ensure a Standard Items Table record is created and the appropriate details are added.

5. Openthe saved Excel workbook template.

A s @0} /] - C

Library Managomart Iems lemplato - Compatibility Meda (g -

saved to this PC

3o
m- o
e

27

J K

File  Home Inzeit Draw Pagelayout Formulas  Data  Review  View  Automate  Help
ﬁl:l A |§mil7 \V_IA‘ & == % i |General v [ Conditional Tormattng + 5 nsait
[ vlin v = = = [
f— - - % e 7 Fanmat as Tablo v T Delote
Faste [B] I u~ e & A === E- : & .
- — b [ cell Styles - i) Format ~
digkezre & Fart [ Aligrmane G Humbr T Siyles cells
Al v fe ntemalin
A E c D E F G H |
1 |Internal ID _|Type Indent Level Line No Name Pay ltem Description (US Customary) Notes  Pay ltem No
2 0 ]
3
26
27
28
< Instructions  ltem 4= D ——

Figure 113: Excel Template
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The template workbook contains the following sheets:
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¢ Instructions sheet - This sheet provides instructions to enter details of the standard items

table.

¢ Iltem sheet-This sheet enables you to provide accurate information about the items in

respective columns of this sheet.

6. Inthe Excel workbook, perform either of the following steps as applicable:

a.

e Toupload new items, refer to Upload New Items.

e Toupdate the existing Standard Items Table record, refer to Update the existing items.

Note: The following pointers enable you to upload or update item information correctly:

e For lists and selection options, ensure the correct spelling of the option is entered
e For updating item information, ensure the InternallD refers correctly to the intended item

* You cannot delete items using an Excel workbook

* ForYes/No options, enter Yes or No in the relevant columns

e For True/False options, enter True or False in the relevant columns

e Fields that provides the automatically calculated value are not available in the template

7. Toimport the template workbook with item details to the application, perform the following steps:
In the STANDARD ITEM LIST page, click Excel Import / Export, and then click Excel Import.

STANDARD ITEM LIST

+1 New - | Byt Excel mport / Export ~ | @ More ~
] Name cription (US Customary) Pay Item Description (Metric)
[® Excel Import
[ Excel Export (xls)
(M| [ 13101-0000 B Excel Export (xIsx) 1 Mabilization
O =@ 15201-0000 [@ Excel Template (xls) N SURVEY ANDSTAKING  Construction survey and staking
@ Excel Template (xIsx) NCE, AND CLEARING Slope, reference, and clearing and
O [ 15205-0000 )
@ Excel Template With Data (xIs) G STAKE grubbing stake
D \[__' T @ Excel Template With Data (xlsx) MNCE, AND CLEARING Slope, reference, and clearing and
§ G STAKE grubbing stake
(M| [ 15210-1000 CENTERLINE, STAKING Canterline, staking

Figure 114: Excel Import Option

The IMPORT DETAILS FROM EXCEL FILE page is displayed.

IMPORT DETAILS FROM EXCEL FILE

© Back

selectFile : || Chouss File | No file chosen

Figure 115: Import Details From Excel File
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b. Click Choose File to select the workbook with updated details.
The Open dialog box is displayed.

€ open X
&« v i > Downloads » N C Search Downloads r
Organize ~ MNew folder =- [ e

> Re Name Date modified Type
> S ~ Today
5 " Library Management Items_Template 7/2/2024 10:27 PM Microso
5 " = MO1_Introduction_to_Masterworks_ditamap-10... ~ 7/2/2024 4:54 PM Microso
~ Yesterday
Labor_Equipment_Template 7/1/2024 7.57 PM Microso
i »
V' Last week
L # :
- O Support-LogMelnRescue (1) 6/25/2024 3:16 PM Applicat
= * .
2= OneDrive_1_6-24-2024 6/24/2024 7:08 PM Compre
N+
File name: |Library Management ltems_Template | Al files v

Upload from mobile Open Cancel

Figure 116: Open Dialog Box

c. Selectthe appropriate workbook, and then click Open.
d. Click Upload to import form information from the Excel workbook to the form.

IMPORT DETAILS FROM EXCEL FILE

@ Back

Select File : | Choose File | Liorary _mplate xls

Figure 117: Upload Items from Excel

On successful import, the success message is displayed.

e. Onencountering errors while importing an Excel workbook, perform the following steps:
i In the toolbar, click Error Log.

IMPORT DETAILS FROM EXCEL FILE

@) Back | Error Lng‘

Figure 118: Error Log Option

The error log workbook is downloaded to your local storage.
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ii.  Openthe workbook to view the errors in the various columns.
Error messages in the cells are highlighted in red. Tabs in the workbook are also highlighted
to indicate the presence of errors.
iii.  Open the Excel workbook with form information and modify form details. Optionally, you can
make relevant corrections in the error log workbook and upload it.
iv.  Save and upload the Excel workbook to import the updated information.
f. Click Save.
g. Click Back.
The item details in the Excel workbook are uploaded to the STANDARD ITEM LIST page.

3.2.7.5.5.1. Upload Iltem Information
Steps

1. Enterthe appropriate details in the worksheet, as described in the following table:

Column Description

Internal ID To upload details of new items, do not enter any details in
the Internal ID column.

Type Select the type of item being defined.

e Tocreate a container, select Container.

e To create anitem, select Item.

Indent Level Defines the line number of the parent container to group the
current container or item into the parent container.
Mandatory field; information must be provided.

Specify 0 for first level containers or items, 1 for second level
containers or items, and so on.

For example, consider two containers, CONT1 and CONT2.
To define CONT2 under CONT1, if Indent Level for CONT1 is
set to nthen Indent Level of CONT2 must be setto n+1.
Similarly for items, to define an item in CONT2, Indent Level
of the item must be set to n+2.

The hierarchy of containers and items in containers must be
defined sequentially in the Excel worksheet. For example, to
define anitem Item3 in a container C3 that is at indent level
0, the item must be defined with indent level 1 after the row
with details of container C3.

The following image illustrates three containers C1, C2, and
C3. Container C3 is within C2. Items ltem1isin C1, ltem2 is
in C2, and ltem3is in C3. Note the indent levels defined in
the Microsoft Excel template.
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Column

Description

ot T teeriey s Hom e []

Figure 122: Items and Containers lllustrated in Excel Workbook

The following image illustrates the items and containers
imported to Masterworks using the Excel workbook
containing information as illustrated in the previous image:

STANDARD ITEM LIST
4 New ~ Bt Excelimport/Export + € More ~

O nName Pay Item Description (US Customary) Unit (US Customary}  Pay ltem Description (Metric) Unit (Me
O © pefaur Default
E G tem Descitemt Lrst Descitemt "

0O B} ttemz Desc-item2 LPsm Desclcem2 13

(] [ lem3 Descltem3 Exch Desc-lem3 kg

Figure 123: Items and Containers Import List

Line No

Enter the appropriate line number of the item.

Name

Enter the name of the container or item.
Thatis, if Type is selected as Container, then in the Name
column, enter the name of the container.

Pay Item Description (US
Customary)

Enter the description of the item for the measurement
system — US Customary.

Notes

Enter the notes for the container or item.

Pay Item Number

Enter the pay item number that uniquely identifies the item.
Mandatory field; information must be provided.

Unit (US Customary)

Enter the acronym of the unit of measure for the item.
The unit of measure entered here must match the unit of
measure defined in the US Customary record in the
Measurement Systems library catalog.

For example, ACRE, CTSM, CUFT, CUYD, etc. Mandatory
field; information must be provided002E

Unit Pricein $

Enter the cost of each of the item, as applicable.

Pay Item Description (Metric)

Enter the description of the item for the measurement
system — Metric.
Mandatory field; information must be provided.

Unit (Metric)

Enter the acronym of the unit of measure for the item. The
unit of measure entered here must match the unit of
measure defined in the Metric record in the Measurement
Systems library catalog.

For example, CTSM, Day, Each, Hour, Kg etc.

Mandatory field; information must be provided.
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Column Description
Bid Decimal Enter the appropriate bid decimal value for the item. You can

enter decimal value from 0 to 3.

Mandatory field; information must be provided.

Pay Item Type Enter the type of pay item.

The type of pay item must match the pay items defined in the
Pay Item Type library catalog.

For example, N, NM, NR, NS, QM, etc. Mandatory field;
information must be provided.

Material Incentive Enter Yes if the item is a material incentive. Otherwise, enter
No.
Division Requested Enter the appropriate division requested.

The division requested must match the active business units
defined in the Business Unit form of the Administration
module.

For example, Federal Land Highways, Eastern Federal Lands,
Central Federal Lands, or Western Federal Lands.

Force Unit Prices Enter True to ensure the unit price for the item is non-
editable in the e-Bidding module. Otherwise, enter False.

Force Quantity Enter True to ensure the quantity for the item is non-editable
in the e-Bidding module. Otherwise, enter False.

Bid Type Enter either Bid or Ancillary.
Mandatory field; information must be provided.

Mobilization Enter True to ensure mobilization is available for the item.
Otherwise, enter False.

Is Active Enter True to ensure the standard items table is active in the

application. Otherwise, enter False.

2. Save the workbook.
3.2.7.5.5.2. Updating Item Details in Bulk
Steps

1. Update the appropriate details in the worksheet, as described in the following table:
Note: Deleting an item from the Excel workbook does not delete the item in the standard items table.

Column Description
Internal ID Do not edit. Retain the value in this column.
Type Update the type of item being defined.

e To create a container, select Container.

e Tocreate anitem, select ltem.

Indent Level Defines the line number of the parent container to group the
current container or item into the parent container.
Mandatory field; information must be provided.
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Column

Description

Specify O for first level containers or items, 1 for second
level containers or items, and so on.

For example, consider two containers, CONT1 and CONT2.
To define CONT2 under CONT1, if Indent Level for CONT1 is
set to nthen Indent Level of CONT2 must be set to n+1.
Similarly for items, to define an item in CONT2, Indent Level
of the item must be set to n+2.

The hierarchy of containers and items in containers must be
defined sequentially in the Excel worksheet. For example, to
define an item Item3 in a container C3 that is at indent level
0, the item must be defined with indent level 1 after the row
with details of container C3.

The following image illustrates three containers C1, C2, and
Ca.

Container C3 is within C2. I[tems Item1isin C1, ltem2isin
C2, and Item3isin C3. Note the indent levels defined in the
Microsoft Excel template.

o 5 5 7 i a n 1 F
iemallE Ty oo Lol Line Mo N  Pay rom Besaripfin (US Castomary] Nt g WomMa  Urit US Enstarmary) Uit Prive in S Pay Hem Bescription (Moin)
Ca 3

Dusc len lear 1 LPsta 0.0C Des Lt
Tirse- trem? e Pad 0% Dasedm?
Farh ar

Nz trod e Farl aar Nased=ma

{4 —
N T R B oW 1

Figure 124: Items and Containers Illustrated in Excel Workbook
The following image illustrates the items and containers
imported to Masterworks using the Excel workbook
containing information as illustrated in the previous image:

STANDARD ITEM LIST
£ New ~ Bt Excelimport/Export ~ € More v
O Name Pay ltem Description (US Customary) Unit (US Customary]  Pay ltem Description (Metric) Unit (Me

" Default Default

=

Descitem’ LPsM Descltem! B

O 0 0Opg.
o]
|

m

o]
1
Q

B ftemz Desc-itemz LPsM Desc-ltem2 T3

O.jER.O

0 hem3 Desc-lem3 Each Descltemn3 ke

Figure 125: Items and Containers Import List

Line No

Update the appropriate line number of the item.

Name

Update the name of the container or item.
Thatis, if Type is selected as Container, then in the Name
column, enter the name of the container.

Pay Item Description (US
Customary)

Update the description of the item for the measurement
system — US Customary.

Notes

Update the notes for the container or item.
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Column Description
Pay Item Number Update the pay item number that uniquely identifies the
item. Mandatory field; information must be provided.
Unit (US Customary) Update the acronym of the unit of measure for the item.

The unit of measure entered here must match the unit of
measure defined in the US Customary record in the
Measurement Systems library catalog.

For example, ACRE, CTSM, CUFT, CUYD, etc. Mandatory
field; information must be provided.

Unit Pricein $ Update the cost of each of the item. Mandatory field;
information must be provided.
Pay Item Description (Metric) Update the description of the item for the measurement

system — Metric.

Mandatory field; information must be provided.

Unit (Metric) Update the acronym of the unit of measure for the item. The
unit of measure entered here must match the unit of
measure defined in the Metric record in the Measurement
Systems library catalog.

For example, CTSM, Day, Each, Hour, Kg etc. Mandatory
field; information must be provided.

Bid Decimal Update the appropriate bid decimal value for the item. You
can enter decimal value from 0 to 3.

Mandatory field; information must be provided.

Pay Item Type Update the type of pay item.

The type of pay item must match the pay items defined in
the Pay Item Type library catalog.

For example, N, NM, NR, NS, QM, etc. Mandatory field;
information must be provided.

Material Incentive Update Yes if the item is a material incentive. Otherwise,
enter No.
Division Requested Update the appropriate division requested.

The division requested must match the active business
units defined in the Business Unit form of the
Administration module.

For example, Federal Land Highways, Eastern Federal
Lands, Central Federal Lands, or Western Federal Lands.

Force Unit Prices Update True to ensure the unit price for the item is non-
editable in the e-Bidding module. Otherwise, enter False.
Force Quantity Update True to ensure the quantity for the item is non-
editable in the e-Bidding module. Otherwise, enter False.
Bid Type Update either Bid or Ancillary.
Mandatory field; information must be provided.
Mobilization Update True to ensure mobilization is available for the item.

Otherwise, enter False.
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Is Active

Update True to ensure the standard items table is active in
the application. Otherwise, enter False.

3.2.7.6. Standard Items Conversion Crosswalk

Prerequisites

The role of the logged-in user must be one of the following:

o Administrator
Pay Item Team

For more information on role-specific permissions, referto Table 2 — Library Catalog Permission

Matrix

Overview

The Standard Items Conversion Crosswalk catalog enables you to map the same items from different
standard items tables to aid in the Unit Price Search utility.

Steps

1. Inthe module menu, click Library.
The LIBRARY MANAGEMENT page is displayed.

LIBRARY

Q, Type to Search X

[~ Bidding

[~ Contract Management

b0}
L&

[~ Contractors
0

[~ Document Management

Estimate
Fund Management
Notifications

Project Management

AN B B |

Resource Management

m Time Zones

LIBRARY MANAGEMENT

r| Configure Standard Tables and Items
% Create modify library data.

Figure 119: Library Management

2. Inthe navigation pane, expand Project Management, and then click Standard Items Conversion

Crosswalk.
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The STANDARD ITEMS CONVERSION CROSSWALK list page is displayed.

LIBRARY STANDARD ITEMS CONVERSION CROSSWALK
Q, Type w Search ¥ W oA |1 Mew | [&] Reports + Bt Excellmport/ Expart ~ () Mare =
i.) [~ Document Management & [ To:standard ltems Table To: Pay Item No. To : Pay Item Description From : Standard Items Takle From: Pay Item No.
s [ Cstimate
[~ Fund Management [J rr14 63314-1000 RUMELE 5TRIP, SHOULDER FPO3 63314-1000
mﬂ I Notifications D FP 14 63314-0000 RUMELE STRIP FP O3 63314-0000
=1 Project Management [ eea 63302-1000 SIGN SYSTEM, GOVERNMEN... FP 03 633021000
u Additional Parmissans Setup [ re1a 55230-0000 CONCRETE COLOR FINISH FP O3 55215-0000
u Calendar O fe14 55226-0000 CLEAN CONCRETE SURFACE  FP 03 552120000
m Dersity O rfr1d 50201-0000 CONCRETE PAVEMENT REST.. FP 03 50201-0000
= Measurement Systems [ re1a 213020000 ASPHALT PAVEMENT MILLL..  FP 03 41302-0000
= Measurerment Unit Crosswalk O 4 312010000 DUST PALLIATIVE APPLICAT... FP 03 30501-0000
= Parmer Agercy [ rr1a 311012000 STABILIZED AGGREGATE SU... FP 03 30406-2000
m Syl Lype [ rr14 31101-2000 STABILIZED ACGREGATE SU.. FP O3 30406-1000
u P Type [ rr14 31101-1000 STABILIZED AGGREGATE 5U.. FPO3 30412-2000
® Standard ltems Conversion... [ rfr14 31101-1000 STABILIZED AGGREGATE 5U.. FP 03 30412-1000
m Stzndard Irems Table [] Fr1a 31701-1000 STABILIZED AGGREGATE SU... FP O3 304030800
u StateTerritary 0O rua 311011000 STABILIZED AGGREGATE SU.. FPO3 304030700
u Terrain [0 re1a 311011000 STABILIZED AGGREGATE SU...  FP 03 30403-0600
P2 Resource Managemant :‘\ FP 14 31101-1000 STABILIZED AGGREGATE SU...  FP 03 30403-0500
> 5 lime Jones - A : : [

Figure 120: List Page of Standard Items Conversion Crosswalk Form

3. Click New.
The STANDARD ITEMS CONVERSION CROSSWALK page is displayed.

STANDARD ITEMS CONVERSION CROSSWALK

[a Save & Exit ['8 Save & Continue @ Cancel

PAY ITEM TO

To: Standard Items Table *: F214 v
Pay Item No. *:  63314-1000

Pay Item Description : RUMBLE STRIP, SHOLILDER

PAY ITEM FROM
From: Standard Items Table *: 203 v
From Pay Item No. *: 633141000

From Pay Item Description : RUMBLE STRIP, SHOULDER

Vi

Figure 121: Standard Items Conversion Crosswalk Details Page

4. Inthe PAY ITEM TO section, provide the appropriate information in the fields, as described in the
following table:
Note: The standard items table selected in the To: Standard Items Table and From: Standard Items
Table fields cannot be same.
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Field Name

Description

To: Standard Items Table

From the drop-down list, select the appropriate standard items table.
Available options are FP 03 and FP 14.

The drop-down list displays tables defined in the Standard Items Table
catalog of the library. For more information on standard items table,
refer to Section 3.2.7.5. Standard Items Tables.

Pay Item No.

To select the pay item number, perform the following steps:
a. Click
The Pay Item dialog box is displayed.

Payce x

I
15707 paan MOR | FATICN -
13207 paan ol SURMEY AMD STAKING

152151001

[« | < IREEREREEY - |- JERL
=
Figure 122: Pay Item Dialog Box

Available options are based on the standard items table
selected in the To: Standard Items Table field.

b. Click the appropriate pay item, and then click Select.
Note: Based on the Pay Item No. selected, the Pay Item
Description field displays the description of the pay item as
defined in the Standard Items Table catalog of the library. For
more information on standard items table, refer to 3.2.7.5.
Standard Items Tables on page 79.

5. Inthe PAY ITEM FROM section, provide the appropriate information in the fields, as described in the

following table:

Field Name

Description

From: Standard Items
Table

From the drop-down list, select the appropriate standard items
table.

Available options are FP 03 and FP 14.

The drop-down list displays tables defined in the Standard ltems
Table catalog of the library. For more information on standard
items table, refer to Section 3.2.7.5. Standard Items Tables on

page 79
From Pay Item No. To select the pay item number, perform the following steps:
a. Click

The Pay Item dialog box is displayed.
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Pay Item x
o oo ]

15907 G0 IOR | FATICH a
15207 e CUMSTALCTICON SURVEY AN STARING

152U HY 50, L LN, AN CLLAJING AND S ALLBING 515K

15206090 502, HL LN, AN CLLAJING AND C ALLBING 515K

AEFIESE IUALY AN 31 8AING, SeRIUALH DA

13215 2000 e

15215 2000 IHAGE STRLUCTURE

152051900 UIALY ANL S TAKING, SLUMANLNI ROMUN_NT S MAIKLIE

gl - ::: -3@g -~ -~ A of 3 Bk e
Figure 123: Pay Item Dialog Box

Available options are based on the standard items table
selected in the From: Standard Items Table field.
b. Click the appropriate pay item, and then click Select.

Note: Based on the From Pay Item No. selected, the From Pay Item
Description field displays the description of the pay item as
defined in the Standard Items Table catalog of the library. For more
information on standard items table, refer to Section 3.2.7.5.
Standard Items Tables.

6. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.
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4. Appendix

4.1. Attachments

You can upload or link files in the Documents folders to every record. You can also upload any
number of attachments, regardless of size, to a record or while performing workflow actions for a
record.

The following sections explain how to upload or link, access, and download attachments in a form or
workflow:

4.1.1. Attaching a File to a Form

4.1.2. Accessing and Downloading Attached Files

4.1.3. Deleting Attached Files

You can annotate and delete attachments.
4.1.1. Attaching aFiletoaForm
You can upload files to a form and link a file in the Documents folders of a form.

Note: The Upload and Link New Document option is the most preferred and used method to link
files to a form by the FLH team.

The Project Fund List form is used for illustration purposes.
Uploading Files to a Form
To upload files, perform the following steps in the ATTACHMENTS section:

1. Click Upload Document.

PROJECT FUND LIST

[@ save&Exit [ Save&cContinue @®) Cancel [®] Workflow ~ °° Select Actions ~ + ¥
ALLUGIIL INUIIIET  « 101 DUSDUL S £U 159U .Y £ U U, | =y
Account Priority : CONO3-CONO04 v
Authorized Amount (S) : 0.00
Expended Amount (S) : 0.00
Probable Expenditure (S) : 0.00
Remaining Amount (S) : 0.00
Notes : -
Y%
ATTACHMENTS
[ | File View status Uploaded Date | File Size
No Attachments available
v
< »
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The Open dialog box is displayed.

e Open 4
« S5 v N « FHWA > Publishe... v O Search Published PDF »p
Organize ~ New folder =- 0 0

£ Home Name ' Date modified

Il Desktop »
&8 Documents #
4 Downloads #
PR Pictures »
@ Music »
£ videos »

File

@ A01_Library_Management_PG_ditamap-10001-...  5/24/2023 3:08 PM

[-’ﬂ A01_Library_Management_PG_ditamap-10002-..  5/25/2023 5:23 PM

@ A01_Library_Management_PG_ditamap-10002-..,  5/25/2023 5:23 PM

@ A01_Library_Management_PG_ditamap-10004-..  5/30/2023 11:04 AM

A01_Library_ Management_PG_Draft 5/29/2023 10:06 PM

Adding_an_Engineers_Estimate_Item dita-1000..  6/21/2023 12:29 AM

Adding_an_Engineers_Estimate_Item_ditaAddin..  6/15/2023 1.03 PM

name: ~ 1 Allfiles

Open

Figure 124: Open Dialog Box

2. Toupload a single file, click the appropriate file.
Optionally, to upload multiple files, press and hold CTRL, and then click the appropriate files.

3. Click Open.
e Open

e

Cancel

x,

"0 « FHWA > Publishe... L7 il Search Published PDF o

Organize = New folder = - [ a
% Home Name & Date modified
AD1_Library_Management_PG_ditamap-10001-..  5/24/2023 3:08 PM
(%] A01_Library_Management PG_ditamap-10002-..  5/25/2023 5:23 PM
I Desktop » [{'] AD1_Library_Management_PG_ditamap-10002-...  5/25/2023 523 PM
E Documents  # AD1_Library_Management_PG_ditamap-10004-.,  5/30/2023 17:04 AM
< Downloads # AD1_Library_Management_PG_Draft 5/29/2023 10:06 PM
E Pictures F Adding_an_Engineers_Estimate_Item_dita-1000... 6/21/2023 12:29 AM
& Music » Adding_an_Engineers_Estimate_ltern_ditaAddin..  6/15/2023 1:03 PM
H videos » _—
File name: | ¥ | Al files -

Open Cancel

Figure 125: Open Option

99

Library Management
Participant Guide



Federal Highway Library Management
Administration Participant Guide

The files are uploaded to the form and displayed in the ATTACHMENTS section.
4. The name of the file is updated in the Title column.

Optionally, in the Title column, enter the tiles for the files attached.

PROJECT FUND LIST

m Save & Exit B Save & Continue ® Cancel [ Workflow ~ *&" Select Actions ~

ALLUUIIL INUnIIver . 1210VH3UL /LU | .04V LINLV /VUVU. U4,

Account Priority : CONO03-CONO4 %
Authorized Amount (8) : 0.0C
Expended Amount (S) : 0.0C
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.0

Notes :

ATTACHMENTS

EI R [ e ey

Fund Management in
FHWA.docx

Document - FM ., Mike Ross 07-27-2023 3:05 AM 13 KB

q

Figure 126: Uploaded File
Linking a File to a Form

You can link a file to a form using any of the following options:

® Masterworks Document: This option enables you to link files available in the document
folders of a project or contract. The document folders are available based on the selected
document folder structure in the PROJECT DETAILS page.
Note: This option helps users avoid uploading the same files multiple times in a project.

® Upload and Link New Document: This option enables you to upload new files to the
document folders of a project or contract and link them to the respective form. The document
folders are available based on the selected document folder structure in the PROJECT DETAILS
page.
Note: This option helps users upload new files into the document folder structure from the
respective form without navigating to the document folder.

Note: The Upload and Link New Document option is the most preferred and used method to
link files to a form by the FLH team.

® External Document: This option enables you to link files from an external location.

100



Federal Highway Library Management
Administration Participant Guide

Linking a File to a Form — Masterworks Document Option
To link a file available in the Documents folders, perform the following steps:

1. Inthe ATTACHMENTS section, click Link Document.

PROJECT FUND LIST

[@ save & Exit [ Save&Continue (%) Cancel [% Workflow ~ “&° Select Actions ~ + 3
ALLUUIIL INUTIINET | 1D 10USDUL/ LU 1.04%U.CIN.Y £ UULUS. | 7

Account Priority : CONO03-CON04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes : -

ATTACHMENTS

oL

0 v [ [uion e [y [ s

No Attachments available

Link Document Upload Document

4

4

Figure 127: Using Link Document Option

The Link Document dialog box is displayed.

Link Document X

© MasterWorks Document O Upload and Link New Document O External Document

Folder : Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS v

Clear Search

No Link available

Figure 128: Link Document Dialog Box
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2. Click Masterworks Document.

Link Document X

(@ MasterWorks Document () Upload and Link New Document () External Document

Folder : |[Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS v

Figure 129: Using Masterworks Document Option

3. Inthe Folder drop-down list, select the appropriate document folder where the files exist.
The list of files in that folder is displayed.

Link Document b ¢

@ MasterWorks Document O Upload and Lin< New Document O External Document

Folder : Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS

Clear Search

[[]  Fund Management in FHWA.docx Document - FM Mike Ross 07-27-2023 3:17 AM

Figure 130: List of Documents
4. Perform any of the following steps, as applicable:

* From the list of files, select the appropriate files.

* To search for afile, in the box, enter any search criteria for the file, click Search, and then select
the appropriate files.
Link Document X

@ MasterWorks Document O Upload and Link New Document O External Document

Folder : |SIT - CAHBP CR104(1) ET AL, SIT - TRINITY COUNTY HBP BRIDGES

| | Clear Search
I e R T o

No Link available

Figure 131: Using Search Option
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You can specify search criteria such as the extension of the file type, the date or time the file was
uploaded, the name or title of the file, or the username of the user who uploaded the file.

* Optionally, to view all the files in the selected folder, click Clear Search.

5. Click OK.
The files are linked to the form and are displayed in the ATTACHMENTS section.

PROJECT FUND LIST

[a Save & Exit B Save & Continue ® Cancel m Workflow v *2* Select Actions ~ + ¥
a
Account Priority : CONO03-CON04 v
Authorized Amount (S) : 0.00
Expended Amount (S) : 0.00
Probable Expenditure (S) : 0.00
Remaining Amount (S) : 0.00

»

Notes

ATTACHMENTS
EI s o e
RESTORATION OF
Fund Management in
NORTHERN Dorument - FM ~ Mike Ross 07-27-2023 3:25 AM 12.77KB

FHWA.docx

Upload Document

RAILS/Documents

4

Figure 132: Linked Document

Note: The Url/Link column displays the path to the folder where the document is available. You can
click the folder path to open the folder.

6. Inthe Title column, enter the titles for the linked files.
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Linking a File to a Form — Upload and Link New Document Option

To upload a file to a folder in the Documents folder structure and link the file to the respective form,
perform the following steps:

Note: The Upload and Link New Document option is the most preferred and used method to link
files to a form by the FLH team.

1. Inthe ATTACHMENTS section, click Link Document.

PROJECT FUND LIST

[a Save & Exit B Save & Continue @ Cancel m Workflow ~ 8" Select Actions ~ + ¥
AULUUILINUIIET - | 131 0UGDUL S £U 1L J8UINLY / UULUS. | a

Account Priority @ CONO3-CONO04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure (S) : 0.00

Remaining Amount ($) : 0.00

Notes : -

Y%

ATTACHMENTS
E File View Status Url/Link Uploaded By Uploaded Date M
No Attachments available
Link Document Upload Document
v
4 4
Figure 133: Using Link Document Option
The Link Document dialog box is displayed.
Link Document X
© MasterWorks Document O Upload and Link New Document O External Document
Folder : Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS v

Clear Search

No Link available

Figure 134: Link Document Dialog Box
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2. Click Upload and Link New Document.

Link Document

O MasterWorks Document

@ Upload and Link New Document

Library Management
Participant Guide

O External Document

Folder : |[Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS v

Figure 135: Using Upload and Link New Document Option

3. Inthe Folder drop-down list, select the appropriate folder to upload files.

4. Click OK.

A confirmation dialog box is displayed.

5. Click OK.

The NEW DOCUMENT page is displayed.

NEW DOCUMENT

[a S:w':'&E[xl @ Cancel

3

Title : FHWA_Restoratinn of Northem Ra

New Document

Select files

Template Document : [] (Usec s Template Decument for Mall Merge)

Workflow @ MNane

P

Figure 136: New Document Page

6. Toupload files, in the New Document section, drag and drop the appropriate files.

On uploading and saving the files, the files are uploaded to the selected folder in the Folder drop-

down list and linked to the respective form.

7. Inthe Title column, enter the titles for the linked files.
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Linking a File to a Form - External Document Option

To link a file to an external storage system, perform the following steps:

1. Inthe ATTACHMENTS section, click Link Document.

PROJECT FUND LIST

[a Save & Exit B Save & Continue @ Cancel m Workflow v 8" Select Actions ~ + 3
ALLUUIIL INUIIINET  + 1D 10USDUL/ £U 104U UINLY £ UU.Us, | 71

Account Priority : CONO03-CON04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes : -

ATTACHMENTS

oL

0 s oo [ [irsr [t

No Attachments available

Link Document Upload Document

4

4

Figure 137: Using Link Document Option

2. Click External Document.

Link Document X

(C) MasterWorks Document (0) Upload and Lirk New Document (@) Crternal Document

Url/Link © | https:/

Title :

Figure 138: Using External Document Option

3. Inthe URL/Link box, enter the URL to the file in the external storage system.
4. Inthe Title box, enter the title for the linked file.
5. Click OK.

The file is linked to the form and is displayed in the ATTACHMENTS section.
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4.1.2. Accessing and Downloading Attached Files

You can access files that are attached to forms and workflows.

The Project Fund List form is used for illustration purposes.

® To access files attached to a form (from the list page):

1. Inthe navigation pane, click the required form.
The form list page is displayed.

PROJECTS PROJECT FUND LIST
Q, Typers Seareh X W oA fwnew B warkflow ~  [E] reports ~  Et Exeel Bxport ~
T Project Fund ID Fund Source Name
I s cnereo es LspoR 2025001 - Y g

General
- PFL4

m}
7|ﬂﬂ T 517 - CAERFO FS LSPDR 2023-1(1)
- O PFL-3
@. + Decumerts
O PFL2Z
® Deacument Search
(m} PFL-1

= Froject Repert Gallery
= Froject Calendar
= Fund Management

® Project Fund List

= Project Fund Transaction

= Funding Rules

CONO4
COND3
CONDZ

CONO1

COMO4

COND3

ComNDZ

COMO1

& more -

Fund Source Code

Figure 139: Project Fund List Page

2. Click More, and then click Attachments.

PROJECT FUND LIST

.ﬂ New R_T Workflow ~ E] Reports ~ R' Excel Export - @ Mare

[0 B ProjectFundiD Fund Source Name
O 0 eprs conod
O PFL3 CONO3
O PFL2 cono2
O PFL-1 COND1

FundSo _

Zp Customize List
CONO4 | audit Log
COND3 v
COND2 CON
COND1 CON

Figure 140: Using Attachments Option

The attachments of all the records are listed.

PROJECT FUND LIST DOCUMENTS

O Back @ More ¥

urce Type

Fund Source Type

Library Management
Participant Guide

Fund Description

CLINQO101: ERFO
Option X
CLINOD101: ERFO

CLINOO101: Non-ERFO

[0 pFL2/coN02 Project_Fund_List_Att
achments_FHWA

Figure 141: List of Attachments

1
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Optionally, to view files attached to a record, select the appropriate record and then click
Attachments.

PROJECT FUND LIST

Edit @ View '@' Delete ﬁT Workflow ~ [g] Reports ¥ [g.'l Mail Merge ~

g
I:] g Project Fund ID Fund Source Name Fund Source Code Fund Sg Description
2) Attachments

' I Audit Log

CONO2 CONO2 CON

PFL-2

D PFL-1 CONO1 CONO1 CON TS90
Figure 142: Viewing Files Attached to a Record
® To access and download files attached to a record (from the details page):

1. Inthe navigation pane, click the appropriate form.
The form list page is displayed.

PROJECTS PROJECT FUND LIST
Q Type to Search X v oA .|':I New ﬂT warkflow = Igl Reports = [‘lr Excel Export = @ Mare =
I §  Project Fund ID Fund Source Name Fund Source Code Fund Source T Fund Description
I S cnero s vk W23 - - . L= p
T T T T T
i ] ( i i
D PFL-4 CONO4 COMNO4 CON CLINOO101: ERFO
T ™ SIT- CALRFO FS LSPDR 2023-101)
O PFL-3 COND3 COND3 CON Optien X
@. + Documents
D PFL-Z CONDZ CoNozZ CON CLINOD101: ERFO
® Dacumert Seareh
D PFL-1 CONO1 CONO1 CON CLINGO101: Non-ERFO

= Project Report Gallery
= Praject Calendar
= Fund Management

= Project Fund List

= Project Fund Transacticn

= Funding Rules
Figure 143: Project Fund List Page

2. Inthe list page, select the appropriate record, and then click View.

PROJECT FUND LIST

_J Edit '@' Delete  [# Workflow v & Select Actions ~ lg] Reports v [@'_l Mail Merge ~ @ More ~
D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description
U PFL4 i CONO4 CONO4 CON

Figure 144: Using View Option
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The form details page is displayed.

PROJECT FUND LIST

_{? Edit @ Cancel E'_T Workflow ~

Project Fund ID

Fund Source Name
Fund Source Code
Fund Source Type
Fund Source Category

Fund Description

Account Number

Account Priority
Authorized Amount ($)

Expended Amount ($)

Probable Expenditure ($)
Remaining Amount ($)
Notes

ATTACHMENTS

: PFL-3
*. cono3
: CONO3
: CON
: FLAP
a
v

¢ 1516043027201.540.CN.V700.04.

1604000000.25255

: CONO3-CONOD4

0.00

0.00

0.00

0.00

Y%

Library Management
Participant Guide

[ e

Fund Management in_

Read
O |® Rexy FHWA.docx
D @ Ready PFL with data.jpg NA

Figure 145: Project Fund List Page in View Mode
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3. Inthe ATTACHMENTS section, select the appropriate files, and then click 'i'.

PROJECT FUND LIST
0 Edit (®) Cancel [ Workflow ~ + ¥
A
Account Priority : CON03-CONO4
Authorized Amount ($) : 0.00
Expended Amount (S) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes
Y%
ATTACHMENTS
EI T L o
 Re Mikehuss 107-27-2023 4:31 AM 12.77&8
a2 sie FHwAdocx
D ® Ready PFL with data.jpg NA Mike Ross 07-27-2023 4:30 AM 92.13KB
v
4 »
Figure 146: Using Download Option
* To access and download files attached to a workflow:
1. Inthe navigation pane, click the appropriate form.
The form list page is displayed.
PROJECTS PROJECT FUND LIST
Q Type to Search H v oA q':l MNew .H'T workflow ~ Igl Reports ~ PJ Excel Export = @ More -
':.] ST CA 770 5 LSPOR 05 101] = D Q Praject Fund ID Fund Source Name Fund Source Cade Fund Source Type Fund Descriptian
General
- O PFL4 COND4 COND4 con CLINDO101: ERFO
] =17 CATRFOFS LSPDR 2023-1(1)
D PFL-3 COND2 CONOD2 CON Option X
@. + Decumerts
D PFL-2 COND2 COoMNDZ CON CLINOO101: ERFO
" pecumersSee D PFL-1 CONO1 COMNO1 CON CLINGO101: Non-ERFO

= Project Report Gallery
= Froject Calendar

= Fund Management

= Project Fund List

= Project Fund Transacticn

= Funding Rules

Figure 147: Project Fund List Page
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2. Inthe list page, select the appropriate record.
3. Inthe WORKFLOW group, click History.

PROJECT FUND LIST

_J Edit © View [l Delete [ Workflow v~ “& Select Actions ~ [ Reports v [0 Mail Merge + () More ~
D g Project Fund ID ind Source Code Fund Source Type Fund Description
| |
£, Workflow User(s) -

-_

Figure 148: Using History Option

The Workflow Status & History dialog box is displayed.

Workflow Status & History X
Workflow Status Hide A
......... Selected Status ——— CLUrrent Status

@ Published

Approved
Approve @

Workflow History Hide ~

Workflow Status : Published Workflow Status: Approved
Received On : 07-26-2023 7:34:08 AM Received On: 07-27-2023 5:32:06 AM
Action : Approve Action :
Action Notes : Action Notes :
Action By : Mike Ross Action By :
Due Date : 07-26-2023 7:34:08 AM Due Date: 07-27-2023 5:32:06 AM

Action Status :

Action Completed

Figure 149: Workflow Status & History Dialog Box
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4. Toview all the attachments and complete workflow history, click More Details.

Workflow Status & History

Workflow Status

X

Hide ~

@ Published

Selected Status

Current Status

Approve @

Approved

Workflow History

Workflow Status :
Received On :
Action :

Action Notes :
Action By :

Due Date .

Action Status .

Published Workflow Status :
07-26-2023 7:34:08 AM Received On :
Approve Action :

Action Notes :
Mike Ross Action By :
07-26-2023 7:34:08 AM Due Date :

Action Completed

| oreoeas || corce

Figure 150: Using More Details Option

The History page is displayed.

HISTORY

® Close
Record Identifier : PFL-4/CONO4
Workflow Status

Selectec Status

Publish

=@ published — D+ Approved
Approve .—,

Current Status

@ Inactive

Action Status :

Hide

Approved
07-27-2023 5:32:06 AM

07-27-2023 5:32:06 AM
Action Pending

Hide »

E
o
|

Warkflow History

0 status

Draft 07-26-2023 7:34 AM

Received On

Action Pencing Action Completed [l Action Failed Il Workfiow Completed

Action Action Notes Action On

Publish

Figure 151: History Page
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5. Inthe ATTACHMENTS section, select the appropriate documents, and then click 'i'.

HISTORY

® Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 *
g Publisheu 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM =
4 O »
Show Workflow History Report
ATTACHMENTS
=K
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size
Fund Management in )
NA Mike Ross 07-27-2023 5:32 AM 12.77KB

EHWA.docx

Figure 152: Using Download Option

4.1.3. Deleting Attached Files

Prerequisites
You can delete a file only if you have attached it.
Overview

You can delete files that are attached to forms. You cannot delete files that are attached while performing
a workflow action.
The Project Fund List form is used for illustration purposes.
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Steps
1. To access the appropriate file attached to a form to be deleted, perform the following steps:

a. Inthe navigation pane, click the appropriate form.
The form list page is displayed.

Q;;’;;vsra.‘;m?
Administration
PROJECTS PROJECT FUND LIST
Q Type to Search X Vv A -ﬁ New [ workflow ~ [g_] Reports v ["j' Excel Export ¥ @ More ~
I.] D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES v
¥ T Y T
E Eanecid &2 &4 fd (7]
D PFL-2 CONO02 CONOQ2 CON

|:] ™= SIT - TRINITY COUNTY HBP BRIDGES
D PFL-1 CONO1 CONO1 CON
@ + Documents
® Document Search
= Project Report Gallery

m Project Calendar

= Fund Management

s Project Fund List

Figure 153: Project Fund List Page

b. Click More, and then click Attachments.
The attachments of all the records are listed.

PROJECT FUND LIST

.|r:l New [ workflow ~ B Reports « Et Excel Export = @ More -

|:| g Project Fund ID Fund Source Name FundSo _ urce Type
=g Customize List

2 Attachments

[J © pr4 CONO04 CONO4 B Audit Log

O PFL-3 CONO3 CONO3 wun
O PFL-2 CONO2 CONO2 CON
O PFL-1 CONO1 CONO1 CON

Figure 154: Using Attachments Option

Various document management features are available for attachments.

PROJECT FUND LIST DOCUMENTS
O Back @ More ~

= o) .

D PFL-2 / CONO2 Project_Fund_List_Att 1 Angela PDF 7574.29 KB 12/14/2023 6:32 AM
achments_FHWA

Figure 155: List of Attachments
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2. To delete an attachment, select the appropriate file, and then click .

ATTACHMENTS
& s

e e s e s e

Project Fund List Attac
' Ready Project_Fund_List_ 12/14/2023 6:32 AM  7574.29KB
hments FHWA

Link Decument Uplead Document %

Figure 156: Using Delete Option

4.2. Importing Form Details from an Excel Workbook

You can perform the following tasks using a Microsoft Excel workbook:

e 4.2.1. Create multiple records simultaneously.
You can create multiple form records by importing form information from a Microsoft Excel
workbook to the form.

e 4.2.2.Update details of multiple records simultaneously.
You can update form information of multiple records simultaneously by importing form
information from a Microsoft Excel workbook to the form.

The template to upload or update information of multiple records to a form is downloaded as a Microsoft

Excel workbook from the list page of the form. The Excel template workbook is updated with the form
information and is uploaded back to the form.

The Instructions tab in the Microsoft Excel workbook template provides information on updating the
template for uploading multiple records.

Note: The following pointers enable you to upload or update form information correctly:

For lists and selection options, ensure the correct spelling of the option as defined in the application
is entered

For Yes/No options, enter Yes or No in the relevant columns

For updating form information, ensure the Internal ID refers correctly to the intended record

You cannot delete records or upload attachments using an Excel workbook

Calculated fields will not be available in the template

Validation rules for data entered in the template and the values entered in the form are the same
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4.2.1. Uploading Form Details in Bulk
Steps

1. Inthe navigation pane, click a form.
The selected form list page is displayed.

PROJECTS LABOR/EQUIPMENT
0\ Type to Search X v A +n_| News E] Reports ~ E}T Excel Import / Export = O More *
1 U Labor/Equipment Type/Classification Supplemental Description Move-In Dare
ﬂ SIT - CAERFO F5 L5SPDR 2043-| = D - e e E

E ceneral MM/ddiyyy| B

|:| Equipment Pickup Truck Supervisor 04/30/2024

i c -
ek Contracts D Equipment Haul Truck 04/30/2024
— T .- re
& SIT-CAERIOFSLSPD.. Equipment: Haul Truck 04/30/2024
+ Documents .
D Equipment Haul Truck 04/30/2024
+ Cenfigurations O Equipment Excavator 300G 04/30/2024
= Contrect ltems (W] Labor Excavator operator 04/30/2024
— Progress Tracking a Labor Suveyor 04/30/2024
Contraclor Daily ... :
® Contracle ily ] Equipment D& Dozer 04/30/2024
Inspecior Daily R... .
= Inspector Daily O Equipment Water Truck 04/30/2024
Daily Dis
L y Diary O Labor Operator 2 04/30/2024
Labor/Equi t
= Labor/Equipmen O Laber Operator 3 04/30/2024
B Waork Activity Te D Labar Labar 2 04/30/2024
+ Billings & Payments O Labar Operator 1 04/30/2024
= Centract Medificati... =) o o e

> = Submittals = mn[T~ 2 nm

Figure 157: List Page

2. Inthe tool bar, click Excel Import / Export.

LABORJEQUIPMENT

.n New Ig] Reports - | [“11 Excel Import / Export | @ More -

D B Labor/Equipment nental Description Move-In Date
[ Excel Import
MMy B
[ Excel Export (xls) ayy Ezr

Me records to display.
play D Excel Export [xlsx)

@ Excel Template [xIs)

@ Excel Template (xIsx)

[ Excel Template With Data ixis)

@ Excel Template With Data (xIsx)

Figure 158: Excel Import / Export

3. To export the form template to an Excel workbook, click Excel Template.
The Excel workbook template is downloaded to the local storage.

4. Openthe saved Excel workbook template, enter form details in the various columns, and save the
updated Excel workbook. For information on column details, refer to the corresponding topic on
creation of the form.

Note: The first column with the heading Internal ID must not be filled in.
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5. Inthe list page, click Excel Import / Export, and then click Excel Import.

LABOR/EQUIPMENT

.n New Ig] Reports - | [“11 Excel Import / Expart ~ | @ More -

O B Laborsequipment
[ Excel Import

MMeddayy B
[} Excel Export (xs) Yy E=r

E‘, Excel Export (xIsx)

| nental Description Move-In Date

No records to display.

B Excel Template (xls)
B Excel Template (xIsx)
[ Excel Template With Darta ixls)

[ Excel Template With Data (xIsx)

Figure 159: Excel Import

The IMPORT DETAILS FROM EXCEL FILE page is displayed.

IMPORT DETAILS FROM EXCEL FILE

@ Back

Select File : | Choose File | No file chosen
Upload

Figure 160: Import Details From Excel File

6. Click Choose File to select the workbook with updated form information.

The Choose File to Upload dialog box is displayed.

e Open X
[3 ~ L » Downlads W (W] Szarch Downloacls 2
Organice ~ New lolder =- [ o

Wi Name Date moditied Type
< lnday
- A @ Labar_Equipment_Template T1/2024 757 PM Microso
~ Last week
N
De
File name: |l ahor Fquipment_Template ~ | M files v

Upload from rmobile Caricel

Figure 161: File to Upload

7. Selectthe required workbook, and then click Open.
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8. Click Upload to import form information from the Excel workbook to the form.

IMPORT DETAILS FROM EXCEL FILE

@ Back

Select File : | Choose File |Labor E..mplate.xls
Upload

Figure 162: Upload the Excel

On successful import, the success message is displayed.

9. On encountering errors while importing an Excel workbook, perform the following steps:
a. Inthetoolbar, click Error Log.

IMPORT DETAILS FROM EXCEL FILE

© Back | g Error Log

Figure 163: Error Log Option
The error log workbook is downloaded to your local storage.

b. Open the workbook to view the errors in the various columns.

Error messages in the cells are highlighted in red. Tabs in the workbook are also highlighted to
indicate the presence of errors.

c. Open the Excel workbook with form information and modify form details.
Optionally, you can make relevant corrections in the error log workbook and upload it.

d. Save and upload the Excel workbook to import the updated information.
10. Click Save.

The items in the Excel workbook are uploaded to the list page.
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4.2.2. Updating Form Details in Bulk
Steps

1. Inthe navigation pane, click a form.
The selected form list page is displayed.

PROJECTS LABOR/EQUIPMENT
Q Type to Search X v A .ﬁ News E] Reports ~ E}T Excel Import / Export = O More *
1 U Labor/Equipment Type/Classification Supplemental Description Move-In Dare
L o Carwrors seor202 | - o e e b= .

E General MMrddryyy| B

|:| Equipment Pickup Truck Supervisor 04/30/2024
EEE — Contracts -
- D Equipment Haul Truck 04/30/2024
— T .- re
& SIT-CAERIOFSLSPD.. Equipment: Haul Truck 04/30/2024
+ Documents O Equipment Haul Truck 04/30/2024
+ Cenfigurations O Equipment Excavator 300G 04/30/2024
= Contrect ltems (W] Labor Excavator operator 04/30/2024
— Progress Tracking a Labor Suveyor 04/30/2024
Contraclor Daily ... :
® Contracle ily ] Equipment D& Dozer 04/30/2024
Inspecior Daily R... .
= Inspecior Daily |:| Equipment Water Truck 04/30/2024
Daily Diz
L y Diary O Labor Operator 2 04/30/2024
Labor/Equi t
= Labor/Equipmen O Laber Operator 3 04/30/2024
B Waork Activity Te D Labar Labar 2 04/30/2024
+ Billings & Payments O Labar Operator 1 04/30/2024
= Centract Medificati... =) o e

> = Submittals = mn[T~ 2 nm

Figure 164: List Page

2. Inthetool bar, click Excel Import / Export.

LABOR/EQUIPMENT

.ﬂ New E] Reports « [“if Excel Import / Export « | @ More

|:| g Labor/Equipment nental Descriprion
D Excel Import

Excel Export (xls)

Excel Export (xIsx)

B

ey

Mo recorcs to display.

)

Excel Template (xIs)

ol Excel Template (xlsx)

x|l Excel Template With Data (xls)

P DD B

Excel Template With Data (xlsx)

Figure 165: Excel Template With data

3. Click Excel Template With Data (xls) or Excel Template With Data (xlsx) to export the form details
to an Excel workbook.
The Excel workbook template is downloaded to the local storage.
4. To update existing information, perform the following steps:
a. Open the saved Excel workbook.

119



Federal Highway Library Management
Administration Participant Guide

The first column named InternallD displays the unique identification code for the
corresponding record of the form.

b. Update form details in the various columns, and delete the records that need not be updated.
For information on column details, refer the corresponding topic on creation of the form.
Note: Deleting a record from the Excel workbook does not delete the record in the form.

c. Save the updated Excel workbook.

Note: To create new form records, in the same Excel workbook, do not enter information in the
Internal ID column, and enter all other required and mandatory columns.
5. Inthe list page, click Excel Import / Export, and then click Excel Import.

LABOR/EQUIPMENT

.|."] New l;] Reports ~ | E}f Excel impart / Expart - | @ Mare -
D U LaborfEquipment nental Description Move-In Date
| [ Excel Import |
e
MMdd Ay 22 .

[% Excel Export (xls) ! =) v

No records to display.
! piay B{ Excel Export (xlsx)

F_ﬁ Excel Template (xIs)
F_ﬁ Excel Template (xIsx}
@ Excel Template With Dara (xIs)

@ Excel Template With Data (xIsx)

Figure 166: Excel Import

The IMPORT DETAILS FROM EXCEL FILE page is displayed.

IMPORT DETAILS FROM EXCEL FILE

@ Back

Select File : | Choose File | No file chosen
Upload

Figure 167: Import Details from Excel File

6. Click Choose File to select the workbook with updated form information.
The Choose File to Upload dialog box is displayed.
7. Select the required workbook, and then click Open.
8. Click Upload to import form information from the Excel workbook to the form.
On successful import, the success message is displayed.
9. On encountering errors while importing an Excel workbook, perform the following steps:
a. Inthetoolbar, click Error Log.

IMPORT DETAILS FROM EXCEL FILE

© Back | gl ErrorLog

Figure 168: Error Log Option
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The error log workbook is downloaded to your local storage.
b. Openthe workbook to view the errors in the various columns.

Error messages in the cells are highlighted in red. Tabs in the workbook are also highlighted to
indicate the presence of errors.

c. Open the Excel workbook with form information and modify form details.
Optionally, you can make relevant corrections in the error log workbook and upload it.
d. Save and upload the Excel workbook to import the updated information.

10. Click Save.
The items in the uploaded Excel workbook are uploaded to the list page.
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